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SPI Records in SAINT 

 

INTRODUCTION 
There are probably quite a few scenarios where you may wish to either create 
a new SPI record or amend an existing one.  This document has picked just a 
couple of examples to demonstrate the procedure. 

 
CREATING A NEW SPI RECORD 
For example:  If you have a student who needs another SPI record for a 
current or past academic year due to Chair’s Action: 

 

• Enter student UB number and retrieve SPI records (example has 1 of 6 
records0 

 
• Establish which academic year the new SPI  needs to be in 

• Take note of the highest sequence number eg   of 
existing SPI records 

• You need to only have one SPI record on screen – SAINT will not allow 
you to ‘release’ the record otherwise so pick the correct SPI and re-
retrieve 
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• Ensure you have your cursor on the SPI record of the correct academic 
year: 

o Go to FILE and then RELEASE 

o Enter the next sequence number in the correct box from the one 
you have noted down eg noted down 06 – you enter 07 

o Change process status  to INCOMPLETE 

o Delete any PIT codes in either the ACTUAL or AGREED PIT 
code fields 

o Delete any Decision Date 

• Check to make sure Block and Level are correct 

• STORE 
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AMENDING A SPI RECORD 
For example:  You may find that the CURRENT BATCH field on the SPI 
record is incorrect eg it should say ORD and it says HONS or vice versa: 
(please note – you need to check this kind of discrepancy on the relevant 
SPR and SCE screen and submit a help call – if necessary) 

• Go to SPI and enter the student’s UB number – retrieve 

 
• Go to the correct SPI record and change the CURRENT BATCH to the 

correct wording eg HONS or ORD 

• STORE 
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‘UN-DOING’ PIT CODES 
Please take note – the SPI screen is NOT for amending AGREED PIT codes 
and decision dates.  You must go to the CSP screen and use the UNDO 
feature to amend agreed PIT CODES. 

 

 

 is the UNDO button. 

 

You can, however, delete an ACTUAL PIT code from a SPI record – from SPI 
– if the student in question has been processed accidentally.  PLEASE NOTE: 
if the student is in their AWARD year then processing them will have created 
a SAW record – you will need to deal with that:- 

If in any doubt, log a call with the helpdesk. 
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Deleting an ACTUAL PIT code from SPI 
If a SPI record has been created erroneously and not needed: 

 

• Click on the relevant SPI record and retrieve so only that record is 
showing  

 
• Either press ALT+D or File – Delete 

• Press Yes button  

• SPI record is deleted 
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