Office of the Registrar

How to Submit a Grade Change.

e Only the primary instructor assigned to the course can change a grade.

e The current grading term will not be displayed in the Term menu for 2-3 hours immediately following
the grade submission due date and time. Once end of term grade processes are completed, the current
grading term will be available for grade changes.

e Grade changes cannot be processed for students who have 1) withdrawn from the course, 2) graduated,
or 3) who have received a grade of XF, F*, DP, P or FZ. These students will be listed on the Select a
Student step in red.

e Please contact REGIS@ECU.EDU if you have questions or if a Grade Change is needed for a graduated

student.

1. Loginto PiratePort https://pirateport.ecu.edu/

2. Click on the Faculty & Advisor Self Service card.

Faculty & Advisor Self Service

Manage common tasks for faculty and
advisors. View advisee list and student
information, enter final grades, process
change of grades and view course rosters.

RECENT

3. Click on Submit a Grade Change link.

Faculty and Advisor Self Service

Hello
o This is the entry page for Faculty and Advisors. You can navigate to the below pages depending on your role at the University.
Faculty or Advisor

» Advisee Search

+ Browse Class Sections

« Course Equivalencies

+ Fixed Tuition Information For Advisor

+ Look up Class Lists/Wait Lists with emails
« Registration & Planning

« Schedule Planner Advisor Mode

« Student Week at a Glance

« Student Registration History

Faculty

I « Submit a Grade Change I
+ Class Rosters
« Faculty Assignments
+ Faculty Detail Schedule
« Faculty Grade Entry
« Faculty Week at a Glance
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4. Click on the Grade Change tool within the Faculty Tools application.

Faculty Tools

Faculty Email Grade Change

5. Selecta Term.

Faculty Tools

Faculty Email Grade Change

o Select a Term: Spring 2024

Select term*

Spring 2024

Next

6. Click the Next button.

7. Select a Course.

o Select a Term: Spring 2024

e Select a Course: MUSC-1012-001 (30005) Applied Music - Piano

Select course®

MUSC-1012-001 (30005) Applied Music - Piano

Back MNext

8. Click the Next button.

9. Select the student you wish to process a Grade Change for.

o Select a Student:

Select student® N

Back Next
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10. Click the Next button.
11. Enter the required Grade Change information.

*Changing an | or F grade requires a work completed date. Please note that this date must reflect the
date the work was submitted by the student NOT the date the Grade change was submitted by the
instructor.

o Select New Grade and Grade Change Reason: A

Current Grade: |

Select new grade*

A -

Select grade change reason*®
Removal of Incomplete

‘Work completed date

5/21/2024 o

12. Click the Submit button.

13. Review the Confirm Grade Change information to verify it is accurate.

Confirm Grade Change

Verify the student, course, new grade, and grade change reason below. Click the Submit button to
update the student's grade.

Student:
Term: Spring 2024
Course: MUSC-1012-001 (30005) Applied Music - Piano

Current Grade: |
New Grade: A
Grade Change Reason: Removal of Incomplete

Work Completed Date: 05-21-2024

14. Click the Submit button if the information is correct.

15. An email will be sent to the student, the primary instructor submitting the grade change, and the
primary advisor notifying them that a grade change has been processed.
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