
Change of Grade .NET



Introducing Change of Grade
Login

Same as your 
password to 
log into your 

computer



Introducing Change of Grade
Task Selection



Submit a Grade Change Request

Enter Student 
ID number 

(A#)





Instructors see courses they 
taught for that student 

Chairs/Department 
Assistants see courses 

student took within the 
department

Deans/College Assistants 
will see all student’s 

courses 







For Admin 
Assistants 

process 
ends here.



Approve/Deny Request – Instructor, Chair, Dean

Other people can see 
comments, but they 

aren’t sent to the 
student.

Registrar’s Office 
maintains Denial 

Reasons; will be in 
email sent to student 





Review Pending Requests – Instructor, Chair, Dean



Click on Details
to see Reason 

for Request and 
Comments



System Emails

• Student is emailed when a request is denied or Office of the 
University Registrar makes a grade change. 

• Denial reason (from dropdown) is included, but not comments. 

• Instructor, Chair, and Dean receive emails when there is a request 
pending their review. 

• Only one email sent; sent daily. 
• If pending for 5 business days, email sent to next person in review workflow.

• Original requestor emailed if Office of the University Registrar 
cannot process request.  



Administrative Assistants

• Office of the University Registrar needs to know which Administrative 
Assistants will need access to the system. 

• System can handle multiple assistants per department and college

• Administrative Assistants can SUBMIT and VIEW REQUESTS, but 
cannot approve/deny



Substitutions

• Office of the University Registrar can manage substitutions for Chairs 
and Deans.

• Examples: 
• There is an interim Chair not noted in SAP
• The Associate Dean reviews grade change requests instead of Dean



Questions??

Melissa Hyatt
mh07@txstate.edu
512-245-2727

mailto:mh07@txstate.edu
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