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General Notes

 Note that the incomplete grades belong to a previous 

semester.

 When the incomplete grades are available the first two 

weeks of the next semester (i.e., after the students do 

the postponed final exams in the next semester), you may 

enter them in their respective course sections of the 

previous semester.

 You can enter the incomplete grades of the previous 

semester (e.g., Second 2019/2020) when the Incomplete 

Grades Submission period of the next active semester

(e.g., Summer 2019/2020) is open.
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Entering incomplete grades by 

instructors (1)
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1. Click here to check if the Incomplete Grades Submission period of the active semester is open

2. Go to Grades



Entering incomplete grades by 

instructors (2)
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2. Go to Grades1. Select previous semester

2. Search

3. Select a section 

with Grades Status 

“Approved by Dean”

4. Go to enter the incomplete grades, if any!



Entering incomplete grades by 

instructors (3)
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1. Enter the incomplete 

final grade(s)

2. Keep saving

3. Submit when done

4. Confirm & Submit



Incomplete Grades Approval by Chairs (1)
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1. Select previous 

semester

2.  Select these filters 

values

3. Search

4. Select a course section

5. Review incomplete grades



Incomplete Grades Approval by Chairs (2)
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2. Submit your approval

1. Review

and approve 

incomplete grades



Incomplete Grades Approval by Deans (1)
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1. Select previous 

semester

2.  Select these filters 

values

3. Search

4. Select a course section

5. Review incomplete grades



Incomplete Grades Approval by Deans (2)
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2. Submit your approval

1. Review

and approve 

incomplete grades



Posting incomplete grades and computing GPA and status from 

Admin side (1)
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Click here



Posting incomplete grades and computing GPA and status from 

Admin side (2)
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To be able to post the incomplete grades to the student transcripts and then 

compute the GPA and status for the respective students, the current date/time 

must be later than the end date/time of the Incomplete Grades Submission period

of the active semester.



Posting incomplete grades and computing GPA and status from 

Admin side (3)
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1. Select 

previous semester

2. Select 

Approved by Dean

3. Search

4. Select All

5. Post

6. Compute
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