Enter late grades or change
grades after submission In
MyUCLA Gradebook

Instructors who missed the grade submission deadline are now able to submit late grades
electronically through MyUCLA rather than using the paper form. This same feature can also be
used to change submitted grades (except lapsed incomplete grades which must still use the paper
form) for up to one year. Here are the steps.

1. Log into MyUCLA

2. Go to Faculty —> Classes in the menu bar of MyUCLA if not taken there automatically
3. Click the Gradebook link for the course

4. Agree to the privacy statement which will appear once per term

5. Click the “Final Grade Changes” or “Late Final Grades” button above the options for Gradebook
and Gradebook Express.

® If taken directly to Gradebook or Gradebook Express, use the Back to Gradebook Choice link
in the upper left corner of the page to be able to view this button.

6. Click the “Edit Grades” button in the blue box above the list of student names.
7. Click the edit link next to the grade of a student.

8. Using the dropdown box of grade options, select the new grade. Click the save link to send this
updated information to the Registrar’s Office.

9. Repeat this process for any additional students in need of adjustments.

10. Click the “Finish editing grades” button in the blue box above the list of students to close edit
mode.

Note: For late submissions, NR grades must be in place before this feature will work.
NR grades are typically entered two business days after the grading period ends.

Questions about this process can be directed to the Undergraduate Education Information



Technology Help Desk at 310-206-4525.
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