
 Grade Change Workflow 

INSTRUCTOR 

The professor will initiate the grade change by logging in to myBama.  
 Click on the either the Faculty or the Employee tab  
 Under the Banner Self-Service section, open the Faculty & Advisors folder 
 Click on the “Submit a Grade Change” link. 

The professor should complete the four step process: 

 1.                                                         2. 

 

 

 3.  4.

  

 

 
 

Once the 4th step has been submitted, the grade change will be submitted to the Dean for approval. 

DEAN’S APPROVAL 

To view grade changes in your workflow, login to myBama. Access the workflow under the Administrative Sys-
tems channel on the Employee tab of myBama. You will see a list of grade changes waiting approval. Click on the 
GRADE CHANGE link to view the request. 

 

 

 

 

 

 

 

 

 
You will see the original grade, new grade, and the ra-
tionale for the new grade. Add any comments and select 
YES to approve or NO to deny the grade change. 
 

Clicking COMPLETE will send notification of the grade 
change decision to the professor. If the request is ap-
proved, the student will also be notified and the change 
will be made immediately on his/her record.  
 

Clicking ‘Save & Close’ will save your comments and decision, but will not send the notification. You will need to 
come back and complete the approval process. 


