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New Incomplete Agreement Process 

New Process for assigning an Incomplete (“I”) with an 
Incomplete Agreement to uphold the Senate Policy: 

Senate Policy: 
“An incomplete shall signify that a portion of required course 
work has not been completed and evaluated in the prescribed 
time period due to unforeseen, but fully justified, reasons and 
that there is still a possibility of earning credit. It shall be the 
student’s responsibility to bring pertinent information to the 
instructor and to reach agreement on the means by which the 
remaining course requirements shall be satisfied.“ 



	

 	
 

	

 
	

 
	

 
	

New Incomplete Agreement Functionality 

Outline of new functionality in SDSU WebPortal: 
• New process for how to assign an “I” with an Incomplete 

Agreement. 

• New process for how students are informed, and how they can 
view the Incomplete Agreement. 

• New process for how faculty can view/track their Incomplete 
Agreements. 

• New process for how departments can view/track the 
Incomplete Agreements for their faculty. 



	

	

Assigning an “I” in Webgrades 

To assign an 
incomplete grade, 
select the “I” in the 
drop-down menu of 
the course roster. 



	

	

Incomplete Agreement Pop-up 

Student and course 
information will be 
pre-populated. 



	

	
  	
   

	
 

	
 

	

 
	

Fill Out Required Fields 

Fill out required fields: 
• grade to date 
• reason for assigning
incomplete 
• conditions to remove 
incomplete 
• date conditions must be 
completed 

Select “Submit” to 
complete form. 



	

	

Submit Incomplete Agreement and Close Form 

A success message 
will indicate that the 
agreement has been 
saved. 



 

 

 
	

	

 
	

After the Incomplete 
Agreement is submitted, 
the “I” grade will appear 
on the Web Grade Roster 
for the student. Faculty
can then enter grades for 
remaining students, or 
submit and finish current 
changes and enter 
remaining grades later by
the Web Grades deadline. 

Assigning an “I” in Webgrades 

Select “Submit and 
Finish” to complete. 



 

	

	

The status will display
“Success” when the “I” 
has successfully been 
submitted. 

Assigning an “I” in Webgrades 



	

 

	

Confirmation Email 

A notification email will 
be sent to the student 
after the Incomplete 
Agreement has been 
submitted. 



	

	
   

	
   

 
 	

   
	

	

Student View in WebPortal 

The status of the Incomplete 
Agreement is based on the 
deadline date set by the 
instructor in the agreement:  
• Active: the deadline has not 

passed 
• Expired: the deadline has passed

without the student completing
the work 
• Completed: the student has 

completed the work for a grade 

Students can view their Incomplete Agreements in “My Grades” in their WebPortal. 



	

	

	

	

Select period 

Faculty: Incomplete Agreement Report 

Select “Incomplete 
Agreement” from the 
WebPortal faculty menu. 



	

	

	

Select course 

Faculty: Incomplete Agreement Report 



	

	

 
 

  
	

 

 	

The report will show all 
students who have an 
Incomplete Agreement for the 
period and course selected. 

Faculty: Incomplete Agreement Report 

The “Complete Date” on the report is the deadline 
date of the agreement set by the instructor.  When 
an instructor uses the grade change function in the 
SDSU WebPortal to change an “I” to a letter grade 
by the deadline date of the agreement, the status of 
the “I” Agreement will be automatically updated to
“completed.” After an “I” agreement becomes
“expired,” faculty should update the “I” to the 
grade-to-date reported on the agreement using the 
grade change function in the SDSU WebPortal
within the one calendar year deadline. 

You can view the 
Incomplete Agreement
by clicking on the 
student’s RedID. 



	

	

 
 

	

Department: Incomplete Agreement Report 

Select period 

Select “Incomplete 
Agreement” from
the WebPortal 
department menu. 



	

	Department: Incomplete Agreement Report 

Department will be able 
to select “All Faculty” or 
“Individual faculty” 
within their department. 



 
 

	

	

 

 	

A list of students who have 
an Incomplete Agreement
for the selected period and
faculty will appear. 

Department: Incomplete Agreement Report 

You can view the 
Incomplete Agreement
by clicking on the 
student’s RedID. 


