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Once a teacher has completed the Grade Change Request process, follow the steps below to approve the teacher’s Grade 
Change Request in Student Management 

From Student 
Management or Educator 
Access Plus click on 

 the  icon to begin 
processing the Grade 
Change Request.   
Click Secondary 
Gradebook Change 
Requests. 

 

Highlight and Expand the 
course requesting the 
grade change.  Pay 
particular attention to the 
student’s name in the 
Reason for Requesting 
Grade Changes is the 
name as the student 
under Grade Differences.  
If not, this grade change 
should NOT be processed.   
 
Click Post Grade to update 
the previously posted 
Report Card grade.  DO 
NOT click “Post All” unless 
all student names are 
listed under Reason for 
Requesting Grade 
Changes.   
 
Once the grades have 
been posted Click Mark 
Completed.    
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Highlight and Expand the 
course requesting the 
grade change to verify 
grade has posted to the 
Report Card.   

 
 
 

To Deny a Grade Change 
Request because the 
student’s name does not 
match or there is not 
enough information listed 
on Reason for Requesting 
Grade Change Click Mark 
Completed.   
 
YOU MUST NOTIFY THE 
TEACHER BY EMAIL THAT 
THE REQUEST WAS 
DENIED.  
 

 

Highlight the course and 
noticed Ignored is noted 
after Mark Completed 
was selected.   

 


