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Your CCR: A How-To Guide for Validators 

(Updated May 2020) 

Thank you for your interest in the Co-Curricular Record (CCR)! Please follow these instructions to add 

positions to your CCR, download or print your record, and more! Use the interactive table of contents to 

navigate to the section relevant to you.  
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Validator Instructions 

 To Access The Co-Curricular Record: 
1. Go to leadership.ucalgary.ca and click the ‘LOGIN’ button at the top right side of the page 

 

 

Log in using your UCID credentials (your IT username and password or your UCID number and 

password). 

 

 

OR 
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Go to leadership.ucalgary.ca and click the ‘ADMIN’ button at the top right side of the page 

 

 

 

Log in using your account username and password. Use the admin login portal if your user 

account is a staff/faculty account.  

 

 

 

If you are unsure what account type you have, try both the Non-Admin and Admin login links, or email 

involve@ucalgary.ca.   
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2. Click on the ‘Co-Curricular Record’ tab in the gray bar on the left side of your screen. This should 

bring you to a screen that says ‘Co-Curricular Module: Validator Home’ 

 

 

 

3. From here, you will be able to VIEW participants who have applied to have positions you 

validate to appear on their CCR, and APPROVE or DECLINE student applications to have positions 

appear on their CCR 
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To Approve, Decline, or Remove Positions from a Student’s Record: 
 

 

4. To APPROVE a student’s application, select a student application by clicking on the box next to 

their application (on the left side of the screen). Then click the blue ‘Approve Selected’ button. 

5. To DECLINE a student’s application, select a student application by clicking on the box next to 

their application (on the left side of the screen). Then click the red ‘Decline Selected’ box or 

‘Decline With Email’ box. The ‘Decline With Email’ button will allow you to compose a message 

to the student and provide more context on why their application was declined. 

 

6. If you would like to see more about a student’s application, click on their name. This will bring 

you to a page titled ‘Record Position Details:’ followed by the student’s name. This will allow you 

to see their full name, when they added the position to their record, and the anticipated 

achievements they felt they had gained through their participation in the positon.  
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7. From this page you can also approve the position by hitting the blue ‘Approve Validation’ button 

or decline the position by clicking the red ‘Decline Validation’ button on the right side of your 

screen. 
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To return to the previous page, select ‘Back to Activity’ or ‘Back to Position’. 
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If you believe a student has accidentally added a position to their record (e.g. this student is known to 

you as a volunteer with your program, but the selected the wrong position from the list under the 

Activity Description), we encourage you to contact the student before declining the position. When you 

decline a position, this appears permanently on their Co-Curricular Record. If you believe the position 

was added mistakenly, contact the student to ask them about their application. If you are unable to 

contact the student, please email our office and we will contact the student on your behalf.  

If a student indicates they have accidentally added the position to their record, you can remove the 

position from their record. To do so, click on the student’s name next to their position application. This 

will bring you to the page ‘Record Position Details:’ followed by the student’s name. From there, click 

‘Remove Position from Student Record.’ This will remove the position from their record without 

requiring you to decline the position. If you have any questions or concerns, or would like a member of 

our team to do this on your behalf, please email us. 
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If the student has requested that you make amendments to the ‘Achievements’ (Learning Outcomes) or 

hours tracked in the position request, you can edit them here. Scroll down the page to view the 

Achievements and select or deselect any you would like to change. 

 

 

 

To make amendments to the hours the student has logged for this position, click on the ‘Edit’ button 

under ‘Time Entry’ and update the number. Make sure you click ‘Save’ before exiting the box. 
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When you are finished editing the student’s position request, make sure you click ‘Update Record 

Position’ before approving the validation.  
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If you have multiple account permissions (Student, Validator, etc.): 
 

To switch between your individual STUDENT account, which allows you to view and access your personal 

Co-Curricular Record, and your VALIDATOR account, which allows you to approve or decline student 

applications to have a position appear on their record: 

1. Go to leadership.ucalgary.ca and click the ‘LOGIN’ button at the top right side of the page 

 

Log in using your UCID credentials (your IT username and password or your UCID number and 

password). 

 

OR 

Go to leadership.ucalgary.ca and click the ‘ADMIN’ button at the top right side of the page and 

log in using your username and account password. 
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2. Click the ‘Co-Curricular Record’ tab on the gray side bar on the left side of your screen 

 

 

At the top of the page, you should see a message that states ‘You have multiple roles. Select below to 

switch to a different role:’ followed by two buttons below it, which read ‘Validator Role’ and ‘Student 

Role.’ Select the button based on which role you would like to use, and navigate back to this screen if 

you need to switch profiles at a later time. If you have any issues navigating between this role with your 

validator permissions, please contact our office. 
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Updating Activities and Positions 
To update existing activities and positions within the Co-Curricular Record, the CCR team is creating a 

new position for UCalgary staff members called the ‘Activity Director’ position. The ‘Activity Director’ 

position allows specific groups of users the ability to edit certain activities and positions within the Co-

Curricular Record database.  

During the 2019-2020 CCR period, our team is still in the process of optimizing this position and adding 

UCalgary staff members as activity directors to CCR activities. This process is estimated to continue 

throughout the summer into early fall 2020. If an activity or position needs updates prior to activity 

directors being added, please send an email to involve@ucalgary.ca with the requested edits. 

What are Activity Directors? 
‘Activity Directors’ (AD) are CCR users who have been given a specific type of account permissions and 

assigned to a group that allows them to directly edit specific activities within the CCR database. Activity 

directors can be made members of ‘Activity Director Groups,’ with multiple AD’s added to specific 

Activity Director Groups. Activity Directors may be made members of multiple Activity Director Groups, 

which enables them to manage and edit different programs and positions within the CCR database.  

Who can be an Activity Director? 
Activity Directors must fit the following criteria: they must be a UCalgary staff member, participate in 

CCR Activity Director training through the office of Leadership and Student Engagement, and must be 

connected to a CCR-eligible program in some way (this could include a role as a program manager, 

volunteer manager, staff member of the unit/department a program is offered through, etc.).  

Students are not eligible to be added as activity directors – for students engaged in extracurricular 

activities that do not yet have activity directors enabled and would like to request edits, please email 

involve@ucalgary.ca.  

How can I set up Activity Directors for a CCR activity? 
If you would like activity directors to be created for a CCR activity, please follow these steps: 

1. Identify the UCalgary staff member(s) that should be added as activity directors and be able to 

directly edit and update your activity and its positions. Multiple people can be added as activity 

directors to an activity, so if there are multiple staff members that manage a program or activity 

it is recommended that they be added as activity directors. 

2. Send an email to involve@ucalgary.ca and cc’ the staff members who you believe should be 

added as activity directors to this email. In this email please identify: 

• Your name and position (i.e. student, staff member) 

• What activity you believe these staff members should be added to as activity directors 

• How you are related to the activity (i.e. participant, volunteer, manager, etc.) 

3. We will connect with the staff members to ensure they are the appropriate contacts for the 

program/activity, and provide them with access to the necessary account permissions to be 

activity directors.  

4. The activity directors will be provided with training via Leadership and Student Engagement on 

using the Co-Curricular Record. 
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Validator Important Information and FAQs 
 

Q: How do I request a new position to be added to the Co-Curricular Record database? 

A: To add a new position to the Co-Curricular Record database, please complete the online request form 

by logging in to the Co-Curricular Record at leadership.ucalgary.ca using your UCID or IT credentials. 

Click the ‘Co-Curricular Record’ tab in the gray sidebar and the form will appear underneath this tab. 

This form should only be used to request new positions that do not already exist in the CCR database. If 

a position has been in the CCR database in past years it will be included in the current academic term.  

Q: When is the deadline to request new positions to the Co-Curricular Record? 

A: Requests for new positions to be added to the CCR need to be submitted through the online form by 

May 30th, 2020.  

Q: When is the deadline for students to request to add positions to their personal CCR? 

A: Students need to add positions to their CCR for the 2019-2020 academic year by June 30th, 2020.  

Q: When should I start validating student’s requests to have positions appear on their record? 

A: You should begin validating student’s requests to have positions appear on their personal Co-

Curricular Record after June 30th (the last date for students to request a position be added to their 

record). This ensures that students have finalized the hours logged for positions they have requested to 

add to their Co-Curricular Record. 

Q: What is the final deadline for me to approve Co-Curricular Record position requests? 

A: Validators must approve positions by July 31st, 2020. After positions have been approved or declined 

they will appear on student’s records. 

Q: Can students add their volunteer/involvement hours to their positions? 

A: Yes! Hour tracking for positions is now a feature of the Co-Curricular Record.  

Q: How does hour tracking work with the Co-Curricular Record? 

A: When students submit a request for a position be added to their record, they can include the number 

of hours they were engaged in the position. After this request has been submitted, students can also 

edit the number of hours they have been engaged in the position. However, after the student’s position 

request has been validated, they should not attempt to edit their position hours, as this will result in the 

position needing to be validated again. 

Q: Where can I find other supports and resources? 

A: Check the Involvement Portal website at leadership.ucalgary.ca and email involve@ucalgary.ca to 

request addition supports and resources. 

Q: Can I receive training in using the Co-Curricular Record? 
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A: Yes! To request training please email involve@ucalgary.ca. You can request training for your 

unit/department, or learn more about the next upcoming training for CCR validators and staff members. 

Q: Can students add activities from previous years to their Co-Curricular Record? 

A: Students can request to have positions from previous years added to their records, and these 

instances will be assessed on a case-by-case basis. In previous years the Co-Curricular Record has not 

enabled students to have positions retroactively added to their personal record, however, we are 

exploring options to allow students who have missed deadlines in previous years to have their CCR-

eligible extracurriculars recognized. 

This is an appeal-based process, and students are not guaranteed to be able to retroactively add all 

positions. To engage in this process, students will be required to follow a number of steps and submit 

information to Leadership and Student Engagement. The office of Leadership and Student Engagement 

will make the final decision on whether a position can be added to a student’s record retroactively. 

Please note that some retroactive position addition requests may be approved, and others may be 

declined depending on a number of factors, including the quality and accuracy of documentation 

provided to the office of Leadership and Student Engagement. All decisions made by the office of 

Leadership and Student Engagement are considered final. 

Retroactive position addition requests will only be accepted and processed after August 1, 2020. More 

information on this process will be made available by July, 2020. 

Q: I have other questions – where can I go for more information? 

A: Email involve@ucalgary.ca with any questions or concerns.  
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