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Changes on SIMS - Amendments to the General Undergraduate Regulations

1.0 Printing Student List including Seat Numbers Report

This report is to be affixed on the door of the examination hall / room.

Below please find a step-by-step guide to print this report.

1. Access the Module Availability (MAV) table and retrieve the study-unit/s.

2. Click on Current + Gen + Print Letters (if 1 MAV is retrieved) or All + Gen + Print Letters (if
more than 1 MAYV is retrieved).

3. Inthe Letter code field, select the report MAV-RPT-EXS1 - Examinations - List of Students.

University of Malta
Madule Availability - Original View [MAV)

Status S E PS | 7E) Standard Letter Selection | (=) | e Tutor  TargeActua Welsh GLHr  Cin Cout Dsp VLE? Waiting

Generate & Print current MAV letters

Letter code [EEGE=E] | Examinations - List of Students

Reload records O

. Generste Create
=] 53"“‘] © “ow ‘ \% HTHL fie

4. Click on the Create HTML file button.

5. The Standard Letter Selection Criteria window will be displayed.

ﬁ Enter Letter Selection Criteria E'@

Enter selection criteria for letter MAV / MAV-RPT-EXS1

-

Show only Resit or Al I
Students? (R [ A)

Select Campus (G1 - Gozo
S5EM1, G2 - Gozo SEM2or M -
Malta Campus)

Indude Signature? ¥ /M) Y
69 Ccancel @@ Back k,__) Ok




Changes on SIMS - Amendments to the General Undergraduate Regulations

6. One can filter the list of students that is being generated according to the following options:

Field Instructions

Show only Resit or All Students? To select A: All students or R: Resit students
(R/A)

Select Campus (G1 - Gozo To select G1: Gozo SEM1 or G2: Gozo SEM2 or
SEM1, G2 - Gozo SEM2 or M - M: Malta Campus

Malta Campus)

Include Signature? (Y/N) To select Y: To include the Seat No. and Signature on
the Attendance Sheet or N: To generate the Seat

Number only

7. Click the Ok button and the report/s will be displayed.

A separate file is created for each study-unit that is generated, if more than 1 study-unit is
retrieved in the MAV table. These files are located in C:\SITS. The sample file name is
Examination List FRE3033-2019-0-SEM1-A. The generated file will include: ID No, Surname,

Name and Seat Number.

2.0 Printing Student Labels including Seat Numbers Report

This report is to be used in order to indicate the seating of each student who is registered on the

study-unit.

Below please find a step-by-step guide to print this report.

1. Access the Module Availability (MAV) table and retrieve the study-unit/s.

2. Click on Current + Gen + Print Letters (if 1 MAV is retrieved) or All + Gen + Print Letters (if
more than 1 MAYV is retrieved).

3. Inthe Letter code field, select the report MAV-LBL-EXS1 - Examinations - List of Students
(Labels).
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f8] [MAV] Module Availability - Original View

University of Malta

CAMOL Module Avai y - Onginal View (MAV) CAM MAV
Module Availability (MAV) Records - Original iew
FB) Standard Letter Selection == =]
= Peripd  Status S E PS Tutor  Ta Welsh GlHr  Tin  Cout Dsp VLE? Watting

Generate & Print current MAV letters

Letter code WAV-LBLEXS1  Examinations - List of Students (Labels)

Reload records

2 Create
HTHL fie

» Generate
&3 cancel L) Only

4, Click on the Create HTML file button.

5. The Standard Letter Selection Criteria window will be displayed.

=

Enter Letter Selection Criteria EI@

Enter selection criteria for letter MAV / MAVIEBL-EXS1

Show only Resit or All la,
Students? (R [ A)

Select Campus (G1 - Gozo
SEM1, G2 - Gozo SEM2or M -
Malta Campus)

L9 Cancel @ Back & o

6. One can filter the list of students that is being generated according to the following options:

Field Instructions

Show only Resit or All Students? To select A: All students or R: Resit students
(R/A)

Select Campus (G1 - Gozo To select G1: Gozo SEM1 or G2: Gozo SEM2 or
SEM1, G2 - Gozo SEM2 or M - M: Malta Campus

Malta Campus)

7. Click the Ok button and the label/s will be displayed.
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A separate file is created for each study-unit that is generated, if more than 1 study-unit is
retrieved in the MAV table. These files are located in C:\SITS. The sample file name is Labels (Full
List) FRE3033-2019-0-SEM1-A. The generated file will include: Student Course, Unit Code, Year

of Study, Student Number, Surname, Name and Seat Number.

2.1 Printing Labels
The generated file that is created for each study-unit will automatically open in the default
Internet browser. Depending on the Internet browser that is being used, separate guidelines are

being provided in Section 2.1.1 and Section 2.1.2 of this manual.

2.1.1 Printing Labels using Google Chrome

The generated file is also available from the C:\SITS folder.

Below please find a step-by-step guide to print the labels.

1. Click on the Menu option and select Print.

@ UNIVERSITY OF MALTA- LISTOF X+ -
< C  © File | C/SITS/Labels%20(Full%20List)%20FRE3033-2019-0-SEM1-Ahtm

BA (HONS) ARTS - FRE3033 BAARTS - FRE3033 BA (HONS) ARTS - FRE3033 Zoom - 00w -
Year: 03 Year: 03 Year: 03

Code: 29099M/1 Code: 121099M/1 253399M/1
ABDILLA MARTINA CASSAR AMBER MELIKURT GABRIEL
w1 Seat: 2 Seat:3

BAARTS - FRE3033 BAARTS - FRE3033 BAARTS - FRE3033
Year: 03 Year: 03 Year: 03

Code: 167799M/1 Code: 313298M/1 Code: 379299M/1
SCIBERRAS NICOLE SCICLUNA CAROLINE 'VELLA KATRINA
Seat: 4 Seat: 5 Seat: 6

2. Check that the Layout is set to Portrait.

Print 1 sheet of paper
Destination P Xerox Phaser 4620 PC w
Pages All =
Copies 1

Layout Portrait -
Maore settings w
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3. Click on the More settings option and check that the Paper size is set to A4.

More settings .

Faper size A4 (210297 mm) -

Pages per sheet 1 -

Margins Custom -

Quality 600 dpi -

Scale Custom -
100

4. From the Margins option select Custom and set the margins to:
Inches - Left: 0.166; Right: 0.166, Top: 0.196, Bottom: 0.196;
or

Millimetres - Left: 19.05; Right: 12.7, Top: 12.7, Bottom: 12.7.

BA (HONS) ARTS - FREINS BA ARTS . FREWM32 BA (HONS) ARTS - FRE3033
Year- 013 Year: 13 Year: (13

Code: 20010901 Code: 210581 Code- 15389M]

ABDILLA MARTINA CASEAR AMBER MEL! KURT GABRIEL

Seat | Seat: 2 Sead: 3

BA ARTS - FRE3033 BA ARTS - FREJII] BA ARTS - FREM33

Yeear: 03 Year-03
L] Ciode: JLAI9EM/1 Code- 179259071
A LHHEAS NICOLE SCICLUNA CARDLINE VELLA KATRINA
1 Seard Seal: 5 Seat: 6 D 1?'
x B
'
i ]
5 5
H 1
5 5
H H
H H
' .
H H
H '
' .
' '
. .
. .
H 1
5 5
' 1
5 '
5 5
H 1
. '
. .
H H
' '
H H
H '
. .
' H
. .
' o 5
: 0.44 :
| 1 [
S —— R -
" .
' .
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5. To leave unticked the following options:
Two-sided
Headers and footers

Background graphics

Two-sided [ Pprint on both sides

Options [0 Headers and footers

[J Background graphics

6. Place the label sheets in the printer and click on Print.

Print using system dialog... (Ctrl+Shift+P) A

2.1.2 Printing Labels using Internet Explorer

The generated file is also available from the C:\SITS folder.

Below please find a step-by-step guide to print the labels.

1. Click on the Menu option and select Print.

.

J(=)] €] CASITS\Labels (Ful List) FRE3033-2019-0-SEML-Ahtm O - € || (& UNIVERSITY OF MALTA - LL. * ‘ |

Print preview...

Page setup.

Print... Ctrl+P

BA (HONS) ARTS - FRE3033
Year: 03

Code: 29095M/1
ABDILLA MARTINA
Seat: 1

BA ARTS - FRE3033
Year: 03

BA ARTS - FRE3033
Year: 03

Code: 121099M/1
CASSAR AMBER
Seat: 2

BA ARTS - FRE3033
Year: 03

BA (HONS) ARTS - FRE
Year: 03

Code: 253899M/1
MELIKURT GABRIEL
Seat: 3

BA ARTS - FRE3033
Year: 03

Print

File v
Zoom (100%) 5
Safety v
Add site to Start menu

View downloads Ctrl+

Manage add-ons
F12 Developer Tools
Go to pinned sites

Compatibility View settings

Report website problems
Internet options
About Internet Explorer
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2. Click on the Page Setup icon.

a Print Preview

=8 [ Page View ] [Shiink To Fit v

++

Paper Options Margins {millimeters)
o e Left: 1905
(A4 210x 297 m) ]

@ Poter (2 Landscape Top: 127

[~ Print Background Colors and Images
Enable Shrinkto-Fit

Headers and Footers

3. Check that the options are set as follows:

Option Settings

Paper size A4

Layout Portrait
Margins Inches - Left: 0.166; Right: 0.166, Top: 0.196, Bottom: 0.196
or

Millimetres - Left: 19.05; Right: 12.7, Top: 12.7, Bottom: 12.7

Headers and | Empty

Footers

4. Click on the OK button.
5. Place the label sheets in the printer.

6. Click on the Printer icon and click on Print.

10
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— e S—— 1 :
Print » - — m]
Genera! | Options
Select Prirter
= Y erox Phaser 4620 PCLA ]
= Kerox Verzalink B405 PCL6
5 erox WorkCentre 5325 Roorm 113 |
< 0 P |
Status: Ready [] Prirt to file II
Location:
it Find Printer. ..
Fage Range
@ Al Mumber of copies: 1 @!
Selection (7 Current Page
1 Pages: 1 [collate g S o Sy X
-- - 11 52/ 33
Enter either a single page number or a single S W= el 7 5
page range. For example, 5-12
[ Bt ][ Goneel |[ oy |

3.0 Student List in CSV Format

This report is to be used to export the students registered on a particular study-unit on a
spreadsheet in order to be amended according to one’s requirements. This report does not

generate the students’ seat number.

Below please find a step-by-step guide to export the list of registered students.
1. Access the Student Module Taking (SMO) table.
2. Input the code of the Study-Unit and the Academic Year in the respective fields and retrieve

the records.

CFAR4 University of Malta
CAMD2 Student Module Taking (SMO)

1 of 1} Module Taking Records

Student (SPR) Module Occ Year  Period Scheme Level COE  Credit E1 E2 AG Ref. SU Sort Name SCE Details Entry Date Registration Status

FRE3033 2019/0 -

11



5.
6.
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Click on the All + Gen + Print Letters option

¥ University of Malta - SITS:Vision 9.6.0 —.I.Dggec-l- in as Carmen Bezzina

File Edit Goto Misc Other Current égl Help

| [5MO] Student Module Taking L—iﬁ‘e LA Lt )
Gen Letters
EHa3R | H 4 » W | i
DEHdS A& Pes & | Batch Letters
EE] S Generate XML message
=Sy T [£] [SMO] Student Module Taking

N

In the Letter code field, select SMO-RPT-EXS1 - Examinations - List of Registered Students.

Standard Letter Selection EI\EI
Generate & Print all SMO letters
Letter code SMO-RPT-EXS1 Student List for Examination Session-CSW
Record range ﬂ =l |6 = Discard records =
Reload records =
g Generate Create Text
\_@ Cancel A Only — file

Click on the Create Text file button.

The Standard Letter Selection Criteria window will be displayed.

Enter Letter Selection Criteria E\@

Enter selection criteria for letter SMO / SMO-RPT-EXS1

Show only Resit or Al la,
Students? (R /A)

Select Campus (51 - Gozo
SEM1, G2 - Gozo SEM2or M -
Malta Campus)

\?31 Cancel 'f Back & Ok
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7. One canfilter the list of students that is being generated according to the following options:

Changes on SIMS - Amendments to the General Undergraduate Regulations

Field

Instructions

Show only Resit or All Students?
(R/A)

To select A: All students or R: Resit students

Select Campus (G1 - Gozo
SEM1, G2 - Gozo SEM2 or M -

To select G1: Gozo SEM1 or G2: Gozo SEM2 or

M: Malta Campus

Malta Campus)

8. Click the Ok button and the report/s will be displayed on a spreadsheet.

A new Excel file containing the details of the registered students is generated. The file is located
in C:\SITS. The sample file name is List of Students - Examination Session - FRE3033-2019-0-

SEM1-A. The generated file will include: Student No, Surname, Name, Course and Year of Study.

List of Students - Examination Session - FRE033-2019-0-SEML-A - Excel H - 8 x
Formulas Data Review View PDF Architect 3 Creator ; Tell me what you want to do... Sign in 2_ Share
F-Y _ - - -
D p 4 Calibri o -lasl== _ - = General - Cnnd\tlnnal Formatting %“In;ert > ‘%Y p
- Egy ~ &= GFormatasTabIE' & Delete = ' Sl B
aste P i - - =E == €= 3= - e - €0 oo e 0 in
- ~ BIU - DA SEEEEE % * e 7 Cell Styles~ [ Format™ & v Fpere Selact -
Clipboard Font m Alignment ® Number = Styles Cells Editing ~
Al b I 1D No hd
A B € D E F G H 1 1 K L [ N (o] -
1 |IDNo lSURNAME FOREMNAN FORENAMN FORENAN COURSE  Yr
A [AnnnALaf1 Anmn e waanTma nanan n

4.0 Support

Should you encounter any difficulties, kindly contact SIMS Office support staff for assistance:
= Ms Carmen L. Bezzina - Ext No. 3075

= Ms Vanessa Formosa - Ext No. 3234

28 November 2019
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