Seneca ‘ SCHOOL OF INFORMATION TECHNOLOGY

POLYTECHNIC ADMINISTRATION & SECURITY

INSTRUCTIONS FOR SUBMITTING GRADE CHANGES

e Please launch your browser in incognito mode (private window).

e Click here INSTRUCTIONS FOR SUBMITTING GRADE CHANGES (sharepoint.com) to access the
Grade Change Form for the School of Information Technology Administration & Security (ITAS)

e Click on “Allow” to continue:

Almost there ...
ITAS-GC needs your permission to use the following. Please allow the
permissions to proceed.

SharePoint
kimberley-anne pixley@senecacollege.ca Switch account
Signed in View permissions

Office 365 Users
kimberley-anne.pixley@senecacollege.ca Switch account
Signed in View permissions

v

e Once you click on the above link, please fill in all the details:

School of IT Admin And Security - Grade Change Request Form

* Student Last Name * Student First Name * Student ID Number

I | | [

Instructor's Full Name * Semester * Year

Kimberley-Anne Pixley ‘I vd item l |
* Course Code * Current Grade * Revised Grade
* Reason

POLYTECHNIC

e Make sure the following information is inputted correctly for your grade change to be approved by
the Chair and Registration; any error will lead to rejection of the grade change, and you will have to
fill out the grade change form again:

o student name and student number
o the letter grade, both current and revised
o thereason for the grade change

e Click SUBMIT to send the grade change for approval.

e You will receive a confirmation email when your grade change has been processed.

e If the grade change is rejected, you will receive an email stating the reason for the rejection. Please
make the required corrections and submit the grade change form again.


https://seneca.sharepoint.com/sites/SchoolofITAdminAndSecurity/SitePages/INSTRUCTIONS-FOR-SUBMITTING-GRADE-CHANGES.aspx

