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The following is how to change the maximum allowed units a student can register in for a specific term. This 
process would be used when a student is granted permission to take additional course(s) beyond the normal 
maximum number for a given term (e.g. increasing units from 18 to 21) or when a student is restricted to less 
than the normal limit of courses allowed in a term.  Additional navigation to this component includes:  

Records and Enrollment > Student Term Information > Term Activate a Student 

Note: For FOIP reasons some information has been removed.
 

1. Click the Academic Advisement link. 
 

2. Click the Academic Advising Summary link. 
 

3. Enter the student ID number and select the applicable Maxi Term.  
Click the Look up Maxi Term button. 

 
 

4. Enter the desired Term (e.g. 2147 Fall 2014) and press Lookup. 
 

 
Click the Look Up button. 
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5. The associated Maxi Term will display (e.g. 2151 for Winter 2015)  
Click the 2147 link. 
 

 
6. Once the student ID number and the applicable Maxi Term are entered, press Enter or Search. 

Click the Search button. 
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7. From Student Record Summary, click the Open list. 
 

 

8. Scroll down to Term Activation and click the Term Activation list item. 

 
9. Click the Go button. 

 

10. Click the Enrollment Limit tab. 
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11. Click “View All” to find the row for the term(s) in which you wish to change the maximum unit 
load. Click View All. 
 

 
 

12. Click the Override Unit Limits option. 

 

13. The existing units display (e.g. 18). In order to change them by increments of 3 just type the 
amount in the Max Total Units and Max No GPA Units. 

 
14. Enter the desired information into the Max Total Units field (e.g. 21) and the desired 

information into the Max No GPA Units field (e.g. 21). 
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15. Once the increments have been changed press Save to record the change. Click the Save 
button. 

 

 

 For the corresponding online learning, consult www.ucalgary.ca/ittraining 
End of Procedure. 

 


