
Incomplete Grade Agreement
Faculty - How To Guide

An Incomplete Grade Agreement must be completed when an “I” grade is assigned to
a student.

There are two ways you can add an Incomplete Grade Agreement:
A. Through the Class Roster at any time
B. Through the Grade Roster during the grading period

Complete step A or B, then proceed to enter the Incomplete Grade Agreement data in
step C.

A. Add an Incomplete Grade Agreement through the Class Roster

1. Go to the appropriate Class
Roster for the term to add the
Incomplete Grade Agreement.

2. Under the Incomplete Grade
Agreement column, click Add for
the student receiving an
incomplete grade.

3. Go to step C.
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B. Add An Incomplete Grade Agreement through the Grade Roster

1. Go to the appropriate Grade
Roster for the term.

Enter grades and select the Save
button to save the grades entered.

2. The message will pop up. Click
OK.

3. If an “I” grade is entered, the
“Incomplete Grade Agreement”
column with the Add link will
appear. Click Add.

C. Enter Incomplete Grade Agreement Information

4. The highlighted fields are required.

a. Reason Code – reason for the
"I" grade

b. Grade Without Further Work
– grade the student will
receive if the student does not
complete the further work
outlined in the Agreement.

c. Deadline for Completion –
date the student must submit
completed coursework.

Note: You can change the
Deadline for Completion to
an earlier date.

d. Work Required for Removal
of “I” Grade – outlines the
coursework the student needs
to complete.
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5. Click the OK button once you
have completed entering the
information for the Incomplete
Grade Agreement.

6. After clicking OK, you will return to
the Class Roster or Grade Roster
page.

The link under the Incomplete
Grade Agreement column will
change from Add to Update.

7. You may continue to add
Agreements for students with an
“I” grade.
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