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Assigning Incomplete Grade Extension Date 
This job aid assists you in assigning an extension date for an incomplete grade. 
 

1 Navigate to Records and Enrollment  > Student Term Information > Student Incomplete 

2 Enter the Student’s ID, Academic Career and Term, then click . 

 
3 If appropriate, select the appropriate class from the search results. 

4 On the Student Incomplete page, enter the following information: 

a. In the Lapse Deadline box, enter the extension date for the incomplete grade 
b. In the Lapse To Grade box, enter the grade, such as IC for Incomplete Not Completed or NC 

for a credit/no credit course. 

 
5 When you are satisfied with your entries, click the  button. 

 


