RYERSON UNIVERSITY

How to Maintain a Probationary Contract

You can update the terms of a student’s Probationary Contract at any time
by:

« changing the Minimum GPA required

- adding comments

« adjusting maximum or minimum number of courses that the student
can enroll in

- adding or deleting courses

« changing the expected grade on an Extended Academic Probation
(EAP) contract

To Update a Probationary Contract

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

Main Menu
Search Menu:

I &

3 Campus Community 4
»
»

[ Student Recruiting
(3 Student Admissions
(3 Records and Enroliment

£ Curriculum Management 1 Enroll Students
1 Financial Aid 3 Student Term Information

(23 Career and Pragram Information
3 Enrollment Summaries

3 Term Processing

3 Transcripts

3 Student Financials

3 Academic Advisement
3 Set Up HRMS

{1 Set Up SACR

3 Graduation
3 Reporting Tools 3 Transfer Credit Evaluation
&1 PecpleTools 3 Transfer Credit Rules
5] user Havigation £3 3 C's Summaries

3 SR Customizations
University Schaduling Cus (1 Use
= i ’ 3 Setup [£] class Enrolment Capacity
[ Processes Ei
3 Reports
(3 RISIS Transcripts

prolment Action Reason
=] Probationary Contract
1T e T

— gl gl
|] Student Career/Program/Plan

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

e Probationary Contract
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Probationary Contract

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

Find an Existing Value

Limit the number of results to (up to 300): (300

ID: | begins with x| |
Academic Career: [= = =]
Academic Institution: | begins with x| [RYERU Q

Term: [==] A
Campus ID: | pegins with =] |

National ID: | pegins with x| |

Last Name: |begin5 withj|

First Name: |begin5withj|

Term Alternate Key: I: 'l Q,

[~ Include History I~ CorrectHistory [~ Case Sensitive

Clear |ElasicSearch B Save Search Criteria

2. Enter the student’s ID and click = S€aeh
Probationary Contract

[Ermeet any inform:anon you have and clice Search. Leaw Selds blank b a st of all values

Limit 78 numbser of rRIWS 1o (4D 1 2007 (300

o [ures with =] (123456782

Acodemic Coreer: = 2] | - |
Acodemic InsStuion: [begns with =] [RVERL Q

Tarm: = =
Campus I begns Wit =]

Natonal I: [begine win =i

Last Hama: bagn wih ¥}

Firet Hama: bagns with 7]

Torm fstnrmatn Kay: [= =] q

™ include History [ Comect History [ Case Sensitive.

Boacch - |- LML Basic Seach B Savs Sech Coteria

Search Results
] Trst (i razersz [§] Lin)
MNational Tarm
Neadnemic  Aeaermic wart Batmat  Carmy WO han  Lawt
W pors GEECCR JamEec MM et o i T patiaral 1 8 Descipton fame [rsMeme Alaroste
122490729 Underarag HYERY 11 B, Shugen Uy DIAINGEE {aen) 1TMSRTSECAN BN MAME  GTUDENT 1115
22450780 Undeiorad BYERU [ame, Shigent Mage (01311988 blard) 123456789 CaM 1) HAME  GTUDENT 1111
12345609 Undercrgd BYERL 1109 [ | Mgs DIDVIBNA (Back) 12MIBINACAN M HAME STUDENT 11D
2345R780 Undprorps BYERL 1105 52010 Mame Stugsnt Ugls DUG1M9RG (biank) 1ZMSETEOCAN N MAME ETUDENT 1105
121458183 Underarng BYERL 1101 Wat1g Hame Sycsn Mas  MSU1D0G (Btaek) 12456709 CAN il NAME  STUDENT 1101
B ————— e ——

3. Select the current Term.
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Probationary Contract Course/Minimum Grades Enrollment Limit

Narme Stugent 1734e788 @
Term: 52011 Career: Undergrad Institution: Ryerson University
Find | View A1l First El 4074 I3 Last
’— ,— +
“Effective Date: 21/08r2011 Effective Sequence: 0 =
Minimum Term GPA: Additional Criteriaz [~
Comment:
User ID: Action Date: 31/08/2011

B save | | Q. Returnto Search | |+E Previous in List | |+E Nextin List Updateizplay |§| &l Include History [E# Correct History

This page shows the most recent version of the student’s Probationary
Contract. Versions of the contract are kept track of by Effective Date and
within date by Effective Sequence number. In this case there are currently
three versions.

4. Click EEmicule Hisionty|

Probationary Contract Course/Minimum Grades Enrollment Limit I

MName Student 123456789 1]
Term: 52011 Career: Undergrad Institution: Ryerson University
Find | view Al First K1 10r3 O 15y
+
“Effective Date: piosi2011 [ Effective Sequence:| 2 =l
Minimum Term GPA: Additional Criteriaz [~
Comment:
User ID: fradford Action Date: 31/08/2011

B save | L\ Returnto Search | [+E] Previous oLt | [4E Nestinlist | ] UpdateDisplay |2l Include History | | B2 Comrect History

This lets you browse through all the versions of the Probationary Contract
by clicking [ or [

There are three tabs available for each version of the Probationary
Contract. You can view each of these by clicking on the tab:

« Probationary Contract — shows the minimum Term GPA required
and comments about the contract

« Course / Minimum Grades — shows, for re-instated students, the
required courses. You can browse through a list of courses by

clicking [ or 4]

« Enrollment Limit — shows the maximum and minimum number of
courses that the student can enroll in
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To Update a Probationary Contract

To update a Probationary Contract, you must create a new version of the

contract. To do this, click and a new version will be created ready for
you to make your changes.

Probationary Contract Course/Minimum Grades Enrollment Limit

Mame Student 123456789 1~]
Term: 52011 Career: Undergrad Institution: Ryerson University
+
*Effective Date: 1082011 | Effective Sequence:| 2 EI
Minimum Term GPA: Additional Criteriaz [
Comment:
UserID:  fradford Action Date: 31/08/2011

B save | (. ReturntoSearch  |+E| Previous o List | [+E Nestinlist | ] UpdateDisplay |2 Include History | | [P Correct History

5. Click =1,

Probationary Contract Course/Minimum Grades Enrollment Limit

Mame Student 1234567849 @
Term: 52011 Career: Undergrad Institution: Ryerson University
*Effective Date: '3”034'20” @ Effective Sequence: 3 EI El

Minimum Term GPA:D Additional Criteriaz [~

Comment

UserID:  fradford Action Date: 31/08/2011

B save | L. Returnto Search | |+ Previousin List | |[+E Nextin List Update/isplay | || Include Higtory. [E Correct Higtory

In this example, notice that there are now four versions of the contract. You
are now ready to change or add conditions to the Probationary Contract.

. Effective Date — the date this version of the Probationary Contract
was created. Do not change this date.

- Effective Sequence — version number for this Effective Date. Do not
change this value.

« Minimum Term GPA — used in the Probationary Contract evaluation.

- Minimum Grade — you may only specify an expected grade
performance requirement for an Extended Academic Probation (EAP)
contract.

. Comment — the Probationary Contract can be viewed by the student,
so care should be taken when entering comments.
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6. If applicable, change the Minimum Term GPA to be achieved.

Minimum Term GPA should never exceed 2.00.

7. Enter or change the Comment.

This is a free-text box. Care should be taken when entering
comments as the Probationary Contract can be viewed
online.

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

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

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

8. Click = Save |

To Change Enrollment Limits

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

~ For example, a student has an enrollment maximum of four courses
and they drop a course. You would then need to change to three the
maximum number of courses that they can enroll in.

SAS will then not allow the student to enroll in a third course.

This is used to control enrollment only and is not part of the Probationary
Contract evaluation.
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Probationary Contract Course/Minimum Grades I Enrallment Limit I

Narne Student 123456789 @
Term: 52011 Career: Undergrad Institution: Ryerson University
Find | view a1l First EE 1073 K ast
¥
*Effective Date: piosiz011 [ Effective Sequence:| 2 =
Minimum Term GPA: Additional Criteriaz I
Comment:
UserID:  fradford Action Date: 31/08/2011

|E save | Q& RetmtoSearch | [t PreviousinList | [+E] NextinLlist| |/ UpdateDisplsy |2 Include History | | B Correct History

9. Click the Enrollment Limit tab.

e y
| Probationary Contract | CourseMMinimum Grades Enrollment Limit

Student Mame 123456789 @
Find | View All First K1 4071 I Last
Academic Career: Undergraduate
View A 4] ]
Find | View All_First Kl 4 of 4 84 | ast
Academic Institution: Ryerson University El
Term: 32011 Units
Primary Academic Program: Aerospace Engineering
Academic Group of Advisor: ES
“Approved Academic Load: Full-Time :I'
Override Unit Limits:

Max Total Units: 999.00 Max Audit Units: 999.00
Max No GPA Units: 989.00 Max Wait List Units: 998.00

Min Total Units: D Max Total Courses: D

[ RetumtoSsarch | [t Frevious nList | [4E] Wextinlist | ) Updateiisplay| | £ incudsdistory | B Comsct History

10. Ensure that the Override Unit Limits check-box in checked.

11. |If applicable, beside Min Total Units change the minimum number of
courses the student can enroll in.

12. If applicable, beside Max Total Courses, change 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

e Add or drop courses — used only for re-instated or Fresh Start
Program (FSP) students — see steps below

13. If you are done, click |w|
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To Add or Drop Courses

For re-instated or Fresh Start Program (FSP) students, you may need to
add or drop required courses. This must be done with care as these are

enforced when the probationary contract is evaluated.

| Pr i y Contract Course/Minimum Grades Enrollment Limit

123456789 @

Student Name
1

10f1 ] Last

Find | View All_First

Academic Career: Undergraduate
1

Find [ view A1 First K1 1071 B Last
Academic Institution: Ryerson University HE
Term: 52011 Units
Primary Academic Program: Aerospace Engineering
Academic Group of Advisor: ES
*Approved Academic Load: Full-Time :I'

Override Unit Limits: =

Max Total Units: 999.00 Max Audit Units: 999.00

Max No GPA Units: 999.00 Max Wait List Units: 999.00
Min Total Units: Max Total Courses:

|B) save A RetumtoSearch |15 Freviousniist| [4E Mextinlist| | UpdateiDisplay | [J2 hcuderiistory | (@ ComectHistory

14. If you're not on the Probationary Contract tab, click the Probationary
Contract tab.

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

16. Click the Course/Minimum Grades tab.

| Probationary Contract Enroliment Limit

123456789 @

Mame Student

Term: 52011 Career: Undergrad Institution:

Effective Date: 31/08/2011

Course ID: oofess O ACC 100 Class Hbr:
Minimum Grade: Q Catalog:
Grade Input:

=] s.ave_\ | Return to Search | | +[5] Previous in List | |+E] NexmLsA_\ £ UpdateDisplay | 7 Include Hisiory | | [E# Correct History |

This shows the first course. In this case there is only one specified.

To browse though a list of courses click ] or [4].

To add a course, click [+].

If you want to delete a course, click [=] when the course is displayed.

17. To add a course, click [+].
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" Probationary Contract Enroliment Limit

@

Mame Student 123456788

Term: 52011 Career: Undergrad Institution: Ryerson University
Find | View All First EI 4 o2 I Last
Effective Date: 14/11/2011 Effective Sequence: 1 EI El
d | View Al
F
Course ID: E Class Nbr: =
Minimum Grade: Q Catalog:
Grade Input:

| save | [\ Returnto Search | |t PreviousinLizt | +E) Nextinlist |/ UpdateiDisplay || Include History | | [BF Correct History

18. Click Q beside Course ID.

] ook Up

Look Up Course ID

Academic nstitution: RYERL
Academic Career: Undergraduate
Term: 1115

Cowrse ID: |begins with |

Subject Area: |begin5 wiith j

Catalog Nbr: | negins with

Description: [egins with ]|

EI LookUp || Clear | Cancel |pasic | ookun

Search Results

Only the first 300 results of a possible 2610 can he displayed.

Wigw 100 First [4] 1-200 of 300 (] Last
Course ID Subject Area Catalog Hbr Description

000002 1Th E10 Database Administration

000007 WKT s03 Work Terrn ¥ -]

19. Enter the Subject Area.

For Chang School classes, enter the undergraduate equivalent
for Subject Area. That is, for CACC, enter ACC.

20. Beside Catalog Nbr, enter % followed by the Catalog Number, for
example, %100.
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Look Up

Look Up Course ID

Academic Institution: RYERU
Academic Career: Undergraduate
Term: 1115

Cowrse ID: |hegins with j|

Subject Area: |hegins with j |F\CC

Catalog Nbr: [begins with =] (%100
Description: |hegins with j|

LookUp || clear | Cancel ]BasiC\_ggkuE

Search Results
—

First ] 101 [3] Las

JEcurse ID Subject Area Catalog Hbr Deseription
fo0186s  ACC 100 Intro Financial Accountin

22. Click the applicable course in the Course ID list.
(ecobatonan convec (TR ( Evolment Ui

MName Student 123456758 @

Term: 52011 Career: Undergrad Institution: Ryerson University

Find | View All First El 4 074 I Last

Effective Date: 31/08/2011 Effective Sequence: 3 =
Find | view Al First Kl 2072 &0 Last
Course ID: [potgss @ acc 100 Class Nbr: =
Minimum Grade: ’7 Q Catalog:
Grade Input:

|B) save  |& Returntosearch | [1E PreviousinList | [4E] NextinList| |/ UpdateDisplay| [/ Include History | | Correct History |

23.  When all the courses have been entered, click lﬂ'

~ 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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