UNIVERSITY OF Manual Term Activation
CALGARY SA — Registration

The term activation process is used for undergraduates when newly admitted, matriculated students and
continuing students are eligible to enroll for a specific term. Students in undergraduate and medicine programs
will be activated for the two terms which constitute a maxi-term prior to the start of registration for that maxi-
term (i.e. Fall/Winter and Spring/Summer activations will be processed in tandem).

1. Click the Records and Enrollment link.
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6. Enter the desired term on the blank record. Click the Look up Term button.
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7. A list of terms displays. Click the applicable term (e.g. 2193 Spring 2019).
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8. If necessary, choose appropriate Student Career Number and ensure the career number represents
the appropriate program for the term being activated. Click the Look up Student Career Nbr
button.
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19.  On Student Session, multiple sessions may exist within a term. However, only the Regular Academic
Session will be appear on this page for a student because all activation information will be
maintained at the Term level at the U of C. Therefore, this page is not expected to be used.

20.  Click the Terms in Residence Tab. Terms in Residence is used by Graduate Studies when a graduate
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24.  Alist of Study Agreement values display. Select the Leave of Absence value. Click the
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25.  Enter the applicable Start and End Dates. Click the Save button.

Save

26. To enter a Maxi-Term activation click on the Term Activation tab to enter an additional term. Click
the Term Activation tab.

| Term Activation |

27. For Maxi-Term activation (e.g. Summer 2019) repeat the previous steps. Click the Add a new row
button.

[+]

28. A blank record displays. Click the Look up Term button.
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29. Select Summer 2019 to add a Maxi-Term. Click the 2195 link.

Look Up Term =
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30. Click the Save button.
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End of Procedure.

For the corresponding online learning, please consult www.ucalgary.ca/ittraining.
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