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How to Create a Part time ASA Service Request

This document outlines the procedures to create a Part time Alberta Student Aid (ASA) service request in the
student portal.

1. Log into your UofC Student Portal (my.ucalgary.ca)

Login

( Continue with your IT account >

For current students and staff.

< Continue with your elD )

For student applicants, alumni, and guests.

P CALCARY  itning

Sign in

someone@ucalgary.ca

Can't access your account?

Register IT Account | Account FAQs | Cantact UCalgary IT Support
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2. Select the “My Service Request” tab on the left most side of the home page just below the “My
Application” tab and then click “Create New Request”

General inquiries should be directed to: Contact us

For student resources on Service Requests, refer to Info about Service Requests.

Information about your existing Service Request(s) can be viewed below

Status of your Service Requests

Submitted: Your request has successfully submitted. If you need to make any changes to your request, you can change it here.
Updated by Student : Your request has been successfully updated.

) More Info Required: Your request requires additional details to be processed. Please review the comments and respond.
%‘;ﬁ In-progress: Your request is being processed.

e — Cancelled by Student: You have cancelled your request

Completed: Your request has been completed.

Closed: Your reguest has not been completed and closed. Please review comments and resubmit your request if applicable.

My Service Requests
Personal Info .
viewAl = Fist @ 120f2 @ Last

o

LA

Exams and
Grades

’! Create New Request M

Program and
Advisging Info

My eForms
Students can submit eForms for various purposes, such as requesting a leave of absence (LOA) for graduate students and changing a grade io
Credit Granted (CG). Before initiating any request, it is recommended that students seek advisement from their respective program office
to ensure that they understand implications and avoid potential delays.

My Financials To explore the available eForms, click the Submit New eForm button below.
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3. Clicking the “Create New Request” button will prompt you to select the “Request Category”. Select
“‘Enrolment Services” and Click “Next”

A

Academic Institution | Universi
Home University of Calgary W
Select the Category for your requests:
m Select a Request Category | =

My Application

' B Graduate Studies
@® Enrolment Services

B Fist @) 12012 @ Last

My Service

4. You will be prompted to select a “Request Type”. Select My Financial Support (Financial Aid &
Student Loans) and click “Next”.

#

Enrolment Services
Home e
Please select a request type below
m If you have any questions about the request type, please contact us
My Application Select a Request Type o]

#  Fist @ 16016 @ Last

My Service
Requests

My Financials

_I'u_'ly Financial Support (ﬁ\}ra rds, Scholarships & Bursaries)
My Registration

My Student Record

My Graduation

O
®)
@)
O
O
O

) 4

Personal Info

Cancel < Previous
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5. You'll then need to select the “Request Subtype”. Select Submit Part Time Loan Application Form and
click “Next”.

4|Page

My Financial Support {Financial Aid & Student Loans)

Home e e

m Select a Request Subtype L1z} 3l

My Application

)

My Service
Requests

Submit |nterest Fraa Request
e L B
1 O submit Program Information Form
O Submit US Loan Application or Deferment
Personaline

First €8 170f7 ¥ Last

O Request for Government Financial Aid Letter
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6. On clicking “Next”, the “My Request Detail’ page will show up where students can enter comments,
add attachments and complete the Open Link (form) — Associated Forms before clicking “Submit”.
Instructions on how to fill out a form are illustrated in the next step.

Home My Request Detail

Category Enrolment Services Type My Financial Support (Financial Aid & Student
Loans)
Subtype Submit Part time Loan Application Form
If you are attending pari-time (taking less than 9 units in the fall or winter terms, and less than & units in the spring or
summer terms), you can complete a part-time goversnment loan application. The part-time loan application is available from
wour provincial loan provider's website. For more resources on government student loans, wisit the UCalgary Student Loans
website.

Follow the instructions below to avoid in getting your part-time application completed:

= lpload a scanned copy of the POF part-iime (a3 ien containing all pages of the application

= Complete all sections of the ap;
complete) This section has instructions and the required document
= Include your provincial student that need to be attached to process this request

# Do not submit a secured PDF =

Persanal Info Note: you must upload your pari-time loan appllcaimn 30 da\,rs prior ta the end oﬂhe term. For mare information on student
loan guidelines, vist the 3l = = 1 23 peh ity poiart, contact
Enrolment Samvices.

Studenta are reqmred to fill out this mandatory,I
form. Click "Open Link" to fill the form

Exams and

Grades

: Mote: All required forms must be completed before the request can be submitted.

Status Submitted Request Date 2026/0527
Program and — _
PAdvising Infa H FEn | Paragraph v v Al AvBA~ B I U 5 Iz«
Comment

&

A== —

Cv— @@ @ Qv e o ql=

My Financials

Students have the ability to add comments
here. Staff members will be able to view this
comment

Attach the completed part time form by
clicking the "Add Attachment” link.
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7. Part time loan application Service requests require a mandatory form to be filled out, the name of the
form with the associated link in addition to the required check mark in the “Associated Form” section.
It's important to note you will not be able to submit the request without completely filling out that form.
Please follow the instructions below to complete the mandatory form

a. Click “Open Link” in the “Associated Form” section of the “My Request Detail” page. A
window will pop open, to generate the form student must click ‘OK’

Service Request Form

Pleasa Click "OK” button to generate the Request Form for
You to complete as part of your request
oK

b. You'll then be presented with a form to enter the term or terms that you are requesting the form to be
completed for.
i. You have the option of saving your progress by clicking “Save”.
ii. You can also print the form for your reference by clicking the “Print” option.
c. After entering the term, you must click “Complete Form” to validate the form for completion

Personal I

Service Request Form
UNIVERSITY OF
CALGARY

1D

Primary Mame: Preferred Name:

Please "Save" often to remain active so that you will not lose your work. Once you have completed the
form use "Complete Form" to validate and mark the form as complete. Questions marked with an " are
required and must be filled in.

Once the Form is complete you will be returned to your Service Request.

Note: You must submit the Service Request for your form to be sent to staff to action.

Please indicate the specific term{s) for which you are seeking part-time funding (=.g.. One term: spring 2024; Two Termns:
spring/summer 2024).

Mote: If you are applying for multiple terms, you can only apply for two terms of part-time funding at once: spring/summer or
fallfwinter.

(This field is limited to approse. 500 words.) It is mandatory to click the
"Complete Form™ option

Complete Form

Enter the term that the form should

be completed for
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d. If you fail to complete the mandatory form, you will be presented with an error message as
shown below. The message will also include the number of questions to which a response is
missing.

Message

You missed providing a response to 1 of the mandatory questions. (25059,1012)
We required a response to some of the questions. These questions are prefixed with a ™. Please enter a response to each of these.

OK

e. When the “Complete Form” button is clicked after all the mandatory questions have been
answered, you'll get the following message. Click “Yes” and this will take you to the “My
Request Details” Page

Message

Please confirm your form is complete and accurate. (25355,7)
By completing the farm you are certifying that all information provided is accurate and complete to the best of your knowledge.

Click "Yes' to cerify and complete this form and return to the Service Request.

Na

8. Ensure that you add the completed part time form (leaving section 5 blank) in the “File Attachment”
Section and then submit your service request by clicking the “Submit” button. Your form will not be
sent to staff to process unless you submit the request.

“ File Attachments | Find | | |4 i }
Attachments | [T
Attachad File Wiew Add Attachment

Wiew Add Attachment 1 =

—

9. You have the ability to cancel or make edits to an already submitted request as long as the request is
not picked up by a staff member for processing. Please refer to the “How to Cancel or Update an
Existing Service Request” document for more information.

10. Enrolment Services will complete section 5 of the application and upload to the service request for

you to download, sign and send to your lender. If Enrolment Services is unable to complete, they will
update your service request with a comment. Keep an eye out on your service request for updates.

End of Procedure. For further questions, please contact Enrolment Services.
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