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Introduction to Standard Letters and Reporting

1. The SRL Screen

The SRL screen can be used for three purposes:

1. Using an existing SRL with no need to release
2. Releasing and using an existing SRL

3. Creating an SRL

The SRL screen is shown in figure 1a below

@ Standard Report/Letter

Max Recs

Descripkion

Letter Text

MWD AIMNEWO SAINT - |_i3E- System 11/ &g/ 2008
MIEMDL Standard ReportLetter (SEL) LEN ZFL
1 of 0  Standard ReportiLetter (SRL) records Preview % Export ﬁ Impcrt UDF ‘
Letter Group Updated By (USR)
Letter cade In Lise? [] |Date mod. Run level =
Short name Yersion Date Used Batch Mo
Letter name Owner (1USR)
Letter bype VliJ Owner edit only? |
Archive letter | Publicity Material?  [] | Department (DPT)
Duplicates? _.vn Special Regs? [] | Faculey (FAC)

Include Deceased? [ Related Letter(s)

Figure 1la — the SRL screen

1.1 Field Names and Definitions

The following table is a list of field names on the SRL screen, along with what the field
is for and any possible options for that field.

Field Name

Definition

Letter Group

Each screen forms part of a group named Letter Group — you
need to ascertain which Letter Group you need before you begin
your SRL

Letter Code

The key field that identifies your letter/report — prefix with your
Departmental code

Short Name

Abbreviated name of letter/report.

Letter Name

Longer description of letter/report is used for.

Version Number

Optional — you may want use it to indicate that you have edited the
letter (e.g. for a new academic year)
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Field Name

Definition

Letter Type

LETTER — a normal printable letter

REPORT - a listing of data for reporting purposes
MULTI-COLUMN — a multi-column report (used for labels)
EMAIL — for bulk emails to retrieved sets of students

TEXT FILE — for export files, etc.

HTML DOCUMENT - for publishing on the World Wide Web

INCLUDED TEXT — can be used to include an SRL in a section of
another SRL which is not necessarily valid for the letter group

WEB REPORT/LETTER - used for generating letters via the web

PORTAL INTRAY MESSAGE — message to be delivered to a
user's portal intray (E-Vision)

SMS MESSAGE - an SMS text message to be delivered to mobile
phones

Archive Letter

NO ARCHIVE — when the letter is generated, no record will be
kept that it has been run

ARCHIVE — when the letter is generated, a full record will be kept
(per student), including the letter text

SUMMARY - when the letter is generated, a summary record will
be kept (per student), but not including the letter text

Duplicates?

NOT ALLOWED - letter may be generated only once per student

YES (ALLOWED) - letter may be generated any number of times
per student

ASK - letter may be generated any number of times per student,
but the user will be prompted for confirmation on second and all
subsequent generations

OVERWRITE - letter may be generated any number of times per
student, but each generation will overwrite the previous record

Description

Free-form field for describing purpose of Letter/report

Max Recs

User can set maximum number of records to be run — not normally
used

Publicity Material?

Tick if to be used by Marketing in publications

Special Reqs?

Not normally used

Include Deceased?

Usually only used for certain reports
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Field Name Definition

Run Level Minimum security clearance required to run this letter, e.g. user
must have a status of 60 or above if Read Level is set to 60 (most
users are have a clearance of 30). DO NOT ENTER NUMBER
FOR NORMAL LETTERS/EMAILS/SMS/REPORTS

Owner May be used to attach the letter to a particular SAINT user

Department May be used to attach the letter to a particular University
department

Faculty May be used to attach the letter to a particular University school
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2. Using an existing SRL (release not needed)

In some cases, users in other departments have created SRLs and made them ‘generic’ —
in other words there is nothing in the SRL that has their specific names, telephone
numbers, modules or courses etc. These SRLs can be ‘run’ against any batch of students
retrieved on a screen within the correct LETTER GROUP.

To use an existing SRL you need to know two things:

e The LETTER GROUP - this indicates what type of letter you are dealing with, based
upon the merge fields it extracts from the database.

For example all Course Application Letters are in the CAP group, all Student Course
Enrolment letters in the SCE group, and so on. This will in turn affect where the letter may
be run from.

e The LETTER CODE - this is the identifier for the particular letter within the Letter
Group. You can double-click in the Letter Code field for a list, and then select the
one you want by double-clicking the relevant row. Alternatively, you can enter the
Letter Group and select a LETTER TYPE you are wanting and retrieve. Use your
page up/down keys to find the letter you wish to use.

Several template letters have been created which may be used as a basis for creating new
letters — these begin with “XX”.

2.1 To find a Letter Group

If you are unsure about what group your letter should be in, think about the SAINT
screen that you normally use to retrieve data. Go to that screen, retrieve one or more
records then go to ‘Current’ or ‘All' then ‘Gen + Print Letters’ on the menu bar (figure
2.1a shows an example using the SPI screen).
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I SAINT - Live System

File Edit Goto Misc Other Current | all Help

NDSHS A ] wpH A

Generate Letters

bil@

Batch Lotos ~loixf
IACRYAN] T 03 Aug2009
GeEnErate ¥ML message
CAM01 o [3P) CAM_SPI
1 af 10 1234 Do not use this screen ko amend PIT Codes — Only use to delete, if

SPR. code Seq Mo, IT -

Year 200778 20072008 Sart name T

Petiod [ |

Level M LEVEL M =C1 code e

Programme PM=CM Course WGM—

MSC COMP & MATH PG COMPUTING
Route: W Elack |1_
MSc Forensic Computing occ IA_
Scope Year W MitCircsjBreach I— QA Fackor l—
Scope Period l— Current bakch l— Amended l—
Session  Cumulative

Process status W{ Previous SPTLEY

Actual PIT FecERT PG CERT Attempted Hrs

Agreed PIT FG CONTCD= | PG CONT CDS Credt Hrs

DecisionDate  [z7/unz008 Hon-Qual Hrs

QCs
Minutes
SPI notes

——

— S [PMBCH - FORCOM)

Figure 2.1a — to find the letter group, go to All -> Gen + Print Letters

The pop-up screen will indicate what group the letters will be drawn from — this
indicates what group to use when setting up a letter in SRL (figure 2.1b).

I SAINT - Live System

File Edit Misc Help

IS HI A Il P sanrEl e
T student Progress Info B[] 5
A # standard Letter Selection 13l x| 03/ Aug/2009
C. CAM_SFI

Tl Grenerate & Print all 3T letters

elete, iF

[~ | Letter code I

| 01 =l

k

L| Printer code I 1

F [CMPG

Record range |1 E 10 E Discard records o PG COMPUITING
f Reload records T i
B
& w
L] x Cancel @ Generate Ew Preview fh Frint
£ I
O P T T DT T TIETTET
Session  Cumulative

Process status & cir e - Previous SPLLEY

Ackual PIT PG CERT PG CERT Attempted Hrs

Agreed PIT PG CONT CDS PG CONT COS Credit Hrs

Decision Date 27 Funi2008 Mon-Qual Hrs

QCs
Minutes
SPI notes

= (PMESCH - FORCONM)

Figure 2.1b — the Standard Letter Selection pop-up box shows the letter group — in
this example, SPI
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2.2 To run an existing SRL

Open the screen you want to run the SRL from and retrieve the appropriate records
(figure 2.1a). Go to ‘Current’ (runs the SRL for the student currently displayed only) or
‘All' (runs the SRL for all retrieved records), then ‘Gen + Print Letters’. Enter the letter
code in to the box - the printer code should be filled in automatically (figure 2.2a,
below). Preview and/or print as required.

AIF SAINT - Live System
File Edit Misc Help

dEHdI Al kK 4P W | #2303 | @

3 student Progress Info
£ 4 standard Letter Selection 1Ol =]
C
r Generate & Print all 5P letters
Helete, if
r Letter code Im_ Result with Lszessment
v
F
L Printer code INOTEF‘AD
F
Record range |1 E |1D E Discard records o
f Reload records r
=
s i i
|| x Cancel Generate '|—_‘| Freyieyy. ﬁ Print
i
SLUPE TFETIOU I UNTENIL Ll LT I AT T
Process status Ei¥ely=t-te) - l Prewious SPT LEY
Actual PIT PG CERT PG CERT Attempted Hrs

Figure 2.2a — to run an existing SRL, enter the letter code then preview/print and
required.
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3. Releasing an SRL

If another user has created an SRL that you wish to use as the basis for your new one, do
not simply begin making changes and then store the results — this would overwrite
someone else’s hard work and make you very unpopular!

Instead, you need to ‘release’ the SRL you wish to use and make your changes to the
released version. To do this, open the SRL screen and enter the letter code you wish to
alter. From the menu bar select ‘File’ then ‘Release’ (figure 3a)

AESAINT - Live System

File Edit Goto Misc Other Help

Add Chrl+M 0 " L -

K 4> M SROE Il @
Retrieve Chrl+R | & a3 T |
Store Crl+5

Delete Ale+D

SAINT - Live System

Print Chrl+p Standard RepaorLetter (ZRL)
Sl lard ReportfLetter (SRL) records
Irnpork
Link Start/Stop
PROGRESS INFC Update:
Accept Cir+d  EOTTERT In Use? v |Dateme
Sl i SULTTEST ‘ersion 1.0 Date Us
Letter name Result with Assessment Cwner {
Letter bype Letter ;l = et ¢
Archive letter m Publicity Material? [~ | Departn
Duplicates? W Special Reqs? [~ |Faculky
Max Recs [ | Include Deceased? [~ |- Relate
ShR.EX
Description ariation of headings d
ﬂ L]
Letter Text
<<3TU_FNM1.3TU»> <<3PR_FNMZ.3PR>> <<3TU_SURN.3TU>>
<<3TU_HAD1.3TULLA0>>

Figure 3a —to release a letter in order to alter it, retrieve it in SRL then go to File >

Release

At the bottom of your screen you should see the message: ‘Control released; data available
as default for new input’ (figure 3b). This means a copy has been made of the existing
record. Now enter a new name for the letter in the Letter Code field, with your departmental

code, and store (F6).

IC:::ntrn:uI released; data available as default for newy input.

Figure 3b — message displayed when an SRL is released

You are now working with your own letter, and make as many changes as you like without

affecting any other letters.

Last Updated: 3" August 2009
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3.1 Formatting Screens for Different Letter Types

i
The ‘Further Details’ arrow ;I next to ‘Letter Type’ on the SRL screen opens
another screen. Each letter type will open a different looking screen and requires
different inputs, as detailed in the sections below.

3.1.1 For Letter Type ‘Letter’

Standard Letter Details E]@
Default Prinker

Letker Width w Form Feed? F]

Lekter Fonk w

Prink style w

W cancel

Figure 3.1.1a — further details box for the letter type ‘Letter

Apply

Double click in the Default Printer field and a list of printers will appear — double
click on the one you wish to use

Drop down box for Letter Width — as a guide: 080 for A4 portrait; 132 for A4
landscape

Form Feed? — tick box if using an A4 printer

Letter Font — Use drop down menu to pick the font you wish eg Arial 12. Please
note that some of the fonts are italic or bold

Print Style — can be left blank or pick Print Style from drop down menu
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3.1.2 For Letter Type ‘Report’

Standard Letter Report Details E]@

Defaulk Prinker |
Letter Width w Form Feed? ol

Report Header =

Report Footer =

¥ cancel

Figure 3.1.2a — further details box for the letter type ‘Report’

Spply

Double click in the Default Printer field and a list of printers will appear — double
click on the one you wish to use

Drop down box for Letter Width — as a guide: 080 for A4 portrait; 132 for A4
landscape

Form Feed? — tick box if using an A4 printer

Report Header/Footer — details can be added (insert Tabs using Cut & Paste
rather than <TAB> key)
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3.1.3 For Letter Type ‘Multi-column’ (used for labels)

$ Multi-Column Standard Letter Details - |O] =]
Default Prinker _ P2 Avery Labelz 3x7

Farm Feed? I

Label Code I}{}{AS}{? Avery LT160 B3.5x38 .1 x21 (28 chars by10 lines)

¥ cancel |

Figure 3.1.3a — further details box for the letter type ‘Letter

Double click in the Default Printer field and a list of label codes will appear —
double click on the one you wish to use

Form Feed? — tick box if using an A4 printer

Label Code — double click in the field and pick the label code you wish to use

3.1.4 For Letter Type ‘E-mail’

) standard Letter E-mail Details 0] x|
|

From E-mail Address
Subject Text

Mail kesct as

Default Message

A1 [ K7 3 [ O 13

(113 | (113 I nr I n

Default Filenames

Preview Allowed? - l Preview Mods I - I

Ask For more options? o

+|
=

LLi

+
el

2! Optial
|
=

E-mail 'BCC' Opti

|
=l

¥ cencel |
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Figure 3.1.4a — further details box for the letter type ‘E-mail’

Preview Allowed? is a good one to say yes to when either sending an email or
SMS. Also alter Preview Mode to view/edit

3.1.5 For Letter Type ‘Text File’

4 standard Letter Text/HTML File Details -0 x|
Ask For More Opts? r Create One File? | =
Ask For Filename? r Duplicate File Action | =
pen File? | =
Default Filename: - ;l
0.5.Command Line & N
Filz Header & ;I
File Fooker E ;l
x Cancel |
Figure 3.1.5a — further details box for the letter type ‘Text File’
3.1.6 For Letter Type ‘SMS Message’
# standard Letter SMS Details -10] x|
From Address = I
Subiject = :I
| [
Preview Allowed? I - I Preview Mode I - I
Phone Mo, Opkions
. I o =le] =
= 3]
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Figure 3.1.6a — further details box for the letter type ‘SMS Message’

3.2 Letter Text Box

The ‘Letter Text’ on the SRL screen may be used in a number of ways:

- text may be overwritten, deleted, cut, copied and pasted as normal (e.g. you may
want to copy the text of an existing Word document and paste it into your SRL
letter).

- you can also open other SRL letters, and copy merge fields (e.g. student’s name and
address) to the clipboard for subsequent pasting into your own letter — use Edit 2>
Copy (or Ctrl & C) and Edit - Paste (Ctrl & V).

3.2.1 To enter a new merge field

Place the cursor in the text area where you want the field to be, and from the menu
select ‘Other’ then ‘Quick Insert'.

The Entity/Item drop-down box gives you a list of database tables to select from
(figure 3.2.1a)

# Quick Insert Text [_ (O] %]

Field defimiter {Space} - Field order |Saquence vI Fixed width? m

Entity 1 tem Field Text

Fres Format Text ~

i@ Standard Letter Parameter =
=Print Style b
{{ Start of Conditional text
1HEnd of Conditional text
ADDMENSYS - Address
APC.SRS - Applicant Category
APF SRS - Applicstion Form

ANRERS - Academic Yesr
Aded Delete
BLD.ZRS - Building - Iﬁ = | [_ﬁ‘ =

Free format text.

Figure 3.2.1a — the Entity/Item drop down box displays a list of database tables

Having chosen a table, the Field drop-down box gives you a list of all the fields in
your chosen table (figure 3.2.1b).
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B Quick Insert Text -8 x|
Field delimiter iSpace} - Field order ISequence = I Fixed width? o
Entity | Item Field Format  Format string
STULSRS - Student = I I
®  cancal | @ Add o  Delste o
Ertity: STU.SRS - Student
Field: STU_TLEC.STU - Title code
==STU_TLEC STl== B
-|

Figure 3.2.1b — the Field drop down box displays a list of available fields in your

selected table

il
The ‘Format’ button ;I pops up a screen to allow you to apply formatting to your

merge field (figure 3.2.1c)

. . T 25 A pe 200
T3 Quick Insert Text 10| x| ME?I -
Field delimiter iSpace - Field order ISequence - I Fixed width? =
Enitity [ ftetn Field Format Formst string -

MTEST
— = MTEST
|CAP.SRS - Course Application | |CAF‘_SRTN - Sort name -1 | |
e
# Select Field Format [_ [O] <]+
— == -
§ 0 Gencel | r’j:"
Enritity: CAP SRS - Course Application Add Delete
Figld: CAP SETM.CAP - Sort name Format L= Format il Lk
== AP _SRTH.CAP==
_ L
=x=STL_HAD4
<COLUMN=ENI

Figure 3.2.1c — the format button allows you to format your selected field

Your merge field is now displayed in the ‘Quick Insert Text’ box (figure 3.2.1d).
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# Quick Inzert Text _ O] x|

Field delimiter {Space} - Field order |Sequence - I Fixed wicth? I

Entity # tem Field Formst Format string

[c&P SRS - Course Application =] [CAP_SRTN - Sort name =] [ar

» gance|| S feld | 51 Delete

Entity: CAP SRS - Course Application
Field: CAP_SRTH.CAP - Sort name

==CAP_SRTN.CAPSR== =]

=l

Figure 3.2.1d — the selected merge field and any formatting is now shown

Clicking “OK” will take you back to the main SRL screen, where your new field will
have been added (figure 3.2.1e)

SAINT - Test System - [Standard Report/Letter] [_[Z]x]
File Edt Goto Misc Other Help |
Help | Detail | Accept | it | Retrieve | Store | Clear field | Previous: heldl Message | Zoom | Prirt. | Clear |
MIMOONEY SAINT - Test System 35/Apt/3003
MENOL Stancard ReportLatter (SRL) MEN_SRL

1 of 1 Standard ReportiLetter (SRL) recorcs

Letter Group [c2F | CAPLETIER Letter code  [MMTEST

Letter name cf open day - test letter Short nams  MMTEST
Wersionnumber [t Leftertype  [Lefter =] Label code

Letter wicth [030 =] Archive letter [archive =] Printer model [z

Read level [20 ¥ bupicaies?  [overwrie -] Datemod.  [FrizSiAprz003
Form feed? ~ Font |AME\,12 = | Dateused [24/4pr 12003 |0

Report hescer |
Report footer [

Inzerted teod '<<CAP_SRTN CAPAR== ' j |W |T

Figure 3.2.1e — Text box with new merge field inserted

When you've finished amending your letter — remember to STORE (F6)!
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3.3 Generating Letters

To test your letter, go to the appropriate screen (we’re using ACD in this example) and
retrieve your records as required (figure 3.3a)

ﬂ Apphcation Clearance & Decision Entry

MaAS0I Applicaton Clearance & Decisian Entey (ACD) SRS_ACD
1 of 107  Couse Apphoation (CAP) neconds 130AUI008 11:10:35 mrl
skt N (RS : pop  zoues =
Posonald. [ |

Entrysyst. o DIRECT ENTRY
MiSerss  [ROCMPLT Fesssarch - Computing and Mathematics Tratiution |
Erryvew [O0SG 2008008 SScouse [owcR 00 Bedgone | /A Sheme I
Merkh code  [5 SEP Frog = RES COMP & MATH PefiRslt B [
Apputatue  [2 APPLICANT Route . _ Jroweun Compulng snd Maitematics  Tntarvew? | 7]
| sl stats [ ftterdmode [ FLLL-ThE beciiso [
Skage | Deciion | Roesponise Offer |
| ! { Keywond | Mete
pi| |l | r‘? Hotes
rz [ IB
ca i =
3 I [

Cothetr CAP Fieids |mm|mmlwmumlmml Course targats | Other course applcations | Quals | Clearing |

DSC code e osreoes Feeamont B[
i g | Appcategory [ OVERSEAS Replybydsts = [

Figure 3.3a — screen with retrieved records
To generate a letter for a single student:
- Make sure the correct student is currently displayed on the screen
- Go to Current > Gen + Print Letters

- Enter your Letter code (figure 3.3b) and press ‘Preview’ to see what your letter will
look like (figure 3.3c)

i standard Letter Selection =]

Generate & Print cutrent CAP letters

Letter code IMMTEST2 cf invite open day

Printer code Iﬁ

x Cancel

Generate

Preview

¢  Print
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Figure 3.3b — Enter letter code and press ‘Preview’

0 Oetober 2005 I
Four TMCAS pef’

Jear WUk e

hank you foryeurapp licatien to surundergraduats honou rw course, Fessarch - Computngand

dath am acics

We aze Jeon to make yom an o fer, and we wenll very mnchlids to meetyenperronally. Ihaw snckied alistof
pan-dayy and we wonll be delighted if vonars abk to tals this o ppoe rmnity ® oo ot it hand Lew yenconll
= S

PRSI T N N EE

Figure 3.3c — a preview of the letter will be displayed on screen

Please note: If you have created your new letter in the LIVE database, remember that
running it — even for a ‘test’ — will record that it has been generated for those students
you have retrieved. To avoid this, while testing, set the ‘Archive Letter’ field in SRL to
‘No Archive’. When you are happy with the results, change if necessary.

The default setting is NO ARCHIVE - use this unless you really need to keep a history
of letters sent.

If you need some audit trail - SUMMARY is a good option — it uses less space and
shows the letter type sent and the UB number but not the letter text.

ARCHIVE has the same as above but WITH the letter text as well.
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Introduction to Standard Letters and Reporting

There will be times when, out of a group of students chosen, you will need to amend

the wording slightly from the SRL template.

To do this you can use the GSL (Generated Standard Letters) and PGL (Print

Generated Letters) screens.

- RETRIEVE your students in the appropriate screen
- Go to All > Generate Letters note: NOT Generate+ Print! (figure 3.4a)

- Select the letter template you want to use

- Instead of pressing the ‘Print’ button press ‘Generate’ (figure 3.4b)

Last Updated: 3" August 2009

toGoto Mg Other Curment | Al Help
30+ Pried Letters

Gerecale Lethers

Detsd  Accest

r“'r Applc ation Clearance & pecrson crory

MAS0 Application Clearance & Decssion Entey (AC0) SRE_ACD
I of 10 Courss Applcation (CAF] records 1 WAL 004 11:103 uoF
skt AURAEIREY " SEEIEEEE RATE nos AR -
Persondlid. [~
Ertryspst. [0 DRECT ENTRY
MAS crse E-’_wur Fessnich - Compubng ar MaiFemalics Drestitubion, !— el
Ebyyew [OOSR 20050 SRScowse  [owck  Bodfoee [T /R Scheme [ER
Merthcode  [o5 SEF Fiag [Fescm RES COMP 8 MATH pref (Rt [ [
Moads  [a APPLICANT Raute ﬂﬁm_ Comgutig el Malbematics Timrves?. [
Qusal stabs Atend mods [ IFLM.TNE DecPsp [
offe | [

Stage | Decion Resporas E i Offar |

1 I | Keryweond ke
=a [ I | /@ Search | hotes
c2m r ==
CAlE F Horrac

[

S T
App Catagory E OVERSEAS Biespiby by st I

Figure 3.4a — when amending a single letter, use Generate letters not Gen + Print
Letters

4 standard Letter Selection 10l =|

Generate all CAF letters

Letter code _ Biomedical Sciences Confirmation 1

Prirter code |P2—
Record range |1 E |1D E

x Cancel

Generate

Previeww

= L |

Figure 3.4b — click ‘Generate’
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- From the retrieved students — make a note of the UB number(s) of the students
needing the amended letters

- Exit the screen

- Go to GSL screen — enter Letter Group (e.g. CAP) and the SRL used (e.g.
MMTEST?2) then retrieve/F5 (figure 3.4c)

MEHDZ

1 of 1

Letter grosg (G} code

Letter (SRL) code
Codes

MST Code
Sequenis
Creabed By (USR)
Cresbed By (H5T)
Gen Date TieMNa,
Prin Ceate [Time:
Prinbed No. [Total
Bakch Date | No.| Segn
Emad Feom [ To
Emad CIC | BCC
Lebter et &

P Generate Standasd Letter

Genensted Standand Laftars (G5L)

Generabed Standaed Lstters (G5L) records

E CAFLETIER

Gl ol

FIE":I‘E‘

QS koS

fhraass

ot

faaxss

/

1 CUCch S

i

0 /o

Ky Faedce (Defined Frem SUG)

Fuderi Code

.

AFF sequence number 01

Eeuerics rumber

5L Field 4
GELFeld S

| 5L Fisld B

GSL Fisdd 7
GESLFisld B

o

|
|
|
|

MAS Cowse Code | o T

e

Figure 3.4c — retrieving records in the GSL screen

- Check how many records (i.e. generated letters) exist. If there is more than one
(e.g. 1 of 3) you need to ensure you select the correct (most recent) record - use

the scroll bar at the right of the screen, or the <Page Down> key.

- Retrieve/F5 again, to make sure you are working with only the correct record

(message at top of screen will change to “1 of 17).

- To amend the wording of the letter, click in the Letter Text box at the bottom of the

screen and scroll down to wording (figure 3.4d)

- Amend, add, and delete wording, as required.

- Store/F6 the record.

- Exit the GSL screen

- To print this letter go to screen PGL (Print Generated Letters) (figure 3.4e)

- Your amended letter should print out. Sometimes the system will print out more than
one so check the correct one has appeared!

Last Updated: 3" August 2009
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Figure 3.4d — amending the text of a single letter in GSL

# print/Delete Generated Standard Letters
WD ATHEWO SAINT - Live Swstem
WIENOL Frint Letters (PGL)

MMTESTZ

Figure 3.4e — use PGL to print the amended letter
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4. Handy Tips for SRLs
4.1 Manual Formatting

To save time in formatting, you can manually add certain formatting in:

- Adding &W to a field e.g. <<STU_FNM1.STU&W>> will put name in TITLE CASE
- Adding &U will put name in CAPITALS e.g. <<STU_FNM1.STU&U>>
- Adding &V will put name in LOWERCASE e.g. <<STU_FNM1.STU&V>>

For Address labels:

- &A in ALL address fields e.g. <<STU_AD1&A>> will ensure there are no line gaps in
the address

- <<STU_AD1&A&W>> will put address in TITLE CASE and no line gaps. This can be
used on all address lines but NOT on postcode field

Make sure there are no spaces between the address lines when using &A, otherwise
the address indents.

4.2 Formfeed

Formfeed will put page breaks in to stop student information splitting over pages
<FORMFEED>=nn

This function will look at the amount of records retrieved and if more than specified
number — will move ALL those records to the next page e.g.<FORMFEED=10> placed
at the beginning of the letter text will tell SAINT to look at each record retrieval and if,
for a single student, there are more than 10 lines of information it will decide whether
that can fit all on a page BEFORE the page break or move them all to the next page.
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4.3 Automatically show current date
- On the SRL screen, put your cursor in the Letter Text area
- Go to Other - Quick Insert

- Select GSL MENSYS from Entity drop down menu (figure 4.3a)

Quick Insert Text E]@E
Field delimiter {Space} w Field order Sequence w Fixed width? ]
Enkity [ Ikem Field Format  Format string
FEL MENSYS - Generate Standard Letters £ w =

W cancel @ Sald SF  Delete ok

Entity: GSL MEMSYS - Generate Stancard Letters

Figure 4.3a — Select GSL MENSYS on the Entity/ltem menu

- From Field select ‘GSL_GEND - generated date’ (figure 4.3b)

Eil Quick Insert Text g@
Field delimiter {Space} w Field arder SEGUENCE ~ Fixed width? 1
Entity [ Ikem Field Format  Format string
FEL MENSY'S - Generate Standard Letters | |GEL_GEND - Generated Date w =
¥ corcel @ A &P Delete o
Snitity: GELMEMSY'S - Generate Stancard Letters
Sield: GEL_GEMD.GEL - Generated Date

Figure 4.3b — Select GSL_GEND in the field menu

[

Click on the format button i' and select Date/Time from the first drop down box

(figure 4.3c).
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Select Field Format E]@

Date ! Time v DatesTime format

N

x Cancel @ add
= Format

Crate ! Time format field s
O-Dayno. (1-311 D2 -Dayno. (01-317 Do - Day name (3-n chars)

b - onth o 01-120 M2 - Month no. (01-127 Mo - Month name (3-n chars)

Y- ear no. (19981 Y2 - Year no. (98]

W Week no1-220 W2 - Week no. (01-221 A - Day number(1 =kon-F=Sun]

Dielete
f-_ﬁ Format ‘ « Ck

Figure 4.3c — select Date/Time from the drop-down box

How to format the date is shown in the blue writing at the bottom of the screen. (n =
number)

For example, to show the date as ‘2 February 2009’ you would enter the following:

DM8Y

4.4 Using ‘bold’ function

Figure 4.4a, below, shows a letter that has parts of the text in BOLD:

a dfo r

4 June 2009
DedFliume o

UB Number: o8
Course: Advanced Diploma of Higher Education Nursing {Adult)

Following the meeting of the Supplementary Board of Examiners for the above course which was
held on 7 September 2004, | write to inform you of the marks achieved in the units undertaken
during the academic session 2003/4 which are attached. These marks are definitive and will not
be changed.

The Board of Examiners assessed your progress and made the following recommendation -
Pass and Proceed to Stage One of Honours award

Figure 4.4a — letter with some text in bold
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Please note that you can only make an entire sentence bold, not individual words
within a sentence.

To use this function, ensure your cursor is within the Letter Text box on the SRL
screen. The row before the text you wish to have in bold, enter the following code:
<FONT: SansLargeB>. This can be done by going to Other - Insert Print Style (figure
4.4b).

Other  Help

Quick insert

1 Insert Yariable
2 Insert Parameter
I 3Insert List
! 4 Insett Prink Skyle =

Figure 4.4b — Other - Insert Print Style
Choose FONT from drop down menu (figure 4.4c)

Insert Print Style

Alignment (LAC/R)

Border on f off

Colour af texthackground
Column [StylemMesxtEnd)

Fart
Crver Tl h

Figure 4.4c — choose Font from the drop down menu

Choose the font and size you want to be made bold (figure 4.4d)

Insert Print Style

Fart (¥ ¥

TimesMRoman,16 bald
Arial 12 jitalic
TimezMRoman, 16 talic
Courier 15

Courier,12

Courier 10
x Cancel E Courier,G lete
_ Courier, 7 mat
T Arial 18

Arial 12 baold k
Arial 12

Figure 4.4d — select font and size
This will ensure that anything below this line of code will be in BOLD

To stop this just add the code again on the line below but without the B (see figure
4.4e)
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Dear <<STU_FUSO STURM >

<FONT=SansLargeB:=
UE Mumber: <<STU CODE STU==
Course: <=ROU_MNAME ROU=>

<FONT=SansLarges

Figure 4.4e — How to begin and end bold formatting within a letter

4.5 Alignment

This can be helpful when having the name and address on one side of the letter and
the student number on the other side of the letter (figure 4.5a)

-
ey e UB Mumber l.m
Pakistan

4 June 2009 P

Figure 4.5a — letter with text aligned in columns
The code to do this is below:
<COLUMN=LL>
<<STU_TITL.STU&W>> <<STU_INIT.STU>> <<STU_SURN.STU&W>>

<<STU_CAD1.STU&W&A>><<STU_CAD2.STU&W&A>><<STU_CAD3.STU&W&EA>
><<STU_CAD4.STU&W&A>><<STU_CAD5.STU&W&A>><<STU_CAPC.STU>>

<COLUMN=NEXT>
UB Number: <<STU_CODE.STU>>
<COLUMN=END>

<<GSL_GEND&DD M9 Y>>

- <COLUMN-=LL> puts any following lines on the left hand side of the letter
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- <COLUMN=NEXT> this code states that following lines will appear in another
column in the letter, in the example above it moves the UB Number to the right
hand side of the letter

- <COLUMN=END> this code stops the information being printed in columns and
reverts to a normal letter as typed into the LETTER TEXT of the SRL

4.6 Generic letters/email/SMS

In the SRL table there should be several letters/emails/SMS texts set up so that
anyone across the university can use them.

These types of SRL just produce basic information e.g. UB Number, student name etc

The SRLs differ from others in that they have no body text — they have a prompt which
pops up and allows you to enter whatever you wish.

Before writing your own, check whether there is a generic SRL available (double
check in the Letter Text and formatting to ensure someone hasn’t put their own
personal information there!). If one is available, simply retrieve your own students and
use this SRL.

If not, set one up for yourself using the information earlier in this document. After the
greeting you enter:

<<'Please enter text here'>>

Once you run the SRL it will prompt you to enter text before sending the
message/email/letter.

Figure 4.6a shows an example.

Hi <:<:STT_T_FT_TSD.STT_T&I|I>“;-. <<'Pl=z enter text here'>>|

Figure 4.6a — example of a generic SRL
This particular example is from an SMS message and would come out as the following

Hi (student’s fTirst name), (your message text here)
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