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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. 

 

2. Click the Student Term Information link. 

 

3. Click the Term Activate a Student link. 

 

4. Enter the student ID in the ID field and press Search or Enter. Removed for FOIP reasons. Click the 
Search button. 

 

 

5. On Term Activation Tab a blank record will appear for a new student. Ensure the correct student has 
been retrieved for term activation (e.g. Sandra A. Bullock). To create a blank record, if the student 
has been active in previous terms, use the plus + sign to ensure the new term is being entered into 
a blank record. Click the Add a New Row plus sign. 

 



Manual Term Activation 
SA – Registration 

 

 
 

2 | P a g e  
    May 2018 
 

6. Enter the desired term on the blank record. Click the Look up Term button. 

 

 

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. 

 

9. The Student Career Nbr = 0. No changes are required. Click the Cancel link. 

 

 

10. Billing Career for Undergraduate (UGRD) will display. Ensure Eligible to Enroll is selected. Note: If 
the student’s program is not active during the specified term, the “Eligible to Enroll” flag will not be 
set “on” during term activation and cannot be checked on manually. Click the Save button. 
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11. Click the Enrollment Limit tab. 

 

12. Note: Generally updates are not required on this page. Make adjustments only to record changes to 
standard program limits. Click the Approved Academic Load list. 

 

13. Select the appropriate Approved Academic Load (Full-Time or Part-Time). For this example, click the 
Full-Time list item. 

14. If approval is granted for a student to exceed usual program enrollment limits for a term, authorized 
staff may override unit limits. Click the Override Maximum Units option. 

15. For this example change 12.00 units to 18.00. Enter the desired information into the Max Total 
Units field. Enter a valid value e.g. 18.00. 

16. The Max Total Units and Max No GPA Units should both be changed when a student is granted 
permission to exceed the enrollment limits for a term. Change Max No GPA Units from 12.00 units 
to 18.00. 

17. Click the Save button. 

 

 

18. Click the Student Session tab. 
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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 

student is on an approved leave of absence. They are required to maintain their active status. 

21. Click the Term Control Dates tab. 

 
22. On Term Control Dates, generally updates are not required on this page. If updates are required, 

Term Control Dates are dates are drawn from the Term Calendar date setup information based on 
the student’s primary academic program for the term. Click the External Study tab. 

 

23. On External Study - Note: Only Staff who maintain information about outgoing or incoming 
exchange students will use this page. Click the Look up Study Agreement button. 
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24. A list of Study Agreement values display. Select the Leave of Absence value. Click the LEAVE link. 
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25. Enter the applicable Start and End Dates. Click the Save button. 

 

 

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

 

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. 

 

30. Click the Save button. 

 
End of Procedure. 

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

 


