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Grade of Incomplete - General Information 
• At the instructor’s discretion, a grade of “I – Incomplete” may be given when a student is unable to complete the required 

coursework because of clearly documented extenuating circumstances.  If the student has documented extenuating reasons that 
he/she cannot complete the course in the term it is being taken, has successfully completed at least 75% of the coursework, and the 
instructor feels that the student has a reasonable chance of making a passing grade, the instructor may give the student an 
“Incomplete.” 

• The student has until the end of the next major term to complete the missing work, or the “I” will convert to an “F” 
• Major terms are fall and spring: if student receives “I” in the fall, he/she has until end of spring term to finish work; if student 

receives “I” in the spring or summer, he/she has until end of fall term to finish work. 
• An Incomplete will not satisfy the prerequisite requirement to progress to the next course. For example, an “I” in ENC 1101 does not 

permit the student to register in ENC 1102 
• The student does not register for the course in the next major term. Instead, the student will work with the instructor to make up the 

work 
• If the student does not make up the work and a grade change form is not submitted, the “I” will convert to an “F” and student WILL 

need to retake the course 
• An Incomplete will appear on the student’s record as a final grade of “I” 
• A Last Date of Attendance is required with final grades of “I” 
• Once the work is completed, the instructor will submit a grade change form, from “I” to the appropriate grade, by the last day of the 

next major term 
• A student in the military who is called to active duty has the option to withdraw without penalty (W6) or take an “Incomplete” in the 

course if he/she will return within the next major term 
• Student must provide copy of military orders and request withdrawal or incomplete 

 
 

When should an Incomplete not be assigned? 
• If student has not successfully completed at least 75% of course requirements and has no documentation to support the “I” 
• To serve as a “placeholder” if final grades are not ready at the time grades are due at the end of the term 
• As a grade change to an “Incomplete” for a previous term 
• If the student has already dropped or withdrawn from the course 
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ENTERING A GRADE OF INCOMPLETE 

1. To get started, log into myEFSC. 
2. In the top, right-hand corner of the page, make sure your user profile is set to “Faculty”                                  .  If not, click “Faculty”. 
3. Click the TitanWeb icon,              . 

 
 
 

4.   Select Faculty Grade Entry. Go to the appropriate CRN. Enter grade of “I” and Last Attend Date.  Go to Step 5. 
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5. Select Incomplete Grade Form 
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6. Complete the Online Incomplete Grade Form 
o Enter all required information (designated with red asterisk) 
o The last date of attendance is required when a grade of “I” is given 
o When information is completed, click the “Submit” button 
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7. What happens next? 
• Instructor will receive an electronic copy of the Incomplete Grade form 
• The form will be electronically routed to the appropriate Collegewide Chair. 
• The instructor will communicate with the student to outline the outstanding work and establish arrangements for its completion. 

The student should not re-register for the course. For further questions, students should be directed to their assigned advisor. 
• Once the student completes the work—no later than the last day of the next major term—the instructor will submit a Grade 

Change form to the Collegewide Chair. 


