
STUDENT SUPPORT ATTENDANCE CONFIRMATION (SSAC)  
 
 
Manual Creation Of SSAC Files for AY11/12: 
 

• Creation of manual SSAC File via Notepad 
 
Header Row: Required as the top line of the spreadsheet. Created to match the following format: 
 
HH   Fixed text to demonstrate header record (will always be HH) 
 
11   11 for Academic Year 2011/12 
 
HEI Code  Four letter HEI code (DSLC – Langsdale College) 
 
Sequence No of file Reference number of specific file sent in that academic year (5 numbers, zero at 

beginning to ensure the number of digits totals 5).  
Example: first file in an academic year 00001, second file 00002.  

 
CR   Fixed text to describe Confirmation of Attendance file 
 
 
Sample Header Row format:  First report submission   HH11DSLC00001CR 
    Second report submission   HH11DSLC00002CR  
 
 
List Of Students   
To Be Confirmed: To be listed directly beneath the header row, in the following format, separated by a tilde (~): 
 
Date of Registration Date attendance confirmed (e.g.1st September 2010 - 01092010) 
 
11   11 for Academic Year 2011/12  
 
HEI Code    Four letter HEI code  (DSLC – Langsdale College) 
 
Student SSN  Student Support Number unique to the student (4 x letters, 8 x numbers, 1 x letter) 
 
~~~   3 x Tilde. Use the return key to ensure that there are no spaces after the tildes.  
 
Sample List of Students format:  01092010~11~DSLC~SFDU00000000A~~~  
 
 
Footer Row: Required as the last line of the spreadsheet. Created to match the following format: 
 
TT   Fixed text to demonstrate footer record (will always be TT) 
 
Record Count Number of students included in the list. Must total 6 numbers, using zero at beginning to 

ensure the number of digits totals 6 eg, 4 records – 000004, or 100 records - 000100.   
 
Sample Footer Row format: – TT000004. This indicates that four students are listed within the file.  
 
 
File Example: 
 
File Example format:  HH11DSLC00001CR 

01092010~11~DSLC~SFDU11123456A~~~ 
01092010~11~DSLC~SFDU11654321B ~~~ 
TT000002 

 
 
 
Saving The File: 



 
The excel file should be ‘saved as’ using the following file name format, and is saved as a .txt file.  
 
HEI Code   Four letter HEI code  (DSLC – Langsdale College) 
 
10   11 for Academic Year 2011/12 
 
CR   Fixed text to describe Confirmation of Attendance file 
 
Date File Created Date file created (e.g. 27th August 2011 – 270811) 
 
Sequence No of file  As used in the header row.   
 
Sample File format: –  DSLC11CR27081100001.txt - first file for AY10/11 which was created on 27th 

August 2010. 
     
 DSLC11CR30081100002.txt – second file created for AY11/12 which was 

created on 30th August 2011.  
 
Submission of the file to SLC:  
 

• Log onto https/www.elp.slc.co.uk 
• Enter Document Title: HEI Code (DSLC – Langsdale College)  
• File Attachment: Click browse – look for the relevant file from own system 
• Save and close. 
• An email will be sent to you either confirming successful file submission, or advising of any 

failure.  
 

• SLC Contact: HEI Helpline: 0845 702 334  
                        Email: bacs_payments@slc.co.uk 


