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Student Guide 
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2. Introduction 
This document serves as a comprehensive guide for students, detailing the processes for requesting 
recognition of activities on the Experience Record. Additionally, this guide outlines student roles and 
responsibilities, available tools and resources, key deadlines, and contact information for further 
support. 

3. Key Definitions & Concepts 
 
What is Validation? 

Validation is the process of recognizing a student’s participation in an approved activity by adding a 
notation to their Experience Record. This ensures that their involvement is accurately documented 
and acknowledged. Validation is completed by a validator through UMConnect once the student 
has met the required criteria for the activity. 

What is an Experience Record? 

The Experience Record is a record that documents students’ participation in Experiential Learning 
(EL) and Student Involvement (SI) activities at the University of Manitoba. It captures validated 
activities from Fall 2020 onwards, providing with a record of their engagement and the 
competencies they have developed. 

What is the UM Competencies Framework? 

The UM Competencies Framework helps students identify, develop and articulate the knowledge, 
skills, and dispositions they gain through their academic and co-curricular activities. It provides a 
structured approach to recognizing transferable skills that contribute to students' academic, 
professional, and personal growth. Further information on the stages, areas, categories, and 
definitions of the framework is available on the Competencies Framework website. 

What is UMConnect? 

UMConnect is the University of Manitoba's online platform for managing and validating student 
participation in curricular and co-curricular Experiential Learning (EL) and Student Involvement (SI) 
activities. It allows validators to track student engagement, update competencies, and ensure 
accurate recognition of activities. Access is restricted to UM students and staff using their 
university login credentials. 

What is the Experience Catalogue? 

The Experience Catalogue  is a centralized listing of approved curricular and co-curricular 
Experiential Learning (EL) and Student Involvement (SI) activities at the University of Manitoba. It 
provides students with information on recognized activities, including available positions, required 
competencies, and eligibility for recognition on their Experience Record. 

https://umanitoba.ca/academics/experiential-learning/competencies-framework
https://umanitoba.ca/academics/experiential-learning/competencies-framework
https://umconnect.umanitoba.ca/home/home.htm
https://umconnect.umanitoba.ca/home/catalogue.htm


    
 

Page 4 | June 2025 

4. Processes Overview 
Sections 4.1 – 4.2a highlight the objectives, scope, stakeholders and steps for the two different 
processes of requesting recognition for an activity. 

4.1 Submitting a Request Through UMConnect 
Objective 

The main objective of this process allows students to request for recognition of a position 
corresponding with an activity they participated in. A student may believe they were not recognized 
when they should have been or may be leaving the university before the validation period closes. In 
such situations, students can request early recognition, and the validator will determine whether to 
approve or decline the request. 

Scope 

This process uses the UMConnect platform to search for, select, and request recognition for a 
position of an activity. Provided that the validator of the activity accepts the request, recognition of 
participation will be given to the student. 

Stakeholders 

The student who participated in the activity is the individual whose responsibility it is to complete 
this process of requesting recognition. 

 

4.1a - Steps 

1. From the UMConnect homepage select Co-Curricular Opportunities Home. This is located 
within the drop-down menu at the top left of the page. Refer to Figure 1. 

2. Select Add an Experience. Refer to Figure 1. 

3. In the search box, type the activity name you are requesting recognition for and select the 
correct option. Refer to Section 5.2 – Selecting an Experience and Figure 2. 

4. Select Add position To My Experience Record. Refer to Figure 3. 

5. In the Time Tracking section, select Log Time. Refer to Section 5.2 – Time Tracking 
Requirements and Figure 4.  

6. Review the competencies and fill out the required fields. Refer to Section 5.2 – Selecting 
Competencies and Figure 4. 

7. Select Save Changes. Refer to Figure 5. 



    
 

Page 5 | June 2025 

1. 

Figure 1 

Figure 2 

3. 

4. 

2. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3 



    
 

Page 6 | June 2025 

6. 

Figure 4 

5. 

7. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 5 



    
 

Page 7 | June 2025 

 

4.2 Submitting a Request Through the Experience Catalogue 
Objective 

The main objective of this process is to allow students to request for recognition of a position 
corresponding with an activity they participated in. 

Scope 

This process uses the Experience Catalogue website to search for an activity and position, link to 
UMConnect, and request for recognition of participation. Provided that the validator of the activity 
accepts the request, recognition will be given to the student. 

Stakeholders 

The student who participated in the activity is the individual whose responsibility it is to complete 
this process of requesting recognition. 

4.2a - Steps 

1. From the Experience Catalogue website, type the name of the activity in the search field 
and select it. Refer to Figure 6. 

2. Select the position title you want to request. This will open the position details on 
UMConnect. Refer to Figure 7. 

3. Select Add position To My Experience Record. Refer to Figure 8. 

4. In the Time Tracking section, select Log Time. See Section 5.2 – Time Tracking 
Requirements and Figure 9. 

5. Review the competencies and fill out the required fields. See Section 5.2 – Selecting 
Competencies and Figure 9. 

6. Select Save Changes. Refer to Figure 10. 

 

 

 

 

 

 

https://umconnect.umanitoba.ca/home/catalogue.htm
https://umconnect.umanitoba.ca/home/catalogue.htm
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5. Guidelines 
5.1 General Guidelines 
These best practices apply to all aspects of student validation and time tracking: 

Ensure Complete Validation 

• Communicate with the validator(s) in charge of an activity after completion of participation 
or before the validation deadline to ensure validation for that year has been completed. 

5.2 Specific Guidelines 
Selecting an Experience 

When choosing the activity from the drop-down list of options, select the activity that corresponds 
with the correct year you participated in. 

Time Tracking Requirements 

• Some positions require a minimum number of hours to receive recognition.  

• After selecting Log Time, a pop-up window will display a section stating the number of hours 
required.  

• If you do not see this section in the pop-up window, time tracking is not a requisite of the 
position.  

Selecting Competencies 

• When selecting competencies, you are allowed to choose up to a maximum of 6. Select the 
top 6 you believe apply to you and your participation in the activity.  

• Provide a short description of the ways you developed each competency in the text box 
below each competency selection. 

6. Roles and responsibilities 
6.1 Responsibilities of a Student 
Students should: 

• Be aware of the deadlines for students to submit requests and validators to process them. 
See Section 8 – Important Dates & Deadlines. 
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• Communicate with the validator(s) in charge of an activity if there are any concerns related 
to participation or validation of an activity. 

6.2 Responsibilities of a Validator 
Validators ensure that: 

• Recognition is given to all students who have completed the requirements of their role / 
position. 

• Requests from students meet the requirements of the position and proceed to approve or 
decline accordingly. 

• Information on the activity and positions published on the Experience Catalogue are up-to-
date and accurate. 

7. Tools and Resources 
 

7.1 Experience Catalogue 
The Experience Catalogue  is a centralized listing of approved curricular and co-curricular 
Experiential Learning (EL) and Student Involvement (SI) opportunities at the University of 
Manitoba. It provides students with information on recognized activities, including available 
positions, required competencies, and eligibility for recognition on their Experience Record. 

7.2 UMConnect 
UMConnect is the University of Manitoba's online platform for managing and validating student 
participation in curricular and co-curricular Experiential Learning (EL) and Student Involvement (SI) 
opportunities. It allows validators to track student engagement, update competencies, and ensure 
accurate recognition of activities. Access is restricted to UM students and staff using their 
university login credentials. 

7.3 Experience Record 
The Experience Record is an official document that tracks students' validated Experiential Learning 
(EL) and Student Involvement (SI) opportunities at the University of Manitoba. It provides a record 
of student participation in recognized co-curricular activities and highlights the competencies they 
have developed. Students and validators can learn more about the Experience Record, how to 
access it, and guidelines for validation by visiting the Experience Record website. 

7.4 Experiential Learning 
The Experiential Learning website provides an overview of different types of hands-on learning 
opportunities available to students, including co-curricular activities, work-integrated learning, and 

https://umconnect.umanitoba.ca/home/catalogue.htm
https://umconnect.umanitoba.ca/home/home.htm
https://umanitoba.ca/student-supports/get-involved/experience-record
https://umanitoba.ca/academics/experiential-learning
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research activities. This resource supports faculty, staff, and students in integrating experiential 
learning into academic and co-curricular programs.  

7.5 UM Competencies Framework 
The UM Competencies Framework helps students identify, develop, and articulate key 
competencies gained through their university activities. It provides a structured approach to 
recognizing transferable skills that contribute to academic, professional, and personal growth. The 
framework outlines competency stages, categories, and definitions, offering guidance on how 
students can apply and reflect on their skills.  

8. Important Dates & Deadlines 
 

• Deadline for Students to Request Validation – second Monday in May annually. 

• Deadline for Validators to Validate Students – June 30th annually. 

9. Contact Information 
9.1 Experiential Learning Partnership Office: 
326 University Centre, University of Manitoba  

Winnipeg, Manitoba R3T 2N2  

Tel: 431-294-3161 

Email: ExperienceRecord@umanitoba.ca 
Book a Meeting 

https://umanitoba.ca/academics/experiential-learning/competencies-framework
mailto:ExperienceRecord@umanitoba.ca
https://outlook.office365.com/owa/calendar/ExperienceRecognitionApplicationProcessAssistance@umanitoba.onmicrosoft.com/bookings/

