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Overview of Module Enrolment Messages 
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Module Enrolment Messages 
 

Important: Not all programmes will have a valid module diet (Diet) associated with it. If a diet is not 

available, then the student will be presented with either a module grid or a message instructing 

them to contact the relevant Faculty Office for assistance. This guide will talk you through the 

process of creating the messages that will be displayed to the student during module enrolment. 

There are three types of messages, Faculty, School and Route. Each message will be unique to the 

Faculty. 

Faculty Message: There will only be one Faculty message. This will be the default message 

displayed if there is no diet, School or Route message available. The Faculty message can be edited, 

but not deleted, this is to make sure that the student is presented with the information they need to 

complete module enrolment. 

School Message: There will be one message for each School linked to the Faculty. School messages 

can be created, edited or deleted. 

Route Message: There can be any number of Route messages. Route messages can be created, 

edited or deleted. Please note, the route messages are not validated, which means you can have 

multiple messages for the same route. If this is the case, then only one of those messages should be 

marked as ‘In Use’ at any given time. 

The option to upload a grid, is only available on the Route messages. The grid must be in a jpeg 

format. Instructions on how to create a jpeg image of the grid is available in the Route Messages 

chapter.  
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Accessing the Module Enrolment Messages 
 

Log into MyTSD (https://mytsd.uwtsd.ac.uk/urd/sits.urd/run/siw_lgn using your staff AD account. 

 

Navigate to the Faculty Admin tab.     

 

Locate the Module Enrolment Messages tab and click on ‘Add, edit and view module enrolment 

messages’. Only the Principle Administrative Officers and certain members of the IT&S staff have 

access to this feature. 

 

The View Existing Messages page will allow you to view all the messages linked to your Faculty. 

From this page you can create, edit and delete the messages. If a route message has a grid attached 

to it, then you can view the grid from this page. 

The messages are sorted in the following order Faculty, School and Route. ‘In Use’ messages will 

appear at the top of the list. 

 

 

 

 

 

https://mytsd.uwtsd.ac.uk/urd/sits.urd/run/siw_lgn
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Faculty Message 
 

There will only be one Faculty message. This will be the default message displayed if there is no diet, 

School or Route message available. The Faculty message can be edited, but not deleted, this is to 

make sure that the student is presented with the information they need to complete module 

enrolment. 

 

Editing an existing message 

 
To edit the Faculty message, click on the ‘Edit’ button.  

 

 

Enter the information using the text boxes and dropdown list provided. When ready click on ‘Save’. 

You will be taken back to the View Existing Messages page where the message you just amended 

will be displayed. 
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School Message 
 

There will be one message for each School linked to the Faculty. School messages can be created, 

edited or deleted. 

Creating a new message 
 

To create a new message, click on the ‘Create Message’ button on the View Existing Messages page. 

 

 

Enter the information using the text boxes and dropdown lists provided. When ready click on ‘Save’. 

The new message will appear on the View Existing Messages page. 
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Editing an existing message 

 
To edit an existing message, click on the ‘Edit’ button next to the message you wish to edit. 

 

 

Enter the information using the text boxes and dropdown list provided. When ready click on ‘Save’. 

You will be taken back to the View Existing Messages page where the message you just amended 

will be displayed. 
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Deleting an existing message 

 

To delete an existing message, click on the ‘Delete’ button, you will be given the chance to review 

the message before it is deleted. 

 

 

To delete the message, click on the ‘Delete’ button. To return back to the View Existing Messages 

page, click on the ‘Back’ button. 
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When you click on the ‘Delete’ button, a pop up message will be displayed. If you wish to keep the 

message and return to the Delete message page, click on ‘Cancel’. If you wish to delete the 

message, click on the ‘Confirm’ button. 

After you click on the ‘Confirm’ button, the message will be deleted and you will be redirected back 

to the View Existing Messages page. 
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Route Message 
 

There can be any number of Route messages. Route messages can be created, edited or deleted. 

Please note, the route messages are not validated, which means you can have multiple messages for 

the same route. If this is the case, then only one of those messages should be marked as ‘In Use’ at 

any given time. Unlike the Faculty and School messages, Route messages have the option to upload 

a grid, which the student can use to select their modules. 

Creating a new message 
 

To create a new message, click on the ‘Create Message’ button on the View Existing Messages page. 

 

If you wish to display a message to the student, enter the information using the text boxes and 

dropdown lists provided. When ready click on ‘Save’. The new message will appear on the View 

Existing Messages page. 
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Editing an existing message 
 

To edit an existing message, click on the ‘Edit’ button next to the message you wish to edit. 

 

 
Using the text boxes provided, amend the Welsh and/or English message. If you wish to upload a 

grid, change the ‘Is a Grid available?’ dropdown from ‘No’ to ‘Yes’. To upload a grid, please 

following the instructions in section Uploading and Editing a Grid. When you have made the 

amendments, click ‘Save’. 
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Deleting an existing message 

 

To delete an existing message, click on the ‘Delete’ button, you will be given the chance to review 

the message before it is deleted. 

 

 

To delete the message, click on the ‘Delete’ button. To return back to the View Existing Messages 

page, click on the ‘Back’ button.  
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When you click on the ‘Delete’ button, a pop up message will be displayed. If you wish to keep the 

message and return to the Delete message page, click on ‘Cancel’. If you wish to delete the 

message, click on the ‘Confirm’ button. 

After you click on the ‘Confirm’ button, the message will be deleted and you will be redirected back 

to the View Existing Messages page. 
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Route Message with Grid 

 

Uploading and Editing a Grid 
 

The option to upload a grid, is only available on the Route messages. The grid must be in a jpeg 

format. To create a jpeg image of the grid, please follow these instructions 

https://support.microsoft.com/en-us/help/13776/windows-10-use-snipping-tool-to-capture-

screenshots. 

After you have created a jpeg image of the grid, click on ‘Choose File’. This will open a file explorer 

window. Navigate to the file you wish to upload and select Open.  

 

 

 

The file you have chosen will be displayed in the File uploader section. The file status will be set to 

Awaiting upload. 

 

 

 

https://support.microsoft.com/en-us/help/13776/windows-10-use-snipping-tool-to-capture-screenshots
https://support.microsoft.com/en-us/help/13776/windows-10-use-snipping-tool-to-capture-screenshots
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To edit the grid, click on ‘Edit Image’. To delete the grid and upload a new one, click on ‘Delete’.  

 

 

If you select Edit Image a pop up window will appear containing the grid. You can rotate or crop the 

image. If you make some amendments to the image, but do not want to save them and revert back 

to the original image, click on ‘Restore’. If you wish to accept the changes, click on ‘Accept’.  

 

 

 

 

 

 



Information Technology & Systems 
Technoleg Gwybodaeth a Systemau  

 

Page | 15  
 

 

To upload the grid, click on ‘Upload’. The file status will change from Awaiting upload to 

Successfully Uploaded. 

 

 

 

You can now view the grid from the Existing Messages page. 

 

Deleting a Grid 
 

If the Route message has a grid attached to it, you can view the grid before deleting the message. To 

view the grid, click on the ‘View grid’ button.  

To delete the message, click on the ‘Delete’ button. To return back to the View Existing Messages 

page, click on the ‘Back’ button.  
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