
Frequently Asked Questions (FAQ) 
How do I give a student an incomplete (I)? 

1. Make sure you are viewing your grades in the term the incomplete will be given. 

 
2. Enter “I” in the student’s row and term column. 
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If you are giving incompletes at the 2nd  or 4th quarter level, you must enter an "I" in the semester as well. Select "View all Terms and make sure you are at the Semester level.
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HOW DO I GET RID OF INCOMPLETE GRADES?

After you have entered the grade(s) for incomplete work,  "Double Click" on the "I", delete it, and press [Enter]. This will allow the program to recalculate the grade.

INSTRUCTIONS FOR ENTERING INCOMPLETES: Entering  incomplete "I" for a quarter and semester. You must enter the "I" in the last grade column at the Quarter (Term) The "I" should show up in the color green. If you are entering the "I" 2nd or 4th quarters you must enter the incomplete at the semester level as well (see bottom of page).  MOST IMPORTANT!!!: After entering the incomplete : Open the "file" tab and select Export aaExport to Admin Plus.
Below are detailed instructions.... remember to enter the "I" at the Quarter (term) level as well as the semester level when entering "I" 2nd and 4th quarters. Call me if you have questions (3005)....Ed
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