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Faculty Guide: 
Grade Changes 

Grade changes should be submitted when a student’s final grade was submitted in error.  Grade changes must be 
submitted within a two-year period upon completion of the course. 

1. Log in to Self-Service and click on Faculty Overview.  Click on Grade Change Request. 

2. Complete the form and click Submit at the bottom.  The request will be sent to Admissions and Records for 
processing. 

 


