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Information Technology 

Focus: Grade Change Request (Teacher)
 

Purpose: This document will provide you with information on how to request a grade change for 

your student after the posting window has closed. Once the grade change is requested, an 

administrator must approve or deny the request. The grade will update once the request is 

approved. 

Submitting a Grade Change Request  

 

 

 

Step 1: From the Grades menu, select 

Request Grade Changes. 

 

 

 

You will see the screen below which allows you to enter a new request while also viewing previously 

submitted requests and their status.  

 

Step 2: Select the appropriate class from the drop down in the top right corner. 
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Step 3: Locate your student by selecting Student from the 

drop down on the grade change request screen.  

 

 

 

 

 

 

Step 4: Select the Term from the provided drop 

down list. The term selected here will determine 

the grades available to change.  

 

 

 

 

 

After selecting Term, the Current Grade % field and Current Grade Letter will automatically populate 

with the selected student’s data that was entered previously in the Post Final Grades screen.   

 

The Teacher field, Course field, and Course Section will default based on your currently active 

sections. 

 

Revised 20210420 

​ ​                                                                                            2 of 5 



​
Information Technology 

Focus: Grade Change Request (Teacher)
 

Step 5: Enter the New Grade %  and press the tab key to 

populate the New Grade Letter field automatically. 

 

 

 

 

 

 

 

 

Step 6: Enter an Explanation in the text 

box provided. This is a required field. 
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Step 7: Enter a Reason Code from the provided drop down list. 

 

 

 

 

 

 

 

 

 

Step 8: Once all data has been 

accurately entered, click Save.  

 

 

 

 

After saving, you may view the Status of your grade change along with any administrator 

explanations provided.  
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Notes on Process: 

A.​ The accompanying video tutorial can be viewed here. ​
 

If you have questions: 

B.​ All questions & feedback in regards to “Grade Change Request” should be directed to your 

administration. ​
​  

C.​ Any technical questions in response to using the SIS system should be submitted via a 

HelpDesk Ticket:​
​ Submit a Ticket online​
​ Email: ithelp@ecsdfl.us​
 ​ Call the Service Desk at 850.429.2900 
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https://www.youtube.com/watch?v=xmrMMMtLkDQ
https://escambia.zohodesk.com/portal/en/newticket?departmentId=873831000000006907&layoutId=873831000000074011
https://escambia.zohodesk.com/portal/en/newticket?departmentId=873831000000006907&layoutId=873831000000074011

