
 Note that when an “I” grade is assigned the On-line Incomplete Grade Contract must be 
filled in prior to approving the roster.  A new field of “incomplete contract” will appear on 
the roster.  The options in this field are Add, Update or View.

Contracts must be created by the instructor prior to grade roster approval.  Instructors will 
receive a message asking them to add an incomplete contract if they have not done so prior to approval. 
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*Instructor may select a date of completion of less 
than one year, but not more than one year from 
current term of incomplete grade being assigned. 

Reason Code:  Extenuating, Medical or Other 
Grade Without Further Work:  enter grade 
Deadline for completion:  default is one year 
from current term 
Description:  free form text of what is required to 
complete course 
Completed:  check box when coursework is 
completed 
Date Completed:  Enter date final coursework is 
completed. 
Click on OK or Apply 
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