
APT OPERATING PROCEDURES 

LAST UPDATED: 17 July 2019 

Change grades from Process Course Results 

Completing this process will only change the student’s grade, not their mark, and it will remain 

provisional. You’ll still need to ratify and publish the result when ready. 

Process Overview 

 

Step by Step Instructions 

1. Go to Process Course Results 

 

1 

Go to Process Course 
Results 

2 

Filter/search for the 
students you want 

3 

Select the students 

4 

Click the Action menu 
and select ‘Change 

grades’ 

5 

Choose the grade and 
click Save changes 

 



APT OPERATING PROCEDURES 

LAST UPDATED: 17 July 2019 

2. Filter/search for the students you want 

You can use the search box to look for a specific student by their UUN, Name or Exam number. 

You can also filter the list by Status (e.g. those ready to be ratified) or by their Current sit (first sit, 

resit, null sit): 

 

For more help with the search and filters please see: Search and filters 

3. Select the students 

You can select all or specific students using the tick boxes: 

Select all 

To select all students in your filtered student list tick the box at the top beside the column headings: 

 

Select specific students  

To select specific students tick the box on the left of their UUN: 

https://www.ed.ac.uk/student-systems/support-guidance/admin-support-staff/student-admin-colleges-schools/assessment-hub/process-course-results/search-and-filters
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4. Click the Action menu and select ‘Change grades’ 

 

5. Choose the grade and click Save changes 

Select the grade from the drop down menu. Only selected grades will appear so if you want to 

change it to a different one you can do this via the student’s little i button. 
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You’ll see the grades have now changed for the selected students and their marks remain the same: 

 

Next steps 

If you need to add notes for multiple null sit students, the fastest way would be to: 

 filter the list to only show null sits  

 add them for each student via the small pencil icon 

 

When you’re ready you can also ratify and publish the results. 
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