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Exercise 1:  Logging into CS2 (iSIS Test database) and the Faculty Center

	1.  
	Open Internet Explorer.

	2.  
	In the Address Bar, Type:

https://icicle.as.ksu.edu:7042/

	3.  
	Enter your K-State eID and password.

NOTE:  If your eID and password do not work, see instructor for a substitute login.

	4. 
	Click Sign In.


Exercise 2:  Looking through the Student Services Center
	1.  
	Click Campus Community.

	2.  
	Click Student Services Ctr (Student).

	3.  
	Type 000281036 in the ID field.

	4. 
	Click Search.

	5. 
	In the Holds box, click details.

	6. 
	Click Do not accept check.

	7. 
	Click Return.

	8. 
	Click Cancel.

	9. 
	Click the Negative Service Indicator icon ([image: image1.png]


) at the top of the screen.

	10. 
	Click Return.

	11. 
	Click the general info tab.

	12. 
	Click Do not accept check.

	13. 
	Click Return.

	14. 
	Click Edit Service Indicators.

	15. 
	Click Cancel.

	16. 
	End of Exercise.


Exercise 3:  Adding a Service Indicator
	1.  
	Click Campus Community.

	2.  
	Click Service indicators.

	3.  
	Click Service Indicator Data.

	4.  
	Search on the name of the student as indicated on the Exercise Data Sheet.

	5. 
	Click Search.

	6.  
	If there is more than one search result, click the name (or any part of the line) for the desired student.

	7.  
	Click the plus button ([image: image2.png]


).

	8. 
	Enter 0000 in the Service Ind Active Term.
NOTE:  The Cashier’s Office will use this general term for all service indicators.

	9. 
	Click the search icon (magnifying glass) next to the Service Indicator Code field.

	10. 
	Select an appropriate code to add to the student.

	11. 
	Click the search icon (magnifying glass) next to the Service Ind Reason Code field.

	12. 
	Select an appropriate code to add to the student.

	13.  
	Click Save.

	14.  
	End of Exercise.


Exercise 4:  Removing a Service Indicator

	1.  
	Select the indicator added in the previous exercise.

	2.  
	Click the minus button ([image: image3.png]


).

	3.  
	Click OK.

	4. 
	Click Save.

	5.  
	End of Exercise.
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