
 

 
Changing Grades for Students through the Faculty Center 

  

As an Instructor:  

Grades are entered once the term is complete (or session, for reduced session classes). Once a grade 

roster has been approved and posted, the grade roster as a whole cannot be changed. However, new 

system functionality allows instructors to change grades for individual students through their 

portal.   

Log into the portal and navigate to the grade roster for the class you wish to change.   

  

1. Navigate to the Faculty Center in UCD Access.  

 

 

 

 

  

 

 

 

2. Select the correct term using the change term button.  
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3. Use the radio buttons to make a selection, and press Continue.  

 

 

 

 

 

 

 

 

 

 

4. Select Grade Roster next to the appropriate course.  

 

 

 

 

 

  

5. Select Request Grade Change.  

 

 

 

 

 

 

 

 

6. You will need to select the term, class, and reason for the grade change.   

 

 

 

 

 

 



 
 

 

7. Once you have entered a class, you will see a drop-down list of students and official grades.   

 

 

8. Select the grade you wish to change and use the drop-down to change the grade.  

 

 

 

 

 

 

  

  



 
 

 

9. Once you select the new grade, click the Submit button.  The following message will appear. 

Click OK.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. Once you have clicked OK, the next screen will display what grade change was submitted and a 

message that it is now in the review step.  If you want to submit another grade change, then click 

the Submit another grade change request button.   

 

  


