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The Dashboard

UNIVERSITY # OKLATIOMA

& Hello,
Q I-Contracts
# Dashboard
[3 Incomplete Contracts [31 I-Iake Up Reporis
© Logout
Student B Status o NOTE: I-Make Up Reports should only be mate afier an incompiete Contract hias been finalized
€ 82334 010 n Student Course Status Action
€$2334010 ot u ISE 5123-001 Oratt a
D3A 5370885 ot B ISE 5123-001 a
ISE 5123.001 o] MATH 8953006 a
EDAH 5033-900 oran n D8A 5870955 a
£0SS 4563900 a
View All @

The Dashboard is the landing page after you sign in to the web application and will give the instructor
an overview of recent actions and statuses. Displayed on the page is a sidebar navigation menu with
options to view the Incomplete Contracts and I-Makeup Report pages. The main page will have two
panels, one each for Incomplete Contracts and I-Makeup Reports. Each panel will display the most
recent contracts or reports, their status, and an action column to view or download a PDF copy.
Included in each panel are buttons to create a new contract or report.

The I-Contracts Page

The I-Contracts page will display the contracts available to view. A Search box is available in the upper-
right corner to assist with finding specific contracts.

The Updated column will display a date and time stamp from the last action taken by either the
instructor or student. The Status column will display the current status of the contract. The Information
icon in the Actions column will display the contract and will have an option to download a PDF copy.

Incomplete Contracts
+ Student ¥ Instructor ¥ Course ID ¥ Course Name + Updated Status Actions

H R 5053 Diversity/Justice-Organizatns 01/9/2019, 4:31 am

LSTD 23193 Art of the Non-Western World 01/2/2019, 11:03 pm [ Submitted |

LSCJ 5063 Res Methods Criminal Justice 01/4/2019, 2:50 am a u
it

)
)

LSTD 4953 Study-in-Depth 1212912018, 10:01 p ag
)

LSTD 4953 Study-in-Depth 12/30/2018, 12:09 am Finalized (Step 1 of 2 a u
LSTD 1513 Intro-Interdisc Physical Sci 12/29/2018, 2:48 pm Draft a u
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The I-Make Up Reports Page

Like the I-Contracts page, the I-Makeup Reports page will display the reports available to view. A
Search box is available in the upper-right corner to assist with finding specific reports.

The Updated column will display a date and time stamp from the last action taken by either the
instructor or student. The Status column will display the current status of the report. The Information
icon in the Actions column will display the report and will have an option to download a PDF copy.

I—Makeup Report Student/Instructor/Course

+ Student = Instructor + Course ID = Course Name + Updated Status Actions
LSTD 3953 Study-in-Depth Prospectus 01/10/2019, 2:49 am
LSTD 3003 Interdisciplinary Inguiry 01/9/2019, 3:59 pm a
H R 5203 Graduate Research/\Writing H R 01/5/2019, 6:10 pm a
LSCJ 5063 Res Methods Criminal Justice 01/4/2019, 4:44 am a

The Search functionality located in the upper-right corner can be used to filter I-Contract or I-Makeup
Report. Two search options, Basic and Advanced are available and are similar on both screens.

Basic Search

A basic search can be performed by entering a Student/Instructor’'s name or Course ID into the search
box.

Student/Instructor/Course Q. | 4 Advanced Search
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Advanced Search

An advanced search will give more options to find I-Contracts or I-Makeup Reports. In addition to the
fields available in the basic search, the advanced search includes options for Course Name and a drop-
down menu for Status.

Student Name Instructor Name Course ID

Course Name Status

The Status drop-down menu will display different options based on which screen, |I-Contracts or
I-Makeup Reports, you are currently viewing.

I-Contracts I-Makeup Reports

Status Status

Pending Finalized (Step 2 of 2
Draft

Submitted
Incomplete

Approved
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Creating an Incomplete Contract

1. Open a web browser and navigate to https://icontracts.outreach.ou.edu

2. Sign In using your OU Net ID (4x4) and password.

3. From the Dashboard, in the Incomplete Contracts section, select the green Create Contract
button.

Dashboard

[2] Incomplete Contracts + Create Contract

Student Course Status Updated Action

Mo incomplete contracts found

view All @

4. Enter the student’s Sooner ID in the window that appears.
If the student ID is entered correctly, the student’s name will be populated automatically in the
Student Found results area. Verify that the student’s ID and the name returned from the query
match. If they match, click Submit.

Select Student

When selecting a student, please double-check their name and course schedule before
creating a contract.

* student ID:

" Submit Student Found:
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https://icontracts.outreach.ou.edu/

5. The Select Course screen will be displayed, along with a Contract Initiated message. By default,
the most recent semester will be displayed along with the student’s courses.
You may change the semester by selecting the appropriate semester from the drop-down menu.
The courses for the selected semester will be displayed.
Locate the course requiring the Incomplete Contract and click the blue checkbox icon.

Select Course -
O Alert
Contract initiated!
Semester:| Spring 2015
Course ID Course Title Credits Select
C S-2334-010 Programming Struc/Abstractions 4 @
C §-2334-012 Lab-C S 2334-010 0 u
Semester:| Spring 2018 -
Cre
Spring 2015
| Fall 2014
Summer 2012
Spring 2012
Spring 2011

6. Complete the Incomplete Contract form on the next screen. The student’s information,
instructor, and the course will be automatically populated. Complete the remainder of the form
and select Sign and Submit. Optionally, select Save Draft and return later to submit the form.
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Finalize Incomplete Contract -

Shudents K
Bgdress
Eml: Phone:

g

Ingtrustes;
Course #: C 52032 Section: 110 SemeatenTenm; dang 2015

Parcaat 31 wor complitec 1o cate (Mt be 1 el TOR)
NOTE: Ingat mest be nwhole mmsers

Dt 31| woak muUs: 0@ compieted an0 amed In Rk IC endeed 1 yean {Course Eng JR08ETIS

Grade 10 beasyigned if work 1300t tumed 0 by iy date .

NOTE: ™42 qiade migned dmo sddzond| work B funed in SRoull el The Mty Goorse grads with no poinls avwended for s gnrents nof Lompieied. rafer Than
e stdenls grade nMe class & e Yme Ne Infomplete was aeaTed

Student s currently passiag il course

NOTE: A studon! =aw rof b g & courss o The Bmc an 1’ B onseded

Reason for Incomplete (Insecion may reguin 1he Sucen 1o provids Sotumenlation)

Student had bedn c2ll6d 1o etine duty -
NOTE: Crily 50% of an actwe auty stedend's work mest be comgietes

De3cription of remaining asagnment|s)

Procedure for student 10 Turm in work (2.9 . 1o depanmantal ofice, as a DL upload, e1c.)

instrecinre Commeanis

e and Sadenid
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7. Once the Incomplete Contract has been signed and submitted by the instructor, the student will
receive an e-mail notification that the contract is ready for their review and signature.

Q New Notification

Incomplete Contract:

02/12/2018 11:10 AM (CST)

(C S 2334)

Instructor has signed your 'Incomplete’ contract.
It is now awaiting your approval and e-signature

Complete Contract

8. Once the student has signed the contract the instructor will receive an e-mail informing them of
the new status. The Office of Records for the instructor’s college will also be notified of the

contract.

Q New Notification

Incomplete Contract:

04/24/2018 11:25 AM (CDT)

(C S 2334)

has signed an 'Incomplete’ contract.

View Contract

9. When it is time to assign the final grade, return to the I-Contracts portal to create an I-Make Up

Report
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Completing an I-Make Up Report

1. Open a web browser and navigate to https://icontracts.outreach.ou.edu

2. Sign In using your OU Net ID (4x4) and password.

3. From the Dashboard, in the I-Make Up Reports section, select the green Create Report button.

NOTE: |-Make Up Reports should only be made after an Incomplete Contract has been finalized

Student Course Status Action
ISE 5123-001 Draft a
ISE 5125-001 o
MATH 3333-006 a
DSA 5970-995 a
EDSS 4553-900 a

View All €@

4. Enter the student’s Sooner ID in the window that appears.
If the student ID is entered correctly, the student’s name will be populated automatically in the
Student Found results area. Verify that the student’s ID and the name returned from the query
match. If they match, click Submit.

Select Student

* student ID:
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5. The Select Course screen will be displayed, along with an I-Make Up Report Initiated message.
By default, the most recent semester will be displayed along with the student’s courses. Change
the semester by selecting the appropriate semester from the drop-down menu. The courses for
the selected semester will be displayed.

Locate the course requiring the Incomplete Contract and click the blue checkbox icon.

Select Course -

O Alert
I-Make Up ;{‘EDCH initiated!

Semester:| Spring 2015

Course ID Course Title Credits Select
C §-2334-010 Programming Struc/Abstractions 4 @
C §-2334-012 Lab-C S 2334-010 0 n

Semester:| Spring 2015 -

Cre’
Spring 2013

| Fall 2014
Summer 2012
Spring 2012

Fall 2011

Spring 2011
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6. On the Finalize I-Make Up Report screen, enter the student’s final grade and the date the work
was completed. Click Sign and Submit to complete the process.

Finalize I-Make Up Report -

Student's Name: ID or Social Security Number:
Department of Course: Course Number:

cSsS S

Semester: Hours:

Spring 2015 4

Date Course Work Completed:

oo [

(C S 2334)

Date:
02/12/2018

Section:
010

7. After signing and submitting, a final copy of the report will be displayed on the screen. A copy of
the report can be downloaded as a PDF for the instructor’s records. The student and the Office

of Records for the instructor’s college will receive a copy of the document.

I-Make Up Report - (C S 2334)

© Alert
I-Make Up Report submitted and signed!

I-Make Up Report Information

Student's Name (Last, first, middle initial): ID or Social Security Number:
Department of Course: Course Number:

Cs S

Semester: Hours:

Spring 2015 4

Date Course Work Complete:
02/12/2018

Date:

02/12/2018

Section:
010

Grade:
VA
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