
Change Posted Grades 
 
1. Access the Grade Roster  

Notice: This is only available after grades have been posted. Before then, the 
roster’s approval status can be changed back to ‘Not Reviewed’ and edits can be 
made on the page as normal. 
Notice: Only the primary instructor for a class can submit a grade change form. 

2. Click on the ‘Request Grade Change’ link 

 
3. Select the student whose grade you wish to change 

 
Notice: The form page pre-populates relevant student information. 

4. Enter the reason for the grade change and the new grade 
Important! If you enter an I (Incomplete) grade, you must submit an Incomplete 
Grade Form (linked here) to the Records Office.  

5. Click on ‘Submit’ 
 

https://www2.palomar.edu/pages/evaluationsandrecords/files/2015/06/Incompleteform.pdf

