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How to Submit a WN Grade Reversal on CUNYfirst 

1. Log into CUNYfirst à Faculty Center à Grade Change Forms Tile. 
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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) 

   

3. Click Request WN Reversal 
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4. Select the Institution à Term à Class 

 

 

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.” 
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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. 

 

 

 

 

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

 
 
 

 
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.  
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Sample Email Received 

 

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. 
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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. 
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