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The following lesson outlines the process for making a UofC course Extra to Degree. When a University of 
Calgary credit should not count toward a student's degree, you can make it "extra" to the degree. 

 
1. Click the Academic Advisement link. 

 

2. Click the Academic Advising Summary link. 
 

3. Enter the student ID number and press Search or Enter. Note: Some information is removed for 
FOIP reasons. Click the Search button. 

 

4. A list of Maxi Terms will display in the grid. Select the applicable Maxi Term. For this example, 
select Fall 2019/Winter 2020. Click the Fall 2019/Winter 2020 link. 
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5. The Student Record Summary displays specific details about the student's career and the Maxi 
Term selected (Fall 2019/Winter 2020). Note specifically the term in which the course you wish to 
make extra to degree is correct. Click the Open list. 
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6. There are many options on the Open list. Click the Enrollment Request list item. 

 

7. After making a selection from the Open list, click the Go button to navigate to the component. 
Click the Go button. 

 

8. On Enrollment Request, ensure the Term is correct (e.g. 2201). Click the Add button. 
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9. From Enrollment Request Details, click the Action list. 
 

 

10. Click the Normal Maintenance list item. 
 

 

11. Click the Class Nbr look up button. 
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12. Enrollment Listing displays allowing selection of the course you wish to make extra to degree. For 
this example, click the checkbox for COMS 473. Click the Enrollment Select button. 

 

 

13. The class number will populate confirming the selection on Enrollment Request. In order to 
indicate the Designation, click Override. Click the Ovrd Requirement Designation option. 

 

14. Click the Look up Designation button. 
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15. Extra to Degree displays on Look Up Designation. Note: If you wish to reverse the Extra to 
Degree change, repeat all the previous steps to this point removing the "XTRA" from the 
Designation field. Click the XTRA link. 

 

 

16. Click the Take Requirement Designation option. 
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17. Note an Enrollment Request ID will be assigned. When all changes have been made, click the 
Submit button to submit the Extra to Degree change. 
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18. To confirm the designation has been included, navigate back to the Academic Advising Summary 
and scroll down to Ungrouped Courses (Not Applicable) to see XTRA in the Designation column 
for the course extra to degree (e.g. COMS 473). 

 
 For the corresponding online learning, consult the Student and Enrolment Services (PeopleSoft) 

Training website. 
End of Procedure. 

 


