
Proof of Enrolment letter – Producing Your Own 

Students are able to create their own Proof of Enrolment letter via their student record through the 
Sussed Student Portal.   
 
• You will need to log SUSSED and click on My student record from the Quick Links box on the 

Students Tab: 
 

 
 
 
• Now click on the Student Services tab (1), then select Proof of Enrolment Letter (2) 

 

  
 
  



Proof of Enrolment letter – Producing Your Own 

• Complete the address information if you want the letter to be addressed to a specific person or 
address 

• Click on Generate letter (3) 
 

 
 
 
The letter will only be generated once you have enrolled on a full time programme of study.  It will 
be sent as a .pdf document to your University email account to send to your local Council as proof 
that you are a full time student at the University of Southampton. 
 
For Southampton City Council please send to: council.tax@southampton.gov.uk 
 
For alternative local council tax office contact details, please visit: 
http://www.southampton.ac.uk/studentadmin/student-admin/council-tax-info.page 
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