BENTLEY UNIVERSITY

Incomplete Grade Process - Student

Overview

This process allows you to submit an Incomplete Grade Request to your instructor, outlining the
assignments and due dates you have both agreed upon in advance. Once submitted, the request will
automatically generate an Acknowledgement Form to help track incomplete grades prior to final grading.

Important Notes: To qualify for an Incomplete, you must confirm that you have already discussed and
received approval for the incomplete grade arrangement with your instructor. The form will ask you to
acknowledge that you have had this discussion.

Incomplete Grade Requirements:

e ltisthe student’s responsibility to ensure that they meet all elements of the incomplete
agreement.

e Faculty may grant anincomplete grade when a student experiences unforeseen and extraordinary
circumstances at the end of the semester.

e Anincomplete grade is appropriate only if a student has consistently demonstrated course
engagement and passing academic work prior to the request for an incomplete.

e Faculty must notissue anincomplete grade when the student needs to attend and repeat most of
the course.

e Faculty must notissue anincomplete grade to allow a student the opportunity for grade
improvement or extra credit not available to all students in the course.

You must submit your assignments by the date(s) set by your professor. Note — All work must be
submitted and graded so that a final grade for the course can be issued before either March 1%t or
October 1°'. Incomplete grades not converted to final grades by these dates will automatically be
converted to F’s.

Beginning the Incomplete Agreement Process
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2. Inthe Search window type INCOMPLETE and press ENTER.
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3. Click LoG AN INCOMPLETE (I) AGREEMENT.
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This generates an agreement outlining the requirements for receiving an Incomplete. Prior to filling
out this form you must acknowledge having spoken with your instructor beforehand.

B | BENTLEY
\&/ UNIVERSITY

IT - General = Find Answers Browse Requests

Home ¥ Service Catalog » Departmental Services »  Log an Incomplete (1) Agreement

Log an Incomplete (1) Agreement < m

To document specific requirements for receiving an Incomplete

Consult with your course instructor before submitting this form. You will need to include a proposed timeline for Required information
completing any remaining coursework Approval of an Incomplete is at the sole discretion of your instructor. To proceed, check this box to

B indicate that you have discussed
Please complete one form per class, even if the instructor is the same for another course. an |m:0mplgiegradewll| your

instructor and are completing

A copy of your submission will be sent to you, and a request for approval will be sent to your instructor. R ahon s

Important Dates

« Requests for incomplete grades due to unforeseen or challenging circumstances should be discussed

with the instructor and submitted no later than the last day of class or the date of the final exam (refer
to the Academic Calendar). While this deadline may be flexible in exceptional cases, timely and proactive
communication is essential.

« Allincomplete work from the current academic term must be submitted by the deadline set by the
instructor. All work must be submitted early enough to ensure it can be graded by March 1 or October 1 of
the next academic term. Incompletes that have not been converted to passing grades on those dates
will automatically be converted to F.

4. Afterreadingthe agreement click the cHEckBOX under the heading Acknowledge discussion
with instructor.

Acknowledge discussion with instructor

*To proceed, check this box to indicate that you have discussed an incomplete grade wih your instructor and
are completing this form to document your agreement with them.

Agreement details

Requested by Bentley 1D
®  Robert Muliero

*Phone * Email

* Course Instructor Academic Advisor

*Select the course code *® Enler the course number (eg 100, 201, 345 elc)
- Mong -

*Enter the section number (if applicable; eg 1, 2, efc) * Academic pariod

- Mone -

* Reason for request (please explain in defail the circumslances that prompted this requast)
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Filling out the Acknowledgement Agreement

Clicking the checkbox activates the fields. The fields with a red check box are required fields. The
Bentley ID, phone, and email address are auto populated by your on-file information.

Agreement details

Requested by Bentley ID
©  Robert Muliero
*Phone * Email
* Course Instructor Academic Advisor
©  Sarah Murray B |- .
*Select the course code * Enter the course number (eg 100, 201, 345, efc)
CS - Computer Information Systems v 100
*Enter the section number (if applicable; eg 1, 2, etc) * Academic period
13 Fall 2025 v

*Reason for request {please explain in detail the circumstances that prompted this request)

Will be having surgery during week of finals

*List all assignments to be completed (including Final Exam, if applicable)

m Remove All

Actions Assignment name

F x Final Exam

Proposed due date

2026-01-23

Submission method

In person

Original Final Exam date (if postponing)
20251218 =

* Are you planning to study abroad next semester?

Mo

Commitment to this agreement

*By entering your name below, you acknowledge that you understand the following: If your request is approved
(including any changes submitted by your instructor at the time of approval), all incomplete work included in the
final agreement must be submitted by the approved deadlines.

Robert Muliero

December 2025

Page 4

Step-by-Step — Student — V4



BENTLEY UNIVERSITY
The following steps are to be taken for the Acknowledgement Agreement above:

1. Click the brROP-DOWN menu to choose the:
a. COURSE INSTRUCTOR
b. CouRrse CODE

COURSE NUMBER

o o

SECTION NUMBER
e. AcADEMIC PERIOD.
f. ACADEMIC ADVISOR is optional.

g. Enter a REASON for the Incomplete grade request. The reason for the request will not
appear in the e-mail to the instructor.

h. Add any ASSIGNMENTS to be completed.
i. Enterthe ORIGINAL FINAL EXAM date.
j.  Answer if you are planning to STUDY ABROAD hext semester.

k. Enteryour NAME acknowledging that allincomplete work must be submitted by the
approved deadline. The name must be a match and appear in the same exact format as
your name under the Requested By field.

2. Click SusmMIrT. = From here you are brought to the Request Summary Page.

Acknowledgement Agreement Submission

By clicking the REQUEST
ITEM you can see all your
Activity, Attachments
and Additional Details.

In this example we see

the ADDITIONAL DETAILS Activity Attachments Additional Details
menu expanded. Here =
To proceed, check this box to indicate that you have discussed an incomplete grade wih your instructor and are completing this form to
we see all the document your agreement with them.
information concerning frue
Requested by
the Incomplete request. o i
Bentley ID
B10012802
On-campus housing location
LIN 16
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