PENSACOLA STATE COLLEGE

STAFF
Adding and Removing Student Holds

Adding Student Holds

1. Inthe search bar, search for a student by name or student ID.

2. Access the student’s account and select the Actions button.

3. Select Holds / Apply Hold.
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Apply Hold

4. Confirm the hold requested is applied to the correct student.

5. Select the Hold Reason from the drop-down menu. Confirm the description applies to the hold
requested and review the resolution instructions the student will receive. Or select a different option.

6. Select the Hold Type from the drop-down menu, or depending on the Hold Reason, a Hold Type might be

selected automatically.

7. Select additional options based on the Hold Type selection.
8. Click the Add button to apply additional hold types and select any additional options under the new

Hold Type.



9. Click Submit.

Apply Student Hold
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Resolution Instructions  Please contact the Office of Student Conduct at 850-484-1759.

Hold Type * | x Full Registration

* @ Appliesto Al

—

() Select an Institution |

() select an Academic Record ‘

w Fall 2022 Session A
(08/15/2022-12/09/2022)

Academic Period

Hold Type * | x Diploma

©Q ~Applies to All

I,./"_"\.,I enter your comment (O Select an Institution
A 4

() select an Academic Record [

Ly

Remove

( Save for Later ) ( Cancel )




Removing Student Holds

In the search bar, search for a student by name or student ID.
Select Action Items and Holds in the blue section.
Review the Active Hold you want to remove.
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Select Hold / Remove Hold.

Click the related action located next to the magnifying glass.
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Remove Hold

6. Review the Remove Hold details and click Confirm. Comments are optional.

7. Click Submit.

8. Review Resolved Holds under Action Items and Holds to confirm the hold was resolved and removed.
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