Campus Solutions
Requesting a Grade Change

To request a change to a posted grade:

1. On the Registrar's web page, click the HWS
PeopleSoft Website link !:5@ HOBART AND WILLIAM SMITH

ACADEMICS ABOUT HWS ADMISSIONS ATHLETICS STUDENT LIFE HWS

OFFICE OF THE REGISTRAR

office of the Provost - sbsite Btudents are encouraged to visit

=R I TEgSTration, dropfadd, view class

schedule, check final grades, course descriptions, student .
account Information, finandal aid and a schedule of dasses Reglﬁlcr

for the semester,

for classes
Faculty can use this site ar any time to view faculty -
schedules, dass lists, contact advisees, advising information, On,llne
course enrollments, and post final grades. Currently
supported browsers for the HWS PeopleSoft website are
::Lﬂb'ﬂ - i’lﬁb L-:.-de o Internet Explorer, Firefox, and Safan.

Wha We Are

Acadarme Calerdar

Services

2. Log in with your user ID and password (which is

the same as your HWS Network ID and password) HOBART AND WILLI

Admissions | Abot
Personalize Wed, Oct 19, 11 212PM

Password:

Sign In
3. Click on Self Service RomT 0
wu{ Elfl\'“ SMITH

LLEGES

Personalize Content | Layout

[: Iy Favorite

 Self Senice |

[ Campus Community

[ Records and Enrollment
[» Curriculum Management

4. Click on Faculty Center Menu &
Search:

[» My Favorites

EdSelf Senvice

[» Campus Personal Information
b|Faculty Center
[ Aavisor Center

[» Search

5. Click on My Schedule Menu &
Search:
)

I My Favorites
I Self Senice
[» Campus Personal Information
b=l acultv Center
[ My Schedule |
ass Hoster
Grade Roster
Gradebook
Assignments
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6. Be sure you are viewing the

current term (change the term, ||  Facuitycenter
if necessary) | myschedule ||

Faculty Center

” Advisor Center

|| Search || Learning Management |

class roster ||

grade roster || gradebook || class assignments |

My Schedule

Fall | Hobart and

William Smith

View Personal Data Summary
change term I

My Exam Schedule

7. On the class where the grade
changes will be made, click the
Grade Roster button

Select display option:

B B

The official (posted) grade for each
student is displayed.

B

B B

(@) Show All Classes \_/ Show Enrolled Classes Only

View Weskly Teaching Scheduls

Class Class Title Enrolled Days & Times Room Class Dates
A 15 TuTh 10:20aM - 11:45aM G  Aug 27, 2012-
L] - Dec 7, 2012

N 7 Tu 11:558M - 1:208M N -uc 27, 2012-

— A Dec 7, 2012
(]

. x 2 Th 11:55AM - 1:20BM G Aug 27, 2013-

-— -_— Dec 7, 2012
L]

D T TuTh 2:05PM - 4:30PM . -ug 27, 2012-

-_— L] - Dec 7, 2012

D o TBA TBA Aug 27, 2012-

[ ] Dec 7. 2012

]
&
4
4

8. Click the Request Grade Change rade Roster Ty
button

Final Grade vl

Approval Status | Approved j'

[T Display Unassigned Roster Grade Only

Posted

REQUEST GRADE CHANGE I

| £
Roster |Official |Grade
D Name Grade Grade |Basis |Program and Plan Level Status
1| D |stodent, Amber |+ Bt GRD :;'S:Z’::;"gh Callzgs - First Year |Postad
2| G st.dent.Bart  |B+ B+ GRD ::gblia;_flﬂange' First Year |Posted
.. Enrollment
9. In the Official Grade COIumn, next to (/s Status Grading Basis Official Grade
the grade to be Changed’ use the Student,Amber Enrolled Graded Grading Basis IB— vi
dropdown menu to change the _ _
Student,Bart Enrolled Graded Grading Basis
grade
Student,Charles Enrolled Graded Grading Basis
Grades may be changed for mu|t|p|e Student,Debonair Enrolled Graded Grading Basis [
StudentS. Student,Eager Enrolled Graded Grading Basis
Enroliment
. v Hame Status Grading Basis Dfficial Grade
]O'When _a” grades are Corre(:t’ CIICk _ Student,Amber Enrolled Graded Grading Basis IB— vl
SmeIt S c:oc-ntEert Enrolled Graded Grading Basis IEI-— vl
@ -t c-nt.Charles Enrolled Graded Grading Basis I vl

— Student,Debonair

Enrolled Graded Grading Basis IB— vl

_ Student,Eager Enrolled Graded Grading Basis IB— vl

S -:.contFrank Enrolled Graded Grading Basis IE-— vl

- Student,.Geneva Enrolled Graded Grading Basis IEI-— vl
CANCEL | SUBMIT |
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A Success message is displayed next : Official
to each changed grade. Hame Crade
- Student,Amber Enrolled g::gﬁng Basis IB— 'I
11.Click the Cancel button to return to E Student, Bart Enrolled  ragee o [e+ 5]
the Grade ROSter _ Student,Charles Enrclled g::gﬁng Basis IC- 'I Success
. . — Student,Debonair  Enrolled Gradgd . IB— vl
The changed grade is reflected in the —
OffICIa| Grade column. 1 Student,Eager Enrclled Trrtng Eoois IB— vl
- Student,Frank Enrolled g::gﬁng Basis IB— 'I
- Student,Geneva Enrcllaed g::gﬁng Basis IB— 'I
CANCEL | SUBMIT
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