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GRADE CHANGE APPROVAL PROCESS 
  
Each grade change request requires approval at two levels. The process begins when the instructor submits the 
request, triggering a notification to the first-level approver. Once the first-level approver submits their approval, 
the second-level approver is notified to provide their approval. After both approvals are granted, a notification 
is sent to both the instructor and the student. 

 

Approvers will receive an email indicating that a grade change request is ready for your review. Click on the link 
in the email which will take you directly to the Worklist. 

 

OR 

 

Log into AccessUH 

 
 
 

Select the CS (Campus Solutions) icon                  in the University Services area. 
 
 

Select the Worklist tile. 
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The Grade Change Approval request will be listed. 

 
 
Review the request for Approval or Denial. 
Enter comments. 
Click Submit—the second-level approver will receive an email notification. 

 
 
If you are the second-level approver the Enrollment Request ID and a status of SUCCESS will appear. An email 
will be sent to both the instructor requesting the grade change and the student indicating that the grade change 
has been approved (or denied). 
 

 
 
If the status is Error, contact the Office of the University Registrar who can provide assistance at 713.743.1010, 
option 7. 

 
 

Questions 
Contact the Office of the University Registrar 

uhsrsec@uh.edu 


