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How to Submit an Incomplete Grade Contract 

The Incomplete grade is a temporary grade and is designed for students who because of documented 
illness or circumstances beyond their control are unable to complete their course work within the 
semester, but have completed a majority of the course work (defined as at least 75% of all course 
assignments and tests) in a satisfactory manner (grade C or better).  See EP 240 for more information 
(www.ppcc.edu/ep)  

 
  

1. Login to http://my.ppcc.edu and continue to the Portal. 
2. Select the “Forms” tab at the top of the screen.  

 

 
 

3. On the forms screen enter “incomplete” into the search bar. 
 

4. Select “Incomplete Grade Contact” 
 

 
 
 
 

http://www.ppcc.edu/ep
http://my.ppcc.edu/
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Filling out the incomplete grade contract: 
1. Your information should pre-fill into the incomplete grade contact. 

2. Enter your student’s S# and then press the TAB key or click out of the S# box – your student’s information will 

pre-fill. 

3. Enter your term and Course Reference Number (CRN) – your course information should prefill. 

4. Enter the last date of attendance, describe the extenuating circumstances that justify the incomplete and then 

indicate what course work the student has completed to date.  
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Setting Completion Requirements and Due Date: 
1. At the bottom of the incomplete grade contact, enter specific information regarding what the 

student should do to fulfill your requirements for the incomplete grade contact as well as your 
proposed deadline (the norm is 2 semesters).  

 

Read Carefully Before Moving to Part 2 
2. After you press the submit button at the bottom of the page, you have 1 additional step to 

complete. Be sure to complete the items in the next page of instructions.  
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Assigning your incomplete grade contract to a Dean Approver 
1. After submitting your incomplete grade contract, a second screen will appear that asks for you to 

assign a Dean approver to your request. Scroll down to the bottom of the page and select “Rob 
Hudson” as the Dean Approver. 

2. Select the “Assign” button. 
 

 
 

 
Incomplete grade contracts are processed expeditiously. Typically completed in one business week – 
times can be longer during high volume submission periods (typically closer to the end of the semester). 
 
Note: Once approved, your student will receive an email containing the information that you entered 
into the incomplete grade contract along with their grade contract deadline. 
 

What happens after the incomplete is issued? 
 
Outcome 1: Your student completed their assigned work; you grade it and determine what their final 
grade should be - and then you initiate a grade change from the “I” grade to the final grade that they 
have earned. 
 
Outcome 2: Your student does not complete their assigned grade; their grade is automatically reverted 
to an “F” grade at the conclusion of the incomplete grade contract.  


