Faculty Center Grade Change Workflow
Login to WINGS using your regular PeopleSoft User ID and password.

In the left menu choose Self Service>Faculty Center>My Schedule
Your personalized Faculty Center page should appear with the following:

1) Your Name

2) Default to the Current Term (Use the green “change term” button to find the appropriate term.)
3) Select display option of Show All Classes radio button is filled.

4) Your Teaching Schedule for the current term listing your classes with the number enrolled
On the left side of My Teaching Schedule – 3 icons should appear.  One for Class Roster  [image: image1.png]


 , one for Grade Roster[image: image2.png]


, and one for Grades Posted[image: image3.bmp].  Classes with 0 enrollments will not have these icons. If the class roster is not posted, grade changes may be made without any approvals.
Click on the Grade Roster icon[image: image4.png]


, for the class in which you wish to change a grade. 
Click the Request Grade Change link that appears in the Grade Roster Action box. 
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This action will open the Official Grade field for each student. Make your change to the appropriate student. If this is a past semester and the grading window has passed, a new window will appear asking for a reason for the grade change. A reason is required. 
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Click OK when the reason is entered. You will be taken back to the full roster page, the changed grade will be in red. You can make more than one change at this time. Each will require a reason.
Click the [image: image7.png]susmi



 button at the bottom of the page to begin the workflow process.
(A grade may only be changed one time through this workflow process. If another change is required, the instructor must submit the paper Change of Grade form.)

The following email will be sent to the department chair for each grade changed:
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The Department Chair can click on the hyperlink to go directly to the grade change in WINGS.
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The Chair will Approve or Deny the request. If the request is going to be denied, “Details” must be added to indicate the reason and the person denying the request BEFORE YOU CLICK DENY. An email will be sent to the instructor. If the request is approved, an email with the hyperlink will be sent to the student’s Dean.  (There is no need to click the Save button.)
The Dean will also have the opportunity to approve or deny the grade change request. If the request is going to be denied, “Details” must be added to indicate the reason and the person denying the request BEFORE YOU CLICK DENY. If denied, the instructor will receive an email. If approved, an email will be sent to Deb Peterson in the Registrar’s Office for processing. Once the grade change is processed, and email will be sent to the student and the instructor to indicate the grade change has been made.

Faculty members can see where their own grade change requests are in the workflow. Department chairs can see all grade changes for their department. The Assistants to the Deans and the Registrar’s Office can see all grade change requests. The menu navigation is: 
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Any grade changes that are beyond the semesters allowed by the grade change policies below will not be allowed without appropriate committee approvals. They cannot be completed through the electronic grade change workflow process.

Undergraduate Change of Grade Policy:
An instructor may request to change a final grade for an undergraduate course three semesters immediately following the close of the semester in which the grade is first recorded, excluding summer. The instructor and department chair authorize the change by signing a "Change of Grade" form and forwarding it to the appropriate dean for signature. The dean will then file it with the Office of Records and Registration.
A change of grade after three semesters may be made only upon approval of the faculty Committee on Academic Policies and Standards (CAPS). Requests must be made in writing and must be supported in writing by the instructor and the department chair. These papers are forwarded to the student’s academic dean for presentation to the faculty committee.

Graduate Change of Grade Policy:

An instructor may request to change a final grade for one semester immediately following the close of the semester in which the grade is first recorded. The instructor and department chair authorize the change by signing a "Change of Grade" form and forwarding it to the appropriate dean for signature. The dean will then file it with the Records and Registration Office. (The electronic workflow process will allow changing I and PR grades past one semester.)
