gERSITY.OF Swap Classes on Students’ Behalf

SA - Registration

The following explains how the Quick Enroll function enables staff to switch one class for another class on
behalf of the student. This is referred to as "swapping" classes.

1
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Click the Records and Enrollment link.

[+ Records and Enrolimeni

Click the Enroll Students link.

Click the Quick Enroll a Student link.
Quick Enroll a Studend

Enter the student's ID number. For FOIP reasons some information will not be displayed. Click
the Look up Academic Career button.

Click the Undergrad link.
Lindergrad

Click the Look up Term button.
[

Any previous, current and future terms will be listed. Select the applicable term 2187 F18 (e.g.
Fall 2018).

Look Up Term

Help
Empl ID 300
Academic Career Undergraduate Programs
Academic Institution UCALG

Term| begins with s
Short Description | beging with s

Look Up Clear Cancel Basic Lookup

Search Results

View 100 First ‘4 1100f10 ‘B Last
Term Short Description
2191 W19

2187 Fig

2185 518

2183 P18

2181 W18

277 Fi7

2175 S17

2173 P17

217 W17

267 F16
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8. Note: Once a successful action has been processed, use Find an Existing Value to look up and
existing Enrolment Request ID. Make sure to click View All link, if displayed, to ensure you see
all the actions for this Enrolment Request ID. You may also add a new row to perform another

action. Click the Add button.

Quick Enroll a Student

Il

Find an Existing Value Add a New Value

10| 300
Academic Career UGRD |3
Academic Institution| UCALG |3
Term|2187 |Q

Q

Add

h

9. On Quick Enrolment the student information will display; name, ID, career and term.
Click the Action list.

Quick Enrollment
Request ID 0000000000 -
Class Enrollment Units and Grade Other Class Info General Cverrides Class Overrides
*Action \ Class Nbr Section Related 1 Related 2
[# [=] [Enron v| Q Pe Q a
k
10. A list of actions display, click the Swap Courses list item.
Add Grade
Change Grade
JChange Wait List Position
Drop
Drop to Wait List
Mormal Maintenance
Remaove Grade
wap Courses
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11.

12.

13.

14.
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Click the Look up tool for the class number the student is already enrolled in. Click the Search
button.

&l

For this example the student is enrolled in class 72707 (ENTI 317 Lecture 04) as well as 76152
(Tutorial 04). Uncheck the Enroliment List checkbox the student wishes to swap from.
Click the Enrollment Select button.

Enrollment Request
Enroliment Listing

Request ID 0000000000 ID 300
Career: UGRD Institution: UCALG Term: F13
Enroliment List Find First ‘4 1-20f2
\ Subject Catalog Section Unit Taken Class Nbr Status Reason Grading Basis Grade

ENTI M7 04 3.00 72707 Enrolled Enrolled Graded R

C Lecture
L N
Entrepreneurial Thinking

ENTI 7 TO4 76152 / Enrolled Enrolled Non-Graded
Tutorial
Entrepreneurial Thinking

Return

The class number selected (swapping from) displays. Click the Change To Look up for the class
the student wishes to change to (swap for). Click the Enter Search Criteria button.

=

Search for Classes displays. To search for a specific class click on the subject list for a complete
list. Click the Subject list.

Quick Enrollment
Enter Search Criteria
Search for Classes

University of Calgary | Fall 2018

Select at least 2 search criteria. Select Search fo view your search results.

{&Class Search

@bjecﬂ @
Course Number|contains ik
Course Career | v

M Show Open Classes Only
[Jopen Entry/Exit Classes Only

[» Additional Search Criteria

Return to Quick Enroliment Clear Search
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15. An alphabetical list of subjects display. To narrow searching, type the first letter of the subject
(e.g. "e" for Entrepreneurship & Innov). You can also scroll down the list.

subject N
ACCT-Accounting ™
ACSC-Actuarial Science

c ACWR-Academic Writing

AFST-African Studies
ALMC-Arabic Lang & Muslim Cult
AMNTH-Anthropology

ARHI-Art History
ARKY-Archasology
ARST-Architectural Studies
ART-Art

ARTS-ARTS

ASHA-Arts & Science Honours Ac l¢
ASPH-Astrophysics

ASTR-Astronomy

BCEM-Biochemistry

BIOL-Biology

BMEM-Biomedical Engineerning
BSEN-Business and Environment
BTMA-Business Technology Manag
CEST-Central & East European 5
CHEM-Chemistry

CHIN-Chinese

CMCL-Communication and Culture
CMMB-Cellular, Molec, Microb B
CNST-Canadian Studies
COMS-Communication & Media Stu
COOP-Co-operative Education
CORE-Community Rehabilitation W
CPSC-Computer Science

16. After selecting the applicable subject, click the Search button.
| Search |
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17. Search Results display based on the search criteria entered (e.g. Entrepreneurship &
Innovation).

Quick Enrollment

Search Results

University of Calgary | Fall 2018 /

The following classes match your search criteria Course Subject: Entrepreneurship &
Innovation, Show Open Classes Only: Yes

Please click on the Class link for further registration information such as pre-requisites, class restriction details, language of instruction, and more.

@0Cpen [l Closed £\ Wait List

Indicates that some or all seats may be reserved for specific student groups. Click on the
Class link for further restriction details.

Return to Quick Enroliment New Search Modify Search

14 class section(s) found

ENTI 201 - Introduction to Business Venturing

Class Section Days & Times Location Room Instructor gs:‘lljgr: Topic Meeting Dates Status Class Resfrictions
T S MO ManleC i an | EE e x
Class Section Days & Times Location Room Instructor gs:‘lljgr: Topic Meeting Dates Status Class Resfrictions
iR AN WS oy ar : Do o &

ENTI 317 - Entrepreneurial Thinking

18. Scroll to the desired course (e.g. 75419 (Lecture 06). Click on the class ID for additional details.
Click the 75419 link.

MA#WW%rVMM\Mﬁ"ﬂ’MW”W

Clags Section Days & Times Location Room Instructor g‘r’;‘j“’l Topic Meeting Dates Status Class Resfrictions
06-LEC Th 3:30PM - Main UofC 2018/09/06 -
-
( 75418 o lar 6-15PM Campus EDC 385 8 2018M12/07 @ Select )
N
Class Section Days & Times Location Room Instructor Section Lo MeetingDates  Status Class Restrictions

— g Pt
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19. Review the information in the class details, specifically the Enrollment Information; otherwise
errors may be generated if swapping for a course they may not have the prerequisites for.
Additional information regarding class availability, description including additional
prerequisites, etc. can be reviewed. Scroll to the bottom and click the Select Class button.

[ SeleciClass |

Quick Enrollment
Class Detail

ENTI 317 -06 Entrepreneurial Thinking
University of Calgary | Fall 2018 | Lecture

Class Details

Status  Open @ Course ID 162604
Class Number 75419 Offer Nbr 1
Session  Regular Academic Career Undergraduate Programs
Units 3 units Dates  2018/9/6 - 20181217
Class Components  Lecture Required, Tutorial Grading Graded
Required Location Main UofC Campus

Campus  University of Calgary

Meeting Information
Days & Times Room Instructor Meeting Dates

Th 3:30PM - 6:15PM EDC 338 2018/09/06 - 20181 2/07
Enroliment Information

Enrollment Requirements Prerequisite(s): Admission to the Haskayne School of Business,
Management Studies 217 and Strategy and Global Management
217. [Please see University Calendar for more description.)

Class Attributes Half-Course
GFC Hours (3-3T)

Class Availability

Class Capacity 60 Wait List Capacity 10
Enroliment Total 52 Wait List Total o]
Available Seats 3

Description
Leaders in fodaygabusy vironment llengegiodaink en rensugl|y-to s
20. The Quick Enrolment allows you to select any related components (e.g. lab or tutorial) required

for enrolment. Click the Look up Related 1 button.

Class Enrollment Units and Grade Other Class Info General Overrides Class Overrides

Class Change

Nbr To Section Related 1 Related 2

*Action

[+] [=] [swap Courses wv| [72707] Q[ 75419 ENTI 317 06 Pending g [ Q
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21. For this example the related tutorial can also be selected. Click anywhere on the link.

Look Up Related 1

Cancel

Search Results
View 100

Academic Class
erm
Institution Nibr

N

Relate
Clas
Mbr

UCALG 2187 75419 76154 ENTI

Subject Catalog i Course Class

Help

First ‘4’ 1of1 %/ Last

Session )
Mhr Component Section

37 Regular Tutorial TOG

22. Once the class numbers have been selected for the swap, including any related components
you can submit the quick enrolment request. Click the Submit button.

| Submit |

Quick Enrollment

Request ID 0000000000

Career Undergrad

Class Enrollment Units and Grade

*Action

Institution UCALG Term F13 Submit

Other Class Info General Overrides Class Overrides

[#] [=] [swap Courses

v| 72707 Q| 75419 Q 05 Pending 76154|Q Q

1D 300 * O

L
\ %:‘I:ange Section \\‘ Related 1 Related 2

June 2018
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23. When the save is successful a Request ID number displays and Success is visible. If Error
displays, click on it to investigate the error. Click the Save button.

Quick Enrollment

Request ID{ 00021230679 ID 300 Ej
Career Undergrad Institution UCALG Term F18 Submit

Class Enrollment Units and Grade Other Class Info General Overrides Class Overrides

*Action fass I Section Related1  Related 2

[+] [=] swap Courses 72707 Q75418 Q ENTI3MT 06 % 76154

Goto View Enroliment Access Enroliment Appointments Term/Session Withdrawal
Calculate Tuition Study List
Jsave, ||[o* Return to Search | |[=] Notify [% Add Update/Display
24, To confirm the swap in the Student Centre navigate to Campus Community > Student

Services Centre, enter the Student ID number if necessary and press Enter or Search. Click the
Search button.

25. Navigate to the applicable class schedule (e.g. Fall 2018). Click the My Class Schedule link.

Student Centre Help

Bachelor's Dagree in the Hackayna Schaool of Businass
Bachelor of Commerce {Degree Stream)
Accounting (Major)

Academics Schedule Builder

g“g‘ogaﬁz ?g:fdm;j @ You are not enrolled in classes.

Search for Classes

[other academic... v ()

Holds
Finances

No Holds.
My Account Account Summary

Acg Inguiry

Past 0.00 JollolCst
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26. Select the applicable term to display the schedule to confirm the classes have been swapped.
For example, click the Fall 2018 option.

Select a term then select Continue.

Term Career In=sfitution
(C) Spring 2018 Undergraduate Programs University of Calgary
() Summer 2018 Undergraduate Programs University of Calgary

Fall 2018 4= Undergraduate Programs University of Calgary

() Winter 2019 Undergraduate Programs University of Calgary

Continue

b L)
Cancel .""\f

27. Click the Continue button.

[ Continue |

28. Note the two additional classes will be displayed; 75419 Lecture 06 and 76154 Tutorial T06
display correctly for ENTI 317.

Select Display Option ® List View ) Weekly Calendar View
Term Load Part-Time Warmning: Click here for Term Load Implications
Fall 2018 | Undergraduate Programs | University of Calgary Change Term

Class Schedule Filter Options
Show Enrolled Classes
Show Dropped Classes
Show Waitlisted Classes

Filter
ENTI 317 - Entrepreneurial Thinking
Status Units Grading Grade Deadlines
Enrolied 3.00 Graded o
C'Labsrs Section Component Days & Times Room Instructor Start/End Date  URL
, Th 3:30PM - 201309706 - =

75419 06 Lecture £-15PM EDC 383 2018/ 2/07 '.Q_§>I

. { Tu 6:30PM - 2018/09/06 - =
76154 TO6 Tutorial 9 15PM MFH 164 Sitaff 3018/ 2/07 Iq_g'

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