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How to create a Student Details Report
The student details report (letter code BIOSHEET2) is a comprehensive report detailing student’s personal information, including name, address(es), course of study, emergency contact details and qualifications on entry to the course.
Open the SCE screen and retrieve the student(s) you wish to create a report for (figure 1).
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Figure 1 – SCE screen with students retrieved

Go to Current or All (as appropriate) then Gen + Print Letters (figure 2).
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Figure 2 – All ( Gen + Print Letters

Enter the letter code BIOSHEET2 into the Standard Letter Selection box and click the ‘Run’ button (figure 3).
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Figure 3 – Enter the letter code BIOSHEET2 and click ‘Run’

The report will be displayed in your web browser (figure 4, on next page). This can then be printed and/or saved as a HTML file for future reference.
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Figure 4 – the Student Details Report as displayed in a web browser
Last Updated: 3rd September 2009

 Page 5 of 5

