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How to attach a file to an email in SRL

1. Open the screen the email is being sent from (e.g. SPR).

r N
[SPR] Student Programme Route @@
= = The University of Huddersfield 27/0ct2016
CAMO1 Student Programme Route (SPR) CAM_SPR
1 of 1 Student Programme Route (SPR)
SPR Code —— SortName I Batch —_—
Surname — STU Code —
Forenames 1 s 2 T 3 External Ref
Known as e " Initials Gender M Date of Birth S
Study Details Start ExpectedEnd  Scheduling Grp
Status c CURRENT Year 1617 18/19 Working Grp
Level F FOUNDATION Period s1 Quals on Entry
Mode Attend 01 FT Date 19/Sep/2016 05/Jul2019 BTEC Reg Type -
Programme HBSC Human & Health BSc Pathways
Route H113 BSc (Hons) Psychology
Attend tutor T _ - Location [ole] Huddersfield Queensgate Campu:
Pers tutor T o Exam Centre XX XX Not to be included in schedule:
Department HDBSS DEPT OF B&SS Placem't Coh't
Faculty 70 HUM & HEALTH Route switched v
Award Details Marked for Process -
Year 18/19 Intended Award BSCH Bachelor of Science with Honours
Period Programme HBSC Human & Health BSc Pathways
Date Route H113 BSc (Hons) Psychology
Notes -

2. Click Current, and then Gen + Print Letters.

Attaching files to email SRLs

\.Cument, | All _Help
4§ ens b

Generate Letter

View Generated Letters
Generate XML message
Generate Module Diet

Edit Module Diet

Schedule Timetable >
Module Result Summary
Transcripts Reports

Analyse Fees

Records Summary
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3. Type a Letter code (e.g. REG-AM-NOT-E), and hit Send email.

Generate & Print current SPR. letters

Letter code REG-AM-NOT-E  Notice of the Attendance Monitoring Hearing

Reload records

som| o  [=d

If the SRL has been set up to prompt for additional information, a window opens for that input.

Type into the fields the appropriate text as per given examples, and hit Ok.

Enter selection criteria for letter SPR / REG-AM-NOT-E

Attendance monitoring -
hearing date

Attendance monitoring CW1/01

meeting room

Time of hearing 16.15

e=| [

A preview window is how displayed.

=y

) - The University of Huddersfield 27/0ct2016
& vENor Preview SRL Email Messages MEN_ZGSL_E340 P

Generated Standard Letter (GSL) records for: s

From: s endance@hud ac.uk Amend?
Reply to: Send?
To: = —
= — E— Priority
BCC: Y Hoh o
Subject: Details of your Attendance Monitoring Disciplinary Hearing - IMPORTANT
Attached:
|14 HTML Message | | Message Text | 2 Edi Message |
University of

HUDDERSFIELD
Ref AMDP- =
Dear =
You are required to attend a School i inary hearing on 18 2016, please

report to CW1/01, you should make yourself available from 16.15. | attach the agenda and relevant documents.

The allegation againstyou is that your Student 1D card was used to swipe into a session for NFE2173 on 10
November 2016 at 14.00, however when a class register was taken your name did not appear.

If you have any mitigation or statement which you wish the panel to peruse this must be in the CW1/15 by noon
on 16 November 2016

The Students’ Handbook of Regulations can be found on the University's website and itis Section § of the

Handbook that you need to consult You may approach the Students’ Union Advice Centre for support and they
an ha contarted on N14R4 47344A You mav brinn a sunnortar to the mesting with van normally a Stidents’

9.0 ezl o
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4. Tick the checkbox Amend.

=l 3 The University of Huddersfield 27/0ct2016

& MENOI1 Preview SRL Email Messages MEN_ZGSL_E340_P
Generated Standard Letter (GSL) records for: TSSSSss =

From: hhsstudentattendance@hud.ac.uk

Reply to: Send?

To: — TEeem———— 3

Ges ——— Priority

BCC: I § High o
Subject: Details of your Attendance Monitoring Disciplinary Hearing - MPORTANT

Attached:
© Add

| .G HTMLMessage | | Message Text | 3 EditMessage |

5. Click on Add, the green plus button that has appeared under Subject.

6. Click File in the next message window to attach a file (not a Document DOC record!).

" SITS:Vision 9.1.0 Logged into LIVE on AMSTERDAM as Sotirios Takas

@ Attach file or Document (DOC) record?

[ rie | |[oocument|

7. In the file browse window, locate the document you wish to attach into this email, select it,
and click Open.

Organize v New folder

. Applicant-and-Student-Administration || Teachi!

% Computer |, Committees
&, OsDisk (C) J. Equality-and-Diversity I
ca Data (D7) 1 . Health-and-Safety
¥ paisst (\\nas01\paishome) (K:) | ICT-Systems
# paisteams (\\nas01) (L:) | Information-Governance
# paisshare (\\nas01) (M:) 1. Int I-E I-Ci ication:
# paisshare (\\nas01) (P:) ). Public-Practice-Area-Function
* Wisdom (R:) 1. Quality-Management
S# 32 (\\nas01) (S:) | Records-Management
[£) ASIS Team Docs on unishare.hud.ac.uk "I' Students ’
N My Web Sites on MSN R —— , |

File name: vl IAII Files (*.%) v]

[ open | [ Concer |
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Note: You can add only one file at a time. To attach multiple files, repeat steps 5-7.

All attached files are now listed under Subject.

£] Preview SRL Email Messages (MEN_ZGSL_E340_P) o -2 =]
= The University of Huddersfield 27/0ct/ 2016
&= MENOL Preview SRL Email Messages MEN_ZGSL_E340_P

Generated Standard Letter (GSL) records for: = ——

From: hhsstudentattendance@hud.ac.uk /| Amend?
Reply to: /| Send?

To: e

CC: — T —am——— Priority

BCC: ! High -

Subject:  Details of your Attendance Monitoring Disciplinary Hearing - IMPORTANT
Attached: (@ C:\WUsers\mmmsfiDeskiop\Notes.pdf
@ Add @ CiUsers\mssf\Deskiop\Agenda docx

8. Ensure that the right documents have been attached into this email by checking the file
location, filename and file extension. If you did not attach the correct file, click the red minus
button to remove it.

9. Check the email content for errors, and hit Send.

\tj Cancel -é) Dglsete | sSend

Important: Please ensure you have attached the right document before sending an email.

The email facility in ASIS does not provide the option to retract sent correspondence. Once sent, it
cannot be undone!

Please note that ASIS Support team is not responsible for erroneous data input by users, or/and
for generating wrong SRLs and attaching wrong documents.

Should you require any information, guidance, or training, please call us on extention 2255 or email
asissuport@hud.ac.uk.
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