
Incomplete Contract Instructions 

1.  Grade Roster -- When a grade of “I” is assigned the Incomplete Contract Column becomes available.  

 

2.   Click on the “Add” hyperlink which will take you to the Incomplete Contract. 
 

 
 

3. Select a reason for the Incomplete Contract.  The two available choices are “Medical” or “Other 
extenuating circumstance”. 

 

 
 



4.  The deadline date for completion can be changed within the guidelines for Incomplete Grades.  The 
default date is one year later from the end of the current term. Incomplete grades will revert to “IC” 
automatically after one year unless an extension request is filed. 

 
5. List the assignments or work that the student must complete to receive a grade in the class.  If there 

are multiple assignments, add rows by clicking on the  button. 

  

6. After completing the contract, click on the  button at the bottom of the page.   This will 
save the contract make it visible to the student for acceptance.   
 

7. Click on the  button to return to the grade roster.   
 

8. The link to the contract will be changed to “Update”. 

 

 

 

9. The student will be able to view the contract in their Student Center under their grades for the term.   

 
 



 
 

10. When the student accepts the contract the “Date Accepted By Student” will be populated. 

 
 
 

11. Once the student has accepted the contract, it cannot be updated online. The “I” grade also cannot 
be changed to any other grade. 

 

 
 
 
 
 
 
 
 

 



 
12. The Grade Roster cannot be approved if a contract has not been created for an “I” grade or the 

following error message will appear. 
 

 
 

 


