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Online Tutorial: Changing Historical Grades

At times, you may need to change a historical grade.  This is most common when a 
section has not been set up correctly during scheduling or when a teacher has not 
entering a grade correctly.

Step 1: From the start page, locate the student whose record you’d like to 

change.  You can do this by searching for the student or by browsing students.

Step 2: Choose the student by 

clicking on his/her name.

Step 3: In the left navigation bar, click “Historical Grades”
under the “Academics” heading.

Step 4: Click on grade you’d like to change.  You can 

choose either a quarter or a semester grade.
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Step 5: Scroll down until you see the values to 
the right.  Change these fields as needed.

Step 6: Click the “Submit” button.

Step 7: Repeat steps 1-6 for other students as 
needed.


