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The Online Grade Change process has been revised to allow 
online grade changes for undergraduate and graduate 
students.  

Please follow the updated directions in this guide to process 
your online grade change.



Undergraduate Grade Change



1. Faculty member will log into ASAP



2. On the Faculty Services page, select Online Student Grade Change



3. Select Undergraduate Grade Change



4. Select Term

As a reminder, grade changes are only available for one calendar year for both 
undergraduate and graduate students



5. Select the CRN for the course the student is in

If a faculty member is teaching multiple courses per semester, make sure to drop 
down the menu to see all CRNs



6. Roster of students will populate, select student to 
update

The course roster displays the course title, CRN and number of students registered.  Students are 
listed in alpha order, 50 names per page



7. Select the new grade from the drop down 
menu

Select the new grade and 
reason for grade change 
from the drop down menu



The only reason available for 
changing one letter grade to 
another letter grade is IC-
Instructor Correction

The only reason available 
for changing IN to a letter 
grade is MC – Make-up 
work complete

The two reasons 
available for changing NR 
grade to a letter grade 
are LG – Late Grade and 
IC – Instructor Error



Grade Changes for Student Athletes

In Fall 2011, another column was added to identify student athletes

For student athletes, a reason must be entered in the text box to be submitted



Once you have selected the new grade and the reason for the 
grade change, click Submit.



8. Confirmation will appear, updated grade 
viewable on class roster

• The new grade appears under current grade column
• The previous grade appears under the previous grade column
• Date of grade change is displayed



9. Email confirmations sent 

• Email confirmations sent to:
• Faculty
• Student
• Office of the Registrar 



Addendum to Online Grade Change 

The Online Grade Change cannot be used in the following circumstances
• Letter grade to “IN”
• Letter grade to “W”
• Grade changes over a year old

The above grade changes must be submitted to the Office of the Registrar using 
the most current version of the Change of Grade from with all required signatures.  
A PDF version of the change of grade is available under the faculty services tab on 
ASAP.

Reminder: letter grades to “IN” must be accompanied with a completed 
Requirements for Removal of Incomplete form attached. 



Graduate Grade Change



Faculty members will now be able to change grades assigned to students in 
graduate level courses in ASAP.

Grades updated in ASAP must meet the following criteria:
◦ Original grade must be a grade of a “B” or higher

◦ New grade must be a grade of a “B” or higher

◦ Student must be in good standing

Grades that are lower that a “B” must be submitted through the paper change of grade.

Change of Grade PDF is available under the Faculty Services tab on ASAP



1. Faculty Member will log into ASAP



2. On the Faculty Services page, select Online Student Grade Change



3. Select Graduate Grade Change



4. Select Term

As a reminder, grade changes are only available for one calendar year for both 
undergraduate and graduate students



5. Select the CRN for the course the student is in

If a faculty member is teaching multiple courses per semester, make sure to drop 
down the menu to see all CRNs



6. Roster of students will populate, select student to 
update
Note: The policy for only grades of “B” or better will be stated above the roster of 
students.

Notes will also appear to the right of roster if grade change is not allowed.



6. Roster of students will populate, select student to 
update
Note: Grades of CR/NC is available via the Online Change of Grade.  CR/NC grades will not 
affect academic standing.

Notes will also appear to the right of roster if grade change is not allowed.



7. Select the new grade from the drop down 
menu

Note: Only grades of “B” to “A+” are available to submit 



7. Select the new grade from the drop down 
menu

Note: CR/NC is available CR/NC grades will not affect academic standing.



The only reason available for 
changing one letter grade to 
another letter grade is IC-
Instructor Correction

The two reasons 
available for changing NR 
grade to a letter grade 
are LG – Late Grade and 
IC – Instructor Error



Grade Changes for Student Athletes

In Fall 2011, another column was added to identify student athletes

For student athletes, a reason must be entered in the text box to be submitted



8. Confirmation will appear, updated grade 
viewable on class roster



8. Confirmation will appear, updated grade 
viewable on class roster



9. Email confirmations sent 

• Email confirmations sent to:
• Faculty
• Student
• Office of the Registrar 



Addendum to Online Grade Change 

The Online Grade Change cannot be used in the following circumstances
• Letter grade to “IN” (undergraduate courses)
• Letter grade to “W”
• Grade changes over a year old
• For graduate courses, “IN” to letter grade is currently not available

The above grade changes must be submitted to the Office of the Registrar using 
the most current version of the Change of Grade from with all required signatures.  
A PDF version of the change of grade is available under the faculty services tab on 
ASAP.

Reminder: letter grades to “IN” must be accompanied with a completed 
Requirements for Removal of Incomplete form attached. 



Questions can be emailed to:

Student Records Staff at records@utsa.edu

QUESTIONS?

mailto:records@utsa.edu

