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On-Line Change of Grade Submission Process

Change of grades for clerical errors are submitted on-line, through your myClackamas Account.

Step 1: Access myClackamas at www.clackamas.edu;
Click the MyClackamas link at the top right corner and log into your CCC Faculty Account

College Direciory | Cougar Athletics | ConltacilUs | Search

myClackamas

JALClackamas

Community College

Programs & Certificates Admissions & Aid Student Experience College Information News & Events Search for Classes

myClackamas Login

Security { show explanation )

©  This is a public or shared computer
@ This is a private computer

Warning: By selecting this option you
acknowledge that the computer complies
with your organization's security policy.

[J I want to change my password after logging on

College Email Address

@clackamas.edu v

Forgot your email address?

Password

Eorgoet your password?

Step 2: Access the Change of Grade Form under Faculty Information and Change of Grade;

| , :

o Faculty Information
Class Roster
Grading | Help |
Change of Grade

Search for Sections
My Class Schedule
Student Profile




Step 3: Complete all fields on the Change of Grade Form

Complete all fields on the Change of Grade Form. All this information can be found on your
CCC Class Roster or Grade Roster.

Change of Grade

Policy:

A An s tructkor mayinitiste a change of a letter grade (&F) within four terms .
Change of either 5 letter grade to PN pass/no pes s o leter grade will not be allowed except for clerical emor,
Mo change of W Withdraw or (%) Audit will be made excapt for clerical error.

A0 Incomplete () may be changed within one calendar year fom the ime it i received after which the “"remains on the s tudent trans oiptand the curse must be repested if oedit is to be receied.
The sbowve desdlines may be extendad by the sppropriste Dean.

mo oo

Process:
1. Submityour changes of grade form through myClackamas
2. Anemailwill be sutomatically sentto yvou notifying the succes s of youwr submission
3. The Registrars Office will notify you and the student via email when the grade change has been completed
4. Forexeznsions beyond policydeadlines, the Regis trar's Office will email the Dean for approval and copy the ins ructor on all communication regarding the grade change.

Date:
Instructor Name: | | Instructor Email: |@Disdtarnss.e-du |
Termi¥r: Course Number: | |

{=ample: BA101 M)
Is grade change beyond one calendar year from initial grade mbmissinn?

Student Name: Student 1D

Current Credits: Current Grade:

New Credits: New Grade:
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Reason For Change: {sccording to policies stated abowe)

Review my request

You will have the option to review your request before submitting the electronic form when
you click review my request. Once you submit the form will receive an immediate email
confirming your submission. An email is also sent to the Registrar’s Office. Every attempt is
make to process these requests the same day in which they are received, but it could take 2 or
3 days during heavy grading times.

Once the change of grade has been processed, the Regstrar’s Office will notify both you, as
instructor, and the student via your MyClackamas email accounts. When you receive the
email from the registrar, please forward a copy to cherylt@clackamas.edu.

If you need assistance with this process, please contact Cheryl Tallman at 503-594-3208 or at
cherylt@clackamas.edu
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