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Your CCR: A Complete How-To Guide

(Updated Winter 2022)

Thank you for your interest in the CCR! Please follow these instructions to add positions to your Co-
Curricular Record, download or print your record, and more! Use the interactive table of contents to
navigate to the section relevant to you.
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General/ Instructions

To Access Your Co-Curricular Record:

1. Goto elevate.ucalgary.ca and click the ‘LOGIN’ button at the top right side of the page.
Students should select the ‘Student Login’ option from the list.

Your career, advising, and stugdént experiehce
portal -

Login

© 2020 Orbis Communications Inc. MyAccount  Log Out

2. Login using your UCID credentials (your IT username and password or your UCID
number and password).

Central Authentication
Service

Your UCID or IT Account|

Questions? Email involve@ucalgary.ca
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3. This will bring you to your Elevate dashboard. To go to your personal Co-Curricular
Record, click on the ‘Co-Curricular Record’ tab in the gray bar on the left side of your
screen. This will bring you to your Co-Curricular Record dashboard, which provides a
summary of your Co-Curricular activities, including your positions, number of logged
hours, and achieved competencies.

'®

Welcome Rex O' Saurus

Dashboard Co-op Documents Posting / Applications Interviews Appointments Event Registration Outcome Campus Connect
\
Rex O' Saurus
DASHBOARD Explore Micro-Placements program - Get bite- Featured Job Postings
sized career experience that works for you

Advising v

Looking for a way to build your resume or try out an industry
Job Board - Campus Wide before applying? Sign up for the Explore Micro-Placements
Experience Catalogue program, where you can build your skills, connect with pptentlal
employers, and complete work placements online or onsite.

Connect with Career

v
Services Attend an upcoming info session to find out more about cure mMmb
the Explore Micro-Placements program to see how a micro-
Leadership & Student A placement can help boost your resume and give you exciting, bite-
Engagement sized work experiences. Family Physician
Co-Curricular v Cure MD
Rzecord Explore Micro-Placements Info Session - Thursday, App.Doadine
Leadership and Student December 16, 2021 | 1 PM - 1.30 PM Dec 20, 2021 11:59
Engagement Events and £
Workshops Register for the upcoming fairs!
Involvement Advising Winter Career Fair - Jan. 19, 2022 | 10 a.m. - 4 p.m.

Appointments

« BACK TO OVERVIEW ‘

Rex O' Saurus

(]
Rex O' Saurus
Dashboard
Advising & @ Co-Curricular Activities
Created: Mar 23, 2020 and Updated Apr 29, 2020

Job Board - Campus Wide
m ADD A POSITION TO MY RECORD

Experience Catalogue

Connect with Career Services o

LEADERSHIP & STUDENT A
ENGAGEMENT

CO-CURRICULAR RECORD o~ The 2021-2022 Co-Curricular Record Term is now open for adding positions!

Request a New Position or Activity To search the Co-Curricular Record Catalogue, click on the ‘Co-Curnicular Record' tab and hit the ‘Add a Position to My Record” button on your personal CCR Profile. From here, use the quick
position search or use the time periods and category search feature to find the position you're looking for. Be sure to select no fewer than three (3) and no more than fifteen (15) leaming outcomes
Leadership and Student Engagement (also known as competencies) when you are adding the position to your personal record, and to add a personal reflection o your position!

Events and Workshops

Involvement Advising Appointments

Programs Sample Position Summary

Student Success Centre

v
Faculty of Arts Pending 1 Pending °

<

Sample position description. This position

Faculty of Nursiny
Y 9 v has been created for training purposes

Faculty of Science =3 only

4. From here, you will be able to VIEW your Co-Curricular Record, PRINT or download your
Co-Curricular Record, ADD A POSITION to your Co-Curricular Record, and EDIT your Co-
Curricular Record positions.

Questions? Email involve@ucalgary.ca 3
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To Add a Position to Your Co-Curricular Record:

1. From your Co-Curricular Record dashboard page, click the blue ‘Add a Position to My
Record’ button at the top of your dashboard.

b

« BACK TO OVERVIEW ‘

Rex O' Saurus

(]
Rex O' Saurus
Dashboard
Advising & @ Co-Curricular Activities
Created: Mar 23, 2020 and Updated Apr 29, 2020

Job Board - Campus Wide
m ADD A POSITION TO MY RECORD

Experience Catalogue

Connect with Career Services o

LEADERSHIP & STUDENT A
ENGAGEMENT

CO-CURRICULAR RECORD o~ The 2021-2022 Co-Curricular Record Term is now open for adding positions!

Request a New Position or Activity To search the Co-Curricular Record Catalogue, click on the ‘Co-Curncular Record' tab and hit the ‘Add a Position to My Record” button on your personal CCR Profile. From here, use the quick
position search or use the time periods and category search feature to find the position you're looking for. Be sure to select no fewer than three (3) and no more than fifteen (15) leaming outcomes
Leadership and Student Engagement (also known as competencies) when you are adding the position to your personal record, and to add a personal reflection o your position!

Events and Workshops
Involvement Advising Appointments

Programs Sample Position Summary

Student Success Centre v ¥

Faculty of Arts 35 Pending 1 Pending
Sample positio 1 is positio

Faculty of Nursing ample position description. This position
has been created for training purposes

<

Faculty of Science only

2. This will bring you to a page called ‘Quick Position Search. If you know the name of the
position or activity exactly as it appears in the CCR database, type it in the ‘Activity or
Position Name’ search bar. Wait for the position or activity to appear in the drop-down
menu in the search bar, and then click on it.

Quick Position Search € Back o My Co-Curricular Record

.
Rex O' Saurus You can search for an activity or position by typing in the name. Search starts once you have typed in at least 3 letters/numbers and will dispiay the most relevant results. Select
one to view the detail

Dashboard \ Activity or Position Name

Advising v
Job Board - Campus Wide

Experience Catalogue
@ Navigate through the selection boXes 10 NAoW doWN Your resulls.

Connect with Career w

Services

Leadership & Student v Period Category Activity

Engagement 2021-2022 - . B
Student Success Centre

Faculty of Arts v ©

Faculty of Nursing -

Faculty of Science -

Werklund School of - B .
Education

Questions? Email involve@ucalgary.ca 4
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3. If you do not know the exact name of the activity or position as it appears in the CCR
Database, or it is not appearing in the drop-down menu, use the time-period navigation
system to find your position.

To use the time-period navigation system, first select the time period you were active in
this position (e.g. 2018-2019) by clicking on it. Then select the department through
which your position is run. The activity (e.g. ‘Career Services Peer Helper’) will show up
in the ‘Activity’ column to the right of ‘Department’.

If you cannot find your position in the department you believe it should be in, look
through other relevant departments to see if it is hosted under another name. If you still
cannot find your position please contact your volunteer coordinator or Leadership and
Student Engagement for assistance.

Once you have selected the appropriate activity, all relevant positions will show up
underneath the time period navigation panes. Positions will show up under ‘Positions
Found’ and will include the number of relevant positions found with your search terms.

Quick Position Search

< Back 1o My Co-Curmicular Record

You can search for an actvity or position by typing in the name. Search starts 0nce you have typed in at least 3 letiersumbers and will display the most relevant results. Select oo 10 view the detail

Activity or Position Name

@ Navigate through the seioction boxas 10 namow down your resutts

Period Category Activity

2021-2022 *School Spirit (Sample Department) School Spirit Cultivation Program (Sample Activity)

Ac

Positions Found: (2)

Period Activity Position Position Status Student Visibility
ram

2021-2022 School School Mascot (Sample Position) Approved Actve Add

Dino Wrangler Approved Active

Questions? Email involve@ucalgary.ca 5
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You can search for an activity or position by typing in the name. Search starts once you have typed in at loast 3 letters/numbors and will display the most relevant results. Select ane to view the dotail.

© Navigate through the selection boxes to narmow down your resuls.

Period
2021-2022

Positions Found: (2)

Period Activity
2021-2022 School Spirit Cuttivation Program (Sample Activity)
2021-2022 School Spirit Cultivation Program (Sample Activity)

Activity or Position Name

Category
*School Spirit (Sample Department)
Active Living
Alumni Relations
Campus Security
Campus Tri-Media

Canadian Centre for Advanced Leadership (CCAL) in Business

Career Services

Cumming School of Medicine

Dinos Athletics

Enrolment Services & Office of the Registrar

Position Position Status
School Mascot (Sample Position) Approved
Dino Wrangler Approved

Activity

< Back to My Co-Curricular Record

School Spirit Cultivation Program (Sample Activity)

Student Visibility
Actve

Active

View Position Add to record

Add to record

4. To add a position to your Co-Curricular Record, you can click the red ‘Add to Record’
Button. If you would like to learn more about a position before adding it to your record,
click the red ‘View Position’ button.

5. If you click ‘View Position’, you will be taken to the position page, which includes a
position overview, contact information for the position, time commitment information,
and more. From this page you can add the position directly to your CCR, or navigate

back to the search page or to your individual CCR.

_Q OVERVIEW

Rex O' Saurus

Dashboard

Advising -

Job Board - Campus Wide
Experience Catalogue
Connect with Career

Services

LEADERSHIP &
STUDENT
ENGAGEMENT

CO-CURRICULAR i~
RECORD

Request a New Position
or Activity

Position - School Mascot (Sample Position) -
School Spirit Cultivation Program (Sample Activity)

Position Info
Time Period :

Category

Position Details
*Position Name/Title
“Start and End Date
*Total time commitment

*Position Description
agreement

*Position Description

2021-2022

*School Spirit (Sample Depariment)

School Mascot (Sample Position)
Sep 01, 2020 D3:49 PM to Apr 30, 2021 03:49 PM

20 hours per Semester

| have read the formatting and content requirements for CCR activity
descriptions, and agree lo follow these guidelines when submitting my

position description

| acknowledge that my new activity request may be rejected if my
position description does not follow these formatting and content

guidelines

The School Mascot is responsible for helping to create school spirit and
a sense of community at the University of Calgary. The School Mascot

€ Back to Add Position to My Record

<€ Back to My Co-Curricular Record

Add Position To My Co-Curricular Record

6. Once you have clicked ‘Add Position to Record’ you will be taken to a page where you
can add your personal reflection comment, select your learning outcomes (also known

Questions? Email involve@ucalgary.ca
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as competencies), and log your hours for the position. Be sure to press ‘Save’ when you
finish to ensure the changes are saved!

Record Position Details: Rex O' Saurus < Overview
Position: Dino Wrangler
Activity: School Spirit Cultivation Program (Sample Activity)
Record Posilion Status: m
Category: *School Spirit (Sample Department)
Time Period: 2021-2022

Personal Reflection Comments:

Write Reflection Comments Here!

Update Record Position _

COMPETENCIES °

Competencies

COMPETENCIES

Competencies

Considers Role of Spirituality

spirituality and multiple wayd --select-- w

ek Select between 3-10

T s < Learning Competencies (aka
Not Achieved .

et e et ’ Learning Outcomes) and

select ‘Achieved’ from the

ST s : drop-down menu next to

il s ] the description.

A;:jcla:s"pe::nga\ :;renglhl --select-- v I

Once you have selected your Learning Competencies/Learning Outcomes, click the ‘Save
Changes’ button at the bottom or top of the page to ensure your changes are saved.

To log your hours with a position, scroll to the bottom of the position details page to the
section that says ‘Time Entry’. Click ‘Edit” and you will be able to update your hours. A pop-up
box will allow you to edit the number of hours logged with your position. Press ‘Update’ and
you will be taken back to the position details page.

Questions? Email involve@ucalgary.ca
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Works to find solutions to
problems, assesses all
current and potential
resources, and finds creative

—-select-- v

solutions

Big-Picture Thinking &
Sucoession Planning -
Engages in big-picture
thinking on the future of a
project or organization, and
initiates strategic
conversations on potential
paths o follow

Click here to log your hours

TIME ENTRY

—select-- v

0 hours logged

Time Tracking

Add hours here!

7. Repeat this process for all relevant positions you would like to add to your CCR!

To View or Print your Co-Curricular Record:

1. To print your CCR, login to elevate.ucalgary.ca using your UCID or IT credentials.

© 2020 Orbis Communications Inc. MyAccount  Log Out

Questions? Email involve@ucalgary.ca
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Central Authentication
Service

CID or IT Account|

2. This will bring you to your Elevate dashboard. To go to your personal Co-Curricular
Record, click on the ‘Co-Curricular Record’ tab in the gray bar on the left side of your
screen.

B

Welcome Rex O' Saurus

D: Co-op D Posting / icati Intervi i Event i i Outcome Campus Connect
\l

Rex o Saurus My Account My Messages My Calendar
DASHBOARD Explore Micro-Placements program - Get bite- Featured Job Postings

sized career experience that works for you
Advising v

) Looking for a way to build your resume or try out an industry

Job Board - Campus Wide before applying? Sign up for the Explore Micro-Placements
Experience Catalogue program, where you can build your skills, connect with potential

employers, and complete work placements online or onsite.
Connect with Career

Services Attend an upcoming info session to find out more about cure Mb

- the Explore Micro-Placements program to see how a micro-
Leadership & Student A placement can help boost your resume and give you exciting, bite-
Engagement sized work experiences. Family Physician
Co-Curricular v Cure MD
Recoo Explore Micro-Placements Info Session - Thursday, App Doacie
Leadership and Student December 16, 2021 | 1 PM - 1.30 PM Dec 20, 2021 11:59
Engagement Events and M
Workshops Register for the upcoming fairs! °
Involvement Advising Winter Career Fair - Jan. 19, 2022 | 10 a.m. - 4 p.m.

Appointments

3. This will bring you to your Co-Curricular Record dashboard, which provides a summary
of your Co-Curricular activities, including your positions, number of logged hours, and
achieved competencies.

Questions? Email involve@ucalgary.ca 9
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Rex O' Saurus

(]
Rex O' Saurus
Dashboard
Advising & @ Co-Curricular Activities
Created: Mar 23, 2020 and Updated Apr 29, 2020

Job Board - Campus Wide
@ ADD A POSITION TO MY RECORD

Experience Catalogue

Connect with Career Services <

LEADERSHIP & STUDENT A
ENGAGEMENT

CO-CURRICULAR RECORD ~ The 2021-2022 Co-Curricular Record Term is now open for adding positions!

Request a New Position or Activity To search the Co-Curricular Record Catalogue, click on the ‘Co-Curncular Record' tab and hit the ‘Add a Position to My Record” button on your personal CCR Profile. From here, use the quick
position search or use the time periods and category search feature to find the position you're looking for. Be sure to select no fewer than three (3) and no more than fifteen (15) leaming outcomes
Leadership and Student Engagement (also known as competencies) when you are adding the position to your personal record, and to add a personal reflection to your position!

Events and Workshops

Involvement Advising Appointments

Programs Sample Position Surmery

Student Success Centre 5
Faculty of Arts % Pending 1 Pending °

Sample position description. This position
Faculty of Nursiny %
Sl ypLheino has been crealed for training purposes

Faculty of Science o only

4. Click on the small red vertical ellipses (“...") button on the bottom right side of your
screen, and select ‘Print My Co-Curricular Record’. This will allow you to download a
printable PDF version of your Co-Curricular Record.

« BACK TO OVERVIEW

1
Rex O' Saurus
o Co-Curricular Activities
Created: Mar 23, 2020 and Updated Dec 14, 2021

m ADD A POSITION TO MY RECORD

Interactions
The 2021-2022 Co-Curricular Record Term is now open for adding positions!

To search the Co-Curricular Record Catalogue, click on the 'Co-Curricular Record' tab and hit the 'Add a Position to My Record' button on your personal CCR ADD A POSITION TO MY RECORD
or use the time periods and category search feature to find the position you're looking for. Be sure to select no fewer maww ! PRINT MY CO-CURRICULAR RECORD

competencies) when you are adding the position to your personal record, and 10 add a personal reflection to your position!

Sample Position Dino Wrangler School Mascot (Sample
Sample Activity School Spirit Cultivation Program Posilion}
(Sample Activity) School Spirit Cultivation Program

Annrovad | Dac 14 2021

5. If you notice that a position is not appearing on your printed record, check each position
on your personal CCR dashboard to check that it has been approved, and that you have
selected to have it appear on your personal record. To ensure a position is on your
printed CCR, take a look at the symbols at the bottom of the position box.

Questions? Email involve@ucalgary.ca 10
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Sample Position
Sample Activity

Approved | Dec 14, 2021

Sample position description. This position

has been created for training purposes only.

6 achieved competencies

Dino Wrangler
School Spirit Cultivation Program
(Sample Activity)

Approved | Dec 14, 2021

Dino Wranglers are responsible for
coordinating school mascot activities and
supervising school spirit initiatives, in
addition to ensuring that school mascots do
not eat anyone if they get too hungry...

4 achieved competencies

o<

School Mascot (Sample
Position)

School Spirit Cultivation Program
(Sample Activity)

Approved | Dec 14, 2021

The School Mascot is responsible for
helping to create school spirit and a sense
of community at the University of Calgary.
The School Mascot attends all DINOS
games, roams the halls offering high-fiv...

4 achieved competencies

o<

6. The small symbol that looks like a clock indicates whether the minimum number of
hours for a position have been achieved; some CCR positions have a minimum number
of hours that must be logged for the position to appear on your printed Co-Curricular

Record.

The small ‘share’ symbol (three dots with three connecting lines) indicates whether you
would like to publish the position on your personal record. If this symbol is grey, the
position will not appear on your personal Co-Curricular Record when you download it

for printing.

Sample Position
Sample Activity

Approved | Dec 14, 2021

Sample position description. This position
has been created for training purposes only.

Not published on record
tencies

©<

Dino Wrangler

School Spirit Cultivation Program

(Sample Activity)

Approved | Dec 14, 2021

School Mascot (Sample
Position)

School Spirit Cultivation Program
(Sample Activity)

Dino Wranglers are responsible for
coordinating school mascot activities and
supervising school spirit initiatives, in
addition to ensuring that school mascots do
not eat anyone if they get too hungry...

4 achieved competencies

o<

Questions? Email involve@ucalgary.ca

Approved | Dec 14, 2021

The School Mascot is responsible for
helping to create school spirit and a sense
of community at the University of Calgary.
The School Mascot attends all DINOS
games, roams the halls offering high-fiv...

4 achieved competencies

o<

11
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If you would like the position to appear on your printable CCR document (i.e. be
published on your record) simply click on the grey ‘Share’ symbol; it will then turn green,
and the position will now appear on your personal CCR document.

Sample Position
Sample Activity

Approved | Dec 14, 2021

Sample position description. This position
has been created for training purposes only.

Published on record
petencies

Dino Wrangler
School Spirit Cultivation Program
(Sample Activity)

Approved | Dec 14, 2021

Dino Wranglers are responsible for
coordinating school mascot activities and
supervising school spirit initiatives, in
addition to ensuring that school mascots do
not eat anyone if they get too hungry...

4 achieved competencies

o<

Sending in a New Position or Activity Request

School Mascot (Sample
Position)

School Spirit Cultivation Program
(Sample Activity)

Approved | Dec 14, 2021

The School Mascot is responsible for
helping to create school spirit and a sense
of community at the University of Calgary.
The School Mascot attends all DINOS
games, roams the halls offering high-fiv...

4 achieved competencies

o<

1. Tosend in a new position or activity request, login to elevate.ucalgary.ca using your

UCID or IT credentials.

UNIVERSITY OF
CALGARY

Your career, advising, and ~.|ud|;m experience
portal

Login

© 2020 Orbis Communications Inc.

Questions? Email involve@ucalgary.ca

Register

Catalogue  Contact

MyAccount Log Out

12
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Central Authentication
Service

2. Click the drop-down arrow next to ‘Leadership and Student Engagement’, then click the
drop-down arrow next to ‘Co-Curricular Record’. Underneath the ‘Co-Curricular Record’
tab you will see a drop-down option that says ‘Request a New Position or Activity’. Click

on this option.

_Q OVERVIEW

Welcome Rex O' Saurus

Dashboard Co-op D

My Account My Messages My Calendar

Explore Micro-Placements program - Get bite-
sized career experience that works for you

Posting / \p|

Rex O' Saurus

DASHBOARD

Advising <
Looking for a way to build your resume or try out an industry
before applying? Sign up for the Explore Micro-Placements
program, where you can build your skills, connect with potential

employers, and compl work placements online or onsite.

Job Board - Campus Wide
Experience Catalogue

Connect with Career

v
Services Attend an upco info session to find out more about the Explore
Leadership & Student Micro-Place s program to see how a micro-placement can help
Engagement boost y: esume and give you exciting, bite-sized work
Co-Curricular oo
A

Record
Explore Micro-Pl. ts Info S
December 16, 2021 | 1 PM - 1.30 PM

- Thursday,

Request a New Position
or Activity

| aadarchin and Qhidant e B N R e e S i R R

Event i Outcome Campus Connect

Featured Job Postings

Veterinarian, DVM
VCA Canada
Animal Hospitals

App Deadline
Oct 1, 2022 11:59
PM

3. You will be redirected to begin the New Activity or Position Request form. There are five
sections to the form: Grouping, Activity, Position, Validator, and Requestor.

Questions? Email involve@ucalgary.ca 13
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Co-Curricular Record New Activity and Position Request Form

Rex O' Saurus

- ‘ Co-Curricular Record
Advising . »

et Carea oo New Activity &

Experionce Cataiogue New Position Form

Connect with Career Services < =

LEADERSHIP & STUDENT ™~

FOR NEW ACTIVITY

A '°N REQUESTSONLY /)
==
ACTIVITY

Leadership and Student Engagement

Events and Workshoy
- Use this form to request a new co-curricular position or activity be added to the Co-Curricular Record Database. This form is only for requesting that a new position be available
Involvement Advising Appointments for students to add to their records, or to request a new activity - not for adding in a position to your personal record

Programs This form is not for to add to their records. This must be done through the Co-Curricular Record Tab . Once you have
mpleted the form in its entirety click the send request button at the bottom of the page to submit your request.

Student Success Centre .

Faculty of Arts <
Faculty of Nursing s | Add New Position to New or Existing Activity |

The first section will ask you to select the time period for the Activity/Position: please select the
current time period (e.g. 2021-2022). You will also be asked to select the CCR Department the
Activity is in. Please scroll through the departments and select the department you would like
your activity to be listed under. Please ensure you carefully look through the existing CCR
Departments and select the correct department to add your new activity and/or position to.

Click ‘next” when you have finished. From here, you can choose to create a new CCR activity or
create a new CCR position within an existing activity in the CCR database.

Request a New Activity

If you would like to request a new activity, please follow these instructions after accessing the
New Activity or Position Request Form.

1. The first section will ask you to select the time period for the Activity/Positon: please select
the current time period (e.g. 2019-2020). You will also be asked to select the department
the Activity is in. Please scroll through the departments and select the department you
would like your activity to be listed under. Click ‘next’ when you have finished.

Questions? Email involve@ucalgary.ca 14
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e Grouping Activity Position Competencies

Select a time period

\
Rex O' Saurus ——— =

Select a category

Dashboard
Advising - -Select- v
Job Board - Campus Wide ¥ -Select-
Add New
Experience Catalogue *School Spirit (Sample Department)
Connect with Career v Active Living
Services Alumni Relations
Campus Security
LEADERSHIP & Campus Tri-Media
STUDENT Canadian Centre for Advanced Leadership (CCAL) in Business
ENGAGEMENT Career Services
CO-CURRICULAR o Cumming School of Medicine
RECORD Dinos Athletics
Enrolment Services & Office of the Registrar
REQUEST A NEW Faculty of Arts
PO ON O R Farilhs nf Qradiata Qhidiae
_g OVERVIEW
e Grauping Activity Poaition Competencies Validator

You are currently logged in
as

Rex O' Saurus

Select a time period

2021-2022 v

Select a category
Dashboard

-Sele

Advising
Job Board - Campus Wide
Experience Catalogue

v

Connect with Career
Services

LEADERSHIP &
STUDENT
ENGAGEMENT

CO-CURRICULAR [N
RECORD
REQUEST A NEW
POSITION OR

Validator

Requestor

2. The following page will ask you to select an activity. If you are requesting a new activity to

be created in the CCR Database, please select ‘Add New’.

o Grouping ° Activity Paosition Competencies Validator

Select an activity

-Select-

Previous

° Grouping o Activity Position Competencies Validator

Select an activity

¥ -Select-

Add New

School Spirit Cultivation Program (Sample Activity)

Questions? Email involve@ucalgary.ca

Requestor

Requestor
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3. When you click ‘Add New’, a new activity form will be generated below the drop-down
menu. Fill out all the form fields below with as much detail as possible.

Grouping ° Activity Position Competencies Validator Requestor

Select an activity

Add New v

ACTIVITY DETAILS

The 'Activity Name' is the name of the program, club, or organization. For example, "UCalgary Leadership Club”

* Activity Name

)
@}

B I|:

e
1]
il
[}

Activity Descriptions should be written in full-sentence form. and should be limited to one paraaraph. with a maximum

When filling out the new activity details, ensure you have read through the CCR Activity and
Position Description Guidelines Document (link here) before filling in your new Activity
Description. All activity descriptions must follow these guidelines, or the submitted request will
not be approved. More details are available in the document and in the form on these
requirements.

It is strongly recommended that you write your new activity and position request descriptions
out in a separate word document before starting the online form to ensure you have a chance
to edit and review your descriptions beforehand.

4. You will be asked to fill out a number of ‘Campus Tags’ in the new activity form. These tags
are utilized in the Involvement Catalogue to help tag and filter CCR activities and positions.
To fill out each tag, select an option from the drop-down menu: this will pull up the
available tags for that area. Select the tags you believe are applicable to that area, then go
back to the drop-down menu and select the next tag area option from the drop-down
menu.

Questions? Email involve@ucalgary.ca 16
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TAGS

Campus Tags

v Select Category
Cost/Paid
Department/Campus Area
Interest Area

I Student Demographics

Term

Timing

TAGS

Campus Tags

Cost/Paid

Free
Paid
Compliance Tags

Select Category

TAGS

Campus Tags

Student Demographics

Everyone

First year

Graduate
International
Second year and up

Undergraduate

@

«w

Socal Jusscn, Diversity, and Equity

TAGS

Campus Tags

Term

Only fall
Only spring/summer
Only winter

September to April

4

jvanced Leadarship (CCAL)

donal Students and Study Abeoad (CISSA)

' Disablity Siudes

TAGS

Campus Tags

Timing E

After 5 pm
Before 5 pm
Monday-Friday
Variable

Weekends

Complete each of the tag areas, including: Cost/Paid, Department/Campus Area, Interest Area,
Student Demographics, Term, and Timing. After you select the tags for each area these choices
will be saved when you select the next tag area from the drop-down menu. Please fill out these
tags with as much detail and accuracy as possible.

Once you have completed the Activity Details page, click ‘Next’.

5. After filling out your new activity request, you will be directed to fill out a new position
request for this activity. You can fill out any position you would like for your new activity,

Questions? Email involve@ucalgary.ca
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and you will be able to fill out additional new position requests after the activity form has

been submitted and processed by the CCR staff team.

| Grouping o Activity Position Competencies Validator Requestor

Select an activity

-Select-

Previous

6. When you select your activity, a button will pop up next to the drop-down menu called
‘Check activity for existing positions’. Click on this button to view the positions that

currently exist within this activity, to make sure that the position you would like to request

does not already exist.

| Grouping o Activity Position Competencies Validator Requestor

Select an activity
School Spirit Cultivation Progre v | RO Te TR IR T Te ol (T ]
[ Foior | o

Existing Positions For:

Category: *School Spirit (Sample Department)
Activity: School Spirit Cultivation Program (Sample Activity)

Positions Found: (2)

End
Position Title / Description Start Date Date
School Mascot (Sample Position) 08/01/2020
The School Mascot is responsible for helping to create school spirit and a sense of community at the University of Calgary. The School
Mascot attends all DINOS games, roams the halls offering high-fives, and cheers students on as they complete their studies.
Dino Wrangler

Dino Wranglers are responsible for coordinating school mascot activities and supervising school spirit initiatives, in addition to ensuring that
school mascots do not eat anyone if they get too hungry. Sample position only.

7. After viewing the existing positions, if you still need to add a new position click ‘Close’ on
the pop-up window and hit ‘Next’.

Questions? Email involve@ucalgary.ca
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8. You will be directed to a new page called ‘New Position Details’. In the first question
checkbox, click the button that indicates ‘This is a new position’. Fill out all position details
in the areas below and click ‘Next” when you are done.

° Grouping ° Activity o Position Competencies Validator Requestor

POSITION DETAILS

Please enter the name of the position title. E.g. 'President'

* Position Name/Title

Please enter the start and end date for this position.
* Start and End Date

Please indicate the total time commitment for participating in this position. This should be the total
number of hours participants will engage in position-related activities (e.g., volunteering, holding
meetings, etc.). Estimates are accepted.

* Total time commitment 0 ~ hours per - select- v

Position Description Overview and Agreement

9. The next page will ask you to select the Learning Outcomes (also known as ‘Competencies’)
that you believe apply to your position. Scroll through the relevant Learning Outcomes and
select no more than fifteen that you feel apply most strongly to your position.

@ Grouping @ Activity @ Position 0 Competencies Validator Requestor

Assignable Competencies: [] SELECTALL

[C] Teamwork - Works effectively with others in groups and individually to achieve shared goals -
Collaboration - Working with Others

[C) Includer - actively includes and seeks the involvement of others - Collaboration - Working with
Others

[C] Active Listener - Engages in active listening - Collaboration - Working with Others

[CJ Open-Minded - Invites and incorporates divergent perspectives and approaches - Collaboration -
Working with Others

[J Conflict Resolver - Employs conflict resolution strategies - Collaboration - Working with Others

[C) Engaging Communicator - Uses engaging communication techniques - Effective Communication
- Working with Others

[7] Clarifies Ideas - Effectively explains complex ideas to target groups - Effective Communication -
Working with Others

L NSRS "~ Patian

Questions? Email involve@ucalgary.ca 19
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10. From here, you will be directed to enter ‘Validator Information’. An CCR Validator is a
University of Calgary staff member who manages the program activity which you are
entering a request for, or oversees the specific position you are submitting a request for.
This could include: a program manager or supervisor, faculty supervisor, or other staff
member.

Grouping Activity Position Competencies g Validator Requestor
VALIDATOR INFORMATION

First Name
Last Name
Position
Email

Phone

Previous m

For Students’ Union Clubs, please enter the information of the SU Clubs Coordinator in
these fields. For all other programs, check with your program manager on who should be
added as a validator. If you are unsure who should be added as a validator, please leave this
section blank, or simply enter ‘unknown’. Validators can also be added to activities after the
activity is created by emailing involve@ucalgary.ca. When you have added all relevant
information, please click ‘Next’.

Grouping Activity Position Competencies 9 Validator Requestor

VALIDATOR INFORMATION FO r S U Cl u b S :

First Name

Last Name

Position SU Clubs Coordinator
Email clubsoff@ucalgary.ca
Phone

=3

Questions? Email involve@ucalgary.ca 20
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11. You will be directed to the final form section, ‘Applicant Information’. In this section, please
enter your personal information into the fields. This will allow CCR staff members to
connect with you once the activity has been approved, or to follow up on any questions.
When you have entered the information, click ‘Finish’ or go back and edit earlier
information in the form by clicking ‘Previous’.

Grouping Activity Position Competencies Validator o Requestor
APPLICANT INFORMATION
@ Information of submitter of Activity Submission Form.
First Name * Rex
Last Name * O’ Saurus
Position * Your Paosition
Email * Your Email
Phone * 403.220.2959

s [ |

Congratulations, you have now submitted the New Activity form! Once you submit the form, a
member of the Co-Curricular Staff team will review your new activity and position application. If
approved, you will receive an email notifying you that the new activity request has been
approved. If declined, the CCR staff member will provide information on why your new activity
request was denied and any further steps you should take.

New Position Request

If you would like to request a new position to be added to an existing activity, please follow
these instructions after accessing the New Activity or Position Request Form.

1. The first section will ask you to select the time period for the Activity/Positon: please select
the current time period (e.g. 2021-2022). You will also be asked to select the department
the Activity is in. Please scroll through the departments and select the department you
would like your activity to be listed under. Click ‘next” when you have finished.

Questions? Email involve@ucalgary.ca 21
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D overvew
e Grouping Activity Position Competencies Validator Requestor
Select a ime period
'
Rex O' Saurus 2021-2022
Select a category
Dashboard
A . -Select- v
Job Board - Campus Wide v soloct- |
Add New
Experience Catalogue *School Spirit (Sample Department)
Connect with Career ~ h
Services
LEADERSHIP & A i
STUDENT Canadian Centre for Advanced Leadership (CCAL) in Business
ENGAGEMENT Career Services

School of Medicine

letics
rvices & Office of the Registrar

CO-CURRICULAR [N il
RECORD o

REQUEST A NEW ty of Arts

POSITION OR o Cirad it Shidie
_Q OVERVIEW

o Grouping Activity Poation Competencies Validator RAequestar
You are currently logged in
. Select a time period
.
Rex O' Saurus 0242022
Select a calegory

Dashboard
Advising . Selact:
Job Board - Campus Wide Nest

Experience Catalogue

Connect with Career o~
Services

LEADERSHIP & A
STUDENT

ENGAGEMENT

CO-CURRICULAR [N
RECORD
REQUEST A NEW
B POSITION OR d

2. Select the existing activity that you would like your position to be listed under from the
drop-down menu.

Grouping o Activity Paosition Competencies Validator Requestor

Select an activity

-Select-

Previous

3. When you select your activity, a button will pop up next to the drop-down menu called
‘Check activity for existing positions’. Click on this button to view the positions that
currently exist within this activity, to make sure that the position you would like to request

does not already exist.

PLEASE DO NOT SKIP THIS - help us ensure duplicate positions are not created in the
database!

Questions? Email involve@ucalgary.ca 22
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° Grouping o Activity Position Competencies Validator Requestor

Select an activity
School Spirit Cultivation Progre v | IR Te a1 R (IR T ol T ]
=

Existing Positions For:

Category: *School Spirit (Sample Department)
Activity: School Spirit Cultivation Program (Sample Activity)

Positions Found: (2)

End
Paosition Title / Description Start Date Date
School Mascot (Sample Position) 09/01/2020
The School Mascot is responsible for helping to create school spirit and a sense of community at the University of Calgary. The School
Mascot attends all DINOS games, roams the halls offering high-fives, and cheers students on as they complete their studies.
Dino Wrangler

Dino Wranglers are responsible for coordinating school mascot activities and supervising school spirit initiatives, in addition to ensuring that
school mascots do not eat anyone if they get too hungry. Sample position only.

Close

After viewing the existing positions, if you still need to add a new position click ‘Close’ on
the pop-up window and hit ‘Next’.

You will be directed to a new page called ‘New Position Details’. In the first question
checkbox, click the button that indicates ‘This is a new position’. Fill out all position details
in the areas below and click ‘Next’ when you are done.

° Grouping ° Activity o Position Competencies Validator Requestor

POSITION DETAILS

Please enter the name of the position title. E.g. 'President’

* Position Name/Title

Please enter the start and end date for this position.
* Start and End Date

Please indicate the total time commitment for participating in this position. This should be the total
number of hours participants will engage in position-related activities (e.g., volunteering, holding
meelings, etc.). Eslimates are accepted.

* Total time commitment 0 v hours per - select- e

Position Description Overview and Agreement
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12. The next page will ask you to select the Learning Outcomes (also known as ‘Competencies’)
that you believe apply to your position. Scroll through the relevant Learning Outcomes and
select no more than fifteen that you feel apply most strongly to your position.

' Grouping | Activity Position 0 Competencies Validator Requestor

Assignable Competencies: [ SELECT ALL

[C] Teamwork - Works effectively with others in groups and individually to achieve shared goals -
Collaboration - Working with Others

[2) Includer - actively includes and seeks the involvement of others - Collaboration - Working with
Others

[C] Active Listener - Engages in active listening - Collaboration - Working with Others

O Open-Minded - Invites and incorporates divergent perspectives and approaches - Collaboration -
Working with Others

] conflict Resolver - Employs conflict resolution strategies - Collaboration - Working with Others

[CJ Engaging Communicator - Uses engaging communication techniques - Effective Communication
- Working with Others

[7] Clarifies Ideas - Effectively explains complex ideas to target groups - Effective Communication -
Working with Others

1 Pullia Omanlioa Mot Nathinen anmhinn nasdesmmanane it

Previous m

13. From here, you will be directed to enter ‘Validator Information’. An CCR Validator is a
University of Calgary staff member who manages the program activity which you are
entering a request for, or oversees the specific position you are submitting a request for.
This could include: a program manager or supervisor, faculty supervisor, or other staff
member.

Grouping Activity Position Competencies 9 Validator Requestor

VALIDATOR INFORMATION

First Name
Last Name
Position
Email

Phone

[Pevos L |
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For Students’ Union Clubs, please enter the information of the SU Clubs Coordinator in
these fields. For all other programs, check with your program manager on who should be
added as a validator. If you are unsure who should be added as a validator, please leave this
section blank, or simply enter ‘unknown’. Validators can also be added to activities after the
activity is created by emailing involve@ucalgary.ca. When you have added all relevant
information, please click ‘Next’.

Grouping Activity Position Competencies 9 Validator Requestor

VALIDATOR INFORMATION FO r S U Cl u b S :

First Name

Last Name

Position SU Clubs Coordinator
Email clubsoff@ucalgary.ca
Phone

[P [ |

14. You will be directed to the final form section, ‘Applicant Information’. In this section, please
enter your personal information into the fields. This will allow CCR staff members to
connect with you once the activity has been approved, or to follow up on any questions.
When you have entered the information, click ‘Finish’ or go back and edit earlier
information in the form by clicking ‘Previous’.

Grouping Activity Position Competencies Validator o Requestor
APPLICANT INFORMATION

@ Information of submitter of Activity Submission Form.

First Name * Rex

Last Name * Q' Saurus
Position * Your Paosition
Email * Your Email
Phone * 403.220.2959

Previous m
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Congratulations, you have now submitted the New Position form! Once you submit the form, a
member of the Co-Curricular Staff team will review your new activity and position application. If
approved, you will receive an email notifying you that the new activity request has been
approved. If declined, the CCR staff member will provide information on why your new activity
request was denied and any further steps you should take.

Tracking Hours on Your Co-Curricular Record

If you would like to track your hours within the CCR online system, please follow the
instructions below. PLEASE NOTE that you can only edit your CCR hours for a position BEFORE
they are approved; after they have been approved you will no longer be able to change your
CCR hours for a position.

1. Navigate to your Co-Curricular Activities dashboard page by clicking the gray ‘Co-
Curricular Record’ tab in the left side of your screen

e

& BACK TO OVERVIEW

Rex O' Saurus

Rex O' Saurus

Co-Curricular Activities
Created: Mar 23, 2020 and Updated Apr 29, 2020

Dashboard

Advising o
Job Board - Campus Wide

Experience Catalogue

Connect with Career Services ADD A POSITION TO MY RECORD

ENGAGEMENT

Request a New Position or Activity

on your parsonal CCR Profile. From horo, uso the quic
ee (3) and no more than Mieen (1

Leadership and Studant Engagement
Events and Workshops

nvolvement Advising Appointments

Programs Sample Position Summary

Student Success Centra
Faculty of Arts Pending 1 Pending
scripbon Ths posibon
has boon
on

Faculty of Nursing

€ € %«

Faculty of Science

2. For the position you would like to enter your tracked hours for, click the small clock icon
in the bottom left side of the position panel, or click the red ‘Edit’ button.

Questions? Email involve@ucalgary.ca 26
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Rex O* Saurus

Co-Curricular Activities
Created: Mar 23, 2020 and Updated Dec 15, 2021

ADD A POSITION TO MY RECORD

Sample Position Dino Wrangler School Mascot (Sample Position)

LS S SR §

3. If you pressed the small clock icon, a pop-up window for Time Entry should appear.
Enter the number of hours for your position and click ‘Update’.

Time Entry |

4. If you clicked the ‘Edit’ button you will be taken to the Position Details page; scroll down
to the bottom of the page to the ‘Time Entry’ section — click on the ‘Edit’ button and a
pop-up window will appear where you can enter your hours. Click ‘Update’ when you
are finished.

Questions? Email involve@ucalgary.ca 27
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TIME ENTRY

0 hours logged

Time Tracking

5. The number of hours entered for all of your validated CCR positions should be reflected
in the ‘Total Hours’ tab on the right side of your CCR Activities dashboard.

Sample Position Dino Wrangler School Mascat (Sample Position)

Achieved Competencies

o< e< @<

Total Hours

70

Editing Position Visibility on Your Co-Curricular Record

If a position is not showing up on your printed personal Co-Curricular Record, log into the
Elevate portal and navigate to the Elevate dashboard. Check that your position has 1) been
approved 2) at least three learning outcomes/competencies listed and 3) set to be shared on
your Co-Curricular Record.

1) To check if your position has been approved, check the position status listed below the
position name and activity on your Co-Curricular Record

2) To check the achieved competencies, look at the bottom of your position box and look
for the number of achieved competencies listed

3) To check if a position has been set to be shared on your Co-Curricular Record, check to
see if the ‘Share’ icon (three dots connected by two lines) next to the clock icon in the

Questions? Email involve@ucalgary.ca 28
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bottom left corner of the position box is green or grey; if it is green it is set to be shared
on your CCR, if it is grey it is not set to be shared on your CCR. Simply click on the icon to
change its sharing setting.

TO OVERVIEW |

Rex O' Saurus

Co-Curricular Activities
Created: Mar 23, 2020 and Updated Dec 15, 2021

m ADD A POSITION TO MY RECORD

-~ The 2021-2022 Co-Curricular Record Term is now open for adding positions!
ion or Activity
To search the Co-Curricular Record Catalogue, click on the "Co-Curricular Record” tab and hit the "Add a Position to My Record’ button on your personal CCR Profile. From here, use the quick position search or use the tim
It Engagement you're looking for. Be sure to select no fewer than three (3) and no more than fiteen (15) leaming outcomes (also known as competencies) when you are adding the position to your personal record, and to add a persona
ppointments
Sample Position Dino Wrangler School Mascot (Sample Position)
Sample Activity pirit Cultivation Program (Samp vity S Spirit Cultivation Program (Sample Activity
v
Approved | Dec 15, 2021 Pending Approved | Dec 14, 2021
.  Pending |
Sample position description. This position has been Dino Wranglers are responsible for coordinating school The School Mascot is responsible for helping to create
v created for training purposes only. mascot activities and supenvising school spirit initiatives, ig school spirit and a sense of community at the University of

addition to ensuring that school mascots do not eat anyghie Calgary. The School Mascot attends all DINOS games
v ifthey gettoo hungry.. roams the halls offering high-fiv...

ation
N
i

Sharing icon is

grey - indicates ®-<.‘
position will not
be shared . Position is still Position ks approved - Sharing icon is green - Competencies achieved;
d No competencies - i wi A indicates the position will will appear on record
on recor . pending - will not be iy appear on record
will not appear T be shared on record

on record
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Validator Instructions

To Access the Co-Curricular Record:

1. Goto elevate.ucalgary.ca and click the ‘LOGIN’ button at the top right side of the page

Pt m, Gtlops. Contact
" = b % o

Your career, advising, and stugént experiance
portal

(=

Login

© 2020 Orbis Communications Inc MyAccount  Log Out

On the Login page, select the ‘Staff’ option — this will take you to the UCalgary Staff login page
where you can log in using your username and password. If you do not have a Staff account,
email involve@ucalgary.ca to request a validator account.

CALGARY Home login Register Catalogue  Contact

Students

Questions? Email involve@ucalgary.ca 30
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UCalgary Staff Login

bout experiential leaming please visit the UCalgary experiential

Username

Password

2. Click on the drop-down arrow next to ‘Leadership and Student Engagement’ tab in the
gray bar on the left side of your screen; from this drop-down menu select ‘Co-Curricular
Record’. This will bring you to a screen that says ‘Co-Curricular Record: Validator Home’

OVERVIEW MY CALENDAR SEARCHES INTERACTIONS CONTACTS JOBS APPOINTMENTS

MY VIEW

. Wel Validator A t
Validator Account elicome Validator Accoun

Qverview My Account My Calendar Searches Interactions Contacis Jobs Appointmenis Events Progran
DASHBOARD e
Staff o)
Advising - 0 Alert Messages
Job Board - Campus Wide 0 Alert Notes - no acknowledgement req'd
Experience Catalogue
T 0 Alert Notes - acknowledgement req'd
Q:adership & Student Engagement v] 0 Alert Forms
udent success Centre v
Werklund School of Education v
Messages
Notification Centre
No new notifications to view
0 New Messages - all
0 MNew Messages - acknowledgement req'd
© RECENT
0 Created By Me - Pending Acknowledgement
YOU HAVE NOT VIEWED
ANYTHING/ANYONE RECENTLY.
Notes
0 Mew Notes - no acknowledgement reqd
0 New Notes - acknowledgement req'd
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_Q Start typing to search. OVERVIEW MY CALENDAR SEARCHES INTERACTIONS CONTACTS JOBS APPOINTMENTS
MY VIEW
. Welcome Validator Account
Validator Account
Overview ~ MyAccount  MyCalendar  Searches Interactions Contacts ~ Jobs  Appointments Events Program:
DASHBOARD i
Staff -
Advising “ 0 Alert Messages —
Job Board - Campus Wide Alert Notes - no acknowledgement req'd .
View
Experience Catalogue
Alert Notes - acknowled t req'd

Connect with Career Services - 0 ert Toles - acknawledgement e -
Leadership & Student Engagement 0 Alert Forms

Overview
[ Co-Curricular Record (v ]

Leadership and Student Engagement

Events and Workshops Messages

Involvement Advising Appointments

Programs 0 New Messages - all

Co-Curricular Catalogue 0 New Messages - acknowledgement reqd
Student Success Cenire V .

0 Created By Me - Pending Acknowledgement
Werklund School of Education v
Notification Centre
No new notifications to view Notes
0 MNew Motes - no acknowledgement req'd
© RECENT n e e —
_£ OVERVIEW MY CALENDAR SEARCHES INTERACTIONS CONTACTS JoBs APPOINTMENTS EVENTS PROGRAMS ADVANCED EVENTS

Co-Curricular Record: Validator Home

Validator Account The 2021-2022 Co-Curricular Record Term is now open for adding positions!

n light of the impact of Covid 19 on many extracurricular positions, students who have accrued fewer than 20 hours for a CCR position may still submit a position request for roles they have participated in. You must log your hours
and have participated in 5 hours or more for the role. For more information visit the Leadership and Student Engagement CCR FAQ page.

Dashboard
Staff o validation Details for Active Time Periods ALL Time Period Validations
Adhvising . Pending E 3
Job Board - Campus Wide Approved ° °
Experience Catalogue Decinea ° °
Connect with Career Services ~
“ pending @)  Approved @) | Decined @)  Valdator for the Following Actiities
ENGAGEMENT
Overview toraLresuLTs ) oisavme: @) - @
.

Request a New Position or Activity o ,
Leadership and Student Engagement O perica  Activity Position Record Owner First Name Record Owner Last Name Record Owner Username Added On (¥ Hours External Position External
Events and Workshops [0 2021-2022 School Spirit Cullivation Program (Sample Activity) Dino Wrangler Rex O Saurus rextheding Dec 15,2021 20 No
Involvement Advising Appaintments [0 2020-2021 School Spirit Cultivation Program (Sample Activity) Dino Wrangler Example Student 1A Student Exampie Apr12, 2021 60 No
Programs [J 2020-2021 School Spirit Cultivation Program (Sample Activity) Dino Wrangler Rex O'Sauus rexthedinosaur Apri2. 2021 0 No
Co-Cumncular Catalogue

Student Success Centre ~ - ’
Werklund School of Education v

3. From here, you will be able to VIEW participants who have applied to have positions you
validate to appear on their CCR, and APPROVE or DECLINE student applications to have
positions appear on their CCR
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To Approve, Decline, or Remove Positions from a Students’ Record:

Approve Student Position Requests
Option |

— To APPROVE a students’ position request, select the student by clicking on the checkbox
in the row with their their name (on the left side of the screen)

Then select the blue ‘Actions’ button

Select ‘Approve’ or ‘Approve with Email’ from the drop-down options: ‘Approve with
Email’ is recommended, as this provides an email notification to the student that the
position has been validated

— You can select multiple students at once using the checkboxes

%
%

Co-Curricular Record: Validator Home

The 2021-2022 Co-Curricular Record Term is now open for adding positions!

In light of the impact of Covid 19 on many extracurricular positions, students who have accrued fewer than 20 hours for a CCR position may still submit a position request for roles they have participated in. You must log your hours
and have participated in 5 hours or more for the role. For more information visit the Leadership and Student Engagement CCR FAQ page.

Validation Details for Active Time Periods ALL Time Period Validations
Pending 3 3
Approved '] []
Declined o []

Pending o Approved o Declined o Validator for the Following Activities

TotaL resuLTs @) oisravine: €D - @

Approve Selected

| Approve With Email |
D resuitis) currently selected

Decline Selected

<

[ pericd Activity Position Record Owner First Name Record Owner Last Name Record Owner Username Added Ot Decline With Ema
202172022 School Spirit Cultivation Program (Sample Activity) Dino Wrangler Rex 0 Saurus rexthedino Dec 15,2 Email Selected Students

[J 2020-2021 School Spirit Cultivation Program (Sample Activity) Dino Wrangler Example Student 1A Student Example Apri12 2021 60 No

[0 2020-2021 School Spirit Cultivation Program (Sample Activity) Dino Wrangler Rex O'Saurus rexthedinosaur Apr12,2021 0 No

Option i

— To APPROVE a students’ position request, click on the tab that says ‘Validator for the
Following Activities’

— Then select the CCR activity you would like to approve position requests for; double
check the CCR time period to ensure you have selected the correct year!
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Co-Curricular Record: Validator Home

The 2021-2022 Co-Curricular Record Term is now open for adding positions!

In light of the impact of Covid 19 on many extracurricular positions, students who have accrued fewer than 20 hours for 2 CCR position may still submit a position request for roles they have participated in. You must log your hours

and have participated in 5 hours or more for the role. For more

Validation Details for Active Time Periods

Pending 3
Approved 0
Declined: o

visit the Leadership and Student Engag CCR FAQ page

ALL Time Period Validations
3
0
0

pending @  Approved @  Declines P [ Validator for the Following Amvmes]

Validator for the Following Activities

Time Period Activity - Position Pending Approved Declined
2020-2021 School Spint Cultivation Program (Sampie Activity) - Dino Wrangler 2 0 0
( 2021-2022 School Spirit Cultivation Program (Sample Activity) - Dino Wrangler 1 0 ] 0

— This will take you to the Position Overview page, where you can view the position
details and the number of participants

Position Overview: Dino Wrangler - School Spirit Cultivation
Program (Sample Activity)

Participants o

Qverview

Position Info
Time Period :
Category -
Organization :
Department -
Activity

Position :

Position Details
*Position Name/Title
*Start and End Date
“Total time commitment

*Position Description agreement

*Position Description

2021-2022

*School Spirit (Sample Department)

University of Calgary

*Sample Department

School Spirit Cultivation Program (Sample Activity)

Dino Wrangler

Dino Wrangler
Sep 01, 2020 01:31 PM to Apr 30, 2021 01:31 PM

30 hours per Semester

| have read the formatting and content requirements for CCR activity descriptions, and
agree to follow these guidelines when submitting my position description

| acknowledge that my new activity request may be rejected if my position description
does not follow these formatting and content guidelines

Dino Wranglers are responsible for coordinating school mascot activities and supervising
school spirit initiatives, in addition to ensuring that school mascots do not eat anyone if
they get too hungry. Sample position only.

#AMAnIA uAn lika ta nea haor tracking .

— Click on the ‘Participants’ tab to view the position participants and their position

statuses
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— To view a participant’s position details, including the number of hours they have logged
for a position, click the red ‘View Record’ button

Participant List for: School Spirit Cultivation Program (Sample < Overview < Back o Activity
Activity) - Dino Wrangler

Overview Participants o

Position Status Student Record-Position Status Record-Position Created Validated By Date Validated Actions

- " ’
m Rex O' Saurus 12/15/2021 01:34 PM WA A

Record Position Details: Rex O' Saurus < Back to Activity < Back to Position
Position Dino Wrangler
Activity: School Spirit Cultivation Program (Sample Activity)
Record Position Status: m
Category: *School Spirit (Sample Department)
Time Period: 2021-2022
Date Added Added on December 15, 2021 by Clare Hickie

Personal Reflection Comments

AN

d Position

COMPETENCIES

Competencies

Considers Role of Spirituality -
Appreciates roles of

spintuality and multiple ways select- v
of knowing In personal and

group values

Record Position Details: Rex O' Saurus < Back to Activity < Back to Position
Position Dino Wrangler
Activity School Spirit Cultivation Program (Sample Activity)
Record Position Status Pending
Category: *School Spirit (Sample Department)
Time Period 2021-2022
Date Added Added on December 15, 2021 by Clare Hickie

Personal Reflection Comments.

A\

COMPETENCIES

‘Competencies

Considers Role of Spirituaiity -
Appreciates roles of

spintuality and multiple ways select: v
of knowing In personal and

group values
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Record Position Details: Rex O' Saurus

Position Dino

Activity Scho

Wrangler

ol Spirit C

ram (Sample Activity)

Record Position Stalus

Category *School Spirt (Sample Department)
Time Period 2021-2022
Date Added Added on December 15, 2021 by Clare Hickie

Personal Reflection Comments

Update Record Position

COMPETENCIES

Competencies

Considers Role of Spirituality
Appreciates rojes of

spirituality and multiple ways —select—-
of knowing in personal and

group values

On the ‘Record Position Details’ page you can review the student’s selected Learning
Outcomes/Competencies, logged hours, and even edit the competencies and tracked

hours if you notice any inaccuracies

When you are ready to approve or decline the position request, hit the red circular

€ Back to Activity

Actions

UPDATE RECORD POSITION

REMOVE POSITION FROM STUDENT
RECORD

APPROVE VALIDATION

DECLINE VALIDATION

vertical ellipses button “..." in the bottom right corner of your screen and select
‘APPROVE VALIDATION’

Record Position Details: Rex O' Saurus

Position

Activity

Retord Posilion Stalus
Calegory

Time Period

Dale Agged.

Personal Reflection Commenls:

Dina Wrangier

School Spirit Cultivation Program (Sample Activity)

“School Spirt (Sample Depariment)
20212022

AGded on December 15, 2021 by Clare Hickie

Update Record Position

COMPETENCIES

Competencies

Considers Role of Spirtuaiity -
Appreciates rokes of
spirituality and muitiple ways
of knowing in personal and
group values

—select— v

Questions? Email involve@ucalgary.ca

< Back to Actvity

Actions.

UPDATE RECORD POSITION

REMOVE POSITION FROM STUDENT

RECORD

APPROVE VALIDATION
DECLINE VALIDATION

< Back to Position

< Back to Position
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— A pop-up box will appear with the option to approve the student’s position request, and

an option to send

them an approval email

— It is highly recommended to send an approval email to notify the student — you can

customize and ed

it this message if you like!

X

Approve Validation

INSTRUCTIONS

If you want to send an approval message to users click the "Send Approval Email" check box and
enter your message. If you do not want to send a message just click Approve:

¥

Involvement Portal Notification: A CCR Position Request Has Been Approved!

E] O (@ B I|iz | & ==

>

Hello |[FIRSTNAME]|

Thank you for applying to have a position appear on your personal Co-Curricular Record!
This email is to notify you that a position request for |[POSITION| to appear on your
personal record has been approved by a position validator ([VALIDATEDBYFIRSTNAME|
|VALIDATEDBYLASTNAME]). Please log in to the Involvement Portal at
leadership.ucalgary.ca using your UCID/IT account and view the Co-Curricular Record
tab to learn more

<

SEEEE——

APPROVE | CLOSE

To return to the previous page, select ‘Back to Activity’ or ‘Back to Position’.

Record Position Details: Rex O' Saurus < Back o Actiity < Batk to Position
Position Dino Wranger
Actwty Scaol SpInt Culivation Program (Sampie Acivl)

Record Position Status
Category:

Time Period

Date Added

Personal Reflection Comments

Update Record Position

COMPETENCIES

Competencies

Considers Role of Spiriuailty -
Appreciates roles of
spintuality and muttple ways
of knowing in personal and
aroup values

*5chool Spirt (Sample Department)
20212022

Added on December 15, 2021 by Clare Hikie

Actions

UPDATE RECORD POSITION

REMOVE POSITION FROM STUDENT
RECORD

APPROVE VALIDATION
DECLINE VALIDATION

—select— v

Questions? Email involve@ucalgary.ca
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Decline Student Position Requests
Option |

— To DECLINE a students’ application, select a student application by clicking on the box
next to their application (on the left side of the screen)
— Then click the red ‘Actions’ button and select ‘Decline’ or ‘Decline with Email’ from the
drop-down options
o The ‘Decline with Email’ option is strongly recommended, as it provides an
editable notification to the student letting them know their position has been
declined

Co-Curricular Record: Validator Home

The 2021-2022 Co-Curricular Record Term is now open for adding positions!

In light of the impact of Covid 19 on many extracurricular positions, students who have accrued fewer than 20 hours for a CCR position may still submit a position request for roles they have participated in. You must log your hours
and have participated in 5 hours or more for the role. For more information visit the Leadership and Student Engagement CCR FAQ page

Validation Details for Active Time Periods ALL Time Period Validations
Pending 5 5
Approved ] 0
Declined 0 0

pencing @  Approved @) | Deciined @) valiator for the Following Activities

totaLresulTs @) oiseaving: €D - @

Approve Selected

Approve With Email
D resuns) currently selected

Decline Selected
<

) Period Activity Position Record Owner First Name Record Owner Last Name Record Owner uiarn| Decline With Email |
2021-2022 School Spirit Cultivation Program (Sample Activity) Dinosaur Safety Ambassador Rex O'Saurus rexthedinosaur Email Selected Students

2021-2022  School Spirit Cultivation Program (Sample Activity) Dinosaur Safety Ambassador Rex O saurus rexthedino Dec 16,2021 0/9 | No

[0 2021-2022 School Spirit Cultivation Program (Sample Activity) Dino Wrangler Rex ' Saurus rexthedino Dec 15,2021 20 No

[0 2020-2021 School Spirit Cultivation Program (Sample Activity) Dino Wrangler Example Student |A Student Example Apr12, 2021 60 No

[J 2020-2021 School Spirit Cultivation Program (Sample Activity) Dino Wrangler Rex O'Saurus rexthedinosaur Apr12,2021 0 No

Option i

— To DECLINE a students’ position request, click on the tab that says ‘Validator for the
Following Activities’

— Then select the CCR activity you would like to approve position requests for; double
check the CCR time period to ensure you have selected the correct year!
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Co-Curricular Record: Validator Home

The 2021-2022 Co-Curricular Record Term is now open for adding positions!

In light of the impact of Covid 19 on many extracurricular positions, students who have accrued fewer than 20 hours for 2 CCR position may still submit a position request for roles they have participated in. You must log your hours

and have participated in 5 hours or more for the role. For more

Validation Details for Active Time Periods

Pending 3
Approved 0
Declined: o

visit the Leadership and Student Engag CCR FAQ page

ALL Time Period Validations
3
0
0

pending @  Approved @  Declines P [ Validator for the Following Amvmes]

Validator for the Following Activities

Time Period Activity - Position Pending Approved Declined
2020-2021 School Spint Cultivation Program (Sampie Activity) - Dino Wrangler 2 0 0
( 2021-2022 School Spirit Cultivation Program (Sample Activity) - Dino Wrangler 1 0 ] 0

— This will take you to the Position Overview page, where you can view the position
details and the number of participants

Position Overview: Dino Wrangler - School Spirit Cultivation
Program (Sample Activity)

Participants o

Overview

Position Info
Time Period -
Category :
Organization
Department :
Activity -

Position :

Position Details
*Position Name/Title
*Start and End Date
*Total time commitment

*Position Description agreement

*Position Description

2021-2022

*School Spirit (Sample Department)

University of Calgary

*Sample Department

School Spirit Cultivation Program (Sample Activity)

Dino Wrangler

Dino Wrangler
Sep 01, 2020 01:31 PM to Apr 30, 2021 01:31 PM

30 hours per Semester

| have read the formaiting and content requirements for CCR activity descriptions, and
agree to follow these guidelines when submitting my position description

| acknowledge that my new activity request may be rejected if my position description
does not follow these formatting and content guidelines

Dino Wranglers are responsible for coordinating school mascot activities and supervising
school spirit initiatives, in addition to ensuring that school mascots do not eat anyone if
they get too hungry. Sample position only.

M Anld unn lika tn nea haor trackinm .

— Click on the ‘Participants’ tab to view the position participants and their position

statuses
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— To view a participant’s position details, including the number of hours they have logged
for a position, click the red ‘View Record’ button

Participant List for: School Si irit Cultivation Program (Sample < Overview < Back to Activiy

Activity) - Dino Wrangler k%0

overview | participants ()

Position Status Student Record-Position Status Record-Position Created Validated By Date Validated Actions

m Rex O' Saurus m 12/15/2021 01:34 PM NA NA

Record Position Details: Rex O' Saurus < Back to Activity < Back to Position
Position Dino Wrangler
Activity School Spirit Cultivation Program (Sample Activity)
Record Position Status @
Category: *School Spirit (Sample Department)
Time Period 2021-2022
Date Added Added on December 15, 2021 by Clare Hickie

Personal Reflection Comments.

Update Record Position

COMPETENCIES

Competencies

Considers Role of Spirituality -

Appreciates roles of
spintuality and multipie ways select: v
of knowing In personal and

group values

— On the ‘Record Position Details’ page you can review the student’s selected Learning
Outcomes/Competencies, logged hours, and even edit the competencies and tracked
hours if you notice any inaccuracies

— When you are ready to decline the position request, hit the red circular vertical ellipses
button ‘... in the bottom right corner of your screen and select ‘DECLINE VALIDATION’
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Record Position Details: Rex O' Saurus < Back to Activity < Back o Position
Position Dino Wrangler
Activity School Spirit Cultivation Program (Sample Activity)
Record Position Status m
Category: *School Spirit (Sample Department)
Time Period 2021-2022
Date Added Added on December 15, 2021 by Clare Hickie

Personal Reflection Comments.

Update Record Position

COMPETENCIES

Competencies

Considers Role of Spirituality -

Appreciates roles of

spintuality and multiple ways select: v
of knowing In personal and

group values

Record Position Details: Rex O' Saurus < Back to Activity < Back to Fostion
Position Dino Wrangler
Activity Scnool Spifit Cultivalion Program (Sampie Activity)
Record Position Status m
Categary *Schood Spint (Sample Depanment)
Time Perlod. 2021-2022
Date Added: ‘Added on December 15, 2021 by Clare Hickie

Personal Refiection Comments

B

d Position

Actions
COMPETENCIES UPDATE RECORD POSITION
REMOVE POSITION FROM STUDENT
Competencies RECORD
Consigers Role Of Spirituality - APPROVE VALIDATION
Appreciates oles of DECLINE VALIDATION

spirituality and mutiple ways ~ —select— v

of knowing in personal and

group values

— A pop-up box will appear with the option to decline the student’s position request, and
an option to send them a notification email
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Decline Validation X

INSTRUCTIONS

If you want fo send a decline message to users click the "Send Decline Email” check box and enter
your message. If you do not want to send a message just click Decline,

Elevate Portal Nofification: A CCR Position Request Has Been Declined

B @ | | |B I|li= =|= % = =

Hello [FIRSTNAME],

Thank you for applying to have a position appear on your personal Co-Curricular Record!
This email is to notify you that a request to have a position appear on your personal
record (JPOSITION|) has been declined by a CCR validator,
(VALIDATEDBYFIRSTNAME| [VALIDATEDBYLASTNAME]). Please log in to the Elevate
Portal at elevate ucalgary.ca using your UCIDAT account and view the Co-Curricular
Record tab to learn more.

DECLINE CLOSE

[

— It is highly recommended to send a notification email to the student — you can
customize and edit this message if you like!

To return to the previous page, select ‘Back to Activity’ or ‘Back to Position’.

Record Position Details: Rex O' Saurus | < Back to Activity ¢ Back to Position
Position Dino Wrangier
Activity School Spirit Cullivation Program (Sample Activity)
Record Position Status
Category: *School Spirit (Sample Department)
Time Period 2021-2022
Date Added: Added on December 15. 2021 by Clare Hickie

Personal Reflection Comments

A

Actions

COMPETENCIES UPDATE RECORD POSITION
REMOVE POSITION FROM STUDENT

Competencies RECORD

Considers Role of Spintuality - APPROVE VALIDATION

Appreciales rojes of DECLINE VALIDATION

spintuality and multiple ways —-select— v

of knowing in personal and

aroup values
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If you believe a student has accidentally added a position to their record (e.g. this student is
known to you as a volunteer with your program, but the selected the wrong position from the
list under the Activity Description), we encourage you to contact the student before declining
the position. When you decline a position, this appears permanently on their Co-Curricular
Record. If you believe the position was added mistakenly, contact the student to ask them
about their application — you can email the students via the ‘Actions’ button on your CCR
Validator Dashboard.

If a student indicates they have accidentally added the position to their record, you can
remove the position from their record. To do so, click on the students’ name next to their
position application. This will bring you to the page ‘Record Position Details:” followed by the

students’ name. From there, click ‘Remove Position from Student Record’. This will remove the

position from their record without requiring you to decline the position. If you have any
guestions or concerns, or would like a member of our team to do this on your behalf, please
email us.

Questions? Email involve@ucalgary.ca
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Important Information and FAQs

Q: Can students add activities from previous years to their Co-Curricular Record?

A: Students can request to have positions from previous years added to their records, and these
instances will be assessed on a case-by-case basis. In previous years the Co-Curricular Record
has not enabled students to have positions retroactively added to their personal record we are
exploring options to allow students who have missed deadlines in previous years to have their
extracurriculars recognized.

Q: How do | request a new activity or position be added to the Co-Curricular Record
database?

A: To add a new position to the Co-Curricular Record database, please complete the online
request form by logging into the Elevate portal at elevate.ucalgary.ca using your UCID or IT
credentials, or your staff account. Click the drop-down arrow next to ‘Leadership and Student
Engagement’ in the gray sidebar, and select the drop-down item next to ‘Co-Curricular Record’
— a tab will appear under this called ‘Request a New Position or Activity’, and you will be
directed to the form page. This form should only be used to request new positions that do not
already exist in the CCR database. If a position has been in the CCR database in past years it will
still be included in the CCR database for the current year.

Q: I’'m the president of an SU club, do | need to be added as a validator?

A: No. All SU Sanctioned clubs are validated by the SU Clubs Coordinator using data from the
year-end reports all sanctioned clubs are required to submit. Any requests made by students
to be added as a validator to SU Club positions or other roles will be denied.

Q: I’'m the president of a club that is not sanctioned through the SU (e.g. academic club,
students’ association, etc.). Do | need to be added as a validator?

A: No. Club presidents and other leadership positions generally have a university staff member
who acts as validator for the program. Validators are required to be a current UCalgary staff
member. However, if you would like to ensure the validator for your activity and its positions is
up to date, please email involve@ucalgary.ca

Questions? Email involve@ucalgary.ca 44
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Q: When is the deadline for clubs and other volunteer activities to request to add new
activities and positions to the Co-Curricular Record Database?

A: The last day to submit new activity & position requests to CCR database is May 31, 2022

Q: When is the deadline for students to add positions to their CCR?

A: The last day for students to add positions to their individual CCR is July 31, 2022

Q: When can | expect my positions to be approved by?

A: The last day for validators to approve positions is September 5, 2022

Q: Can students add their volunteer/involvement hours to their positions?

A: Yes! Hour tracking for positions is a feature of the Co-Curricular Record.

Q: How does hour tracking work with the Co-Curricular Record?

A: When students submit a request for a position be added to their record, they can include the
number of hours they were engaged in the position. After this request has been submitted,
students can also edit the number of hours they have been engaged in the position. However,
after the students’ position request has been validated, they should not attempt to edit their
position hours, as this will result in the position needing to be validated again.

Q: Can | edit the tracked hours listed for a position on my Co-Curricular Record?

A: Yes! Please visit the ‘Tracking Hours on Your Co-Curricular Record’ section of this guide.
Please note that if you change the hours listed for a position after it has been approved it will
revert back to pending status. Please connect with the position validator if you need to make
any changes to the position after it has been approved.

Q: Why is a position not showing up on my Co-Curricular Record?

A: There may be a number of reasons a position is not showing up on your Co-Curricular
Record. Please visit the ‘Editing Position Visibility’ section of this guide.
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