Grade Change Workflow (GCWF)

Grade Change Workflow will eventually replace the paper Form 350. Beginning November
2020, instructors will be able to use the Grade Change Workflow application to process grade
correction requests.
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Roles

e Grade Change Approver (GCA) — This is the Reg Profile 146 role — Grade Change
Workflow Department Head

¢ Administrator — found in these Registrar Roles: Reg Profile 36 (Reg Admins), Reg
Profile 31, and Reg Profile 35

Accessing GCWF

GCWEF can be accessed via the myPurdue Portal from the advisor or faculty tabs.

Advising

Tools

Agreement on Deliverables for Research Credit
Assignment History

Course Catalog %

Current Assignments

Initial Course Participation
Look Up Classes

My Textbooks

Name Change Info

Registrar Calendars
Registration Workflow System
Schedule of Classes

Student of Concern Reporting
Syllabus Information

Agreement on Deliverables for Research Credit
Assignment History

Course Catalog [E

Current Assignments

Curricula and Course Proposals

LR A4

rade Change Workflow
oran

Initial Course Participation
Look Up Classes

My Textbooks

Mame Change Info

Registrar Calendars
Registration Workflow System
Schedule of Classes

Student of Concern Reporting
Syllabus Information

There are three tabs — Request, Approve and Administration - in the application. The user’s role

will determine which tabs appear.
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Request Approve Administration

Term Course

Select Term... Select Course....

Student

Select Student...

Request tab — allows the user to submit a change request




e Approve tab — allows the user to approve/deny change requests
e Administration — used by administrators to assign roles and process requests

Request Tab

Submitting a Request

Once in the application, select the term. This will then populate the course filter with the list of
courses for which the user is assigned as instructor of record.
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Request Approve

Term Course Student

Fall 2019 Select Course Select Student ~

BIOL 69800 Section: 016, CRN: 12577, Type: RES
BIOL 69900 Section: 016, CRN: 12600, Type: RES
STAT 49000 Section” 002, CRMN: 20417, Type: LEC
PHYS 49000 Section: 007, CRN: 20503, Type: LEC
BIOL 49500 Section” 002, CRN- 20549, Type: LEC
BIOL 23100 Section: 002, CRN: 21938, Type: LEC
BIOL 29400 Section: 038, CRN: 36876, Type: IND
BIOL 49400 Section: 061, CRN: 36924, Type: IND

Once a course is selected, then the student filter will populate with the registered students, and
their PUIDs, for the course.

Request  Approve

Term Course

Fall 2019 v BIOL 23100 Section: 002, CRN: 21938, Type: LEC v Select Student

Select Student...
Akkrawong, Fern -

Alfrey, Kaylee -

Bailey, Brooke -

Baran, Anna -

Bir, Elizabeth -



NOTE: The student filter is searchable.

Rucer ¢

Select Student. ..

Select the student and the “Actions” section will appear. This section will provide the actions
available to select as well as a student information section.
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Request  Approve

Term Course Student

Fall 2019 BIOL 23100 Section: 002, CRN: 21938, Type: LEC Davis, Haley -

Actions Student Information

Grade Correction Name: Davis, Haley
PUID:

Current Grade: A-
Grade Mode:
Instructor(s):

NOTE: Requests can only be submitted once per student/course If there is already a
pending request for the student for the course selected, the actions section will denote the

pending action.
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Request Approve

CRN: 21938 Type LEC

Studant Information

Name Cruz, Even
PUID

Current Grade =1

Grade Mode =]
Instructon(s)
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To request a grade change, click on the “Grade Correction” button under “Actions”. The “Grade
Correction” section will appear to enter the new grade and reason.

NOTE: Different options will appear in the “New Grade” selection pick list depending
on the grade mode.

For example, if the student’s grade is a W, then the New Grade selection will be W, WF,
WIP. If the student’s grade is a P, then the New Grade selection will be P, N.

St o

Current Grade
Grade Mode s
Instructod(s)

Grade Comaction

Reason | Select Reason

Student Information

Grade Correction Name: Ying, Wending
PUID: ﬂ 192795

Current Grade:
Grade Mode:
Instructor(s): Friedman, Alan

Grade Correction

Reason Select Reason . ~ Submit

New Grad Select New Grade...

Select New Grade...
P
N

Hit “Submit” when ready to submit the request.
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Request Approve

Term Course Student

Fall 2019 b BIOL 23100 Section: 002, CRN: 21938, Type: LEC bt Davis, Haley - 030542757

Actions
PUID

Current Grade A
Grage Mode (=]
Instructor{s):

Student Information

MNew Grade ~ Reason| Entry Error



A submission confirmation window will appear asking the user if they are sure about the request.
Select “Cancel” or “Confirm”.

Submission Confirmation x

Are you sure you want to submit this grade change?

Student: Haley Davis
Course: BIOL 23100
Current Grade: A~
New Grade: B+

Once confirmed a message will appear indicating the request was submitted.

Request Submitted

An email is sent to the grade change approver(s) notifying them there is a request needing action.
See email notification section for sample emails.

NOTE: If arequest is not allowed through the application, a “Request Not Allowed”
window will appear stating this process must use the manual form. In the example
below, the request was changing a student’s grade from F to A+.

Request Not Allowed

We are not able to submit your request at this time. Please use the existing,
manual process by clicking here.

OK




Clicking on the “clicking here” link in the window will take the user to the Form 350
paper form. Click OK to exit the window.

LASTNRE FEST MDOLE L] -7 COLLEGE [T
SCHOOL

CHECK TVPE OF ACADEMIC RECORD CHANGE AND FILL IN CORRESPONDING INFORMATION
(Dely one type of chasge per docamcan)

D 1. GRADE CORRECTION D 4. ADJUSTMENT OF GPA (See back for details)
‘Reason for update in onginal grade reported explanation for late submesvson Detasled explamation hange:
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Approve Tab

Instructors

To see open requests, the instructor will need to log into the application and select the “Approve”
tab.

In the “Filter/Search” section, select “Open” in the “Status” pick list.
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Filter/Search

s'13'1|-IS|Pt=,-nding Your Action V‘ Term Subject Select a subject... |~

Nendinn Yaur Action Select aterm... |~

After selecting “Open”, the other filters are usable to filter the list to either a specific term,
subject or student.



Approvers

Approvers can access the application multiple ways: 1) via the myPurdue portal or 2) via the link

in the email.

1) myPurdue Portal

Navigate to the link in the portal and login using career account username and
password.

Select the Approve tab, it automatically defaults to the “Pending Your Action”
status.
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Request Approve

Term

Status Pending Your Action |v Subject sefect a subject . v ler Last Na F Q 3earch

Select aterm v

FUID Name Course CRN Term Current Grade New Grade Action §

Evell Cruz BIOL 23100 21928 Fall 20119 B B Process Bequest
Hatlery Dravis BIOL 23100 21938 Fall 2019 A B+ Process Beques!
Jessica Davis BICH. 23100 21038 Fall 2019 B [+13 Process Reques]
[} Caaillyn Emeanhiser BICL 23100 21038 Fall 2018 D [
Brooke Bailay BIOL 23100 21928 Fall 20119 C Ds

Ancerson Gieen BICL 23100 21638 Fall 2019 W WF

.
“—WM’”‘KM“\JMMN

Select “Process Request” for the student and the request will display
Select “Approve” or “Deny”.

PURDUE Grade Change Workflow

Request Approve

Approver(s)

S st ULy S S S R S e P

2) Email link



In the email, click on the link “Approve/Deny Request” and login using career
account username and password.

Fri 11/20/2020 10:43 AM
Grade Change Workflow <registrar@purdue.edu>

Grade Change Request - Action Needed
To Madeod, AlecP; Beals, Lesa K; Turner, Brooke W; sibray, Jennifer R; B Morehouse, Jamie 5; M Rawles, Cheril.

Dear Megan Mc Clure.
A grade change request has been submitted which requires action:

Student Name: Bailey, Brooke
PUID: 030553393

Term: Fall 2019

Course: BIOL 23100

CRN: 21938

est:

Approve/Denvy Request

Sincerely,

Office of the Registrar

The application will automatically display the request. Select “Approve” or
“Deny”.
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Request

Approve

Grade Correction Request - Pending Department Designee Action

Campus: PWL Original Grade: C+
Term: Fall 2019 New Grade D+

Brudent Bailey, Brooke - ¢ Reason: Entry Error
CRN 21938
Course: BIOL 23100

Credits: 30
Approver(s) Mc Clure, Megan

When approving the request, an “Approval Confirmation” window will appear. Select “Cancel”

or “Confirm”.

Approval Confirmation x

Are you sure you want to approve this request?




When denying a request, a “Denial Reason” window will appear. Please type in a reason for the
denying the request and select “Confirm”.

Denial Reason x

Please enter a reason for the denial:

This student met requirements

An email is sent to the instructor(s), student, and the student’s primary advisor for either an
approval or denial.

Email Notifications Samples

Request has been submitted: This email goes to the approver notifying them of a
request submission.

Fri 11/20/2020 10:43 AM
Grade Change Workflow <registrar@purdue.edu>

Grade Change Request - Action Needed
To Madeod, I\ec P; I Beals, Lesa K; [ Turner, Brooke W; [ Sibray, Jennifer R; B Morehouse, Jamie 5; Bl Rawles, CheriL,

Dear Megan Mc Clure,

A grade change request has been submitted which requires action:
Student Name: Bailey, Brooke

PUID: 030553393

Term: Fall 2019

Course: BIOL 23100

CRN: 21938

Click here to view the request:
Approve/Deny Request

Sincerely,

Office of the Registrar

Approval Notification Email: This email notifies the instructor(s), student and primary

advisor of the approved request



Instructor(s) Email

Fri 11/20/2020 2:24 PM

Grade Change Workflow <registrar@purdue.edu>
Grade Change Requedt - Approval Notification

To Macleod, Alec P; [ Beals, Lesa K; B Turner, Brooke W; I Sibray, Jennifer R; B Morehouse, Jamie 5; Bl Rawles, CheriL.
Dear Alan Friedman,
Your grade change request for Cruz, Evett has been APPROVED. +

Course: BIOL 23100
CRN: 21938

Sincerely.

Office of the Registrar

Student’s Email

Fri 11/20/2020 2:24 PM

Pl Grade Change Workflow <registrar@purdue.edu>

Grade Change Request - Approval Notification
To Madeod, Alec P; [ Beals, Lesa K; B Turner, Brooke w; I Sibray, Jennifer R; B Morehouse, Jamie 5; Bl Rawles, Cheri L.

Dear Evett Cruz,

i Your grade change request for BIOL 23100 (CRN 21938) has been APPROVED.
H Y
=
Sincerely,
Ui
Office of the Registrar

Primary Advisor’s Email

Fri 11/20/2020 2:24 PM

Grade Change Workflow <registrar@purdue.edu>

Grade Change Request - Approval Notification
To Ma&od, Alec P; W Beals, Lesa K; B Turner, Brooke W; B Sibray, Jennifer R; B Morehouse, Jamie S5; Bl Rawles, CheriL.

Dear Jacqueline Boudreaux,

Below is information on a grade change request that has been APPROVED.

Student Name- Cruz, Evett

Term: Fall 2019 3

Course: BIOL 23100
CRN: 21938

Sincerely,

Office of the Registrar




o Denial Notification Email: This email notifies the instructor(s), student and primary
advisor of the denied request

Instructor(s) Email

Fri 11/20/2020 2:35 PM \‘\
Grade Change Workflow =registrar@purdue.edu= 2
L Grade Change Request - Denlal Notification
To r«[}eac. Alec P; Beals, Lesa i; Bl Turner, Drooke w; M Sibray, Jennifer 2: Bl Morehouse, Jamie 5; llRawles, Cheri L. j’.

Dear Alan Friedman,
Your grade change reguest for Davis, Haley has been DENIED,

Student Mame: Davis, Haley

PUID: 030542757
Term: Fall 2019
Course: BIOL 23100
CRIN: 21938
Rea: This student met requi ’
If vou have any questions, please contact vour Department Head.
Sincerely,
Office of the Registrar
R N I R Wy

Student’s Email

Fri 11/20/2020 2:35 PM

i Grade Change Workflow <registrar@purdue.edu>

b |§ Grade Change Request - Denial Notification

i To Madeod, Alec P; 1 Beals, Lesa K; B Turner, Brooke W; I Sibray, Jennifer R; B Morehouse, Jamie 5; Bl Rawles, Cherj
b

Dear Haley Davis,

Your grade change request for BIOL 23100 (CRN 21938) has been DENIED.

lo1e vou have anv questions, please contact vour Instructor.
A
| Sincerely,

Office of the Registrar

Primary Advisor’s Email

Fri 11/20/2020 2:35 PM

Grade Change Workflow <registrar@purdue.edu>

Grade Change Request - Denial Notification
To Macleod, Alec P; W Beals, Lesa K; Bl Turner, Brooke W; M Sibray, Jennifer R; B Morehouse, Jamie 5; BlRawles, Cheri 1

Dear Elizabeth Byers-Doten,
Below is information on a grade change request that has been DENIED.

Student Name: Davis, Haley

PUID: 030542757

Term: Fall 2019 3
Course: BIOL 23100

CRIN: 21938

Reason: This student met requirements

Sincerely.

Office of the Registrar
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