Quick Reference Card - Basic

P1QSTOO Add a Hold

RIRIS

Integrated Resource
Information System

V

Process: Use this process when you need to add a hold for a student.

Role: Authorized Personnel

Frequency: When Needed

Enter the transaction code

Edit Fawvarit Extras

Menu

&zl PIasTon

(i

Student Number

Student number 1EE3FTF14

PIQSTOO <- Two zeros on the end

Enter the student’s Student Number

BEGINNING

STUDENT FILE SCREEN

Press Enter to pull up the student’s
records

Make sure the Holds tab is displayed

HOLD TAB

Holds |
Note: The Holds tab is the default tab
when you enter Student File
Period
Click on the Create icon located on the 2 =
Holds tab B 1% %]l E
[E[[Hold type (desc.)
When the Maintain Holds box displays, Hold
click on the Possible Entries icon in the & Hold @
Hold field - -

To sort the hold list, click on the Hold
Type (Description) column heading

Haold Type 1) 72 Entries found
Hold type{ | Hold type {descrition) bject type t...
9100 AOTsar Hong ﬂrgl—l%? |ct.!tudent |
1M Acad Prohation Student
q102 Pharmacy Suspension Student
9103 First Suspension Student

[ [«][]
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Double-click on the appropriate hold type

Hold Type (13 72 Entries found

v [ [0 08 38] |2 [

Hold type|Hold type (description)  * Object type t...|

91149 AE S Buspension Student
9133 Acad Offense Suspension Student
9101 Acad Probation Student
9100 Advisor Hold Student
9503 Adricultural Likrary Hold Student
9120 Agriculture Suspension Student
9116 Athletic Azsociation Hold Student
9108 Athletics Hold Student
9122 B & E Suspension Student
9123 C & | Studies Suspension Student
8131 CEL Hald Student

9211 Col of Desgign Studio Keys Student

i Student
9301 Ciean of Students Haold Student

9523 Dental Services Acct Hold Student

o400 Cioacdicdn, O Cubiaclocd

|[4][»]

Status _ _ )
E— B Artive 5 Verify that the status is A Active
Start
E— ST Verify the start date and change if appropriate

Press Enter to validate the data entry

Click on the Save icon in the Maintain
Holds box

Note that the hold you just created will
have an active status in the Status
column

[\ Hold tyne (desc) Status| Hol

Nl Lo _&Ea

||Dean of Students Hold| @ |Bis

TG IRy riaig L in

Click on the Back icon in the Standard
Toolbar to return to the Easy Access
Menu

Litilities
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