Corporate Information Systems
http://www.sussex.ac.uk/its/help/bishelp.php

SSTU0136 - Student Applicant Group Email

Click Clear to clear the
search criteria for a
new search

@ Sussex Administrative Systems
Tasks Edit Window Help
’;;S_SE-TI._JEH 36 Student Applicant Group Email Michele Saliman Database: LIVE Started 22-FEB-200511:39

Academic Year: |g5/05 vI

Select an Email Group

Application Type: [a) %
Taught or Research: IBmh vl
MoA: Al >

Entry Year: [Al ~| Month:

Status:

Al Statuses

Clear I

Jan
School : W Feb
Department: [all Departments :1:: | =
Programme: [All Programmes | May — H
Home / Overseas: mjzr = —LI
Visiting / Exchange: Ilnc[ude all / ﬂ
Nationality: | [ / 1|
Domicile: | [ / 2|
Fee Code: [ | i‘ &I
Use the Student Group/Email form to email rolled forward applicants. .
Rejected, Declined ang Withdrawn applicants will not be included. /#I
|Record: 11 [ ] ol / | [<osc> // [ J
Click on the arrows ! Click Find to _/ Click Exit to go
to access drop- search for back to the main
7v| down menu /D/D{ students DS/SUPPORTO menu

US

University of Sussex

Searching for your Student Applicants
The Student Applicant Group Email screen will let you search for and email a group
of applicants. You can choose different values in the search criteria to make your

search more specific.

Explanation of Some of the Search Terms:
= Academic Year — The year in which the application is made
= Application Type — The area the applicant is applying to
= MOA - Mode of Attendance (e.g. Full-time, Part-time, or Distance Learning)
= Entry Year and Month — When the applicant will be starting his/her
programme

= Status — Status of the Application (e.g. Deferred, Offer Accepted)

Once you have selected your search criteria click on the Find button to return your list

of applicants
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Click email address to email
05/06 App Type P Taught LIFESCI CHEMISTRY Applicants: Listed 4 Selectpst” 4 students individually
Name Programme Email Address atus Include?
.Smith, Alan Organometallic Chemistry i a.smith@yahoo.com COND-ACCEPT ¥ = n q
Smith, Andrea Organic Synthesis andrea.smith@hotmail &= UNCON-OFFER M | ] _— S‘FUdentS Wlth no emall addres§
Smith, Anthea Organometallic Chemistry UNCON-ACCEP © will not be included in the email
Smith, Alice Organometallic Chemistry a.smith@sussex.ac.uk UNCON-OFFER ™
.
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f Click Copy Addresses button to copy
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= After clicking the Find button your students will be listed on a new screen From: M.0.Saliman@sussex.ac.uk
. ) ) ) Copy to: | " Copy to Self
= If a student has a university email account this email address will be displayed, Subject: [

otherwise this will default to a personal email address if one is listed on the

System Message w

=  Students with no email account will not be included in the email.

= To email an attachment click the Copy Addresses button to copy and paste
the email addresses into the BCC section of your local email package (e.g.
Mulberry). These will appear as individual email addresses; however, your
applicants will not be able to see each other’s addresses when they receive the

mail. Signature [Michele Saliman SUSSEX HOUSE 201 Ext. 3745 Email: M.O.Saliman@sussex.ac.uk | Exit I
71\
= If you would like to receive a copy, click the ‘Copy to Self’ check box i o are el |
Record: 1/1 [ ] o [ - -
* Messages will go out to ‘undisclosed.recipients@admin.susx.ac.uk’. This will stop | | your details will 7| Click ‘Copy to Self to receive
the recipients from seeing who else has been emailed. appear in the email a copy of the email in your
footer university account
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= After composing message click Send button to send message to students
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