RYERSON UNIVERSITY

How to Enter a Probationary Contract

Once a student has agreed to and signed the Probationary Contract, it can
be entered into SAS where it will be evaluated automatically at the end of
the term during the academic standing calculation.

To Enter a Probationary Contract

You can enter a Probationary Contract into SAS using the Records and
Enrollment item on the Main Menu.

Main Menu
Search Menu:

[ ®

3 Campus Community 4
3 student Recrutting 4

(3 student Admissions L

(1 Records and Enrolment

3 Curriculum Management £ Enroll Students

£ Financial Aid 3 Student Term Inforration

3 Career and Program Information
3 Enrollment Summaries

3 Term Processing

3 student Financizals
0 Academic Advisement
3 Set Up HRMS

3 Transcripts
3 Set Up SACR 3 Graduation
3 Reporting Tools 9 Transfer Credit Evaluation
3 PeopleTools {3 Transfer Credit Rules
[5] User Navigation 3 3 C's Summaries

(7 SR Customizations

£ u Scheduling cus (1 Use
rIYer Seheung s 3 Setup [5] Class Enroliment Capacity
= sp+ Actinn Paocnn

3 Processes ——

3 Reports =] Probationary Contract

(3 RISIS Transcripts tatement of Understanding
[ student Career/Programy/Plan

1. On the menu bar, click Main Menu and then click the following:
¢ Records and Enrollment
¢ SR Customizations
e Use

e Probationary Contract
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ON UNIVERSITY

Probationary Contract

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Limitthe number of
1D:
Academic Career:

Academic Institution: | begins with x| [RYERU

Term:

Campus ID:
National ID:
Last Name:

results to (up to 300): (300
|beginswith;['
|

= -

[ |

Q
- H —"
| pegins with =] |
| pegins with x| |
|begin5withj|

First Name: | begins with j |

Term Alternate Key: I: 'l Q,

[~ Include History I~ CorrectHistory [~ Case Sensitive

Clear .|Elasic Search [E) Save Search Criteria

) . Search |
2. Enter the student’s ID and click ===,
Probationary Contract
Erer any informaion you have and dick Search. Lesve Selds blank for a list of all values.
Find an Exstng Valug

Limit the number of results to (up to 3007 [300
(3 beging with =] 123456709
Academic Career: [ =] I =]
Academic Inssituson: [Dagns win ¥ [RYERU =}
Torm: a
Campus I LN
Haneasio: ETUDENT
Last Hames: [bepn:
First Harme: [begins witn =]
Term Aternste Key: [= 2] a
[ nciugs History [ Comect Histary [ Case Sensitive

Saarch | CloBI Lysic Seanch (@ Sive Sewch Citerig
Search Results
e Al First 4] 132er32 (k] Las]

ustional Torm
Academic  Acade Datest  Campus MO Short  Last

0 Seadamic MeMOK e 3OO, tame Gender g 5 * Vational i) %.m, e o s fistMame Abemate
123456788 Underacad BYERU 1115 82011 Hamd. Shudenl Malt 01311988 (Mank) 123456780 CAN i HANE STURENT 1115
122438789 Underarad BYERY 1111 W2011 ame, Stugen Mt 012988 (piank) 123485THG CAN i MAME  STUDEMT 1111
LI34S6THS Underorad RYERL 1109 E2010 M, Studgn] Male 0172111988 (blank) 122488780 CAN N MAME ETUDEMT 1109

4 nderrad RYERU 1105 52010 Sluden Ugle 01011908 (Hack) 12MSATROCAN SN MAME  STUDENT 1105

3. Select the current Term.

G By Aoy (== Ol | Course/Minimum Grades | Enrollment Limit

123456789

@

Mame Student

Term: 52011 Career: Undergrad Institution: Ryerson University

Al First E o1 O Last

HE

*Effective Date: 3110812011 [
Term GPA-I I

Effective Sequence: 0
Additional Criteriaz [

User ID: Action Date: 31/08/2011

&\ Return to Search | [+F] Previousin List | [+E] MextinList| [/ Updateisplay | [#] Include History | |[E# Correct History |

This is where you start to enter the conditions of the Probationary Contract.

. Effective Date — defaults to current date. Do not change this date.
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. Effective Sequence — defaults to 0. Do not change this value.

« Minimum Term GPA - used in the Probationary Contract evaluation.
You must enter a value here.

4.  Enter the Minimum Term GPA to be achieved.

Minimum Term GPA should never exceed 2.00.

5. Enter a Comment.

This is a free-text box. The Probationary Contract can be viewed
online so care should be taken when entering comments.

For regular probationary students you may want to enter your
course recommendations for a Comment.

At this point you can do any of the following:

e Save the contract — you're done — this all you will need to do for
most students

e Set the maximum and / or minimum number of courses that
can be taken — see steps below

e Enter Courses — used only for re-instated or Fresh Start Program
(FSP) students — see steps at the end of this job aid

6. If you are done, click -ﬁ S 3

To Add Enrollment Limits

You can specify a minimum or maximum number of courses that the
student must enroll in.

For example, your school may have decided that a probationary
student should not enroll in more than four courses or less than three
courses.

By setting enrollment limits, you instruct SAS to not allow the student
to enroll in a fifth course or to drop to less than three courses.

This is used to control enrollment only and is not part of Probationary
Contract evaluation.
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SON UNIVERSITY

Probationary Contract Course/Minimum Grades I Enrollment Limit I

Name Stugent 123456789 @
Term: 52011 Career: Undergrad Institution: Ryerson University
an First K o1 B Last
*Effective Date: 3140812011 @ Effective Sequence: 0 EI El
Minimumn Term GPA: 2,000 Additional Criteriaz: [~
Comment:
UserID:  fradford Action Date: 31/08/2011

Save | [{4 Returnto Search | [1E] Frevious inList| [+E] Nextinlist| [J/5 Updatemisplay Include History | Correct History |
=] Q El {E] P & E4

7. Click the Enrollment Limit tab.
" Probationary Contract || Course/Minimum Grades "

123456789 [

Mame Student

Find | view Al First K 1.0f 4 I Last

Academic Career: Undergraduate
Find | View Al First K1 4. of4 I3 Last
Academic Institution: Ryerson University =
Term: 82011 Units
Primary Academic Program: Aerospace Engineering
Academic Group of Advisor: ES
*Approved Academic Load: Full-Time ]'
‘Override Unit Limits:

Max Total Units: Max Audit Units:
Max No GPA Units: Max Wait List Units:
I I Max Total Courses: n

|4 Return to Search | [1[=] Pravious n Lt | [+ Nextinlist | i) UpdateiDisplay | [ ] include History | | B Corrsct History

Min Total Units:

8. Click the Override Unit Limits check-box.

9. If applicable, beside Min Total Units enter the minimum number of
courses the student can enroll in.

10. If applicable, beside Max Total Courses, enter the maximum number of
courses student can to enroll in.

At this point you can do any of the following:

¢ Save the contract — you're done

¢ Enter courses— used only for re-instated or Fresh Start Program
(FSP) students — see steps below

11. If you are done, click |w|
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To Enter Courses

For re-instated students, you can enter specific courses that the student is

required to take. These are enforced when the probationary contract is
evaluated.

12. Click the Probationary Contract tab.
Course/Minimum Grades || Enroliment Limit

Name Student 12useree @
Term: 52011 Career: Undergrad Institution: Ryerson University
Find | view Al First KE 1071 1 {ast
[31/0812017 | [ +
*Effective Date: 310872011 [ Effective Sequence: 0 =
Minimum Term Gpa: | 2.000 Additional Criteria:: n
Comment:
UseriD:  fradford Action Date: 31/08/2011

Save | [{4 Returnto Search | [+E] Previous inList | [4E) Mestinlist| |JF] Update/Display | Include History | Correct History
2 Q2 El Bl £ pal =4

13. Ensure that the Additional Criteria check-box is checked.

After selecting the Additional Criteria check-box, the
Course/Minimum Grades tab is made available for you to use.

14. Click the Course/Minimum Grades tab.

Probationary Contract Enrollment Limit
Name Student 123456780 @
Term: 52011 Career: Undergrad Institution: Ryersaon University

Al First Kl of 1 I Last
Effective Date: 31/08/2011 Effective Sequence: 0 =

Find | View &1 First K 1 of4 D Last

’—E +
Course ID: Class Nbr: HE

Minimum Grade: Q Catalog:

Grade Input:

=] s.ave_\ & Hawnms«aarmj [+ Previous in List | 4B Wextin List _| |& Upda(e.il]lsulay_l | Include History | \@’mmdusnm_\

This is where you enter the courses required to be taken. These are
enforced during evaluation of the Probationary Contract as you have
entered them, so you need to be sure that these are entered correctly.

« Minimum Grade — you may only specify an expected grade

performance requirement for an Extended Academic Probation (EAP)
contract.

15. Click Q beside Course ID.
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Look Up Course ID

Academic Institution: RYERL
Academic Career: Undergraduate
Term 1115

Course ID: |hegin5 with *

Subject Area: |begin5 with =

Catalog Nbr: Ibeglna with

Description: |begin5 wiith j

LoukUpl Clear | Cancel ]ElasicLuukuE

Search Results
Only the first 300 results of a possible 2610 can be displayed

e 100 First [4] 1-300 of300 [p] Last
Course ID Subject Area Catalog Hbr Description

0oogoz Tt E10 Datahase Administration

ooogoy - WWKT A03 Wark Term Y

16. Enter the Subject Area.

@ For Chang School classes, enter the undergraduate equivalent

for Subject Area. That is, for CACC, enter ACC.

17. Beside Catalog Nbr, enter % followed by the Catalog Number, for
example, %100.

Look Up [
| Look Up Course ID
. Academic Institution: RYERU
~ Academic Career: Undergraduate
- Term: 1115
| Course ID: |hegins Withj|
Subject Area: |hegins Withj|F\CC
| catalog Nbr: [begins with =] (%100
| Description: |hegins Withj|

LookUp || Glear || cancel |pasic Lookun

é Search Results

;V\ewmﬂ First [4] 10f1 ] Last

—
Course ID Subject Area Catalog Hbr Description
001968 ACC 100 Intro Financial Accountin

19. Click the applicable course in the Course ID list.

RO: Job Aids October 2011

page 8 of 18



RSON UNIVERSITY

Probationary Contract Enrollment Limit
Mame Btudent 123456789 @
Term: 52011 Career: Undergrad Institution:

Ryerson University

Find | View &1 Frrst K1 4074 I3 Last
Effective Date: 31/08/2011 Effective Sequence: 0 =
Find | View &1 First Kl 4 or4 I Last
Course ID: ’MQ ACC 100 Class Nbr:
Minimum Grade: ’7 Q Catalog:
Grade Input:

B save | &0 Retmto&eamnj |#E-Previous in ust_\ ILEl NexmLst_\ | Updatermsulayj =] houneﬂstwj =4 Correct History |

You can add a new course, by clicking [+]. This will add a new row
where you can select the next Course ID.

20. When all the courses have been entered, click lﬂl.

Q A Probationary Contract can be viewed or changed at any time.

See the How to Maintain a Probationary Contract job aid for
details.

If you have problems entering a Probationary Contract, contact
Administrative Support at extension 2292 or send an E-mail to
adminsupport@ryerson.ca.
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