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5.  

 
 
In the Search Results list, click any link o  

6.  

 
 
On the Advisee General Info page, select the Details link of the service indicator to 
be modified. 
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7.  

 
 
On the Edit Service Indicator page to modify the Institution field, click the Institution 

 Look Up icon; and then select the correct Academic Institution, Description, or 
Short Description link. 
  
Note:  Fields on the Edit Service Indicator page may be changed as needed by 
completing relevant steps from 7 to 21.  
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8.  To modify the Service Indicator Code field, click the Service Indicator Code  
Look Up icon; and then select the correct Service Indicator Cd or Description link. 
 
Note:  After the Service Indicator CD is selected, the Services Impacted section 
lists the affected services. 

9.  To modify the Service Ind Reason Code field, click the Service Ind Reason Code  
Look Up icon; and then select the correct Service Indicator Reason Code or 
Description link. 

10.  In the Effective Period section, enter the changed start term code or click the Start 
Term  Look Up icon; and then select any link on the row for the changed Term. 

11.  As needed, enter the changed end term code or click the End Term  Look Up icon; 
and then select any link on the row for the changed Term. 

12.  
To change the Start Date, click the  Choose a date icon. 
On the calendar, click: 

a. the left  dropdown box icon, and then click the correct month; 

b. the right  dropdown box icon, and then click the correct year; and 
c. the correct day of the month. 
d.  

Note:  The current date is the default 
13.  

As needed, to fill the End Date, click the  Choose a date icon. 
On the calendar, click: 

a. the left  dropdown box icon, and then click the correct month; 

b. the right  dropdown box icon, and then click the correct year; and lastly 
c. the correct day of the month. 

  
Note:  If no End Date value is entered, date-based impacts will be in effect until 
the service indicator is released. 

14.  In the Contact Information section to edit the Contact ID, click the Contact ID  
Look Up icon to change the. 
 
Note:  The Contact ID is recommended, although not required. 

15.  On the Look Up Contact ID page, enter search criteria into any of the following fields:  
ID (CUNY ID), Last Name, and First Name. 

16.  Click the Look Up button. 

17.  In the Search Results list, click any link on the correct row. 
18.  As needed, in the Comments section, enter or change text to track and resolve the 

service indicator. 
19.  Click the OK button. 
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20.  

 
 
The Manage Service Indicators page displays the modified service indicator. 

 End of Procedure. 
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