UNIVERSITY OF

CALGARY

Senior Academic Advising

Training Guide




?:ni:: A;ademic Advising &NRIEEESK‘I{?%F
- Advising

Table of Contents

CECKING REGUISITES .evvuereeeirceieeiscieesei it eaeessestsease s ese st ese s ese e s ese s s s s s s s s e s s s e e s s s s ee s s e e st seese s e s e e s b eeseesebees et s senesaesensesas 3
Class Registration INfOrMation SCIEENM ..........cciuieiiirieiiireiieeet ettt et se st eae bt essenas 3
UOfC ReqUISIte SUMMAIY SCIEEN............coooieiieeee ettt se s se s s st saes 7

PrEr@QUISITE CRECKET ...ttt sttt eeseeas 9
Re-Checking Prerequisites after REGISTration ...ttt 9
Running the Prerequisite CRECKET ...ttt s ses 10

Troubleshooting RegiStration ProbIEMS ...ttt saes 14
UOTC ENFOIl REQUESE HISTOMY ...ttt ettt st s s s s s s ensesas 14
Course Registration AS-Of SCrEEN.................ooiieiiecee ettt sttt se st ensenas 17

CRED REPIGCEMENT......ceieeeieiie ittt bbbt se s st s s st st n s s n s s st ss s st esnnsnsesas 18

On-line Change of Program through the Student Sernvices CENEN ..........ccoveiriirierinrirenesis e 19

AcCademiC REGUITEMENTS REPOIT ..ottt st sesesneaeen 20

Set up Screens fOr AdVISING FUNCHIONS ..ottt st nse st s s s senens 36
Maintaining Area Course Lists - Academic AdViSING SUMMAIY SCrEEN.......c.ovevireeireirieieeee st sssesssesssssaes 36
QUICK LELEEr TEXE TEMPIALES ...ttt st s s s s s s s s s s s snee 41

Credit fOr After DEGIEE SEUAENTS ......ceviee ettt sttt s s s sanses 45

Updating Repeat Codes for courses taken at the U Of C........cnineeesee et seees 53
Tips on Selecting the Correct Repeat Code When COrreCting an €rror...........ccceeeeeneenseee e seseesaens 59

Identifying Repeat Code problems fOr SEUAENTS ... esaes 62
Repeated CoUrse REPOIT ...ttt sttt 62

Combined Degree Problem REPOIT..........ciiiiiiiriintirei ettt 65
Trouble-Shooting the Program and Plan SUmMmary ...t 67
Revoking Admission (Change of Program) — WADIM ...t sssssssesans 71

Letter Of PErMISSION PrOCESSING ......ccoiuiiiiuriiiireiriieeineiseis ettt bbbt ees 84
Processing an Existing Letter of PErmisSion REQUEST..........cc.vrieiierieiriieei ettt ssenaes 84
Processing @ LEtter Of PEIMISSION.......c.cuuiueiuiiiercirtieineieeisteseeseetse et ss ettt ettt 86
AdAING L Of P COMMEBNTS......oiiiiiiiiiiie ittt es st s s s s es et s s s s s s senens 87
Approving/Denying Letter of PErmMiSSiON REQUESTS .........ccueiieeieiieieieisisetstsess sttt sss s ssesssenns 92
Viewing/Printing the Letter Of PEIMISSION ..ottt 92
Checking Positive Service Indicator (to see if a student is currently on a Letter of Permission)..........ccccccevevennee. 93
Entering/Revising the Credit t0 D& AWAIAEd ...ttt 95
Making revisions to automated credit created by a web application ..o 97
Entering an Application for a Letter Of PEIMISSION ..ottt 105
Entering the Application Directly in to the Student Administration SySteM........cccccceveureieirrnieinreeesreeeseesenans 115

May 2019 1|Page



UNIVERSITY OF

CALGARY Senior Academic Advising
SA - Advising

APPENAIX Lottt ss sttt s s s s s s e s s s e e s s e s e s s s s s a AR s A s b s b s b s s st s st e teen 123
MaNAGING REPEAT COUES......oiiieieiiieieireie ettt s s se s se st s s s n s s s s s s s st nsen 123

2|Page May 2019



Senior Academic Advising
SA - Advising

UNIVERSITY OF

CALGARY

Checking Requisites

There are two pages designed to enable staff to view the requisites and registration restrictions for individual

courses.

Begin with the Class Registration Information page, as it summarizes information which includes links to the

UofC Requisite Summary, which provides detail on the specific requisites.

Note:
It is NOT recommended to navigate directly to the UofC Requisite Summary Sc
correct record. Use the Class Registration Information screen first to access the

Class Registration Information Screen

reen, as it is difficult to find the
UofC Requisite Summary.

Navigation: Curriculum Management > Enrollment Requirements > Class Registration Information

1.
drop-down ‘Go’ menu on the Academic Advising or Student Status screens.

Favorites * Main Menu ~ » Academic Advisement ¥

> Academic Advising Summary

UNIVERSITY OF

CALGARY

Student Record Summary Term Summary Record Summary Cverrides Full Course History DegMav - Defined Words

Student Record Summary

@ * MHE @

Advising Comments

@

Institution: UCALG University of Calgary

Navigate to the screen using the menu path above or choose Class Registration Information from the

DegMav - Renames

Career: Undergrad Undergraduate Programs Maxi Term: Fall 2017/Winter 2018
1D: Reset Cum Statistics: Obey Reset: Y
Academic Group: AR Q. Facutty of Aris Refresh | | Print Open: v Go
- S
Term Information Application Evaluation "1ki
Authorize Student Exceptions
Fall 2017 In-progress App Checklist Management 18 In-pra
Program A J Degree-Plan Primary-Plan C Plans/ Subplans Adm 8§t Req | Prograr Checklist Summary C Plans/ Subplans Adr
Class Registration Information
ARBCH N BA-DEG COMS-MAJ F15 A F15 | ARBCH |Comment Inguiry F1
#| Eligible to EnrollLevel: 3 Academick Study ENRL Appt: 2017/03/29 || | ¥ Eligig cemmunicatons Study ENRL Appt:
N 8 Credit, Course / Automated 8
Load: Form: . Form:
Credit, Course / Manual
Credit, Cther / Manual
Applicable Units/FCEs Summary Totals Mileston| Credit, Test/ Manusl
X Program | Education, Previous Date Reqd Complete
Jr: 000/ 0.00 | In-progJr: 0.0/ 0.00 Enroliment Appointment
Sr: 30,00/ 5.00 Transfer: 3000/ 5.00 In-prog Sr:  24.00/ 4.00 Enroliment Control
TH: 7200/ 1200 >10¥rs: 000/ 0.00 | In-prog Ttz 2400/ 400 Enrollment Request
Enroliment Request Search
Event Attendance
Applicable Course Summary External Courses
Area 1 Area 2 External Study -

2. Enter the term in which the course is offered, and the course name and number and click Search.
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Class Registration Infermation

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Academic Institution | begins with v |UCALG

Term|= v | 2177
Subject Area| begins with v |ENGG
Catalog Mbr| begins with v | 348

Course Gffering Nbr| = v |

P LL

Academic Career| = v | v

Search-, . Clear Basic Search 5 Save Search Criteria
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This displays the Class Registration Information screen.
Class Registration Information
Academic Institution: UCALG
Term: 2177
Academic Career: Undergrad
Subject Area: ENGG
Catalog Mbr: 349
Course ID: 115900
Course Offering Nbr: 1
Course Requirement: ENGG 349
Consent Required: Mo Consent
/ Personalize | Find | (2 | E First ‘4/ 1.90f9 '}’ Last
= Res Rsry
Crse Class Cap Tot é;c\_.lass Catig - . Rsrv Consent
Class Topic Nbr Status Enrl Enrl [Class Requirement Rgs ggs Capacity Requirement / Start Date Cap S:epd Required
1 LEC D 70506 Cpen 165 133 1 None 1 ENNME Students Cnly £ 2017/03/01 1 203 115 N
2 1 EMME Students Only ¥ 2017/08127 15 N
3 LEC D2 70507 Cpen 65 154 2 None 1 EMCH & ENOG Students Cnly 2017/03/01 95 0% N
4 1 EMCH & ENOQG Students Only 2017/08/27 109 N
5 LEC D3 70503 Cpen 50 114 3 None 1 EMCI and ENGO only 2017/03/01 63 89N
6 1 EMNCI and ENGO only 2017/08127 83 N
T ;HT 70509 Open a5 133 1 None Mone M
a ;ng 70510 Open 65 154 2 MNone Mone M
3 103 70511 Open 150 1141 3 None None N
- U
[5]Save | [Gh Returnto Search ||[E] Motify

e The information in the header explains the course.
e The Course Requirement and Consent Required fields provide information about the course as a whole -
i.e., those requisites that apply to the course regardless of which section of the course you are interested in.
Note that the Course Requirement value is a clickable link.

The grid contains the bulk of the information on the screen. The fields from left to right:

e Class - the individual sections offered for the course (eg. Lecture 01, Lab BO1, Tutorial TO1)
e Crse Topic — the topic id associated with that section (if applicable)
e Class Nbr - the unique number that identifies this section for this term for registration purposes

e Status — '‘Open’ or ‘Closed’ to indicate whether the course has spaces available or is full

e Cap Enrl - the enrolment cap (max number of students that can register)
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e Tot Enrl - total number of students enrolled

e Assoc Class — a number to indicate which combination of requested sections is satisfactory.
Students must register in a lab and/or tutorial with the same associated class number as the lecture. For
example, students registering in Lec 01 must register in Tut TO1 (as they both have an associated class
number of 1). Those registering in Lec 02 must register in tutorial TO2 (as they both have an associated
class number of 2).

e Class Requirement — if an individual section of a course has DIFFERENT requisites, there will be a link to
those unique requisites in his field.

e Catlg Requirement — a 'yes' or 'no’ flag to indicate whether the requisites that apply to the course as a
whole also apply to this specific section of the course.

The next five fields are all related to Reserve Capacity which is the method used to reserve part or all of a
section of a course for students in a particular program or programs, until a certain date.

Note on Restrictions:

If a course has a program restriction that does not come off at any point, then that restriction will be built into
the requisites (along with any prerequisites); this kind of restriction can be viewed by clicking the link in the
Course Requirements field. If a particular section of a course (but not the course as a whole) has a program
restriction that does not come off, then a requisite will be created and there will be a link to it in the Class
Requirement field. Any restriction that is lifted as of a particular date must be defined in terms of
reserve capacity.

e Reserve Capacity Sequence — a sequence number, to differentiate between reserve capacities if a course
has more than one

e Capacity Requirement — a brief description of the restriction — this is a clickable link which will take you to
the UofC Requisite Summary screen for details.

e Start Date — the date on which the restriction comes into effect.
NOTE THAT THERE IS NO END DATE. The only way to indicate when the restriction comes off is to create a
second reserve capacity using the date that the restriction comes off as the ‘start date’, with the number of
spaces reserved on that date set to 0.

e Reserve Cap - the number of spaces in the course reserved for students as defined by the Cap (in the
above example, 15 spots are reserved for BMEC Students only).

e Reserve Cap Used - the number of students who meet the restriction who have registered since it came
into effect.
Note: If an error is made and the reserve capacity isn't added to the course until after registration starts,
this total will not accurately reflect the number of students in a particular program who are registered in the
course.

e Consent Required — The final field in the grid simply indicates if a particular section of a course requires
‘consent of the department’ even if the course as a whole doesn't.
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UofC Requisite Summary Screen

In the Student Administration System, requisites and restrictions are defined in terms of ‘requirements’ and
‘requirement groups’. The full set of prerequisites and program restrictions associated with a course may
require that a number of different ‘requirements’ or ‘'requirement groups’ be attached to that course; as each is
identified by a unique number, rather than by a description or by the name of the course they are attached to
(as the same requirement might be attached to many courses) it is very difficult to locate all the requirements
and requirement groups that affect a course.

The Class Registration Information screen was designed to solve this problem. It displays all of the
requirements associated to a course; they appear as clickable links in the Course Requirement, Class
Requirement and/or Capacity Requirement fields.

Clicking on any of these links will take you to the UofC Requisite Summary screen for the detail associated
with that requirement group.

Class Registration Information

Academic Institution: UCALG

Term: 2107
Academic Career: Undergrad
Subject Area: ENGG
Catalog Nbr: 349
Course ID: 115900
Course Offering Nbr: 1

Course Requirement:  ENGG 205, AMAT 217 and 219

Consent Required: Mo Consent

Customize [Find | B8 First [ 18 0r8 [ Last

Crse Class Cap Tot Assoc ®atlg Bes Capacity Rsrv Bsiv Consent

Class Topic Hbr Status Enf End Class Class Requirement Ras gﬁ Requirement Start Date Cap ﬁ_:ged Required
1LECO1 72074 Open 124 1 MNone Y 1 BMEC Students Only 2009/04/20 15 M
2 LEC 02 72076 Open 114 2 ENGG Students Only Y None N
3LEC 03 72078 Open 114 3 ENGG Students Only Y MNone M
4 LEC 04 72080 Open 114 4 ENGG Students Only Y Mone M
5TUTTOM 72082 Open 124 1 MNone Y Mone M
6 TUTTO2 72084 Open 114 2 ENGG Students Only Y None N
7TTUTTO3 72086 Open 114 3 ENGG Students Only Y Mone M
8 TUTTO4 72088 Open 114 4 ENGG Students Only Y MNone M

For example, if you click on the link in the Course Requirement field for ENGG 349 you will see the detail for
requirement group 001797 (this is the important identifier for the record, as the description, subject and
catalog number fields are just text and may not be fully informative).
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{ Requisite Summary \ul P
Requisite Summary &
Requirement Group: 001797 Description: ENGG 205, AMAT 217 and 219
Acad Group: Subject: ENGG Catalog Nbr: 349
Effective Date: 1901701101 Status: Active

( PREREQUISITE: ENGG 205, AMAT 217 and 219. (Please see Calendar Description for more infurmati@

Customize | Find | 2 First :"_| -1-3uf3|ﬂ Last

Con  Rgrmnt Con  Type Condition Units Count Gpv  Courses
1 [‘/ FRE MM 1.00 1.0 AMAT 217 (100135)
2 AND FRE MM 1.00 1.0 AMAT 219 (100136)
3 AND FRE MM 1.00 1.0 EMGG 205 (115848) )]

e Here you see the prerequisite as defined in the calendar. This is just text.

e The grid contains the actual definition used by the system.

e Itis important to read the combination of conditions carefully and pay attention to any parenthesis used to
group the requirements to make sure you understand the requisite completely. The above requisite
indicates that students must have a prerequisite of AMAT 217 completed with a grade of D or better (as
defined in the GPV field) AND that they must have a prerequisite of AMAT 219 AND a prerequisite of ENGG
205.

Note: The course id number is included beside the prerequisite courses to help you troubleshoot. It is
possible, if multiple versions of a course exist, that the requisite will include a version other than the one a
student has on their record.

Returning to the Class Registration Information screen, if you click on the link in the Capacity Requirement
field for the same course you will see that as of April 20", 2009 15 seats are reserved for BMEC Students only.
This explains what requisites and restrictions that apply to this course.

{ Requisite summary .
Requisite Summary
Requirement Group: 003725 Description: BMEC Students Only
Acad Group: UCALG Subject: Catalog Nbr:
Effective Date: 1901/01/01 Status: Active

(Restricted to BMEC Students OnID

Customize | Find | ] First E' 1 of 1 E' L ast
Con Rgrmnt Con  Type Condition "unﬁ Count Gpv  Courses
1 CMD  PLEQBMEC-MAJ
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Prerequisite Checker

Re-Checking Prerequisites after Registration

Navigation: Record and Enrolment > Term Processing > End of Term Processing > Pre-requisite Checker

This batch process allows you to obtain a list of students who registered in courses for a particular term
without the requisite as defined in the Student Administration System. As it is only checking course level
requisites, it is important to note that it will NOT report:

e students who are registered in a senior level course without having completed 3 full junior level courses

¢ students who violate a registration restriction (i.e., a Haskayne student registered in a course restricted to
PSYC majors only) unless that restriction is defined as a requisite along with the courses prerequisites (i.e., it
will not report students who violate a restriction defined in terms of a class level restriction or reserve
capacity).

e students who are repeating a course for a third or subsequent time

e students who have since had a block placed on their record preventing enrolment in the course

e students who have an Allow action for the course on the Enroliment Control screen for this term

Note:

It is important to look at the defined requisite before deleting students from courses as the student may have
an acceptable prerequisite that is not recognized by the system. For example, a course may be defined as
requiring a grade of 70% or better in MATH HS030 or PMAT HS030. If the student lacks those courses but has
upgraded their math through Continuing Education or has an acceptable A or O level math, they will appear on
the list even though they are okay to take the course.
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Running the Prerequisite Checker

1. Go to the Prerequisite Checker and set up a Run-Control ID. You will then have access to the Course
Requirements Check run control. You can run the process for all students by filling in just the institution
and term, but you can more usefully narrow your selection by using the other fields.

Course Requirements Check

Eind an Existing Value Add a New Value

Fun Control ID Course_Requirement_Check

\

Add
k-

Find an Existing Valus | Add a Mew Valus

e Fillin the Subject Area if you want to see only students who do not meet the requisites for courses in that
subject (e.g. MATH).

e Add Catalog Number if you only want the students lacking the requisite for a particular course (e.g. MATH
271).

e Add Class Section if you only want to retrieve those students lacking the requisite for a particular section
of a course (ex., MATH 271 Lec 01)

e At minimum, you may wish specify your faculty as this will narrow the search results to those whose primary
program is your faculty.
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Course Requirements Check

Run Control ID Course_Requirsment_Check Repart Manager Process Manitar Run

Required Criteria
*Institution: UCALG Q. University of Calgary

*Term: 2181 |Q Winter 2018

Optional Criteria

Subject Area: MATH Q/
Catalog Nbr:
Class Section:
Session: o'}
e
Academic Org (Faculty): AR Q,
Save ||[Gh Returnto Search ||[=] Motify E} Add Update/Display

2. Run the report as usual.

e Click on Run.
e On the Process Scheduler Request ensure the format is CSV: click OK.

Process Scheduler Request

User ID 04274535 Run Control ID Course_Regquirement_Check
Server Name | v Run Date 2018/02/01 El
Recurrence | v | Run Time [2:24-40AM Reset to Current Date/Time
Time Zone &'}
Process List
Select Description Process Name Process Type *Type Format Distribution
Cd Fre-requisite checker UCRGBOD7 SOR Report |WEI:| T |[ csv v IDistribution
|

OK k$| Cancel
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Click the Process Monitor link to monitor the status of your request. Click Refresh to monitor the Run

Status.
When the Run Status shows Success and the Distribution Status shows Posted, click the Details link.

e C(lick the View Log/Trace link.

Process List Server List

View Process Request For

User ID 04274535 Q Type T Last T 1 Days ¥
Server ¥ Name 3, Instance From Instance To /
Run Status v Distribution Status ¥ | ¥ Save On Refresh

Personalize | Find | View Al | 2| E First ‘&' 10f1 ‘b Last

Process List
Distribution Details

Select Imstance Seq. Process Type zrao::ss User Run Date/Time Run Status Status
9519814 SOR Report UCRGBO07 04274535 2018/02/01 8:08:58AM MST Success Posted

A

Go back to Course Requirements Check
[§l Save ||[=] Notify

Process List | Server List

U cor: VNSRS St et VeSS WF VRV A T e e

Request Created On 2018/02/01 8:09:28AM MST FParameters Transfer

Run Anytime After 2013/02/01 2:08:58AM MST Message Log
Began Process At 2018/02/01 8:02:37AM MET Batch Timings /

Ended Process At 2018/02/01 8:12:20AM M3T (View Log/Trace )
)

3. The file list displays several output files, click on the file: ucrgb007_Req_check_errs.csv.

12|Page May 2019



?:ni:; I:\f:ademic Advising E’ZNRIEEESK‘I{?$
- Advising

View Log/Trace

Report
ReportID 5415806 Process Instance 9319814 Wessage Log
Name UCRGBOO7 Process Type SCQR Report

Run Status Success

Fre-requisite checker
Distribution Details

Distribution Node FSREPORTS Expiration Date 2018/M0313
File List
Name File Size (bytes) Datetime Created
SOR_UCRGBOOT_9219214.log 2,024 2018/02/01 81220 315975AM MST
ucrgb007_98193814.out 709 2018/02/101 8:12:20.315875AM MST
Cucrgh007_Req_check_emrs.csv L 1,354 2018/02101 3:12:20.315075AMMST

ucrgb007_Requirements.csy hi 6,161 2018/02/01 8:12:20 31597 5AM MST
Distribute To
Distribution 1D Type *Distribution 1D
User 04274535

Return

The output will open in Excel and appear as follows (for FOIP reasons some information has been removed).

A B C D E F G H I J K L M
1 |TERM.|SUBJECT CATNO STUDENT ID STUDENT NAME ACAD ORG DEGREE PLAN PRIMARY PLAN ACAD GROUPZ2 SUBJECT2 CATNO2Z GRADE  MESSAGE
2 | 2181 MATH 211 300 AR BSC-DEG EASC-MAJ MATH 261
3 | 2181 MATH 265 300 AR BA-DEG ECON-MAJ MATH 275%
4 | 2181 MATH 271 300 AR BLNK-DEG NODC-MAJ MATH 213
5 | 2181 MATH 271 300 AR BA-DEG PSYC-MAJ MATH 213
6 | 2181 MATH 271 300 AR BA-DEG LWSO-MAJ MATH 213

e Term — the term you ran the report for (e.g. 2181 Winter 2018)

e Subject/Cat No - the course for which the student is lacking the requisite

e Student ID/Student Name - identifies the student with the problem (Removed for FOIP Reasons)

e Academic Org - the Faculty the student is in based on the one selected (e.g. AR Arts)

e Degree Plan/Primary Plan — the degree and major the student is in

e Acad Group2/Subject2/Cat No2/Grade/Message — the requisite that the checker indicates is missing.
This will be the first requisite it encounters that is not met therefore this is not a definitive guide to the
problem. Always investigate further to ensure they do not meet the requisite before taking action.

May 2019 13|Page



UNIVERSITY OF

CALGARY

Senior Academic Advising

SA - Advising

Troubleshooting Registration Problems

UofC Enroll Request History

Navigation: Records and Enrollment > Enroll Students > UofC Enroll Request History

Or

Choose UofC Enroll Request History from the Open List menu from the Advising Summary or
Student Status screens.

UofC Enroll Request History provides details on each registration transaction on a student’s record for each

term.

Tip: Click on the Last Update Date/Time to sort the information in ascending order.

Qoﬂ: Enroll Request History _>

Academic Institution JCALG
Term: 2977

Enrollment History

Enroliment Info Overrides

Catalog Clags
Nbr Section

e

COME 401 LEC 01

Subject

.

(=]

COME 473 LEC 01

(%)

COoME 477 LEC 01

GERM 357 LEC 01

o

o

COME 477 LEC 01

6 COMS 477 LEC 01

=~

COME 477 LEC 01

oo

COME 477 LEC 01

[Gh Returnto Search ||+Z] Previous in List

LoD s o

N

o

9

ri

7i
3
ri

7i
3
T
7l
3
T
7i
0
T
7l
0
T
7l
10

s on

Class Info

== ==

PR

[
=

=
@

g

COPd CHRd I3 P53 LIRS LRI LIRS LOPD

P
TO WO WO IO Ix O Ix O Ix O s O

=)

Academic Career UGRD

ex (@
ME @

Academic Program ARBCH

Personalize | Find | View All | ]
Additional Info

Grade

Action Input Status Message Text

Enrall Success !

Enroll Success

Enrall Errors Class 75827 is full.

Enroll Success
Errars Already waitlisted and class 75827 full.
Errars Already waitlisted and class 75827 full.
Success

4| Nextin List

First ‘& 1-80f8 &/ Last

Detail

Detail

Detail

Detail

Detail

Detail

Detail

Detail

Detail

The Enrollment Info tab has the most commonly required information plus the following links:

Enroliment
OPRID Request
Source

10159108 S Enroll
10159108 5SS Enroll
10159108 S Enroll
10159108 SS Enroll
10159108 S5 Enroll
D4274503 WL Engine
04274503 WL Engine

D4274503 WL Engine

e Subject/Catalog Number — navigates to the Class Registration Information screen to review requisites,
restrictions, whether a section is open or closed, etc.
e Detail - navigates to the full text of the Message Text field in case there are multiple messages that do not

appear on this screen.
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e OPRID - navigates to a screen identifying who initiated the transaction. In cases where the Enroliment
Request Source indicates a batch process, the OPRID identifies the individual who ran the batch process.
e Enrollment Request Source — SS Enroll indicates the student has registered through Self Service

Notes:

For Swap actions, the value in the Action field will have a -D or —E appended to make it easier to tell which
course the student dropped and added in the same action.

When the Status is '‘Messages’ check the messages carefully to see what the outcome was — the action may or
may not have been successful.

The Overrides tab provides an indication of what, if any, overrides applied to a transaction.

Enroliment History

Enroliment Info Overrides Class Info

Catalog Class

Subject Nbr

1 COMS 401

2.COMS 473
3 COMS 477
4 GERM 357
5 COMS 477
6 COMS 477
7 COMS 477

3 COMS 477

Section

LEC D1
LEC D1

Personalize | Find | View All | 2 = First ‘&' 1-80f8 ‘&' Last
Additional Info
Ovemide ., Ovemide Wait : Ovrd
Appointment Action  Srvelnd Egétd Time List E::::d E].f:: Permission Requisites g;asnij;ng S::i?: Career Requirement
Date Conflict ' Okay Designation
v
4 4 4
4 v 4
. o .

The Additional Info tab provides a link to the Enrollment Request screen, if you need further detail about a
transaction. It takes you directly to the correct Enrollment Request Id.

May 2019
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Enrollment History

Overrides

Catalog Class

Enroliment Info

Subject Nbr
1 COMS 401
2 COMS 473
3 COMS 477
4 GERM 357
5 COMS 477
G COMS 477
T COMS 477
4 COMS 477

Section

LEC 1

Class Info |(CAdditional Info_D[F=W

Enroliment RequestID Seq# Repeat Code

0008073424
0008073424
0008073424
0008073424
0008073511
0008085211
0008313632
0008313300

1
2

Requirement Designation

Personalize | Find | View a1l | 9| [ First ‘&' 1-30f8 '}/ Last

Requirement Requirement

Desgignation Degignation Transcript Note ID
Option Grade

No

MNo

MNo

Note the Sequence Number associated with the Enrollment Request ID. If it is greater than 1, that indicates
that the course was part of a set of courses that the student submitted from their shopping cart, rather than
individually. On Enrollment Request, ensure you are looking at the correct sequence number for the

transaction you are interested.
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Course Registration As-Of Screen
Navigation: Records and Enrollment > Student Term Information > Course Registration As-Of

The Course Registration As-Of screen will reconstruct exactly what a student was registered in for a maxi-
term, as of a particular date and time. While not commonly used, it is extremely useful when trying to trace a
problem with a student’s record back through multiple registration changes.

1. To begin, specify the Maxi Term you want to view by entering the 2nd term of the maxi and the As-of
Date.

e The time is optional and will default to midnight of the date entered if no other time is specified.
e Click Search.

Course Registration As-Of

Institution: UCALG University of Calgary
ID:

Maxi Term: 2181 |Q Fall 2017/Winter 2018
As ofdate: 20170801 |[H) Search | n

Optional Criteria

As of time (hh:mi):  00:00

Search Results Find | ED] E First ‘4 1-80of8 b Last
Term  Subject Catalog Class Section Class Section 1 Class Section 2 Topic D Added Course 1D
2177 COMS 401 LecOd 50 2017/0 150082
2177  COMS 473 LecO1 2017/03/29 161207
2177 COMS 477 LecO1 20170 162252
2177  GERM 357 LecOd Lab01 4 20170 50222
2181 COMS 435 LecO1 2017/03/29 61204
2181 COMS 481 LecO1 2017/03/29 61209
2181 COMS 591 Sem03 201710 106213
2181 RELS 346 LecO1 2017/03/29 9:31:01AM 162916

[@h Return to Search [=] Notify

This displays a grid of courses the student was fully registered in at that particular date and time, sorted by
term, then subject, then catalogue number, as well the date and time each course was added and the course id.
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CRED Replacement

Navigation: Records and Enrollment > Transfer Credit Rules > UofC CRED Rules

The UofC CRED Rules displays information from the Transfer Credit Database maintained by the Admissions
Office. Navigate and select the transferring institution you are interested in (e.g. Mount Royal University). You
can then search by course name/number, by subject only, or by the equivalent U of C course.

UofC CRED Rules

Institution: UCALG j University of Calgary

External Org ID: DZHEIE.ESS G, Mount Royal Univars t'y)
By Incoming Course By Equivalent Course
Subject: FSYC Qf Subject: Search Clear
Course Nbr: Catalog Mbr: h;;

If they are looking for credits assessments for IB or AP credits, please goio  Test Transfer Rules.

Results based on Incoming Course:

INCOMING COURSE = EQUIVALENT COURSE
Subj Area Course Begin Date End Date_-DGrd Trnsfr Course D Course Units
PSYC PSYC 1112 2000/04/30 ¥ T[] 134328 PSYC 2XX 3.00 /
PSYC FSYC 1210 1933/09/01 1930/08/21 Y 134377 FSYC 351 3.00
PSYC PSYC 1210 1983/08/31 Y 134328 PSYC 2XX 3.00
PSYC PSYC 1211 19858/08/31 ¥ 134323 FSYC 2XX 3.00
PSYC PSYC 1212 1983/08/31 Y 134325 PSYC 2XX 3.00
PSYC PSYC 1212 1988/09/01 1997/08/31 N 134360 PSYC 312 6.00
PSYC PSYC 1215 1989/09/01 1997/08/31 N

PSYC PSYC 1213 1004/08/31 Y 134328 PSYC 2XX 3.00
PSYC PSYC 1214 1984/00/01 1920/08/31 Y 134306 PSYC 383 3.00
PSYC PSYC 1214 1984/08/31 Y PSYC 2XX 3.00

PSYC 1215 1988/00/01 1989/08/31 Y PSYC 2XX

| G| E
P -
(%)
=
Lad
]
oo

PSYC

i

e Begin and End dates for the course

e Click on the ‘paper icon to display any comments or notes associated with a course
e Group credits will appear together in the same line on the grid

e This database does not include all transferable courses
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On-line Change of Program through the Student Services Center

Navigation: Campus Community > Student Services Center

Change of Program

/

@ You do not have any pending applications at

this time.

The on-line change of program application used by students to request a change of program is also available
for staff use through the Student Services Center. There are a number of advantages to using this application
to enter a change of program request on behalf of a student: you can enter a minor change without having to
re-enter the student’s entire program from the beginning. There is no concern if an application for the term
already exists. It is also easier to add or modify combined degrees using the on-line application.

Notes:

The dates that control whether the Change of Program application is available for students to use for a given
term, and what the deadline for application is for each term, do not apply in the staff version. Staff will
therefore have multiple terms available to select from where students will only have one. (Note: when
changing the desired term, click the 'Go' button). Staff will also be able to submit an application beyond the
application deadline for a term. It is up to the staff member to use it appropriately - remembering the
deadlines and putting up changes for only your own faculty.

The application will allow you to enter a CF1 (change of Faculty) type change (which makes remembering
deadlines, etc. even more important). You will still not be able to approve a CF1 change — only the Admissions
Office has the access to do that.

Most faculties have chosen to only have the application available for the Fall term as there tends to be
restrictions on the changes allowed for the Winter term. It IS possible to have the application available for a
particular faculty for staff use only, and it is also possible to have it available for a faculty but not for certain
specified programs. However, there is no way to restrict changes to only CF3 (those not involving a change of
faculty) type changes.

Always check the request using the Program/Plan Summary screen after submitting it to make sure it looks as
you intended.
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Academic Requirements Report

The following is the process to complete a request for an Academic Requirements Report (AR Report) to aid in
performing a degree audit for undergraduate students. This is an example of a student pursuing a single
degree. For additional information on the Academic Requirement component, consult the student
administration training website.

Navigation: My UofC Portal > Quick Links > Academic Advisement.

~ UMIVERSITY OF Home Admin Sign out

[iomes ]
L
' CALGARY
Dashboard Al 3bout me N_\! work Around campus Favourites
Tasks ‘ Quick Links
e A il Lkt a8 This 1 2L (Desire2Leam Brightspace)
My paychegue
. Report tine
View As Student

i
P& Finance & Supply Chaln . |
4

data and the same user interface. Some links may not be S Shsdent Sdmin

e SUPPORL. WIGH VIEWIng a5 @ SIS, you will S6¢ @ banni al i PS5 Enterprise Learning
Webmall ‘
Schedule Bulider

[Hcademie Kaviesment | 1
&

VIEW ALL ANNOUNCEMENTS
ey

o o o . — ol R S

1. Click the Academic Advisement link if already logged into PeopleSoft.
: - . !
2. Click the Student Advisement link.
iStudent Advisemend

3. Click the Request Advisement Report link.
Reguest Advisement Repor]

4, Click the Add a New Value tab.
| Add a New value |

5. Enter the desired student ID number. Click the Look up Report Type button.

6. Note: The report type will always be ADV. You can enter it directly or select it. Tip: Add ADV to
Report Type in Setup SACR > User Defaults > User Defaults 4 tab. Click the ADV Academic
Advisement Report link.

20|Page May 2019



Senior Academic Advising
SA - Advising

UNIVERSITY OF

CALGARY

Look Up Report Type
Help

User ID
Academic Institution UCALG

Transcript Type | begins with v ||
Description| begins with v

Look Up Clear Cancel | Basic Lookup

Search Results
View 100 First ‘4 101 (M Last

Transcript Type Description
ADV Academic Advisement Report

L

7. Click the Add button.
Add

Request Advisement Report

Eind an Existing Value Add a New Value

ID:

Q
Academic Institution: | UCALG Q/
oV 1Q

Report Type:

Add

k

8. On Report Request, the ID/Name of the student will display. The Report Status will indicate Request
Pending and the current date displays (e.g. 2017/11/09). The As of Date is defaulted to 3000/01/01
and the Report Identifier is defaulted to ADMIN (Administrative Request). Do not adjust these
values. To generate an Advisement Report press the Process Request button. Note: It can take up
to 30 seconds to generate an advisement report if changes have been made to the student’s
registration since the last advisement report was generated. Click the Process Request button.

| FProcess Reqguest |

May 2019
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Advisement Report Request Advisement Report Request Log

ID/Name
Academic Institution UCALG University of Calgary
Report Type ADV Academic Advisement Report
Date Processed

Report Status Request Pending /

X
A

Administrative Request

*Report Date 2017/11/09 x |[3y
*As of Date |3000/01/01 &)
*Report Identifier ADMIN Q

Actions
Process Request

Tl Save

=+ Add 2-| Update/Display

0. The Academic Requirements Report will display the student name and ID and any service indicators.
The student program and the Academic Calendar regulation year (Requirement Term e.g. Spring

2016).

The Academic Requirements Report will display in an expanded format (default) featuring the
requirements that are not satisfied. The legend indicates status icons for courses that are Taken or
In Progress. Note: the "Planned" icon is a PeopleSoft function that is currently not in use at the U of

C.

Scroll down through the report to view the requirements that are not satisfied. If desired, you may
use the Collapse All and Expand All buttons to change the level of detail visible in the Advisement

report.
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0 ox @

/7

ﬂJ_niversity of Calgary | Undergraduate Programs \1

Undergraduate Programs Career Reguirement Term
AA - Graduation Program
Single Academic Program (Major)

Haskayne Schi of Business Bach Program Spring 2016
Finance (Major) Spring 2016
Bachelor of Commerce (Degree Stream) Spring 2016
English {Minor) Spring 201 5/

This report last generated on  2017/11/09 7:57AM

N\ N
[] show Hidden RG

Collapse Al Expand Al View Report as PDF
& Taken O In Progress b ¢ PIanneXm
P - AL

Important Information and Disclaimer (RG 050019)

Caution: Please report any technical difficulties using Academic Requirements by email to
ar_reportsupport@ucalgary.ca

For any questions conceming your degree, graduation, change of program or progression within
your program, please make an appointment with your faculty advisor.

Mote: At present, Academic Reguirements {(AR) contains program information for single and
combined degrees within the Faculties of Arts, Science, Nursing, Haskayne School of Business,
and Schulich School of Engineering only. If you are admitted to a program that includes a
combined degree with any other faculty not currently in AR, please consult an advisor in your
faculty advising office to determine your exact graduation requirements.

10.  Note the Requirement Group, BCOMM Course Requirements, shows as Not Satisfied. Scroll down
within the requirements to see specific course requirements that have not yet been completed. The
next part of the lesson will demonstrate how to investigate each requirement group.
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BCOMM Course Requirements (RG 060317)

Not Satisfied: Bachelor of Commerce Course Requirements

@nils: 120.00 required, 90.00 taken, 30.00 needed )

Haskayne Courses Common to all Concentrators (RQ 035794)

™

Mot Satisfied: A total of 45 units from the following, with a minimum 'C-' grade in each course
(or 'C' if the course(s) serve(s) as the concentration prerequisite(s)):

C Units: 45.00 required, 36.00 taken, 9.00 needed )

MGST 217 (3 units)
SGMA 217 (3 units)
ACCT 217 (3 units)
ACCT 323 (3 units)
BSEN 395 (3 units)

C Units: 3.00 required, 0.00 taken, 3.00 needed )

BTMA 317 (3 units)

e N N N A e e W

11.  Next we will process through each requirement group individually. For ease of viewing click
Collapse All. Click the Collapse All button.

| Collapse All |

12.  Note the requirement groups are now collapsed. Click the Expand section link.
(2]

13.  The Important Information and Disclaimer requirement group contains generic information and
explains how to report technical problems to ar reportsupport@ucalgary.ca. It also provides
information on how to use the report.

Additional information is relative to the specific details for the program in which the student is
enrolled (e.g. Haskayne School of Business Degree Audit Information). Additional information
displays in the expanded area specific to the program (e.g. Haskayne School of Business).
Click the Expand section link.
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Important Information and Disclaimer (RG 050019)

Caution: Please report any technical difficuliies using Academic Reguirements by email to
ar_reportsupporti@ucalgary.ca

For any questions conceming your degree, graduation, change of program or progression within
your program, please make an appointment with your faculty advisor.

Mote: At present, Academic Requirements (AR) contains program information for single and
combined degrees within the Faculties of Arts, Science, Nursing, Haskayne School of Business,
and Schulich School of Engineering only. If you are admitied to a program that includes a
combined degree with any other faculty not currently in AR, please consult an advisor in your
faculty advising office to determine your exact graduation requirements.

Disclaimer: Academic Requirements is designed to help students make informed decisions
regarding their academic programs. Every effort has been made to ensure that the information
contained in Academic Requirements conforms with the official degree requirements as stated in
The University of Calgary Calendar. However, Academic Requirements should be used in
conjunction with the Calendar and with advice from an advisor in the appropriate faculty advising
office, particularly by those students nearing graduation.

The University of Calgary makes no representation, either expressed or implied, about the
suitability of this software and shall not be liable for any damages suffered as a result of using this
software.

I EHaskayne School of Business Degree Audit Information (RQ 051138) —\

The online University of Calgary Academic Calendar contains the official Bachelor of
Commerce (BComm) requirements and takes precedence over this degree audit tool. 1t is
your responsibility to be aware of all Academic Calendar regulations associated with the
BComm program and courses, and to seek advice early on and often from the Haskayne
Undergraduate Office (SH343), with regards to registration suitability and degree
progression. Additional requirements will apply to an enhanced program (e.g. combined
& degree, after degree, minor field).

/

When completed with this particular Requirement Group you can collapse the area for ease of
viewing. Click the Collapse section link.

Expand the requirement group to view information for the courses required for graduation in the
Requirement Group BCOMM Graduating and Limiting Requirements. Click the Expand section link.
Displayed are the specific requirements related to BCOMM Graduating and Limiting Requirements
for Haskayne School of Business. In some cases this requirement group highlights the total number
of courses that must be completed for the credential to be awarded. When completed viewing
collapse the section. Click the Collapse section link.

To investigate the BCOMM Course Requirements expand the section. Click the Expand section link.
Note that the units are 120.00 required; 90.00 taken and 30.00 are needed. There are several groups
in this section (Haskayne Courses Common to All Concentrators). By default the not satisfied
requirement group is expanded. Scroll down to view.
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BCOMM Course Requirements (RG 060317)

Not Satisfied: Bachelor of Commerce Course Requirements

/1

C_Units: 120.00 required, 90.00 taken, 30.00 needed

Haskayne Courses Common to all Concentrators (RQ 035794)

Not Satisfied: A total of 45 units from the following, with a minimum 'C-' grade in each course
/ {or'C' if the course(s) serve(s) as the concentration prerequisite(s)):

C Units: 45.00 required, 36.00 taken, 9.00 needed )

mMGST 217 (3 units)
SGMA 217 (3 units)
ACCT 217 (3 units)
ACCT 323 (3 units)
BSEN 395 (3 units)
BTMA 317 (3 units)
ENTI 317 (3 units)

FNCE 317 (3 units)
MGST 391 (3 units)
MKTG 317 (3 units)

\ JﬁFIHD 347 (R units)
S

17. Note the Concentration in Finance has not been satisfied; 12.00 units are still needed.
Click the Expand section link.

Concentration in Finance (RQ 029576)

Not Satisfied: A total of 15 units from the following, with a minimum 'C-' grade in each course:

+ Units: 18.00 required, 6.00 taken, 12.00 needed
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18.  Note FNCE 451 is needed. Click the Collapse section link.

I¥IFNCE 451 (3 units)

= Units: 3.00 required, 0.00 taken,{3.00 needed

19.  To investigate the FNCE Courses at the 400 or 500-level, click the Expand section link. Note the 2
FNCE courses that are in progress (FNCE 443 and 467). Units are counted when a course is in
progress. When completed viewing, click the Collapse Section link.

{ ¥IFNCE Courses at the 400 or 500-level” (12 units)

*Except for FNCE 477

~

= Units: 12.00 required, 6.00 taken, 6.00 needed

The following courses were used to satisfy this requirement:

PersonalizelViewAll|L7' First ‘4 1-20of2 "F ' Last
When Grade Status Type

Course Description
Security Analysis

FNCE 443 Investments 3.00 | Fall 2017
Financial Risk .
FNCE 467 Management 3.00 } Winter 2018

20.  To investigate the ECON 301, etc. requirements, click the Expand section link. Note 3.00 units are
needed. When completed viewing, click the Collapse section link.

’<IECON301, ECON303, ECON341, ECON373, ECON387 or ECON395 (3 units)

= Units: 3.00 required, 0.00 taken, 3.00 needed

21.  Further investigation displays Senior Options are not satisfied. 9.00 Units are still needed.
When completed collapse the requirement group. Click the Collapse section link.
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Senior Options (RQ 051003)

Not Satisfied: Additional units, as specified, at the Senior (300 or higher) level from the
following:

~

= Units: 9.00 required, 0.00 taken, 9.00 needed

22. Now we will investigate the English Minor requirement group. Click the Expand section link and
note the English Minor requirements that are still required (6.00 needed).

English Minor Program Reqguirements

The department strongly encourages all English Minors, particularly those planning to enter the
teaching profession, to take at least one course at the 400 level or above.

English Miner (RQ 000027458)

Not Satisfied: Minor Program Requirements

Students must successfully complete at least 30 units and not more than 36 units from the field
of English, including at least 18 units labelled English at the 300 level and above.

«

» Units: 30.00 required, 24 00 taken, 6.00 needed

Foundation Program
Foundation Program
ENGL205, ENGL311
Field of English

23.  Note the units have been satisfied for the first line of the Foundation Program (6.00 taken). When
completed viewing, click the Collapse section link.
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Foundation Program

Satisfied: Min 6 units from ENGL302 OR
6 units from ENGL303, ENGL428, ENGL481, ENGL515, ENGL517

Q_Units: 5.00 required, 5.00 taken, 0.00 needed)

The following courses may be used to satisfy this requirement:

Personalize | View All | 2/

Course Description Units  When
ENGL 302B Intro Contemporary Theory 6.00 Winter 2018
ENGL 303 View Course Details
ENGL 481 Literary Theory Pre-1900 3.00
ENGL#426 View Course Details
ENGL#515 Wiew Course Details
ENGL#317 Wiew Course Details

First ‘4 1-60of6 'P Last
Grade Status Type

& IP

24.  Note the units are satisfied for the second line of the Foundation Program. ENGL340 has been
discontinued, but it is honoured, even though it's no longer offered. When completed viewing, click

the Collapse section link.

Foundation Program

Foundation Program

Satisfied: Min 6 units from ENGL340 (discontinued) —
OR ENGL305, ENGL307

CUnitS: 6.00 required, 6.00 taken, 0.00 needed )

The following courses may be used to satisfy this requirement:

Personalize | View All | (E

First ‘4 130f3 '} Last

Course Description Units When Grade Status Type
ENGL 305 Literature Before 1700 3.00
ENGL 307 Literature After 1700 3.00
GNGL a408 o0 EngiMddieAges 6.00 Winter 2017 @ EN )

25.  Note that there are outstanding units (3.00 needed) for ENGL205 or ENGL311. When completed

viewing, click the Collapse section link.
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ENGL205, ENGL311

Not Satisfied: @Tn 3 units from ENGL205, ENGL31D

= Units: 3.00 required, 0.00 taken, 3.00 needed

The following courses may be used to satisfy this requirement:

Personalize | View All | (] First ‘4 1-20f2 '}/ Last

Course Description Units hen Grade Status Type
ENGL 205 Foundations: 300
Shakespeare
Shakespeare and
ENGL 311 Performance 3.00

26.  Note the requirements are not satisfied for this requirement group (15.00 required, 12.00 taken and
3.00 units needed). When completed viewing, click the Collapse section link.

Field of English

Not Satisfied: Min 15 units from the field of English

-~

CUnits: 15.00 required, 12.00 taken, 3.00 needecD

The following courses may be used to satisfy this requirement:

Personalize | View All | (El Fist 'Y 1-60f6 ! Last

Course Description Units  When Grade Notes Status Type

ENGL View Course Details

ENGL 201 Approaches to Literature  3.00 Fall 2015 @ &N
Introductory Creative i

ENGL 265 Wiing 300 Winter 2016 @ En

ENGL3g95 | oSReculative Fiction 300 Fall 2017 & IP
II:Fantasy

ENGL 399 Detective Fiction 3.00 Winter 2018 & P

LING 381 (B 3.00

TheHistoryofEnglish

27.  Next we will investigate the BCOMM Summary of Applied Courses. Click the Expand section link.
Note the information regarding course requirements (language proficiency, etc.). Click the Expand
section link.
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EBCOMM Summary of Applied Courses (RG 060246)

Courses counting towards the BComm course requirements and, where applicable, language
proficiency and/or the Co-op program:

4

OC-::-urse Requirements (RQ 051129)

28.  Alist of course requirements display. Remember to click View All to see the entire list of courses.
Note for FOIP reasons some information has been removed. Click the View All link. Scroll down to
view the courses taken (green circle) and in progress (yellow diamond). When completed viewing,
collapse the section. Click the Collapse section link.

The following courses may be used to satisfy this requirement:
Personalize | View 10 | L First ‘4 1-280f28 '* Last
Course Description Units  When Grade Status ‘I!EE—/ ::;'EI;LSES

ACCT 217 Introductory Financial Acct 3.00 Fall 2016 () (green
ACCT 323 Intreductory Managerial Acct 3.00 Spring 2017 @ EN circle)
ASTR 209 Intro To Astr Il - The Cosmos 3.00 Winter 2016 @ EN
BTMA 317 Intro Business Technology Mgmt 3.00 Winter 2018 < IP
ECON 201 Principles Of Microeconomics 3.00 Fall 2015 @ EN
ECON 203 Principles Of Macroeconomics 3.00 Winter 2016 @ EN Courses
ENGL 201 Approaches to Literature 3.00 Fall 2015 @ EN in
ENGL 265 Introductory Creative Writing 3.00 Winter 2016 (] ‘V g;?;;ss
ENGL 302B Intro Contemporary Theory 6.00 Winter 2018 oO%IP diamond)
ENGL 340B  Litin Engl Middle Ages Pres 6.00 Winter 2017 @ EN
ENGL 395 Speculative Fiction Il:Fantasy 3.00 Fall 2017 O IP
ENGL 399 Detective Fiction 3.00 Winter 2018 $ IP
ENTI 317 Entrepreneurial Thinking 3.00 Fall 2017 O P
FNCE 317 Financial Management 3.00 Winter 2017 @ EN
FNCE 443 Security Analysis Investments 300 Fall2017 ® P
FNCE 467 Financial Risk Management 3.00 Winter 2018 O IP
GRST 209 ClassicalMythologyLiterature 3.00 Fall 2016 & EN
HROD 317 Qrganizational Behaviour 300 Fall2016 @ EN
MATH 265 University Calculus | 300 Fall2015 @ EN
MGST 217 Intro to Business Analytics 3.00 Winter 2016 & EN
MGST 291 Business Analytics 3.00 Fall2016 @ EN

GST 451 Corp Ggy & Ethical Dec-Making 300 Sprin EN

29.  Now we will investigate the BCOMM Unused Courses requirement group. Click the Expand section
link. Note: Categories of unused courses can vary by academic program and only appear when
applicable to the student (e.g. the Repeated Courses section only appears if the student has actually
repeated courses). This example displays a "W" grade. When completed viewing, click the Collapse
section link.
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BCOMM Unused Courses (RG 060250)
Courses not applied towards the BComm degree requirements:

“ -

Repeats / Not for Credit / 1xx Levels / F and W Grades (RQ 051013)

The following courses were used to satisfy this requirement:

Personalize | View All | (E First '4' 1-20f2 ' Last
Course Description Units When Grade Status Type
ACCT 217 Introductory Financial Acct 3.00 Winter 2016 & EN
ECON 373 GameTheorStratThinkForSosc 3.00 Summer 2017 @ EN

30.  Show Hidden RG may be useful for more advanced AA staff users to understand how the system is
interpreting a student’s record of course work. In most cases, this additional information is not
essential to the use of AA. In a few cases, the hidden RG's may yield answers behind why courses
are or are not appearing in the report as expected. Note: Students do not see the Show Hidden RG
checkbox in their advisement report. Click the Show Hidden RG option at the top of the report.

31. By default the requirement groups all expand. For ease of viewing collapse all.
Click the Collapse All button.

| Collapse All |

32.  Note the additional Requirement Groups that display. To re-hide the hidden requirement groups
deselect the Show Hidden RG group. Click the Show Hidden RG option.
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Important Information and Disclaimer (RG 050019)

Common Unused: HS, Min D, ETD, AftDeg,NFC (RG 021043) Hidden
Co-opl/internship Course(s) (RG 050026) Hidden

BCOMM Unused Courses Below Min Grade and/or N/A (RG 027001) Hidden
BCOMM Run1 Pre-Limiting Requirements (RG 060283) Hidden

2015-1st Pull of Undergrad programs that start with the letter "E" (RG 020236)
BCOMM Graduation and Limiting Requirements (RG 060282)

Max Major/Minor Field Course Units - ARBCH programs(RG 021057)

Max Extra Major/Minor Field Course Units - ARBCH programs (RG 021058)
BCOMM Unused Courses Exceeding Limiting Requirements (RG 060251) Hidden
BCOMM Course Requirements (RG 060317)

English Minor (RG 022870)

BCOMM Summary of Applied Courses (RG 060246)

BCOMM Unused Courses (RG 060250)

33.  If desired, you may view the report in a .pdf format by clicking on the View Report as PDF at the top
of the report. Note this may take a few seconds. Ensure your popup blocker is turned off.
Click the View Report as PDF button.

| View Report as PDF |

34.  The .PDF document displays. Note the simplicity of the view. Note the length of the document (e.g.
1 of 9) however, this can vary in length depending on the student's academic program. Note: For
FOIP reasons some information has been removed.
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Academic Advisement Report

For prepared on 11/09/2017
Undergraduate Programs Career Requirement Term
Haskayne Schl of Business Bach Program Spring 2016
Finance (Major) Spring 2016
Bachelor of Commerce (Degree Stream) Spring 2016
English (Minor) Spring 2016

AA - Graduation Program
Single Academic Program (Major)

Important Information and Disclaimer (RG 050019)
Caution: Please report any technical difficulties using Academic Requirements by email to
ar_reportsupport@ucalgary.ca

For any questions concerning your degree, graduation, change of program or progression within your program, please
make an appointment with your faculty advisor.

Mote: At present, Academic Requirements (AR) contains program information for single and combined degrees within the
Faculties of Arts, Science, Nursing, Haskayne School of Business, and Schulich School of Enginesring only. If you are
admitted to a program that includes a combined degree with any other faculty not currently in AR, please consult an
advisor in your faculty advising office to determine your exact graduation requirements.
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~. English Minor (RQ 000027458)

Mot Satisfied: Minor Program Requirements

Students must successfully complete at least 30 units and not mere than 36 units from the field of English, including at
least 18 units labelled English at the 300 level and above.

(- Units: 30.00 required, 24.00 used, 6.00 needed )

Foundation Program

Satisfied : Min 6 units from ENGL302 OR
6 units from ENGL303, ENGL426, ENGL481, ENGL515, ENGLA1T

- Units: 6.00 required, 6.00 used

Courses Used

Term Subject Catalog Nbr Course Title Grade | Units Type
w18 ENGL 302B Intro Contemporary Theory 6.00 IP

Foundation Program

Satisfied : Min 6 units from ENGL340 (discontinued)

OR ENGL305, ENGL307

- Units: 6.00 required, 6.00 used
Courses Used

Term Subject Catalog Nbr Course Title Grade | Units Type
W17 ENGL 3408 Lit in Engl Middle Ages Pres 6.00 EN

ENGL205, ENGL311
\h‘ Not Satisfied: Min 3 units from ENGL205, ENGL311

- Units: 3.00 required, 0.00 used, 3.00 needed

‘--.___‘

Field of Englisi
Not Satisfied: Min 15 units from the field of English

- Units: 15.00 required, 12.00 used, 3.00 needed

' . lCoursEﬁ Used ' s .
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Set up Screens for Advising Functions

Maintaining Area Course Lists - Academic Advising Summary Screen

The Student Record Summary page in the Academic Advising Summary component arranges a student's
courses into different areas. Each of these areas is pre-defined on a faculty-by-faculty basis, through the use of
course lists. One list is created for each area and then "attached’ to that area; it is also possible to define the
priority each area has in terms of which area a course should be placed in if it matches the criteria for more
than one area.

Review Course Lists
Navigation: Academic Advisement > Summaries > Academic Course Lists

1. Each faculty already has course lists defined for the Advising Areas and these are maintained centrally.
You can view the courses on the lists for your faculty and request any required changes through a Service
Now request.

Note: It is, of course, critically important that you only request modifications to the lists that affect your
own faculty.

2. There are many course lists which are used in several different ways. To retrieve those that are used for the
Advising Summary, it is important to include the Academic Career in your search to narrow the results
returned.

Academic Course Lists g
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Search Criteria
Course List| begins with «

Description| beging wiih v

Academic Institution| begins with v ||UCALG

Academic Career| begins with v ||UGRD

Academic Group| begins with » ||
Academic Program| begins with «
Academic Plan| begins with v
Academic Sub-Plan| begins with v
Subject Area| begins with v

fely el oWl felye

Catalog Nbr| begins with v

Include History Case Sensitive

Search Clear Basic Search QJJ Save Search Criteria
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3. Select the desired list and click on it.

Search Results s

Only the first 300 results can be displayed

View Al First ‘4 11000300 ‘2 Last
Course List Description e i ke Career e Group ke Program ke Plan Ll Sub-Plan Subject Area Catalog Nbr
000000001 Communication & Culture Areg | UCALG UGRD (blank) (blank) (blank) (blank) (blank) (blank)
000000002 Communication &Culture Aredal UCALG UGRD (blank) (blank) (blank) (blank) (blank) (blank)
000000003 Communication&Culture Area (Il UCALG UGRD (blank) (blank) (blank) (blank) (blank) (blank)
000000004 Communication&Culture Area [V UCALG UGRD (blank) (blank) (blank) (blank) (blank) (blank)
000000005 UPO UNGROUPED UCALG UGRD (blank) (blank) (blank) (blank) (blank) (blank)
000000006 Humanities Area | UCALG UGRD (blank) (blank) (blank) (blank) (blank) (blank)
000000007 Humanities Area Il UCALG UGRD (blank) (blank) (blank) (blank) (blank) (blank)
000000008 Humanities Area IlI UCALG UGRD (blank) (blank) (blank) (blank) (blank) (blank)
000000009 Hmmaaities Area IV . UCALGasum,  UGRD aaliaain, alblank) — (blank) o f@lank) [b\am\ ‘jlank]"‘

e = ST

4. The Course List Summary displays the effective date. Be aware there can be more than one version of the
list, with different effective dates. When requesting changes to a list, it is important to specify whether you
want your changes to apply retroactively or whether the change should take effect only as of a particular
point in time.

Course List Summary

\ Find | View All 10f1
: | Fetch | ;
000000001 Communication & Culture Area | Effective Date 1901/01/01 m NS

Courses Used Find 10f1

@“ Return to Search Previous in List 45| Nextin List [=] Wotify Update/Display J@ Include History

5. Click the Fetch button to retrieve the existing course list.

Course List Summary ="

Find | View All 10f1
Sl ; Fetch
000000001 Communication & Culture Area | Effective Date 1901/01/01
Courses Used Find 1-Zar? |
HU
ETAS
E?“ Return to Search #=] Previous in List 4= Nextin List [=] Mofify JF Update/Display J'a Include History
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6. There are two modes for entering courses into a Course List. By Course ID or by using the WildCard
Indicator.

If a course has been entered by Course ID, and there is more than one version of the course, you can check
to see that the version you want is included by clicking on the link to the course to note the course id and

course description.

Course List Summary

Find | View All 10f1
B / _ _ Fetch
000000019  Social Sciences Area Ill Effective Date 1901/01/01
Courses Used Find 1-221 of 221

5C all courses

IntroductionToAnthStatistics

AnintroductionToThePrimates ANTH 309'&

Primate Behaviour ANTH 311

MethodAndTheoryinPrimatology ANTH 413

Primate Evolution ANTH 353

Socialization In Man & Animals ANTH 359

Human EAtrholcg\,-A& Sociobiology L o L ANTH 351‘J .
it - s A P P . s .

Course Description

Course ID 100341 / \ ANTH 307

Description IntroductionToAnthStatistics

The basic technigues and applications of stafisfics in Anthropology.

Prereguisite: Anthropology 201 or 203 or consent of the Department.

Note: Credit towards degree requirements will be given for only one of Anthropology
307, Applied Psychology 301 or 303, Engineering 319, Political Science 399,
Psychology 312, Sociology 311 or 315, Statistics 201, 211, 213, 217, 327, 333 or
357; that one being a course appropriate to the degree program

If the course was entered using the WildCard Indicator you will see just the faculty, subject, or subject and
catalog number. If you see nothing, then the list includes all courses offered at the U of C.
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Course List Summary

Find | View All 1of1
000000018  Social Sciences Area Il Effective Date 1901/01/01
Courses Used Jl Find 1-2 of 2
S5 ‘/ all courses
ETAS 4=
[@h Return to Search t=] Previous in List | |45 Nextin List [=] Motify Update/Display ﬁ Include History

Note:

As course lists grow in length, the response time in retrieving them reduces. Please be aware all these
definitions apply to all students in the faculty regardless of program, so they must be universal in nature.
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Define Academic Summary Areas
Navigation: Academic Advisement > Advising Setup > Define Academic Summary Areas

This set up table allows you to determine the following:

e which course list is associated with each area on the Advising Summary for a particular faculty

e the priority each area has in terms of course assignment

e whether or not the advising summary will obey reset stats for students in your faculty. (l.e., if you do not
want the advising screens to obey reset, then you will see all the courses the student has ever completed,
regardless of how many degrees they have received, in the advising pages. If you select the obey reset stat
check box, you will only see those courses the student has completed or registered in since the completion
of their last degree at U of C)

1. Enter the two-letter code for your faculty in the search criteria and click Search.

In the example below you can see that course Communication & Culture Area 1 has been assigned to Area
, course list Communication & Culture Area 2 has been assigned to Area Il, etc. However, when the system
is determining which area a course should go into, it looks first to see if it matches Area |, then Area 3, then
Area 2 and finally Area 4. This gives you the control you need to ensure that a more specific area (like a
specific list of just a few CC courses) is considered before a more general requirement (like a list including
ALL CC courses). This saves considerable labour; in this example it was not necessary to list all non Area 3
CC courses in the list for Area 2. The ‘ungrouped’ area is always considered last.

I Define Academic Summary Areas I

Define Academic Summary Areas

Institution: UCALG University of Calgary /

Academic Group:  CC Fac of Communication & Culture

Find | View All First ‘4" 10f1 ‘&' Last

*Effective Date: 19010101 =
¥ Obey Reset Stat

Advisement Area Priority Course List Description

-

1 1 |Q

Seq1 Area 1

C & Culture Area |
Seqz |Areaz ¥ E Q G ion &Culture Area Il
Seq3 |AEad Y 3 Q, C Cuiture Area il
Seq4 |Arsad ¥ 4 =Y C Culture Area IV
Ungrouped 000000005 | @ UPC UNGROUPED

& Save ||B" Retum fo Search *=1 Previous in List 41 Mextin List =] Nofify + Add ! Include History _* Corect History

Note:

This set-up can be modified by the senior advisor in each faculty. Note that the record is effective dated.
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Quick Letter Text Templates
Navigation: Campus Community >Communications >Quick Letters >Quick Letter Text

This screen enables you to enter and save commonly used blocks of text for use in Quick Letters. Caution:
Please only edit blocks of text used by your office.

1. Begin by clicking the Search button to see the text templates that have already been created and to make
note of the conventions used in the Description field.

Quick Letter Text

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Academic Institution | begins with »||UCALG x |3
Academic Organization | begins with » Q@
Note Number

Description | begins with w7

M include History [Jcase sensitive

| Clear Basic Search Ell'zl Save Search Criteria

Search Results

View All < First ) 1-100 of 212 ; Last >

Academic Institution Academic Organization Note Number Description

UCALG AR 1 ASC Signature Line

UCALG AR 2 ASC Max Juniors

UCALG AR 3 ASC Max Crss in Fld Not Major
UCALG AR 4 ASC Max Major Field

UCALG AR 5 ASC Max D Grades

UCALG AR i} ASC Reg Not Following Program
UCALG AR 7 ASC Reg A Dean - Not Following
UCALG AR ASC Reg Anfirequisites

UCALG AR 9 ASC Reg ADVC Antireq

UCALG AR 10 ASC Reg PSYC 312 Disclaimer
UCALG AR 1" ASC Grad Short Courses-not use
UCALG AR 12 ASC Grad Not Clear-do not use
UCALG AR 13 ASC Grad Not Clear Combined
UCALG AR 14 ASC Conv Official Tran Requird
UCALG AR 15 ASC Conv Mot Clear

UCALG AR 16 ASC Conv Mot Elig for Minor
UCALG AR P 17 ASC Honours Not Eligible
UcA™a, . _aD. ey 18 ASGAODC Ligs A om . e

Note:
If you wish to use the Quick Letter functionality and have not previously created Quick Letter templates, some
pre set-up is required. Submit a Service Now request for assistance with the pre set-up.
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Text templates set up uses a specific department identifier at the beginning of each description which allows
for easier management, sorting and identifies the department responsible for the block of text.

WARNING: Text blocks are editable by all users; therefore please do not modify a block of text setup by
another department. Please do not change any “all user text” such as the Letter of Permission. This feature is
used by all and the text templates prefaced with LOP should never be changed.

2. To add your own text template click on Add a New Value tab. Enter your unit’s designation in Academic
Organization.

3. Then click Add.

Quick Letter Text

Find an Existing Value | Add a New Value |

Academic Institution UCALG |G /
Academic Organization ')
Mote Mumber 1

4. Enter the Effective Date you want and make the Status 'Active’. Enter a description using the conventions
noted above.

5. Enter the text you want in the Text field.

6. Click Save.
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Guick Letter Text
Quick Letter Text
Academic Institution: ~ UCALG University of Calgary
Academic Organization: PO Student Suzcess Cantre
MNote Number: 35
Scroll Area Find | View All First '4' 1of1 ‘&' Last
~ ==
*Effective Date: 19000 | *Status:
Description: CoP - Denizd-Speak 1o A Dean
Text: -‘.‘ You must speak to the Aszociate Dean of the Faculty of before any
request for 3 change of program will be sccepted. You may make an appointment by
calling the number listed balow.
e
5] Save | |[g* Retumnto Search ||t ] Previousin List ||| WNestinlist || Mofify Ch Add || 7| Update/Display £] Include Histery | [[Z# Comect History

7. ltis recommended to use the Text in a Quick Letter to confirm the clarity.

Use these steps to modify one of your existing text templates:

8. On the Find an Existing Value page enter the appropriate Academic Organization and then click the
Search button.

Quick Letter Text

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value §| Add a New Value

Search Criteria

Academic Institution| begins with v [UCALG (
Academic Organization| begins with v |UPO Q‘/

Note Number[= v |
Description| begins with v

[#| Include History || Correct History || Case Sensitive

[%

Clear | Basic Search B Save Search Criteria
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9. In the Search Results click on the desired Description link for the Quick Letter Text you wish to modify.

Search Results
View All

1
UCALG UrPO 2 UPO Max Juniors h
UCALG UFPO 3 UPO Max Major Fiel
UCALG UFPO 4 UFD Max D Grades
UCALG UPQ 5 UPO Max Crss in Fld Mot Major
UCALG UPC i} UPC Reg Mot Following Program
UCALG UPQ T UPO Reg A Dean - Mot Following
UCALG UPQO a8 UPQ Reg Antireguisites
UCALG UFPO 9 UPO Reg ADVC Antireq
UCALG UPO 10 UPO Reg BAvs BSC
UCALG UFOD . n UFD Reg PSYC 312 Disclaimer
T OB = W T W

The Quick Letter Text page will display.

Quick Letter Text
Quick Letter Text

Academic Institution: UCALG

Academic Organization: UPD

University of Calgary

Student Sucoess Centre

WO Giad Shart Gourses s A

Note Number: 1
Scroll Area / Find | View A First (4 1of1 b Last
-
*Effective Date: 1901701701 ) *gtatus: | Acive v /
Description: IUPO Signature Line
Text f you have any questions or concerns, please do not hesitate to contact this ofice to

speak to an Advisor ar to make an appeintment with the Assosiate Dean of your Faculty.

[

[5 Return to Search

Previous in List

5] Mextin List

=] Motify | [Ek Add || S Update/Display ||/ include H

10. Click Correct History if your changes are to be retroactive.

A

11. Use the plus sign to add a new effective dated row for changes that will take effect at a certain point in

time.

12. Make desired changes and then click Save.
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Credit for After Degree Students

Re-setting of Cumulative Statistics

PeopleSoft automatically keeps track of a number of statistics for each student, both term by term and on a
cumulative basis. These totals are displayed on the Term History component (Records and Enrollment > Student
Term Information > Term History).

One of the totals it tracks is the total number of courses a student has completed and this total is used to
automatically determine the students ‘level’ (year of program).

The first time a student registers in further courses, after completing a degree at U of C, these ‘cumulative
statistics’ are re-set to 0 and the system starts over, tracking the courses the student takes from that point on.

The resetting of the stats can cause issues for advisors when dealing with students doing a second or
subsequent degree. Most faculties do not require such students to complete 20 full courses in the second
degree. A certain number of courses from the first degree are applied to requirements for the second degree,
and the student'’s level reflects that fact. At the same time, not ALL the courses from the first degree can be
used toward the second. For purposes of degree audit, therefore, we need the following:

e Some means of correcting the level for an After degree student
e Some means of indicating which courses from the first degree are used toward the second or which
are not.

The latter can be accomplished either by assuming that all courses from the first degree count toward the
second unless otherwise specified (i.e., ignore the 'reset’ of the cum stats), or by assuming that none of the
courses from the first degree count toward the second unless otherwise specified (i.e., do not ignore the 'reset’
of the cum stats).

Each faculty will have different factors that determine which approach is most efficient. The decision as to
which approach to use is complicated by how Repeats and the Extra to Degree Designation operate in
PeopleSoft:

Repeats

When a course appears on a student’s record more than once, PS determines what the repeat code should be
for each instance of the course and only one instance is counted in the cumulative statistics. Therefore, if you
wish to use a course that was already used in a prior degree, you cannot create a credit for that course for use
in the new degree. PS will see the same course in the first degree as a 'LOW' repeat and will remove it from
the cum stats for the first degree. This will actually change the student’s level in the first degree — their
transcript results may indicate having graduated as a year two or three student, depending on how many credits
from the first degree you duplicate as credit. Warning: This must never be completed.
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XTRA to degree designation

PeopleSoft has no concept of a course being ‘extra to degree’ for one program, but not another. Whether the
course is part of a degree that has already been completed, or part of a new program, the XTRA indicator can
only be ‘on’ or "off".

Because of this, if you want to use a course that was made XTRA to a previous degree, you cannot remove the
XTRA designation - if you do the course will no longer be extra to the first degree. Similarly, you cannot
make courses that were used in the first degree XTRA if you do not want them used in the second degree
- as this actually makes them XTRA to the first degree as well.

Note:

These problems with respect to courses from the first degree affect degree audit, but do not affect registration.
PS will continue to use courses from the student’s entire record for prerequisite purposes, regardless of the
reset of cum stats.

Student Record Summary in Advisement and the Cum Reset

The Academic Advising Summary component were designed specifically for U of C. It was therefore possible to
build in a setting to allow each faculty to determine whether they want these tools to ‘obey the cum reset’ (and
use no courses from the first degree toward the second) or to ‘'not obey the cum reset’ (and use all courses
from the first degree toward the second).

The pros and cons to each approach are as follows:
Obey Reset Stat

You (and the student) will see only the courses the student has taken since completing their first (or most
recent) U of C degree, in the Student Record Summary Screen (Note: the student’s entire record can still be seen
on the ‘Full Course History’ tab in the Academic Advising Summary component).

PROS: This makes it easy for staff to see at a glance just those courses taken within the second degree and
lowers the risk that too many courses from the first degree will be accidentally used. Staff will not have to mark
all the courses from the first degree that cannot be used toward the second. This is a good option when there is
overlap between the first and second degrees.
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CONS: any courses from the first degree that you WANT to use in the second require special handling so they
can be used without being seen as repeats by PS. This is also true of courses that were XTRA to the first
degree.

Do not Obey Reset Stat

You and the student will see ALL the courses the student has ever completed, as well as the transfer credits
assessed for their first degree on the Student Record Summary Screen.

PROS: This makes it easy for staff and students to see at a glance all the courses from the first degree that
could potentially meet requirements in the second degree. No special handling is necessary to recognize
credit from the first degree in the second (although special handling is still required to use courses that were
XTRA to the first degree).

CONS: Credit from the first degree is used toward the second whether you want it to or not — it could

therefore require some effort to make sure that inappropriate credits are not used toward the second degree —
and they cannot be made XTRA to degree, so special handling is required.
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Special Handling of Courses from First Degree used in Second for Faculties who ‘Obey Cum Reset’

If your faculty has chosen to have ‘obey cum reset’ set to 'Yes’ for the Student Record Summary, you will see
the following on the advising summary screen.

Student Arcord Summary || Tarm Summery | Becond Summary Cverides | Full Courne Moty Ceghley - Dafined Words | Degiley - Heramas

Student Record Summary f
Institution: UCALG  Lirsmrsity of Calgary w ] Sj g Comita
Carenr Underprad  Undargrsduste Pregearm. Maxi Term:  Fall 2015 Wieter 2010
o [ Fesed Cum SEatistlon: 514 Doy Renat: v I
Academic Group: A S Facumy of A Rukwsh; | Prind Open: | W] S
Term Information
Fall A8 In-progress App Winter 2019 In-progress App
Progras & J Degres-Plan Primary-Plan © Plans ! Subplsns Adm 5 Asg  Program A J Degres-Plas Prmsry-Pas © Plans [ Subplss Adm § Reqg
ARBCH Y N BADED SRISTALAS DEG-AFT _:J FiT A FiT ARBCH ¥ W BA-DEG WARST-RLAS DEG-AFT [ FiT A FiT
o EEgible o Eraclilivel- ) AcsdemiaP Shedy ENRL Appt S018003T Eligitds {0 EnrcliLevel” ] AcsdemicP Shedy ENRL Appt 30 RmasT
Load Fasen Load Fiesmn
Apphcable Unita/FCEs Summary Tatals Mikestones
Flan Nbe  Mdevices Li Dane B L~ Dol -
JE iso0f asn DR DS oonf o000 Inprog Jr Qoor g0 Proyo i e . | -
i EFFWRITH L G 1 o
& BAO0! TEDH. o s200f 1200 | Weprog Se 100l 050 EFFWRITING RECLUNRED mphated 1000T0/114
T §1007 1385 =18 ¥rs: anal 900 In-prog T 000 o0
Applicable Course Sumanary
Auea 1 Area 2 Area 1
Crae Hiw Top Ged Usits Term TC  Crae Wbr Tep Ged Uss Term TC JCrae Wb Top Gid Unks Term TC
ANTH 203 TR 3021 O MAFT 20050 TR 800G 1.1 O
CHET 23 TR 30041 O - i
COMS 201 " 200 3.1 G 'aiaed In-peogress 1Y In-piogress
= 000 Y Qo QO ¢ QL 8000 1 10 00 Q03¢ QoD
EMGL 23 TR IM51 o .
HTST 308 300 Wig
F0C1 3 D= 3.00 Wil
WAEST 201 Be 3.00 FAT
WWEST 311 e 3.00 FiB
Passed In-progress
21007 150 300 050
Ungreuped Courses (Mot Apphicable) Academic Sanding Summary
Py 50 A CRSE) (CRSE
Cowsa N Top [0 Gra Unis Term TC Fepeal Designation Tem oot Auademic Stindng Gaar 1M jpcE SR SR RE) rece
W03 HABCH Confrues in Gosd Sianding 3.330 12000 200
Inprogess s FOZ MABCH Connuss in Good Standing 3400 12000 2.00
.00 / .00 000 I 660 Wi MABCH Continges in Ckoosd Simnding 2880 F4000 400
l:lp-ni V: G

flSem || Ratunio Sessh |7 Previewsinlist |[o| Medtolse | Nowly

The Obey Reset field will contain a V.

If you are looking at an 'After degree’ student, you will see a term (S14) in the ‘Reset Cum Statistics’ field. This
term is the first term courses were taken after the first degree was completed.
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In the example above, only the courses taken from F17 onward will be displayed on the screen, but all the
courses the student has taken can be viewed by going to the Full Course History tab.

In the example above, the student only has 4 full courses since S14 — however, note that her Level is '3". This is
because they are entitled to use 10 FCE from the first degree toward the second — and an ‘O’ type credit with
the name "XAFT' worth 60 units has therefore been added to her record.

Creating XAFT Credit to ‘Carry Forward’ Courses from the First Degree

Once you've determined how much credit a student will get from their first degree, an 'O’ type credit can be
created to represent that credit in the second degree. Use this same technique to make courses XTRA to the
first degree usable in the second degree.

Other Credit Detail Other Credit by Term

*
Find | View All First ‘4 1of1 '* Last
Academic Career UGRD Undergraduate Programs t=
Academic Institution UCALG University of Calgary
Maodel Nbr 1
*Transcript Lewvel | Official W
Target Information
“Academic Program ARBCH Arts Bachelor Include in GPA
Academic Plan WMST-MAJ Women's Studies
Find | View Al Fist ‘% 1of1 "} Last
*Articulation Term 2177 |0 .y 2047 Fosted #][=]
*Group * Seq# Status Other Credit Equivalenlrfllj.lrbject { Catlg
1 1|Posted AFTER DEGREE CREDITS ¥AFT 2000 "E'I (=
2 1|FPostad ANTH 202 ANTH 203 |'-E‘|
3 1|Posted COMS 201 COMS 201 1
4 1|Postad CMNST 231 CMST 231 by
5 1|Postad EMGL 231 ENGL 231 "i‘l

AddMView Comments

1. Navigate to Other Credit Manual and Add and post the amount of XAFT Credit you need

2. When setting up the credit, make sure that the Other Credit Type is set to After Deg. This is necessary to
ensure that the credit is not included on the official transcript.
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(Whether you have a single credit worth the full amount of the credit, or divide it into a number of smaller
credits — ex., XAFT XXX.01, XAFT XXX.02, etc. — will depend on how you want to arrange it on the Advising
Summary screen. It will default into one area, but can be overridden into another area if desired).

Navigation: Records and Enrollment > Transfer Credit Evaluation > Other Credits - Manual

Equivalent Course Information

Other Credit
Other Credit After Degree Credits
Long Description After Degree Credits

Other Credit Type | After Degree

Equivalent Course

Course ID 090010 After Degree Credit
Offer Nbr 1 HAFT 01
Units Transferred 36.000
Grading Scheme UGD Undergraduate
Grading Basis TRN Transfer
Official Grade TR TR

Repeat Code
Designation aQ,

include in FA Wi Stats

Notes:

OK

Short Desc After Degr
Cancel

Clear Credit
Evaluation Date [2012/06/07 sartred

Valid Attempt
Earn Credit
Include in GPA

Grd Pt/Unt 1.700
Units Att o

You cannot create a credit with the same course name/number as the course from the first degree, as this will

cause the problem with Repeats as noted.

Using a standard format for the 'hidden’ credit you must create signals to all users what the nature and

purpose of the credit is.
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Special Handling of Courses from First Degree Not used in Second for Faculties who do not ‘Obey Cum
Reset’

When a faculty has decided not to have the Student Record Summary ‘obey reset’ then the value in the ‘Obey
Reset’ field will be set to ‘N".

The Cumulative statistics still have to be reset, however, despite the fact that all the students’ courses are
displayed on this screen. Therefore, the term at which the reset occurred is still displayed and the level of
program will include only those courses taken since the reset.

Student Record Summary Term Summary Record Summary Overmrides Full Course History DegMav - Defined Words Deglav - Renames

Student Record Summary
* - MES

Advising Comments

UCALG Uni ity of Calgary
Career: Undergrad Undergraduate Programs Maxi Term:  Fall 2019/\Winter 2020
1D: | Reset Cum Obey Reset: N |
Academic Group: 14 | Haskayne School of Business | Reresh| | Print Open: [Gred, Other / Manual v] Go
Term Information
Fall 2019 In-progress App Winter 2020 In-progress App

Program A J Degree-Plan Primary-Plan C Plang / Subplans Adm 5t Req

Program A .J Degree-Plan Primary-Plan C Plans / Subplane Adm 5t Req

HABCH N BCOMM-DEGGENL-MAJ F17 A F17 | HABCH N BCOMM-DEGGENL-MAJ F1I7 A FI17
/| Eligible to EnroliLevel: 5 Academich Study ENRL Appt: 2019/03/25 /! Eligible to EnrollLevel: 5 Academic Study ENRL Appt: 2019/03/25
Load: Form: Load: Form:
Applicable Units/FCEs Summary Totals Milestones
It 3900/ 650 O 1D 300/ 0.50 In-prog Jr: 0.00/ 0.00 Program Plan Nbr  Milestone Level Date Reqd Complete Date Compl
S 5400/ 9.00 Transfer: 3900/ 650 | Inprog St 9.007 150
Tt: 9300/ 1550 =10 Yrs: 0.00/ 0.00 In-prog Tt 9.00/ 150
Applicable Course Summary
Jr. Non HA SR. Non HA HA
Crse  Nbr Top Grd Units Term TC | Crse Mbr Top Grd Units Term TC | Crse Nbr Top Grd Units Term TC
ECON 201 B 3.00 F16 OPTH XX TR 210041 O ACCT 217 C 3.00 F17
ECON 203 B+  3.00 Wi7 SOSC 90 TR 60071 O ACCT 323 C 3.00 W18
ENGL 201 B- 300 F16 Passed: In-progress: BSEN 395 A- 300 F17
MATH 249 TR 30031 O 27,007 4.50 0,007 0.00 BTMA 317 A 3.00 W13
RELS 200 A 3.00 W17 ENTI 317 B+ 3.00 F13
SCIE  2XX TR 60051 O FNCE 317 D 3.00 F13
S0CI 2x TR 30061 O MGST 217 B 3.00 F17
ASTAT 313 ~ C+ 300 F16_ P o . MGST_391 | 3£9 W19 ) P - .
ETAT = Rk — ! =t

Getting the Correct Level of Program

To correct the level (if necessary) you must create enough XAFT credit (as described above) to bring the level to
the correct point.

Using Courses that were XTRA to the First Degree

You cannot remove the XTRA designation from courses that were made extra to the first degree, as this will
alter the transcript and the definition of the first degree. You must therefore create and re-name XAFT credit,
as described above, in order for those courses to be used by the Advising Summary.

May 2019 51|Page



UNIVERSITY OF

CALGARY Senior Academic Advising

SA - Advising

Preventing Courses from the First Degree from being used in the Second Degree

With ‘Obey Reset’ set to ‘No’, the Student Record Summary screen will use all the courses a student has
completed, as long as they have not been designated XTRA. If there are certain courses you do not want used,
you must do the following (remember that you cannot make the courses XTRA as that will remove them
from the first degree as well):

Student Record Summary

Navigation: Academic Advisement > Academic Advising Summary

To prevent the course from being displayed in the ‘for credit’ areas of the Student Record Summary, use the
‘Record Summary Overrides’ tab to move the course into the ‘'Ungrouped’ area. The course will then no
longer appear with those being used toward the degree.
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Record Summary Overrides

Institution: UCALG University of Calgary * E—_J
Career: Undergrad Undergraduate Programs ~ Maxi Term: Fall 2019/Winter 2020
ID: 30031508  Mahon Melissa
Course Details / Click Header Text to Sort Field
Courge _ _
N = Taken TC Articulation Source Earn  Include Repeat A . Course Class
Course Nbr 'Il's)plc Grade Units Term Order TC Grp  Term Term  Credit in GPA Add Dt Code Dezignation I Nbr
0000-
[0 Ungrouped XAFT XXX.01 TR 21.00 op © 111 2167 Y M 090010
O HA MKTG 317  LEC 03 Cr 3002187 F18 o' Y Y 2018003726 128492 70763
O HA MGST 453 LEC 03 3.00 2191 W19 3?19. ¥ oY 2018/03/26 162608 12821
[0 Ha OBHR 317 LEC 06 B 3.00 2181 W18 3?13' ¥ or 2017/0815 163605 15840
[1 HA MGST 217 LEC 02 B- 3.00 2177 F17 ggﬁ' Yor 2017/08/04 162605 73441
. - - pray Y . . e s o f ~ - | . i
Sl b B o0l A o g 2 4 "
May 2019



?:ni:: A;ademic Advising &NRIEEESK‘I{Q%F
- Advising

Updating Repeat Codes for courses taken at the U of C

In general, repeat codes should be assigned correctly by the system during the batch Repeat Check process
which runs at the end of each term once final grades have been posted for all courses.

The following chart summarizes what the Repeat Check entails and the results, which are expected from the
process:

Grade | *on Round | Round | Round
Enrolment
1 2 3
First Attempt © LOW LOW LOW
Second Attempt (B) HIGH LOW LOW
Third Attempt (A+) OVRD OHGH | HIGH
Fourth Attempt (A) OVRD OLOW

Students cannot enrol into a third or subsequent attempt of the same course unless an “override” approval is
granted. This OVRD repeat codes tells the system, at the time of enrolment, that the repeat attempt has been
approved. The Low/High codes are assigned when final grades are present for each attempt. (l.e. at the end of
each term)

There are circumstances when the codes might not get assigned correctly and, if that occurs, staff members in
Faculty offices and Student and Enrolment Services now have the necessary access within their Enroliment
Access ID setup to make corrections to Repeat Codes. An Enrollment Request component can be used to add,
change or delete Repeat Codes from the enrollment record related to a specific class in a specific term.

Situations that require manual correction will be reported on the Repeated Course Report (included in this

document) which can be run for a term and for a specific faculty. When an error situation is reported for a
student, it may involve one or more of the attempts for the same course.
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The following steps will need to be followed for EACH instance of the course where a repeat code needs to be
corrected. Corrections are made on the enrolment record for each individual class.

1. Create a new Enrollment Request (Quick Enroll may be used instead) for a student.

Navigation: Records and Enrollment > Enroll Students > Enrolilment Request

2. Use the Term where the course attempt occurred that now needs to have a Repeat Code added, changed
or deleted.

Enrollment Request

Eind an Existing Value Add a New Value

D Q,
Academic Career UGRD |3
Academic Institution|UCALG
Term|2191 |Q

N

3. Select the Action of “Normal Maintenance”

Enrollment Request

@ i)
University of Calgary

Undergraduate Programs Arts Bachelor Winter 2019

Enroliment Request ID 0000000000 status Pending Subnik

UserID 04092141 Operator Enroliment Access

Enrollment Request Details Find | View All First ‘4" 10f1 ‘*' Last

Sequence Nbr 1 Pending / +][=]

“Action [Add Grade Action Reason Q
Change Grade
[|Change wvait List Position Action Date
[ Drop
Drop to Wait List
Enroll
Class Nbr | oemove Grade
Swap Courses

Related Class 1 Q
Related Class 2 Q
Start Date 5
Instructor ID Q

Repeat Code Q

A mm s om  aa g Y Y

o o et e b

Transcript Note ID Q
A - Ay aa Ty Al
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4. Use the Class Nbr lookup to find the enrollment record for the course to be updated.

Enroliment Request
@ *x
University of Calgary
Undergraduate Programs Arts Bachelor Winter 2019
Enroliment Request ID 0000000000 status Pending L
User ID 04092141 Operator Enroliment Access
Enroliment Request Details Find | View All First ‘&' 10of1 '*' Last
Sequence Nbr 1 Pendin
a g - =
“Action [Normal Maintenance v Action Reason Q
[[] Override Action Date Action Date
Wait List Okay
Related Class 1
Related Class 2
Instructor ID
Repeat Code Q Transcript Note ID Q
Override
| B N Gl M ou. -A-.,_-‘-L,.--"‘rlm'-.qut h | A sem
5. Select the course that you want by clicking the checkmark.
Enrollment Request
Enrolliment Listing
Request ID 0000000000
UGRD Institution: UCALG Term: W19
Enroliment List Find First ‘4 1-50f5 '} Last
Subject Catalog Section Unit Taken Class Nbr Status Reason Grading Basis Grade Session
ANTH 311 02 3.00 13940 Enrolled Enrolled Graded Regular
Academic
Lecture
Primate Behaviour
HTST 2 02 3.00 14488 Enrolled Enrolled Graded Block
[+ Week
Lecture
The History Of Europe
CMCL 307 01 3.00 15315 Enrolled Enrolled Graded Regular
Academic
Lecture
Contours of Contemp Culture
CMCL 307 BO1 15316 Enrolled Enrolled Non-Graded Regular
[ Academic
Laboratory
o wnCmmtours of Conternpdaitire se. . e aeea A el me, L __Y F Y " N
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6. Once the information for the course is pulled onto the page you'll be able to see any existing grade and

Repeat Code. You will notice that the Repeat Code field is now editable.

Enroliment Request

@ %
University of Calgary
Undergraduate Programs Arts Bachelor Winter 2019
Enrollment Request ID 0000000000 status Pending ST
User ID 04092141 Operator Enroliment Access
Enroliment Request Details Find | View All First ‘&' 10of1 '* Last
Sequence Nbr 1 Pending ==
*Action | Normal Maintenance v Action Reason Q,
[ override Action Date Action Date
Wait List Okay
Class Nbr| 139403 ANTH 311 02 Leciure Primate Behaviour
Regular Academic Undergraduate Programs

Related Class 1
Related Class 2

Instructor ID

A Repeaf Code Q ‘- - e e e ImﬂiqriEE‘NqulD,,, 1 P

Add a Repeat Code by typing it in or selecting it from the lookup page.
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Look Up Repeat Code

Set 1D
Repeat Scheme

Repeat Code
Description

UCALG
UGRD

Look Up Clear Cancel B
Search Results
View 100 First ' 1goo ! Last
Repeat Code Description
FSUP Supplemental - Exam
HIGH Higher Grade
LOW Lower Grade
LRYR Law Repeated Year
OHGH Override High
oLow Override Low
OSUP Supplemental - Original Enroll

[GVRD
REPT

Override - Repeat Permitted |
Repeated Course R

Help

asic Lookup

5. Then Submit the transaction as with any enrollment transaction. The code now becomes part of the

enrollment record for the class.

Enroliment Request

Undergraduate Programs. Arts Bachelor

Enrollment Request ID 0009933274
User 1D 04092141

Enroliment Request Details

Sequence Nbr 1 Success
*Action Normal Maintenance
Override Action Date
Wait List Okay
Class Nbr| 139403, ANTH 31 i)
Regular Academic

Related Class 1
Related Class 2

Instructor ID

@ *x
University of Calgary
Winter 2019
Status Success Submit
Find | View All First '+ 1of1 '} Last

Action Reason

Lecture Primate Behaviour

Undergraduate Programs

rﬂm OVRD

Override

“Repeat Permitied I Transcript Note 1D

May 2019
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You can use the same method to change a code.

6. Deletions can be done by entering the Repeat Code field and selecting the existing code.

7. Click the minus sign and then Submit the transaction. This will remove the code from the enroliment
record for the class.

Undergraciusta Frograms. s Bachelor Wilnter 2018
Enrollment Request ID 0008033261 Status Success From
User ID 04274535 Operstor Enrcliment Ascess A

R,
Enrollment Request Details Find | View All First ‘% 1of1 ‘&ast

Sequence Nbr 1 Success +E
*Action Normal Msintenance [¥] Action Reason
Override Action Date
Wait List Okay
Class Nbr 138400, ANTH an 02 Lectre Primate Behaviour
Regulsr Academic Undergraduste Programs.

Related Class 1

Related Class 2

Instructor ID
Repeat Code OVRD Override - Repest Farmitied Transcript Note ID
Override
Grading Basis[GRD | gruged Grade Input
Units Taken|  3.00 Course Count 1,00
Designation
Take Requirement Designation RD Grade [+
Additional Appointment Career Ciass Limit Class Links
Overrides Requisites Senvice Indicstor Time Conflict Unit Load
Dynamic Dates
Drop This Class if Enrolled Q
Emor Messages
Message Sequence Last Update DateTime
Student Appaintments Study List Term History
) Save |Jo Retum to Sesrch | [ Notify Add pdata

It is recommended to review Repeat Codes on a student’s Academic Advising Summary — Full Course History
page.
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Navigation: Academic Advisement > Academic Advising Summary > Full Course History

Student Record Summary | Term Summary Record Summary Overrides Full Course History | DegNav - Defined Words DegMNav - Renames

Full Course History

Institution: UCALG University of Calgary 2 * U

Career: Undergrad Undergraduate Programs ~ Maxi Term: Fall 2018/Winter 2019

ID:
Course Details \

Course - .
- B Taken TC Articulation Earn  Include Rep R - Course Class

Course Nbr ;I'E(')plc Grade Unitz Term Order TC Grp Term Credit in GPA Add Dt Code Designation ™ Nbr
N apmiartie 018 B aa I — (B .

Tips on Selecting the Correct Repeat Code when correcting an error

1. If there are only 2 attempts of the same course, the one with the higher grade should have the code HIGH
and the one with the lower grade should have the code LOW.

NOTE: The HIGH or OHGH code denotes the one attempt of all the repeats that will earn credit toward
completion of a program. Each course group should have only one or the other of these codes present

within that group of attempts.

2. If the 3 attempt has the error code of REPT it will be necessary to look at all 3 attempts to determine how
to correct the codes. A 3™ or subsequent attempt should be assessed in comparison with the highest of
the previous attempts — in other words, check which attempt currently has the code of "HIGH" and make

the following correction(s):

15T example: -

Grade | Repeat Code | Required Changes | Corrected Codes

First Attempt © LOW Ok - no change LOW
Second Attempt (B) HIGH LOW LOW
Third Attempt (A+) REPT OHGH OHGH?
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2" example: -
Grade | Repeat Code | Required Changes | Corrected Codes
First Attempt © LOW Ok - no change LOW
Second Attempt (B) HIGH Ok — no change HIGH?
Third Attempt (C+) REPT oLow! OLOW
Examples of multiple attempts: -
Grade | Repeat Code | Required Changes | Corrected Codes
First Attempt © LOW Ok — no change LOW
Second Attempt (B) LOW Ok — no change LOW
Third Attempt (A+) OHGH Ok — no change OHGH?
Fourth Attempt (A) REPT oLow oLow
Or
Grade | Repeat Code | Required Changes | Corrected Codes
First Attempt © LOW Ok - no change LOW
Second Attempt (B) LOW Ok - no change LOW
Third Attempt (B+) OHGH oLow oLow
Fourth Attempt (C+) OLOW Ok — no change OLOW
Fifth Attempt (A) REPT OHGH OHGH?
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Notes:

OHGH or OLOW must be used to indicate that a higher/lower grade has been earned during a third or
subsequent attempt in the same course. After two attempts have been made, subsequent attempts require
special approval. The system will return the following error message if a staff member attempts to assign the
HIGH or LOW code to a third or subsequent repeat attempt:

Message Sequence: 1 Severity:  Error Last Update DateTime: 08/05/27 15:12:00

Course previously taken. Enrollment not allowed. (14640,173)
The repeatable limit for any given course, as established by the Institution’s Repeat Rules, has been exceeded. Enrollment beyond
this limitis not allowed without permission.

Only one of the attempts will have either the HIGH or OHGH code within any group of repeated attempts for
the same course. When these codes are assigned correctly by the batch process, they will be assigned to the
attempt with the highest grade — or the most recent attempt that shares the highest grade. These codes
indicate to the system that the noted attempt will be assigned credit. When LOW or OLOW is assigned to an
attempt, it does not earn credit but it will be calculated in the term GPA within the term in which it was taken
and completed. Therefore, for any one course there should only be one HIGH-type code and all other
attempts must have a LOW-type code. If more than one attempt is earning credit, the situation will be
reported on the Repeated Course Report for investigation.
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Identifying Repeat Code problems for students

Repeated Course Report

A Repeated Course Report can be obtained at the end of a term to determine whether any students have been
assigned the REPT Repeat Code or have codes assigned incorrectly so that they are earning credit for more
than one attempt of the same course.

Navigation: Records and Enrollment > Term Processing > End of Term Processing > Repeated Course
Report

Run Control IDs are associated to your UserID and will be saved by the system and available for future use
when you search for an Existing Run Control.

Repeated Course Report

Run Control ID REFTKIN Repart Manager Process Monitor Run

k)

Required Criteria

*Institution: UCALG | University of Calgary

*Academic Career: UGRD |3 Undergraduate Programs
*Term: 2181 |3 Winter 2013

*Academic Org (Faculty): KN @, Faculty of Kinesiology

Optional Criteria

Academic Program: aQ,

Academic Plan: Q
[5] save ||=] Notify E: Add || 7 Update/Display
1. Specify the Required Criteria to describe the Academic Org (Faculty) and Term for which the report will
be run (e.g. 2181 Winter 2018 and KN Faculty of Kinesiology).

2. The output of the report can be obtained in smaller groupings by using the optional Academic Program
and Academic Plan options.

Ensure you specify a valid Program/Plan combination or the process may not be able to find any records to
match your selection criteria.
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The report output provides the following information for each attempt of a course for which a Repeat Code
issue is being reported:

Student ID

Equivalent Course ID (if relevant)

Course ID

Term (in which the specific instance of the course occurs)
Subject

Catalog Nbr

Class Section*

Grade

Repeat Code

Note that the section number will be present for courses completed at the U of C. If the attempt is actually a
transfer credit on the student’s record, the section number is replaced by the term “CRSE" as in the illustration
below:

Report ID: UCRGROOL University of Calgary - Registration
Process Instance: 10061564

Student #1

Student #2

Student #1: situation is that the incorrect course is coming up as "HIGH" (i.e. the lower of the 2 passing grades;
2171 should indicate HIGH).

Student #2: The course has a "REPT” code which indicates that no valid repeat code could be determined by
the system for this course and that a repeat code must be determined and added manually.
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It is important to view the student’s entire record to determine how best to proceed with the correction of the
records. In general, codes assigned to courses taken at the U of C can be amended by staff using an
Enroliment Request transaction. Codes associated with courses coming into the record as transfer credits are
amended by un-posting and re-posting the transfer credit model which contains each instance of the course.
Sometimes more than one attempt is recorded within the same model. Sometimes they are spread across
multiple models and terms. When the problem occurs on a transfer credit, please contact the Admissions
Office.

The Term shown in the report is the term in which the course was taken or to which the transfer credit model
was articulated.
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Combined Degree Problem Report

In PeopleSoft, the two elements of a combined degree program are linked only by the joint program flag.
PeopleSoft will allow a student to be in multiple programs which are not joint programs at the same time. It
therefore does not enforce the U of C's policies regarding combined degrees as effectively and a number of
errors in program definition can occur as a result.

The Combined Degree Problem Report has been designed to identify improperly defined programs so they can
be corrected. You will need to periodically run this report and find the students in your programs that you can
fix (primary program = your faculty and admit type = CF3).

Navigation: Records and Enrollment > Career and Program Information > Combined Program Problem
Rpt

Run the following run control:

Report Combined Program Problem Records

Run Control ID problem_report_2018 Report Manager Process Monitor Run

k

Required Criteria

*Institution: CALG |Q University of Calgary
*Term: 2181 |Q i
Report Type
#| Check Joint Programs #| Check Primary Programs
[5] save ||=] Motify =% Add &7 Update/Display

The report output includes:

The student’s primary Faculty
The admission type

One line per program if there is more than one
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Report ID: UCSRROD1 Oniversity of Calgary - Student Records Page Ho. 1
Process Instance: L10DELSES Report Combined Program Problem Records Run Date 2018/03/1&
Run Time 0B:57:5E8
Term: 21E1 Winter 2018 /
Pri Hame Stdnt ID Audm Stat Carill Int AProg Degree Flan Prim PFlan Ter=
‘in Program with Joint Program Flag Indicated - Mo Outstanding Admission Applications ,

GE REG G-0 ¥ GSMTH HA-DEG GDER-RAOS 2181
MED H-3 R HOPET BOST-DEG COMM-M-HAT 2181

Lh LAR o-0 ¥ LABCH JD-DEG 2181

uro TEH -3 ¥ ARBCH BA-DEG INTR-MAT 2181
CF3 U-1 ¥ SCBCH BSC-DEG CPEC-MAJ 2181

chrD Programs with Joint Brogram Flag Mot Indicated >

ED CF3 R ARBCH BA-DEG AREY-MART 2181
TEM ] EDBCH BED-A-DEG WEFR-MAJ 2181

== REG H GSMCE MLND-LDEG EVDS-AOS 2181
TEH H EDBCH BEDP-5-DEG FINA-MAJ 2181
REG ] GSMCE MED-LEG EDER-RAOS 2181
0OsH R OSCDH OSDPR-DEG 2181
REG N GEMTH MSC-DEG ENME-RADS 2181
OSR H OSCDH CGSDPR-DEG 2181
REG H GSMCE MP-DEG PLAN-ROS 2181
DSR ] CSCDH OSDFR-DEG 2181
GEV R GSVEC VIS-G-DEG MGMT-RA0S 2181
OsH H O8VIS VIS-LEG 2181
REG w GSMTH MSC-DEG CPEC-ROS 2181
0OsH R OSCDH OSDPR-DEG 2181
REG ] GSMCE MENG-LEG 2181
TEH H ENMVIS VIS-LEG 2181
REG H GSMCE MENG-DEG 2181
TEM ] ENVIS VIS-LEG ENCI-MAJ 2181
REG R GSMCE MN-DEG HURS-ROS 2181
OsH N OSCDH QOSDFR-DEG 2181
REG w GSMCE MENG-DEG ERCE-ROS 2181
TEH H ENVIS VIS-LEG ENOG-MAJ 2181
REG ] GSMCE MENG-LEG ENCI-AOS 2181

- N e _

The Report Section Headings are as follows:

e One Program with Joint Program Flag Indicated - No Outstanding Admission Applications
e One Program with Joint Program Flag Indicated - With Outstanding Admission Applications
e Two Programs with Joint Program Flag Not Indicated

e Missing Primary Student Career Number

Use the Program Plan Summary screen to determine the exact nature of the problem and how to correct it.
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Trouble-Shooting the Program and Plan Summary

By using the Program and Plan Summary it enables you to diagnose the problems with a student’'s program
(e.g. registered in too many program, etc.).

Navigation: Records and Enrollment > Career and Program Information > Program and Plan Summary

Or
Select Program/Plan Summary from the Open list on the Academic Advising Summary or the
Student Status screen.

Program and Plan Summary

. —— *  [Dhorsiars _EDWS Save |
isplay canceled program s T

[ — 2 3] ¢ 5 [ —————
Term ApplNbr  Prg# Che Caréf Jnt Pri Prog Dearee Aft Plan R DG Lvl Load Type Adm St Prg St Reason COl Standing
2017 40120679 0 1 M MDPST POST-DEG INTE-M-MAJ . MED A AC

2017-M M0 M P MDPST POST-DEG TE-M-MAJ . o F
R CTTA AT o - SR T T a8 Ve KT A Y e
20FT-G G0 W F GSMTH MSC-DEG MOCH-A03 e

2081-G G0 M P GESMTH MSC-DEG MDCH-A03 15-F

sl 3-G G0 M P GIMIH MSC-DEG MOCH-208 1 F

2085-5 G0 M P GIMTH MSC-DEG MOCH-AD3 1:5F

Z2087-G G0 N F GSMIM MSC-DEG MDCH-A0S ZF

206 T-H M1 M P MDPST POST-DEG INTE-L-MAS T F

2001-G G-0 M P GEMTH M3C-DEG KMDCH-203 Z:-F

2081 -4 M-1 N P MDPET POST-DEG INTE-L-MAS T=F
] -

20025 G0 W P GSMTH MSC-DEG MOCH-203 2 F -

20955 G0 N P GSMTH MSC-DEG MDCH-ADS Z F

L007-G G0 M P GESMTH MSC-DEG MOCH-AD5 I N

2097-4 M-1 M F MDP3T POST-DEG INTER-MAS [ fE

2101-G G0 M P GSMTH M5C-DEG MDCH-ADS I N

2101-M M-1 M F MDPET POST-DEG INTE-M-MAR [

21035 G0 N P GEMIH MSC-DEG MOCH-A0S 3 N

2105-G G0 M P GSMTH MSC-DEG MOCH-A08 I N

The large outlined numbers (1-5) at the top of the figure (above) are used for reference purposes in the
trouble-shooting steps outlined on the next page.

e Student Car Term - 1 (from figure)
Begin here. Under the Term column, there will be one student career term listed per career. The career is
indicated by the letter following the term (G = graduate, M = medicine, U = undergraduate). In the above
example, the student has two student career term records for W08, one for graduate and one for medicine.
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e Career Number - 2 (from figure)
Each program on a student'’s record has a unique Career Number (the first program created for a student
will be Car# 0, the next one will be Car# 1, etc.). This field displays the number after a letter indicating the
career of the program. In the above example, the student’s medicine program is Car# 1 and their graduate
program is Car# 0. The Car# is essential for finding the correct record when using the Student
Program/Plan component (the best way to use that component without errors is to get there by clicking
on the link in the Prog field that corresponds with the appropriate Car #).

¢ Joint Degree Indicator - 3 (from figure)
The Joint Degree Indicator flag (Jnt) indicates whether the program is part of a joint degree or not. Use
this flag in conjunction with the Primary Program Indicator (Pri) to determine if the number of active
programs is correct and if the correct program is attached to the term on the Term Activation page.

¢ Primary Program Indicator - 4 (from figure)
There will be one of four values in the Primary Program Indicator (Pri) field:

. P = this is the Primary program for this student career term. There must always be one and
never more than one Primary program for a student career term.

. S = (Secondary) any non-primary program for the same student career term and career as the
Primary

. D = any non-primary program for the same student career term and a Different career from the
Primary. (Note: this value should only appear on terms prior to Spring 2003 on Grad and Med
Careers).

. blank = when there is no active program for a student career term. (See screen shot and notes
below).

e Eligible to Enrol Flag - 5 (from figure)
Normally, a student should be eligible to enroll in only one career per term (correct errors on the Term
Activation page). An ‘eligible to enrol’ flag of N or blank is added to the value in the ‘Load’ column (which
contains a value to indicate the student'’s registration status for the term)as follows:

. Blank = indicates that the student is eligible to enrol in this program for this term
. N = indicates that the student is NOT eligible to enrol in this program for this term
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How to identify problems:

1.

2.

For each Student Car Term, ensure that there is exactly 1 active program that is marked Primary (P).

If there is more than one program, ensure that the joint flag is set to Yes (Y), that one of the programs is
marked Primary and the other Secondary and that there are no more than two programs.

If neither #1 nor #2 is true, you will have to investigate to see if any of the active programs should have
been discontinued. When the student was admitted to their latest program, in most cases all previous
programs should have been cancelled. Check the Car# to see if a program from prior to the admit is still
active (ex, in the screen shot you can see that the student has an application for Fall 2007. The active
program prior to FO7 is Car# M-1. If the Fall 2007 application had been matriculated, and M-1 was still
active for FO7 and beyond, that would indicate a potential problem).

If the previous program is still active:

a. Check the Student Program/Plan to see if the previous program was cancelled, but with the wrong
effective date.

b. Check the status of the new program, as another possibility is that a failed attempt was made to
cancel the application to the new program. If the status is CN, follow-up to make sure the program
is properly cancelled.

c. If the student is graduating, check to see if the effective date for degree completion is wrong,
leaving the student active in a term beyond the expected grad term. (It should be the first of the
term following the expected grad term, as the student is graduating at the END of the expected
grad term and the program must therefore be completed at the end of that term.

If you see a line (as in the example below) where the primary program indicator is blank (indicating that
there is no active program for that term) and the student is registered, there is a mistake. (For example,
if a student registers for Spring/Summer and is then awarded their degree in June, they will have no active
program and their registration is ‘'orphaned’. They must be admitted to Open Studies). A value has been
added to the status column for cancelled or dismissed programs to help identify problems.
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5. If the student has applied for their degree, but you do not see their degree checkout status in the DG
column, this indicates that there is no student car term for the expected grad term. The expected grad
term could be wrong; therefore this should be investigated.

Program and Plan Summary

@ *  (Dhoranso _EDMS Save |

I Display canceled program status data rows.

Customize |Find| 88 First 1] 133 0123 (¥ L ast

Term AppiNbr  Prog# Che Car# Jnt Pri Prog  Dearee Aft Plan RDG Lvl Load Type Adm St Pra St Reason COI Standing
0981 40043943 0 1 N  NDNDU UNCL-DEG o 0SN A AC
0981-U UG N P NDNDU UNCLDEG o F
U0 DU MYCLDEG N
N A Luatrc e A e 3 Byt St 3 TRV i
2057 40043946 1 N  SCBCH BSC-DEG PHYS-MAJ 3 TRN cn
2057-U U2 N P SCBCH BSC-DEG CPSC-HIAS 3 F
2061-U U2 N P SCBCH BSC-DEG CPSCIAS 3 F PROE
2063-U U2 N P SCBCH BSC-DEG CPSGHIAJ 3 F
2065-U U2 N P SCBCH BSC-DEG CPSCAIAS 3P
2067-1 U2 N P SCBCH BSC-DEG CPSCIAS 4 F /
2071-U U—,Q‘P SCBCH BSC-DEG CPSGHIIAJ 4 F APLA
20731 u-2 SCBCH BSC-DEG CPSCAIAS 4 NN
2075-U Uz SCBCH BSCDEG CPSCMAJ 4 NN m
2077-U U2 N P SCBCH BSC-DEG CPSC-MAS 4 F
2081-U U2 N P SCBCH BSC-DEG CPSCIAS DNS F PROE
20831 Uz scB DEG CPSCIAJ 5

Notes on Dates:

To determine if a program has been cancelled, completed, discontinued, etc. using the correct date, remember
that the only time two programs can be active at the same time, is when the student is in a combined degree.
If one program ends at the end of one term and the next begins at the beginning of the next term, they should
actually begin and end on the same date so that there is no gap and no overlap between the programs.
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Revoking Admission (Change of Program) - WADM

Entering a row on the Student Program/Plan screen with a program action of WADM cancels the program
associated with that student career number. It will also IN SOME CIRCUMSTANCES revoke the admission to
that program as follows:

The effective date must always be the first day of the start of a term, and the cancellation will occur as-of that
date. If there is no corresponding admission record for the term entered, then this effectively means that the
program ceased to be ‘active’ at the end of the prior term.

If the program being cancelled, however, is one that the student was admitted to for that term, then the
cancellation is deemed to be occurring at the beginning of that term and the program on the Admission record
is also cancelled.

For example, student is admitted to ARBCH — HIST for F18. If you put a WADM on that program dated
2018/09/01 the program will be cancelled AND the admission revoked, and the system considers that the
student was not in HIST for F18. However, if you put the WADM row up dated 2019/01/01, then the program is
cancelled and the admission is not revoked and the system sees the student as being in HIST for F18, but not
for W91.

To ‘revoke’ an admission, follow these steps:

Enter WADM (Administrative Withdrawal) in Student Program/Plan:

Click the Academic Advisement link.
[» Academic Advisement]

Click the Academic Advising Summary link.
[Academic Advising Summary|

Enter the student ID and press Enter or Search. Click the Search button.

The Academic Advising Summary will list any previous Maxi Term and Academic Career the
student has. Select the most recent career (e.g. Fall 2016/Winter 2017). For FOIP reasons some
information has been removed.

Click the Fall 2016 / Winter 2017 link.
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Search Results

View All First (4, 100fo () Last
[1] Maxi Term Academic Career Description / Name Gender Date of Birth Last Name First Name
i 2171 Undergrad 0712011991

2165 Undergrad Spring / Summer 2016 07200119591

2161 Undergrad Fall 2015 f Winter 2016 07/20M1991

2155 Undergrad Spring / Summer 2015 071201991

2151 Undergrad Fall 2014 f Winter 2015 07/20M991

2145 Undergrad Spring / Summer 2014 07/201991

2141 Undergrad Fall 2013 / Winter 2014 07/20M1991

2135 Undergrad Spring / Summer 2013 07/201991

21 Undergrad Fall 201 2/Winter 2013 07/20M1991

From within Student Record Summary, navigation to other components in PeopleSoft can be
completed via the Open list. Click the Open list.

Student Record Summary | Tom Summary | Aocoed Bummary Cvomars | Full Gourse History gNav - Finnames
Student Record Summary
Inatitution: Calgary * o FA® Ay Comments
Carsor: de Prograems  Maxd Term: Pl 2018 / Winder 2017
L Resel Cum Slatstics; \‘:’r Reset ¥
Acagemic Group: 5 A Facury of Seince Ratresh || Print Opea: v G
Tarm Infoematicn
Fall 2016 In peogress App ‘Winter 2017 In progress App
Program A J Degreelon Primary#fan © Mans ) Subplans ASm SI Req  Program A J Dogres.Plan Primary.Plan C Plsns | Subplans Adm St Req
3 BISC-MA Fi& A Fi6 | ScBCH N a o Fi8 A FI8
¥ [

Click the Program/Plan Summary list item from the Open list.

Application Evaluation ~
Checklist Management
Checklist Summary

Class Registration Information
Comment Inguiry
Communications

Credit, Course / Automated
Credit, Course / Manual
Credit, Other / Manual
Credit, Test / Manual
Education, Previous
Enroliment Appointment
Enroliment Control
Enroliment Request
Enrcliment Request Search
Event Attendance

External Courses

External Study

GPA Calculator

Graduate Student Status
Graduation Summary

LoP Review Page

rogram/Plan Summary
LT er
Service Indicators
Student Degrees
Student Groups v
Student List

Click the Go button.
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The Program and Plan Summary grid indicates any previous careers/programs the student has
been enrolled. In this example, Car# U-0 indicates program ARBCH-NODC-MAJ, Car# U-1
indicates ARBCH-PSYC-MAJ and Car# U-2 SCBCH-BISC-MAJ. To revoke admission to Car# U-2
SCBCH (BISC-MAJ) select the applicable program (e.g. SCBCH) under the "Prog” column for one
of the latest terms (ex. 2167 or 2171). Click the SCBCH link.

Program and Plan Summary

& gesimoll) EEMSIEaE
Display canceled program status data rows.
Personalize | Find | & \E First ‘4 1-23 of 23 ‘& Last

Term  Appl Nbr Prg# Chc Car? Jnt Pri Prog  Degree Aft Plan R DG Lvl Load Type Adm St Prg St Reason COI Standing
2127 42185144 0 1 N ARBCH BSC-DEG PSYC-MAJ 1 HS CN QMAJ

2127 42185144 1 2 N ARBCH BA-DEG PSYC-MAJ 1 HS CN QMAJ

2127 42185144 2 3 N ARBCH BLNK-DEG NODC-MAJ 1 HS A AC SELF

2127-U U-0 N P ARBCH BLNK-DEG NODC-MAJ 1 F

2131-U U-0 N P ARBCH BLNK-DEG NODC-MAJ F GOOD
2133-U U0 N P ARBCH BLNK-DEG NODC-MAJ 1 N

2135-U U0 N P ARBCH BLNK-DEG NODC-MAJ 1 N

2137 42220246 0 1 N ARBCH BSC-DEG PSYC-MAJ 2 CF3 CN AUTO

2137 42220245 1 1 N ARBCH BSC-DEG PSYC-MAJ 2 CF2 A AC

2137-U U1 N P ARBCH BSC-DEG PSYC-MAJ 1 F

2141-U U-1 N P ARBCH BSC-DEG PSYC-MAJ 2 F GOOD
2143-U U-1 N P ARBCH BSC-DEG PSYC-MAJ 2 P

2145-U U-1 N P ARBCH BSC-DEG PSYC-MAJ 2 N

2147-U U-1 N P ARBCH BSC-DEG PSYC-MAJ 2 F

2151-U U-1 N P ARBCH BSC-DEG PSYC-MAJ 3 F GOOoD
2153-U U-1 N P ARBCH BSC-DEG PSYC-MAJ 3 N

2155-U U-1 N P ARBCH BSC-DEG PSYC-MAJ 3 N

2157-U U-1 N P ARBCH BSC-DEG PSYC-MAJ 3 F

2161-U U1 N P ARBCH BSC-DEG PSYC-MAJ 3 F

2163-U U1 N P ARBCH BSC-DEG PSYC-MAJ 4 N

2167 42312427 O 1 N SCBCH BSC-DEG BISC-MAJ 3 CF2 A AC

2167-U U-2 N P SCBCH BSC-DEG BISC-MAJ 4 N

2171-U U-2 N P SCBCH BSC-DEG BISC-MAJ 4 N

The Student Program/Plan indicates the student status is Active in Program (SCBCH - Science
Bachelor) and has been matriculated. In order to revoke the admission, add a new row and
indicate the effective date. Click the Add a new row button.
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Student Program

Academic Career:

Student Plan

Student Sub-Plan Student Attributes

Undergraduate Programs Career Reguirement Term

Qlatus:

Active in Program )

*Effective Date:

2016/02/19 |[5])

@mg ram Action:

Action Reason:

*Academic Institution:

*Academic Program:
*Admit Term:

Requirement Term:

Expected Grad Term:

Last Updated On:
By:

[§] Save ||[gt Return to Search

MATR Q Matr\culat\on_)
Oa
UCALG  [&,  nersity of Calgary
SCBCH 4, Science Bachelor
2167 A g
2167 A e
Qa

2016/02M19 10:02:27AM

[=] Nofify | i Reiresh

Student Degrees

Cdn Student Program Change History

* @ SlE
Student Career Nbr: 2
Find | View Al First'4' 1 013> Last
- +][=]
Effective Sequence: ! L
Action Date: 2016/02119
Joint Prog Appr: O
Admissions
~ From Application
Application Nbr:
Application Program Nbr: 0
*Campus: MAIN__ |2, UCALG
*Academic Load: Ful-Time v

(2 Correct History

A new row is added and the Effective Date must be changed to the first day of the start of the
term as the cancellation will occur on that date. If there is no corresponding admission record
for the term entered, this effectively indicates the program ceased to be "active" at the end of
the prior term. You may enter the term directly or choose the applicable date.

After the applicable Effective Date is entered, select Program Action to indicate Administrative
Withdrawal (WADM). Click the Look up Program Action button.

Select WADM Administrative Withdrawal from the list of Program Actions.

Click the WADM link.
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Look Up Program Action

Program Action:| begins with
Description: begins with

Look Up Clear Cancel |Basic Lookup

Search Results
Wiew 100 First 74y 1-150of15 () Last

Program Action Description

AT Activate

ADRV Admission Revocation

COMP Completion of Program

DATA Data Change

DEFR Defer Enroliment

DIsc Discontinuation

DIsM Dismissal

MATR Matriculation

FLNGC Flan Change

PRGC Program Change

RADM Readmit

REVK Revoke Degrese

SPND Suspension

TRAN Transfer to Other Career
CNVADM Administrative Withdrawal )

The Status is set to cancelled, and the effective date has been entered. An Action Reason
should now be entered. Click the Look up Action Reason button.

Scroll down the list of Action Reasons to select the applicable action. For example, select DNRG

Did Not Register. Click the DNRG link.
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Look Up Action Reason

2053
2085
2087
2091
2093
2095
2097
2101
2103
2105
2107
2111
2113
2115
2117
2MNY
ADDP
DEFF

New Admit Term - Spr 20US
MNew Admit Term - Sum 2008
MNew Admit Term - Fall 2008
MNew Admit Term - Wtr 2009
Mew Admit Term - Spr 2009
Mew Admit Term - Sum 2009
MNew Admit Term - Fall 2009
Mew Admit Term - Wir 2010
Mew Admit Term - Spr 2010
Mew Admit Term - Sum 2010
MNew Admit Term - Fall 2010
MNew Admit Term - Wir 2011
Mew Admit Term - Spr 2011
Mew Admit Term - Sum 2011
Mew Admit Term - Fall 2011
Too many courses for undecided
Admission Depost not received
Appl Deferred from Fall Term

@NRG

Did Not Register )

DOCL
DOCs
DOTH
DRNG
EMNY
ERR
FAIL
FORG
INCA
I0TH
NODC
PSUP
QsPO
RTW
STCN
WARVY
KK

Late Documents

Fac Appl and/Cr Docs Not Recd
Declined Offer-1 part Joint Dg
Deferment Request Mot Granted
Too many crses for Concurrent
Application added in error
Failure to Report Attendance
Falsified Documents

Incomplete Application

Inadm to Other Part of Joint
Program Mot Declared

Program Suspended by Faculty
(Qatar - Sponsorship

Required to Withdraw

Student Cancelled

Cancelled by Admissions Office
Duplicate-Appl Nbr Correction

Press Save after adding a row, indicating the correct effective date, entering the Program
Action (WADM) and the applicable Action Reason (DNRG). Click the Save button.

The following message is just a warning to let the user know that the student has been term
activated for future terms for the program being revoked. In a later step in this process the
student will be reactivated for those same future terms but for their previous program. Click the
OK button.
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Message

The student is term activated in the following future termi{s): 2167, 2171. (14600,870)

Navigate to Program and Plan Summary to ensure there are no active programs associated
with the terms beyond the revocation. Click the Program and Plan Summary menu.

Note in this example there are now no active programs associated with the Car# U-2 SCBCH
BISC-MAJ, as indicated by N-N. Also indicated is the reason of WARV and DNRG. If you are
going to make changes to the change of program application you just revoked and re-
matriculate it, go to Maintain Applications for the program, add a new application row, make
your changes to the program, and click save. You can now readmit the student. If you instead
want to reactivate the student in their previous program, select the previous program under
the "Prog” column for one of the most recent terms (e.g. ARBCH).

Click the ARBCH link.

Program and Plan Summary

Display canceled program status data rows.

Term

2127

2127

2127

2127-U
2131-U
2133-U
2135-U
2137

2137

2137-U
2141-U
2143-U
2145-U
2147-U
2151-U
2153-U
2155-U
2157-U
2161-U
2163-U
2167

2167-U
2171-U

May 2019

Appl Nbr  Prg# Chc Car# Jnt Pri Prog

42185144 0
42155144 1
42185144 2

42220246 0
42220248 1

42318427 0

1
2
3

1

u-o
u-o
u-o
u-o

U-1
U-1
U-1
U-1
U-1
U-1
U-1
U-1
U-1
U-1
U-1

u-2
u-2

N

2 2 £ Z Z £ ZZZEZZ2ZZZZ2Z22Z2 22 Z2

R R = R <]

T W TV WO W TV WD OO

ARBCH
ARBCH
ARBCH
ARBCH
ARBCH
ARBCH
ARBCH
ARBCH
ARBCH
ARBCH
ARBCH
ARBCH
ARBCH
ARBCH
ARBCH
ARBCH
ARBCH
Ay e
ARBCH
ARBCH
SCBCH
SCBCH
SCBCH

Degree
BSC-DEG
BA-DEG
BLNK-DEG
BLNK-DEG
BLNK-DEG
BLNK-DEG
BLNK-DEG
BSC-DEG
BSC-DEG
BSC-DEG
BSC-DEG
BSC-DEG
BSC-DEG
BSC-DEG
BSC-DEG
BSC-DEG
BSC-DEG
BSC-DEG
BSC-DEG
BSC-DEG
BSC-DEG
BSC-DEG
BSC-DEG

Aft Plan
PSYC-MAJ
PSYC-MAJ
NODC-MAJ
NODC-MAJ
NODC-MAJ
NODC-MAJ
NODC-MAJ
PSYC-MAJ
PSYC-MAJ
PSYC-MAJ
PSYC-MAJ
PSYC-MAJ
PSYC-MAJ
PSYC-MAJ
PSYC-MAJ
PSYC-MAJ
PSYC-MAJ
PSYC-MAJ
PSYC-MAJ
PSYC-MAJ
BISC-MAJ
BISC-MAJ
BISC-MAJ

Personalize | Find | |E

1

P oA W R W oW oW oW W R RN M = AR = =

190107200

Z 2z T

Z2 MM mzZz Z T Mz T mm

H&
HS
HS A

CF3
CF3 A

Cr2

EDMS Save

First ' 1-23 of 23 2/ Last
R DG Lvl Load Type Adm 5t Prg 5t Reason COl Standing

CN
CN
AC

CN
AC

CN
CN
CN

QMAJ
QOMAJ
SELF

GOOD

AUTO

GOOD

GOOD

WARV
DNRG
DNRG
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Add a new row to insert a Program Action to re-activate the program.
Click the Add a new row button.

Click the Look up Program Action button.

Select MATR Matriculation from the list of Program Actions to re-activate the program. Click
the MATR link.

Look Up Program Action

Program Action:| begins with
Description: begins with

Look Up Clear Cancel |Basic Lookup

Help

Search Results
Wiew 100 First 747 1-15cf15 (" Last

Program Action Description

ACTY Activate
ADRY Admission Revocation
COMP Completion of Program
DATA Data Change
DEFR Defer Enroliment
DIsC Discontinuation
DIsm Dizmissal
CVATR Matriculation 3
PLNC Plan Change
PRGC Program Change
RADM Readmit
REVK Revoke Degree
SPND Suspension
TRAM Tramsfer to Other Career
WADM Administrative Withdrawal

Once the Program Action is MATR (Matriculated), press the Save button to save the changes.
Click the Save button.
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Ensure the changes have been made by navigating to Program and Plan Summary. Click the
Program and Plan Summary menu.

Note the details on the grid which should now display the re-activated program for the most
recent terms. This program is still not fully re-activated yet because under the “primary”

column “S” (Secondary) is displayed (and there always must be one Primary program per term).

Additionally, N-N is still showing under the “Load” column for the most recent terms, which is
an indicator that the student is not eligible to enroll for these terms. This means that the
program (Car # U-1) isn't really attached to those terms yet. To reset the primary program and
Eligible to Enrol flag, first make a note of the student career number of the program you just
re-activated (ex. Car # U-1).

Program and Plan Summary

1991 a'DT-'ZD[j EDMS Save

Display canceled program status data rows.
Personalize | Find IE Fist 12301232 Last

Term Appl Nbr  Prg# Chc Car# JInt Pri Prog Degree Aft Plan R DG Lvl Load Type Adm 5t Prg St Reason COIl Standing
2127 42185144 0 1 N ARBCH B3C-DEG PSYC-MAJ 1 HS CN QMAS

2127 42135144 1 2 N ARBCH BA-DEG PSYC-MAJ 1 HS CN QMAJ

2127 42185144 2 3 N ARBCH BLNK-DEG NODC-MAJ 1 HE A AC SELF

2127-U U-00 N P ARBCH BLNK-DEG NODC-MAJ 1 |F

2131-U U-0 N P ARBCH BLNK-DEG NODC-MAJ i1 F GOOD
2133-U U0 N P ARBCH BLNK-DEG NODC-MA.J 1 N

2135-U U0 N P ARBCH BLNK-DEG NODC-MAJ i N

2137 42220246 0 1 N ARBCH B3C-DEG PSYC-MAJ 2 CF3 CN  AUTO

2137 42220246 1 1 N ARBCH BSC-DEG PSYC-MAJ 2 CF3 A AC

2137-U U1 N P ARBCH BSC-DEG PSYC-MAJ 1 |F

2141-U U-1 N P ARBCH BSC-DEG PSYC-MAJ 2 F GOOD
2143-U U-1 N P ARBCH BSC-DEG PSYC-MAJ 2 P

2145-1 U-1 N P ARBCH BSC-DEG PSYC-MA. 2 N

2147-U U1 N P ARBCH BSC-DEG PSYC-MAJ 2 |F

2151-U U-1 N P ARBCH BSC-DEG PSYC-MAJ 3 F GOOD
2153-U U-1 N P ARBCH BSC-DEG PSYC-MAJ 3 N

2155-U U-1 N P ARBCH BSC-DEG PSYC-MA. 3 N

2157-U U-1 N P ARBCH BSC-DEG PSYC-MAJ 3 |F

2161-U U-1 N P ARBCH BSC-DEG PSYC-MAJ 3 F

2163-U U-1 N P ARBCH BSC-DEG PSYC-MAJ 4 N

2167 42318427 0 1 N SCBCH B3C-DEG BISC-MAJ 3 CF2 CN  WARV

2167-U U-1 N S ARBCH BSC-DEG PSYC-MAJ 4 N-N

2171-U U-1 N S ARBCH BSC-DEG PSYC-MAJ 4 N-N

Click the Academic Advising Summary menu.
Rcademic Advising Summary |

The student ID should carry over from the previous page, press Enter or Search.
Click the Search button.

Select the applicable term (e.g. Fall 2016/Winter 2017).
Click the Fall 2016 / Winter 2017 link.

From within Student Record Summary navigate to Term Activation via Open list.
Click the Open list.
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Scroll down to view the other navigation options (e.g. Term Activation). Click the Term
Activation list item.

Comment Inguiry
Communications FY
Credit, Course / Automated
Credit, Course / Manual
Credit, Other / Manual
Credit, Test f Manual
Education, Previous
Enroliment Appointment
Enroliment Control
Enrollment Request
Enroliment Request Search
Event Attendance

External Courses

External Study

GPA Calculator

Graduate Student Status
Graduation Summary

LoP Review FPage
Milestones

Program/Plan Summary
Cluick Letter

Service Indicators

Student Degrees

Student Groups

| Student List

Student Status

¢ Term Acfivation

erm History

{1 Transcript Request W
| YofC Enroll Request History

= |

T

Click the Go button.

From Term Activation click View All to view all the Academic Careers for this student (e.g. 17).
Click the View All link.

Find the terms that the reactivated program is still not attached to or had N-N showing in the
“load” column on the Program/Plan Summary (ex. F16/W16). In this example the Car #U-2 is
attached to the Fall 2016 and Winter 2017 terms and this is the program that was just
revoked/canceled (SCBCH-BISC-MAJ). Additionally, the Eligible to Enroll flag is not selected. To
reset this so that the reactivated/active program is attached to these terms instead. Click the
Look up Student Career Nbr button.
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Term Activation

Academic Career:

*Academic Institution:

Enrollment Limit

Student Session

Undergraduate Programs

UGALG @, University of Calgary

“Term: A71Q 7 Units
@udent Career Nbr: 2 Q) Science Bachelor
Override All Academic Levels: L
Override Projected Level: (I
Academic Level - Projected: Year4
Academic Level - Term Start: Year3
Academic Level - Term End: Year3
Level Determination: Units
*Academic Institution: UCALG @,

*Term:

University of Calgary
2167 |2 pqg Units

@u dent Career Nbr:

23, Science ElacheIoD

Override All Academic Levels:
Override Projected Level:
Academic Level - Projected:
Academic Level - Term Start:
Academic Level - Term End:

Level Determination:

]

O
Year4
Year3
Year3

Units

Terms In Residence

*

Activation Date:

Academic Year:

Load Determination:

*Form of Study:
Academic Load:

*Billing Career:

Term Control Dates

@

Find | View Al First'4' 1 of 1'%/ Last

s
Crirst ' 1-17 0f 17 *' LasD)

External Study

MEHE [ [=]

2017101402

2016

Units

Enrollment W
Mo Units

UGRD|@,

Gligible To Enroll:

E)

Activation Date:

Academic Year:

Load Determination:

*Form of Study:
Academic Load:

*Billing Career:

MEHE [#[=]

2016/05/06

2016

Units

Enrollment W
Mo Units

UGRD|@,

( Eligible To Enroll:

)

Look Up Student Career Nbr x
Help

ID:

Academic Career: Undergraduate Programs

Term: 217

Academic Institution: UCALG

Student Career Nbr: = hd

Academic Program: begins with

Academic Program Status:| = Vl ‘ V|

Approved Academic Load:| = v ] v

Look Up Clear Cancel |Basic Lookup

Search Results

View 100 First () 14of4 (3 Last

Student Career Nbr Academic Program Academic Program Status Approved Academic Load

2 SCBCH Cancelled Full-Time

1 ARBCH Active Full-Time D

1 ARBCH Cancelled Full-Time

0 ARBCH Cancelled Full-Time

May 2019

A list of student careers associated with this student are listed. Select the Student Career
Number for the Active/ reactivated program (Ex. Career #1-ARBCH).
Click the 1 link.
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Once the Student Career Nbr is 1 (Active) is selected, the eligible to Enroll flag is auto-selected.
Scroll down to repeat this process for other terms where the Student Career Nbrs needs to
change.

Find | View Al First'&' 107 1'% Last

Academic Career: Undergraduate Programs

Find | View 1 First 4/ 1-17 of 17 '*' Last
*Academic Institution: UCALGIQ, jniversity of Calgary S (=]
*Term: 2171 [@, W17 Units Activation Date: 2017/01/02
Student Career Nbr: SN Arts Bachel cr)
Override All Academic Levels: | Academic Year: 2016
Override Projected Level: O Load Determination:  Units
Academic Level - Projected: Year 4 *Form of Study:
Academic Level - Term Start: Year 3 Academic Load: No Units
Academic Level - Term End: Year 3 *Billing Career: UGRD/@,

Level Determination: Units CE ligible To Enroll: )

Once all Student Career Nbrs are set to the reinstated/active program) and the Eligible to Enroll
is selected Save the changes. Tip: Click View 1 to collapse the view to avoid scrolling down to
SAVE.

Click the View 1.

isw 1

Click the Save button.

It is recommended to navigate once again to the Program and Plan Summary to ensure the
changes are reflected and the student has been properly reinstated. Click the Academic

Advising Summary menu.
Rcademic Advising Summary |

The student ID should carry over, press Enter or Search. Click the Search button.

Select the applicable term from (e.g. Fall 2016/Winter 2017).
Click the Fall 2016/Winter 2017 link.

Use the Open navigation list to navigate to Program and Plan Summary.
Click the Open list.

Click the Program/Plan Summary list item.
Click the Go button.
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Note the Program and Plan Summary now shows the reactivated program as the Primary
Program (P) for the terms and N-N is no longer showing under the “load” column. As long as
there is an N, F or P under the “load column” for those terms, this means the student is eligible

to enroll for those terms

Program and Plan Summary

S '-'-""-I: EDMS Sive
) DRApESY Canciied DOogram sl dals fowi
Pemoraios | Fed (LY (B Femt A 1DoiB L Lam
Teim  AppdMis  Prg@ Che Ca Jel P Paog AN Pl OG0 Lyl Losd Type Ade 51 Prg 3 Bessen CON Sasding ||
Fikil AFTES1E4 L L] AR 1 HS LN Gt
AR P . 1 5 T
k W 1 HE A AT EELF
2Rl A
210 A0 4 PTG = ] Al )
213 AT PEVC-M A AL
TANTL PEVE R F
FATEE] PEYC-MA F
2963 PEYC-AA F
TEL| PRV N
2147 P C-a F
P PEVC-RA F e
MERU VL N
29871 TN E
298U PEYC-RA
SHO-L PEVC-hA 4 K
M ATHBL IS N -
—
SETL PEVC-MAL 1N
e e >

FAELET] YRR 4N
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Letter of Permission Processing

Processing an Existing Letter of Permission Request

1. Access the Letter of Permission Review screen using the navigation:
Records and Enrolment > Transfer Credit Evaluation > Letter of Permission Review

Alternatively, this screen can be accessed from the Open List on Academic Advising Summary.

2. Change the Academic Organization to the desired faculty (e.g. ED, Education)

3. Change the Faculty Approval to Approval Pending.

Letter of Permission Review

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew “alue

Search Criteria

ID

Academic Career
Academic Institution
Academic Crganization
Avrticulation Term
Transfer Model Mbr
Faculty Approval
Admission Approval
Last Mame

First Name

Search Clear
.

L3

4. Click Search. This will give you a list of Letters of Permission that are pending per faculty.

84|Page
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begins with ¥ || Q

= T ndergraduate Programs T
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-

begins with
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=
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Search Results
WView All

1D Name

00862673 Henahan Franklin
10075190 Brown, Jesse E
10084371 Moronha, Bruce C
10090375 erkley, Evan
10112154 Holland, Raghad P
101345866 Spalding Min A
10137092 Zarubiak Melissa J
10148336 Leung Daniel
10153162 Furey. Jenny-Lynn C
10154330 Hunte, Jeanne
10152931 Bustard, Eduardo
10164334 MeIntyre, Shauna J
10169728 Nicoll, Claudia
10171240Firza.Lawrence G

10173543 Hopkins, Nancy
10174339 Hall, Michels E
10175643 Thompsan,
kK,

ika

May 2019

10171390 Me Evoy-Halston,David C

Academic

Articulation

Organization Term

ED
SC
SC
AR
SC

FESEEEEEE25E

21381
2181
2131
2181
2181
2131
21381
2181
21381
2181
2181
2181
21381
2181
2181
2181
2181
1

Transfer
Model

=
=3
5

L O R R O = I JE = TG W AT Y

£l

Faculty Admission

Approval Approval

Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pen

Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending

External
External Org Description Source Institution (Other)
Org ID
00103343 Athabasca University (blank)
00103343 Athabasca University (blank)
00103343 Athabasca University (blank)

00103649 University Of Saskatchewan (blank)

00103343 Athabazca University (blank)

10154953 Univ of Western Ausfralia  (blank)

00103343 Athabasca University (blank)

00103343 Athabasca University (blank)

10165564 Seoul Mational University  (blank)

00103343 Athabasca University (blank)

00103343 Athabazca University (blank)

00103343 Athabasca University (blank)

(blank)  (blank) Universidad Carlos Il de Madrid
10164958 Univ of Western Ausiralia  (blank)

(blank)  {blank) University of Limerick
(blank)  (blank) Univeristy of Hong Kong

10165790 Uppsala universitet
10165735 yang Tech Universit

(blank)
Nk

First '4

1-380f23 % Last

Requirement

Date Transcript/Status

2017/12/05
20171118
201711407
20171202
20171201
2017/12/06
201711423
20171205
20171201
201711428
20171207
20171201
201712104
20171205
201712104
201712108
20171201
01 4

ZZZZZZZZZZZZZZZZZ=Z
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Processing a Letter of Permission

1. On the Letter of Permission Review screen enter the students ID number and search or if you have
already searched pending Letter of Permission’s by faculty (as outlined previously) you can click on the
student link from the search results. This will navigate to the Letter of Permission Summary Screen.

Letter of Permission Summary

Letter of Permission Summary

*
Letter of Permigsion Summary
Institution UCALG University of Calgary Acad Org ED ‘Werklund Schoal of Education
Career UGRD Undergraduste Programs Term 2121 Winter 20128 Model Mor 4

Processing Information

LOP Source WEB Y| Date 201711205 e = ...

OF Printed
Faculty Approval Pending ¥ | pata .
ranscript Processed Send as Email

issi Fendin, b
Admission Approval . Date Eligible for Convocation

* Have read the important information first
¥| Have given permission to order APAS transcripts

Reason for Request | [OTHER] ¥
Specify if [OTHER] Reason |part of my commmunity-bazed bachelor of education program .

AddMiew LOP Comments
A

Host Institution Information
Organization 001022432 Atniabasca University Order Transcript
Host Institution
Country AN |3 Canads
Address 1 [1 University Dr
Address 2
Address 3
Address 4
City Athebasca Province/State AB %, Postal Code [TES 343

Transfer Credit Model Details

e When the Fee box is checked the student has paid the application fee (if it is not checked, the application
fee has not been paid).

e When the LOP Printed box is checked the letter of permission has been printed
e When the Transcript Processed box is checked the Admissions office has received this student’s transcript.

e The Address section should be automatically completed if the student is planning on attending a Canadian
institution.

¢  When clicking on the Add/View LOP Comments you will see the following:
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Adding L of P Comments

Letter of Permission Comments

1D
Institution UCALG University of Calgary Acad Org ED Werklund School of Education
Career UGRD Undergraduate Programs Term 2131 Winter 2018 Model Nbr 4
Coded Comments Find | View All First ‘4’ 1of1 ‘&' Last
*Comment Code @ @
Comment
o
Free Format Comments Find | View All First ‘4 10of1 ‘B’ Last

*Comment +][=]
e
OK | Cancel
k.

e When selecting the Comment Code lookup you can view a list of pre-set comments (i.e. Students can
transfer a maximum of 10 fce from other institutions).

e Additional comments can be entered in Free Format Comments.

e Use the + or—icon to add or remove comments.

e Clicking on the Book icon will run ‘spell check'.
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Favorites. Main Menu Records and Enroliment Transfer Credit Evaluation Letter of Permission Review

Look Up Comment Code
CALGARY
Acadenic Institution UCALG
Admission Comment Code| begins with T ||
Description| begins with ¥
Letter of Permission Comments
Look Up Clear Cance! Basic Lockup
| 5]
Institution UCALG University of Calgary Acad Org g| Search Resuits
Career UGRD Undergraduate Programs Term 2 ‘iew 100 First ‘& 1-42pras b Last
Coded Comments Admission Comment Ccde-[}escript.iun
fen ] Mo credit for D grades
H co1 Mo credit below C
“Cemment l.':odEl:lQ Cio20 Mo D grades except MRC/MHC
Comment C030 Mo credit for grades of 4
G040 Mo credit for grades of 2
060 Mo credit for grades of 1
Ci0E0 Mo credit for grades < G0%
COFD Mo credit for grades P or 5
Ci080 Required to camy _ failures
- - Coed Mo credit for work: st
(Er-ee Format Comments ) c100 Mo credit insufficient gtr hrs
C110 Credit TBO: portfiolic
“EL el c120 Cradit TBO: course outines
C130 Ezemption Req Statistics 343
140 Credit for 5 Jr Social Wk crs
C150 Mo credit grade < C- for Adult
C180 Mo credit: insufficient sem hr
CATOD Ezempt Req Siatistics 343/347
C180 Major in Surveying Engineering
180 Course work = 2 yr old for BSc
ok || Ganest c200 Credit= 10 years old
G220 Max of 10 full-course equiv
CZ221 Max 5 full-course equiv BHS:
222 Max of 2 3-credit D or D+ grds.
G230 Creditfor _ being assessed
231 F& curmently evalusting credst
G260 Faculty to review credit
G251 EM review of credit
C280 Genarc Transfer Credit eg 204
261 Generic credit (BACICS)
C270 Credit for BACS 202 or 300
C280 Fall 1228 BCOMM revision
C281 Course cutfines
C280 Cuaollege & Inst of Tech courses.
C300 Mex credit: BACCS degres prog
C310 Credit = 10 yesrs old: BACCS
C320 Max Credit: IB
C330 Mo credit for grades < &5
C340 Faculty review: IB credit
G350 BComm Distinction
C260 AP less than 4
C370 Ha LOP fermn comment -
bgecizinl HA Srade nf -
4 2
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2. Transfer Credit Model Details

e On the Letter of Permission Summary screen click the Transfer Credit Model Details link to look at
which courses the student intends on taking at their host institution.

Letter of Permission Summary

Letter of Permission Summary

Letter of Permizsion Summary
Institution UCALG University of Calgary
Career UGRD  Undergraduate Programs
Processing Information
LOP Source WEB Y| page 201701208
Faculty Appm\ral Date
Admission Appm\ral Date

*

Acad Org ED ‘Werklund School of Education
Term 2121 Winter 2012 Model Nir 4
Fes Generate LOP
LOP Printed
Transcript Processed Send as Email

Eligible for Convocation
# Hawve read the important information first

¥ Have given permission to order APAS transcripts

Reason for Request| [OTHER]

Ll

Specify if [OTHER] Reason |part of my community-based bachelor of education program ¥

Addiview LOP Cormmments

Host Institution Information
Organization 00102342 Athabasca University
Host Institution
Country CAM |} Canads
Address 1 (1 University Or
Address 2
Address 3

Address 4
City Athabasca

E Transfer Credt Model Detsils '}

Province/State AB

Order Transcript

3, Postal Code T3S 3A32

May 2019
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The Transfer Credit Model screen for automated transfer credit will appear (click View All).

This screen contains a record of

e transfer credits (once the transcript has been put up and processed by the admissions office a transfer
credit model is added here)

e arecord of what the student intends on taking on their Letter of Permission.

You can differentiate between the two different types by looking at the Transcript Level.

e Official (transcript level) is put up by the admissions office once the official transcripts have been received.
Once official transcripts are received the admissions office puts up their separate transfer credit model in
addition to showing a Transcript Level of Official. Under Data Source Letter of Permission will appear to
indicate Letter of Permission Credit.

e Not Print (transcript level) states that the attached information is listing which courses the student intends
on taking on their letter of permission. This model will list all L of P's at a single institution together (i.e.
Athabasa University, etc. will both be listed under this model). This information is particularly important for
verifying Letters of Permission.

Transfer Course Details Transfer Summary

L
Transfer Credit Model Find | Wiew All First 4of4 ‘b Last
Academic Career UGRD Undergraduste Programs +l|=
Academic Institution UCALG University of Calgary
*Model Nbr 4
(*Transcript Level | Mot Print f
Target Informaticn
*Academic Program EDECH |Q Edueation Bachelor
Academic Plan Q Apply Agreement
Source Information
*Credit Source Type: | Extemnal ¥
External Org ID 00103343 Athabascs University
Data Source | Letier of Be ¥
Transfer Credit Term Find | View All Fist ‘4 1of4 "} Last
tArticulation Term 2181 |Q Fetch =l
rticulation Term 2181 | yaqg Submitied
Equivalency Details Ewslustor Details | [F=H
= External External Subject / Units Grade Eguivalent Subject! Units Grade Repesat Inclin
=2 = T Py
iy EES Term Cstslog Nbr Taken Input Catlg Mbr Accepted Bssis Ernk Code FA W
1 |Accepted (2016 PSYC 400 LOP |EDPS XX 8.000(TRN |LOP
2 |Accepted (2016 MUTR 321 LOP |KNES 227 3.000(TRN |LOP o
AddView Comments
& Save ||[3h Retumnto Search =1 Motify =» Add Update/Display

Transfer Course Details | Transfer Summary

|Page
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Note Model Number 4 and the Transcript Level is Not Print. Additional, the transfer model is making
reference to a letter of permission under the DATA Source section — Letter of Permission displays.

In this example this student has a letter of permission transfer credit model for their Winter 2016 Letter of
Permission.

External Subject/Catalog Nbr section lists the external courses the student has taken while the Equivalent
Subject Catlg Nbr section lists the transfer agreement.

For Canadian institutions with transfer agreements (as listed on /CRED) the Incoming and Equivalent Course
sections should be filled out if the application has been completed online and the transfer credit model is

‘automated’.
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Approving/Denying Letter of Permission Requests

1. Return to the Letter of Permission Summary screen.

Change the Faculty Approval section (to Approved or Not Approved).
3. Click Save.

n

Letter of Permission Summary

Letter of Permission Summary

* @
Letter of Permission Summary
Insfitution UCALG University of Calgary Acad Org ED Werklund School of Education
Career UGRD Undergraduate Programs Term 2131 Winter 2015 Model Nbr 4

Processing Information /
LOP Source WEB Y L #FfDate 2017/12005 Fee Generate LOP
LOP Printed

Faculty ApprovallFe | Date

Transcript Processed Send as Email

Admission Approv Date

Eligible for Convocation
Have read the impertant information firet
#| Have given permission to order APAS transcripts

Canc by 5t
Cancelled
Expired

%

d
v

§
Reason for Ret pending

Specify if [OTHER] Reason @

Addrview LOP Comments

e

Host Institution Information
Organization 00103343 Athabasca University Order Transcript
Host Institution
Country CAN | canada
Address 1|1 University Dr
Address 2
Address 3
Address 4
City|Athabasca Province/ State A5 C Postal Code (T3S 343
Transfer Credit Model Details

EDI Request Data
Requests Response Reason Mame Details E]

Personalize | Find | JE] | E‘ First '4' 1of1 ‘&' Last

External Org ID'  Name Tracking ID Status  Last Changed Hold Type Specific Date APAS Course Title

/

[F] Save 3 B2 Retum to Search Previous in List  |[45] MNextinList | =] Notify % add

Status

Viewing/Printing the Letter of Permission

4. Click on the Generate LOP button to view a PDF version of the letter. The letter can then be printed from
the PDF file.

5. If you click on the Send as Email check box, and then the Generate LOP button, the Letter of permission
will be emailed to the student.
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Checking Positive Service Indicator (to see if a student is currently on a Letter of Permission)

1. Click on the Positive Service indicator icon located at the top of many Campus Solutions screens.

Letter of Permission Summary

Letter of Permission Summary

LI

Letter of Permission Summary k}
Institution UCALG University of Calgary Acad Org ED Werklund School of Education
Career UGRD Undergraduate Programs Term 2131 Winter 2018 Model Nbr 4
Processing Information
LOP Source | WEB Y| Date 2017M12/05 Fee Generate LOP
Faculty Approval | Pending v Date LOP Printed )
Transcript Processed Send as Email

Admission Approval | Pending v Date

Eligible for Convocation
¥ Have read the important information first
#| Have given permission to order APAS transcripts

2. This will display the Manage Service Indicators page which provides a summary of the Service Indicators
on the Student Record. Click on the LOP link.
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Manage Service Indicators

Display Effect | Positive v Institution | University of Calgary v Refresh

[#] Add Service Indicator

Service Indicator Summary Personalize | Find | View All | @l @ First ‘4 1-30f3 ‘b Last
Code Code Description Reason Description Institution Start Term End Term F}:‘:;?mi.'on Start Date End Date

Lop"  LoHerofPermission gia action Requied UCALG 2177 F17 20170605 )

LoP ;fgr,fmf PeIMisSIoN giatf Action Required  UCALG 2167 F16 2016/06/02

Lop  LoHerofPermission giaaction Requred UCALG 2161 W16 2015/10/05

[#] Add Service Indicator

Cancel

3. If a student is currently on a letter of permission the Services Impacted will be displayed (This alert is
removed once the Admissions office processes the students transfer credits).

MW”W.NJM\MMW "

Comments

2000 characters remaining
(Services Impacted ) / Personalize | Find | View All | & | ] First ‘4 10of1 ‘&' Last
Impact Description Basis - Date Basis - Term Term Category
1 ALERT Alert Flag - Mo Impact L4 L4

Service Indicator Date Time 2017/06/05 9:49:15AM
User ID
OK Cancel Apply
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Entering/Revising the Credit to be Awarded

1. Viewing the Transfer Credit Model & Checking Transfer Agreements
Use the forward/back buttons go to the appropriate model number.

Transfer Course Details Transfer Summary

*
Transfer Credit Model Find | Wiew All {First V' 4ofq ‘b |g=t }

Academic Career UGRD Undergraduste Programs +| =

Academic Institution UCALG University of Calgary
*Model Nor A

*Transcript Level| Mot Print ¥
Target Information
*Academic Program EDECH | Education Bachelor

o’
Academic Plan Q Apply Agreement

(Emlrce Information )

*Credit Source Type: | Extemsa v

External Org ID 00103343 Athabasca University

Data Source | Letterof Pe ¥
Transfer Credit Term Find | Wiew &l First ‘A’ 1of4 "} Last
*Articulation Term 2181 | yqe Fateh Submitted

Equivalency Details Evaluator Details | [F=H
External Subject! Units Grade Equivalent Subject’

* - -
Group  Stetus  Bddemsl oM CotalogMbr  Teken Input Catig Nbr Lok
1 |&ocepted |2016 YT 400 LoF  [EDPS  ox 0 |5 | G+ (=)
2 |accepted |2016 NMUTR 321 LOF |KMES 237 0= |+ =
Agdiew Comments
=] Save ||[gh Retumto Search ||=] Modify Ek Add 2] Update/Display

Transfer Course Details | Transfer Summary

In this example, this student has applied to take PSYC 400 and NUTR 331 with Athabasca University in
Winter 2016. The Equivalent Subject section has been automatically filled in since this is an automated
transfer credit model which can make use of transfer agreements. This student will receive credit for EDPS
9XX and KNES 237. If the equivalent subject section needs to be modified select the icon to navigate to
Equivalent Course Information.
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2. Editing the Equivalent Subject section (if necessary)

e Select the Look up Icon to bring you to the search page where the appropriate course can be selected.

Equivalent Course Information

Incoming Course
9 oK
Term 2016
Cancel
Course NUTR 331 NUTR 331
Units Taken  0.00
Grade Input LOP LOP Crse Level Regylar
Equivalent Course
Cl_fourse ID[124412 |Q Introduction to Nutr tion) Clear
Offer Nbr|  1Q KNES 237
Grading Scheme CMB |Q_  PCT/4PT(TR1) Transfer Grading Valid Attempt
Grading Basis|TRN |Q PCT/4PT(TR1) Combination Earn Credit
Official Grade LOP |Q Include in GPA
Units Transferred 3.000 Grd Pt/Unt Units Att  Yes
Repeat Code Q
Designation Q

? Include in FA WI Stats

Note:

Under this page only the course equivalence can be edited. If further revisions need to be made (i.e.
Adding/Changing courses, changing start/end dates) a separate procedure will need to be executed as
follows.

e After changes have been made, click OK which will bring you back to the Transfer Credit Model screen.
e On the Transfer Credit Model screen click SAVE.

3. If this letter is ready to be approved and printed, return to the Letter of Permission Review page and
perform the steps listed previously.
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Making revisions to automated credit created by a web application

Changes to automated credit created by a web/student centre L of P application must be made through the
External Education screen. This is a separate and different process from revising Course Credit Manual Letters
of Permission (see the section on entering an application directly).

Important Note:

Since the external education screen contains a record of the student’s high school, official transfer credits as
well as web/student service centre L of P information it is IMPORTANT when making revisions to a letter of
permission you are working with the appropriate data and that NO changes are made to the high school or
official transfer credit information.

It is important to never delete information on the external education screen or the transfer credit model.

1. Select the External Education screen.

Navigation: Records and Enrolment > Transfer Credit Evaluation > External Education
Select the External Education tab.

e Use the forward/back buttons to select the appropriate record/external organization (this page will list all
external credit i.e. high school courses, official transfer credit as well as web/student service centre Letter of

Permission requested courses).
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External Education Courses and Degrees Regional

TR TWTIOOW [ Heip

School Information Find | View Al First '* 3of4 '} Last
‘ *External Org ID|00102342 & Adhabasca University ’ Checklist Item Update *| =]
School Details
Career Data Find | Wiew All First ‘&' 1of5 '} Last
+][=
Extend Org Desc
# Post & v
Data Number 1 Career| Post Secondary
Term Type [ Semester v External Term [FALL Q, SemFal Dismissed from School
Term Year| 2012 Academic Level | Unknown hd
From Date 20120101 |5 To Date 201312/31 | Comments
Transcript Status
*Action Transcript Date Date Received Transcript Type Transcript Status
Recsivad v Eo1s0eE0 | EotsAnm | Officia v Final v
Data Source Data Medium
Regular v EDI v
Transcript Summary Personalize | Find | View &l | &2 | L;_;‘ Fist ‘&' 10f1 &/ Last
Term GPA Unitsi Credits Rank | |F&°W
*Bummary Type External Term External Year Academic Lavel Institution
1| Genars r r 018 Unknown hd UCALG ¥ * =
External Subjects Personalize | Find | View all | 12 | E Fist ‘&' 10of1 &/ Last
GPA || Subject Totals || Units/Credits | [T24
*External Subject Area Short Desc *Course Level Institution GPA Type External GPA Converted GPA
1 Q v UCALG T 4.00 Q Q Q X =
Transfer To | Course Credits ¥ Go
il Save [|[@" Retum to Search =] Notify ||« Refresh

External Education | Courses and Degrees | Regional

2. Revising Course Information

Changing Begin/End Dates:

e Select the Courses and Degrees tab.

; Timeframe E
e C(Click the tab within the External Courses table, or use the expand button to

expand all columns and scroll to the appropriate fields (i.e. Begin Date and End Date).
e Change the dates in the highlighted sections below.
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External Education ‘ Courses and Degrees , Regional

External Organization

External Org ID 00103243 Athabasca University
External Course Defaults
Data Numherljl
Data Source| Sef-Reportad Information v
Acad Level| Unknown ]
Institution JCALG |0 UCALG
Course Type| Course hdl
Unit Typel Units v
Grading Scheme
External Courses
Course Grades Details - 1 Dietails - 2 Details - 2
Course Seq Data Mumber Term Type
I A [semester ¥
A [semester ¥
A [semester ¥
4z | | Cther T
5[z T | Cther T
CE | | Cther T
73 T | Cther v
EHE | | Cther T
a4 T | Cther T
10[ 4 | | Cther T
1[4 T | Cther T
A o

May 2019

External Career| Fost Secondary ¥ |
S —

External Term Q

Term Year

TREW VVITRIOW | T

Find | Wiew Al First ‘4 3of4 '} Last

+]

Apply Defavlts |

Course Level|

¥

Units Taken

Grading Basis TRN |

Transfer
Transfer Credit'Comments

e
External Term

Sem Winter ¥
Sem Fall v
Sem Fall v

Term: Year

2013
2013
203

Parsonalize | Find | Wiew All IE|| @ First ‘&' 1-120f13 '

Begin Date / End Date ‘/

201201701

Last

2012001
201308001

¢ 0162016011y

= [
I

EEEE

2018 2018013 =
2016 2016/08 ) =
2016 2016/08] ) 20160133 =
2016 2016/08 )

2018133
2017 [201 77084 &) i
2017 [201 71094 &)

2017 [201 77084 &)

Nl g R Y
1
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Adding a course to an existing letter of permission

A maximum of 10 courses may be listed on a single Letter of Permission. This page must be completed exactly
as shown below.

e Asoutline above, on the External Education screen use the forward/back buttons to select the appropriate
External Organization and then select the Courses and Degrees Tab

External Education Courses and Degrees Regional

oo
External Organization Find | View Al First ‘% 3of4 ‘b Last
External Org ID 00103243 Athebascs Univarsity (=
External Course Defaults
Data Number v External Career| Fost Secondary ¥ Apply Defaulis
Diata Source| Sef-Repored Information v Term Type Semestar v
Acad Level| Unknown r External Term o
Institution|UCALG |G UCALG Term Year,
Course Type| Course b Course Level i
Unit Type|_Units b Units Taken
Grading Scheme SME T Grading Basis TRN |Q Transfer
External Courzes ‘/ Personslize | Find | View &l | | E First ‘&' 1-120f14 Last
Grades Timeframe Details - 1 Details - 2 Details - 2 Transfer CreditiComments | [0
Course Seq *Schoal Subject Description *Course Nbr *Course Mame
1|EDPY Q EDPY 200 Q EDFY 200 +. =
2|EDPY o'} EDFY 351 Q EDPY 251 &) =
2 |[EDPY =} EDFY 228 Q EDPY 228 ] =)
4Py Q PSYC 400 Q FEYC 400 \ +) =
1l a Q @ -
B[NUTR Q NUTR 3231 Q NUTR 331 &) =
&[BIOL Q BIOL 204 Q BIOL 204 *] =]
7 |GEOG Q GEDG 201 Q GEOG 201 +] -
g(PSYC Q PEYC 323 Q FSYC 323 &) =
g[HIST Q HIST 224 Q HIST 224 +. =
10 [HIST aQ HIST 268 Q HIST 2582 &) =
1 |(GEOL o'} GEOL 200 Q GEOL 200 ] =
External Degrees Personalize | Find | Wiew All | 2] | Q First ‘4 1of1 '® Last
Degree - 1 Degres - 2 Field of Study Transcript | [F=K
Degres *Description *Degree Date
1 Q 5 + =
Transfer To| Course Credits ¥ Go
S Save |[[5* Retumto Search |[=] Motify |[i Refresh

Extzrnal Educstion | Couwrses and Degrees | Regional

e Click the button to expand the entire section.
e C(Click the Add/Remove buttons to insert new rows.

+ . . .
When the button is clicked, you will be prompted to enter the number of rows you wish to add. You
will need to add a new row for each additional course you are adding to the Letter of Permission.
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e On the Course tab, use the lookup

Q

button or type in the School Subject and Course Nbr. The Course

Name will automatically be filled in if the course is already part of the database of courses from that

institution.
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Within the Grades tab, select 'UGRD' in the Grading Scheme

Use the lookup button to enter TRN' in Grading Basis and ‘LOP’ in Grade In, as shown above.
NOTE: Even if TRN' is already selected in Grading Basis you will still have to enter it in order for LOP to be
selected for the Grade In field.

Ty
External Courses
fir=
g::rss *School Subject  Description *Ciourse Nor *Course Mame Subject Area Description Units Taken ’thmﬁgg *Grading Basis ~ *Grade In  Official Grade Data Mumber
— ) - . 3 : !
1[EDPY @ EDFY 200 @ [EoFv 200 FIEC QL Zzi‘,six‘"“"f 0.00 [CME TRM ak  Jal a0 v
. =t - -
2[eDFy @, EDFY 351 @ [EDPY 251 FSEC O, 225},;5”““'? 0.00 [CVE TRN alar oy far al v
— . - . s ; !
2|EDPY @ EDPY 220 o [E0FY 230 FIEC QL ZZT,;:‘"‘"“"” 0,00 [CME TRN al oA o v
. = - -
4fpEve @ PSYC 400 @ [PEvc 4m FSEC O, 225},;5”““"’ 0.0d [USRD TRNM aof |Jalor oz
. =} - -
CEE @ PSYC 432 o [Peve 422 FSEC QL z‘;ﬁ'rse?"“"’ 0.00 [UGRD TRN Q oP |a [LorP D
5
5[NUTR @ NUTR 231 @ [NUTR 231 FSEC O, zzif;ff“car’ 0.00 [UGRD TRN Qor Jalor oz
=3
8[BioL BIOL @ [ioL 204 FSEC QL ZZSJ‘,;E;“’"“"” 0.00 [UGRD TRN Qlor o

Data Number Term Type External Term Term Year Begin Date EndDate *External Career *Data Source Acad Level
1 ¥ || Semester Y || Sem'Winter ¥ 2012 201 201701 Post Secondsry ¥ || Regular ¥ | [ Unknown v
{\(( 1 ¥ || Semaster ¥ || SemFa v 2012 201 20801 Pzt Secondary ¥ || Regular ¥ | | Unknowni
1 ¥ || Semester ¥ || SemFa v 2013 201 001 Post Secondary ¥ || Regular ¥ | [ Unknown
2 ¥ || Crher v 2018 2016/01/ (3] |2016/04[8) | Fost Secondary ¥ || Letter of Permission Reguest ¥ | | Unknown A
¥ || SemFs hd 2012 Post Secondary ¥ || Regular T || Unknown
2015 |20168/01/) 34 |2018/08 3] | Post Secondary ¥ || Letter of Permizsion Request ¥ | | Unknown
2018 |2016/081 1) 201612 [#) | Post Secondary ¥ || Letter of Permission Request ¥ | [ Unknown
2015 |2016/08/ 51 (201612 [w) | Post Secondary ¥ || Lefter of Permission Reguest ¥ | | Unknown

2018

the Begin and End Dates, as required.

NOTE: The dates can only be modified when a Term Type of ‘Other’ is selected, as shown.

Within the Timeframe tab, enter "1’ in Data Number and select a Term Type of ‘Other.’ You can change

%d Date  *External Career *Data Source Acad Level Unit Type *Course Type %
5 Post Secondary ¥ || Regular ¥ || Unknown ¥ || Units Course T || Re
b Fost Secondary ¥ || Regular ¥ || Unknown ¥ || Units Course hd
<( Post Secondary ¥ || Regular ¥ || Unknown ¥ || Units Course v
¢ (201600 ¥ | Post Secondary ¥ || Letter of Permiszsion Request T || Unknown T || Units Couwrse v
Gc-s: Secondary ¥ || Regular ¥ || Unknown ¥ || Units Course d
2016/04 [+ | Post Secondary ¥ || Letter of Permission Regquest ¥ || Unknown ¥ || Mnits Course v
=t Secondary ¥ || Letter of Permiszion Request ¥ || Unknown ¥ || Units Course v

1 Secogdary

102|Page

May 2019



?:ni:; Af:ademic Advising E’ZNRIEEESK‘I{?$
- Advising

External Courses Personalize | Find | View &l | B | R First ‘&' 1-12 of 14 Last
Course Grades Timefra ” Dietails - 2 Details - 3 Transfer Credit'Comments | [F=H
Course Seq *External Career *Data Sourca
1| Post Secondary hd Regular v =] =
2| Post Secondary hd Regular T +] =
3| Post Secondary v Regulsr hd | -
4| Fost Secondary hd Leiter of Permission Reguest T | =
C 1=t Secondan, v = v > -
14| Post Sc—xﬁc_e y R_§J|EI' |
5| Post Secondary hd Letter of Permiszion Reguest A *] =
8| Post Secondary v Letter of Permission Reouest v o -
7| Post Secondary hd Letter of Permission Reguest T *] =

e Ensure the Details tab is filled out as shown (i.e. Data Source 'LOP’, Acad Level 'Unknown’ and Course
Level 'Regular’).
e Once all the appropriate changes have been made click SAVE.

***Note:

This page attempts to AUTO complete certain sections and often the AUTO complete function is
incorrect. After saving double check the information to make sure it is still correct.
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Updating the Letter of Permission Transfer Credit Model

If changes have been made on the external education screen, you must update the course information on the
transfer credit model.

¢ Go to the Letter of Permission review page

Navigation: Records and Enrolment > Transfer Credit Evaluation > Letter of Permission Review

Alternatively this page can be accessed from the Academic Advising Summary drop down menu.

e Once the appropriate Letter of Permission is selected click on the Transfer Credit Model details link at the
bottom the page

e Using the Forward/Back buttons select the appropriate Transfer Credit Model Number

e Once the appropriate Model Number has been selected click the Fetch button as shown below (this will
update the changes that have been put up on the external education).

e Ensure that the Equivalent Subject/Catalogue Number field contains the correct course equivalent.
Modify as necessary.

e Click SAVE. The revised letter can now be printed from the Letter of Permission review screen.
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Transfer Course Details Transfer Summary

Transfer Credit Model

Academic Career UGRD

Academic Institution UCALG
*Model Nbr

*Transcript Level [Not Print__ v

Target Information

*Academic Program [ARBCH |

Academic Plan

Source Information

*Credit Source Type: Exernal  [v]

External Org ID 00103343

Data Source |Letter of Pe[v |

Transfer Credit Term

*

.

Find | View All First £ 90f10 ' Last

Undergraduate Programs

University of Calgary

Aris Bachelor

Athabasca University

[+ [=]

| Apply Agreement

/ Find | View Al First ‘4 1of1 '} Last

*Articulation Term 2137 |Q F18 Fetch Submitted ﬂ j
Equivalency Details | Evaluator Details | [0
al = . Incl
- External N Units Grade Equivalent Units  Grade Repeat _
Group  Status Term S””'Ec:qi’?a‘a"’g Taken Input Subjoct ! Gatlg Mbr Pccepled Basis =20 Code "WFIA
1 |Accepted (2018 HIST 304 LOP [HTST XX 3.000 TRN |LOP 4
2| |Accepted (2018 GEOL 313 LOP [GLGY 9XX 3.000 TRN |LOP od
3| [No Rule (2013 RELS 313 LOP El
Add/View Comments
|Flsave 77loM Retum to Search =] Notify [E% Add

Transfer Course Details | Transfer Summary

Entering an Application for a Letter of Permission

Many faculties encourage the on-line Application for Letter of Permission to enable their students to enter their
Letter of Permission requests themselves, through self-service.

When it is necessary for a staff member to enter the application on behalf of a student, there are two ways:

e Staff can access the on-line application themselves through the Student Services Center. This is
recommended since it is the easiest method and can result in either an automated or manual transfer credit

model, depending on whether the institution is selected from the drop-down menu).

e Staff can enter the transfer credit model and letter of permission record directly in to the Student
Administration System (the only option available is to make the transfer credit model ‘Manual’).

Entering the Application using the Letter of Permission Application through the Student Services Center

1. Access the Student Services Centre screen using the navigation:
Campus Community > Student Services Centre
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2. Select Letter of Permission under the Academic drop down menu and press Go.

ID * 0

Education Bachelor
Bachelor of Education (Degree Stream)
Education K-12 - Social Studies (Major)
Social Studies (Concentration)

Academics Schedule Builder

My Class Schedule

You are not enrollad in classes.
Shopping Cart @

Search for Classes

other academic. . i)

B | Holds

Exam Schedule

GPA Calculator Mo Holds.
Grades
Letter of Permission @ You have no outstanding charges at this time. e
T2202A Tax Form Data olots
Transfer Credit Report Letter of Permission
other academic...
Account Summary Letter of Permission
[ ether financial... "I® | pastoue 000
Iviore p
Amount Expected Total Due
U= Owed Loans for Term E i D
0.00 0.00 0.00 nrollment Dates
Open Enroliment Dates
Personal Information
T G h T T Enrolment Services Links
- Print Enralment Verification
Home (Mailing) Registration information
Know your dates and deadlines
Current Home Phone Campus E-mail i e B £10] B e
Fay your tuition & fees
— Student loan infermation
Admissions Awards at UCalgary
Residence Payment Information
Change of Program
Other Links
@ You do not have any pending applications at Enrolment Services
this time. Faculty of Graduate Studies

UofC Calendar
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3. On the next screen select the Term that the student has applied for a letter.

Letter of Permission

A Letter of Permission is required to enable you to take a limited number of courses at another university or college
while working toward a program at the U. of C.

pplication Status

To view the status of one of your applications for a Letter of Permission, click one of the link(s) below:

Fall 2017 Athabasca University
Winter 2018 g Athabasca University
Apply

To apply for a Letter of Permission, click the link for an appropriate term below:

Winter 2017

Spring 2017

Summer 2017

Spring 2018  iss—
Summer 2018

Fall 2018

Winter 2019

Spring 2018

Summer 2019

4. On the next screen several sections must be filled out.

¢ Host Institution
After clicking on Look up and entering the name of the institution, if it does not display, select Other — Not
one of the Above to enter an institution that does not appear on the list.
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Letter of Permission

1. Application Form

Request for Spring 2018

Please read the important information below

The information on your LOP application is collected under the authority of the Post-secondary Leaming Act. It is
required to process your request. If you have any questions about the collection or use of thiz information pleasze
contact your Faculty office.

For institutions outzide of Alberta, calendar descriptions of all courses you are requesting and information about the
weight and level of the courses at the host institution must be submitted by fax, e-mail or in-person.
Click here for contact information).

Your request will not be processed until this information is received.

« FPlease note, you may submit a maximum of 1 application for this time-frame. If you require a second letter, or any
revisions to an existing letter, pleaze contact your faculty.

& Az long ag you are studying at ancther institution with our pemission, you do not have to apply for readmission to the
University of Calgary to resume your studies upon your retumn. If you did not apply for permission prior to taking a
course glsewhere, please contact your faculty office to determine whether you may be issued a retroactive letter.

There may be some conditions under which you cannot apply for a letter of permission on-line.
Please read these guidelines before submitting an application.

( I have read the above information. )

Host institution you wish to attend

Please zelect the hozt institution that you plan to attend by clicking on the "click here to select an institution' button below.

Haost click here to select an institution-.|
Institution: ok

Country: | click here to select a country

Address 1:
Address 2:
Address 3:
Address 4:
City:
Province click here to select a province | state
[State:
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Institution Selection

Enter any part of the ingtitution’s name and then click on the 'Look Up' button

MName Contains: JUMIVERSITY OF ALBERTA
Look Up

Click on the "SELECT button below for the institution that you are inferested in.

Select an Institution

SeLecT University of alberta

Other - Mot One of The Above

CLOSE
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\ﬁi/:r\;t institution yob-~fish to attend "“‘MWW"“W

Please select the host imstitution that you plan to attend by clicking on the "click hers to select an institution’ button below.

Host Institution: | click here to select an institution |

University of Alberta

Country: i click here to select a country ; Canada
Address 1: |Office of the Registrar
Address 2: |2nd Floor Administration Building
Address 3:
Address 4:
City: [Edmonton

Province /State: | click here to select a province | state | Alberta

Postal: [T&G 2M7

Reason for Request

Please salect why you are submitiing thiz application by choosing an item from the drop-down lizt below. If you are not able to find

a reason that repregents your situation, please choose [OTHER] from the drop-down list and then type it in manually in the 'Specify

if [OTHER] Reaszon' field below when it appears.
Reason for Request: | Choose One

v

Course(s) you intend to take at the host institution

Please enter details in the table below for course(s) that you intend to complete at the host institution.

To enter "Course Mame' details, click on the 'select courze name’ button to choose from a list of defined values. If you are not able
fo find the course name that you are interested in, please type it in manually to the right of the "select course name’ button.

To enter "Course Mumber' detailz, click on the "select course number” button to chooss from a list of defined valuss for the "Courss
Mame' entered. If you are not able to find the course number that you are interested in, please type it in manually to the right of the
'gelect course number button.

] I give permission to the University of Calgary to request transcripts from ApplyAlberta partner institutions.

Course({s) you intend to take at the host institution

Course Name Course Number From Month  |To Month
1| select course name | | select course number | [ Ll v |
| select course name | | select course number | [ | v |

| select course name |

| select course number |

| select course name |

| select course number |

2
3
4
=

| select course name |

| select course number |
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If the institution is listed, it will automatically autocomplete the address section. If there is any
inconsistency with the address, it may be manually edited.

Note:

If the institution is selected from the look up list, the transfer credit model will be created as ‘automated’
credit. If you select ‘Other’ and type in the name of the institution manually, the transfer credit model will
be created as ‘manual’ credit.

¢ Reason for Request
Select the Reason for Request from the pull down menu.

Reason for Request

Please select why you are submitting this application by choosing an item from the drop-down list below. If you are not able
to find a reason that represents your situation, please choose [OTHER] from the drop-down list and then type it in manually
in the "Specify if [OTHER] Reason’ field below when it appears.

Reason for Request: [ Choose One ¥

Choose One

Classes smaller with more teacher interaction
Course already taken at the U of C more than once
Course not offered at U of C in the session | want
Family Cnsis

| have taken courses there before

| prefer the teaching style at this institution

| want to learn about ancther culture/language

| wish to vary my academic experience

Required to complete my degree requirements
Required to get into a program atthe U of C
Retroactive: Unaware a letter was required before
Subject or course not offered at the U of C

This course at U of C is full

This institution is closer to where | live

U of C course does not fit my sportitraining schedule
U of C course does not fit my timetable

U of C course does not fit my work schedule

Will be going home - this schoal is nearby -

e Course Name, Number and From and To Month
The Course Name, Number and From and To Month may be edited by selecting the appropriate green
button or pull down menu.
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Once the Host Institution has been selected, the Course Name and Number screens will be customized to
display courses that are offered at the selected institution. If the desired course name/number does not
appear it can be entered in manually.

Course(s) you intend to take at the host institution

Please enter details in the table below for course(s) that you intend to complete at the host institution.

To enter 'Course Name' details, click on the 'select course name' button to choose from a list of defined values. If you are
not able to find the course name that you are interested in, please type it in manually to the right of the 'select course name’
bufton.

To enter 'Course Number' details, click on the 'select course number’ button to choose from a list of defined values for the
'‘Course Name' entered. If you are not able to find the course number that you are interested in, please type it in manually to

the right of the "select course number' button.

@ I give permission to the University of Calgary to request transcripts from ApplyAlberta partner institutions.

™ .

Course(s) you intend to take at the host institution

! Course Name Course Number From Month | To Month
1 |[ select course name | |[CHEM select course number | (251 |2018-04 ~ |||2018-07 ~ |
2 || select course name | |CHEM f select course number| [263 4% |2018-04 + |||2018-07 + |

Select course name

select course number

select course name

select course number

select course name

select course number

I aaned™

After all selections are completed, select NEXT at the bottom of the page.
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5. On the next screen a summary of all the information that you have entered for the letter of permission will
appear. If the information is correct, press SUBMIT. If additional changes need to be made, select
PREVIOUS to return to the last screen to make further changes.

2. Confirm Intentions ( '_@_ )

Request for Spring 2018

Host Institution: University of Alberta

Office of the Registrar
2nd Floor Administration Building
Edmonton AB T&G 2M7

Reason for Request: nequired to complete my degree requirements

Course(s) you intend to take at the host institution

Course Name Course Number Course Description From Month To Month
CHEM 261 CHEM 261 2018-04 2018-07
CHEM 263 CHEM 263 2018-04 2018-07

To complete this process, click the "'SUBMIT button below. Then please wait until this processing is
completed for confirmation that your request for a Letter of Permission has been submitted
successfully.

CanceL Prawnous Suswrr

S

6. After pressing SUBMIT the next screen will let you know if the process was successful.

Note:

Since we are putting up an application on the student’s behalf this process will not ask us for a fee payment
online. If the student were to apply for a letter of permission online through their Student Service Centre, they
will be asked to make a fee payment only if their faculty requires a fee.
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Letter of Permission

3. Confirmation

Thank you for submitting your application for a Letter of Permission.

- . _ - LETTER OF PERMISSION
To retumn to the Letter of Permission main page, click ¢

114|Page May 2019



?:ni:; I:\f:ademic Advising E’ZNRIEEESK‘I{?$
- Advising

Entering the Application Directly in to the Student Administration System

To put up a manual application we will first put up the Transfer Credit Model then we will put up the L of P and
link the two together.

1. Putting up the Transfer Credit Model: these are the courses that the student plans on taking on their
Letter of Permission.

e From the Academic Advising Summary screen use the pull down menu to select Course Credits —
Manual.
e On the Course Credits — Manual screen ADD a new row.

Student Record Summary Term Summary Record Summary Overrides Full Course History DegMav - Defined Words DegMav - Renames

Student Record Summary

I . - =) visi
Institution: UCALG University of Calgary x [:] E 5 Advising Comments

Career: Undergrad Undergraduate Programs Maxi Term: Fall 2017/Winter 2018

ID: Reset Cum Statistics: Obey Reset: Y
Academic ED & werklund School of Education R Bt Open: ri Ge A
G : i
roup . Application Evaluation
Term Information Authorize Student Exceptions
Checklist Management
Fall 2017 In-progress App Checklist Summary 18 In-progress App

Program A J Degree-Plan Primary-Plan C Plans/ Subplans Adm St Req | Progran 8355 Reg:stra?ionInformaticn C Plans / Subplans Adm St Req
omment Inquiry
EDBCH N BED-DEG WDSS-MAJ  [EDSSCNC v| S17 A S17 | EDBCH|Gammmentone EDSSCNC v| S17 A si17

Credit, Course | Automateg

<! Eligible to EnroliLevel: 3 AcademicN Study ENRL Appt: 2017/03/28 ¥ Eligi . Study ENRL Appt: 2017/03/28
Load: Form: Cred, ERE TR Form:
Credit, Other / Manual
. Credit, Test/ Manual
Applicable Units/FCEs Summary Totals Mileston Education, Previous
e . nnT 0N Program FEnroIment,’-‘«opointment Date Reqd Complete Date Compl
Jri 27.00/ 450 'D'/'D+: 000/ 0.00 | In-progJr:  0.00/ 0.00 Enroliment Contral ED Comoleted 1986/10/08
Sr: 39.00/ 650  Transfer: 900/ 150 | In-prog Sr:  0.007 0.00 Enrollment Request
Ttl: 6600/ 11.00 =10Yrs: 2100/ 350 In-prog Ttl: 0.00/ 0.00 Enroliment Request Search

Event Attendance

: - s - Externil Ccursei P

Complete the highlighted sections below customizing the Institution, Term, and Course(s) sections to match
what the student is taking on their Letter of Permission.

In the example this student is in the Faculty of Science and is requesting a letter of permission (Retroactive) to
Athabasca for Spring 2018 to take Psyc 289 (which transfers to U of C as Psyc205).

¢ Note the Transfer Credit Model Number (this will be required for Step 2)
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Transfer Course Entry Course Credits by Term

* @

Transfer Credit Model Find | View All First 'Y/ 60of6 "*' Last
Academic Career UGRD Undergraduate Programs +|/=]
Academic Institution UCALG‘/ University of Calgary 'y
*Model Nbr 6

*Transcript Level| Unofficial  *
Target Information
*Academic Program SCBCH Q/ Science Bachelor Include in GPA
Q

Academic Plan

Source Information

«

Source Inslitutim@tl_mbasca University| )

School Type LOP |Q 4= Letter of Permissicn

*Credit Source Type Manual v

Transfer Credit Term Find | View All First ‘&' 10of1 & Last

*Articulation Term Q [+l (=]
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(Transfer Credit Term ) Find | View Al First (&' 10f1 b Last
*Articulation Term 2183 |Q p4g 4[]
Find | View All First ‘&' 10of1 &/ Last
[+l [=]
Incoming Course / Equivalent Course /
*Group™Seq#
1 1 Year| 2013 Ext Term SPR O Course ID|134333 Q, psyC
i 1Q) )
Status: Subject PSYC Offer Nbr 3, 205
Accepted Course Nbr 289 Units Transferred 3.000 [=)
Details Description Grading Scheme UGD /@ UGRD
Commeants i ) -
Units Taken|  3.00 Grading Basis TRN |Q  Transfer
Grade Input LOP Official Grade LOP |Q, | op
Repeat Code Q
Designation Q

¥/ Include in FA WI Stats

e The Articulation Term is the semester that the student is intending to complete on their letter of permission
(in the example the student has a retroactive L of P for Spring 2018).

e If Group credit is to be awarded, change the Group and Seq# sections. For example, the first course in a
group should be labelled Group 1 Seg# 1 and the second course in the group should be Group 1 Seg#2.

e On the Equivalent Course section, you can click on the look up icon to select the equivalent course.

e LOP should be entered in the Grade Input and Official Grades boxes in the Incoming Course and Equivalent
Course sections.

e Once the course information has been entered, click on the Details link on the left side of the Incoming
Course section to enter the appropriate Start/End dates.
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The Equivalent Course Information displays.

¢ From/To dates can be edited in the highlighted areas below.

Equivalent Course Information

Incoming Course OK
-
- i
(Term Year| 2018/[SPR |Q ) Cancel
Subject PSYC Course Nbr 285
Description
Units Taken 3.00 Grade Input LOP Crse Level v

Equivalent Course
Course 1D 134333 |Q

Clear
Offer Nbr| 1]Q PSYC 205
Units Transferred 3.000 Valid Attempt
Grading Scheme UGD |Q Undergraduate Grd Pt/Unt
Grading Basis TRN |Q  Transfer Earn Credit
Official Grade LOP |Q LOP Include in GPA
Repeat Code Q Units At veg
Designation Q

¥ Include in FA WI Stats
LOP Manual Credit Course Dates

CFrom Date 2018/05/01 |3 To Date 2018/06/29 |5 )

e Once the dates have been entered, click OK to return to the Transfer Credit Model page and click SAVE.
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2. Putting up the Letter of Permission

e From the Academic Advising Summary page select LoP Review Page (Letter of Permission Review) from
the pull down menu.

Open:

PR A| X
Enrcliment Request ki
Enrcliment Request Search
Event Attendance
External Courses
External Study

' GPA Calculator

Graduate Student Status
Graduation Summary
LoP Review Page

Milestones

Program/Plan Summary
Cluick Letter

! Request Advisement Report
Service Indicators

Student Degrees

Student Groups

Student List

Student Status

Term Activation

- 11" .

-

e C(Click Add a New Value and complete the menu customizing the student ID number, Academic
Organization, Articulation Term and Transfer Model Number for the student you are creating the Letter of
Permission for.
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Letter of Permission Review

Eind an Existing Value < Add a New Value l

ID Q

Academic Career| Undergraduate Programs
Academic Institution UCALG | Q)
Academic Organization SC Q -
Articulation Term 2183 |Q, 4
Transfer Model Nbr ﬁ_l

Add

R |
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The Transfer Model Nbr corresponds to the Transfer Credit Model number that we previously. Click ADD.
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This will bring you to the Letter of Permission Summary screen.

Letter of Permission Summary
Letter of Permission Summary
* @
Letter of Permission Summary
Institution UCALG University of Calgary Acad Org ED Werklund School of Education
Career USRD Undergraduate Programs Term 2133 Spring 2018 Model Nbr &
Processing Information

LOP Source| =taff ¥ | Date 20130313 Fee T —
LOP Printed
Tranzcript Processed Send as Email

Eligible for Convocation

Faculty Approval Pending Y| pate

Admission Approval PEnding Y| Date
# Have read the important information first

#| Have given permission to order APAS transcripts

Reason for Request| Required to complste my degree requirements b

AddMview LOP Comments
Host Institution Information
Organization 00103340 University of Alberta Order Transcript
Host Institution
Country/CAN |3, canada
Address 1|Office of the Registrar
Address 2/2nd Floor Administration Building
Address 3
Address 4
City|[Edmontan Provincel State A5 @, Postal Code(T6G 2M7

Transfer Credit Model Details

EDI Request Data hi Personalize | Find | (2 | R First ‘4 10of1 ‘& Last

Requesis Response Reason MName Detailz | [F=W
External Org ID Name Tracking ID Status LastChanged  Hold Type Specific Date APAS Course Title

Stafus

To see if you have linked the correct transfer credit model to your Letter of Permission, click on the Transfer
Credit Model Details link.
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Transfer Course Details Transfer Summary

Transfer Credit Model

Academic Career UGRD

Academic Institution JCALG
*Model Nbr &

*Transcript Level

Target Information
*Academic Program SCBCH |G

Academic Plan Q,

Source Information
*Credit Source Type:
External Org 1D 00103343 Q
Data Source

* d

Find | “iew Al L' 60of6 ‘&' Last

(# [=]

First

Undergraduate Programs

University of Calgary

Science Bachelor
¥ Apply Agreement

Athabasca University

Trangfer Course Details | Transfer Summary

122|Page

Transfer Credit Term Find | “iew All First ‘A’ 1of1 ‘&' Last
*Articulation Term 2183 |Q py5 Fefch [+l [=]
Equivalency Details Ewaluator Details E]
Sous_EomaTem SETSSE) Ut ot Ean St ke | G 1, oot
| | | I
AddMiew Comments
[G) Save | [&F Returnto Search  ||[=] Notify Eh Add | B Update/Display

May 2019



?:ni:: A;ademic Advising &NRIEEESK‘I{?%F
- Advising

Appendix |
Managing Repeat Codes

This contains general information about how the PeopleSoft Student Administration system checks for
repeated courses and enforces the University of Calgary’s repeated course policy.

The Repeat Check process operates in several ways:

1. It checks whether a course is being repeated at the point when a student enrolls in a course or when a
staff member enrolls a student into a course. (Note repeat codes are not assigned to the courses at
this point).

2. ltisrun as a batch process once per term after final grades for that term have been posted.

3. It runs automatically whenever courses are posted to a student’s record as part of a transfer credit
evaluation process. The checking routine is built into the transfer credit posting action.

Upon enrollment in a course:

The system will alert a student or staff member with a message at the time of enrollment when it detects that
the enrollment is a second attempt. The message lets the person know that this attempt is subject to the
institution’s repeated course policy and may not earn credit.

This is an example of the message that staff may see:

Message Sequence 1 Message Last Update DateTime 16/09/19 10:32:09AM

Course previously taken and may be subject to institutional repeat policy (14640 187)

When graded, this course may be subject to the Institution’s Repeat Rules. It should be verified that this course will apply toward the course of study.

Additionally, the system enforces the institution’s course repeat policy by not permitting a student or staff
member to complete a course enrollment if that enrollment will be the third or subsequent attempt for a
particular course. An override must be applied to the enrollment transaction for it to complete successfully (i.e.
a third or subsequent attempt must be approved by the Faculty of the student’s program). A third attempt
approval creates an ‘OVRD' indicator on the course during the enrollment request transaction. See the

chart for more information.)

Batch Repeat Checking:

This process locates every instance where a course in the recently completed term (i.e. now has a final grade)
is part of a "set” of repeated courses. The effect of the process is that the newly completed instance of the
course is compared to the previously completed instance.
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For example, if this is the second attempt, the final grade is compared to the final grade of the first attempt
and the system determines which was the higher grade of the two. If this is a third or fourth attempt, the
current final grade is compare to the "highest” of the previously completed courses. The newest grade is
compared with the grade that was previously marked as the "HIGH" attempt.

Repeat Code Chart:
Grade *On Enrolment Round 1 Round 2 Round 3
First Attempt C Low Low Low
Second Attempt | B High Low Low
Third Attempt A+ OVRD OHGH High
Fourth Attempt A OVRD OLOW

The institution’s rules are set up so that only the highest attempt earns credit toward the completion of
program requirements. See above after the fourth attempt, only one of the attempts is marked as "HIGH" and
the system will set this attempt as the one that earns credit. However, the final grades of ALL attempts are
included in the term GPA calculation for the term in which they occurred.

Posting of Transfer Credit:

Repeat checking is very comprehensive and takes into account all course instances where the course ID is the
same. Therefore when a course has been recorded as a valid transfer credit, it will be included in the repeat
count with a course taken subsequently here (at UofC) which is the same or equivalent (i.e. has the same course
ID).

It is important to note every time transfer credit is posted the entire series of checking occurs as if the batch
repeat check process has been run. This can cause some challenges within the system.

For example, a student may take a course at Mount Royal University and it is being recorded at the point of re-
admission to a program they were previously in at the U of C. While at U of C they may have already completed
the same course twice. When the new transfer credit model is posted, the system will post the third attempt
whether an approval for a third attempt has been attached to the transfer credit record or not. The repeat
checking rules expect the override indicator to be present on any attempt beyond the first two. If the indicator
is not there, the system will not have the information it needs to determine what actions to take.

In this case, the REPT code is applied by the system to the “unknown” attempt. Administrative staff will require
a solid understanding of the repeat rules in order to interpret what repeat code is to be manually assigned and
to which course. These code corrections will bring the repeat information back into alignment so the repeat
checking process will provide the correct outcome the next time it occurs. Therefore when a repeat code is
being corrected within a transfer credit model, the model will also need to be re-posted to trigger the repeat
check to be re-done.
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When transfer credit is involved, the Admissions Office is the primary resource for problem resolution.

Managing Repeat Code Assignment Tool:
A Repeated Course Report can be requested by Academic Organization (i.e. by Faculty) and further limited by
Program and Plan if that is found to be useful. The purpose of this report is twofold:

1.

Report every instance where the REPT code is appearing on a student'’s record. This code is meant to
indicate that the Repeat Check process could not make a determination how to handle a specific set of
repeated courses.

If all the courses within the set were taken at the U of C, it is possible for authorized staff to change the
repeat codes assigned to each instance manually by using one of the Enrollment Components (usually
the Enrollment Request or the Quick Enroll are used). In effect, the staff member is replacing the repeat
check process and performing the task of indicating this attempt is HIGH and this other attempt is
LOW.

If one of the instances of the course involved a transfer credit, then the procedure will likely involve a
combination of changing a U of C enrollment record and/or reposting the transfer credit model in
which the repeated course is contained as previously mentioned. If the change is in an Automated
Transfer Credit model, then the change must be processed by the staff at the Office of Admissions.
Other Credit-type models can be re-posted by staff at Faculty Offices with the necessary security access
for such transactions.

To report any instance where the same course is earning credit more than once. This is a safety measure
as it is not expected that the system will permit this. However, should this occur, it is important that the
situation be investigated and corrected to ensure that students are not being permitted to earn credit
inappropriately in contravention to the institution’s repeat rules.

Note: There is a point of time when a student’s record will indicate that more than one attempt “earns
credit.” This occurs when the newest attempt is still in progress. The student is in a course that could
potentially earn credit but the final grade is not present and the repeat check has not yet taken place. It
is a temporary state of affairs so the Repeated Course Report does not include such situations. The
student record summary will display a Potential Repeat flag at the base of the relevant column in these
cases. However, staff may notice this which report the “Earn Credit” status for a class such the Academic
Advising Summary Screen — Full Course History:

May 2019 125|Page



UNIVERSITY OF

CALGARY

Senior Academic Advising
SA - Advising

Course Details

Course

Course Nbr Topic Grade Units Term Jlaken
D

Order

0, 0 B 3.00

P NATTEY oo ﬂwnmwwwhvwwnwm

TC  Articulationf Earn  Include ), Repeat - . Course Class
TC &p Tem Credit|in gpa Jdd Dt Code Designation . Nbr

GLGY 201 Lecture 02 3.00 2177 F17 20" Y oy 2017109105 122140 70590

JATH 249 Lecture 01 3.00 2181 W1g 2019 - Y 2017H0/05 125996 10023

VATH 249 Lectre 01 ™D 3002173 P17 2017 Y ¥y 20170307 125096 30062

MGST 217 Lecture 09 3002177 F17 0 Y Y 20170514 162605 75812
1

NG o

This is the “Earn Credit” indicator column. Note both MATH 249 courses have a “Y" value. the second
attempt is still in progress. Once both are completed and the repeat check is done, they will be noted
like other repeat courses where only the highest grade will show a “Y” under the “Earn Credit” column.
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