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Incomplete Grade Contract Application – Faculty User 
Guide for Summer 2025 Pilot 
The Incomplete Grade Contract Application allows instructors to submit an electronic version of the 
incomplete contract, secure approvals from the college approver and the student, and populate the 
“INC” grade into Banner for the course. 

New for Summer 2025 
• Both primary and secondary instructors may use the system to submit incomplete 

contracts. 
• The INC contract link is now accessible through DrexelOne. 
• The INC grade is no longer accepted in Banner Final Grade Submission or the BBLearn 

Grade Submit Tool. All INC grades must be submitted through the INC contract 
application.  

Process Flow 
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Accessing the INC Contract 
1) Open any internet browser and navigate to https://inc.irt.drexel.edu. You may also access the 

link on the Faculty Tab in DrexelOne.  
 

 
 

2) Click on “Sign in” and enter your DrexelOne credentials.  

  

https://inc.irt.drexel.edu/
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Selecting a Student 
3) Select a course from the menu and click “Continue.”  

No courses with grade modes incompatible with the "INC" grade will be displayed. You will be unable to select a course 
if it is outside of the incomplete contract submission period (Week 7 – Sunday of Final Exam Week).  
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4) Select a student from the menu. Click “Continue.” 

Please note: If the intended student is not on the list or is not able to be selected, an incomplete contract may not be 
submitted electronically for that student. No student who has withdrawn, received a grade, or has a contract in 
progress for the course may be selected.  
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Submitting the Contract 
5) Review the text of the incomplete policy. Enter the “Required work to be completed” into the 

text field. Select the deadline for the coursework to be completed. Please keep in mind when 
selecting a due date that the deadline for submitting the final grade via the change of grade 
process should be 24-48 hours after the student has completed all deliverables.  The deadline 
to complete the deliverables may not exceed two quarters. Select “Submit.”  
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Please note: If you are selecting a due date in the next calendar year, please click on the month and 
year heading in the calendar to select the next calendar year, then click on the desired year, then 
select month and day.  
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Contract Approval/Denial 
6) Upon submission of the contract, you will receive an email confirmation. You will receive a 

second email once the college approver has approved or denied the terms of the contract.  

Approval Denied by College Approver:  
a. The contract will be terminated.  
b. You will receive an email with details about the reason for the denial.  
c. You may confer with the student and submit a new incomplete contract for the student 

if necessary. 

Approval Received by College Approver:  
d. The student will receive an email directing them to a page where they may review the 

terms of the incomplete contract, the work to be completed, and the deadline. They 
may accept or decline the terms of the contract.  

e. You will receive an email confirming the approval by the college approver.   

Student Agrees to the Terms of the Contract: 
f. If the student approves the terms of the contract, you and the student will receive an 

email with a PDF of the completed contract.  
g. The INC grade will populate in Banner for the course.  
h. An instructor may submit a change of grade form to update the grade once the required 

work has been completed and graded.  

Student Declines the Terms of the Contract:  
i. If the student declines the terms of the contract, the application will be terminated.  
j. You may confer with the student and submit a new incomplete contract for them if 

necessary.  
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