Colleague Advising Holds

Accessing the Person Restrictions Screen
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The Person Lookup dialog box appears
Type in one of the following to lookup the desired student and click OK:
= First and Last Name
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= Social Security Number
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Lookup Screen that appears and click the Save button
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Adding Student Restrictions

1.

Select the bottom-most empty row. If no rows are

available then click the number 1 row and select I
Insert et || etene Tl

Enter the restriction information:

e Type the restriction in the first column. If you are unsure of which restriction to
assign, enter the ellipses (...) to do a Restriction LookUp. You may only access
restrictions available with your office code(s).

e Type the severity in the second column. If this field is left blank, the severity level will
default to severity listed on the restriction.

o Type the start date in the third P ——
column. This marks the beginning
from which the restriction will
become active.

Click Save All to save your changes




Lifting Student Restrictions
1. For each restriction type fill in the End Dt field:

a. Click the Calendar = | icon to display a current calendar
b. Select the previous day to release the hold immediately
2. Click the Save All button to save the changes and exit out of the PERC screen
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