
Appendix A 
 

Importance of “Carry-Over” of your 2020 
classes to 2021. 

 

The beginning of this year saw an exaggerated number of 
students in many schools. This is due to the concerned schools 
registering their existing students again in 2020 instead of 
“carry over” their 2020 classes into 2021. 
 

Schools need to “carry over” their 2020 classes into 2021. 
Please be careful while doing the “carry over” of classes and 
do the “carry over” to year 2021 and not 2020. 
 

The instructions below show the steps to be used to “carry 
over” your 2020 classes into 2021. 
 

Setup the classes at your school – To Carry Over a Class 
 
Once you login to your school FEMIS account, you will be seeing the school 

information summary as displayed below. From your top menu select 

School’s  
Classes/Students  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Class 
List for  
Year 2020 

 
 
 
 
 
 
 
 
 
Step 1: From the main 

menu select School’s  
Classes/Students 
button to display 
the list of classes 
in the year 2020. 
 
Step 2: Select this  
link: “View 
Class/StudentInfo” 
to open the class list 
of that Year/Class/ 
Stream. 
 
 

Please check 
that your 
current  
classes show 
the year 2020 



Step 3: You can create new classes by "carrying over" an existing class. From the 

student list below, select “Carry Over” button.  
 
 
 
 
 

 

Student  
List – the  
list of  
students  
currently  
in the  
class. 

 
 
 
 
 
 

 

To carry over a class: Select the YEAR you want to carry over to, for example 
2021. Select the class/ stream you want to carry over to and then click the 

Carry over button. Please note that  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4:Select 
the year from the 
year drop down 
list. For example, 
choose year 
2020. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Step 7:Choose this 
“Carry Over Class”  
button to carry over the 
class and need to 
confirm that subjects 
will get carried over 
with the students as 
displayed below. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Step 6:Select the 

Step 5:Select 
class type. In 

most cases this is 
the new class/ 

Mainstream 
stream that this 

(normal). 
student list is  

going to.  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Step 8: Select “Confirm” button to confirm carry over the class 
and subject. The following message will be displayed to 
confirmed that you created a class. 

 
 
 
 
 
 
 
 
 
 
 

 

Step 9:To check the class that you carry over is created or not. Go back to 
School’s Classes/Students tab, select the year 2021, you will notice the 
class that you carried over is listed. Now you will have to assign a Class 
Teacher. Select the link: “ChangeStreamTeacher(s) “.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Step 10. School Heads have to assign a 
Teacher to this class. Do not leave a 
class “unknown”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Step11. Select 
“ChangeStream/  
Teachers” button to  
change the class  
teacher from the list. 



Step 12. You will have to assign a Class to a Teacher. Select the link 
ChangeStreamTeacher(s). This will display the page of “Change 
the Teacher, Assistant Teacher, Class or Stream for this class”.  

 
 
 
 
 
 
 
 
 
 
 
 
 

Step13. Select any teacher 
from the list;  button to 
change the class teacher. 

 
 
 

 

Step14. Once you select the  
teacher; click the Change The  
Teacher(s) button.  

Step 15: Repeat steps 1-14 for the rest of the class/stream/teacher. 
 

 

Please Note: For Primary Schools, DO NOT carry-over your  

Year 8, 2020. Please carry-over classes/Years 1 to 7 from year 
2020 to Classes Year 2021. 


