Copyright © UJ

University of Johannesburg
P O Box 524

Auckland Park

2006

All rights reserved

i‘i\/i‘;
UNIVERSITY
OF
JOHANNESBURG

|-=COMMS - SETUP

Presented to you by ACADEMIC ADMINISTRATION
Created: 2 AUGUST 2011
Updated: 7 June 2019

Training Officer:

Ms R Genis, Aring 3, APK
Tel: 011 559 4118 E-mail: reneg@uj.ac.za

Contents
I | N 1 @ 1 5 10 T i 1 2
2. ICOMS PROCESS ... 2
3. STEP 1: CREATE THE LETTER o iiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeee e 3
4. STEP 2: CREATE THE GROUP GMNT-14 ..ottt 4
5. STEP 3: LINK ITEMS TO MASTER GROUP ..o 7
6. STEP 4: COPY LETTER OBJECTS ..o 9
7. STEP 5: COPY LETTER TAGS & PASTE INTO WORD LETTER.................. 12
8. STEP 6: RETRIEVE THE WORD DOCUMENT — GMNT-14 .....cccovvvvvvvvevnnnnnn. 14
9. STEP 7: LINK PROGRAM TO MASTER GROUP ... 16
10. STEP 8: GENERATE THE LETTERS ....ouiiiiiiiiiiii e 16
11. STEP 9: SETUP FOR BATCH PRINTING ..ot 21
11.1. Determine the Request NUMDEN .........cooviiiiiiiiiic e 21
11.2. Link Description to Request NUMDEer ... 22
11.3. SChedule the LEter ... oo e e e e eeeeens 23
12. HOW TO REPRINT A LETTER ..uuuiiiiiiiiiiii e 24
12.1. Remove the logfile ... 24
12.2. RepPriNtthe [EHErS .....ooviiiiiiiiiiiiiieeeeeeeeeeee e 24
13. VIEW A LETTER GENERATED FOR A STUDENT ... 25
14, ICOMS CHECK-LIST oottt e et e e e e e e e e aaaann e e eeeees 28



1. INTRODUCTION

HOW DOES I-COMMS WORK?

[-Comms enables the user to setup a letter within word and then link all the personalized
information to what are called tags. A tag represents information stored on Integrator i.e.
student number, student name, Qualification information etc. This letter is called a
stylesheet. The Stylesheet is defined per user and that user will be able to print his own
and other users stylesheets. Everyone could be set up as a user. Each document that
needs to be printed has to be saved on the user’s computer.

Please take note that once a document is created in I-Comms it is available and
visible even if you do not print the document. For example once application letters
are generated, those letters are available on the internet for students to see.

If you want to test any documents, please do it on the test system. Whatever you create
on the production system is available to students — PLEASE DO NOT DO ANY TESTING
on the production system.

2. ICOMS PROCESS

You have to do a set up on the system using the following steps. Doing the setup is quite
involved and complicated but the end product looks professional. Each step is discussed
in detail and if you follow it step by step you cannot go wrong.

Step 1: Create the letter on your computer and save it as a .rtf document.
Step 2: Create the master group and individual items

Step 2a: Create a master group (GMNT-14)

Step 2b: Create a letter code (GMNT-14)

You DO NOT have to create a code for the list and logfile as the default codes will be
used.

Step 3: Link items to master group
Step 3a: Link letter to master group (GMNT-14)
Step 3b: Link default logfile code to the master group (GMNT-14)

Step 4: Copy letter objects / tags (GMNT-14)

Step 5: Save letter objects / tags and paste into word document

Step 6: Retrieve the word document (GMNT-14) Upload letter onto ITS Int.
Step 7: Link program to master group document code (USERS-1) — ICS (Rina

Strydom or Muzi Gwebu)

Step 8: Generate the letters by using the relevant printing option from the list
(Annexure A) according to the type of letter to be generated.



3. STEP 1: CREATE THE LETTER

Basic principles:

1. Decide in your faculty who will be responsible for the letters of your faculty.

2. Type the required letter in Word as if you are going to send it to the student but
replace the personal detail with general detail such as PO Box 123 with Address
line 1 etc.

3. Make sure that you include all relevant information in the letter.

4. Edit the letter by applying the required lay-out, fonts, font size, bold, italics, spacing,
paragraphs, etc. that you want in the letter.

5. The letter may look like this: (Example: Declined letter). All parts of the letter that
needs to be personalised is indicated in red.

Example of a letter is as follows:
Faculty of xxxxx
Date

Title Initial Surname
Address Line 1
Address Line 2
Address Line 3
Address Line 4
Postal Code

YOUR REFERENCE NUMBER : Student Number
(must be used in all correspondence with UJ)

Dear Title and Surname of student
Your application to name of the qualification for year applying for refers.
Thank you for your application to study at the University of Johannesburg.

We regret to inform you that your application for the programme as indicated above has
not been successful, as your results did not meet the minimum requirements.

Applicants who have been declined based on their final Grade 11 results might be taken
into consideration if their final Grade 12 results meet the minimum requirements for the
intended qualification. Please note that meeting the minimum requirements for a specific
programme does not necessarily guarantee admission due to space constraints and/or
selection processes.

In January 2016, depending on selection and spaces available, UJ will automatically
allocate statuses to potential candidates based on their final Grade 12 results received
from the Department of Higher Education and Training, and inform them accordingly via
SMS. It is, therefore, not necessary to come into UJ in January 2016 to submit your final
Grade 12 results. Alternatively, applicants can follow the Mobi Late Enquiry process in
January 2016 to enquire on study spaces still available. Please visit the UJ website for
more details at www.uj.ac.za during January 2016.


http://www.uj.ac.za/

Please note that due to the administrative process involved in considering your
application, the application fee paid is non-refundable.

Yours sincerely

Student Enrolment Centre
011 559 4555

Make sure you leave enough space at the bottom of the page for the UJ Logo and postal
detail if you are going to print the letters on an official letterhead.

Alternatively, you can save your signature and the logo as a .jpg document and copy and
paste it at the bottom of the letter.

4. STEP 2: CREATE THE GROUP GMNT-14

Basic principles:

e A master group is representing a group of students such as applicants, residence
students, registered students, graduates etc. You have to create a master group
and then you have to link the type of documentation you want to send to that group
of students such as the: letter and a log file to the master group.

e As every Faculty is sending out the same kind of letters, it is important that
you check if the codes that you want to use is not already in use.

How do | check if a specific code is already in use or not?
Go to GMNT-14 on ITS Integrator

Enter a query.

Type in the document code.

Execute.

If the code is already in use, there will be a description for the code. For example the
code: 15ACCGREP is already in use.

*?_9 o8dapp  w03.0.0.6 {GMNT-14} Maintain iComms Stylesheets

iComms Style Sheets

Document
Code Description Classification Start Date Show User

158CCGRP  |Heatth_Sciences_PG_acceptance_Letter MST [12-AUG-2015 | StoretoClient | Retrieve from Client [[v - ves - |[Bama

If the code is not in use, there won’t be any description. For example the code:
99TESMST is not in use.

"R yEdapp  v03.0.06 {GMNT-14} Maintain iComms Styleshests

iComms Style Sheets

Document
Code Description Classification Start Date Show User

boTest=TII ( Store to Client | Refrieve fram Client || =




A Master group is created on the ITS INTEGRATOR option: GMNT-14 — iComms
Style Sheets

2a. CREATE YOUR MASTER GROUP
1. Choose a Master Group code.
e The code must be 8 digits long, may be alpha-numerical and should end in
MST to indicate that it is your master group.

2. The code does not have to include some intelligence but intelligence does help to
identify the group. For example a code with some intelligence built into it:
Master Code: REACCMST
* RE = Residence
* ACC = Accepted students
* MST = Master Group

3. Choose a descriptive name for the master group.
If the name consists of more than one word use “underscore” between the words

and not spaces.

4. Document Classification: Select MST and the description will default to the Master
group.

5. Insert all the details on GMNT-14 to create the master group code.

6. Click on: Save.

For example: You want to send letters to all students whose application was
unsuccessful. For the purpose of the training manual, | am going to use the following
codes:
Master COd?: 99TESMST 2. Enter a description for the master group
Letter code: 99TESLET code. Remember to use an underscore

between words.

&

ets

Show User

Tassification Start Date
A7-AUG-2015 Store to Client Retrieve from Client | v _ ves -

Code Description
9ITESMST iComms_test_master

e N Document Groups

1. Enter the & . _
master Document Type | Detail Description 3_ C||Ck on the ||St Of Values to

Letter . -
select the document classification.

Label
LST List

group code
ASC ASCIl [ Records Lahel Profile Code

you have rec -
. og
decided on. e 4. Select MST for  lalLetter Objects
Paragraph Inclu...
. _ _ : WS Master Group the master group
HML GEMXML

ATT Attachrment

Show = Yes LA

Copy Objects

Copy from

Copyto

6. SAVE the informationjme"m“"e -




2b.1 CREATE YOUR LETTER CODE
1. Choose a letter code for your letter.

e The code must be 8 digits long, may be alpha-numerical and should end in
LET.

e The code does not have to include some intelligence but intelligence does
help to identify the code.
2. Choose a descriptive name for the letter.

e If the name consists of more than one word use “underscore” between the
words and not spaces.

Example: You want to send out letter to all unsuccessful applicants.

* Letter code: 99TESLET

3. Click on the down arrow on your keyboard to move to an open line to enter the
information of the letter.

4. Enter the letter code

5. Enter the letter code description: iComms_test_letter

6. Under Document Classification, select: LET from the drop down list.

7. Click on: Save.

1. Move down with the down
arrow to the next open field.

LU L= e s - N I I R B B S

3. Enter the description
for the letter code and

7 |
enter. iComms Style Sheets
Code Descriptj Classification Start Date Show Uszer
93ITESLET iComms_test_letter 17-AUG-2015 Store to Client Retrieve from Client | v - ves -
> Enter th 4. Click on the drop Document Groups
. n er e pcument Classification | | ET - |etter

~ | Descriptio

letter code down menu next to
Document classification.

you have
decided on.

~ B 15tion =
List of Yalid Document Type b

Dicplay at Runtime [ - 1o areis |2 Label Profile Code
5' SeIeCt letter' Conditional Letter Objects
Lotier
(LET Letter =

Letter Object Description
LAB Lahel

LET List
ASC ASCI
LOG Log
SMS SMS
ING Paragraph Inclu...
MET Master Graup
HML GEMAML
Aftachment

Show U Yes ® g

Copy Objects

[7. Click on Save.j

6. Click on OK.

Copry from

Copy to

FRM-40400: Transaction complete: 1 records applied and saved.



5. STEP 3: LINK ITEMS TO MASTER GROUP

After you have created the individual item codes, you have to link them to the master
group.

1. While on GMNT-14 (iComms Style Sheets) move to the Master Group code using
the up- or down-arrows.

2. Click on next block to go to: Document Groups.
3. Insert the sequence number starting with 10.
4. Chose the document classification as LET. (The system actually defaults to LET).

5. Insert a description of the document using spaces between words and no
underscore.

6. Insert the English document code. (The code of the letter you have created)
(99TESLET).

7. Insert the same code in the: Alternate Document field.

8. Click on:
e “Yes” for Send Malil
e “Yes” for Display at Runtime, and
e “Yes” for Active.

9. In the field for: Mail Destination, insert your own email address to check if the
emails are going out.

10.Click on: Save.

Make sure you are on the master group code using the up or down
— arrows before you go to the next block: Document Groups.
ki you g p L

E‘ il . »— 1. Click on next block to go to the
Mantain (o s m  block for Document Groups.
. e Sheets

3. Choose the document classification LET
usina the dron down list.

Code Description |
A9TESMST iComms_test_master |

Document Groups

Sequence [10 j Document Classification || ET - Lefter ~| Deseription |Llnw of Johanneshurg - Test Letter

|iC0mms_test_Ieﬂer

2. Insert a o fest_iter 4. Insert a description
Sequence number ination |evermeulen@uj.ac.za Defaut Printer De: for the document
Starting with 10. Beive Number of Test Records |2 Tahel Profle Code |




RHI
o

Action Edit Query Block Record Field

ol g ]

Window Favourites Graduator Resgurce Genetal Technical Processes Help

Nl 44 r Pl 2 @1 2340

TR ga4app v03.0.0.6 (GMNT-14} Mairtain ICormms Stylesheets

iComms Style Sheets

Document
Code Description Classification Start Date Show User
9STESMST  [iComms _test_master =T [17-AUG-2015 | StoretoClent | Retrieve from Cllent [y - ves | [EENE2
5. Insert the code of the letter. Document Groups
Sequence [10 Document C

English Document |99TESLET |iC0mms_test_Ieﬂer

Afternzte Document |99TESLET H
_ ) 6. Insert the same code in the
SendMail [y ves  «| MailD i
field for Alternate Document.

Display at Runtime Label Profile Code

7]

Field uator Re: eral Technical Help
e B ? 1 ®@12340
Eremmes 11, Click on Save.
iComms Style Sheets
Document
Code Description Classification Start Date Show Llzer
99TESMST  [iComms test_master msT [17-AUG2015 | StoretoClient | Refrieve fram Client [[v . ves  |[EENB12

q. Enter your email address

: N " for verification purposes
/. Click on YeS‘T— ONLY — REMOVE when
Actual/Live run is to be

performed.

Sequence [10 Document Classification

Englizh Document W
Alternate Document W

amm=_test_letter

Mail Destination |evermeulen@uj.ac.za

Send Mail

Display at Runtime Active

8. Click on Yes. 9. Click on Yes.

Make sure the master code is displayed in the iComms Style Sheets block and that you
are on sequence 10 of the Documents Groups block. Move down with the down arrow to
an open field. Enter 20 as sequence number.

1. Enter the default logfile code in the field for the description as well as the English
Document and Alternate Document fields. The default logfile code is: DEFLTLOG

2. Click on:
e “No” for Send Mail
e “Yes” for Display at Runtime, and
e “Yes” for Active.

3. Click on: Save to save the information.

iComms Style Sheets

Document
Code Description Classification Start Date Show User
99TESMST iCamms_test_master MST [17-20G-2015 | StoretoClient | Refrieve from Client |[v ves ~ |[EEnE1 2

Document Groups

Seq 20 D it Classification |L0G - Log <Jescription [Defautt Log

Englizh Document |DEFLTLOG PrirT oy —

Enter sequence number 20

Alternste Document |DEFLTLOG % SeleCt DOCument Cl&SSlflCﬂtlon' LOG
hdail Destination

sendmail [l 5] Enter a description

popley st funtime L reliyes —F Enter the default log code: DEFLTLOG in
the fields for the English and Alternate

@ument.




Q15 Style Sheets

Enter Send Mail: No
Code Description Display at Runtime: Yes User
99TESMST [icamms test_master Active: Yes Z]
Leave the field: Mail Destination blank Lument Groups -
And SAVE the information.
/

1 i
Print Log e

[Prirt Logf;,?// |

Mail Destination | 7 / | Default Printer Destination | -]

Active Mumber of Test Records Lahel Profile Code :

6. STEP 4: COPY LETTER OBJECTS

Basic principle:

A letter object is the information the system has to draw in for each student to personalise
the information in the letter. Each default letter has standard TAGS that you might need
for that specific letter.

Englizh Document |DEFLTLOG

peFLTLOG S

Display at Runtime | v - v,

Alternate Document

Send Mail

1. Return to the iComms Style Sheets block and move to the letter code of the
required letter using the down-arrow or query your letter code.

iComms Style Sheets —

Document
Code Description Classification Start Date Show Lzer
(MY ficomms_test_isker 5 [17-a02015 | Storetaclient | Retrieve from Cliert [ _ves ~|[EENB12 |

Document Groups

. — Classification Description | |
Englizh Documernt I:I | |

2. Click twice on next block. The cursor will now be in the block: Letter Objects

EEY RIS

T gSdapp v03.0.0.6 {GMNT-14} Maintain iComms Sty

1. Click twice on next block.

iComms Style Sheets —

Document
Code Description Classification Start Date Show User
99TESLET  icomims_test_letier JLeT [17-AUG-2015 | storetoclent || Retrieve from client v ves |+ |[EENE12 |

Document Groups —

Seq I: D t Classification | _ET - |stter

English Documert I:

Aternate Documert :
Send Mail Wil Destination |

Display at Runtime active [y ves

Letter Objects —
Letterl I ]

Letter Stylesheet Code |Descri“
ILS01LET registd 3. Select the default letter
IL50TLET Registd
ILEOTLET Default
ILEOTLST
ILFOTLET
ILFOTLST
ILFOILST
ILFOTLST
ILBO1LET

Letter Object Description d
L L Registered Students - List

Default Letter. Replace With Your own
IL801LET Z Registered Students - List
EILG01LET
IL901LST
ILAOTLET
1L &Nt ST
[

2. In the field: Copy from,
select the default letter code
from the LOV.

— 7 |
y Find
/ ‘
Copyfroml /] I ] 5. C“Ck On. Copy
Copyto [98TESLET | [iComms test_lefter ] Letter ObjeCtS_
N—




3. In the Letter Objects block, go to the: Copy From field and select the default letter
code from the LOV from Annexure A. For this example the default letter code is:
IL9O1LET

In the field: Copy to the letter code of your letter will be defaulted to.

5. Click on: Copy Letter Objects.

6. The letter objects and the descriptions will be inserted next to the letter code and a
separate report will be generated.

I9I01EE|4Q21

@%lmﬂxnm@m% ST A DR

| iComms Style Sheets —

| Code Description C?:::irr.l.::::un Start Date Show User
|| [oamester  Jicomms test_etter |LET |17-AUG-2015 | Storeto Client | Retrieve from Client |[v - ves - |[EENE12 |
| Document Groups —
| Document Classification Description | |
| 1. The letter objects and —
descriptions will be inserted —
n eX‘t to th e I etter C 0 d e . Detault Printer Destination [ v]

ECive |7 - ves -

Lebel Profile Code[ |

Conditional Letter Objects

Mumber of Test Records

Display

Tme [ - No -~

Letter Objects -

Letter @limmms)eﬁ_\eﬂer | Letter l I |
Letter Object Description
RIS e | Condition Code I:I Description | |
GOO00036  |Requestar | Testobjest | [ |
G0000037  |Param_Docdate | =8
0000035 PrettyDate | Conditi x| TestValue| )
co000038  [PrettyTime | Printobject | | [ |
c0000040 | PrettyDateTime |
GO000041 LetterCode | User|:] tart Date Show ® Yes “to
100000071 BlockDesc | Copy to &l

Copy Objects
Copy from | ‘ | |
Copy to | ‘ | | Copy Letter Objects ]

2. A separate report will be created.

FRM-40401: Mo changes to save.

o/ @E” M.

‘4 start

..

7. Click on the report at the bottom bar to view the report.

The report will look like this:

10



File Edit View Favorites Tools Help

Date : 18-Aug-2015 13:14 University of Johannesburg Test (RH) Page : 1
Program : gfdapp.fmb Copying Of Letter Stylesheet Objects

From Letter : ILSOILET

Description : Default Letter. Replace With Your own

To Letter : S9TESLET

Description : iComms test_letter

Chject Object Description

G0000035 Requesting User
GO000026 Requestor
G0000037 Param Docdate
GO000028 PrettyDate
GO00003S PrettyTime
GO000040 PrettyDateTime
G0000041 LetterCode
10000001 BlockDesc
I0000013 BlockCode
10000014 Cal¥Year
I000001€ CampDesc
I0000022 DocDate
IN000024 FacDesc
I000003¢ StudORContact
I0000037 StudNumber
I0000038 StudNamesSurn
I000003% StudTitleSurn
10000040 StudSurnInitTitle
I0000041 studTitleInitSurn
10000045 studCustName
10000048 StudaddrPCode
I0000048 StudraddrlLined
I0000050 StudaddrlLinel
I0000051 StudaddrlLine2
I0000052 StudaddrlLinel
I0000066 CampAddrLinel

8. Copy the list of: Object Descriptions (called TAGS) into a Word document.

9. Create a folder anywhere (where you will remember the documents are) under my
documents (so it is included in the daily backup) on your computer and SAVE the
list. To make it easier for yourself you can name it: “Decline” TAGS.

WEHY-OEQAVEIs Document2 - Microsoft Word = & R
Home Insert Page Layout References Mailings Review View Add-Ins STT 5 e

= % B . P L@ =L o= e, 44 Find -
0] G, |[Couernew vt ~[A A7 [Aar [ =V HE0E 2 9 [ aaBoce| AaBoce AaBbC: aambee | AA
Iy T Mormal

2ac Replace
hac
aste f B 7 U -abe x, X THMo Spaci.. Headingl Heading2 | _ Change

t=.
= Styles~ | b Select ~

Clipboard Faont Fl Paragraph Fl StyI/ .
T B a— S - | 3.Clickon: Create
- | 2. Select: Local new folder.
Disk (C:) J
. " . |w Local Disk(C:)/ ~ . . | [
1. Click on: PRI Sem— 4. Enter: ITSTEMP in
ICdell =
My Computer. koot the pop up screen. =
N 5 | |Sorivers New Folder
: e g:iﬁ mame: [ITSTEMP|—— |
- il MSOCache
: . Iljljcuments (program Filss [ OK’A‘ ] [ Cancel ]
'_ Computer BProgramData / \ —

QMY Netwoark. CawDows
Places [5. Click on OK]

: 6. Rename the document to
: Declined TAGS

- File: name: |From Letter,docx

Save as type: |Word Document {*,docx) v /7 . C||Ck on
Save.

o w»

11



. STEP 5: COPY LETTER TAGS & PASTE INTO WORD LETTER

1. Open the letter that you have created in Word.

2. Select the required TAG from your list that you have saved earlier for each of the
variables in your letter (such as student number, date, address etc.).

3. Copy and paste this TAG into the letter at the correct place.

4. Put a <in front and a> at the end of each TAG. No space before and after the <>.

5. Edit your letter to make sure that everything is correct. (All fonts the same etc.).

Following is an example of the original letter and the letter where the tags have

been added.

The original letter looks like this:
(part of the letter)

The new letter where you have replaced
the variables with the tags will now look
like this: (Part of the letter).

Faculty of xxxx

Date

Title Initial Surname
Address 1

Address 2

Address 3

Address 4

Postal Code

YOUR STUDENT NUMBER: Student
Number

(must be used in all correspondence
with UJ)

Dear Title Surname

Your application to Qualification name
for year refers.

Thank you for your application to study
at the University of Johannesburg.

Faculty of <racpesc>

<PrettyDate>

<StudTitleInitSurn>
<StudAddrLinel>
<StudAddrLine2>
<StudAddrLine3>
<StudAddrLine4>
<StudAddrPCode>

YOUR STUDENT NUMBER: <studNumber>
(must be used in all correspondence with UJ)

Dear <studTitleSurn>

Your application to <QualDescOTDesc R>
for <calvear> refers.

Thank you for your application to study at the
University of Johannesburg.

12




REMEMBER TO LEAVE ENOUGH SPACE AT THE BOTTOM OF THE LETTER FOR
THE SIGNATURE AND UJ LOGO

Yours sincerely

/

Student Enrolment Centre
011 559 4555

Road Auvcdand Park

555 | www.up.ac.za UNIVERSITY
7% 5] OF

way and

| Tal

vay Campi -

JOHANNESBURG

6. Save the letter in Word in a Rich Text Format (RTF) in the folder created earlier
using the letter code as file name (99TESLET in this instance).

Click on: File, select Save As, click on Computer, select ITSTEMP

g = 99TESLET [Compatibility Mode] - Word
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

Arial (W (M-t =-i=- - | &S| 1 aapcepe AsBbCeDe AaBbCe asebcede Al
Paste - ) .
H H b - TNormal = TMo Spaci.. Headingl Heading 2 Title
- 1. Click on File, select Save as.
Clipboard & £ Styles

FACULTY OF <FacDesc>
=PrettyDate>

=StudTitlelnitSurn=
<5StudAddrLine1>
<StudAddrlLine2>
<5tudAddrLine3=
<StudAddrLine4>
<=StudAddrPCode>

YOUR REFERENCE NUMBER : <StudNumber>

(must be used in all correspondence with UJ)

Dear <StudTitleSurmn=

Your application to <QualDescOTDesc_R> for <CalYear> refers.

Thank you for your application to study at the University of Johannesburg.

We regret to inform you that your application for the programme as indicated above has not been
successful, as your results did not meet the minimum requirements.

Applicants who have been declined based on their final Grade 11 results might be taken into
consideration if their final Grade 12 results meet the minimum requirements for the intended
qualification. Please note that meeting the minimum requirements for a specific programme does
not necessarily guarantee admission due to space constraints and/or selection processes.

13



Open

Save

Save As

Print

Share

Export

Close

Account

Options

52

[~

[~

A
4=
R

=

99TESLET [Compatibility Mode] - Word ? = x

Vermeulen, Elmarie’™

Save As

i3 Computer

Sites - University of Johannesburg

Current Folder

OneDrive - University of ITSTEMP
Johannesburg = meEE 3. Select the ITSTEMP folder.

OneDrive Recent Folders

ITSTEMP
C: » ITSTEMP

MANUALS Integrator III
My Documents » MANUALS Integrator IIT

Computer MANUALS WORD Assistants
My Documents » MANUALS WORD Assistants

cv
E»CV

Other Web Locations

Ad{\a Place

Training
My Documents » Training

. Select: Computer. My Documents

Desktop

Browse

Mputer » Windows (C:) » ITSTEMP Se TEM) 2|

Organize ¥ Mew folder

- Favorites

M Desktop

4 Downloads

% Dropbox

‘. RecentPlaces
& OneDrive - Unive

4 Libraries
i Documents
< Music
=| Pictures
H Videos

% Computer
£ Windows (C:)

G Metwark

>

Name Date modified Type Size

Mo iterns match your search

4. You can use any file name but
you can save the letter under the
letter code you have created:
99TESLET

File name:  99TESLET -

Save as type: | Rich Text Format 6. Select Rich Text Format -]

'« Hide Folders

Authors: Kotze, Gerhard TEM d Cl | Ck on Save .

__
Tools - 1\ Save ] ’ Cancel ]

8. STEP 6: RETRIEVE THE WORD DOCUMENT — GMNT-14

You are now going to link the letter in your ITSTEMP file to the ITS INTEGRATOR

database.

1. Returnto GMNT-14, iComms Style Sheets and move to the letter code of the
required letter using the down-arrow OR query your letter code.

14



2. Click on: Retrieve from Client.

1. Return to GMNT-14, 21 @1234W

Ym gedapp ;w03

iComms Style Sheets. iComms Style Sheets
Code Description Classification Start Date Show User
[EIEME] ficomms_test_letter [er [17-a06-2015 Storeto Cliert | Retrisve from Client |[v_ves = EENB12

Document Groups

Classification Descri ~ . )
1 3. Click on: Retrieve

|— .
from Client.
N—_

Destination | Default Printer Destination | -]

2. Move to the
letter code to
continue.

active Mumber of TestRecards 2| Labal Profis Cade[
Letter Objects Conditional Letter Objects
Letter [39TESLET [icomms_test_efter Letter | |

Letter Object Description

- Condition Code Description
|eooooozs  |Reguesting_User ption |
|soooooze  |Requestor Test Object |

|s0000037  |Param_Docdate

|coooooss  |PrettyDate Conditi x| Testvalue|
[soooo03s — [PrettyTime Print Object [
[z0000040  [PrettyDateTime

[cononos1— [LetterCode User Start Date Show® Yes Mo
|iooooo01 |BlockDesc Copry to Al

Copy Objects

Copy from ‘ |

Copy ta | [ Copy Letter Objects

3. A drop-down menu will appear and you have to look for the required document.
Make sure you select the letter saved in Rich Text Format (rtf).

4. Click on: Open.

‘B University of Johannesburg Test (RH)

Action Edit Query Block Record Field Window Favourites Gradus d g Help

ESIkl L TN IR A4 P

iComms Style Sheets

Document
Code Description Classification Start Date Show User
99TESLET iComme_test_letter |LET |1 7-AUG-2015 Store to Client ‘ Retrieve from Cliert | V- Ves - |[EENEB12
1. Select your letter ¢
’— Cli LET - Letter ~ | Description f
rom the drop down
English Documert | A I . t p
1s IST.
Afternate Document = /\
Send Mail Mail Destination || Lookin: ‘ﬁ ITSTEMP [~ =[] [EE]E= hd
Display at Runtime active v - ves D eoresierar 2 ode
Letter Objed| [ Decline Letter objects.docx etter Objects
Letter ‘QQTESLET |\Comms_tes1_laﬂar b D SHS 15 Octixt
Letter Object Diescription D1 smis Obijects.docx
|Go0n003s |Requesting User [ sms.xt B
[cooooozs  [Requestor
|50000037  |Param_Cocdate —
[conooozs  [PrettyDate u
fGooooozs — [PretiyTime File Name:  [99TESLET.rf |
[Goo00040 [PrettyDateTime Files of Type: |AII Files |'| ] -
[Gooo00a1 [LetterCode - e
(10000001 |BlockDesc 1
L Eopy Objects
I Copy from | |
l Copy to ‘ | Copy Lefter Objects

5. Wait a while so that the letter can upload in the Integrator database.

6. The message: “File uploaded successfully into the database” will appear in a “pop
up block” and at the bottom bar.

7. Click: OK.

15



iCoemms Style Sheets

Document
Code Description Classification Start Date Show LUser

S9TESLET  [icomms _test_letter JLET [17-p062015 || StoretoClient |[Retrisve from Client | v _ves  + |EENE12 ]

Document Groups —

Sequence I:] Document Classification | | ET - | etter ~ | pescription | ]

Englizh Document : I J

Send Mail M Destination | | Defaut Printer Destination [ =
mepeysttmime e F ey ve o T

Letter Objects -

nditional Letter Objects

Letter |99TESLET IiComms_test_leﬂer ]

Letter Object Description
0000035 Reguesting_User
0000036 Reguestor
0000037 Faram_Docdate
0000033 FrettyDate
0000033 FrettyTime
0000040 FrettyDateTime

)

Goo00041 | LetterCode e[ ] StanDate Show®Yes  Upo
10000001 BlockDesc
A message “Document passed jects
Copy from | N ) the RTF2FO0 Style Sheet
copyto ) | | =1 conversion” will be displayed.
~_

Do cume nt Passed the RTF2ZFO stylesheet conversion.

9. STEP 7: LINK PROGRAM TO MASTER GROUP

Before you can generate the letters, the master code has to be linked to the ITS
INTEGRATOR option USERS-1 by ICS. You can send an e-malil to itsrequest@uj.ac.za
with the following information:
¢ Menu name and option where you will print your letters — Available from Annexure
A. (In the case of our example, it will be SCOM2-1).
e Master code of your group of documents. (In the case of our example, it will be
99TESMST).

10.STEP 8: GENERATE THE LETTERS

In general UJ is moving away of printing letters, however if you want to print the letters,
and you can thus e-mail the letters to the student. If you need to print the letters you can
do so in your office. If you need to print in BULK, you have to call ICS on x4749 that they
can create a printer for you to print your I-Comms letters with the University logo on the
page. This set-up only needs to be done once.

Determine the type of letter (admission letters, registration information, graduation letters,
faculty specific letters etc.) and decide on the ITS INTEGRATOR option that will be used
to generate and print the letters. Use Annexure A to determine the default letter code,
the master group code and the ITS INTEGRATOR menu option.

For this example the type of letter will be:
“‘Declined applicants”, the letter code will be: 99TESLET, the master group code will be:
99TESMST and the ITS INTEGRATOR menu option to print the letters will be: SCOM2-1.

1. Go to the specific ITS INTEGRATOR menu and option to generate the letters. (In
this case: SCOM2-1). Enter all the required input parameters.
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mailto:itsrequest@uj.ac.za

a) Select you

Group from the list

r Master

{SCOM2-1} Academic Applications x

Batch Prompts for - il9bea

Reguest Number v Stylesheet (Output Format) IL401GRP MASTER Request Description Batch View - Print

Print Letrers (A1) N IL901GRP MASTER  COMBIN  12/11/2006

. Q IL401GRP MASTER  COMBIN  6/25/2008

Print Lists (A1) [N 15INHGRP MASTER  COMBIN  4/15/2019

Print Labels (A1) N O 1SCMIGRP MASTER  COMBIN  4/11/2019

Print Ascii (A1) N 4, S3CG1QPM MASTER  COMBIN  3/12/2019

S3CGIQAM MASTER  COMBIN  1/2/2012
Send Sms (AL) (N qﬂaamwsw MASTER ~ COMBIN  11/27/2018
Contact Type (A2) “DHIWLMST MASTER  COMBIN  10/29/2018
Address Type (A2) (JDH2WLMST MASTER ~ COMBIN  10/29/2018
DH3WLMST MASTER  COMBIN  10/29/2018

Communication Type (A2) qQ 29/
_INSADGRP MASTER  COMBIN  10/17/2018
5ms Communication Type (A2) “INSAMGRP MASTER  COMBIN  10/17/2018
Sort Order (A2) N CINSCDGRP MASTER  COMBIN  10/17/2018
Document Date (DD MONYYYY) 02 May; NTCMGRP MASTER  COMBIN  10/17/2018
FEBBNGRP MASTER  COMBIN  10/10/2018
Is this a Test Document (A1) N Q Search...
R N L (=] i
Search and Select: Glcxsldocc x
L )
Search Advanced b) Enter your master

.

Match @ all O any

group and click on
Search OR

Qutput Format
Styleshest
Cearch Reset
¥P search on master
IL901GRP MASTER  COMEIN 12/11/2006 description
IL401GRP MASTER  COMEIN 6/25/2008 A\ _
Search and Select: Glcxsldocc X q) Change your criteria if\
- needed and enter the
Search =216 | valueyouare
Match @ allO) Any searching for
/

Output Format Starts with
Stylesheet Contains

Search Reset Add Fields
Qutput Qutput
Stylesheet Format Type
INSCDGRF  MASTER COMBIN
9OASCGRP MASTER COMBIN
CSCNSGRF MASTER COMBIN
HSCONGRP MASTER COMBIN

v scC

_

Reorder

-

Start Date

10/17 /2418
6/26/2015

e) Click on OK

5/23/2011
5/6/2011

OK

17



{5COM2-13} Academic Applications x

Batch Prompts for - il9bea

X

Reguest Number
Print Letters (A1)
Print Lists (A1)

Print Labels (41)
Print Ascii (A1)
Send Sms (A1)

Insert all relevant
parameters.

Contact Type (A2)
Address Type (A2)

Communication Type (A2)

Sms Communication Type (A2)
Sort Order (42)

Document Date (DD-MON-YYYY)
Is this a Test Document (A1)

ﬁ\IOTE:

Test letter = Y

for testing and

= N for actual

run

Logfile = N for

testingand =Y
\for actual run.

Create a Logfile (A1)
Calendar Year (N4)

Block Code (A2)

Campus Code or ALL (N2)
Faculty Code or ALL (N4)
Qualification Code or ALL (A6)
ication Student Type or ALL (A2)
Offering Type or ALL (A2)
Study Period or ALL (A1)

'Subject Student Type or ALL (A2)
Admittance Yes [ Mo OR Both (A1)

Subject Offering Type or ALL (42)

Admission Status or ALL (Blank for no Status) (A2)

Print ALL Choices (A1)

Include Already Admitted Students (A1)

Application Type or ALL (A2)

Should Planned Subjects be Selected for Qualification Block Only (A1)
Indude Qualifications Already Registered (A1)

Print Administrative Comments (41)

Select Bulk or Individual Students (A1)

) In most cases you will select:

Bulk to send the letters to all
the students in the specific

category. (Declined students)

Stylesheet (Qutput Format) IL401GRP || MASTER

Request Description Batch | View 2 Print

N ne
N ji to f) Document date is “today’s date”
R and also the date that will print on
N e the letters.

Q

Q

Q

Q
N \-& Numerically
P g) Calendar year will be the year for
YR ves which the application is.

I‘-k \
a9
- /h)These are the general )
aw A parameters, you can be more
" ji > — specific regarding campus,
o Q faculty, qualification, offering
8 Q s type and study period.

N _

i) All Choices: Leave on No, because
the system looks at the qualification
and status code regardless of the
choice number,

=
=

<
&

P PP PP,

Bulk

k) when you tab past Bulk/Individual the Batch
Button at the top will become active and you

can run the report on Batch. <

Batch Prompts for - il9bea
Request Description

Request Number S Stylesheet (Output Format) IL401GRP |¥| MASTER Print

‘;LND

View 2

Print Letters (A1) N

[) Click on Immediate and
Proceed.

oo

Report Batch Processing

-
e

Batch Mode {87 Immediate() Deferred

-

Dependent Request Number

Cancel

X

(i) Information

m) Click on OK.
Your Batch Request Number is: 917356
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Welcome

Batch Jobs

View » = Detach
[SCOM2-1}(1-917856) Academic Applications

Welcome

Batch Jobs

View v  &=f Detach
{SCOM2-14I-917856) Academic Applications

Welcome

Batch Jobs

View= = Detach
{SCOM2-14I-917857) Academic Applications

]

0) Once the process is
completed click on the
Blue hyperlink

$i

Process not yet started.

n) Use the Refresh Button
until the Process is
completed

¥

Process still busy.

T

Process successfully completed.

2. When you've run the letter in BULK you will get this popup warning you of how
many letters you generated. ALWAYS only view maximul allowed

NMumber of Output Files X

The number of documents retrieved (2899) exceeds the maximum allowed (5) to be viewed.

. View Them All ;| View Maximum Allowed || Cancel

3. When you click on view: You will multiple letters and 1 summary The first one is a
summary and the second one the letter.
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& 'I 2 htp:/fits-test-01.uj ac.za: 7772/plsftesti03/gen.g55_show_dsr?x_key=F26515008771 O - & - ) @ fstest0. x

File Edit Goto Favorites Help

Date : 18-AUG-2015 14:46:59 University of Johannesburg Test (RH) Page 1
Program : il9bea v03.0.0.2 Academic Applications Batch Request Number : 86114
Stylesheet: DEFLTLOG v02.0.0.0

Print Letters Y Print Lists N

Print Labels N Print Ascii N

Send Sms N Contact Type PC

Address Type PA Communication Type ET

Sms Communication Type Sort Order N

Document Date 18-AUG-2015 Is this a Test Document N

Create a Logfile Y Calendar Year 2016

Block Code 0 Campus Code or ALL 5

Facuilty Code or ALL 14 Qualification Code or ALL D7002Q

Qualification Student Type or ALL ALL Offering Type or ALL 41

Study Period or ALL 1 Subject Student Type or ALL ALL

Admittance Yes / No OR Both N Subject Offering Type or ALL ALL

Admission Status or ALL (Blank for no Status) 1N Print ALL Choices N

Include Already Admitted Students Y Application Type or ALL ALL

Should Planned Subjects be Selected for N Include Qualifications Already Registered Y

Qualification Block Only

Print Administrative Comments N Select Bulk or Individual Students I

Enter Student Number to Include or <Enter/ 216000097 Enter Student Number to Include or <Enter/

Return> to Continue Return> to Continue

Report Report Indiv/ Number Number Auto  Mail Auto  Print Active

Sequence Description Batch Generated Rejected Mail Override Print Override Entry
Yes/ Yes/
No No

10 Univ of Johannesburg - Test Letter I Y evermeulen@uj.ac.za Y

20 Default Log B N Y

Total Records Read: 0

End Of Report

Once you have generated the letters, it will be mailed to the relevant students.

v_dsr?x_key=F5B90DB23CEFBFAT O - & || 2 Integrator Date Verfication .| & its-test01.uj.

FACULTY OF HUMANITIES

18 August 2015

¥OUR REFERENCE NUMBER :
(must be used in all corespondence with LW

S E—

Your application to (APB FULL-TIME) for 2016 refers.
Thank you for your application to study at the University of Johannesburg.

We regret to inform you that your application for the programme as indicated above has not been
suceessful, as your results did not meet the minimum reguirements.

Applicants who have been declined based on their final Grade 11 results might be taken into
consideration if their final Grade 12 results meet the minimum requirements for the intended
qualification. Please note that meeting the minimum requirements for a specific programme does not
necessarily guarantes admission due to space constraints andfor selection processes.

InJanuary 2016, depending on selection and spaces available, UJ will automatically allocate statuses
to potential candidates based on their final Grade 12 results received from the Department of Higher
Education and Training, and inform them accordingly via SMS. Itis, therefore, not necessary to come
inta UJ inJanuary 2016 to submit your final Grade 12 resulis. Altematively, applicants can follow the
Mobi Late Enguiry process in January 2016 to enquire on study spaces still available. Please visit
the UJ website for more details at www.ujac za during January 2016.

Please note that due to the administrative process involved in considering your application, the
application fee paid is non-refundable.

Yours sincersly
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IMPORTANT NOTES:

You now have to delete the reference to your OWN e-mail address in order for the e-mail

to reach the student via the student e-mail address
m - -
Action Edit Query Block Record Fie

iComms Style Sheets -

Document
Description Classification Start Date

frasT [17-AUG2015 | Storeto Cliert | Retrieve from client [[v _ves  +|[EENE12 |

Code Show User

Q9TESMST IiComms_test_master

__ REMOVE your own email
Sequence Document Classification Description |Unw of Johan used | n the T ESTI N G

Erobn Doourent GETESLET T process BEFORE you
terete Docunent [SSTESLET o et et generate the letter to the
Send Mail | v - ves - IMaiI Destination |evermeulen@uj.ac.za L—\ Stu d e nt
Display at Runtime [ _ ves - Active

Everytime you make a change on your letter, you have to upload it again on the ITS
INTEGRATOR system (Step 6 in the manual).

It is also important to know that once your letter is uploaded anyone can create and print
those specific letters if they know your group and letter codes.

11.STEP 9: SETUP FOR BATCH PRINTING

You can schedule the letter so that the program will automatically generate and mail the
letters on a scheduled date. The menu option is: BATCH 8 — Schedule programs. You
can schedule the program daily, weekly, monthly or quarterly. If you schedule it weekly,
you can also select the day on which the program has to run.

If you select a Monday, the programme will automatically create the letters and by the time
you get to your office you can just print them. You have to follow the following three steps:

1. Get the request number.
2. Link a description to the request number.
3. Schedule the batch report.

11.1. Determine the Request Number

e You have to request your letters on the specific printing option. (SCOM2-1)
e After you have generated the letters you click on the Batch button.
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2 htps uacas adhaar - p-ac

2 lntegrator 2 sph-tiappstet D1 (S spkeitcappatest-Ol... (2 sphcitiappstest-O1... (S apk-seppitet-O1._. (2 apktsappatest-Ol...
Fle Edt View Favortes Tooks Help
5 &) This siteian't cecure () gems Government Emplo... 4% Southem African Emerge... ) Events South Afican Gov.. (] Mews24 Traffic || MOM = | PersonalFolder = | Praduction Semvers = TestSemvers ~ & MyPartfolio. () Hame - Gaogle Play Music
University of Johannesburg Test3.1 Welcome - MRS. CE GENIS , [MG=) Help = Logout
ﬁ Change Password
e Favourtes
Favourites + R welome Batch
Scademic Fpphcatinf fmision QSNAPPA- 1) Batch Jobs 2 -
Biographical Info (tew Records) (LSREG-1) Abert Opton
Resat OID passwurd / Uniock User account (USERS-8)  View~ 8 Datach

e e " ““( On your landing page to

(PS¥S) - Student (MAIN-1}

o the right top of the

{GSYS) - General {MAIN-3} ‘
{TSYS} - Technical {MAIN-4}

{BUSMAIN} - Processes {MAIN-6} SCreen - C“Ck On
MORE and then BATCH

About Us | Tesms of Use | Disclaimer

Batch-20 will open with only the jobs that you have created. Scroll down to the relevant
option and follow the steps indicated below

{BATCH-20} Query Own Batch Requests

Query Batch Use the search function to search for
N your job and click on search

Batch Request Number Menu Option Requested
Menu User Code
Advanced Search || Reset
Batch Request

view v [[E#| & Detach
Batch Request Menu Opti User Cod Immediate/Deferred Requested Date Started Date Finished Cancelled Dats Result P Exti
NG lenu lenu Option Iser Code mmediate/Deferred Queue equeste ate e ate Finishes ancelled Date esul rogram ension
917857 ‘SCoM2 1 REGE I 11 02-May-2019 15:0... 02-May-2019 15:0... 02-May-2019 15:0. 0 i9bea
917856 SCoM2 1 REGE 1 11 02-May-2019 14:4.. 02-May-2019 14:4... 02-May-2019 15:0 0 il9bea

{BATCH-20} Query Own Batch Requests x

Query Batch

Search

Batch Request Number Menu ption Requested &

Menu User Code
Advanced Search || Reset

Batch Request

viewv [EF i petach
ﬁi‘.ﬁ'& ;“‘““‘ Menu Menu Option User Code Immediate/Deferred Queue Requested Date Started Date Finished Cancelled Date Result Program Extension
517857 scom2 1 REGE 1 1 02-May-201 15:0... 02-May-2019 15:0... 02-May-2019 15:0. 0 iiobea
917856 scom2 1 REGE 1 o1 02-May-2019 14:4... 02-May-2019 14:4... 02-May-2019 15:0.. 0 il9bea

Print/View/ Cancel Request

Click on the tab “Save

Batch Request Number 917857 Immediate/Deferred 1- Immeditae ”
e 1 Batch Request” and then
Menu Description {SCOM2-1} Academic Applications Requested 02-May-2019 15:06:46
Request Description Date Started 02-May-2019 15:06:47 0 n th e b utto n C reate
Depend on Date Finished 02-May-2019 15:06:56

User Code REGE Cancelled Date

Request Detail

Batch Request Answers = Batch Request Output | Save Batch Request

[ create  [E Delete
Request Description Date last Used Program Extension User Code
No data to display.
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Print/View/Cancel Request MFrst f Prev b Met Bl Last | [gdSave | [ Cancel [Und=0, Del=0, Ins=1]

Batch Request Number 917857 Immediate/Deferred 1- Immeditae Result 0 - Successfull
Menu Option SCOM2-1 Queue I1
Menu Description  {SCOM2-1} Academic Applications Requested 02-May-2019 15:06:46
Request Description Date Started 02-May-2019 15:06:47
Depend on Date Finished 02-May-2019 15:06:56
User Code REGE Cancelled Date

Request Detail

Batch Request Answers = Batch Request Output  Save Batch Request G |Ve th e J o b a d eSC rl ptl O n
H ERcreate  [F Delete
Request Description Date last Used Program Extension User Code an d Cl | Ck on SAVE
application Letter L0k,

11.3. Schedule the Letter
Make sure that you are on

the batch job you just
named in the previous
step

Go to BATCH-8 to schedule the report.

{BATCH-8} Schedule Programs

Dokl

Enter the following:
a) scheduling type,

Schedule Detail ldFirst 4 Prev P Next P Last [dsave [ cancel

Request Detail Dependant Job Detail

n B"mé 917857 Request Description  application Letters
eques!
b) frequency and Number

Program il9bea Extension

c) interval needed

Menu SCoOM2 Option 1 Menu Description {SCOM2-1} Academic Applications

Email to
send
ouput

Schedule
¥ Last Date Next Request Number

Request

@ O - Oracle Scheduler Copled

O B - Batch Scheduler Scheduler

Frequency (v Instruction
Original REGE

Schedule Interval User

Hour [v] winute [¥]

* Schedule Type

Enter the e-mail for the
repot and the e-mail for
errors

Remember to save

Please note the following w.r.t Schedule Type and frequency:

ITS BATCH ORACLE Scheduler
D - Daily N - Minutely
W - Weekly H - Hourly
M - Monthly D - Daily
Q - Quarterly W - Weekly
M - Monthly

The interval of the previous field. Valid values 1 - 99. Only valid for ORACLE Scheduler.
Time of day when job must execute. Only valid for ORACLE Scheduler, all parameters excluding Minutely.

Oracle Scheduler run parameters

It is only in extreme circomestances that you will use the ORACLE Scheduler.

Once the scheduled program has automatically generated the requested batch, you will
receive and e-mail looking like this:
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| ¥ « ¥ = ITS System Email: Residence acceptance letters - Message (HTML) = B R

a2 .7 = 3 Rules * (¥ Mark Unread ¥ Find [ 5]
P Ignore x 3 \kJ _.% al\deeting L3 Move to: ? g To Manager ] L% =] a5 1% _‘“
. [ Team E-mail & Done _J ,@ OneNote Categorize = I% Related -
~ Delete Reply Reply Forward # - _ Move Translate Zoom
& Junk Al 2 More (= Reply & Delete 7 Create New = [z Actions - | ¥ Follow Up ~ > [g select -
Delete Respond Quick 5teps u Move Tags F] Editing Zoom
From: Administrator <oraias@localhost.com:> Sent: Sat 4/2/2011 8:01 PM

Ta: Vermeulen, Elmarie
Co
Subject: I7S System Email: Residence acceptance letters

----ITS Boundary.605392468 Content-Type: text/plain
Scheduled Program Report
Report Mame Residence acceptance |etters Request Mumber 57336

You will see the job schedule on the landing page and can view the output by clicking on
the Blue Hyperlink. It will also be in your inbox if you've indicated such.

Welcome

At !

Batch Jobs

View v &4 Detach
{SCOM2-1}(I-917857) Academic Applications Process successfully completed.

12.HOW TO REPRINT A LETTER

It is important to create a logfile for the letters once it was generated to avoid sending
letters to the same students over and over. Once a lodfile is created, the system will not
generate another letter for those students again. However, it is possible to reprint a letter
for a student. The logfile needs to be removed and then another letter could be printed for
the student.

12.1. Remove the logfile

If you have created a log file and need to re-print the letters or have to re-print one letter,
you have to request a reprint by “removing” the log file.

A request for a re-print is done on: SCOM-1 Student document Enquiries.

You can follow the exact steps on how to remove a logfile and reprint a letter as explained
in the manual: Remove a logfile and reprint letters available on the intranet under:
Registrar’'s Portfolio >> Central Academic Administration >> Scroll down to Training >>
Documents and Templates >> Academic Administration.

12.2. Reprint the letters

Go back to the specific -Comms option where you normally print that specific type of
letter. In this example it will be SCOM2-1.

Enter the parameters as per normal request until you get to: Select Bulk or Individual
Students.
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a) If you have to reprint a group - enter: B - Bulk or
b) If you want to reprint 1 letter, enter | — individual.

If you have to reprint an individual letter a field will open where you have to enter the
student number.

13. VIEW A LETTER GENERATED FOR A STUDENT

Once a letter or document was created for a student you can view it on the ITS
INTEGRATOR system. This is being done on the ITS INTEGRATOR menu option:
SCOM-1. Query the student number and click on execute. Once you have all the
information of the student infront of you, right click any place on the white area in the
block. On the pop-up menu, select : Document storage and retrieval.

Gl € ]y E L 1. Enter a query 2340
"milzapp 1 v02.0.0.0 {SLLL1-1} Student Document Enguiri ' '

Docurnent to Students Enguiries l
Block Ferson Ref
Year Code Mumber Ind Ref Code qEnter the student number and\nt Reprint
|2016 - .C C7aa H . 2015
& © 21 click on: Execute. %
Block Person Ref All documents generated for this :
Year  Code Number Ind Ref Code d f ” b d | d nt Reprint
[oiE |0 21 g [promza \_ student so far will be displayed. os|[
Block Person Ref l |
Year  Code MNumber Ind Ref Code Docurnent Farmat User Date Sent Reprint
[oE | @:| |D7o020 |[s9TESLET | [E - Letter ~|[EENB1Z |[18-AUG-2015 || |
Block Person Ref [iComms_test_letter |
Year  Code MNumber Ind Ref Code Docurnent Farmat User Date Sent Reprint
C 1 101 I I I I I
Block Person Ref l |
Year Code Number Ind Ref Code Document Farmat User Date Sent Reprint
C 1 101 I I I I I
| |

25



Fesource  General Technical

Document to Students Enguiries l
Black Person Ref
Year Code Mumber Ind Ref Code Document Format User Date Sent Reprint
2016 |0 2 [c [Drooza [99ACILET |E - Letter ~||GEKD [31-ay-2015 ||
3. Right click any place on the white area in
the block and select: Document storage and |U59r |Da‘9 Sent |R9F’””‘
- = ||WEB 01-APR-2015
retrieval from the pop-up menu.
CR T Er=urT ~ET
Year Code Mumber Ind Ref Code Document \nat Uszer Date Sent Reprint
2o 0 ([ ][C [prooza BOTESLET \etter _ ~|EENB12 | [18-AUG2015 |
Block Person Rt iComms_test_letter
Year  Code MNumber Ind Ref Code Document Farmat Save Defaults ' Reprint
| | |— | | Eet User Defaults
Block Parson Ref | ) Document Starage and Retrieval
Year Code Mumber Ind Ref Code Document Format I Reprint
| | Ol | L Query Notes
| Parsanal Motes
Quit
Export
|Frport
Repart 3
Get Routing Reguest far [nfo.

A list of all documents created for the student will appear. Select the relevant letter you

want to see and click on View. The letter will open.

B2 University of Johannesburg Test (RH)

Action  Edit Query Block Becord Eield wWindow Favourites Graduator Resource  General Technical Processes

| =
Gl o I [ L 4 4 v P 2@ ? #1234

File Mame Date Remarks
Fa6124_5] | DSR12876(18-AUG-2015 iy of Johanneshurg - Test Letter| =
F58366 5] | DSR12001£[31-MAY-2015
Fa457 52 SR11310926-APR-2015
F9501_52 SR1131D1E|26-AF'R—2015
F79594 3] | DSR109251|08-APR-2015
|
| | Select the document you
| | want to see and click on:
I I View.
| |
| |
| |
| | -
Yiew | Iail | Store

|*

1]
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ow_doc?p_dsrseq=129764928p_ch © ~ C || (2 Integrator Production - Web...| = Integrato

‘ The selected letter will open. ’

FACULTY OF HUMANITIES

18 Awgust 2015

YOUR REFERENCE NUMBER - |
(must be used in all correspondence with UL}

Dearms[ ]

Your application to [(APB FULL-TIME) for 2016 refers.
Thank you for your application to study at the University of Johannesburg.

We regret to inform you that your application for the programme as indicated above has not been
successful, as your results did not meet the minimum reguirements.

Applicants who have been declined based on their final Grade 11 results might be taken imto
consideration if their final Grade 12 results mest the minimum reguirements for the intended
qualification. Please note that mesting the minimum requirements for 3 specific programme does not
necessarly guaranies admission dus to space constraints and/or selection processes.

Im January 2018, depending on selection and spaces avallable, U will automatically allccate statuses
to potential candidates based on their final Grade 12 results received from the Department of Higher
Education and Training, and inform them accordingly via SMS. It is, therefore, not necessary to come
into UJ in January 2016 to submit your final Grade 12 results. Aliematively, applicants can follow the
Mobi Late Enguiny process in January 2018 to enguire on study spaces still available. Please visit
thie U website for more details at wavw uiac z3 during January 2018,

Please note that due to the administrative process involved in considering your application, the

application fee paid is non-refundable.

Yours sinceraly

:’1’5‘;:1

jo=

Student Enrclment Centre
011 550 4555

CFFIC 1L AD
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14.

ICOMS CHECK-LIST

Create a checklist to ensure that you keep record of your codes and the different steps
that you are sure you have done everything possible to ensure the correctness of your

correspondence.
Master Letter GMNT | Description | BATCH- | BATCH- | Request | Tested
code code setup 14 8 Number
99UNSMST | 99UNSLET | Yes Honours Y Y 90839 Yes
unsuccessful
letter
99PROMST | 99PROLET | Yes Hours Y Y 90845 Yes
provisionally
successful
letter
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A list with the old menu and option, the menu description, the old SLLL

Annexure A

ITS INTEGRATOR program code, the new Integrator menu and option,

default letter code, default list code and the Master Group code.

Ry Ao e
FSCOM1-2 Student Documents ILGOTLET |IL601LST |IL601GRP
FSCOM1-3 Debt Collection Documents IGIO1LET |I6I01LST |I6I01GRP
FSCOM1-21 Bursary Applicant FKIO1LET |FKIO1LST |FKIO1GRP
FSCOM1-22 Bursary Allocation FKCO1LET|FKCO1LST|FKC01GRP
SDGCOM-1 Issue Voucher Dispatch Note [EQO1LET [IEQO1LST [IEQO1GPR
SCOM-7 Students in Residences Documents ILIOTLET |ILIO1LST |ILIO1GRP
SCOM-8 Secondary School Documents ILFO1LET [ILFO1LST |[ILFO1GRP
SACOM-3 Documents per Indicator IG601LET (IG6O1LST |IG601GRP
SACOM-4 Documents to Previous Grads ILEO1LET |ILEOTLST [ILEO1GRP
SACOM-5 Documents to Current Grads IGOO1LET |IGO01LST |IG901GRP
SACOM-6 Documents per Postal Code IGAO1LET [IGAO1LST [IGA01GRP
SCOM2-1 Academic Applications ILOO1LET |IL9O1LST |(IL901GRP
SCOM2-2 Residence Applications ILAOTLET [ILAOILST (ILAO1GRP
SCOM2-3 Certificates/Indicators (Applicants) IL101LET [IL101LST (IL101GRP
SCOM2-4 Academic Applicants IL401LET |IL401LST |(IL401GRP
SCOM2-5 Foreign Student Documents [H201LET |IH201LST |IH201GRP
SCOM3-1 Certificates (Registered Students) ILHO1LET |ILHO1LST [ILHO1GRP
SCOM3-2 Registered Students ILSO1LET [IL501LST |(IL501GRP
SCOM3-3 Registered Students (Subjects) IL701LET [IL701LST |(IL701GRP
SCOM3-4 Exemption Subjects ILGO1LET [ILGO1LST [ILGO1GRP
SCOM3-5 Confirmation of Centres IS401LET [IS401LST [IS401GRP
SCOM3-6 Masters/Doctorate Dissertations ILXOTLET |ILXO1LST |ILXO1GRP
SCOM3-7 Dissertation Documents ILZO1LET |ILZO1LST |ILZ0O1GRP
SCOM3-9 Foreign Students Documents IH301LET |IH301LST |IH301GRP
SCOM3-11 Service Centre/Activity Documents ILVO1LET |ILVO1LST |ILVO1GRP
SCOM3-10 Province/Magistrate Documents ILUOILET |ILUOILST |ILUO1GRP
SCOM3-12 Excluded Students IH101LET |IH101LST [IH101GRP
SCOM4-6 Qualification Results IG901LET [IG901LST (IG901GRP
SCOM4-2 Examination Publications ILLO1LET [ILLOTLST |ILLO1GRP

29



oy AT e
SCOM4-4 Assignment Resubmission Documents ILYO1LET [ILYOILST |ILYO1GRP
SCOM4-5 Marked Assignments ILROTLET [ILRO1LST |ILRO1GRP
SCOM4-6 Promotion Ceremony Documents ILTO1LET [ILTO1LST |ILTO1GRP
SCOM4-7 Student Comments Letter ILBO1LET |IL8O1LST |IL8O1GRP
SCOM4-10 Examination Information ILSO1LET |ILSO1LST |ILSO1GRP
SCOM5-1 General Documents ILJOTLET |ILJOILST (ILJO1GRP
SCOM6-2 Inserts Documents [I401LET |l401LST |ll401GRP
SCOM6-6 Generic Group/Qualification ILQOTLET [ILQO1LST |ILQO1GRP
SCOM6-3 Generic Group/Qualification Documents ILCO1LET (ILCO1LST |ILCO1GRP
SCOM6-5 Enquiries Status ILWO1LET |ILWO1LST |ILWO1GRP
SCOM6-4 Brochure Item ILOO1LET |ILOO1LST |ILOO1GRP
TASKS1-36 Assessment Validation IFDO1LET |IFDO1LST |IFDO1GRP
CLCOM-1 Participant Interaction Letters [UZO1LET [IUZO1LST |IUZ01GRP
CLCOM-2 Participant and Activity Letters IUMO1LET |IUMO1LST|IUM01GRP
CCOM-3 Co-op Training Candidates IOHO1LET [IOHO1LST |IOH01GRP
CCOM-4 Student Not Placed IOIO1LET |IOIO1LST |IOI01GRP
CCOM-5 Interview Details IOJO1LET |IOJO1LST [I0JO1GRP
CCOM-6 Successful/Unsuccessful Students IOKO1LET [IOKO1LST |IOKO1GRP
SRCOM2-1 Interview with Applicant IR4A1LET |IR4A1LST |IR4A1GRP
SRCOM2-2 Outcome of Application IR4B1LET |IR4B1LST |IR4B1GRP
SRCOM2-3 Involvement with Projects IR401LET [IR401LST |IR401GRP
SSTUD9-11 Student Cohort Correspondence [J701LET [IJ701LST |lJ701GRP
SSTUDS-7 Service Request Correspondence [YSO1LET [IY501LST |IY501GRP

Please note: More training manuals are available on the intranet under:

Registrar’s

Portfolio >> Central Academic Administration >> Scroll down to Training >> Documents

and Templates >> Academic Administration.

THE END
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