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Incompletes in Brightspace 
Quick Summary 
You have granted a student(s) an Incomplete. What are the next steps? 

1. If you do not have a Sandbox site for this course yet and want to import the CRN into another 
Brightspace course, complete the Course Copy/Import process into a new Sandbox. 

2. Do not delete or edit content or assessments in the CRN. The CRN needs to be preserved for 
records in case of any grade disputes that may arise. You can add edited content for the student(s) 
granted an Incomplete.  

3. Limit access in the CRN site to the student(s) granted an Incomplete (details below) 
a. Hide from Users any Content, Assignments, Discussions, and Quizzes that do not need to be 

accessed by the student(s) granted the Incomplete 
b. Create one group for the student(s) who were granted an Incomplete 
c. Create a Release Condition that allows access based on enrollment in the group 
d. Apply the Release Condition to Content, Assignments, Discussions, and Quizzes 
e. Edit dates for Content, Assignments, Discussions, Quizzes, and Quiz Results Displays for 

when students see results, questions, and answers. 
f. Edit access and dates on related Publisher sites (Contact Publisher Representative if 

assistance is needed). 
4. Email OLAT@tri-c.edu to request that the end date of your CRN be extended for an Incomplete. 

Add Announcement 
Create an announcement for students in general to let them know that the course is open for a student(s) 
granted an Incomplete. 

Hide Unnecessary Content, Assignments, Discussions and Quizzes 
Use the Visible/Hidden eye icon or the Hide from Users option to hide course components the student(s) 
granted an Incomplete does not need to access. Alternately, end dates can be left in place or added for 
course components that do not need to be accessed for the Incomplete. 

Set up Incomplete Group  
Step 1: Select Course Admin 

 

https://www.tri-c.edu/online-learning/technology-resources/brightspace/brightspace-faculty/documents/course-copy-import-process.pdf
https://www.tri-c.edu/online-learning/technology-resources/brightspace/brightspace-faculty/documents/create-a-brightspace-sandbox-course.pdf
mailto:OLAT@tri-c.edu
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Step 2: Choose Groups 

 

Step 3: Select New Category 

 
Add Category (ex. Incomplete) 
Select # of Groups – No Auto Enrollments 
Enter 1 for Number of Groups 
Save. Wait for your group to be created. 
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Enroll Student(s) in Incomplete>Group 1 
Select Group 1 

 

Choose Enroll Users 

 

Select the checkbox for the student(s) granted the incomplete and Save 

 

Restrict Access to Content Module by Creating Release Condition 
Select Content on Navbar 

 

Select Module title in Table of Contents 
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Use Curser to select “add dates and restrictions” or select the existing dates and 
restrictions 

 

Under Release Conditions, select Create 

 
Select drop-down for Select Condition Type and Choose Group Enrollment 

 
Use the Drop-Down arrow and select Group 1 (in the Incomplete category) 

 
Select Create 

 
Select Update 
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Apply Release Condition to necessary Content Modules 
Return to all modules that need to be released to the student granted the incomplete 

Select Module title in Table of Contents (see instructions above) 

 
Use Curser to select “add dates and restrictions” or select the existing dates and 
restrictions. 

   
Under Release Conditions, select Browse 

 
Under Classlist, select Member of group: Incomplete>Group 1 

 
Select Attach 

 
Select Update (see instructions above) 
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Repeat for all necessary modules 

Apply Release Condition to relevant Discussions 
Select Discussion on the Navbar 

 
You can add the release condition at the forum or topic level, depending on your Discussion organization. 

For a Forum, select the drop-down arrow and Edit Forum 

 
Select Restrictions 

 
Under Release Conditions, choose Attach Existing 

 
Check Member of group: Incomplete>Group 1 (see instructions above) 

  
Select Attach (see instructions above) 

  
Select Save and Close 
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For a Topic, select Edit Topic 

 
Select Availability Dates & Conditions 

 
Select Add Release Condition 

 
Choose Add Existing 

  
Check Member of group: Incomplete>Group 1 (see instructions above) 

  
Select Attach (see instructions above) 

  
Select Save and Close (see instructions above) 
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Repeat for all relevant Discussion Forums or Topics 

Apply Release Condition to relevant Assignments 
Select Assignments on the Navbar 

 

Select the drop-down menu for the relevant Assignment and select Edit Assignment  

 
Select Availability Dates & Conditions (see instructions above) 

  
Select Add Release Condition (see instructions above) 

  
Choose Add Existing (see instructions above) 
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Check Member of group: Incomplete>Group 1  

 
Select Attach  

  
Select Save and Close  

  

Repeat for all relevant Assignments 

Apply Release Condition to relevant Quizzes 
Select Quizzes on the Navbar 

 

Select the drop-down menu for the relevant Quiz and Select Edit 
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Select Availability Dates & Conditions (see instructions above) 

  
Select Add Release Condition (see instructions above) 

  
Choose Add Existing (see instructions above) 

  
Check Member of group: Incomplete>Group 1  

 
Select Attach  

  
Select Save and Close  

  

Repeat for all relevant Quizzes 

Email to request site be made available 
Email OLAT@tri-c.edu to request that the end date of your CRN be extended for an Incomplete. 
 

Need Help?  

If you need help with Incompletes, please contact the Instructional Design Team or Help Desk.  
• Book a virtual appointment  
• Email a member of the ID Team to meet in-person  
• Email OLAT@tri-c.edu to get assistance from the Help Desk.  

mailto:OLAT@tri-c.edu
https://outlook.office365.com/owa/calendar/InstructionalDesignLearningExcellence@student.tri-c.edu/bookings/
https://www.tri-c.edu/faculty-central/cle/staff-profiles.html
mailto:OLAT@tri-c.edu
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If you are not sure whom to contact, please review the Faculty Support Flowchart. 

https://www.tri-c.edu/online-learning/technology-resources/brightspace/brightspace-faculty/documents/brightspace-faculty-support-flowchart.pdf
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