
HOW TO REQUEST A GRADE CHANGE AFTER THE GRADEBOOK TERM POSTING WINDOW HAS CLOSED 

 

Log into gradebook and select “MY GRADEBOOK”. 

 

Click on posting status to see the dropdown menu. Click under previous grading periods. When school 

starts and the calendar is active you will Grading period terms here.  You will select the term that you 

want to make changes in. 



HOW TO REQUEST A GRADE CHANGE AFTER THE GRADEBOOK TERM POSTING WINDOW HAS CLOSED 

 

Highlight the class that you want to make grade changes in and click the box that reads “REQUEST 

GRADE CHANGES”. 

 

You will have to type a reason for requesting grade change in the box provided and click “YES” to 

proceed.  Please Note: If you do not type a reason for requesting change in the box, you will not be 

allowed to make changes. 



HOW TO REQUEST A GRADE CHANGE AFTER THE GRADEBOOK TERM POSTING WINDOW HAS CLOSED 

 

Click in box of the assignment grade that needs to be changed. 

 

Make changes and click save. 

 

Click the “BACK” button. 



HOW TO REQUEST A GRADE CHANGE AFTER THE GRADEBOOK TERM POSTING WINDOW HAS CLOSED 

 

Click the box that reads “COMPLETE GRADE CHANGES”. 

 

Click “YES” to complete.  The Principal will see the grade change request that you made and complete 

the approval process. 

 

 

 


