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How to Submit a WN Grade Reversal on CUNYfirst

1. Log into CUNYfirst & Faculty Center - Grade Change Forms Tile.

CUNY Login

Log in with your CUNY Login credentials
If you do not have a CUNYTirst account, see the FAQs.

Username

firstname lastname12@login.cuny.edu

Password

New User | Forgot Usermname | Forgot Password | Manage your Account

PROTECT YOUR PERSONAL INFORMATION AND PRIVACY

ONLY enter your CUNY Login password on CUNY Login websites (ssologin.cuny.edu and
login.cuny.edu). NEVER share it with others or enter your CUNY Login password elsewhere
without the approval of your campus IT department. More information on CUNY's policies

regarding user accounts and credentials can be found in the Acceptable Use of Computer
Resources Policy.

S
CUNYfirst Home v g——{C!ick the drop
down menu
CUNYfirst Home Grade Change Forms
| -
Employee Self Service
Student Center
Then|click
Faculty Center | <= Faculty|Center
Campus Solutions
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2. The Landing page displays general information about grade changes and WN reversal
requests submitted on the CUNYfirst platform. Faculty may only submit a WN grade
reversal for the current semester. *This option will only be available when VOE opens for
the current semester and close when grading opens for the current semester. You can
only submit a WN reversal on this system if you have submitted your VOE. (If you did not
submit your VOE, please refer to the last page)

Grade Change Forms

] Landing Page

Welcome to CUNY’s Change of Grade Request portal. This form is intended for faculty members who
need to request a change of grade for a student. Whether due to a clerical error, re-evaluation of

| Request Grade Change coursework, or other legitimate reasons, this form provides a straightforward process to submit your
request.

+| Request WN Reversal This form will also monitor the status of your grade change request in real-time, with updates sent
directly to your email.

/| Review Grade Change Request Please be aware that the following grades (AUD, W, WA, WN & WD) may not be updated using
this form. If you have questions regarding these grades, please contact your Registrar's Office.

5| Update Existing Request The request will be reviewed by the department chair, Dean and Registrar’s Office, or relevant academic
authority. You will be notified once the request has been processed.

5| View Previous Submissions Instructors with no teaching load this semester will be unable to access the WN Reversal form for the
term.

3. Click Request WN Reversal

Grade Change Forms

] Landing Page

Welcome to CUNY’s Change of Grade Request portal. This form is intended for faculty members who
need to request a change of grade for a student. Whether due to a clerical error, re-evaluation of

+| Request Grade Change coursework, or other legitimate reasons, this form provides a straightforward process to submit your

request.
I’ “| Request WN Reversal This form will also monitor the status of your grade change request in real-time, with updates sent
\ directly to your email.

/| Review Grade Change Reques Please be aware that the following grades (AUD, W, WA, WN & WD) may not be updated using
this form. If you have questions regarding these grades, please contact your Registrar's Office.

5| Update Existing Request The request will be reviewed by the department chair, Dean and Registrar’s Office, or relevant academic
aythority. You will be notified once the request has been processed.

5| View Previous Submissions Instruttors with no teaching load this semester will be unable to access the WN Reversal form for the
term.

Click Here
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4. Select the Institution = Term > Class

Grade Change Forms

=+ / WN Reversal : WN Reversal Form ID 106070 (NEW)

WN grade(s) are assigned to students who did not participate in an academically related activity. Academically related activities include, but are not
limited to:

« Initiating contact with a faculty member to ask questions about the academic subject studied in the course or ask a course related question.
« Participating in an online discussion about academic matters.

« Submitting an academic assignment.

« Taking an exam, an interactive tutorial, or computer-assisted instruction.

« Attending a study group that is assigned by the school.

Please note, logging into an online class is not sufficient by itself to demonstrate participation in an academically related activity by the
student.

This form should be used to amend the Verification of Enroliment Roster submitted to the Office of the Registrar.

. o «—+ | Select the Institution where you are
Academic Institution [ VJ teaching the class for the WN Reversal

Term { A4 Select the Term for the WN Reversal |

i

Class ‘ v Select the Class for the WN Reversal

5. Class Information: Once the class is selected, the subject details will show for the class.
*The following message displays when no student has a WN grade for the class “This
class has no students with WN grade posted on their record.”

Grade Change Form

=4 WN Reversal : WN Reversal Form ID 100736 (NEW)

WN grade removal forms should be completed only if the instructor knows the student DID in fact attend their class. If a student has attended class at least once the form should be completed by the facuity
member and stamped by the department. However, if a student did not attend classes, the WN grade should not be removed. (Please do not use 'student did not attend' as a reason for removal ~ the WN will
not be removed.)

Academic Institution | Baruch College v
Term | 2024 Fall Term v Session Regular Academic Session
Class Class Section CTRA
Subject PHI Philosophy Instructor Name J

Catalog Nbr 32
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6. Student Information: In the student ID field, click the magnifying glass to display the
class roster. Select the student you want to change the WN grade for.

[ Cance Lookup

Search for. Student Id

Search Results

[j : 3 rows

Empl fhaneacd Student Enroliment ., Enroliment Status ,, Last Enroliment ., Official

ID v s Status " Reason © Action * Grade

2¢ Enrolled Enrolled A WN /
2 Enrolled Enrolled A WN

2 Enrolled Enrolled A WN

7. Select the reason for the WN reversal. A brief description must be entered for every WN
reversal Request.

Student Information

Student id |2 Q| ¢

Reason | Section Enroliment Errc v

student sat in my other class

Brief Description
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8. After you have provided the necessary information for the WN Grade Reversal, you will
need to check your acknowledgment. This is an electronic approval that you agree with

everything you provided on this page. *Then and only then can you submit.

Once you have acknowledged, click submit.

Grade Change Form

Student Information

Form Action tems Click here make sure says “Yes”
Acknowledg =

Yes ampletion of this form allows for the removal of the “WN" grade inadvertently posted on the above student's record Certification of Attendance information will be updated accordingly

w_ Then click submit

9. Once you submit the WN Grade Reversal, the screen will show you that "You have
successfully submitted your eForm and where it will go next.

*You and the student will receive a notification email to your and their preferred email
on CUNYfirst, confirming the submission and the FORM ID for the request. You will
also receive an email notification when the WN Grade Reversap is executed by the
Registrar's office.

Grade Change Form

* Grade Change : Result Form ID 100765 (Pending)

You have successfully submitted your eFom

The eForm has been routed to the nexd approvel step.
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Sample Email Received

Grade Change Request has been SUBMITTED for

Grade Change Request has been submitted for the following student. This request is ro al. You will receive email confirmation when the review has been completed

« Form id: 100765

« Student CUNYfirst id: 2

+ Student Name: Va

+ Graduation Status: N/A

« Institution: Baruch College
o Term: 2023 Fall Term

+ Class: LIB30

+ Instructor: Je

Grade change request is from B to A- (Excellent
Grade Change Reason: Miscalculation
Correction a calculation error

o Submitted by: )
o Submission Date: 2024-12

To review your WN Grade Reversal requests, you can always go back to the Grade
Change Form Landing Page.

Here you can see previous request you have submitted and update a current request
if needed.

Grade Change Forms

] Landing Page

Welcome to CUNY’s Change of Grade Request portal. This form is intended for faculty members who
need to request a change of grade for a student. Whether due to a clerical error, re-evaluation of

+| Request Grade Change coursework, or other legitimate reasons, this form provides a straightforward process to submit your
request.

| Request WN Reversal This form will also monitor the status of your grade change request in real-time, with updates sent
directly to your email.

| Review Grade Change Request Please be aware that the following grades (AUD, W, WA, WN & WD) may not be updated using
this form. If you have questions regarding these grades, please contact your Registrar's Office.

5 Update Existing Request The request will be reviewed by the department chair, Dean and Registrar's Office, or relevant academic
authority. You will be notified once the request has been processed.

5| View Previous Submissions Instructors with no teaching load this semester will be unable to access the WN Reversal form for the
term.
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Important Things to Note

. All WN reversal request will go directly to the Registrar's office for
processing. *There is no need for the request to have the Chair's approval.

. You can only submit a WN reversal for the current term you are
teaching.

. All email notifications from this system will go to your CUNYfirst
PERFERRED EMAIL.

. If you have any questions or concerns about the grade change process,
please send inquiries to Records@Hunter.cuny.edu

*Please be patient with the new system as it can be slow and take time to load
**Information and Grade Change processing procedures subject to change.

CH. 04/22/2025
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