
SSB Final Grades Class List
To s bmit a grade change log into Self Ser ice Banner and select Final Grades j st as o o ld if o ereTo submit a grade change, log into Self Service Banner and select Final Grades, just as you would if you were 
grading online.

Faculty Services Tab

Final GradesFinal Grades



Select Term
Then you select term.Then you select term.
While you can access Final Grade lists to view beyond one year, the Grade Change option will not be available 
beyond one year.  For example, at the end of the current fall term, the option to submit grade changes for the 
previous fall will be turned off. If you are requesting a grade change beyond the one year limit, you will be 
required to use the paper form and submit additional documentation.

TermTerm



Select Course

Course



Open Class List
You will be able to select Grade Change only when a grade has been submitted and rolled for this student.  

’ OffRolling grades is a manual process done in the Registrar’s Office.  During grading it is done morning, noon and 
at the end of the business day. At other times, it is done less frequently.  Students will not see their grades until 
they are rolled, even if you have submitted them successfully.   If during grading you would like to make a grade 
change, and the grade has not yet been rolled, you can update the grade online without using the Grade 
Change option.  g p

Grade Change



Grade or Grade Change?
Here is an example of both situations.  The first student does not have a grade yet, so the grade can be 
submitted using the drop down in the standard way.  (see Grade arrow).  The other two students have already 
had their grades rolled to history, so you would use the Grade Change option for them on the far right.

Grade Grade
ChChange



Opened Grade Change Form 
Selecting Grade Change returns this form for you to submit your grade change request electronically to your 

’ ffdean’s office.



New Grade and Comment
The current grade is provided right above the drop down to select the new grade.  Only valid grades for that course 
will be available Enter comments in the box below for the approver and then select Submit at the bottom leftwill be available.  Enter comments in the box below for the approver and then select Submit at the bottom left.

New Grade Selected

Comments Entered



Grade Change Form Submitted
Once submitted, this is what will be displayed to you.O ce sub ed, s s a be d sp ayed o you



Email to Approver with Link
Your submittal triggers an email to the approver, i.e. the dean or dean designee.  This is an example of 
what will be sent to the approver The course information is listed then the student’s informationwhat will be sent to the approver.  The course information is listed, then the student s information, 
including any SLU degrees that the student might have earned, as well as any text that the instructor 
has entered.  Grades are never passed via emails.  The link takes the approver to that request in 
Workflow.

Grade Change Pending Your Approval for Laurence D. Washington

A grade change has been submitted by Kathleen E. Yepez for Laurence D. Washington, SO.

Term: 200800
Level: UG
Subject: NURS 
Number and Section: 421/01
Course Title: Care Client Life Span I
CRN: 3643 
Instructor Name: Kathleen E. Yepezp

Student Name: Laurence D. Washington
Student ID: 000
SLU Programs Awarded to the Student : NONE

Reason For Grade Change: Calculation error. 

Please CLICK HERE to approve or disapprove this change

Thank you.
Office of the University Registrar

Link to Workflow

Office of the University Registrar



Grade Change Dean Approval Form
When the Workflow form opens, the Approver selects Approved or Denied and can enter comments.  The 
comments will be made available to the instructor, but not to the students..

Decision

Comments



Email to Instructor Upon Approval
If Approved, an email will be sent to the instructor, including any comments entered by the Approver.  

S

The Dean has approved a grade change request submitted by you

Emails will be sent only to SLU email addresses.

The Dean has approved a grade change request submitted by you 
for Laurence D. Washington.

Term: 200800
Subject: NURS
N b d S ti 421/01Number and Section: 421/01
Course Title: Care Client Life Span I
CRN: 3643
Instructor Name: Kathleen E. Yepez

Student Name: Laurence D. Washington
Student ID: 000
Reason For Grade Change: Calculation error.

Dean's Comment: 

Instructor and Student receive an email, but the student does not receive the comments 
from the Dean.from the Dean.

Thank you
Office of the University Registrar



Email to Student Upon Approval
If Approved, the student will receive a generic email that lets them know that their record has been updated 
with a grade change.  The link in the email takes the student to mySLU, so they can review their record in 
Self Service Banner.

Dean Reply to Grade Change Request for Laurence D. 
Washington

Dear Laurence D. Washington,

Your record has been updated with a grade changeYour record has been updated with a grade change.

Please log in to mySLU CLICK HERE to review your academic 
transcript in Self Service Banner.

Thank you,
Office of the University Registrar.



Email to Instructor Upon Denialp
If denied, only the instructor is notified.  It will be up to the instructor to communicate with the student 
about the denial.

The Dean did not approve this grade change request submitted by you for 
Laurence D. Washington.

Term: 200800Term: 200800
Subject: NURS
Number and Section: 421/01
Course Title: Care Client Life Span I
CRN: 3643
Instructor Name: Kathleen E YepezInstructor Name: Kathleen E. Yepez

Student ID: 000
Student Name: Laurence D. Washington

R f G d Ch C l l iReason for Grade Change:  Calculation error.

Dean's Comment:  Email only to Instructor.

Th kThank you,
Office of the University Registrar



Final Results and Reminder
If approved, Banner is updated, the Registrar’s office will monitor those updates and changes will be 
stored in Workflow.

 Banner is updated automatically
 Update results to Registrar’s Office
 Changes stored in WorkflowChanges stored in Workflow

Reminder: Use paper form if past one yearReminder:  Use paper form if past one year. 



Problems or QuestionsQ

Please contact:Please contact:

Registrar’s Office

Email:  registrar-madrid@slu.edu

mailto:registrar-madrid@slu.edu

