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Communication Speed Keys are a quick way to setup predefined communications for a student. 
Communication Speed Keys must be setup in User Defaults in order to add a communication record to a 
student file. 

 
1. Click the Set Up SACR link. 

 

2. Click the User Defaults link. 
 

3. Your User ID and name will display. Click the Show following tabs button. 

 

4. Click the Communication Speed Keys tab. 

 

5. By default, the Administrative Function will be set to EVNT. To add another Communication Speed 
Key Function, click on the "+" plus sign at the end of the top row. Click the Add a new row button. 
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6. Note that the Administrative Function number will change and the Administrative Function will 
clear. Click the Look up Administrative Function button. 

 

7. A list of pre-defined Administrative Functions will appear. For example, select ADMP for Admissions 
Program. Click the ADMP link. 
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8. Select the corresponding Comm Key. Click the Look up Comm Key button. A list of pre-defined 
Communication Speed Keys will display. These are based on the Administrative Function selected 
(e.g. ADMP for Admissions Program). For example, select ACK Application AK Letter. Click the ACK 
link. 

 

9. Several Communication Speed Keys can be setup at one time. Once they are setup, click Save to 
save the speed keys. To remove a speed key, click on the minus sign "-" at the end of the line. 
Click the Save button. 

 

 The next part of this lesson will explain how to use the Communication Speed Keys setup in Set Up 
SACR. 

1. Click the Student Admissions link. 
 

2. Click the Application Maintenance link. 
 

3. Click the Maintain Applications link. 
 



Setting Up Communication 
Speed Keys 
SA – Student Administration Basics 

 

 
 

4 | P a g e  
    September 2020 
 

4. Enter any Search Criteria: 
- ID Number 
- Last Name/First Name and press Enter or Search. 

 

5. Any application(s) will display in the grid below. Click the Desired Application link. 

 
6. The Biographical Details component will display. Click the Application Program Data tab. 
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7. Regardless of what component/page you are on, if the Communications Icon appears, 
Communication Speed Keys can be used. The Communications Icon appears on many components, 
for this example we have navigated from Student Admissions. Click the Add a New 
Communication icon. 

 

 

8. Note the Function field is defaulted to ADMP Admissions Program. Click the Look up Comm Key 
button. 
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9. Your User ID will appear and the Communication Speed Key will appear based on what was setup 
in Set Up SACR. (e.g. ACK Application AK Letter). Click the ACK link. 

 

The Communication Speed Key will auto populate fields with predefined information. When not 
using Communication Speed Keys these fields would have to be manually entered. Using the 
Communication Speed Key feature can be time saving. 
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10. The lower portion of the component/page will allow comments to be entered (if necessary). 
Additional fields can be manually completed if required. Communication ID will display your ID 
number and name. When completed press the Save button. 
Click the Save button. 

 

For the corresponding online learning, consult the Student and Enrolment Services, Student 
Administration (PeopleSoft Campus Solutions) training website. 
End of Procedure. 

 


