UNIVERSITY OF

CALGARY

Adding Credit/Other -
Manual (O-Type Credit)

SA — Academic Advisement

In very specific circumstances, such as After Degrees, exchange, or block credit, the Admissions office defers to
the faculty to post credit from previous credentials or coursework that can be used towards a student’s current
degree. In these instances, 'O’ type credit can be created to represent that credit in the current degree.

1.  Click the Academic Advisement link.

[+ Academic Advisemend

2. Click the Academic Advising Summary link.

Bcademic Advising Summany]

3. Enter the Student ID and Maxi Term (if known) and press Search or Enter. Click the Search button.

Academic Advising Summary

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

Find an Existing Value

Search Criteria

Academic Career|=

1D | begins with
Maxi Term | begins with

v |

Last Name |begins with s
First Name | begins with s

Search

L

Clear

Basic Search IQ'E] Save Search Criteria

4. If aMaxi Term is not entered the Search Results display Maxi Terms the student is in or has taken.
Selecting the most recent maxi term however will give you the most up to date information about a

student's program and courses. For example, click the Fall 2017/Winter 2018 link.

Search Results

Wiew All First Last
1D Maxi Term Academic Career Description Gender Date of Birth Last Name  First Name

@5' 2131 Undergrad Fall 201 7/ANinter 2018 107141980 ° t)

1015 215 Undergrad Spring [ Summer 2017 ki 10M14/1950

1015 21M Undergrad Fall 2016 / Winter 2017 107141990 °

1015 2165 Undergrad Spring { Summer 2016 10/M1441990

1015 2181 Undergrad Fall 2015 / Winter 2016 107141990 °
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5. On Student Record Summary click on the Open drop down to navigate to the appropriate page. Click

the Open list.

New Window | Hel
‘ Student Record Summary ' Term Summary Record Summary Overrides Full Course History DegMav - Defined Words DegNav - Renames

Student Record Summary

@ * ﬂ ﬁ Advising Comments

Institution: UCALG University of Calgary
Career: Undergrad Undergraduate Programs Maxi Term: Fall 2017/Winter 2018

ARBCH N BA-DEG COMS-MAJ
| Eligible to EnroliLevel: 3 Academicr Study
Load: Form:

Applicable Units/FCEs Summary Totals

Applicable Course Summary

2|Page

Program A J Degree-Plan Primary-Plan C Plans/ Subplans Adm S5t Req

F15 A Fi15
ENRL Appt: 2017/03/29

Jr: 4200/ 700 'D'/'D+: 000/ ooo | Im-pregJr 000/ 0.00
Sr: 3000/ 500 Transfer: 3000/ 500 | In-prog Sr: 2400/ 4.00
Tt: 7200/ 1200 =10Yrs: 000/ 000 | In-prog Tt 2400/ 4.00

D: Reset Cum Statistics: Obey Reset: Y
Academic Group: AR _|Q Faculty of Arts Refresh| | Print @en: | ~| Go )
Term Information
Fall 2017 In-progress App Winter 2018 In-progress App

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

ARBCH

» Eligible to EnroliLevel: 3 AcademicF Study
Load:

Milestones
Program Plan

M BA-DEG

Nbr Milestone

COMS-MAJ

Area1 Area 2 Area 3
Crse Mbr Top Grd Units Term TC | |Crse Nbr Top Grd Units Term TC |Crse MNbr Top Grd Units Term TC
CMCL 301 A- 3.00 W16 GLGY 209 A- 3.00 F15 OPTN 2XX TR 300011 ©
COMS 201 B 3.00 F15 SCIE 331 A- 3.00 W17
Passed: In-progress:
COMS 203 B 3.00 F15
Passed: In-progress: 30.00/ 5.00 0.00/ 0.00

F15 A F15

ENRL Appt: 2047/03/29

Date Reqd Complete Date Compl

COMS 313 B+ 300 F16 ’ a e
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6. Click the Credit, Other / Manual list item and click the Go button.

Jpen:
Application Evaluation

Authorize Student Exceptions

Checklist Management

Checklist Summary

Class Registration Information

am | Comment Inguiry

Communications

BCH |Credit, Course / Automated

~_JCredit, Course ! Manual

Eligike<redit_ Other / Manual

Credit, Test / Manual

Education, Previous

Enroliment Appointment

Enrocliment Control

Enrollment Request

Enroliment Request S=arch

Event Attendance

External Courses

External Study

GPA Calculator

Graduate Student Status

Graduation Summary

LoF Review FPage

nH Milestones

Programi/Flan Summary

N 24 Quick Letter

Fequest Advisement Report
e lndicators

ston|

g

W

Date R

7. If the student does not already have an Other Credit - Manual model created you will be redirected to
the Other Credits page. You must Add a New Value. Click the Add a New Value tab.

May 2020

Other Credits

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

Find an Existing Value || Adda New Value

Search Criteria

~

ID| begins with | 3000 x|Q
Academic Career|= ~| [Undergraduate Programs w|
Academic Institution| begins with v ||UCALG (o}

National ID| begins with s
Last Mame| begins wiih s
First Name| begins with s~

O case Sensitive

Search Clear

Basic Search [ Save Search Criteria
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8.  Enter the student ID and press Add. Click the Add button.

Other Credits

Eind an Existing Value

@ 3000

Add a New Value

xa)

Academic Career| Undergraduate Programs

Academic Institution UCALG | &

Add

3

9. Click the Look up Academic Program button.

Other Credit Detail Other Credit by Term

3000 * 0
Find | View All First ‘4 10of1 'k Last
| |-
Academic Career UGRD Undergraduate Programs '_I '_I
Academic Institution UCALG University of Calgary
Model Nbr 1
*Transcript Level
Target Information
(Academic Program Q U include in GPA
Academic Plan Q
Find | View All First ‘4 1of1 '} Last
*Articulation Term Q #[=]
*Group * Seq# Status Other Credit Equwalentr?;rbjectl Catlg
[ ] BEEIEIE

AddView Comments

|Flsave ||[=] Motify

4|Page

Eh Add || & Update/Display
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10.

11.

You may enter part of the name of the Academic Program and press lookup or select from the list

(e.g. ARBCH Arts Bachelor). Click the ARBCH link.

Look Up Academic Program

Help
Academic Institution UCALG

Academic Career Undergraduate Programs

Academic Program |begins with viT )

Description| begins with w
LoT:nh' Up Clear Cancel Basic Lookup

Search Results

View 100 First ‘4" 1ssefss ‘P Last
Academic Program Description
2PRG [...]
ARZPG Arts Bachelor
@BCH Arts E!achelu:D
AREXG ﬁ' Faculty of Arts
CCBCH Communication & Culture Bach
CCVIS Comm & Culture Visiting
EDZPG Education Bachelor

EDBCH Education Bachelor
EDDIF Education Diploma
ENZPG Schulich Sch of EN Bachelor
ENBCH Schulich Sch of EN Bachelor

w ch'gu SiEDDI of EN Diploma r

Click the Look up Articulation Term button and select the applicable term (e.g. 2181). Click the 2181

link.
ETET
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12. Do not select “include in GPA." Click the Save button.

Other Credit Detail Other Credit by Term

Academic Career UGRD Undergraduate Programs
Academic Institution UCALG University of Calgary
Model Nbr 1

*Transcript Level

Target Information

CAcademic Program ARBCH |2,

Arts Bachelor )

Academic Plan o}

* @

Find | View All First ‘4 10of1 &' Last

(=]

X(Dlncludein GPA
o

Find | View All First ‘&' 1of1 ‘*' Last

@niculation Term 2181 QU \inter 2018) [+ [=]
*Group * Seq# Status Other Credit Equivalentﬁ;rbject! e
] | =1 EIE]
AddMView Comments
[Fl Save .-El Motify E} Add 4| Update/Display
Other Credﬁ)etail | Other Credit by Term
13.  Click the Edit Equivalent Course button.
Find | View All First ‘4 1of1 ‘&' Last
*Articulation Term | 2181 Q. ywinter 2013 Submitted [#=]
*Group * Seq# Status Other Credit Equwalentﬁ;:;:mct! Caig
] HEIEIE]

AddMiew Comments

6|Page
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14.

Enter any desired text into the Other Credit and Short Desc fields so it is clear to others what the
credit is for.

In the long description field, use the following text format:
¢ School; Location; Year(s); Source Credential/Course; Comment

Examples:

SAIT; AB; 2014-2020; Business Administration Diploma

University of Toronto; CAN; 2006-2008; Bachelor of Science in Geology
Oxford University; INTL; 2009; PSYC 500; Approved by Dept

University of Calgary; AB; 2017-2020; Bachelor of Commerce

For Alberta Institutions, use “AB” for the location. For Canadian Institutions outside of Alberta,
use “CAN"” for location. For all institutions outside of Canada use “INTL” for location.

You must create a credit for each institution attended (l.e. do not create a block of credit and
list all institutions in the same long description field)

This format is required to uphold institutional reporting needs.

Equivalent Course Information

Other Credit

Other Credit XAFT CREDIT Short Desc | XAFT CRED
@criplion Dalhousie University; GAN;2002-2006;Bachelor of Music :F
i
Other Credit Type | After Degree v Evaluation Date |2022/03/22

Equivalent Course

Course ID Q
Offer Nbr Q
Units Transferred 0.000 Valid Attempt
Grading Scheme Q Earn Credit
Grading Basis Q Include in GPA
Official Grade Q Grd Pt/Unt
Repeat Code Q Units Att o
Designation Q

O Include in FA WI Stats

7|Page
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15.  Click the Other Credit Type list. Click the After Degree or Block Credit list item (whichever is
appropriate for your needs)
16.  Click the Look up Course ID button. Enter the Course ID number or part of the Subject Area name
and press Lookup or Enter. Click the Look Up button.
17.  Click on the desired Course ID (e.g. 134329 PSYC 200). Click the 134329 link.
Look Up Course ID x
Help
Academic Institution UCALG
Course |D|beqgins with
Subject Area|begins with vi PSYC } ')
Catalog Nbr[begins with ~|
Description| begins with s
Look Up Clear Cancel Basic Lookup
Search Resllts
Only the first 300 results can be displayed.
View 100 First ‘4 13p0ef3op B/ Last
Course 3Subject Catalog L Course
o Area Nbr Description Approved
134325 PSYC  1XX PSYC 1Xx Approved
134326 PSYC 100 FSYC 100 Approved
134327 PSYC 110 PSYC 110 Approved
134328 PSYC 2XX PSYC 2XX Approved
134320 PSYC 200 F3YC 200 Approved
134330 PSYC 201 PSYC 201 Approved
134331 PSYC 202 FSYC 202 Approved
134332 PSYC 203 PSYC 203 Approved
134333 PSYC 205 Principles Of Psychology Approved
13433 PSYC 207 ContempaorarylssuesinApplPsyc Approved
134335 PSYC 209 Critical Issues In Psychology Approved
134336 PSYC 210 FSYC 210 Approved
L SYC i
8|Page
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18.  Enter appropriate number of units Transferred; Grading Scheme is UGD (Undergraduate); Grading
Basis is TRN and the Official Grade is TR. Use the lookup tool to select if not auto populated. Click the

OK button.

Equivalent Course Information

Other Credit
Other Credit XAFT CREDIT

Short Desc XAFT CRED

Long Description | Dalhousie University; CAN; 2002-2008; Bachelor of Music

%

Other Credit Type | After Degree v]

Equivalent Course
Course ID|090010 |Q  After Degree Credit
Offer Nbr 1Q XAFT XXX.01
Units Transferred 60.000
Grading Scheme UGD Q
Grading Basis [ TRN | Q
Official Grade|TR | Q TR

Repeat Code Q

Undergraduate

Transfer

Designation Q
O include in FA W Stats

Evaluation Date | 2022/03/23

Valid Attempt
Earn Credit
Include in GPA

Grd Pt/Unt 1.700
Units Att

19.  Note the Status is now Accepted. The next step is to post the credit.

Click the Other Credit by Term tab.

Other Credit Detail Other Credit by Term .

3000 * O
Find | View All First ‘&' 10f1 ‘' Last
+ —
Academic Career UGRD Undergraduate Programs J J
Academic Institution UCALG University of Calgary
Model Nbr 1
*Transcript Level
Target Information
*Academic Program ARBCH |3 Arts Bachelor [include in GPA
Academic Plan Q
Find | View All First ‘& 10of1 & Last
*Articulation Term 2181 |Q  \winter 2012 Submitted +][=]
*Group * Seq# Status Other Credit EquwalentS;::uecthatlg
| 1 | 1| {Bccepted |PSYC 200 prereq PSYC 200 ] |ﬂ | j|

AddMView Comments

May 2020
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20. Click the Post button.
| Post |

21. The Transfer Credit Term indicates the Model Status is Posted. Click the Other Credit Detail tab.
| Other Credit Detail |

NN N R Progh e B A s SRR T e

Transfer Credit Term Find | View All First ‘&' 10f1 ‘&' Last
Articulation Term W13 Posted Date 2018/03/27 +[=]
Model Status User
Calculate ost Unpost

. 0.000.

22. Note the Status is now Posted. This confirms the course (PSYC 200) is now posted.

Other Credit Detail Other Credit by Term
30000 * 0

Find | View All First ‘&' 10f1 %/ Last

(#[=]

Academic Career UGRD Undergraduate Programs
Academic Institution UCALG University of Calgary
Model Nbr 1

*Transcript Level

Target Information
“Academic Program ARBCH Aris Bachelor [Jinclude in GPA

Academic Plan

Find | View All First ‘&' 1of1 ‘&' Last

*Articulation Term 2181 |Q  winter 2015 Posted [+ [=]
*Group " Seq# Status " Other Credit R ﬁé‘rbjec“ Catig
‘ 1| 1|F’nsted |PSYC 200 prereq PSYC 200 l@ |

AddMiew Comments

[GlSave | |[=] Motify 54 Add | Update/Display

10| Page
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23. If an existing credit model exists for a student (e.g SAIT Tourism Diploma) this information displays.
There are 3 ways to add new credit. 1) If a model already exists, but there is no model for the
Academic Program the student is currently in, add a row at the top of the page (e.g. if student was in
SCBCH). 2) If the Academic Program is correct, but the Articulation Term for the course (the term you
want the hidden credit to be effective) differs from the current model, add a new row beside the
Articulation term row. 3) If both the Academic Program and Articulation Term are correct for the credit
you wish to post, add a credit to the existing model. However, you must first Unpost the current
credit temporarily (e.g. SAIT Tourism Diploma).

Other Credit Detail Other Credit by Term

. o @Bx @

Find | View All First ‘4’ 10f1 ‘»' Last

Academic Career UGRD Undergraduate Programs ﬂ j

Academic Institution UCALG University of Calgary
Model Nbr - 1
*Transcript Level [Official ]
Target Information
“Academic Program ARBCH Arts Bachelor Include in GPA

Academic Plan

Find | View All First ‘&' 10of1 &' Last

*Articulation Term 2157 |Q =4, 2015 Posted [+ [=]
*Group  *Seg# Status , \ Ofner Credit ELLEEL SG‘:’JECU Catig
‘ 1| 1|Pusted |SAIT Tourism Diploma OPTN  2XX lﬁq |

AddMiew Comments

24.  Click the Other Credit by Term tab.

| Other Credit by Term |

11| Page
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IMPORTANT: This will temporarily remove any previously entered Other Credit-Manual from the

25.
student’s record therefore it is extremely important that you remember to re-post the credit when
completed adding the hidden credit. Click the Unpost button.
| Unpost |
Other Credit Detail Gther Credit by TEHD
101 eox O
Transfer Credit Model Find | View All First ‘&' 10f1 &) Last
Academic Career UGRD Undergraduate Programs ﬂ ﬂ
Academic Institution UCALG University of Calgary
Model Nbr 1
Academic Program ARBCH  Arts Bachelor Admit Term F15
Transfer Credit Term Find | View All First ‘4 10f1 ‘»' Last
Articulation Term F15 Posted Date 2013/02/09 ﬂ j
Model Status Posted User
Calculate Post Unpost
Units Transiesd 30.000 L
26. Click the Other Credit Detail tab.
| Other Credit Detail |
12| Page
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27. Note the Status is Accepted for SAIT Tourism Diploma. To add the credit add a new row by the

Articulation Term. Click the Add a new row button.

Other Credit Detail Other Credit by Term

101 e*x
Find | View All First ‘&' 10of1 &' Last
+ ]| [=
Academic Career UGRD Undergraduate Programs JJ
Academic Institution UCALG University of Calgary
Model Nbr 1
*Transcript Level
Target Information
*Academic Program ARBCH |3 Arts Bachelor O include in GPA
Academic Plan QL
Find | View All First ‘4 10of1 ‘&' Last
*Articulation Term 2157 |Q,  r412015 Submitied k]
*Group * Seq# StatusA Other Credit Equwalentr?;.lrbjecthatlg
| 1 | 1 |Accepted |SAITTourism Diploma OPTN  2X0X i) |ﬂ|j‘

AddMiew Comments

28. A new row allows you to enter a different Articulation Term. Click the Look up Articulation Term

button. For this example enter 2181 (Winter 2018).
Gl

29. C(lick the Edit Equivalent Course button.

=

Target Information

[ include in GPA

*Academic Program ARBCH |Q Arts Bachelor
Academic Plan QL
Find | View All First '4' 20f2 '}’ Last
(Articulation Term 2187 [ inter 2013 ) [+ [=]
*Group " Seq# Status Other Credit Equivalentp?;?ject!cmlg
L] | D EIEIE]

AddMiew Comments

May 2020
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30. Follow steps 14-18 above.
31.  Click the Other Credit by Term tab and click the View All link.
| Other Credit by Term |
iew Al
32. ltisimportant to repost the previously unposted credit (e.g. SAIT Tourism F15).
Click the Post button.
| Post |
Other Credit by Term
101 ex 0
Transfer Credit Model Find | View All First ‘4’ 10of1 ‘& Last
Academic Career UGRD Undergraduate Programs (=]
Academic Institution UCALG University of Calgary
Model Nbr 1
Academic Program ARBCH Arts Bachelor Admit Term F15

Transfer Cradit Term

Articulation Term F15
Model Status Submitted

Units Transferred

14| Page

30.000 k“'

MW‘J\WN-’—-‘

Find | Wiew 1| First ‘4 12072 '}/ Last

Posted Date 2013/02/09 [+l [=]
User

Calculate Post Unpost
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33.  Scroll down the page to post the newly added credit. Click the Post button.

| Post |
. it TN e,
L/\/v" W\‘M\\/ﬂu‘mts Tansfer 0.000 ,_J"N“"/\,_/ N N
Articulation Term w13 Posted Date =]
Model Status Submitted User
Calculate Post Unpost
Units Transferred 0.000 L3
FA Weeks of Instruction Stats
Transfer Taken for GPA 0.000
Transfer Taken Mot for GPA 0.000
Transfer Passed for GPA 0.000 Transfer Grade Points 0.000
Transfer Passed Not for GPA 0.000 Transfer GPA 0.000
Units Transferred 0.000
Other Credits Summary
Units Transferred 30.000
& Save \a* Return to Search [=7] Motify =% Add | Update/Display
[other Credﬁbetail | Other Credit by Term

34. Click the Other Credit Detail tab.
Crther Credit Detail

15| Page
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35. Note that both the SAIT Tourism Diploma and new credit are now posted.
Click the Save button.
[Flsave |
Other Credit Detail [} Other Credit by Term
101 °x
Find | View All First ‘4’ 10f1 ‘& Last
+ —
Academic Career UGRD Undergraduate Programs '_I _I
Academic Institution UCALG University of Calgary
Model Nbr 1
*Transcript Level
Target Information
*Academic Program ARBCH Arts Bachelor [include in GPA
Academic Plan
Find | View 1 First '4' 1-20f2 ‘&' Last
(*_Articulation Term 2157 |Q  ra12015 ) bosted [+ (=]
*Group " Seq# Status Other Credit Equivalentﬁ;:aject! EL
‘ 1| 1 |SAIT Tourism Diploma OPTN  2XX ) |
AddMiew Comments
6rticulalion Term 2181 |Q Winter2018> Posted (#[=]
*Group  * Segd# Status o Other Credit Eq“i"’a'e”trf;‘f’jem Lele
‘ 1| 1{Fosted ) |F'SYC PSYC 200 b |
[§]save, | [@h Return to Search [=] Motify E} Add F| Update/Displa
End of Procedure.
16 |Page
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