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Changing Grades for Prior Terms

Instructor submits a
grade change

Submit

An email notification
that a grade change has
been submitted is sent
to the student and the
course approver

Approver approves
or denies the request
for a grade change
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The Process
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An email notification
that a grade change has
been approved
or denied is sent to the
student and instructor
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Changing Grades for Prior Terms Step 1

Log into Athena at www.athena.uga.edu.

Enter your UGA MyID and Password
Your UGA MyID

Password

Forgot your password? [
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Changing Grades for Prior Terms

Go to Grade Change (Prior Term) Student List

and social security number
change information.

View loan applications.

L Personal Information J L Student J L Financial Aid J L Faculty Services J ,
Update addresses, contact View holds; Register:; Apply for Financial Aid; Faculty can enter grades

information, and emergency Access your student Review your financial aid and view class rolls.

contact information; View account; View your status and eligibility; Accept Advisors can view student

name change information academic records or decline any award offers; information and clear

advisement.

v
v

Curriculum Change
Application History View

This allows approvers to view
historical approvals and denials of
curriculum change requests far
majors, minors, and certificates.

Mass Grade Upload @ .

Faculty members can upload
grades via a CSV file for students
registered in their courses.

Final Grades

Faculty members can assign
individual grades to students
registered in their courses.

Grade Change (Prior Term)
Initiate a grade change request for
a student's grade in a previous
term.

Attendance Verification

Grade Change (Prior Term) —
Approver View

This menu item is for those
allowed to approve grade change
requests

Step 2

 Grade changes can

| (?nly be Processeq

Previoys thye -

Semesters.



Changing Grades for Prior Terms Step 3

Select the semester in which the student needing a grade
change was enrolled

Click the dropdown arrow to

display the available semesters. Select Semester:
Select semester... -
Highlight a term then click the =
Next bUttOﬂ. Select Semester:

Select semester...

Select semester...
Summer 2015
Spring 2015

Fall 2014




Changing Grades for Prior Terms Step 4

Select the course in which a grade change
needs to be initiated

Click the dropdown arrow

to display the sections in Select course:
which you were instructor e .
of record for the specified =3
term ° Select new semester Select course:
Select course... N
. . Select course... : :
Highlight a course then CHEM 1311 0- Ereatman Chom 1 (32363)
. CHEM 8210 0: Group Theory (26305)
click the Next button. SPAN 1002 0: Elementary Spanish (26073)

SPAN 2002 0: Interm Span (26451)




Changing Grades for Prior Terms Step 5

Select the student name for which a grade
needs to be changed by clicking the name

Current selected course:
Semester: Spring 2015 Change Semester
- CRN: 26305 Change CRN
; ‘ Select student: Let’s Change
| |
g udent thi d
 Only one st | is grade.
; O y b SE‘ECted at | Name UGA ID Grade Comments &
' may b€ | winl NG 4
| a time. ; NG
{ ‘. NG
‘i‘ | 5 NG
‘-;,_:, n NG
Q ' . NG
NG
W V and W grades cannot be changed in this tool.
NG




Changing Grades for Prior Terms

Select a New Grade and Grade

Change Comment

Grade Change Request:

Student:

UGA ID:

Term: 201502
CRN: 26305
Original Grade: NG
New Grade:

Select new grade... ~«

Grade Change Comment: Select grade change comment... ~

- include only those

The New Grade
dropdown yjj|

gradES that are
valid fo, the

J Section

Click the Submit button
to save the request.

Select grade change comment...

Select grade change comment...
Error in Reporting

Removal of Incomplete

Original Grade Not Reported

Step 6




Changing Grades for Prior Terms Submitted Request

Success!

&' The grade change request has been successfully received.
N Ote the green CheCk Current selected course:
mark that indicates the Semester: Spring 2015 Change Semester
CRN: 26305 Change CRN
grade change request was Select student.
SucceSSfu”y Smeitted' Name UGA ID Grade Comments The request W|||
mn o NG Grade change request already in progress. rema|n |n progress
L ) :2 B until it is approved
NG or denied.
NG
1 NG
NG
v V and W grades cannot be changed in this tool.
NG




Changing Grades for Prior Terms

Make Another Request

Choosing another student, CRN, or semester

To select another —]
student, repeat
stepsd4-7.

To select another

Semester: Spring 2015 Change Semester 4— 

CRN:

Select student:

Name

26451

Change CRN

UGA ID

Grade Comments

A

B-

C+

B+

W V' and W grades cannot be changed in this tool.
B

A

B+

B+

semester, click
Change Semester

then repeat steps
2-17.

™~ To select another
CRN for the same
semester, click

Change CRN then

repeat steps 3 - 7.



Changing Grades for Prior Terms Notes

* Any instructor of record on the section can submit a grade change
* Grade information is not included in email notifications

* After a grade change has been submitted, an email notification that a
grade change has been submitted is sent to the student and the
course’s department head/grade change designee

* After a grade change has been approved or denied by the course’s
department head/grade change designee, an email notification of the
grade change decision is sent to the student and the instructor

* Any grade change submitted by a chair will be immediately approved

* Contact the Office of the Registrar if you have questions or concerns

about changing grades for prior terms

regsupp@uga.edu
706-542-4040
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