
 

    Faculty Guide to Submitting a Grade Change Request Online 

1. Login to DrexelOne at https://one.drexel.edu  and select the Faculty tab. 

 

 

2. In the Course Administration channel, select More BannerWeb Faculty Services 

 



3. Within the Faculty and Advisors menu select the Submit Grade Change link 

 

  



4. Select a respective course by clicking on the CRN number to change a student’s grade.  The online 
grade change functionality will only be available for courses that occurred within one academic  year of 
the current term.   

 

  



5. Select the student(s) for which a grade change is required by clicking the check boxes on the left of the 
form.  Then select Continue below.  Students who do not have a check box are not eligible for a grade 
change due to one of the following reasons: 
 

 The student has graduated 

 The student has an existing grade change request pending 

 The student has withdrawn from course (Final Grade = W) 

 

 

 

 

 



6. An Instructor must: 

 Select a new grade for the student 

 Select an appropriate change reason description via the drop down menu 

 Enter justification comments to aid department grade approver when reviewing the request 
 
When all 3 fields are complete, select the Submit Grade Change Request(s) button. 

 

 

 

7. The final screen confirms to the instructor that the grade change request has been submitted via 
DrexelOne 

 


