@ Job Aid — Removing a Service Indicator from a Student
“ﬂl“ﬂ'ﬂt’ ﬁ Using Student Services Center
Northernlowa

Removing a Service Indicator (Hold) from a Student
Using Student Services Center

Purpose: Service indicators can be holds to prevent an individual from receiving certain services
(e.g. Registration), or positive indicators to designate special services to be provided. The
following instructions describe how to remove a service indicator from a student.

Step Action

1. Navigate to the Student Services Center. Select Main Menu > Campus
Community > Student Services Ctr (Student)
Favuvrites Main J‘:ﬂenu »  Campus @mrnun'rtv »  Student Services Ctr (Student)

Student Services Center

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 300): (300
1D begins with ||

Campus ID: begins with

National ID: pegins with

Last Name: pegins with

First Name: pegins with -

[Clcase sensitive

Search Clear |Basic Search Save Search Criteria

2. Enter the appropriate search criteria. Click the Search button.

Result: The Student Services Center for the student displays. The Student
Center tab is the same information a student sees in their Student Center in My
Universe.
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Step Action
3. On the student center tab, click the Negative Service Indicator icon @ at the top.
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Result: The Manage Service Indicators page displays.
Manage Service Indicators
Pam Panther R
Display: Effect [Negative | Institution University of Mosthem lowa - Refresh o,
= Add Sendce Indicator
Senvice Indicator Summary Customize | Find | |E. | Tﬂ Iﬂ 1of1 [¥]
Lot Beason Start Term End Term
Cophir Description  Description Inatitution Start Term [P —— End Term Deseription Atard Date  End Date
3‘:':”“5'"';' AdvsingHold  UNICE 2112 2011 FALL 2112 2011 FALL
3 Add Sendce Indicator
4. Select the code for the service indicator you wish to remove.

| service Indicator Summary Customize | Find | (&2 E [ 4 or 1

Eow |[Es Gl o (S [ e [ |Emmnee Ot
Description Description Description Description

D ] 3§|’d‘d"‘s'”g AdvisingHold  |UNICS 2112 2011FALL 2112 2011 FALL

Result: The Edit Service Indicator page displays.
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Edit Service Indicator

Pam Panther

*Institution:

*Service Indicator Code:

Placed Method:

Placed Process:

Comments

Services iImpacted

1 CENR

Service Indicator Date Time:
User ID: UMICSSLOAD

Ok Cancel

Apply

On the Edit Service Indicator page, click the Release button.

UNICS |
—

*Service Ind Reason Code: RADVS |Q Advising Hold
Description: All enrollment activily is currently prevented. Contad -
your assigned advisor regarding removal of this "
sanice indicator, e
Effect: Megative
Effective Period
Start Term: [2112|q 2011 FALL End Term: 2112 O 2011 FALL
Start Date: [ End Date: [
Assignment Details
*Department: REGISTRAR Office of the Registrar
Relerance:
Amount: 0.000 Currency:
Contact Information
Contact I0: 54827 Contact Person: | OFFICE OF THE REGISTRAR
Placed Person ID: BE4827 Placed By: OFFICE OF THE REGISTRAR

Block All Enrgliment Activity

03272011 11:43114M

Release

University of Morthern lowa

SR Advising Hold

Release Process:

Al

1 [

Customize | Find |

of
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Step Action

6. At the confirmation prompt, click the OK button.

Are you sure you want to release this Senvice Indicator?

Ok Cancel

Result: The Service Indicator has been removed and no longer displays on the Manage
Service Indicators page.

Manﬂge Service Indicators
Pam Panther A

Display:  Effect Megatve - Institution  Lniversity of Northarm lowa ~ Refresh o,
Add Sendce Indicator

Senice Indicator Summary
Mo Sendce Indicators are assigned for this person

7. Click the Cancel button to return to the student center tab in Student Services
Center.

Note: For students who have an additional role (staff, faculty, and patrons), service indicators are
removed via Main Menu > Campus Community > Service Indicators (Student) > Manage
Service Indicators
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