Electronic Grade Changes- Faculty

o Ifthe grade you are changing is more than a year old, skip to FAQ #1.
e Ifyou are a graduate student, skip to FAQ #2.

All other grade changes, proceed using the steps below:

From BearWeb Faculty Services:
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General Instructions:

For each of the items that will appear below, please make your selection from the drop-down menu,
then continue when the next field is populated. If you are prompted with a comments box, please
enter a brief explanation of the situation. Please do not use quotation marks in the comments area.

Term: * Fall 2021 A

Course:* P5C 330401+~

Student: ¥

The current grade for this student is: A-

Revised grade: * E v

Reason: * Instructor Correction v

Reason comment:

Submit Revised Grade

Reset

If submitting a grade of FSA, FASA, or
NCSA, please enter the student’s last date
of attendance/engagement in the
comments box. We cannot process your
request without this date. For more
information about the new F/FA/NC
grade submission values, please visit our
Grading Resources Page.



https://www.baylor.edu/registrar/index.php?id=977780

After submission of the grade change request, you will receive on-screen confirmation:

Q Grade change submitted for

OK

ur selection from the drop-down menu, then continue when the next
, please enter a brief explanation of the situation. Please do not use

student's last date of attendance/engagement in the comments box. We
prmation about new F/FA/NC grade submission values, please visit our

You will also receive a confirmation email that includes a BearQuest link to monitor the progress of
the grade change:

Man 5/9/2022 11:51 AM

B BearQuest@baylor.edu

Grade Change Request by Bai
To H

Your request to change the grade of one of your students has been submitted for
approval.

REQUEST SUMMARY

Request #: "

Request Type: Request for Grade Change via Bearweb in TH.®
Requested by: i wu "l o

Current Status: Started - 5/9/2022 11:50:58 AM

To view the details for this request click the following link:




FAQS

1. What do | doif the grade | am changing is more than a year old?
Contact registrar@baylor.edu for a grade change form. (Please note the above reason in
your email.)

2. lam a graduate student teacher-of-record and received an error message when
trying to submit a grade change. What are my next steps?

@ If you are both an instructor and a graduate
student, we cannot process your request
electronically. Please contact the Office of the
Registrar for an alternative PDF form.

Contact registrar@baylor.edu for a grade change form. (Please note the above reason in
your email.)

3. lreceived a message stating that a grade change has already been submitted for
the student/course. What do | do next?

(1] The grade change for this student, term, and course has already
been requested and is still in the grade change submission.

Search your email for the original Grade Change Request confirmation email and use the
link to view the status of the request in BearQuest. If needed, you may wish to check in with
your chair/dean on the status of the request. If you have additional questions or concerns,
contact registrar@baylor.edu.
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