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Student Services Centre 

 
The Student Services Centre provides information about a student’s record in one central location. Individuals 
can view a student’s timetable, exam schedule (when available), positive and negative service indicators (Holds), 
contact information, grades, financial information, the To Do List (Checklist), enrollment appointment dates and 
times plus many other features. This guide will include navigation to this time saving information. 
 

Student Services View As: 
Please consult the guide:  Student Services View As Guide (New) to use the View As component to 
navigate in the Student Centre to view as an undergraduate, graduate, alumni or applicant student and also 
use View As simulating viewing on a mobile device. As the Student Centre interface has a different look when 
launched by the student, this function allows you to see the screen as it presents to the student which is 
different than Campus Community > Student Services Centre. 
 
The Student Centre is where students access information about their student record. They can review To Do 
lists, register in courses, check grades, review their student financial account, accept awards, apply for a change 
program, obtain enrolment verification letters, and more. The View As component provides staff read-only 
access to the student’s view of the Student Centre.  
 

 Navigation:  Campus Community > Student Services Centre 
1. Click the Campus Community link. 

 

2. Click the Student Services Center link. 
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3. Enter the student id (ID), Last Name and/or First Name and press Enter or Search. For FOIP reasons 
some information has been removed. Click the Search button. 

 

 

4. The top portion of the Student Services Centre displays: 
- the student's name (for FOIP reasons) removed 
- student ID number 
- any service indicators (Holds) 
- their academic program 
- current week's schedule 
- Account Summary 
- To Do List (Checklist) 
- enrollment date and time when student can begin to enroll 
 
Scroll down to view the lower portion of the page with additional details. 
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5. The lower portion of the Student Services Centre displays personal information including contact 

information. For FOIP reasons the information is scrambled. Also available are quick links to 
Enrolment Services, Student Fees and Finances as well as other time saving links.  
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Weekly Schedule 
Use the weekly schedule to view the student’s schedule and locate a student in case of an 
emergency. 

1. As a default the student's current week's schedule displays. For additional views (previous terms or 
other weeks); click on weekly schedule. Click the Weekly Schedule link. 

 

2. The weekly view will display the name, time and location of the class. Use the navigation buttons to 
advance to the previous week or next week.  
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3. The lower portion of the page displays options available to include additional information or 
remove specific days of the week. For this example Saturday and Sunday have been deselected. Use 
the calendar chooser for quicker navigation to specific terms if desired. Click the Refresh Calendar 
button. 

 

 

4. To navigate back to the Student Services Centre click the Cancel button. Click the Cancel button. 

 



 

 
Student Services Centre Guide 

SA – Campus Community 
 

 

6 | P a g e  
May 2019 
 

5. From the Student Services Centre, My Class Schedule is another way to view the class schedule. 
Click the My Class Schedule link. 

 

 

6. Select the applicable term (e.g. Fall 2018). Click the Term option and click the Continue button. 
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7. The top portion of My Class Schedule allows additional display options (List View or Weekly 
Calendar View). Class Schedule Filter Options allow specific filtered views when selected. My Class 
Schedule allows you to view a detailed list of the classes students are enrolled in, waitlisted or 
classes that have been dropped. Classes that students drop prior to the add/drop date will be 
completely removed from the student's record. Note the instructor names are scrambled for FOIP 
reasons.  For ease of viewing, click the Collapse section Class Schedule Filter Options link. 

 

8. The Weekly Calendar View is exactly the same as navigating to weekly view from the previous link 
on the Student Services Centre. Click the List View option. 
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9. To view the class details click on any highlighted links in the section. For example, click the 03 link. 
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10. The Class details display: 
• Class Number 
• Number of Units 
• Class Components 
• Meeting Information 
• Instructor Name 
• Enrollment Requirements (Prerequisites, etc.) 
• Class Attributes 
• Class Availability 
• Description of the class including any pre/co/anti-requisites. 

 
Click the Return to My Class Schedule link. 
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11. The lower portion of the page displays additional courses and components for this student. To 
navigate to the Student Services Centre Press the cancel button (avoid using the browser back 
button). Click the Cancel button. 

 

12. The Academic Calendar Deadlines can be viewed from the Student Centre. Click the Academic 
Calendar Deadlines button. 
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13. The class name, start/end dates, drop date and cancel and withdrawal details display. Click the 
Return to Student Center link. 

 

 

14. Important:  There are several options available on the other academic drop down menu. Click the 
Drop Down list. 
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Academic Requirements 
An advisement report is used to aid in performing a degree audit for undergraduate students. 
Direct navigation to Academic Advisement can be completed from the drop down menu. 

1. Click the Academic Requirements list item and Click the Go button. 

 

2. Academic Requirements will navigate to the Academic Advisement Report. For more information on 
using the Academic Advisement component consult www.ucalgary.ca/itrraining. 
 

 

http://www.ucalgary.ca/itrraining
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Exam Schedule 
When available, you can view the student’s scheduled final exams. 

1. From Student Services Centre, Click the Drop Down list. Click the Exam Schedule list item and click 
the Go button. 

2. Select the desired term (e.g. Fall 2018) and click the Continue button.  

 

3. Any scheduled final exams will display including the class name, description, exam date, time and 
location (Note: this is a different term; however the results are the same). Clicking Cancel returns to 
the Student Services Centre. 
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4. When outside the exam period no exams will be displayed. If no exams are scheduled a message 
will appear indicating when they will be posted. Click the Cancel button. 

 

 
GPA Calculator 
Term grade point averages are calculated and recorded on the transcript at the end of each term 
(e.g. Fall, Winter, Spring, and Summer). The U of C does not record cumulative or any other GPA's 
on the transcript. This calculator is provided for your convenience, but the resulting GPA's are not 
to be considered official. 

1. From the Student Services Centre, click the Drop Down list and select GPA Calculator and click the 
Go button. 
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2. The GPA calculator is also available for GPA manipulation purposes. Note the GPA details Included 
Units = 66 current GPA is 3.532. Click the Manual Selection button. 
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3. For this example deselect COMS 481. Click the Checkbox option and Click the Recalculate GPA 
button. 

 

 

4. Note the GPA has been recalculated reflecting the removal of COMS 481. When completed click the 
Cancel button to navigate back to Student Services Centre. 

 
 

Grades: 
This is a handy location to view all the students’ grades for previous terms. 

1. From Student Services Centre click the Drop Down list, click the Grades list item and click the Go 
button.  
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2. Select the applicable term (e.g. Winter 2018) and click the Continue button. 
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3. Grades displayed provide details on a term-by-term basis of the student’s grades. Note that units 
identifies the weighting of the course (3 units = half course; 6 units = full course; etc.). You may also 
navigate to a different term by using the Change Term button. For FOIP reasons all grades have 
been removed. When completed click the Cancel button. 

 
 

 
Letter of Permission 
A letter of permission is required to enable a student to take a limited number of courses at 
another university or college while working toward a program at the University of Calgary. 

1. From Student Services Centre, click the Drop Down list then click the Letter of Permission list item 
and press the Go button. 
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2. Submitting a Letter of Permission is completed here. Select the applicable term (e.g. Winter 2019). 
Click the Winter 2019 link. 
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3. Instructions for submitting a Letter of Permission display. Please read all information. For this 
example we will not complete a Letter of Permission. Scroll down to view additional information. 
Click the Cancel button. 
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4. When navigating back to Student Services Centre you will be prompted. Click the Yes button. 
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5. Click the Cancel button. 

 

 

 
T2202A Tax Form Data 
In February each year, the T2202A Tax Form receipt will be available for viewing and download. 

1. From Student Services Centre, click the Drop Down list, click the T2202A Tax Form Data list item 
and click the Go button. 
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2. Follow the links to print .pdf form. Note this is an example of a different tax year; however the 
information is the same. 
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3. This is an example of the message you will receive when the T2202A Tax Receipt is not available 
yet. Click the Cancel button. 

 

 

 
Transfer Credit Report 
The Transfer Credit Report details any external credits that are transferred to the UofC. 

1. From Student Services Centre, click the Drop Down list select Transfer Credit Report and click the 
Go button. 
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2. Transfer Credit information will be displayed. The top portion of this page provides information on 
the Transfer Credit (course, test, other) awarded to the student. The middle portion of the Transfer 
Credit page details any external credits that are transferred to the UofC.   
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3. The lower portion of the Transfer Credit page contains Other Credits that have been transferred to 
the University of Calgary (e.g. SAIT Tourism 30.00 Units) as well as Student-Specific Comment(s). 
Click the Cancel button. 

 

 

 
What-If Report 
Use the What-If Selection when a student would like to explore the possibility of changing their 
academic program without actually changing their program. An informative report is created based 
on which selections are made. For more information on What-If Selection, consult 
www.ucalgary.ca/ittraining  

http://www.ucalgary.ca/ittraining
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1. From Student Services Centre, click the Drop Down list, click the What-if Report list item then click 
the Go button. 

2. Use the What-If Selection when a student would like to explore the possibility of changing their 
academic program without actually changing their program. An informative report is created based 
on which selections are made. For this example we will not create a What-If Report. 

 
 

 
Schedule Builder 
Schedule Builder is a web-based tool available to help students build potential class schedules and 
register for courses. 

1. From Student Services Centre, click the Schedule Builder button. 

 

2. Details on Schedule Builder will not be included in this guide. For more information about Schedule 
Builder please navigate to: https://ucalgary.ca/registrar/registration/schedule-builder. Additional 
job aids and online learning for Schedule Builder are available at www.ucalgary.ca/ittraining. 

 
Search for Classes 
Use the Student Services Centre to navigate to Search for Classes. 
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1. Click the Search for Classes button. 

 

2. Search for Classes allows you to select the applicable term, subject, course number and course 
career. There are additional options for refining the search criteria. Click the Subject list. 
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3. You can type the first letter of the class or use the scroll bar. For this example we will search for 
Kinesiology 259. Typing "K" for Kinesiology automatically selects the corresponding course. 
Click the KNES-Kinesiology list item. 

 
4. To further refine the class search criteria you can use an operand if desired. 

Click the Drop Down list. 
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5. Enter the desired course number (e.g. 259). For this example we will deselect Show Open Classes 
Only, then click Additional Search Criteria button. 
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6. Use Additional Search Criteria options to refine your search if desired. Click the Search button. 
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7. Search Results display based on selected criteria. Note specifically the purple star indicating there 
are class restrictions associated with this section of the class. To view the details of a particular 
course offering click on the section hyperlink for additional information regarding the course (e.g. 
click the 01-LEC Regular link.) 
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8. The details of the course displays. The top of the page displays various information (units, required 
class components, dates, location, times and instructors name is scrambled in this example). It is 
important to note the Enrollment Requirements, particularly the prerequisites or requirements to 
be eligible to register for this course. The class restrictions indicate start and end dates and 
reserved seats for particular student populations. 
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9. The lower portion of the Class Search contains the Class Availability numbers. All classes will have a 
very detailed description of the course. It is important to note that included in the description are 
prerequisites, anti-requisites and co-requisites related to this course. 

 
10. To return to the Class Search page to complete another class search, use the applicable navigation 

buttons. Click the View Search Results button. 

 

11. Note:  There is no direct navigation back to the Student Services Centre from Search for Classes. 
 

Service Indicators (Holds) 
Service indicators provide or limit access to services for a student. A negative service indicator can 
be a hold to prevent a student from receiving certain services. A positive service indicator can be 
used for ‘no impact’ alerts as well as for administrative tracking. 
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1. If there are any Service Indicators for the student they will be visible at the top of the page.  

 
2. It is recommended to click on the Icon for a complete description of the service indicator. For this 

example click the Negative Service Indicators button. 

 

3. After clicking on the negative service indicator icon, negative service indicator(s) will display. For 
this example, click the BKS link. 
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4. The details of the negative service indicator include the start date, department that placed the 
service indicator (not shown), amount (if applicable) and the individual who added the service 
indicator. Scroll down to view additional details. Note only specific departments have the ability to 
release or remove a service indicator. 
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5. Comments may be included (optional). Note specifically the services impacted by a negative service 
indicator. The student will not be able to add a class and the University will not issue a transcript 
until the negative service indicator has been released. 
Click the OK button. 

 

 

6. You can change the list of displayed service indicators by clicking on the Drop Down list. For this 
example select "All" to view both negative and positive service indicators. Click the All list item. 

 

7. Click the Refresh link and when completed click the Cancel button to return to the Student 
Services Centre. 
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8. Another method of viewing the service indicators or "Holds" is by navigating to the details link on 
Student Services Centre. Click the Details link. 

 

 

9. Any Holds (Negative Service Indicators) will display, click the Bookstore link. 
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10. Note the limited information available in Hold Item Details. The department that placed the service 
indicator will display (not shown). Click the Return button. 

 

11. To return to Student Services Centre, click the Cancel button. 

 

 
To Do List 
The To Do list is generated by checklists which are items related to admissions. In some cases the 
To Do items are what the student must complete to satisfy their enrolment requirements. 
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1. For this example the student has a To Do list item indicating “Essay”. Click the Essay link. 

 

2. For this example the student must complete an essay. There may be student specific comments and 
once the student has completed the item requested on the To Do list the item will be removed 
either automatically or by an individual in the department responsible for checklists. Click the 
Return button. 
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3. This is an example of a Graduate Student with several To Do List items. These are system generated 
checklist items which are requirements for their application for admission. 
Click the Final Official Transcript link. 
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4. This is an example of a To Do item requesting a Final Transcript from Kansas State University. This 
To Do list item will remain on the To Do list until the transcript is received. Click the Return button. 
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5. Another way to view the To Do list can be completed by clicking on the Status link in Admissions. 
Click the Status link. 

 

6. This is an example of a Graduate Students' requirements for admission. Click the click here link. 
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7. There are three items on this student's To Do List. Click the Final Official Transcript link. 
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8. Note the To Do List is the same as the previous navigation from the To Do List. Click the Return 
button. 
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Enrollment Dates and Appointment Time 
Enrollment Dates indicate the exact day and time the student can begin to register for courses in 
the specific term. Note: The student can begin to register any time after this date. 
 

1. From Student Services Centre on Enrollment Dates you will see the student’s Enrollment 
Appointment date and time (when available). For this example the student may begin registering 
for the Fall 2018/Winter 2019 terms on March 27 at 9:30 am. Click the Details link. 

 

2. Specific terms display based on their Enrollment Term. Select the specific term (e.g. Fall 2018). 
Click the Fall 2018 option and click the Continue button. 
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3. Note the assigned Appointment Begins date and the Appointment Ends date. Also displayed are 
Open Enrollment Dates by Session. Open Enrollment Dates are for sessions included within a term. 
When completed, click the Cancel button. 

 

 For the corresponding online learning, consult the Student and Enrolment Services website. Also 
reference Student Services Centre View As Guide (New) to simulate a View As student. 
End of Procedure. 
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