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COPYRIGHT

The University of Bradford retains copyright for this material, which may not
be reproduced without prior written permission

SAINT screen shot(s) reprinted by permission from Tribal Technology
Limited

Business Objects screen shot(s) reprinted by permission from Business
Objects UK

Microsoft [Excel] screen shot(s) reprinted by permission from Microsoft
Corporation. Microsoft is a registered trademark and Windows is a
trademark of Microsoft Corporation

The SAINT team welcomes feedback on its documentation. Please email
any comments on the content of this document to saint@bradford.ac.uk

For other SAINT documentation please see:
http://www.brad.ac.uk/admin/SAINT/traindocs.php

Last Updated: 6 August 2009 Page 2 of 7



Testing Clearing Letters

CONTENTS
BIEES L aTo IO =TT gL g To T LT PSPPSR 4
Setting up Dummy applicant on QCE............coiiiiiiiiiiiiiiieeeeee ettt 4
ENter an address ... ..o 4

Last Updated: 6 August 2009 Page 3 of 7



Testing Clearing Letters

Testing Clearing Letters

Departments should set up a “Dummy” applicant on LIVE with a surname starting with
TEST (for example TESTQCEENG or TESTQCESSIS). Using this format will ensures the
test records are easy to find and will not be included in any ongoing statistical reporting.

Setting up Dummy applicant on QCE

Quick Clearing 3tudent Enquiry

* Click. 'Mew Caller' to clear screen LD AW
* Enter personal details & click "Find"

* DON'T FORGET 'SR.C OF INTEREST'! IlA302
[* IF vou can't transfer the caller, record
Dept name in ‘Additional Questions' 1

[» Mew Caller
Entry Ref.

Personal id Check
App Scheme ucas
SUFmanne: TESTQCESAIMTTEAM
Mames SAINTLIVE

of i] Clearing Entry

Birth date

Title A"

Gender
Q Find
Q N

() Adjustment (%) Cleating

e Open QCE screen

Enter TESTQCE(department code) (for example TESTQCEENG) in SURNAME
field

Enter a value in NAMES if you wish

Click radio button for CLEARING

Press FIND button

Click NEW button

Enter an address

: = Click to edit add . .
Click . Clck fo ot acdress | button. (Do NOT enter address directly into the

grey area under this button — it will not store)

Enter a UK postcode (the University postcode is BD7 1DP), then press TAB
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Quick Clearing Entry Address u@w

QUICK ADDRESS
LK Pastcode DS 30 TESTQCESATNTTEAN

Line 1

Line 2 L
Line 3

Line 4

Counky fCountry

Mailsork

Telephane Fax number
Telephane 2 Mohile H|
E-mail EE)]

Luspaly

x Cancel A Clear

@ Premises

Selection | b6 matches

+ BD5 90QJ 15-47

+ BDS 9QJ 12-22
BD5 904 24-26

+ BD5 3QJ 44-74
BD5 9QJ M atthews Lower Hall [Meggapak Carnier Bags)
BD5 9QJ Meggapak Carrier Bags, Matthews Lower Hall

| Select || Undo |

Enter house number OR click on house number range shown on screen and press
SELECT

5

Quick Clearing Entry Address [Z]@

QUICK ADDRESS
UK Pastcade BDS 9 TESTQCESATINTTEANM

Line 1 33 RATHMELL STREET +
Line 2
Line 3

Line 4 BRADFORD t
County/Country | WEST YORKSHIRE T
Mailsiort

Telephone Fax number

Telephone 2 Mohilz g

E-mail H=

L3

¥ concel A Clear
cliok &&= |

Apply
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Quick Clearing Student Enquiry

(* Click Mew Caller' to clear screen
* Enter personal details & click "Find"
* DON'T FORGET 'SRC OF INTEREST!!

Z =

* If wou can't transfer the caller, record
Dept name in ‘Additional Questions'

[ Mewe Caller

Entry Ref. B
Personal id
App Scheme

Surname TESTRCESAINTTEAM
Mames SAINTLIVE

Birth date

Tikle: (]

Gender

() adjustment: (%) Clearing

[ lcktoedtaddess

39 RATHMELL STREET
ERADFORD

WEST YORKSHIRE
BD:5 9c)

Click on the STORE button.

This will generate an ENTRY REF number, for example:

SAINT - Live System

jj) Store was succezziul

Created clearing student number 09025430,

Click OK button

Print a Clearing letter

e Goto ALL — Gen + Print Letter

Current Al Help

N 4 iaen + Prink Letbers
GGenerate Letters k

I3
- Batch Letters I

Juick Cly
f Mew Cal  Transfer Student Details E

‘ar mievennal dakaile B click "Find” |
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e Enter appropriate Letter code; for example:

Standard Letter Selection

=X

Generate & Print current CEN letters

Letter code CLASSSEN Clearing Helpling Letter
Printer code p2
I
Reload records "]
x Cancel Generate Prewvies: ‘ ﬁ Prirt
| preview |
e Click to see the letter generated on screen OR click
letter
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