
Entering an Incomplete Grade: 
1. Incomplete grades are entered entirely online: 

1. An incomplete may be given to students who meet the following criteria: 
1. Due to illness or circumstances beyond their control, are unable to complete 

their coursework within the semester.  
2. Has completed at least 75% of the term  
3. Currently has a grade of "C" or better in the course 
4. Has provided evidence to the instructor that they are unable to continue. 

2. Full instructions are in the “How to Submit Grades via myACC” document or in the ACC 
catalog; the Quick steps are: 

1. Enter an Incomplete as the grade 
2. The Incomplete Final Grade auto populates as an “F”; ensure it is entered as an 

‘I’ 
3. The Extension Date auto populates to the end of the following semester 

(Summer is excluded); shorten the date if appropriate 
4. Email the student at their student email account advising of the required work 

to complete the course, the deadline by which it must be complete, and the 
alternate grade 

  
Submitting the grade change form: 

1. If the student does complete the coursework missing, you can submit a grade change form 
1. The form can also be accessed through the MyACC portal for instructors under 

‘instructional’ 

 
2. The form has an option for the reason ‘incomplete coursework completed’ 

 

http://campus.arapahoe.edu/portal/instructions-submit-grades.pdf
https://arapahoecommunitycollege.formstack.com/forms/grade_change_form

