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• Only the instructor of the course can 
change the incomplete grades. 

• If not all the grades for one section 
will be submitted then, the instructor 
will submit a manual change grade 
form for the registration. 

• Approving incomplete is different 
than approving the semester grades. 
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Incomplete Grades – Instructor Side 

Send for approval by Head of Department 

Waiting to be approved by HOD 
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First Choose the Instructor Third Choose the Section 

Please Note that the above search steps are mandatory 

Second Choose the Course 


