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Disclaimer

Written by MAXIMUS-ERP Solutions Group, May 2004.

This training manual is considered to be proprietary and confidential and may not be
reproduced for any reason other than stated below without prior written consent of
MAXIMUS-ERP Solutions Group.

Exclusion

This training manual has been prepared exclusively for the State of North Dakota
PeopleSoft Project. Information contained within this document may be used by the
State of North Dakota for the sole purpose of personnel training. Additional manuals
may be reproduced and edited as needed for training. All other uses are prohibited
without prior written consent from MAXIMUS-ERP Solutions Group.

Copyright © 2004 MAXIMUS-ERP Solutions Group, Inc. All Rights Reserved.
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SERVICE INDICATORS — VIEW, ASSIGN, REMOVE,

AND AUDIT

OVERVIEW

Use service Indicators to provide or limit access to services
at your institution for an individual. Service Indicators can
hold or prevent an individual from receiving certain services.
Service Indicators consist of one or more impact values
identifying the types of specific services that are restricted or
provided.

Examples of negative service indicators include no check
cashing privileges, enroliment verification or transcript holds,
suspend library privileges, hold student card, and denied
registration for classes.

Examples of positive service indicators might include check-
cashing privileges, front-of-line service, use of the gym, and
special services for disabled students.

Examples of other service indicators include FERPA Privacy
Release and Deceased indicator.

e Negative Service Indicators: @

e Positive Service Indicators: #

e Other Service Indicators:
FERPA Service Indicators: &
Deceased Service Indicators: DECEASED

After you define service impacts, you can group them to
define service indicators and create service indicator codes.
Next, you identify reasons for applying service indicators and
create codes for those reasons. When you create service
indicators and reason codes, administrative users with the
appropriate security can assign service indicators to
individuals. They can also remove an active service
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OBJECTIVES

indicator from an individual's record when that service or
restriction no longer applies. Automated processes can also
be used to assign or remove negative service indicators.

When a service indicator is assigned to an individual, the
corresponding negative or positive service indicator button
appears on most pages about that individual. One button
can represent one or several service indicators. Click the
buttons on any of those pages to transfer to the appropriate
details page where you can determine how many and which
restrictions apply.

The office or department placing the Service Indicator is
recorded. In most cases only the office or department
placing the Service Indicator will be able to remove it.

Appropriate security must be given to those who place or
remove service indicators on accounts.

After completing this section, you will be able to:
1. View a Service Indicator
2. Add a Service Indicator
3. Remove a Service Indicator
4

. Audit Service Indicators
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SERVICE INDICATOR —VIEW, ASSIGN, REMOVE, AND AUDIT BUSINESS PROCESS FLOW

This business process places Service Indicators on a Student’s Application.

Check
Service
Indicator
SetUp
<Business
Analyst>

Afe the Service
Indicators Set

Up?

[

Look Up
Service
Indicators

Set Up
Service
Impacts

Indicators
Assigned to
tudent?

No

Navigation:
Design Student
Administration,
Define Student
Administration,
SetUp, Service
Table

Assign/
Remove

Inquire on
assigned Sl
Yes———p and View

History of
assigned Sl

Navigation: Build
Community,
Service Indicators,
Inquire, $ervice
Indicator|Audits,
Service Indicator
Audiits o

Service
Indicators

Navigation: Build
Community, Service
Indicator, Use, Service
Indicator Data

\ Terminate
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WALKTHROUGH — VIEW SERVICE INDICATORS

There are several ways to view active service indicators. You can select the service
indicators whose details you want to view for an individual, you can view a summary of
all the service indicators currently assigned to that individual, or you can view the history
of any service indicators assigned to students. You can click the service indicator
buttons on pages to review the positive or negative service indicators about an
individual.

Watch for the Service Indicator icon to determine if a Service Indicator has been
entered.

Users must be familiar with the positive and negative service indicators; and how they
are placed and removed from a students application. Users working with service
indicators must have appropriate security.

VIEW ACTIVE SERVICE INDICATORS

1. Navigation: Home > Build Community > Service Indicators (Student)
> Inquire > Active Service Indicators > Service Indicator Detall

Active Service Indicators

Find an Existing Value

ID: Y

Academic Institution: G

Mational |0

Campus 10

Last Mame:

1111

First Mame:

[T Case Sensitive
| Search | | Clear | Basic Search

2. Find an Existing Value
a. Enter the individual's ID or a partial ID.

b. Enter the Academic Institution or use the Xl to select from the
list of Academic Institutions. This will default to the institution
noted in the specific user default field.

c. Click Search.

ConnectND Campus Community 4



CONUEC

MAXIMUS
B State of North Dakota

d. The Service Indicator Detail page is displayed.

J(’ Service Indicator Detail " Senvice Indicator Summany

Mon-Employes Mon HRMS ID: }

* pll Service Indicators " Positive Service Indicators " Negative Service Indicators

Senvice Indicator Detail

Academic Institution:  MASU1 Mayville State University DateTime: 01082004 10:53:08AM

Service Indicator: FSP Financial Aid Prabation Active Dt: 010082004

Service Ind Reason; PRCT Insufficient Credits Completed

Reference:

Arnount: $0.000  Currency Code:

Contact Person:

Placed By:

Placed Method: Background

User ID shhansan

Department: Business Office

Placed Process Mame: F&_SAP Release Process Name:

1 Return to Sealch] += Mextin List) 1E Frevious in List]

Semvice Indicatar Detail | Service Indicator Surmmany

e. Click the Service Indicator Summary tab to display the
summary page.

Senvice Indicator Detail " Service Indicator Summary \_

Mon-Employee Mon HRMS D:

& pll Service Indicators " Positive Service Indicators " Negative Service Indicators

Senvice Indicators Summanry

DateTime: 010852004 10:53:08AM Institution: Maywville State University
Active Date: 0182004 Department: Business Office

Service Indicator: FSP  Financial Aid Probation Reason: Insufficient Credits Completed
DateTime: 01/05/2004 3301 3PM Institution: hawville State University
Active Date: o1/oaz004 Department:

Service Indicator: ADM  Admission File Hold Reason: Admission File Hold

QReturn 1o Search) += Hextin List) +Z Pravious in List:l

Service Indicatar Detail | Service Indicator Summary
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WALKTHROUGH — ASSIGN OR REMOVE SERVICE INDICATORS

Before adding a Service Indicator, verify if it is already in place. (See previous pages
“View Active Service Indicators”.)

Your user profile determines which Service Indicators you will be able to add.
The office or department placing the Service Indicator is recorded.

In most cases only the office or department placing the Service Indicator will be able to
remove it.

ASSIGN A SERVICE INDICATOR

1. Navigation: Home > Build Community > Service Indicators (Student)
> Use > Service Indicator Data

Service Indicator Data

Find an Existing Value

Search Eh,r:llD j

0 I
Advanced Search

2. In the Search Dialog Box, key in the ID and click Search. (A partial ID
can be entered from the list of IDs).

3. Select the student record from the listing.
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4. The Service Indicator Data page is displayed.

ID: eins
Service Indicator Data f First [4] 1081 [M] Last
DateTime: 05752004 3:40:56PM “Institution: IMASU1 Q  mMasu EI
Service Ind Active Term: IDE1 0Q) 2005 Fall *Active Dt: IDSH 72004
*Service Indicator Cd: IADM ﬂ Admission File Hold
*Service Ind Reason Cd: IFILE Q) admission Fils Hold
Reference: I
Amount: ID'DDD Currency: |USD Gl Mallar
Contact ID: IDDSDDm ﬂ Contact Person:
Placed Person ID: IDDSDDD'I ﬂ Placed By:
*Department: |501 i Ql
Comments: ;'
Placed Method: Manual Placed Prcs: Release Prcs:
User ID jmartens
& save 2L Return to Search] 4= Hextin List)

5. Enter the Academic Institution . The Academic Institution should be
displayed by default.

6. Enter appropriate Service Ind Active Term &/,
This is only relative to enrollment holds. If left with “0000”, as
mentioned above all terms are impacted -- past, present and future.
Result: Student cannot retroactively be enrolled in courses for
previous terms. If a term code is specified, the hold applies to that and
all future terms until hold is removed.

7. Click the Q/next to the Service Indicator Cd to select the appropriate
result of the Service Indicator that you would like. (i.e. Enrollment Hold”
or “Enroliment Barred”).

8. Click the &l next to the Service Ind Reason Cd to select your office or
department as assigning the Service Indicator. (Options available here
are dependent on operator security.)

9. In Active Dt, enter the date that the Service Indicator is to take place.
(aka “Effective Date”)

10.Use the scrollbar to move through all Service Indicators.
Note: You will see the negative or positive Service Indicator button(s).
You can also view Service Indicators in any panel where you are
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viewing student data and a related Service Indicator is in place. If you
see one of these buttons, simply click on it to open its corresponding

summary window: Information displayed includes view who created
the Service Indicator.

11.Click SAVE to commit your changes to the database.

12.Go to Use and then back into Service Indicator Data to view the
Service Indicator sign as been assigned.

Home = Manage Student Recards = Track Student Careers = Use = Service Indicator Data

e Windowy

Service Indicators

<&
D @ «
[Service Indicator Data First (4 1or 1 D] Last
DateTime: 0BA1/2003 441 48PM “Institution: [mesuTial  masui ==
Service Ind Active Term: IUUUU Q) Begin Term - Srve Indicatr Use spctive Dt |0811/2003
*Service Indicator Cd: IENR =Y Enraliment Hold

*Service Ind Reason Cd: INOENH Q] Mo Enraliment

Reference: |

REMOVE A SERVICE INDICATOR
Only the office or department that placed the Service Indicator will able to remove it.
To view Service Indicators that have been removed, see “Auditing Service Indicators”.

1. Navigation: Home > Build Community > Service Indicators (Student)
> Use > Service Indicator Data

Service Indicator Data

Find an Existing Value

Search Eh,f:lID j

0 I
Advanced Search

2. In the Search Dialog Box, key in the ID and press Enter.
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Service Indicators
Al First (4] 4 of 1 [#] Last
DateTime: 03728r2002 8:58: 48P M *Institution: IPSUNV g PEU EI
Service Ind Active Term: IDDDD ﬂ Bedin Term - Srec Indicatr Use *Active Dt: IDBIEBIEDDE @
*Service Indicator Cd: IDC ﬂ Deceased indicator
*Service Ind Reason Cd: IDECEA ﬂ Deceased lahel
Amount: ID.DIZID currency: IUSD g Dallar
Contact ID: |8664 ﬂ(:ontac‘t Person: |Carr0II,EIruce
Placed Person ID: |8664 G Placed By |Carr0|l,Elruce
*Department: |1 0ana ﬂ Operations Administration
Comments: d
Placed Method: Manual Placed Prcs: Release Prcs:
User ID PS5 Carroll,Bruce

3. Use the scrollbar to find the Service Indicator to be removed. View All
or click through each record for the student selected.

4. Click =1 button.

Note: This removes the Service Indicator from the panel you are in,

but actually retains it for auditing purposes.

Microsoft Internet Explorer

@ Delete current)selected rows From this page? The delete will occur when the transaction is saved.

0k | Cancel |

X|

5. Click SAVE to commit your changes to the database.

6. Go to Use and then back into Service Indicator Data to view the

Service Indicator sign has been removed.
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WALKTHROUGH — AUDIT SERVICE INDICATORS

Use Service Indicator Audit to view a history of Service Indicators placed on a student
record or to view the history of Service Indicators assigned by an individual.

This panel displays Service Indicators currently in place as well as those that have been
removed.

VIEW HISTORY OF SERVICE INDICATORS ON A STUDENT RECORD

7. Navigation: Home > Build Community > Service Indicators (Student)
> Inquire > Service Indicator Audits

8. The Service Indicator Audits page is displayed.

Service Indicator Audits

Find an Existing Value

Lser D |

Diate and Time Stamp: |

EmpliD: I g
Semice Indicator Cd: I Q)

Semvice Indicatar Date Time: |

Academic Institution: | Q|

Semvice Ind Active Term: |

(EPe)

Semvice Indicatar Active Date:l

Mational 1D |

Campus 1D

|
Last Mame: |
First Mame: |

[ Case Sensitive
| Search | | Clear | Basic Search

9. In the Search Dialog Box, key in the EmplID.
10.Enter the Academic Institution. Press Enter.

11.The Service Indicator Audits page is displayed for the ID selected.
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Service Indicator Audits
1D:
Service Indicator Cd: 5F1 Maon Payment of Tuition and Positive Service Indicator? 1N

Fee

Service Ind Reason Cd: TUT
ReferenceiChecklist:
Amount: $0.000 Currency: gD
Service Ind Date Time: 112102003 2:2011PM
Service Ind Active Term: 0410 2003 Fall
Active Dt: 1172172003
Institution: MASU
Contact ID.Mame:
Placed Person ID/Name: 0408803
Department: o0
Placed Method: Manual
Placed Process Name: Release Process Name:
User ID hkolson
Audit DateTime: 11021/2003 2:22:40.060000P M Action: Add

C) Return to Sealch) 4= Hextin List) 1Z Frevious in List)

12.The Service Indicator Audit information is displayed at the bottom of
the page.

13.If there is more than one indicator to view, use the Next in List and
Previous in List buttons to move through each of the records.
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