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First: Brief about the request 

The system allows the faculty members to change the grade of a student from the 

previous three semesters without having the student to submit an appeal. The 

next step will be the approval of the Head of the Department, and finally the 

College Dean. 

 

Secondly: Steps of using the request 

• From the main menu select the menu (My academic duties) then click on the 

option “Change Grade Request by Faculty Staff”. The window for changing the 

grades of a course will appear like shown below. 
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• After entering the Student ID in the designated field write the course code in the text 

field that is within the previous three semesters and write your notes. The old mark 

will be shown after entering the course code, and a new field will appear to enter the 

new grade. Save the process by clicking save.  

 

• Note if a student has failed the course and taken it with another teacher, only the last 

teacher will be able to change the grade for the student. Also, an important note: if 

the student has applied for grade appeal, then the teacher will not be able to change 

his grade via this method. 

 

• A new line will be added to the requests table below and the filters will automatically 

change according to the new request, so that the new request is shown. The request’s 

status will become “Grade Entered” but the process still needs approval. 

 

• Within the list of requests, click on the “approve” button. The request status will 

change to “Approved by Committee”, and it will be sent to the Head of the Department 

for approval, and then to the College Dean. 

 

 

 

 

 

 

 

 



 

   University of Bahrain 

 IT Centre 

 Information Technology Division 

 

 

 

 

 

 

 

 

 

 

 



 

   University of Bahrain 

 IT Centre 

 Information Technology Division 

 


