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Term Activate a Student 

*Students must be in an active program/plan before they can be term activated* 

1. In PeopleSoft, navigate to Records & Enrollment > Student Term Information > Term Activate a 
Student. 

2. Input the student’s ID number and click Search. 

3. If the student has no prior active terms, this screen will be blank. If the student has prior active 
terms, select the plus button at the top right of the screen to add a new row. 
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4. Input the applicable 4-digit term code in the Term field or lookup using the magnifying glass 
then press the tab key on your keyboard. This will auto-populate the corresponding active 
Student Career Nbr from Student Program/Plan. If the student is not in an active program/plan, 
an error message will display. 

5. Ensure that the Eligible to Enroll checkbox is checked. This allows the student to enroll in 
classes for the term. 

6. Click Save at the bottom of the page. The student is now term activated. 




