
ANNOUNCEMENT: Report of Credit/Change in Final Grade form (ROC’s)  

Report of Credit Forms Now Online 

The Office of the Registrar is pleased to announce that Report of Credit forms are now fully online and 

accessible through the grade roster. Instructors can submit grade change requests using the Edit 

Grade link when: 

1. The grading period for the class has closed. 

2. A posted grade needs to be corrected. 

Step 1: Submitting a Grade Change Request 

Open the grade roster for the class in question. If the roster meets the criteria above, you will see 

an Edit Grade link next to each student’s name. A separate grade change request must be submitted for 

each student whose grade requires correction. 

 

 

 

 

 

 

 

 

 



Step 2: Enter Grade Change Details 

Locate the student whose grade needs to be corrected and click the Edit Grade link next to their name. 

This will open the grade change request form. 

Using the dropdown menus, complete the following fields: 

 Select the new grade being assigned 

 Enter the date the work was completed 

 Choose the reason for the grade change 

 Check the confirmation box, which serves as your digital signature 

Once all fields are completed, click Submit Request to finalize the grade change. 

 

 

Reason Options: 

1. Grading Error – entered the wrong grade and submitting a grade change request to correct 

2. Calculation Error – the calculation to determine grades had an error and submitting a grade 

change request to correct 

3. Data Entry Error – indicated the incorrect grade and submitting a grade change request to 

correct 

4. Grade Not Reported – did not report grades by deadline and submitting a grade change request 

to report grades 

5. Other – used when the above reasons don’t match why an add or change in grade is being 

requested 



 

Once a grade change request is submitted, two email notifications are sent: 

 One to the instructor who submitted the request, confirming the submission. 

 Another to the designated Department Head approver, which includes a link to review the 

request. 

Step 3: Approving or Denying a Final Grade/Credit Change Request 

The approver must click the link in the email to access the grade change request. After logging in, they 

will be directed to a page where they can either approve or deny the request. 

 

If the approver is denying the request, they will get a “Deny Grade Change Request” comment box to 

indicate why they are denying the request. 



 

Step 4: Final Grade/Credit Change Outcome 

 If approved: 

The grade change is automatically processed in the Student Information System. A confirmation 

email is sent to the instructor, and the student receives a notification that the grade change has 

been completed. 

 If denied: 

The instructor receives an email notifying them of the denial. The message includes the reason 

for the decision and a link to review the request. Once a grade change request is denied, there is 

no further option to do another grade change request. Please ensure the deny request is final. If 

you do need to do a request after a denial, please email registraiton@utah.edu to do an email 

grade change request. 

 

Additional Information: 

When a grade request has been submitted, the Edit Grade link is adjusted to View Change Request on 

the grade roster to view the request. 

 

There is a link in the header of the application to all the Grade Change Requests you have submitted as 

an instructor OR the requests you have access to as an approver. 

 


