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Instructors: Grade Change

SOAR 9.2
Grade Change - Instructor
Navigation: Home > Faculty Center > My Schedule
1. | Click the Change Term button.
Faculty Center Advisor Center Search Learning Management
My Schedule | Class Roster | Grade Roster
Faculty Center
My Schedule
Spring 2012-2013 | Univ of
Southern Mississippi
Select display option
2. | Click on the appropriate term.
3. | Click the Continue button.
: > oo >
Selegt g/term then select Continue.
m
pring 2012-2013 Univ of Southern Mississippi
Spring 2011-2012 Univ of Southern Mississippi
4. | Click on the Grade Roster icon for the class the student took.
Class Class
MS 111-
& Oral
(".f“017
19859) (Lect
5. | Choose the Final Grade roster from the dropdown.
6. | Click the Request Grade Change button.
5
Display Options Grade Roster Action
“Grade Roster Ty *Approval Status Approved
Display Unassigned Roster Grade Only
L
7. | Click the Change Grade button for the appropriate student.
Enroliment . . Official
Status Grading Basis Grade
Enrolled Graded C
Enrolled Graded A Change Grade
8. | NOTE: A new window will appear, so turn OFF your pop-up blocker.
9. | Enter the correct grade.
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10. | Click the appropriate reason for the grade change.

11. | Ajustification for grade change MUST be entered.

o 1

. . N (o] N .
Official Grade:
icial Grade: Grade Change Reason: © Completed Work Miscalculation Other

9 If grade was an 'I' provide the reason an Incomplete was given
*Grade Input: = in the box below.
e ————

Director Approval Req: v

*Instructor Comments: J}| 1YP€ in your justification.

11 Ly

12. | Click the Save button.
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