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Service Indicators (Holds)

OBJECTIVE: Explain how to place or lift a service indicator
(hold) on a student’s records.

CONTENTS:

LESSON 1: PLACING A SERVICE INDICATOR (HOLD)
LESSON 2: NEGATIVE SERVICE INDICATORS

LESSON 3: LIFTING A SERVICE INDICATOR (HOLD)

NEED ADDITIONAL INFORMATION?

For further questions on this process please go to the CMS webpage at
http://www.sonoma.edu/cms/contact.shtml to locate the
Student Records Functional Lead
under Student Administration.
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Lesson 1: Placing a Service Indicator (Hold)

| Navigation: Home > Campus Community > Service Indicators > Service Indicator Data |

INTRODUCTION: Service Indicators (Holds) can be placed for students who are not
yet in compliance with university regulations (i.e., WEPT, department advising,
disqualification, etc.). This lesson will take you through the steps needed to put a hold
on an individual student.

Step Action Screenshot
1 Access the Service Service Indicator Data
|ndicat0r Data page USing Enter any information you have and click Search. Leave fields blank for a list of all values.

the following navigation:

Home > Campus 1D: = -
Community > Service Campus ID: begins with v |
Ind!cators > Service Local Campus ID: pegins with v |
Indicator Data .
Mational 1D: begins with - |
Last Name: begins with M |
First Name: begins with hd |

[[] case Sensitive

Search | Clear |E~55.i3 Search IE Save Search Criteriz

Continued on the next page...
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2 Enter the necessary Service Indicator Data
information to look up the Enter any information you have and click Search. Leave fields blank for 3 list of all valees.
student who needs a
service indicator added or
changed. ID: - + [000000000
Campus 1D begins with v
Local Campus 1D pegins with - |

NOTE: If at any time you

H I MNational 10: ins with "’l

see this magnifying glass o begins |

i H . . st Name: B -
icon < click on it to view begins with

values to enter  « First Name: begins with v |

F\( I. [ case Sensitive
Search | Cleat | gasic Search B Save Search Crieris

3 | If a Service Indicator Service Indicator Data

already exists click the blue
button in the upper right

corner of the top row. DatsTime: 01112008 45300 ansttution:  FoCMF Sonoma
L SaTvice Ind Lethve Temm: Begin Temm - S nalcEr Use active Date: - -
NOTE: It is important that . P WEET Waring
previous service indicator -sarvics ind Rssson Coge: =77 WEST Waming
history be preserved. Refersnce:
Always add a new row to Amount: = Cumency: |55 Dollar
current history when fomsebic : Contact Person: —
adding a service indicator. e pereen resE S
*Dapartmsnt: S Shudent Admissions
Commsnts: -~
4 | Enter the code for the Sally Sonoma

current semester under Service Indicator Data

“Service Ind. Active

Term’. DateTime: 040712011 4:08:57PM
Service Ind Active Term: ‘@ Spring 2011
*Service Indicator Code: [ Q
5 | Enter the appropriate Sally Sonoma
“Service Indicator Code”. Service Indicator Data
DateTime: 04/07/2011 4:08:57PM

Service Ind Active Term: 12113 S0 gpring 2014

*Service Indicator Code: 3

*Service Ind Reason Code: Q

EOQP Advising Hold

Continued on the next page...
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6 | Enter the appropriate
“Service Ind. Reason
Code”.

Service Indicator Data

Sally Sonoma 000000000

Service Indicator Data

DateTime: 04/07/2011 4:08:57PM *Institution:
Service Ind Active Term: 2113 & gpring 2011
*Sarvice Indicator Code: EOP & EOP Advising Hold
*Service Ind Reason Code: EOPAD U EOQP Students an Probation
Reference: |
7 | Ifthere is a contact person, | sepjice ind Active Term: 2113 Q4 gpring 2011

enter his or her Empl_ID. . EoP @, o

Be aware that students rvice Indicator [ EOP Advising Hold

WILL see this person’s *Service Ind Reason Code:  |EOPAD L E0p Students on Probation

name and email address | Reference: |

through student self- l— l_

servicge Amount: 0.000 Currency: usD &

Contact ID: 1000000000 Emct Person: |

only.

Be aware that a student
WILL NOT be able to see
the information
contained in this field.

Placed Person ID: |':”:”:'':”:”:”:'U':I Q Placed By: Jo
*Department: 1364 Q EOP
Comments:
8 _The “_Comments” section *Department 1284 A eop
is for internal purposes Comments: Sample et B

9 | Click the yellow 252

button in the lower left
corner.

4
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Lesson 2: Negative Service Indicators

| Navigation: Any page for students with a Service Indicator (Hold)

1 | On any record page for @
a student with a Service 000000000 W
Indicator (Hold), you will
find this icon @

indicating he or she has

Sonoma State University Print Study List  Report Manager

Find | Wiew All First El 1 of 1 El Last

a hold. By clicking on
the icon you can learn Section Status  Status/Reason Acad Prog Grading Basis Units Taken
more about the hold. 001 Enrolled Enrolled UGRD Graded

n

2 Click on the “Detail” link | Hegative Service Indicators
for more information.

DateTime: 04072011 43T 11PM Institution:  Sonoma State University @:
Active Date: Q0TI 2011 Department: ECF
Service Indicator: EQP EOPF Advising Hold Reason: EOF Students on Probation
DateTime: 01/11/2008 4:26:33FM Institution:  Sonoma State University Deetail
Active Date: 0141172008 Department:  Student Admissions
Service Indicator: WPWWEFT Warning Reason: WEPT Warning
3 | Click on yellow ‘;I‘::Z“-*E:‘_“W”: Nome: oo 0. £
e bUtton at the Flaced Method: HZnnuaI- -
bottom of the page to User ID 00D0D0D0D  Name: John Q. Advisor
leave this page and Department: EOP
resume navigating Flaced Process Name: Release Process Name:
through the student’s Services Impacted
record. CENMR Do not permit registration
EOFP Students on Academic Probation must be advised prior to registration or obtaining an Enraliment Verifi
ECP.

=D

Student Records

STAFF - http://www.sonoma.edu/cms/documentation/
Last Updated: 4/21/11


javascript:submitAction_win0(document.win0,'DERIVED_CS_SRVC_IND_NEG');

STATE UNIVERSITY PeopleSoft Student Records 8.9

Lesson 3: Lifting a Service Indicator (Hold)

INTRODUCTION: Service Indicators (Holds) can be lifted when students are once
again in compliance with university regulations (i.e., WEPT, department advising,
disqualification, etc.). This lesson will take you through the steps needed to lift a hold
on an individual student. It is not necessary to retain a history of service indicators as
we have a Service Indicator audit that contains this information.

1 | Access the Service service Indicator Data
Indicator Data page USing Enter any information you have and click Search. Leave fiekds blank for 3 list of all valees.

the following navigation:

Home > Campus ID: - v
Community > Service Campus ID:
Indicators > Service
Indicator Data

besgins with b |

Local Campus ID: pegins with v

National 1D: begins with ||
Last Name: begins with hd |
First Mame: begins with hd |

[ case Sensitive

Search | Clear |E55ic Search [B Save Search Criteria
Continued on the next page...
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2 | Enter the necessary service Indicator Data
information to IOOk up the Enter any information you have and click Search. Leave fields blank for a list of all values.

student who needs a

service indicator added or

changed. ID: - - (000000000
Campus ID: begins with vl
. Lecal Campus ID: begins with - |
NOTE: If at any time you _ _ —
; 7 National 10 begins with v|
see this magnifying glass Lt |
M . . . = e i ar -
icon A click on it to view | Pegine Wi
values to enter First Hame: begis with |
= [l case Sensitive
S
f\(-j:' Search | Clear | Basic Search [E Save Search Criteris
3 If there is more than one 00000000 @
hold, select the P — o 5]
appropriate one by Find | Wiew Al First 1 of 3 Last

[+ [=]

clicking “View All” to see

. *Institution: SOCMP & Sonoma
the active holds.

*Active Date: |04/07/2011 [+

4 | Click the blue minus [=] for
the hold to be lifted. Eind | View 1 First (4] 1-3 of 3 [¥] Last

*Institution: SOCMP Q Sonoma
*Active Date: |04/07/2011 [5]

5 | Click the yellow 252
button.
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