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The primary instructor may change a student’s grade via LoboWeb up to one
year after the semester in which the student was enrolled. In this tutorial we
are going to show you how to change a student’s grade.

LobowWweb

Financial Aid [ Faculty & Advisors | Employee l Payment l Department Forms

06-02-2022 11:18 AM

Search G

Main Menu

THE UNIVERSITY OF
m NEW MEXICO

I,
Nt

1. To change a student’s grade you will go to LoboWeb and select the Faculty &
Advisors Menu.
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2. Under Grade Entry you will choose Change Student Grade
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The selected Term will be used for processing unti a different Term is selected.

For Continuing/Community Education courses, select 3 "Cont'g-Commnty Ed" Term.
For Doctor of Medicine and Doctor of Pharmacy courses select "MD & PHARMD” Term.
For all other UNM courses, select a generic Term, i.¢. Fall 2006.
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3. Select the term you are changing grades for. Your drop down will show the
most recent terms for which you’ve conducted courses.
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4. Select the course for which you will change the grade.
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Change Student Grade Change Reasons:
* EE - Entry Error
IM - Instructor Miscalculation
NR - Replace Not Recorded Grade

* Rl - Removal of Incomplete
*« GC - Other Grade Change

[cRN [ Class [ [ Start Date |
57224 fT: Curanderismo - RELG 347 004 |3 17-JAN-2022 J
Student Name 1D/NetID | Current Grade & Last Attend Date | Instructor Grade Change Last Attend Date Reason Code Comment
MM/DD/YYYY
|(Use leading zeros)
101917182 A~ NoneA+ A AB+ BB C+CCD+DD-WTI F Instructor Miscaloulation v
oue1889 ® 00 000 O
101118239 |A- NoneA+ A AB+ BB C+CCD+DD-WTI F Entry Error
afidential101118241|8 NoneA+ A A-B+ B B-C+ C C-D+ D D-W I F |o8/17/2022 Entry Error

To avoid losing your work, click SAVE / SUBMIT at the bottom of the page at least once every minutes.
Reset

SAVE / SUBMIT

I
LU

5. Enter and SAVE student grades one at a time. There is no functionality in
Change Student Grade to save grades en mass. If you are entering a grade of
W, F, I, or NC you will be required to enter a LAST ATTEND DATE. You'll also
be prompted to enter the reason for the grade change. Available change
reasons are: EE - Entry Error, IM: Instructor Miscalculation, NR - Replace Not
Recorded Grade, RI: Removal of Incomplete, GC: Other Grade Change (some
explanation is required). Click Save/Submit to complete grade change entry.



Tips and Reminders:

ONLY the Primary Instructor can enter/change grades.

Faculty may change grades via LoboWeb up to one year after the term in
which the student was enrolled.

Changes beyond one year require the student to submit a Grade Petition.

For any non-passing grade (I, F, NC, W), a Last Attend Date is required.

A reason code is required to submit a grade change.

Grade changes can be done after final grades are submitted or after the end of
term.

Additional Information about the Change Student Grade process is available at Fast
Info #2057.

For any questions about grade changes please call 505.277.8900. If you are
experiencing technical issues please create a help ticket with IT at help.unm.edu or
call IT at 505.277.5757.
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