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Instructor Guide for Online Grade Change Requests

The online grade change system is a paperless*, electronic workflow that allows grade change requests to be submitted, approved, and updated 
online.   

Instructors listed as the primary instructor of record may submit grade changes online in Howdy.  Other individuals listed as “graders” for a 
course are NOT eligible to make grade change requests.   

Log into Howdy and navigate as follows: Faculty/Teaching tab > Instructor Class Management channel > Class Roster and Syllabus link 

1. Choose appropriate Term & Submit – In what term was the course for which you are submitting grade change(s) offered?
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2. Select “View” Roster of the Course for the Grade Change. 

3. Select “Final Grade Change” link found on the Class Roster. 
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4. Make grade change selections as appropriate. 
a. Select “Grade Change” drop down menu for appropriate student and enter the appropriate grade to be assigned as a final grade.   
b. Select the “Reason” for the requested Grade Change for the student from the Reason drop down menu. 
c. Scroll to bottom of the grade change roster and “Submit Grade Change” 
d. Instructors can make grade change selections for multiple students before “Submitting Grade Change” (It does not have to be 

one student at a time).  
i. NOTE: Only 20 students will be displayed at a time, thus you can only submit up to 20 grade changes all at once.  Once 

those are submitted, you would be able to continue with additional grade change submissions as needed.

5. Faculty Grade Change Confirmation screen appears. 
a. Review requested grade changes and if correct, “Submit Grade Changes for Approval” 
b. Grade changes will then route electronically for approval by the appropriate Department Head.  
c. Once the Department Head submits online approval, the grade(s) are changed within minutes on the student’s record. 

*In cases where a grade change request is made for a course that is over 1 year and/or if the request is lowering a student’s grade, 
the grade change request will also require the Dean’s approval after department head approval.  The requests will be routed to the



Dean for approval AFTER they have been approved by the Department Head.  Again, Dean’s approval is ONLY required if request is 
over 1 year and/or if the student’s grade is being lowered. 

6. Upon final submission, the display will return to the Faculty Grade Change roster screen.
a. Instructors can see the Status of the Grade Change request.
b. Instructors can request additional grade changes in the course as needed.
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