
Permission Request: Grade Scale Change 

 

Step 1:  From your Student Center, use the menu icon to view options 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2:  Select the Enrollment: Permission Request link 
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Step 3:  Select the Grade Scale Change tab at the top of the landing page 

 

 

 

 

 

 

 

 

 

 

 

 

Step 4:  Once on the Grade Scale Change page, select the Create New Request button. 

Please note, only two (2) Grade Scale Changes are allowed per class. 
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Step 5:  Review the notes for both undergraduate and graduate students. 

Select the box(es)         for the class(es) and then the Next button. 

 

 

 

 

 

 

 

 

 

 

Note:  The Assigned Grade is the grade assigned by the Instructor; the Official Grade is the 
grade that will be posted onto your records and official transcript.   
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Step 6:  Verify your selection(s), enter the reason for this request and then select Submit.  

 

 

Success!  Your request has been submitted.  You may return to the Grade Scale Change 
Request Summary page to view the status of your request.   
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Grade Scale Change Request Summary Page 
 

Here you will see the status of both the pending requests  

and those that have been processed. 

 

 

 

 

Note:  Requests beyond the two (2) maximum allowed through this online process will 
require further approval.  Contact the Advising and Academic Services Office for 
undergraduate students, and the Graduate Studies Office for graduate students.  

 


