How to Register a Dean’s Commendations in SITS

For 2007/8 onwards, Dean’s Commendations are entered by the College into the 6™ UDF field off
SPR. The deadline by which this data needs to be populated will be communicated to you each year.

When this information is stored in SPR it will also populate the student’s relevant 2" UDF field off
SCE, to ensure it appears on the student’s final transcript and HEAR (for UG students from 2014/5),
in the relevant academic year.

The 6™ UDF field off SPR will then be cleared out in mid-November in readiness for the next

academic year, though the information will be permanently retained in the 2" UDF off SCE (one
record per academic year).

Step-by-step guide

1) Retrieve student in SPR screen, then click on UDF button
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2) In field 6 (Dean’s Commendations), enter the code corresponding to the type of commendation
the student has been nominated for.
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e DCA = students who pass a stage despite severe exceptional circumstances.
e DCB =students who, in a stage, perform exceptionally at the top of the first class range.

e DCAB = students who, in a stage, perform exceptionally at the top of the first class range despite
severe exceptional circumstances.
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You can also click on the button to bring up a list of the codes. Double-click on the appropriate

one to input it into UDF6.

Code Short name Name
DCA DCA (EXCEPTIONAL DCA (Exceptional circumstances)

DCB DCB (EXCEPTIONAL DCB (Exceptional performance)
DCAB DCAB (EXCEPTIOMALDCAB (Exceptional perf & circ)
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3) Click Apply once you’ve inputted the code. This will not store the code against the record. See
step 4.
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4) You will be brought back to the SPR screen. To store your changes, hit F6 (store) and ensure the
“Store was successful” message appears in the bottom of the screen.
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