UNIVERSITY OF CALGARY

Student Success Centre

Using Elevate to Book an Appointment
with New Student Registration
Assistance

What is Elevate?

New Student Registration Assistance (NSRA) within the Student Success Centre (SSC) uses the
Elevate portal to allow students to book appointments. As a student, you can also use Elevate
to book appointments for other services within the SSC, or other offices on campus. The
campus offices that use Elevate are listed in the Dashboard menu.

Before accessing Elevate for the first time, setup your UCalgary IT account with Multifactor
Authentication (MFA). You will need the MFA code each time you login to Elevate.

Booking Instructions

Step 1: Go to the New Student Registration Assistance website

To access the Elevate booking portal from the NSRA website, choose the Book an appointment
button. You can also login to Elevate directly at elevate.ucalgary.ca.

STUDENT SUCCESS CENTRE UNIVERSITY OF CALGARY

New Student

Are you an Incoming student looking to register for your first-year courses? New

RegIStratlon Student Registration Assistance, led by upper year students, can X(A(\chlygu how to
Assistance: bulld a schedule and navigate the registration system. We'll also cor
Advising

t you with
other campus resources to help you make the most of your university transition

NSRA Support

» 1 booki )
’ . I Book an appointment |
¢ View booking Instructions (PDF)

Figure 1 New Student Registration webpage.
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https://itregport.ucalgary.ca/
https://ucalgary.ca/student-services/student-success/advising/nsra
https://elevate.ucalgary.ca/login.htm

Step 2: Login to Elevate

Under the Login tab, choose Student Login and sign in using your CAS login (elD) and password.

Then enter the Multifactor Authentication (MFA) code and select Verify.
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Figure 2 Elevate webpage with the login drop-down menu.

Step 3: Select Student Success Centre and New Student Registration Assistance

Choose Student Success Centre from the Dashboard menu on the left side of the webpage. This
will open a sub-menu with different services. Select New Student Registration Assistance from

the sub-menu.
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Welcome to the Student Success Centre's booking page!
Booking Policies
The Student Success Centre is now offering all appointment services in distance formats via Zoom.

Please review the policies below and select a service to the left:
Late Policy:
If you are late for your appointment by more than half of your appointment time, eg. 10 minutes in a 20

remainder of your scheduled appointment. However, in order to accommodate phone and email inquiri

Cancellations:
For all appointments, we request that you please consider other students and cancel no later than 2 hc
If you are unable to attend a seminar you are registered for, please cancel your registration so that otht

Finding your appointment:
Please log in to determine your appointment location or check the confirmation email you should have

arrive.

Figure 3 Elevate dashboard menu with New Student Registration Assistance.
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Step 4: Learn about New Student Registration Assistance and View Calendar

Read the details on this page to learn more about appointment modes, services, and extra
supports. Choose View Calendar to see a calendar of available appointment times.

New Student Registration Assistance

hours of operation on the Student Success Centre NSRA website. NSRA is available from May 9 - September 1, 2023,

3rd floor TFOL buleing)

tion
View Calendar

Figure 4 New Student Registration overview with calendar emphasized.

Step 5: Choose an appointment time slot

Choose an open appointment time slot that works best with your schedule. The times listed in
this calendar are in Calgary Mountain Time (MT). If the calendar does not show any
appointment time slots, all available appointments have been booked. New appointment time
slots will open, so check back at a later date. If you need assistance, visit the SSC virtual front

May 2023
Mon Tue Wed Thu Fri

1 2 3 4 5
8 9 10 i 12

1:30p Open 10:30a Open 10:30a Open 10:30a Open

2:30p Open 1:30p Open 1:30p Open 1:30p Open
15 16 17 18 19

10:30a Open 10:30a Open 10:302 Open 10:30a Open 10:302 Open

1:30p Open 1:30p Open 1:30p Open 1:30p Open 1:30p Open
2 3 2 2 2

Figure 5 Monthly calendar displaying open timeslots.

Page 3 of 5


https://www.ucalgary.ca/student-services/student-success
https://www.ucalgary.ca/student-services/student-success

Step 6: Fill in the appointment information

Complete the form by providing your phone number, full name, UCID number, email address,
and reason for booking the appointment. The screen shot below provides an example of how

to fill in the appointment information.

Book Appointment

APPOINTMENT DETAILS
Provider

Location

Appointment Mode

Date

APPOINTMENT TYPE
Type

APPOINTMENT TIME

Time

ADDITIONAL INFORMATION

Local Phone #

Daniel Birch

Zoom or 3rd Floor TFDL

in-person

May 10, 2023
New Student Registration v
From 01:30 PM v To
12
B @ | « B Il =l = 4
John Smith

UCID 32222222
Email: johnsmith1@ucalgary ca

| would like help with course selection and schedule building

Figure 6 Appointment information with phone number and reason for booking.

Step 7: Complete the In-Take Form to select the appointment mode

Use the drop-down menu to select Online if you prefer an online appointment via Zoom. Prior
to the appointment time, at the email address you provided in Step 6, you will receive an email
from firstreg@ucalgary.ca that will include the Zoom link and login details.

IN-TAKE FORM

NEW CATEGORY

*Which appointment type
would you prefer?

Book Appointment m

Online v

Figure 7 Intake form with online appointment type selected.
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Use the drop-down menu to select In-Person if you prefer to meet on campus in the Student
Success Centre. Prior to the appointment time, at the email address you provided in Step 6, you
will receive an email from firstreg@ucalgary.ca that will include details for finding the Student
Success on campus and checking in at the SSC front desk.

IN-TAKE FORM

NEW CATEGORY

*Which appointment type In-person ~
would you prefer?

Book Appointment m

Figure 8 Intake form with In-person appointment type selected.

Once all your details and the appointment mode have been entered, choose Book
Appointment at the bottom of the screen.

Making Changes to your Appointment

If you need to change your appointment, you will have to cancel and then book a new
appointment. Review instructions on how to cancel your appointment in Elevate.

Need Assistance?

For questions about Student Success Centre services or support with booking an appointment,
email success@ucalgary.ca or visit the Student Success Centre on the 3™ floor of TFDL.
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