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User Defaults 

User Defaults 

PeopleSoft allows users to set default values, which will speed data entry and searches. Default 

values stored by users are loaded into fields automatically when applicable. However, defaults 

can be overridden at any time. Setting user defaults will save time. 

 

Procedure 

 

In this topic you will learn how to set User Defaults 

 

 
 

 

 

  

Step Action 

1.   Click the Set Up SACR link. 
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Step Action 

2.   Click the User Defaults button. 

 

3.   Enter in UCF01 as the default setting for Academic Institution. 

 
 

 

 

  

 

Step Action 

4.   Enter in UCF01 as the default setting for Career Group SetID. 

 

5.   Enter in UCF01 as the default setting for Facility Group SetID. 

  

6.   You can set as many user defaults as needed and you can change them as often as 

desired.  

7.   Click the Save button. 
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Step Action 

8.   Click the User Defaults 2 tab. 
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Step Action 

9.   Enter in UCF01 as the default setting for SetID. 

 

10.   Enter in UCF01 as the default setting Business Unit. 

 

11.   Enter in UCF01 as the default setting Institution Set. 

 

12.   Click the Save button. 

 
 

 

 

  

 

Step Action 

13.   Click the User Defaults 4 tab. 
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Step Action 

14.   The Carry ID will carry the students ID from one page to another.  

Click the Carry ID  option. 

 

15.   Click the Save button. 

 

16.   In this lesson you learned how to set User Defaults. 

End of Procedure. 
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My Personalization 

Procedure 

 

In this lesson topic you will learn how to set My Personalization. 

 

  

  

Step Action 

1.   Click the My Personalizations link. 

 
 

   

Step Action 

2.   Click the Personalize Option button beside 
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Step Action 

3.   By setting the Override Value to Yes, you will bypass that icon. 

Click the Calendar Button Override Value entry in the list. 

 

4.   Click the Tab over Grid Tabs Override Value entry in the list. 

 

5.   Click the Tab over Lookup Button Override Value entry in the list. 

 

6.   If you are unsure of what a Personalization Option is, click the Explain hyperlink. 
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Step Action 

7.   An image of the item that you will tab over appears.  You can set the override 

value by selecting Yes from the drop down menus. Then click the OK  button. 

 
 

  

  

 

Step Action 

8.   Click the OK  button. 
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Step Action 

9.   Click the Return button. 

 

10.   In this topic you learned how to set My Personalization. 

End of Procedure. 
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FERPA 

FERPA Page and Confidentiality  

 

FERPA is the Family Educational Rights and Privacy Act of 1974, as Amended. This federal law 

gives students the right to inspect and review within 45 days educational records; the right to seek 

to amend educational records; the right to have some control over the disclosure of information 

from educational records; the right to obtain a copy of the institutionôs student records policy; and 

the right to file a complaint with the Department of Education. 

 

FERPA authorizes UCF to classify certain information concerning students as ñdirectory 

information,ò meaning that it may be released to anyone upon request, unless the student has filed 

a written and signed request with the Registrarôs Office directing that ñdirectory informationò be 

withheld. 

 

Directory information at UCF includes name, current mailing address, telephone number (if not 

unlisted), e-mail address, date of birth, major field of study, dates of attendance, enrollment 

status, degrees and awards received, participation in officially registered activities and sports, and 

athletesô height and weight. 

 

FERPA allows students to direct UCF to hold the release of any and all ñdirectory informationò 

items to all third party requests unless the University receives the studentôs written and signed 

consent. Once the Registrarôs Office processes the studentôs signed request to hold directory 

information, the FERPA service indicator (the window shade icon) will appear on the studentôs 

records. Should you see that indicator, it will be necessary that you enter the FERPA Page Group 

to determine which directory information items you may release to third party inquiries. For more 

information on FERPA see the Registrarôs website at http://registrar.ucf.edu/   

 

The FERPA Page displays the information that a user may release to third parties. 

 

All University of Central Florida employees are responsible for safeguarding the privacy of 

student records.   Student record data to which you have access must be managed in a responsibly 

professional and confidential manner.  At the end of this training session, therefore, we ask that 

you sign and submit the ñConfidentiality of Records Agreementò form acknowledging that you 

have been apprised of your responsibilities under FERPA and agreeing to not disclose improperly 

student record information.  

 
The FERPA Icon will display on studentôs record if the student chooses to 

restrict any or all of their directory information.  All information listed on the 

page may be released to third parties.  

 

Procedure 

 

In this lesson you will learn how to check for FERPA holds and what information is releasable. 

 

  

http://registrar.ucf.edu/
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Step Action 

1.   Click the Campus Community  link. 

 
 

   

 

Step Action 

2.   Click the Personal Information button. 

 

3.   Click the Biographical button. 

 

4.   Click the Person FERPA button. 

 

5.   Click the Review FERPA Display button. 

 

6.   Enter in ID # 0044 
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Step Action 

7.   Click the Search button. 

 

8.   Harry Potter has not authorized the release of his First and Last Name. 
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Step Action 

9.   Click the FERPA Addresses tab. 

 

10.   Harry has no address designated releasable. 

11.   Click the FERPA Phones tab 

 
Harry has no phone designated releasable. 

12.   Click the FERPA Email Addrs tab 

 
Harry has no email designated releasable. 

13.   In this lesson you learned how to determine which directory information is 

releasable.  

End of Procedure. 
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Active Service Indicators 

Service Indicator Detail and Summary 

Service Indicators displays the information about a studentôs service indicators or holds. You 

may see the Service Indicator Icon on any page in PeopleSoft.   

   On most pages in PeopleSoft the Service Indicator Icon will appear. This will indicate to the 

user that a student has a service indicator that has been placed on their record. Two types of 

service indicators are available in PeopleSoft. 

 

  Negative Service Indicator ï This icon shows that the student has what is know as a  

  ñholdò. This will impact services such as printing transcripts, registration and  

  receiving grades.  

   

 Positive Service Indicator - This icon represents a positive service, such as preventing a 

 late fee from being charged to the student. 

Procedure 

 

In this lesson topic you will learn what information is displayed when using service indicators. 

  

   

 

Step Action 

1.   Click the Campus Community link. 
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Step Action 

2.   Click the Service Indicators button. 

 

3.   Click the Manage Service Indicators button. 

 

 
 

 

  

  

 

Step Action 

4.   Enter the desired information into the ID  field. Enter "0048". 

5.   Click the Search button. 

 




































































