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Log in to ASAP  
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Select the Faculty Services tab 

         or select Faculty Services from the menu. 
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On the 
Faculty 
Services 
page,  
select  
Online  
Grade  
Change. 

Note: Online Grade Change is available for changing grades of 
undergraduate students only.   
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Select the term from the 
drop down menu. 

Note: only four terms will 
be available at any given 
time: the current term and 
the three previous terms, as 
grades over one year old 
cannot be changed. 

Click Submit. 
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Select the course from 
the drop down menu.  
Courses are listed by 
title and CRN. 

Note: Only courses for 
which you are the primary 
instructor will appear. 

Click Submit. 

Select New Term will return  
you to the previous screen. 
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The course roster displays the course title, CRN and 
number of students registered.   
 
Students are listed in alpha order, 50 names per page. 
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To page through the course roster, click on the desired 
set of numbers in Record Sets. 



9 

Select student from the course roster. 
Note: a red asterisk next to a student’s name designates the student as a 
non-undergraduate.  The Online Grade Change is not available for non-
undergraduate students and the program prevents access to their record.  
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Select the new grade from the drop down menu. 

Select the reason for the grade change from the drop down menu. 



11 

*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 to a letter grade 
are LG - Late Grade 
and IC - Instructor 
Error. 

* See next slide for instructions on grade changes for student athletes 

IC - Instructor Correction 

IC - Instructor Correction 
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Grade Changes for Student Athletes 

In Fall 2011, another column was added to identify student athletes.   
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For student 
athletes, the 
instructor 
must enter a 
reason for 
the grade 
change in 
the text box.  

If nothing is entered in the text box,  
this error message will appear.  
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Once you have selected the new grade and the reason for the grade change 
(and entered comments for student athlete if applicable), click Submit. 
 

Note: If instructor needs to change student athlete’s grade again, they must 
repeat all steps.  The original comment cannot be over-ridden. 
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After 
submitting 
the grade 
change, a 
confirmation 
screen 
appears. 
 
Select  
Return to 
Course Roster 
to verify the 
grade change. 
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The new grade 
appears under the 
Current Grade 
column. 

The previous grade 
appears under the 
Previous Grade 
column. 

Date of grade 
change is 
displayed.  
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To change 
another 
student’s 
grade in 
the same 
course, 
click on 
that 
student’s 
name. 

You can select a new term or 
CRN from this screen. 
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The instructor will receive e-mail notification that the grade 
change has been submitted. 

Note: The Office of the Registrar also receives e-mail notification of the 
grade change for review.  
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The student will receive e-mail notification that a grade 
change has occurred.   

The student is prompted to log in to ASAP to view 
additional information regarding the grade change. 

Information in 
the notification 
is limited to the 
course and 
term. 
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In addition to e-mail notifications, the Online Grade Change generates an entry in the 
student’s record in the Banner SPACMNT screen.  This entry is made in real time and 
is helpful to Registrar staff, Advisors and other Banner users should questions arise 
regarding the grade change.   

The 
Originator 
code OGC 
signifies an 
Online 
Grade 
Change. 
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The Office of the Registrar checks online grade changes for: 

Includes/Excludes 

Academic Standing 

SHATCMT entry 

Necessity to drop student from future registration if dismissed 

Rev. 05/01/12 
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Addendum to Online Grade Change 

The Online Grade Change cannot be used in the following circumstances: 
 
 NR to a letter grade due to Judicial Affairs action (until approved to do so) 
 
 Letter grade to “IN” 

 
 Letter grade to “W” 

 
 “W” to a letter grade 

 
 Grade changes over one year old 

 
The above grade changes must be submitted to the Office of the Registrar using the 
most current paper version of the Change of Grade Form with all required 
signatures in place. 
 
Reminder: letter grades to “IN” must be accompanied with a completed 
Requirements for Removal of Incomplete form attached. 
 
Addendum date: 06/29/09 
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