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Instructions for Submitting a Grade Change

1: MyFSU W >
Login to MyFSU. MYFSU

Navigate to the Faculty Services tab. Login to your MyFSU account

In the Faculty Tool channel choose “Grade Change”.

2: Choose a Student

Type in a Student’s ID number and click “Submit.”
Click “Submit” again after confirming the correct student is listed, or use the back button to enter a different
Student ID #.

Only courses taken in the last year are eligible for on-line grade changes. Courses that do not appear on the SSB page
require a manual paper Grade Change form be completed.
Only courses you are eligible to submit changes for (you are the instructor of record, etc.) will be listed on the SSB page.

3: Change a Grade
Click on the “Change Grade” button in the middle of the page.

Idermmation for Student

Term CRN Course Title Credits Grade Action Grade Mode Graxde Description
201001 12323 EDUC-511-001 Poin Biu Evaluation - Ressarch 3 B Charioe Giesda standard Letter  Tns@muctor Comecticn

Choose a “Reason” for the change.
Choose the New Grade letter.
Click the “Submit” button.

Term CRM COurse Tide Credits Grade Hode Current Grade Grade Description
21001 1Z3F23 EDLKC-511-001 Pon Blu Evaluation - Rossaich 3 SEmiwlaie] Db B Instructos Cossaction
Reazon for Change: Completed Field Expariencne =
New Grade: A =
L SUBHIT
Verify the information on the screen and click “Submit” to continue or “Cancel” to change.

If you are finished, log out. To process another Grade Change, click the “Select Another Student...” button
to start at Step 2 above.

Your submission will be automatically e-mailed to the appropriate Department Head or Dean for review.
If your Department Head or Dean does not approve your Grade Change, an e-mail will be returned to the
faculty member only. It is the responsibility of the faculty member to inform the student.

If the person submitting the grade change is a Department Head or Dean, the Grade Change will be
processed immediately; no additional approval is needed.

If you have submitted a Grade Change and it has not been processed in a reasonable amount of time, check
with your Department Head or Dean.
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You will receive an e-mail informing you that a Grade Change has been submitted.

Step 1: MyFSU W S

a) Login to MyFSU.

b) Navigate to the Workplace tab.

¢) Locate the Worklist channel on the right-hand side.
d) Click on the item needing approval.

Lagin to your MyFSLU account

Step 2: Decision

a)  After reviewing the information on the screen, click the “Approved” or “Not Approved” button.
b) Insert Comments as desired.

c) Click “Complete” to process the decision. -
Notes: s
“* For an “Approved” decision, an e-mail will be sent to the initiating faculty sprieed RTpr—
member and the student with this decision and Banner will be updated it
automatically.

*¢* For a “Not Approved” decision, an e-mail will be returned to the faculty

member only. It is the responsibility of the faculty member to inform the | ™=

student. o | Sombonn | e
& If you are finished, log out. To process another Grade Change, Click the
“Select Another Student...” button to start at Step 2 above.
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