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FOLDER VS LINKS IN NAVIGATION

Favorites : Main Menu > Set Up SACR > Foundation Tables > Term Setup > Reports
- : - - - - -

P
erm Setu b
Run reports on term setup. 9 liti p ,
- Term and Session aciiies wey Term Type Table
Create a report of all existing terms and se. (1 Reporting Codes ¥ |=—| Create a report of all established term types.
(3 Academic Structure NLD »
Academic Cal Term Table = Academic Cal Session Table
Create a report that lists all terms within academic calendars. Create a report that lists all sessions within academic calendars.
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NAVIGATION & FIELD TIPS




NAVIGATION COLLECTIONS

¥ Search

Favovrites Main'Menu

MyPage | [ CS Procedure Manuais | ¥

Advising Navigation Collection Advancement Work Centers x4
=] Search/Match Scholaship & Bursary Dash
=l Create/Update Prospects Pege for

"= Advising Notes
Study Abroad Pages (O v

= Student Services Center =

[ Student Information
Leaming Services Pages O v Student Services Centes
—
=] NAIT ISP Actuals Addresses
Electronic Addresses
=] NAIT Individualized Srvce Plan Emergency Contacts
=] NAIT Student Information [ Study Abroad Applications Full
Citizenship and Passport
7= NAIT ISP Report Acvising Noles
=] Student Services Center = Study Abroad Dashboard
Dashboard for Study Abroad
= NAIT Transcript Unofficial
=] Advising Notes
=] Learning Services Dashboard
= Query Viewer
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DASHBOARDS & WORKCENTERS

faw'ntm Main'Henu b! FmangalM > Scholaship & Bursary Dash
0 «

Scholaship & Bursary Dash

Disbursement Problems. S o~
The awards listed below have been disbursed but do not appear on the student account and require
e — investigation
:Assign Departmental Awards
{ Amsicn dep awards o |10 |institution |Aid Yr |Term |mem Type |Career |DisbID |DisbPlan |Offered |Accepted |Authorized |Disbursed
" students. Full Query Results
E Disburse Aid
Manually disburse aid onine by ferm.
View Customer Accounts
View acvity on a student account by
account fype.
Student Services Center

“@ View an at-a-glance overview of a student; s
information. Find quick Enks to more
ed jon and to
administrative tasks.

NAIT View eLetter Data
View eLeiter Data

Authorization Failure Report
Generate report of awards that have failed
disbursement authorizaion.

Query Viewer
e
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GROUP AND ORDER YOUR FAVORITES

Edit Favorites

Click the Save button afler @diting or deleting tavories

|setup: Academic Program Table

[setup: Term Values Table

|setup: Term/Session Table

10

[reports: Query Manager
[reports: Where my reports live
[reporis:Process Monitor

E
E

Edit Favorites
Term/Session Table
Scholaship & Bursary Dash
Student Program/Plan
Item Types

()

My Favorites

[& Edit Favorites

= setup: Academic Program Table
setup: Term Values Table
setup: Term/Session Table

reports: Query Manager
reporis: Where my reports live
reports:Process Monitor

Y ) )
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DROP DOWN LISTS

DDCP Credit Programs
1172 Winter 2018 Term

'Winter 2018 Term
'Win 2018

01/012018 [y . [oar
2017

Arrow keys scroll through the list.

DDCP Credit Programs
1172 Winter 2018 Term

\Winter 2018 Term
'Win 2018

W

01012018 [ »gnding Date: |04/

2017
HOL1  Q Holiday Schedule 1

Type a value go straight to your choice.

EMEA ALLIANCE 11-12 OCTOBER 2016



PARTIAL FIELD SEARCH

2 Help
Holiday Schedule:|begins with | HO |
Description: [begins with || |
| LookUp || Clear || Cancel | Basic Lookup

Search Results

Holiday Schedule  Description

HOL1 Holiday Schedule 1
HOL? Holiday Schedule 2
HOL3 Holiday Schedule 3
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QUERY FAVORITES

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

| “Search By | | Query Name Y| begins with IN_SF_TU
| - Search | Advanced Search

Search Results

*Folder View |— All Folders v

Query Personalize | Find | ]

Oue e Desreton ome ror B B0 B0 socsn

N_SF_TUITION_BY_CLASS ‘Display tuition by section Public CO 'H_TML Excel XML Schedule Lookup References
N_SF_TUITION_BY_PROGRAM Tuition by term range per prgm |Public CO .m Excel XML  Schedule Lookup References
N_SF_TUITION_GROUP_REVIEW List Term Fes in Tuition Group  Public RO HTML Excel XML Schedule Lookup References

v My Favorite Queries

" Runto Runto Runto
‘Query Name Description Owner  Folder HTML Excel XML  Schedule Definitional References  Remove
N_AA_ADVISING_NOTES Advising Notes by date & area Public RO HTML |Excel XML Schedule Lookup References =]
N_EL_DS_Fo04 Donor Letter Public ELETTERS HTML |Excel XML Schedule Lookup References =
N_FA_AWARD_SUMMARY DRO Fiscal Amounts by Award Schedule Lookup References =
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T'1S FOR TODAY

N_SF_ACCOUNT_BY_DATE_TERM

|

Account: (12345 .
From Jrni Date: | o T decodes to Today’s date
ToJml Date: | 39

OK  Cancel

. From Jrnl Date: 101032017 i

| Toumivate: |

N_SF_ACCOUNT_BY_DATE_TERM

12345 |

Account:

OK  Cancel
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PAGE TIPS




SEARCH IN AND BETWEEN VALUES

Favn_ﬁtes i Haln'Mmu » SetueSACR > Pl'amuvkdated 3 SIJJdentElnandah > Iteml‘ypes > Item Types

Find an Existing Value Add a New Value

~ Search Criteria

SetiD: [NAIT Q

Item Type: in ~|(000000000500,000000000502, 00000000051 0,0000(
Description:  [begins with v

ltem Type Code:[= wv| | v

Key Word: begins with |
Key Word 2: begins with ||
Key Word 3: begins with V||
Item Type From:|>= v
tem TypeTo: [= ]

[Tinclude History Ml correct History [Jcase sensitive

P Lo

Search | | Clear | Basic Search (& Save Search Crteria

Search Resuits

View Al First [4] 1707 3] Last
SetiD  lMtem Type Description ltem Type Code Key Word Key Word 2 Key Word 3
NAIT 000000000500 Payment Payment (blank)} |(blank)  (blank)
NAIT 000000000502 Payment-Corporate Payment (blank) (blank) (blank)
NAIT 000000000510 Payment-PFT Tuition Deposit Deposit (blank) (blank) (blank)
NAIT 000000000515 Payment - MCI Gift Cerificate Payment (blank) ank’ (blank)
NAIT 000000000517 Payment-Emergency Loan  Payment (blank) (blank) (blank)
NAIT 000000000541 MTS Web Payment Payment (blank) (blank) (blank)
NAIT 000000000550 Payment-Training Pariners — Payment (blank) (blank’ (blank)

Favorites = Main Menu > Set Up SACR : Product Related > Student Financials > Item Types > Item Types

LS B M U P UL S B LIRLR SAIL L LEAYS (FEIUS LA IR B0 3L U 8 VaIue S,

O ENES U URE TR Add a New Value

~ Search Criteria

SetiD: = v AT x|Q
Item Type: between || 000000000500
and
(000000000599
Description: begins with |
Item Type Code:| = v | v
Key Word: begins with Q,
Key Word 2: begins with || Q
Key Word 3: begins with » Q

flom Type From:[==____v]

Item Type To: <= ~

[include History ™ correct History [] Case Sensitive

Search | | Glear | Basic Search & Save Search Criteria

Search Results

View Al First [4] 1-180f 18 Last
SetiD  Item Type Description item Type Code Key Word Key Word 2 Key Word 3
MAIT 000000000500 Payment Payment (blank) (blank) (blank)
NAIT 000000000501 Transfer lo/fom TP Conract  Paymeni |(blank) (blank)  (blank)
NAIT 000000000502 Payment-Comorate Paymen!  (ank) (blank) (blank)
NAIT 000000000503 Alberta Works Payment (blank) (blank) (blank’
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SAVE SEARCH CRITERIA

ltem Types

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
w Search Criteria

Use Saved Search: | student payments v|

SetiD: [= v] NAIT x Q
Item Type: | between  v||000000000500
and
'000000000599
Description:  |begins with v||
Item Type Code:|= v| | Payment v

Key Word: | begins with ||
Key Word 2: | begins with v ||
Key Word 3: | begins with v||
ltemTypeme:|>= v|
item Type To: |[<= vl

[include History Correct History [ Case Sensitive

P LLP

Search | | Clear | Basic Search [&" Save Search Criteria  Delete Saved Search
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PAGE PERSONALIZATION

Favo'ltsrnmvna\u > RecofdsangEnrollma\t > StudeutTemvllnfolmaion > Term History

21 New Window 2 Help E{PetsonalizePage
_ImnShislits g_amﬁvesutsies Term Withdrawal Session Withdrawal Amdq__pcsunﬁlg SimgadeReviaw

Vanilla Milkshake

200423736

Access
personalization
options here

Academic Institution: Northern Alberta Inst. of Tech —

Term: Spring 2017 Term

Academic Level - Term Start: 1st Year

Pro-Rata Eligible: O  Post Term Withdrawal and Calculate Tution & Fees
*Withdrawal \ Cancel: | vl

Withdrawal \ Cancel Reason: *Tuition Calc Required:
Withdrawal \ Cancel Date:
Last Date of Attendance:

Override Withdrawal Schedule:

(G)save  CPRewmtoSeach  © Previousinlist 4 |Nextinlist  Nofify | UpdateiDisplay _:linclude History | Comect History |

Term Statistics | Cumulative Statistics | Term Withdrawal | Session Withdrawal | Academic Standing | Student Grade Review | Student Special GPA
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TAB ORDER

Copy Settings

i

|'
Page Personalization

[ put this page in front (the current tab) when | come into this component.

e of the View All settings on this page.
g order personalized below.

Clear the
tabbing

3 order, select Clear Tabbing Order, then click items to include in desired sequence.
der setting may be overridden by the people code command SetCursorpos().
ing order, select Remove from order, Move up in order, or Move down in order, then click

Clear Tabbing Order  Restore Default

O Include In Tabbing Order ® Remove From Order () Move Up In Order ) Move Down In Order

1@- Nin 1?
Then click on
SetlD: NAIT the little x's to

set your own

order.

*Effective Date: 0032017~ ) *status:

17
*Description: ]'Paymenl Classification
* a
Short Desc: Payment Application Fee  ® Payment

Keywords: 1. —Q
2. F—!Q
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PAGE IN FRONT

Favo'nt&s Main 'Ma\u > Records ang Enrollment > Student Teml Information > Term History

oK

Copy Settings

H

Page Personalization

[:] Save the state of the View All settings on this page.
V1 save tabbing order personalized below.

To define new tabbing order, select Clear Tabbing Order, then click items to include in desired
This new Tab order setting may be overridden by the people code command S|
To rearrange tabbing order, select Remove from order, Move up in order, otMovedownn 0
appropriate items to rearrange.

Change which tab
) shows up first
Clear Tabbing Order  Restore Default

O Include In Tabbing Order ® Remove From Order O

Term Withdrawal

Academic Level - Term Start:
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VIEW ALL SETTINGS

Favgits Hain'lnlem > Records ﬂ'ltl Enroliment > ShndentTem'l_ Information > Term History
OK (Cancel Copy Setiings
Page Personalization

intg this component.
] save the state of the View All settings on this page.
'Save tabbing order personalized below.

To define new tabbing order, select Clear Tabbing Order, then click items to include in desired sequence.
This new Tab order setting may be overridden by the people code command SetCursorpos().

To rearrange tabbing order, select Remove from order, Move up in order, or Move down in order, then click
appropriate items to reamrange.

Change if you default
to View All
or
View 1

Clear Tabbing Order  Restore Default

) Include In Tabbing Order ® Remove From Order ) Move Up In Order ) Move Down In Order

Term Withdrawal g ) thdrawa ; en

200423736

Academic Institution: Northemn Alberta Inst. of Tech
Term: Spring 2017 Term
Academic Level - Term Start: 1st Year

147
Pro-Rata Eligible: % Post Term Withdrawal and Calculate Tution & Fees
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FIND

g Wew Window 7 Help o Fersonalze Fage _ Nl

;elm Statistics gtllllhllve Statistics B LRLIULELERE - Session Withdrawal N:athgl: Shlﬁq_l Student gade Review = [®

Vanilla Milkshake 200423736

Academic Career: Credit Programs

Academic Institution: Northem Alberia Inst. of Tech
Term: Spring 2017 Term
Academic Level - Term Start: 1st Year

Pro-Rata Eligible:

nait.ca needs some intormation

*Withdrawal \ Cancel:

Withdrawal \ Cancel Reason:

O
I
Withdrawal \ Cancel Date:
]

Last Date of Attendance:

|Winter

Override Withdrawal Schedule:

Academic Institution: Northem Alberia Inst. of Tech ﬁ E @
Term: Winter 2017 Term

Academic Level - Term Start: 1st Year

Pro-Rata Eligible: v | Post Term Withdrawal and Calculate Tution & Fees

*Withdrawal \ Cancel: v
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GRIDS |
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SHOW ALL COLUMNS

Enroliment Action Reason: | < From DateTime: | (
User ID: l Thru DateTime: | Click to show
all the fields
: 200423736 : .
S | Q In one grid.

Class Nbr:
v Enroliment List

[ a

Personalize | Find | =

Fields 1-7 Fields 8-11 Fields 12-19 Fields 20-25 Fields 26-30 Fields 31-35 D I=55))
Catalog Nbr Academic Career
1|TONIT 200423736 1162 4008 |ACCT 1115 DDCP

[F)save = [GPRetumtoSearch ) Nofify
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CHANGE COLUMN & SORT ORDER

Grid Customization

Enroliment List

Personalize Column and Sort Order

To order columns or add fields to sort order, highlight column name, then press the appropriate button.
Frozen columns display under every tab.

Tab Fields 1-7

C)

®
o
O

idden
Academic Career

Enroliment Request ID

Last Update DateTime
Enroliment Request Source

Tab Fields 8-11

Enroliment Req Detail Sequence
Tab Fields 12-19

Enroliment Request Action
Enrollment Action Reason
Enrollment Action Date

Units Taken

Course Count

Repeat Code

Grade Input

Grading Basis

Tab Fields 20-25

[, Forpelll | Ry St ol ™ | S
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HIDE COLUMNS

™

Grid Customization

Academic Career (hidden)

Enroliment Request ID

Last Update DateTime
Enroliment Request Source
Enroliment Req Detail Sequence
Tab Fields 12-19

Enroliment Request Action

Enroliment Action Reason
Enroliment Action Date
Units Taken

Course Count

Repeat Code

Grade Input

Grading Basis

Tab Fields 20-25

Class Permission Nbr
Change to Class Nbr
Drop This Class if Enrolled
Change To Wait List Nbr
Related Class Number 1
Related Class Number 2
Tab Fields 26-30
Override Closed Class
Override Grading Basis
Override Class Units
Override Unit Load
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FREEZE COLUMNS

Personalize | Find | 2] First K1 1.9 of9 I | agt

Fields 811 | Fields 1219 Fields20-25  Fields 26-30 | Fields31-35 ~ [»)
Oser ID D Term Class Nbr | Subject Area  [Catalog Nbr Academic Career
1 [TONIT 200433085 171 12307|ECON 1110 DDCP
2 |ITONIT 200433085 1474 alrame 1160 nnre
0 e - = onaliz d|
TONIT 200433085 -
S CNEMN| Fields 8 Fields 1219 |~ Fields 20.25 | Fiekds 2630 | Fields 3135 |  Fiekis 3640 | [*)
roliment st - Enroliment uest Enroliment Detail
UserID D 'TH Last Update DateTime | SAroNT =
1010472017 ]
I1 TONIT 200433085 }002654093 4-03-19PM Quick Enroll 2
10/04/2017 )
2| TONIT 200433085 +002554093 4-03-19PM Quick Enroll 3
Ll -
{TO“'T pUlZERIELVE - Enrollment List
Fields 17 | Fields 8-11
D 3 £ SAroMmelt ALLOn Enroliment Action Date

1| TONIT 200433085 “nroll 09/01/2017 34
2(TONIT 200433085 =nroll 09/01/2017 34

TONIT 200433085 é;inrou 09/01/2017 3

Let’s you keep the ID as the first column on every tab.
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RETURN TO DEFAULT SETTINGS

VT T v Ioe IO T
Cwverride Appointment

Instructor 1D

Tab Fields 41-44

Enrollment Req Detail Status
Requirement Designation
Requirement Designation Option
Requirement Designation Grade
Tab Fields 45-43

Transcript Note 1D

Transcript Note Exists Flag
Academic Program

Override Dynamic Dates

Ok Cancel Preview Copy Settings Share Setiingd, Delete Setiings W
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DOWNLOAD TO EXCEL

TETIT.

+ Enroliment List

From Date: £
End Date: E

Last Update Range

Enroliment Request ID: [ a

Enroliment Request Source: | v
Enroliment Request Action: | v
Enroliment Action Reason: ’— Q

User ID: |

Empl ID: 200423736 | Q

Class Nbr: Q

Fields 2630 Fields31.35 [

From DateTime: |

Thru DateTime: |

Personalize | Find | v ! wh

Fields 1-7 Fields 8-11  Fields 12-19  Fields 20-25 |
User ID 1D Term Class Nbr | Subject Area Catalog Nbr Academic Career
1[TONIT 200423736 1162 4008|ACCT 1115 DDCP

Flsave  [cPRetumtoSearch = Nofify |
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KEYBOARD SHORTCUTS




SHORTCUT KEYS

Accessing your application using the keyboard
Keyboard navigation is controlled by Hot keys and Access keys .
List of Hot Keys
Alt 1 - Executes different buttons depending on the page type
> Save button on the Toolbar in a page
= 0K button on a secondary page
> Search or Add button on a Search or Lookup page
Alt 2 - Return to Search
Alt 3 - Next in List
Alt 4 - Previous in List
Alt 5 - Valid Lookup Values
Alt 6 — Related Links
Alt 7 - Insert Row in grid or scroll area
Alt 8 - Delete Row in grid or scroll area
Allt 0 - Refreshes the page by invoking the Refresh button on the Toolbar
Alt . - Next set of rows in grid or scroll area [e.g., Alt period]
Alt , - Previous set of rows in grid or scroll area [e.g., Alt comma]
Alt / - Find in grid or scroll area [e.g., Alt forward slash]
Alt" — View All in grid or scroll area [e.g., All prime]
Alt\ - Toggle between Add and Update on the Search page [e.g., Alt backslash]
Ctrl J -- System Information
Ctrl K - Keyboard Information
Ctrl Y -- Toggle menu between collapse and expand.
Ctrl Tab — Toggles focus through the frame set
Enter - Invokes the following buttons where present: OK, Search, Lookup
Esc - Cancel
Alt ; - Context Menu

+Q +
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008 E I  Student Plan | Student Sub-Plan  ~ Student Attributes | | Student Degrees

Vanilla Milkshake
Academic Career: Credit Programs

Status: Active in Program
*Effective Date: 09/01/2017 |[5]
*Program Action: WQ
Action Reason: [ &

*Academic Institution: NAIT lQ
*Academic Program: Bus
*Admit Term: 71
Requirement Term: <

200433085
Career Reguirement Term

Matriculation

Northern Alberta Inst. of Tech
Business Administration
Fall 2017

Fall 2017

Effective Sequence: I 3
Action Date: 10/04/2017

Joint Prog Appr:

¥ From Application

Application Nbr: 00340495
Application Program Nbr: 0
*Campus: MAIN 1@ pmain

*Academic Load:
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ALT + 5: LOOKUP VALUES

Look Up Holiday Schedule

Search Results

View 100 Fient |
\hadadfin [Tk SN |
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ALT + . :.SCROLL RIGHT

| L e s e WOl E B Acad Organization FS Owner  Acad Organization HR Owner

Academic Organization: 123625
Find | View Al First Kl 2012 7 Las
*Effective Date: 070172012 5 sstatus: [Active V] =
*Description: \CE Motorcycle Safety (Innov)
Short Description: Motorcycle
*Formal Description: Motorcycle Rider Safety Training
*Academic Institution: NAIT ' Q Northern Alberta Inst. of Tech
Campus: MAIN  Q Main Campus
Manager ID: | Q
O Personal Data L] campus
® Instructor Advisor L] subject
- : []course

... and move back with Alt + .
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OTHER STUFF




EMAIL DISTRIBUTION

Favnvrit&s MainvMenu b Academic;&dutiement

»  Student Avdvisement »  NAIT Advising Notes Report

Process Scheduler Request

User ID TONIT Run Control ID TONIT

Server Name |

v| Run Date [10/16/2017 E]
Recurrence | v| Run Time [4-:03:53PM | Resetto Current Date/Time |
Time Zone Q

Process List
Select Description

Process Name

N_AA1000

Process Typ= *Type *Format

2l (8 1 _[Emal V|[PDF | Distibiitics

]  MNAIT Advising Notes Report

Distribution Detail
Process Name

N_AA1000

Process Type XML Publisher

Folder Name | v

Retention Days T
Email Subject

Email With Log:
|TEST report

Email Web Report:

Message Text

Email Address List

*ID Type: *Distribution 1D
User wv|[ToNIT

Q [+ [=
User | [SKwAN Q [+] [=]
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RUN TO WINDOW

Process Scheduler Request
UserID TONIT Run Control ID TONIT
Server Name | v| Run Date |10/16/2017 )
Recurrence | v/ Run Time 4:06:50PM Resel to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
¥  NAIT Advising Notes Report N_AA1000 Bl Publisher Window B% Distribution

Queued

Process Name: |N_AA1000
Process Instance: 3940646

[NAIT Advising Notes Report

Process Type: ML Publisher
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NOTIFY

e, WD

Send Notification

Type names or email addresses in the To, CC, or BCC fields, using a semi-colon as a separator.

Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIONS to view or change the method of the send
Notification Details Lookup Recipient

To: |test@school.ca Delivery Options
Vi ] RichText
€C:
Y
BCC:
VY
priority:[  v|

Subject: | Please check this student's account

Template: Workflow Notification
Priority: %NotificationPriority
Date Sent: 2017-10-04

X
NER DK Y

Message: |Is the tuition correct for the courses?|

Z

lick OK to send this notification and exit this page. Click Cancel to exit this page without sending a notification.
lick Apply to send this notification and remain on this page.

OK | Cancel || Apply |
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| NOTIFY

Ta

Toni Tessari

Workflow Netification
Priority:

Date Sent: 2017-10-20
Sent To: tonit@nait.ca
e

Please click on the link below to access this transaction:
https://sawebdev.nait.ca/psp/SAUSER/EMPLOYEE/HRMS/c/MAINTAIN CUSTOMERS.ACCOUNT VW.GBL?Page=ACCOUNT SF&BUSINESS UNIT=NAIT&EMPLID=200433085&Action=U

Message Text:

Are the fees correct?
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| QUESTIONS?
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THANK YOU! HEUG

HIGHER EDUCATION USER GROUP
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