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Grade Change Request as a Teacher, and how to Approve 
from the Administration/Office 

Objective: 
Outline the two step process involved with grade change requests that initiate through a 

teacher gradebook. 

Best Practice: 
Skyward recommends that needed grade changes from a prior grading period be requested 

through a teacher grade change request to ensure changes our calculated correctly.   

Outcomes/Benefits: 
 The grades will automatically post once they are approved. This will allow them to

show on report cards and transcripts.

 Entities will get to see the old and new grade and decide if they should be approved.

 Changed grades through this process will be used to calculate a semester/final grade

and calculated GPA.

 Once approved no grade differences will show on report or in the gradebook.

 Changing the dates in the grading periods could alter grades and remove manually

posted grades that were entered through the office.
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Application 
This is a two-step process, step 1 being the request being made through the teacher 

gradebook and step 2 approval through Student Management Educator Access Plus. 

The steps below use a Secondary Gradebook as reference, the process is similar for 

Standards Gradebooks. 

Step 1: 

Grade Change Request from the Gradebook 

The Grade Change Request process allows you to request a grade change for a previous 

grading period. These changes will then be administratively approved. 

You will click Options under the grade column you would like to change and then select 

Grade Posting Status for ____. 

You will see the class listed and can then select the Request Grade Changes button. 

TEACHER
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You must enter a reason for the grade change. Once this is done you will click Yes. After 

this button is clicked you will have two hours to complete the changes for this class. You can 

make any necessary changes to the grading period selected for a grade change request. 

You will only be able to make modifications in the grading period selected for the grade 

change request. 

After all changes have been made, you can complete the grade change request by selecting 

Grade Posting Status for ____ in the term Options drop-down.  

You will then select the Complete Grade Changes button. Once you mark the Grade 

Change Request as complete you will no longer be able to make changes without creating 

another Grade Change Request. 
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You can then click Yes to notify administration that you have completed your grade 

change(s). 
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Step 2:  

Teacher Requests for Changes to Previously Posted Grades 

The Teacher Request for Changes to Previously Posted Grades area allows you to review any 

changes a teacher has requested within their gradebook for a closed grading period, and 

then post the changes. In order for teachers to request a grade change there is an option 

within the configuration of the Secondary Gradebook. 

Filter Options 

The Filter Options allow you to determine the entity and the requests that display on the 

screen. After selecting the entity, you can only select one option to choose the information 

displaying on the screen. 

 Show Changes that are In Progress or Ready for Review – This option will

display classes with a status of In Progress or Ready for Review.

 Show Changes that are In Progress – This option will only show the classes that

currently have a grade change request in progress and are working on completing

the modifications in the gradebook.

 Show Changes that are Ready for Review – This option will only show the

classes where the teacher has marked the grade change request as “complete” or

the two hour time frame has passed.

 Show Changes that are Completed – By selecting this option, only grade changes

flagged as completed will display.

ADMINISTRATOR
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Expanded Class Information 

 

You can see additional information and approve the grade change request by clicking on the 

arrow next to the gradebook/class. 

 

 Reason for Requesting Grade Changes 

 

 
 

The Reason for Requesting Grade Changes will display the reason entered by the 

teacher when submitting their grade change request. Teachers are required to enter 

a reason before they can make the grade change(s). 

 

 Grade Differences 

 

 
 

The Grade Differences display students’ gradebook grade and posted grade that no 

longer match due to the teacher submitting a grade change request for a closed 

grading period. You can either Post Grades individually or select Post All after 

verifying the grades. 

 

 Approved Grade Differences 

 

 
 

The Approved Grade Differences display the grades changes that were approved. It 

will display the date, time, and who approved the term grade change. 

 

 Dropped Student Differences 

 

 
 

The Dropped Student Differences allow you to approve the grade change and post 

the grades for dropped students in the selected class. You can either Post Grades 

individually or select Post All. 
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Mass Post Grade Changes 

 

 
 

The Mass Post Grade Changes area allows you to post grade changes for multiple 

gradebooks/classes at one time. You can view the grade differences by clicking on the arrow 

next to the gradebook/class. If you would like the grade differences to post, you will select 

the gradebook/class. 

 

 Total Number of Requested Changes Selected – The number that will display is 

updated every time you select a gradebook/class. If you click on the Clear All, it will 

unselect all of the gradebooks/classes at one time. 

 Exclude Dropped Students from Mass Posting – If this option is selected, the 

students displayed in the Dropped Student Differences will not be processed when 

mass posting of the grades. 

 Select All On This Screen – When you click on this option, all of the classes 

displaying on the screen will be selected for the mass posting process. 

 Unselect All On This Screen – When you click on this option, all of the classes 

displaying on the screen will become unselected for the mass posting process. 

 Post Grade Changes for Selected Classes – This option will mass post the grade 

changes for any class that is selected.  

 

 
 

After selecting the Post Grade Changes for Selected Classes, you will receive the 

message displayed above. If you want all selected gradebooks/classes grade changes 

posted and marked as completed, you will click Continue. After clicking Continue, it will 

complete processing in the Print Queue.
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Mark Completed 

 

 
 

After verifying and posting the grade changes, you can highlight the gradebook/class and 

select Mark Completed. Once the option is selected, you receive the message displaying 

that the grade change request has been marked as complete. 

 

 
 

You will receive the above screen if grade differences still exist. If you need to review the 

grade changes, you will select the option to Return to Requested Changes without 

Completing. If the grades should not be posted, you will select Mark as Completed. After 

selecting the Mark as Completed, the un-posted grades will not be available and display 

as ignored. 




