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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. 
 

 

 

1. On the menu bar, click Main Menu and then click the following: 

 Records and Enrollment 

 SR Customizations 

 Use 

 Probationary Contract 
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2. Enter the student’s ID and click . 

 

 

3. Select the current Term. 
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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 .  

 

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  

 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. 

 

 

 

5. Click . 

 

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 : 

 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 . 
 

 

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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9. Click the Enrollment Limit tab. 

 

 

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  

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

 

13. If you are done, click . 

 

 



 
 

RO: Job Aids October 2011 page 16 of 18  

 

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.  

 

 

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.  

 

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

To browse though a list of courses click or .   

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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18. Click  beside Course ID. 

 

 

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. 
 

21. Click . 
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22. Click the applicable course in the Course ID list. 

 

 

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

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

 

 


