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SUMMARY STEPS AND INFORMATION

Procedure Information:

Title Person Restriction codes
Mnemonic: PERC

File Name: JA_PERC_complete.ppt
Application: APPS-ST-AC-STR-PERC
Primary Dept: Student Services
Effective Date: July 17, 2007

Revision Date: July 18, 2007 Rev # 1

Purpose:

account.

Restrictions for your institution have been predefined with severity and office
codes. These associated values default into the individual's record whenever you
assign the restriction to someone. You can modify the severity, if appropriate.

More than one department of the college can apply restrictions to a students

Summary Steps

1.

Login to Datatel. Click APP, then Click
ST. PERC and click GO

Enter Student Id, or Students name, or SS#,
» » Do Not Use the LOOKUP function on
the Student database)..

Verify Student information in header block

On first available line in the first column,
RESTRICTIONS, type the 4/5 digit PERC
code or use the LOOKUP function to get a
list of codes. Partial LOOKUP is also
allowed [e.g. PAY...]

Check correct PERC code and click Finish
Start Date will self populate

Enter End Dt. (PERC Holds are TERM
limited)

07/17/07

8. (Optional) Click on pull-down arrow by the
COMM. This is a free form comments field
for reference only. Itis not used in Datatel
reporting.

9. Click Finish icon
10.

Verify data entered

11. Save work.

Note:» The Department entering the PERC hold
code is the only one that can override the
code. On the PERC screen, in column 5
lists the department that entered the code.
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Job Aid: Person Restrictions - PERC SCREEN SHORTCUTS AND GUIDE OVERVIEW

Using the Guide

Task Bar
1. Actions are Bold. Guick Access v B =H X g & E i [E @
2. Datato enteris “ltalic”.
> Notes are bulleted. Enter Mnemonic Execute Save Cancel Save Cancel Delete Menu Field
) or Select from Button All Record Tree Help
. Field Codes Dropdown
3. Field Names are underlined. |ﬁ| S |?| e
. ave t
4. Click means use the mouse. L) Cad o
5. Enter means use the keyboard.
6. Press means use the keyboard. — i —

Courze Levels | 100 Eeaqinning L v Courze Levels | 100 Beqinning L | =

100 Beginning Level . L
DROP DOWN LIST — 500 ﬁzgg:l';;% szal SCROLL - Indicates more than one selection is

Click Icon, Clickitem (- Continuing Ed allowed. Click Arrows to scroll up or down. This
First  Previous Next Last on the list. DEY Developrmental example shows #1 is level 100.
Record Record Record Record

B CALENDAR - Click @ | 0 _Cl
MS::::E vIF '@ Icon. Click Arrows to %regmk
S sc.roll to month and year. nonE calculator keys. Click
DETAILS — Click Icon to open a new window s wmw s Click Date. Ortype the 2l 2]-] Enter. Orjusttype
to display or record more details for the field. 5 3%y wa=| daeMMDDYY-072106. [0 | -] number into field.
When done, click Save.

Original Function Keys

Process Function Window Window Window Field Element Cancel Exit Refresh Clear Screen

. Help Help Insert Page Back Back Back EOL Back
Shift > Jump ‘ x |

Field Detail Window Field Window Field Element Direct Finish Update Screen Screen

Help Jump Jump FWD FWD FWD Access Jump FWD

F1 @ F2 |!] F3 F4 F5 F6 F7 F8 F9 F10 |H‘ F11 F12
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STEP BY STEP INSTRUCTION

Datatel Login
Enter a User I and Password
¥ User ID: | maoldste:

Datsbase: [cove |
Diakatkel CoeJ [ECercslal]

# Datatel - coltest - 5T
File Edit Wdus=M Favorites Options Help

v| Beo

Ouick Ace U7
jme]

d@ X& @ @ @

2 = CF A0 d AL - Academic Records
= v 5T enic Recards AW - Becnitmentisdmissior
HR.

- Student Records _J AR -Accounts Receivable
_J 5THM - Student Temns _J CC - Communications b ana
F-d GRD - Grading _J CR - Cazh Beceipt;

Quick Access | PERC 4757 Eao B Ad@ X® 9 ® @

= = ST A1 d AL - Academic Records
o AL - scademic Records &M - Recuiitment/Admissions Mgmt
o AM - Recruitment/&dmizzions Mgmt _ &R - Accounts Receivable
_J AR - Accounts Receivable _J CC - Communications Management
_d CC - Communications Management _J CR - Cash Receiptz
_dJ CR -Cash Receipts _J CU - Curriculum M anagement
o 3 CI . Crerienboes bl s 1 DA Nanrae Ao

07/17/07

Step 1: Login to Datatel

1.

n

No oA

Double Click on the Datatel Icon.
Enter your “User ID” and “Password”
»  Database should be [collive]

Click OK.
At the Datatel Menu Bar, Click on Apps
Click ST

In the Quick Access area, enter PERC
Click Go
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Perzon LookUp

0350340 > .

| ok | | Cancel | | Detal | [ Finish | | Hep | [
I'_-. T TR

Perzon LookUp
| FIFE BARNEY] |
FL}:;DK | | Cancel | | Detasl | | Finish | | Help |
;E RC-Person Restrictions | PERC-Perzon Restictions |
PERS0N Lookup Screen
using PERS0N, Wiew: Combined
(]| seq: Heme Address— gsH

ID, Status {(Reunion W

Entry Date

Source (Bi ame | There Used

Birth Date

/

I:l - l: Fife, Barney J 124 E. Somewhere 5t ZEE-ZE-ZEEE
0350940 Flint, MI 48506 06419707
FEI» - Frie APP MALI , PER, ETU 09711760
O
O
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Step 2. Person Lookup: Enter Student Id
or Student Name or SS#

» » Do Not Use the LOOKUP
function (...) on the Student
database.

1. Click on correct Student

2. Save A
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={PEAC ~| Blco B O X& 3 @ @

« || PERC-Parson Restrictions |
Step 3. Verify Student Information
H.t.aslncllons $ Severity Start Dt End Dt Office E%m In Header.
_ 
] Step 4. Enter 4/5 digit PERC code
] or use the LOOKUP function | ... ]
H to get a list of codes in the first
: column.

kE FC-Perzon Restrictions | PERC-Person Restrictions

Bestriction LookUp
using REERTRICTIONS, Wiew: RESTRICTIM

| Seq: Code Description Office Code Severity

Step 5. Click the correct PERC

U
D 17: APC43 /Cﬁ.ect,ions Pending Z004/32 ACCT .
il 18: APC4d Collections Pending 200474 ACCT code and Click FINISH
D ‘/ﬁ APCEL Collections Pending ZO0S5/1 ACCT
D 20: APCEZ Collections Pending 200572 ACCT
D 21: APCEZ Collections Pending 200543 ACCT
D EZ: APCE4 Collections Pending ZO00574 ACCT
D £3: APCEL Collections Pending ZO00G671 ACCT
D Zd: APCEZ Collections Pending ZO00G67E ACCT
D £5: APCEZ Collections Pending ZO00G673 ACCT
| @ 285: PAYEZ Payment Plan - 200872 REG}SLEC}LA
D £286: PAYE3 Payment Plan - 200873 BEG}SLEC}LA
D Z287: PROE FProbation STLIF
D 288: RPC Collections Pending 01d 200053 REGL b d
Controller LookUp Resolution Page 18724 —
Zeq Nuwber, (F)lag, (3)ort/3elect: “ | |ﬁ| |_
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} PERC-Perzon Restrictions

I0: 0350340 Home
Flirit Ml 48506

Restrictions Severity Start Dt End Dt Office Comm
PAE2 Pagment Plan - 2005/2 3] 07A7/07 [ @ REG T Step 6. Enter End Dt of Code
Ig B @ R A
| El E NN -
) 2 H » PERC Holds are term limited
) |
(&) 7 Il
[ —
' E R C-Person Restictions | U1 TE C-Restriction CUmmELg]l & & \\:’ Step 7. (Optlonal) CI'Ck on Comm
G0 .- field to enter free form comments.
- These comments are not used in
@) Commerr Datatel reports.
1 e .-
)] A
EthEHEPF\t|| Step 8. Click Finish icon
|D: 0350943
Flint I

Féis\tfriscefi;r:ve Fram Drop by Fleg 200673 o Snt;;D?;n? E1n2d/2D1[m i:fEIT; Enmm«s Step 9. Verify data entered

WRO73 Write Off 20073 07/07 /068 12/20/06 ACCT

F483 Financial Aid 2008/3 071707 12/21/07 & | FAID

aymnent Plan - [ i
PAYE3 Paw Pl 2008/3 07A17./07 12/21./07 REG Step 10 Save d

Step 11. Update record

» The Department entering the
PERC code is the only one that can
override the code entered. On the
PERC screen, in column 5, lists the
department that entered the code.
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Update record, €l recard or Return to editing
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