Accessing FEMIS

Logging into FEMIS using the URL: http://www.femis.gov.fj

Different Level of FEMIS Access

School/Location Login Teacher/Staff Login TCF Login MYS Login Help

weiometo FEMIS - Fiji Education Management Information System 666 Visitors using FEMISright now.

Please note that the carry over of classes functionality to 2025 is now open in FEMIS. Please note that removing student from a class functionality for 2025 will close on
10/03/2025.

FEMIS LOGONS

e Teachers FEMIS accounts can be activated by their respective School Head.

e School FEMIS accounts can be activated by respective Districts.

e MOE FEMIS accounts can be activated by the Stats/FEMIS Unit.

e Usernames and Passwords to all users (Teachers, schools, districts, MOE) are provided upon
account activation.

FEMIS LIVE VERSION

MOELogin  District Login  School/Location Login  Teacher/Staff Login  TCFlogin  MYSlogin  Help

School/Location Logon

Pleaze note that removing student from a class functionality for 2025 will close on 10/03/2025,

Please click help | recent updates to see recent updates.

Please access the Head of School User Guide for the Online Teacher Transfer Module Hare

School Heads please note: You need to contact your District office to access this system. District office will advise you of your new password. Once you have logged on, you will find a Traiming Guide on
the Help menu. If you have forgotten or lost your password. please contact your District office.
If you know your password then:

1. Enter the school registration number or location code in this box: :I

2. Then enter the password in this box [ MAKE SURE CAPS LOCK IS OFF
3. Then click this button to proceed: Logon

If a school suspects corruption the school is to report the matter to districts immediately.

For HR enquiries, send an email to the relevant HR enquiry email address



TYPES OF ACCESS LEVELS

e Teacher login- teacher with valid appointment, accessing their own account
to apply for Leaves, My APA etc.

e School Login- HOS, FEMIS officer uses this login to access school basic
details, student basic details boarding grant, FEG grant, student
attendance, teachers’ attendance, textbook order, adding existing students
to class, transport assistance, back to school assistance, class audit, leave
approval for staff , reset school password etc.

e District login — District Education Officers uses this login to unlock class
audit, adding of new and existing students to class list, leave approvals for
HOS, reset school password etc.

e MOE login — District and Admin. Can be used to remove students, add new
and existing student’s class list, remove wrong entry bank rec, edit basic
school detail, and edit basic student’s detail.

FEMIS - Draunnvi PusLic ScHool (2052) Exit School View [SEFTT

Staff Classes/Students Verify Parents/Guardians Transp. Assistance Reports > Resources Maps. Policy Feedback Help >

m Infrastructure/Facilities m P/T Staff m m m Food and Canteen | Duke of Edinburgh/Sporting Facilities

Welcome! Show these dashboard indicators for: m This school has pending transfer requests. Click
A Good Place To Start is Here - ernUanurSdlE} here to view.

See the latest FEMIS updates by clicking HERE
pﬁmmmmmmummmnmnﬁaummmum

Online Library under the Resources tab.
Number of Students: 258 Missing Citizenship Data: 0 Student Absences Per Day
Missing Birth Cert {or passport) Numbers: 0 40
Number of teachers: 8 All Student Financial Assistance: 50.00 ) 1 A
Teacher Pupil Ratio: 3225 Average Teacher Age: N/A ﬁ A \ l ~‘(v
Number of Classes: 8 Main student absent reason: Unknown 2 V i \
10 ¥
School Primary Secondary District National

0

Students: 258 149355 76114 9756 244257 WOV W20 IR0 028
022025 160272025 2032028

Student Days Absent: §71 440862 182071 20812 674229

Unapproved Disability Assessments Waiting For Approval
This school does not have students registered in other schools at the same time. DEO | SEO Spec. Ed.




FEMIS - DrauNIivi PuBLic ScHoot (2052) Log Out

Staff Classes/Students Verify Parents/Guardians Transp. Assistance Reports > Resources Maps Policy Feedback Help >

03 0 3 Ol ) O ) 8 ) e e T e
e s | e st i | ]

Welcome! Show these dashboard indicators for: [E7500 This school has pending transfer requests. Click
A Good Place To Startis Here -> | Set Up Your School | here to view.

See the latest FEMIS updates by clicking HERE

% Number of Students: 258 Missing Citizenship Data: 0 Student Absences Per Day
| Missing Birth Cert (or passport) Numbers: 0 40
I Number of teachers: ] All Student Financial Assistance: $0.00 0 L A Ja
l Teacher Pupil Ratic: 3225 Average Teacher Age: NjA I ANV
i Number of Classes: 8 Main student absent reason: Unknown 2 V b/ ‘
l 10 ¥
School Primary Secondary District National 0
! Students 258 149955 76114 9756 244257 6012025 5022025 23022025  §1032025
y 2022025 16022028 2032075
i Student Days Absent: 571 440862 182071 20812 674229
i
i
| Unapproved Disability Assessments Waiting For Approval
I This school does not have students registered in other schools at the same time. HT/Principal | DEO | SEO Spec. Ed.

SCHOOL



Online- Leave Application

Teachers will apply leave in advance using the Online Leave application in FEMIS. Below are few
screen shots to assist the teachers to apply for leave using their own Teacher Login.

Home tab - we call this as “dash board"- it shows summary of basic education indicators, financial
information and student’s information such as number of students; teacher pupil ratio; number of classes;
missing citizenship data, etc.

[T )
‘Welcomal Show thrie Gashbaard indirton for U

To begin, you cs downiosd the Traloiog Guide from the Help Mem: o Download by diddag 10 Studemt Absences Per Day
Seq the Latest FLATS updates by cicidng HIL

Numbe: of Studends [ Mesung Criuroshe Data s

Bisging Bth Cert (or panipor) Humbeers. By Asyslance Amound B
AB Student Foanod Ausance: 3000

Tewcher Ppdl Ralsx WA

Mumbes of Canses: U] Main shudeni abeend reofc. Unlnown

School Primury Secondary Olstrict Mational
Sty L} TH8AE BB a0 Fal
Soudert Days Abwenl. [ OIS AL SO54M W054L5

You ! logged on OB/ 2915 54 00 AM from computes addrr 192160100109

HR Info tab — teachers will be able to see : FTRA Registration dates, Qualification, Pay data, Leave and
Prafessional Development records

RegDets - refers to the
individual Teacher’s
Registrations of information.
Quals - the qualification of
the teacher
Mrsing Beth Ca (or passport) Numbers. © Burt Assilance Amount Pfﬂfpﬂ —the pTEViOuS list
AN Student Nnancial Auntance 4000 1
Teacher Pupe Ratic WA of professional development
Pumber of Csses: o Main student absent reason Unknwn complete )
Pay Data — pay history
Leave - on line leave
Hudenty o 143845 G6BES L8 JiE94
Shudent Das Abient [ 1391215 661158 SO54L0 200hadt
This ichoal does rot harvt Wudentd iegrtened @ Oy s hools a1 the Lame Lme
You last logged on 208/2016 5:15.00 PM bom compuler addins 43245 56.40

E=HR Info >

Missing Citizenship Data:

All Student Financial Assistagce:

Leave - on line leave information

Rhmbetiel Qumey g el e B Leave Details - teacher’s individual leave summary
indicating the leave used and leave balance
School Primary Secondary District Leave Application — select this tab will open page

Students: 0 143836 66362 56820 216328 stating the Leave Summary and click Srart
Student Days Absent: o 1391215 661188 508440 209485 Leave Application to open the form of the
This school does not have students regislered in ather schoals at the same lime onliae leave application. |
You last logged on 5/08/201€ 10:20:00 AM from compuler address 192.168.100.19 T R - J
FEMIS i Start Date - the date when the leave is
Hame HR Infa = Classes Subjoct Loed Persanal Piacements Raports > Maps Resources Help > starling
b End Date - the date when your leave ends
i Leave Type - Sclect the appropriate
EDUCATION o . Leave Type
wwem:  mew - e ) ) Leave Taken - enter the number of days/
New ssave vear: [2ajpazor ] o VECT I hours/ minutes
Start Dt = o Date: Resumption Date - the date officer is
AT s Coumry Viaking resuming work

N Submit Leave - click this when all details
Leave Taken: Rasumption Date: are filled

Upload Documents - click to upload

commeme: documents like Medical Certificates
Lot soved oy : g Lost Soved vmer: Delete - delete the entry
Mast Aacemt Laave Racerd (ased On Fan date lemve was laken)
Folla. Beart End Leave Type Time




Managing Teacher Accounts

School  Suff  Schools Camses/Students  Reports  JECTUTRITLUFESTCEE  Help

Schoel - click on the meny items below to thow variows information on this school

EIEEN NI e eT

WELCOME) AGood Placa To Start is Here > [s«ﬁ Your School Student Absences Per Day

You can dewnload Instruction Manusl from Melp Menu or Dowmload by Clicdng HEAL

Number of Students: L] Schoo! Detads Last Venhed:  Net Verdnd Step

Messing Buth Cert humbers: Bus Assrstane Amosnt 0 I:Select
Noenbar of feachis: : A2 Student Franoa! Assslanee. 3040 this Teacher
Teachet fupid R 10 Everage Teacher Age 3 Accounts
Nomber of (Qises: § Main gtudent abint reason:  Unlngwn I [g)::rtéot?]éo
Examy Regritered for LINS 0 access to

School Primary Secondary Distriet  Natiomal
Siudnts: LU 3249 11049
Stuaent Absences: ¢ X0 6 1983 9459

Veu it ogged on 210572003 35700 PMfrom computer aseress 19216810019

Once you complete Step 1, it will open the page where the School Head can give
access to the teachers. You will select the list of teachers from the dropdown list as

displayed below.

School Staff School's Classes/Students Reports Manage Teacher Accounts Help

Here Sthool can Reset Teacher Passnord mdDisablminap)g Account.

Choose Teacher in your Schook Pick 2 Teacher bom this st Fle——y__, Step 2 Sele_ct this
i et dropdown  list to
Reset Teachir Password | | Disabie/Enable Account display list of teachers

Step 3. Select this currently in the schooke——

X button to disable
Step 4: Select this or enable account
button to Reset Teacher for the teacher

Password for the

staff School's Classes/Students

{ere a School can Reset Teacher Password and Disabl

“hoose Teacher in your Scheal:

Then:

‘his Account is currently Disabled

Froa enzble an account you must aiso reset the password.

eacher Last Legon Last Logon IP Address Last Passwo

Once you have completed Step 2; you can sec the highlighted message stating whether

Move down
and up the
cursor to se-
lect the
teacher’s
name  from
the list.

*This Account is active™ .The next step 4 is to select “Reset Teacher Password™

the teachers

<




Assigning Subjects to Teachers

Click Teacher Subjects button to update the subjects and levels taught by the teacher
Figl

School  Staff  Classes/Students  Repors>  Leave> K5 Teacher Accounts

Choose the
Teacher from

. Here a School can Assign Subjects to Teachers,
the list.

-
Ch thi T
Class Year of Chocse Teacher nyourSchool: |Pick  Teacher fom s .. '
the teacher Choase Class Year, L v
Choose Subj
Click Get s El
Spreadsheet to

View All Teacher AtSHt | GelSpreadsheelloView Al Techer SbjetLoad
Subject Load
button to view the

teacher’s subject Please Note: You can only see Subjects Assigned to A Teacher in this school.
teaching loads.

Figl.1 Choose the teacher from the list

School  Staff  ClassesStudents  Reports> leves Teacher Accounts  Resources  Maps  Help>
Here a School tan Assign Subjects te Teachers.

Choose the
ot ane Teacher from
Chaose Teacher in your School: Fick a Teacher from this k... v the list.

Chaose Sbjects b i

School Staiff Classes/Students

Year:

Choose Teacher in your School:
Cheose Class Year:

Choose Subjects:

Year-10(Stream 1) Choose the Class/ Year of the
- ( Year-10(Stream 2) e
Cancel | | Add Subject |  vear-10(Stream 3) LA

Year-10(Stream 4) teacher

Please Note: You can only see Su Year-11(Stream 1)
Year-11(Stream 2)
Year-11(Stream 3) .
Year-11(Stream 4) ‘

!acher in this sch
|
1
1

Year-12(Stream 1)
Year-12(Stream 2)
Year-12(Stream 3)
Year-12(Streamn 4)
Year-12(Stream 5)
Year-13(Stream 1)
Year-13(Stream 2)
Year-13(Stream 3)
_Year-13(Stream 4)
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Figl.3 Choose the subjects taught by the teacher

School Staff Classes/Students Reparts > Leave > =

Here a School can Assign Subjects to Teachers.

o

Chaose Teacher in your School: [ - —TEACHER TECHNICAL-ED8A v
Choose Class Yean Year-10{(Stream 4) *
Choose Subjects: | v

English
Mathematics
Urdu
Please Note: You can only see Su Rotuman his school.
. | Na Vosa Vaka Vit
|No Subjects Loaded | Hindi
| Basic Science
| Social Science
| Commercial Studies
| Arts and Healthy Living
| Home Economics
| Basic Technology
Basic Graphics Technology
Agricultural Science
Office Technology
French
_Eamih L Ha

Cancel| | Add Subject Choose the Subjects

Figl4

School Staff Oasses/Students Reports > Leave > == Teacher Accou

Here a School can Assign Subjects to Teachers.

Year 2017 + ) -
Choose Teacher in your School: |‘” i e ] - TEACHER TECHNICAL-ED8A v
Choose Class Year: Year-10(Stream 4) v |
Choose Subjects: | Rotuman v

Cancel | | Add Subject | | Get Spreadsheet to View All Teacher Subject Load |

Please Note: You can only cts Assigned to A Teacher in this school.

Click Add Subject button Click Get Spreadsheet to
to save your data View All Teacher Subject

Load button to view the

A table or grid will display your :z:;’;er s subject teaching

update/ data entered

15
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Reports >  Leave>  TeacherSubjects  Teacher Accounts  Resources

Classes - Set up the classes at your school Select a chass below to view the students in that tlass.

Add and view dlasses for this year-> 2017= You can change this year to add and view diasses in 3 diferent year.

To 2dd a new class, pick the ClassfForm, the Stream and the Teacher below and dlick Create This NEW Class.

Note: You can create new classes by “carrying over™ an existing class. To carry over a class - select the YEAR you want to carry over
from, then the class then click the Carry Over button. You can change the year above to see classes in previous years.

If you have any questions please call the District Office for assistance.

Cassform 1 v Teacher  Picks Teacher from this st * Create Th NEVI Goss
wem 1 v ::“m,l OPTIONAL Assistant Teacher hom this .. -

ClassType:  Malastrean (rormel) +
Or, current dasses this year are below.

Year Class Stream Class Type Students | Teacher

20171 1 Mainstream {normal) |22
20172 1 Mainstream {normal) |24
20173 1 Mainstream {pormal} (16
12017 (4 1 £ {rormal}|16
20175 |1 Mainstream (normal} | 28
2017|& 1 Mamsiream (normal) |12
2017]7 |1 Mainstream (normal |15
|| [1___IMaingream tnormahi2l

STUDENTS & TEACHERS
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FEMIS Exit School View | L0}

Staff  Classes/Students  Reports > Leave > Teacher Subjects  Teacher Accounts  Resources  Maps  Help>

oy P ey Py e P e P N N P

Library | Food and Canteen

Welcome! Show these dashboard indicatars for: JF21ed ~ | Funding  Allocation  Spent nt

A Good Place To Start Is Here -> :_;_g Up Your Schoo! _ Admin 510 sIN%
You can dewnlosd Instruction Manual from Help Menu or Download by Clicking HERE guildings £25553.50 510760
Sew the latest FEMIS updates by clicking HERE Computer  $19.165.13 $19.16513
Number of Stadents: 617 Missing Citizenship Data: (1]

Missing Birth Cert (or passport) Numbers: [ Sus assistance Amount: $8,168.00
Number of teachers: 18 All Student Financial Assi : $0.00 -
S——— SCii Kuaragy iR 55 suationery  $19.165.13 1333637
Number of Classes: 16 Main student absent reason:  Sick Towals $127,767.50 $34,306.26 $33,461.26

Library $12776.75 $12,335.15
PE. music, arts  $12.776.75 $1L771.75

School Primary Secondary District National
Students: 617 147838 67664 58579 229780
Student Days Absent 12086 1485457 752031 527091 2369124

Student Absences Per Day
0 i

40

This schaol does not have students reglstered in ather schoals at the same time.
You last logged on 18/08/2017 80700 AM from computer address 10.1.166.148 20

0
1012007 1037017 L0Sa017 1072017
AT L2017 0BT LELIONF




School Details

School details captures essential information about a school such
as the controlling authority, boarding type, internet connectivity,
electricity source, main source of water supply, school leases,
manager’s details, names of Trustees, school disaster insurance
cover, date of last Annual General Meeting (AGM) and so on .

Library | Food and Canteen

Detalls - detiled school Information REPORTED in year: 2178

No data exists for this year, Click the Carry Over button to camry over data from 2016 into 2017 Carry Over From 2016
ey tlenrglh A g Unknown Principal or head teacher. Unknowin

in minutes:

Coved type: Unkngwm v Date of last AGM: Unknovm

Boarding type: Unknovm v Date school accounts last checked: Unknovin

Governing type: Name of person that last checked accounts: Unknown

o
Name of Manager Unlenowim Phone Contact of Manager.
Email of Manager. Unknown Quaffication of Manager

Name of trustees:
£ddress of owner:

- M DRI o e B L e
i | b e o s o] 5] corvtionsn | e | s Lo

How are tedbooks funded: Unknovin v Arcessible by public road: n v
. ) If nol, what s distance from nearest pubiic road? (f

Controling authority: hot Supplied thore s cna it o) Unkngam

School connected to Intemet: Unknovin ¥ Haw often is nationat aninem sung: linkown v

Students have access to Internet:  Unkngwn = Land tenure fype: Unkovm

Lease litle number: Unknown How aften is flag raising ceremony: Unknovn .

Namé and address of owner/lessee: Unknown School level:
Enter/ update
Manager's
information

1. Update this page
2. Click on Save

If there is no data existing for the current year, click the Carry
Over button to carry over data from previous year into current

year (eg. from 2016 to 2017).




- School Support Staff

Support staff includes Typist, Bursar, Secretary, Handyman and so on.

Food and Canteen
School Support Staff
Non-Teathing Support Staff (Enter the number of people in each calegory)

R el ES I 2 P e

SelectYear. 2017 *  Select Support Staff: v Male 0 female 0 Aided: 0 Nondided:

0

1 Select Support Staff from the list provided

2.  Enter number of male and female

3. Enter the number of support staff that are aided and non-aided
4, Click on Add School Support Staff

Aided Support Staff are those that provide voluntary service.

Non Aided Support Staff are paid by the school.

" School Part Time Staff

Part time staff work for a fraction of 40 hours in a week. They can be a teacher in
Language/Music, sports coach, religious teachers and so on.

s
suc | e | evne | spniors | s | sp ] 73] Epres o) | ome | o ] o | e |
Library | Food and Canteen
School Appeinted Part Time Staff
Do not enter ECE teachers here. ECE teachers are entered in the ECE school as normal teachers.

Also, all support stuff must have a T Number. Do not use the TRS number,
seletvear:  [EOEAY) Staf Type: -+ TR Hours Per Wezk Worked:
( Add Agponted Part Time St |
At and Craft
Language
Lbry
Musi
Physical Education:
Scripture/Reigion
Vocational Teacher
Counselor
Others
Teacher AY g
1. Select the staff type
2.  Enter the TPF Number

. 3.  Enter the Hours worked per week

4.  Click on Add Appointed Part Time Staff option




Exit School View L1100
Classes/Students  Reports>  leave>  TeacherSubjects  TeacherAccounts  Resources  Maps  Helpo

Staff - This Is the current list of staff at your school. To see more detail on 3 particular staff click the bald underlined Select link.

This school s 16 stf i s year 301 )
Please Note - Statfs transfered this year from this school may stll appear i the fst, However, their End Date should appear as 2 day before they were transiered to
another school. If this is not the case then please report it as 2 problem below.

(P ) e spresdshet |

TPF Full Name Start Date | End Date

23012012 TEACHER PRIMARY
WIG 2101/2019| TEACHER PRIMARY-E0SG
TEACHER PRIMARY-

f)f J—\Xf LN




Online- Leave Application

Teachers will apply leave in advance using the Online Leave application in FEMIS. Below are few
screen shots to assist the teachers to apply for leave using their own Teacher Login.

Home tab — we call this as “dash board’- it shows summary of basic education indicators, financial
information and student’s information such as number of students; teacher pupil ratio, number of classes;
missing citizenship data, etc.

g o S L e
Wekomal Show thse Inaicton for: o

To begin, you ¢an downiad the Trakning Geide from the Help Menw or Dowalosd by diddeg H(%t  Student Absences Per Day
Sos o latest FEMES wpdates by cicking MUt
0

Nuombe: of Hudents Mawng Gluremhen Dats [

Blisging Barth et (e paupert Numbers. 0 By Aswadance Amount. W
A Student Fnancsl Adatance 4000

Tt Pugsl Ratex L

Humber of Clars: o Mgt hudenl it Feason Uningmn

Schoel Primary Secondary Dlstrict National
Students o 146 G4Bed 560 nisw

Student Day1 Aent: 0 VTS 61138 fr. o7 205445
T sehonl do hed hun studenty trgnlesd 0 cinvy oot B The same L

You lest 0gged 6 VORI 35400 AM Som computer addrets 192 16410015

HR Info tab — teachers will be able to see : FTRA Registration dates, Qualification, Pay data, Leave and
Professional Development records

RegDets - refers to the
individual Teacher’s
Registrations of information.
Quals - the qualification of
m Megurg CRoenvp Doty the teacher
e “::"‘“w e st Tams Prof Dev — the previous list
N u
i P i of professional development
Humber of Claises o Mainy student absent reason: Unknawr oompiete .
Pay Data — pay history
Leave — on line leave
School Primary Secondary Dlstrict Natlonal mfurm ation
Students o 143846  E5864 w820 216348
Student Duys Absent o 1XINS 661198 S05480 2094895
This whool dors not Rave $1udents regateced . olfer sthook a1 the wame Dme
You kst logged on VEA/2016 5:15:00 PAl fiom computes #ddins 412455640

Missing Citizenship Dala:

oL PR
Mitsing BT Cerl (Of pagiy = Application

Aszessment

Al Student Financial Assista)

Teacher Pupil Ratio:

Number of Classes: o Main student sbsent reasor]  Unknowm Leave — on lin¢ leave information

Leave Details - teacher’s individual leave summary
indicating the leave used and leave balance

School Primary Secondary District ] National ; Leave Application — select this tab will open page

Students: 0 143846 66354 56820 216888 stating the Leave Summary and click Start

Siudent Days Absent: o 1391215 661158 505440 2090445 Leave Application to open the form of the

This school does not have students registered in other schools 3t the same time online lcave application

You last logged on $/08/2016 10:20:00 AM from compuler address 192.168.100.19

FEMIS peaoe Start Date - the date when the leave is
Homs | T HRIatms | Casses  Subjoctiesd  Pemoaimt | Plcoments  Repor@r Maps  Reowrces Help > starting
e End Date - the date when your leave ends
o Leave Type - Sclect the appropriate
- g Leave Type
Lowam: e sty SR ) - Leave Taken - enter the number of days/

. oA : hours/ minutes
S0 ot €na Oate: Resumption Date - the date officer is
Lasve ype: Counary vising resuming work

e Submit Leave - click this when all details

Leave Taken: ‘Aesumption Date. are ﬁued

= Upload Docurments - click to upload
documents like Medical Certificates
Delete - delete the entry




Managing Teacher Accounts »

School  Sul | School's Casses/Students [V Manage Testhy Accounts Relp

School - dlick on the menu Hems below to show varlous Information en this schos!

[ suic | veots | Fwat | a2 | widog | o | st | prsen |

WELCOME! A od P TSt o> (elp Yo o) Student Absences Per Day

You can download Instruction Manual from Help Menu or Download by Cliding HERE

Numbtr of Students: ) School Detady Last Verded: Nt Verdued Step

Missing barth Cet Norsers: [ Bus E4sistance Amaowt w0 1:Select :
Nambtr of ttacntes 4 £ $tudtel boanadl Assstance: 3040 this Teacher
Teachts Pupd Rato: i Average Teachtt Age: % Accounts LA
Nembet of (Biies: § Main student absent reasan  Unlngan | lg)'i-\llt;ot%éo

Exams Regritered for LaN2 0 access to

the teachers
School Primary Secondary Dl National

Studenis: I TR 19 1039

Student mbiences: 0 XM 1885 Y%

You last kgotd on 21,03/2013 35700 P frem computer adaress 192168 100.19

Once you complete Step 1, it will open the page where the School Head can give
access to the teachers. You will select the list of teachers from the dropdown list as

displayed below.

School Suaff School’s Classes/Students Reports Manage Teacher Accounts Help

Here School ¢an Reset Teacher Password and Disable/Enable Account ;
Choose Teacher in your Schoot Pick 2 Teacher fom this hst [Je—_, Step 2: Select this
dropdown list to

[Resel Teacher Passwad | wﬁwj—l_‘ display list of teachers
Step 3: Select this

currently in the schoole——
. button to disable
Step 4: Select this or enable account
button to Reset Teacher for the teacher

Password for the

Move down

fere a School can Reset Teacher Password and Disable, and up the
. _EDSG cursor to se-
Thoose Teacher in your Schook: lect the
Ten: o teacher’s
‘s Account is cumently Disabled name from
the list.
Fyou enakle an account you must aiso reset the password. [N
ER-ED5SA
eacher Last Logon Last Logon [P Address Last Passwo EDBG
G
-EDBA

Once you have completed Step 2; you can see the highlighted message stating whether
“This Account is active™ .The next step 4 is to select “Reset Teacher Password™

‘—l
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school | Suff | SchoolsCames/Students  Reports>  Leae>  ManageTeacher fccounts  Resaurces Help>
Here 2 School can Reset Teacher Password and Disable/Enable Teacher Accounts.

Choose Teacher in your Schoot ( ' D TEACHER -EDIC v
Thon:
The next screen shows if you select the teacher from your teacher’s list drop down list,
it will display a message highlighted in yellow “This Account is currently Disabled”
you need to select “Enable Account” button.

Here 2 Schoo! can Resat Teacher Password and Dissble/Enable Teacher Accounts.

Choose Teaches in your Schoak [ Jeu- TEACHER PRIMARY-ED3A v

Ther: e

This Account is currenty Disabied [ Enablo Account |

1y enaklean ccount you must 50 rese he passneed. | Resel Toachar Password |

Step 1:
Teacher Last Logon Last Logon IP Address Last Passward Changed Choose_
| the

Once you teacher in
Enable our
Account jgﬂ |_[Reset Teacher Pasd _ —Foum CThis Account is currently Disabled ) 3srr.‘hool by
and the .. selecting
select the from
Reset | | | the
Teacher dropdown
Password list.
button.

Step 2: Once you select a teacher Trom the
list; there is message displayed in red “This
account is currently disabled”.

Step 3:choose Enable Account button to
give the access to the teacher.

Note this account is disa-
bled. Select Enable Accournt
and Reset Teacher Password

3. Select Reset Teacher Password — now the teacher can logon to the system.

Teacher Logon

1. Teacher will select “Teacher Logon™ tab

2. Teacher uses hisrher own TPF as the username

3. Password: Aal2345 (1" Logon only)

4. Another page will load for the teacher to change and confirm his/her new password.
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Assigning Subjects to Teachers
subjects and levels taught by the teacher

Click Teacher Subjects button to update the
Figl

School  Staff  Classes/Students

Choose the
Teacher from
the list.

Reports>  Leave> L[S

Here a School can Assign Subjects to Teachers.

Choose the
Class Year of
the teacher

Choose Class Year, |

Choose Subjects:
Click Get

Spreadsheet to
View All Teacher

Choose Teacher in your School: [Picka Teacher fomthis list..

Teacher Accounts J8

4

[

* Gel Spreadshest o View All Teacher Subject Load

Subject Load
button to view the
teacher’s subject
teaching loads.

Figl.1 Choose the teacher from the list

Please Note: You can only see Subjects Assigned to A Teacher in this school.

School St Classes/Students  Reports>  lewve> Teacher Acoounts  Resources  Maps  Help>
Here a School can Assign Subjects to Teachers.
Choose the
L aws Teacher from
Chaose Teacher in your Schook  Pick 2 Teacher from this .. r the list.
Choose Class Year Pk 2 Teaches from ths ...
Choose Subjects: it
Sl
»
Figl.2 Choose the Class /Year
School Staff Classes/Students Reparts > Leave > =
Here a School can Assign Subjects to Teachers.
Choose Teacher in your School: Picifg_'l__'_m___ _ﬂg__rn thislist.. - |
Choose Class Year |F-_ v
Shecss Sbjertn Year-10(Stream 1) Choose the Class/ Year of the
- _— Year-10(Stream 2) ——]
Cancel | | Add Subject |  vyear-10(Stream 3) heet to View
Year-10(Stream 4) teacher

Year-11(Stream 1)
Year-11(Stream 2)
Year-11(Stream 3)
Year-11(Stream 4)
Year-12(Stream 1)
Year-12(Stream 2)
Year-12(Stream 3)
Year-12(Stream 4)
Year-12(Stream 5)
Year-13(Stream 1)
Year-13(Stream 2)
Year-13(Stream 3}

Please Note: You can only see Su

__ Year-13(Stream 4} |

acher in this scH
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Figl.3 Choose the subjects taught by the teacher

School staff Classes/Students Repaorts > Leave > = ; Teacher Accounts

Here a Schaool can Assign Subjects to Teachers.
Year. 2017 ~
Choose Teacher in your School: [ =3 “TEACHER TECHNICAL-EDSA v
Choose Class Year, Year-10(Stream 4) ¥
Choose Subjects:
Add Subject| | Englsh E :
Lo EE{_I Mathematics 3 ‘Yi Choose the Sub]ects
Urdu }
Please Note: You can only see Su Rotuman this school.
§ Na Vosa Vaka Vit 1
bj |
|No Subjects Loaded | doedi
Basic Science :
Sacial Science
Commercial Studies
Arts and Healthy Living
Home Economics ‘
Basic Technology |
Basic Graphics Technology
Agricultural Science !
Office Technology
French i
Eamit | ifa
Figl4
School Staff Classes/Students Reports > Leave > = Teacher Accounts

Here a School can Assign Subjects to Teachers.

Choose Teacher in your Schoal: I'_?:___ o — |.TEACHER TECHNICAL-EDBA ¥
Choose Class Year: | Year-1C(Stream a)v|

Choose Subjects: | Rotuman v |

I Cancel l | Addgdbjectj L _"; Get Spraadsh_e_ailb View All Teacher Subject Load __ |

Please Note: You can cnly se s Assigned to A Teacher in this school.

Click Add Subject button Click Get Spreadsheet to
to save your data View All Teacher Subject
Load button to view the
A table or grid will display your ::cdlger’s subject teaching

update/ data entered

L
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——————
Exit School View BT T

Reports >  leave>  TeacherSubjects  Tescher Accounts  Resources  Maps

Classes - Set up the dasses at your schoal Select a class beiow to view the students in that dlass.

mmmmmmpmm You ¢can change this year to 2d¢ and view classes in a diferent year.
To add a new dass, pick the Class/Form, the Stream and the Teacher below and click Create This NEW Class.

Note: You can ereate new classes by "carrying over™ an existing class. To carry over a class - select the YEAR you want to carry over
from, then the class then click the Carry Over button. You can change the year above to see classes in previcus years.
It you have any questions please call the District Office for assistance.

Cassform: 1 v Teather:  Picka Tencher from this st . . G Gas
D T i tav-i i
Stream: 1 Teacher: OPTIOHAL Assistant Teacher from this hst.. v

ClassType:  Minstream (normal) +
Or, curment classes this year are below.

Year|Class {Stream Class Type Students| Teacher

STUDENTS & TEACHERS

16
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Setting up Classes

A new Class can be set up to capture student details.

Exit School View [ LIILT

Repors>  Leave>  TeacherSubjects  Teacher Acoounts Resources  Maps  Help>

Classes - Setup the classes at your school Select a class below to view the students in that dlass.

Add and view dasses for this year-> 2017 ' B0 thanga this year to add and view classes in a ifferent year.

To 3dd 2 new clss, ick the Class/Form, the Stréam and the Teacher beca and Cick Crezte This NEW Class.

Note: You can create new classes by “carrying over” an existing class. To carry overa class - select the YEAR you want to carry over
from, then the class then click the Carry Over button. You can change the year above to see classes in previous years.

16 you have any questions please callthe District Office for assistance.

Clessfomm: Teather Picka Teacher fomthis lisL.. v Create Tis NEW Class

Stream: E psstant Texcher. | OPTIONAL Assistant Teacher fom this st ¥
Class Type Es_lr_e_ani (romal} ¥
O, cument classes this year are below,

%h‘: classes for this school for this year51

1. Click on Classes/Students

2. To create a class:
a. Select the Class/Year, stream, teacher
b. Click on Create this New Class

Viewing a Class/ Year
The Class/ Year that is created or an existing Class/ Year can be easily viewed

Reports>  Lleave>  Teacher Subjects Teacher Accounts  Resources  Maps  Help>

Classes - Set up the dasses at your school Select a class below to view the students In that dass.

Add and view classes for this year-> m You can thange this year to add and view dasses in a different year.
To add 8 new dass, pidk the Class/Form, the Stream and the Teacher below and click Create This NEW Class.

Note: You can create new classes by "carrying over” an existing class. To camy over a class - select the YEAR you want to carry over
from, then the class then click the Carry Over button. You can change the year above to see classes in previous years.
if you have any questions please call the District Office for assistance.

Classfrorm: Preschoal ¥ Teacher Pick 2 Teacher from this fist... T+ [creete This NEW Clzss
Stream: 1 - i QPTIONAL Assistort Teacher from thislist..
Teacher.

Class Type: Mainﬂrea}n (ﬁuEfE} v
Or, current classes this year are below,

| Class {Stream Class Type Students Teacher

Click on Classes/Students
Click on View Class/Student Info

17



Changing the Class/Stream/Teacher

Exit School View
Reparts » leave>  TexherSubjocts  Teacher Accounts Resources  Maps  Helps
Class - Yeur: 2017 Oas: Cless Type: Bainstresm (normal) Tescher: { 1. select the
S s e e e ) e T class/ year
Change the Teacher, Assistant Teacher, Class or Stream for this dass to Change
Use the butons and ¥ts on this screen (o change the detsls of the Jass. the teacher
The studests wil remain in the dass. Her you cen change the teachers or the stream or the type of the dass. 2. Click on
L T K Lhangeite
Bnd optionally s ASSISTANT Teacher.  OPTIDNAL Assistant Teacher from thislst.. = b €
Remave Amistant Teadter | utton
Current Details: Year: 2017 Class: Class Type: Malnstream (nomal) Teacher:
Change this Class sbove to Class: PreSchool = thﬁm}
Change the Stream above to Stream: e Change to This Strean
Change the Class Type above ts Class Type. M (rormal) = [ Change to Tris Cess Type |
! Cancel l

Adding Student to a Class

This is a very important step where the existing students in FEMIS can be added to
the class/Year by searching. New students can be created.

Claxs - Year: 2017 G Clasa Type: Malnsiream (normal) Tascher:

o T e ey e T K T K

Add » Student 1 This Class - Use this screen to find DISTING riudents.

.,—n-u,m.m«uummwm.

There are several ways of finding the right studert. m-aﬁmuyinmnmmzpon-wtl:-ddiek'hmhbrwmuﬂwf. The next
aslést way is to look &t “all Stedents in My Schoof. lmﬂmMmmqmmpwjammumwdmhmmmhamh&
for stucerts in the district or the entire country. You orly nedd Lo enter the first few letters of the names when searching. ‘Lass information peovided will find more
muumm_-nxaw&nm.,mmmdmahvmda,mummmnuwmmmmmmw
narne and date of birth enly, ignoring pessibis (peling mistates in the surname, Remember you €30 absays use the Waining version Lo practice FEMIS.

Just show sve the list of Fsdents siready registered [n my schosdin 2017 = | Pick From M Students in My Schoal |
OR -« ADD Studeni with this EDM/Passport number Add Studerd With This BOM Humber ]
OR - 40D Stycerd with tha Stwcent 15 { A Studank Wb TH Stofert D

OR - To search for studemt in other schools, pravide some partial detads below and cick buttons o Search the dtrictor search all registered students. Yeu do not
need the whele name. just the first theee characters 1o start serching. ¥ you dont find the studen you are looking for try using ony the ficst three charactery of £t
name and first thvee choracters of kast name and sometimes the dale of birth, then chk 3 bunion 1o search the distria of search al registered students nationat.
Don't inchude the date of birth in the search f you think you may have the wrong date of birth 4 options to
add the student

to a Class/Year

Use this bution ONLY te registas studsnts the irst year they aftend school or for foreign

ki Sudents, Al ather students siraady erist. Find existing ing tha Search

Click on Add Student to this Class

Option 1: Enter the BDM Number

Option 2: Enter the FEMIS student ID

Option 3: Enter the student’s personal details such as Surname, First Name,
Date of Birth and Father’'s Name

Option 4: Register a New Student

v bW

The schools can only register new students for Early Childhood Education (ECE)
and Year 1. The schools can contact their respective Education Districts to
register new students at other levels. Schools shall upload or submit certain
compulsory information on student registration in the respective fields provided
either in FEMIS database or on the paper-based FEMIS form. For Fijian

students, the Birth Registration number shall be uploaded or submitted. For
international students, the passport number shall be uploaded or submitted in
place of the Birth Registration Number. The citizenship classification of the
student must also be provided.




o
Student Attendance -
School  Staff Repors>  Leve>  TeacherSubjecs  TeacherAccoumts  Resources  Mops Help >
Qlass - Year: 2017 Class: Class Type: Mainstreem (normai) Teacher. Click in the
i A s i | e o s | sy | O | i it Mty | box fthe
Class Attendanca - & blank attendance box means the student was attending sehocl that morning er aftemoon. Go to reparts o print a blank sheet class/ Year
week sating: FEVECTELTE, | Save || Provioss Week || Nex Wesk ]| Pevidonth || Nex Mondy | Brt Sheey > had 100%
371 Tigh # o absences (100% ATTENDANCE) this week for this dass Code  AbsentResson [ attendance

Mon Tue Wed Thu i WE  Weather in the week
EOMPumortStdentD Sumama  Firstame AN P | AM PM | A4 PM | AN P | AN P | g v
s ow 0 O i o
15 14 CLE T | : L
14 14 | _ | | efer to the
15 14 HR ) s ‘unhm | # gbseﬂt code
i il i | ™ Teansport . nd the absent

i Kon Payment of Fees | reason.

15 n4 . A M Holunch i
£ e L AL -] 0P |Domesti probiems |
15 14 a l
15 14 t
15 14 g
15 115 |
0 14 [ DL L] Calendar
. L Hor g, e
15 14 IR ERNE CLCl s
5w COCOCOCC e
u 4 ERERER NN

1. Select a Class/Year
2. Click on Attendance tab
3. Enter the absent code only if the student is absent

Leave the boxes blank if the student is present. Attendance data shall be entered
into the FEMIS database on a weekly basis or as soon as practicable.

Assigning Subjects to the Whole Class

Class - Year: Class Type: Mainstream (normal) Teacher:
e ] 4 st o T G | oy G Tome | s | Sbecs | O | s i | sy | it
Manage Subjects For The Whele Class
Cumert Subjects.
The link to “Enter Student Marks” is only enabled for 7, and 11
Standard EBxaminations
|English '37  Enter Student Marks
| Hindi ‘10 “Enter Student Marks
' I e e e e -

¢Na Vosa Vaka Vi .27 Enter Student Marks [Pick a Subjectfram this st %
| conversational Vosa vikaVis 57 Enter Student Marks
;Mathematics 3 Enter Student Marks e e

i ¢ H Add Above Subject to ALL Studerts in this Class
iVMEducawﬂ a7 Enter Student Marks o o
(Atand Craft 37 |Enter Student Madks Remove Above Subject from ALL Students in Tris Class
!Musu: 7  Enter Student Marks
- Physical Education 137 . Enter Student Marks

1. Select a Class/Year

2. Click on Subjects tab

3. Pick a subject from the list

4. Click on Add above Subject to ALL Students in this class
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Viewing Student Information ; ;

Schaol Staff Reports > Leave Teacher Subjects Teacher Accounts Resources Maps Help > &

Class - Year: 2017 Clase: . Class Type: Mafnstream (normal) Teachar:
[ e it St s o | e Comsvmrcher | v | o | oy O | i e | At |
Studert List - the list of students currently In the class )
37 mudents in the dlass are listed below (red highkights not cument as of today). LANA Class Exams are fisted below
Da8 Student G :
) |
[sszam ix }
13/05/2010 1 Ths class has no LANA Exams
< 2570772000 1 No |VieStudentinfo| ™
a 119672011 1 No l
C 121/04/2011 |1 No  ViewStudentinfo || .
o . ety > N —— Student List - Lisl of
I I iy e e L - student currently in
K o 257032010 1 15 [y T— the class
K ‘u 15032011 1 Bt} No |viewStudentinfy
X m mzon 1 15 o To view one particular
« ¥ w0201 1 1 Mo Visystuderninfo =i student information in
M x /032001 |1 15 [No Viewstudentinfo 210 5one® below your class, you will
fi fu [1s/s/20m (2 1. o Veusudentoio % select this link View
u v L N |Vewstudentinfo | grisn | Student Info to view
“more information on
1. Click on Classes/Students student in your class

2. Select a Class/Year
3. Click on View Class/ Student Info option

To view individual student information in the class
Basic Information

Manage Teadher Accovats

nter the Birth
‘Régistration
Number, refer to
the Birth
Certificate of the
child

*The mmmamm-g-m. O,

Stodemt i | lmmtmwnpcrqum-t::;_"‘f'

First Name:
Sumame:

When the child
enrols to your
school in the
middle of the

Showdeh o
(190172015
|2avaInis)

Team 1

start date and
put appropriate
comment after
adding them to
the class.

When the child
o3 leaves your
i school, in the
- middle of the
term, then put
the end date
when the child
took the

Repeater
i you have
to specify
whether
this
student is§ |
a repeater
Yesor

No.

..
3
~
-

clearance and

Consemt Extursions: | Unbaown + put appropriate
===y e comment and

5‘1!’“ GoTo Giass | Concel | [ T remove the ! <

start/end date
thereafter with

Click Save
Click Save and button, to _l_iaemca:;n;eﬂ "

Go To Class save and a
button, it will stay on this term
save the page the same
and take you page.

lto the class
ist.

27/02/2015 121500 Piv

Citi: ip of student;
you have speclfly whether the
r: student is local,

‘s(g:c%;vﬁ ttl-?e gg:srfhee’stu- international, regional, The
student is new dent board in citizenship of student is very
or not by your school ggvﬂftua;'rl" gbecaran E‘se thle frgee

i . ucal is only given
ﬁf'ﬁit,’""’ el ko to the Fijian students (local)

Student ID: auto generated by the system

First Name : Enter the student’s first name from the Birth Certificate

Surname: Enter the student's surname

Birth Registration Number : Enter the birth registration number from the student’s birth certificate
Other Names : Enter the student’s other name

Father’s Name : Enter the student father’s name. If single parent then do not enter mother’s name here. Enter mother’s name in Ho
information of the student.

Gender : Select from the student’s gender whether it is female or male

Ethnicity : select from the student’s ethnicity list

Start Date: term dates of the school start.

End Date : term dates of the school end.

New Student: specify if the child enrolied in your school in the current year or a continuing student by selecting Yes or
Repeater: specify if the child is repeating the level by selecting Yes or No

Boarder: specify If the child is & boarder by selecting Yes or No ;

Citizenship of students: need to identify the child's citizen whether it's local, international or regional
Transport: need to identify the mode of transport of the child by selecting any from the list given.
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Assigning Subjects to individuai Students

School  Staff Reports>  Lesve>  TeacherSubjects  TeacherAcoonts  Resourees Maps

Student Details For:

v | S | ot | ity | Oy | Mot | Lt | i | 7

Finandal Assistance Hesith Student Recond

Student Subjects For Class - Year: 2017 Class: Class Type: Mainstream (normal) Teacher: 1. Select

Select Subject for This Stucent :[Pick @ Subject from this fist .. v | Add Subject {__ i
e [ Aod Sutject | Subjects taken
Engish (vear 1) by the

Scbject  vinds (vear 1) Student

English {qwdu(y“rr")" 1) u _en

. 1 ‘ear

Hindi IE mahematics (vear 1 F 2. Click qn

Mathematics {C Value Education (Year 1) Add Subject

Value Education . Ant and Craft (Year 1)
" Music (Year 1)

Antand Crak 1 Physical Education (Year 1)

Music 15 Ma Vosa Viska VTG (Year 1)

: . 1% Social Studies (Year 1}

F"’f"" Edyeation 1= Elementary Stience (\593 |}

Social Suucies | Healthy Living (Year 1) ’

Elementary Science | g Conversational Vosa VokaMili (Yeat 1)

Student Home Life Information

This Section captures personal bio data of students including home contact, mother’s and
father's details, emergency contact and so on.

Schoal Sttt Fagrorts > Lawve > Tancher Sublects Tascher Accouarts Resources Mag Help >
$wadent Detsita For Student ID; Dave of Birth:
Finarscial Assitance Heatth | Student Recort | Traesf Lettar
Home Lifs - detalls on th P of the oo
Show detais for: | Yoor 2017 Cizma 4 Stmarm 3+ |

= Py yiterts Famaly weomb ondy #ible 1o N
Student bves wath Urkngar @ ‘2 2AGTRer 5 Name: Unknown 1
Father emrpicyed al Unsnoan Fatrers OCoUpabon Urkrown Fathun 5 Phone: Unbnoan
Mzther empioyed at  Urknoan wother 3 Oocupalioe Uraroxn Bicther s Prone: Unknown

e L ' Unknown e

BJiec1 s AdIreLs Guarguan »00Tes T
Godrtwan § fame Urkresn Guprcan phare. Unknown
Numbas of famaty o . . _ %
rentirg Witk Urkngwn . Numbe of bamly Werkeg.  Unkeoan _ Lghts alhome: Unknown ¥
Emergency oMt yrangun | Emecgancy PRone: Urkeonn
Emirgency reislionahe Unknown s  finargency AdTress Unknoen o s
Famdy Destor Kome.  Usknown Religion Unkngwn . :""" gt ol Uninosn .
Medest Condtzns: U O ik muton: ki
Parents rescurces that can belp the class for momple Licated panien Unknown %

Schools need to update this important information for every student

Handling Student Movement In FEMIS

If the student leaves the school in the middle of the terms do not move that student, follow
the instruction as follows

(a) Update end date of the student (student’s last day in your school)

(b) Term 2; remove the start date/end date; select the comment “Did not attend this
term”

(¢) Term 3; remove the start date/ end date: select the comment “Did not attend this

This is where
the changes
take place if the
student  moved

out of your

school in the
middle of the
term

1902015 GaTuXEs) Shudord saer e normahy
22042015 E4042015 )

A LoV
fnd Dt 1RO80H BASRROL)

SunDes  NOBAS
211215

(1282015 )
QIS )

All student registration and other school-based data available at the start of the school year should
be entered either into the FEMIS database or on the FEMIS database Form by the end of 4th week
of Term 1 in the current school year. All completed FEMIS database Forms shall be submitted to

the relevant Education District Office. The District Education Officer shall monitor and follow-up on
the compliance of this procedure.
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Classes/Students  Reports>  Leave>  TexcherSubjects  Teacher Azcounts  Resources  Maps Help >

Saff
o ey ey poy ey e P e 2 2 N

Library | Food and Canteen

Milk

Water
Use this page 1 enter water source data for this school. Orly one entry can be made for each school.




Buildings

» Suff Chusn/Shdets Rpork> leve>  TedwrAcounts  Reowcs Maps  Hepo

oo e | e | Gt | e | el ] Vs |0 | e Lo |

" Water/ Sanitation/ Hygiene/ Relief PROVIDED/Relief NEEDED
Building and Resources will be and Surveys will be updated by AMU/as
updated by School Heads per District Office,

From School Login page;

Staff = Classes/Students Reports > Leave > Teac Step 1: Click Assets

\ 28 Step 2: Click New Building

Su,.» staff] P/T button. A new page will load
for the School Head to enter
the necessary data as displayed
asin

Step 3: Enter data in the
appropriate fextbox.

Assets

New Buldig |

Enter the Lot
number or Lease
Number

Enter number of
classrooms

Enter number
building length

Enter year when
the building was

built

Click checkbox Y . Update the
if the building is . e : required
Cyclone . information

Resistant

Name of the ' v :
Engineer/ ¥ W
Company et pATASpane ' i ;
{ ;
oo l
1.  Enter/ Update the building information
2.  Enter the name of the person/Company that did the building survey
3. Enter the date when the building survey was done
4,  Click on Save

Different entries can be done for different buildings such as staff quarters,
classrooms and so on. The building page has to be reviewed every year by

the school. The Asset and Monitoring Unit shall accept the responsibility for
the accuracy of the school facility/infrastructure data.



B
]
4

Exit School View

Classes/Students  Reports>  Leave>  TeacherSubjects  Teacher Accounts  Rescurces  Maps  Helpo>

ooy e ey prerey Py P e e e 2 EER T

Library | Food and Canteen
T T
Hilk

Sanftatien Surveyed in Year. m

Place your mouse cursor aver 2 textbox to view a toolip for that texthox (i available).
Fillin 2l the fields for they are all requiret
Do ngt enter § for the Maintenance/Replacement Cost - enter numbers only.

Sanitation Type: - v Cenditien at time of survey: .

fre the toilet faciities easily supervsed % #re the toflets separate for boys and .

from classrooms: girls:

Funrtional Tolets are accessible via . are the todet fonctionat r .

wheel-chair/access ramps:
what is used 1o clean the tolet:

Are the children provided with todet

Number of grinals: 4
papers:

How often are the toilets deaned:
Ase the toilet facifities located Om to 20m Are the toilet faokties at least 30m from
from diassrooms: water sources:

[s there any other sanitation type
available:



WASH Module— Water, Sanitation and Hygiene =

-

Click Assets to get the page as displayed below
Water

iter water scree data for this school, On'y ane entry can be made.

Aot New i soucs e =2 Click Add New Water Source
Data button to display Water
Sour
Water Source Surveyed in Year: B | choosc
appropriate
Select a Water Source Type 1o enter data for a specific type of water source. This page will change based on the selection. answer
Place your mouse cursor over & textbox ta view a tooltip for that textbox {if available).
Do not enter § for the Maintenance/Replacement Cost - enter numbers only. Choose
_ R e e T TN ) appropnate
=3 Water Source Type: _ v s it Functional . ﬂ i
\WtéF Assa Condition: Is water from this source use for :
drinking: o -
/ : T Choose
How often does the school clean water source: s there a.ny ot.her water squtce i " appropriate
type available: =
answer
Is there any water tanks inuse by the students:

Maintenance/Replacement Cost [if applicable or 0 if 0
unknown):

Maintenance/Replacement Comment {if applicable):

Enter the person
who assists the
survey.

Da“y Surveyed When:

Surveyed by: !
i ved Wh
Saved by: Click SAVE button to Monthly Sa en: P
s |
Save save the work. Naviat prose
) . o = survey
. — o
> pEmemRe s
Bare Hole Water Source Type list — the New
ey Good
Rein Water list will change based on the Paor
Packaged Bottle Water selection you choose \s‘:i(;sf;nm
" a7
Piped Water ) Part Slorm Damage
Protected WelkSpring Destroyed
;S Extensive damage bul repairable

Uﬂnpm; Bc::: e Under construction

Tanker Truck or Carl

Surface Waler{Lake River, Stream)

No Water Source

Other Water Asset Condition list —

the list will change based on
the selection

25



Choose

appropriate

Sanitation

Click Add New Sanitation Data
button to display Sanitation

(o i |
Sanitation

Place your mouse cursor aver a texthox to vies & tooltip for that tenbox ff available)
Fillin aflthe fields for they are alf required.
Do pot enter § for the Maintenance/Replacement Cost - anter numbers only.

answer from
the list
Sanitation Type: La *—
Are the todet facilitig easily supenvised 3
Choose  from classrooms: &
nate
anwer from Funcional Tolets e acessble i .
a W
Mwmmuaﬂ’
Enter t
L
Enter t
number  ap mwy bing pucidad 3 v :
hoose Are they located Orm to 20m from E
PPIOPriste | clagsrooms =
aswer fro ; -
e list Number of changing room for girs in the e
schoot
Maintenance/Replacement Comment (il applicable):
semmmrmm—mmeees Enter number
Sunveyed by: ﬂ
esica Enter your - Ui 4
L —
Fiush
PaurFlyshWaler Se
P Latines wih St
[ Click SAVE ks
icl :
button to save Pﬂﬂmslﬂm%
the work Buckel Lalrngs
Ho Toieis of Lalrnes

s R
Surveyed in Year [

Choose appropriate answer
from the list given

Condition at time of survey:
Are the tolets separate for boys and giris
Ave the tofet doors functionat

What s used to clean the toflet:

Are the children provided with toilet
papers

How often are the toilets cleanec:

Are the toilet facilities at feast 30m from
water sources:

Is there any other sanitation type
avalable:
Maintenante/Replacement Cost {i
applicable or 0if unknovan}:

Choose
appropriate answer
from the list

Yes or No

Surveyed When:
Saved When:

Enter the date'

Answer the

question Yes
Choose appropriate

answer from the
list provided
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kit Click Add New Hygiene
Add New Hygiene Deta | Data button to display

Hygiene Water Only Tap

Individual
Group
Both Group and Individual

R Water and Soap
ff;m_“’c Neither Water or Soap
istL given

o T Lo i) o

t:istlablc mmspagesusedfo! . Hygienedﬂélsfmaﬁw. == Choose
= Handwashing Faciity at fre Schook Y Fandashing Type: appropriate
—_"'"'1____)__ . answer
! i ial Avallable: (-l'- from the
_ umber ofTas the Schlhas Handreshing Materal Avalable — it given
:Es‘iipirtate Mﬁgghodmdaﬂyg;wphaﬂ W&Sﬁfg !"—‘i Do the teachers wervisefﬂndwashmvmhsoap aher i Vil
from the —?‘.W_l__) T visitng tofets and before meat
list pww Mchnﬁndu@hﬁhmmﬁktoywngef '
Chonse " physia diabltes "1 e, e 3t o o
appropriate |gcalion of Randwadhing faclityat eachvollet o ™ ; Choose
sver iy " hehndedingbyprectapadgls Ly SO
ﬁ:'m il\t:n answer from
g Does the school have aly group tooth " the list given

progtan:
Ch . S,
ap;zs;;ia!c Does th school QWPW“‘W‘? i v
we

list given  Waste W

T e teobipneciy - 7, Honchenis nbbih ot

Choose Hygiene Eduation

appropriate
i ; ) . e Choose
e lpenond hyg:ene aithesdolorpar % I menstaton relted education laughta schoo? . ﬂppmp,me
list given the currcufum?
= ﬁ'om the
- . list given
Suneyedby. P  Suveyed When
Saved by: Saved When Enter the date
| i Canel I
Enter your
name
Click SAVE —
button to save
the work
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FEMIS
Staff  Classes/Students Reports > Laave>  Teacher Subjects  Teacher Acounts Resources

oy [ promey ey e e P P A I SR

Library | Food and Canteen
Enter EXPENSES (including Veuchers) here
Go to Reports | Finance | Expense Detailed to get a printed report of expenses. Go 1o Reports | Finance | Application For Yirement form or dlitk here .

([Show Extsing Expenses | Expense IDs are generated for all MoE expenses, notjust this sehool | Prist Soved Voucher |

Transaction ID: NEW VAT Rate: 9.0 %

Date: Payment Type: « Oetail Lines for this expense !
Type of Expense: + Description: _]
Invoice Mumber: Pagee: Detall Amouat & |

Expense Amount: Chegue Number; var “Yes @ No

Last Saved By

Ad4 MOV Bxpense
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Revenue

The revenue information for the previous year as per the audited financial report is
entered here.

P ] e ) el N e N I

uncary | Food snd Canteen
Revernee - bank Setas, fnancist sumrosry 8ne Lo on i vean

Mo aats rxity for thi yo
This scction provides SUMMARY information For THE LAST COMPLETID FINARCIAL YEAK - Le. whool yeae 1016

Sumeman Amount In domet 1 select
Opening BEINES i n & You should make sure your accounts balance "
auis) BEFORE you enter information here, If your Revenue
Total ncoming i
fungy unknown accounts do not balance you are not allowed to 2 Enter the
Totsi expenoniure:  Unknown save. .
Clotinp batance:  Unknown ® Do not use dollar signs er commas. Values from
=i AR ey the audited
Balance stbank:  Unknown .
e . financial
po
Arcount (heiked:  Unknown = report
Thi section provides REVENUL informstion recetved by the whood 104 the LAST COMPLEITLD NNANGAL yead - Le. lhOO! year 1016 3 click On Save
.
“'""""'_".:'._h amaunt Ottver Incoma sng grants Amount
Feetree grants: unknown Prowindist toundis unknown "
yinan eoucation  ynknown Renglous bodies: unknawn
una:
Lenpusge teathe!  ynyngwn Hon-govermment oiganiations Unknown
s = Do not leave
Gomiismnteer Uk {046 remolars, womEas's ud Fle the textbox
Form T grants: unknawn Foreign ag g ur T “unknown"; if
Tt s w ik [ Bulaing funa taes naR-geremment  nknouwn the textbox is
o Unien peants not
T cemtre gt ts Income penerating actnaties ieg- applicable to
frocatianasl Unknown Undeny
SRR Bazzar, toncerl fund drvesl: il vou-put 0.00 to
Bustding grant .
oo the mimey: UONT Sates trom the textbox
Fuinitute gramto Uninown Inlera st from tard depotit Unknewn
Tiani Dot grants: Unknown Others: Unknown
mk:'m“‘ Unknown Vocational product sates: Unknown
Tetal Income MDalances sbove): .U
(Em) ==
Expendit

The expenditure information for the previous year as per the audited financial report
is entered here.

ke | Dot | Revenin | trpantinrs | et | S tat] P17 522t | Expes Yooches) | iocome | Do | G | Larve
Ubrary | Food and Canteen
rpenditury REPORTED in yusr: B
Ho data extsts o this yaas,
This section indicates the school EXPENGITURE in the THE LAST COMPLETED FINANCIAL YEAK - La. school year 2014
You should make sure your accouts batance BEFORE you enter Information here. I your & you llewed to save. Donet
dollas signs of commas, .
1. Select Expenditure
[—— Castl expendiuy 2. Enter Expenditure
zmxmwmuumwnpa,mnm = e facices: under the
onary, science equpmant: lsieom. el Wloovn
Schast0s (gardening tooks, carpestry ook grinown. Busting materials and constracion;  Uknwn 3 EII:!p:;OprI(aste category
Gearral school equipment [generatos, photocopiers. fax, compuier printer, . i ICK on Save
ol s [ New equpmet [rete
Computing HUpmEnt [tcomputers, prnters, BermEl (oncmonsy: Unknown Mscelantous: Unigowm
Spons quipmint Urnavn w"::"“" 00
Teacher salarie] (atenseds Unknewn
Satary to sppont staft; Unkngwn "=
Admiistz i (cott al nuing the school officel: Unknawm
e i Do not leave
Uparepajmet Mioin the textbox
Teawt] costs (lor teachers, shudents ang commatee members): Usknown “unknown”; if
School ground maintenance lawn mowng, Mawt (EPETSE Uainown :ho: :;ﬁ::bll’e
Water. lhh_ﬁi' to you-put
Breanty: Uninown ge‘onb? the
Telephone/fax Uninovn Xthox.
Schoo! fumitare: Uatmowm
Prizes: Unigwer,
Buikdng masnenance: alnawn
Meaks costs for bowrders: tndnown —
Other. Uningwn
Total recment expenditure (balasows above): 6.00 @

You should make sure your accounts balance BEFORE you enter information here. Submission of
Audited Financial Report shall be provided by the School Management within four (4) weeks of the
school Annual General Meeting.

29



Expenses (Vouchers)

The acquittals for the Tuition Fee free Education grant is done in this page.

Financial information entered into the FEMIS database budget acquittal system by
the school to account for payments made shall be entered by the school within three
(3) days of the payment being issued.

Schools discovered to have deliberately entered false information into the
FEMIS database budget acquittal system, or submitted such information to the
MoEHA will be subject to disciplinary penalties.

Basic | Details | Revenue mmm o — |

Library | Food and Canteen
Enter EXPENSES (including Vouchers) here
Goto Reports | Finance | Expense Detailed ta get a printed report of expenses, Go to Reparts | Finance | Application For Virement form or click here .
enses | Expense IDs are generated for all MoE expenses, not just this school

Transaction ID: NEW VAT Rate:

Date; Payment Type: ~ | Detail Lines for this expense

Type of Expense: Description: N i

Invoice Number: ' Payee: Cetail Amount

Expense Amount: $0.00 Cheque Number: VAT: ©1ves & No
Adding more than one detall line T'Yes © No

Last Saved By: When:

-

1.  Click on Expenses (Vouchers)

R Enter the date of the purchase of the item and invoice number

3.  Select the payment type; cash payment, bank payment (for cheques) or

suspense account

4. Select the type of Expense (Admin- Accounting, Admin - General, Buildings -
Electricity, Computer - Assets- Computers, Library- Library Books, PE, Music,
Arts - Sports Equipment, Stationery - Paper and so on)

5. Enter the name of payee

6.  Enter the cheque number

7.  Add the description of the item purchased

8.  Enter the amount of the item purchased as in the invoice

1. Click on Save and Print option to Save

Showing Existing Vouchers

Select Vouchers. Select Show Existing Vouchers button - to show all the previous
entries done.

P in Yean  Craate Now Expensa Not on This List
2f you see a big blue arow, click on the arrow to sés other expenses. You can only see 10 expenses per page. Use the big blue amrows to move through many pages of
iexpenses for this year. Use the Year selector above 1o see expenses in another year.  Expenses are listed in date order.

Cheque Acc Last
— Accourt ¥ Amount VAT Invoice No < By

im 3 The list of Admin wages/Salaries 1000 27 Delete button Delete
e list of entries i )
|Edit 3 . Admin FIMPF 1009 e WIH enab[e
} entered in the system. you to delete
| Edit 3 Dy Bulkdings Electricity 2000 7 that particular Delese
‘m . Edit button will S ey ot entry from the
enable you to payment list. Dalals
update existing ke ant | Acmin Telaphole/  ao00 3 Qelete
f vouchers Kk — e _ i
i ges/Salanies 1000 i7 000 Ralete

a3
| Edit 2 payment
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Income Information

This page contains School Income information

Library | Feod and Canteen o

Enter INCOME here
Goto Reports | Financial | Income Detailec Report to get a nice printed report of income.
 Show Existing Income Transaction1D:  NEW TRANSACTION
Date: Chart of Accounts:| 3 o N v
Degcriphon: Detafl Amaunt TG am Income - ECE Tution Subsidy Grant
3 - Grant Income - Free Education Grants (Pri and Sec)
| Save Transaction Save and Stact New Transaction Grant :mome 7 g‘hef " - s
s o e FLTR Grant Income - i ing Grant (Pri boarding schodls
Ap— Vihen: er Capita Boarding (Pi e¢ boarding s¢ )

Grant Income - Remission ¢f Fees for hoste! Tor boarding schodls
Grant income - Special Education Sthool Grant

Grant Income - Vocationa! Tuiticr Gran!

Other - Canteen

Other - Donations

Gther - Equipment and Hall Hire

Other - Others

. Enter the date

. Select the appropriate Chart of Accounts

. Enter the description and amount

. Click on Save Transaction or Save and Start New Transaction

Class Audit

Purpose of Class Audit

The main purpose of Class Audit is to verify the class data to ensure that it is
correct, complete and current. Schools need to do class audit to ensure timely
distribution of Tuition Fee Free Education Grant (FEG).

P W N =

How to do Class Audit.

School Heads from your school login page, please monitor the
following steps 1-3 to do Class Audit of your classes in terms 1, 2, 3.

Note: Schools need to update all the classes/ students before the audit
of the classes. School Heads need to monitor the FEMIS Admin Officer’s work by
running few reports on Data Quality; “Students entered twice in different
schools” and “Citizenship data” on a regular basis. These two reports should
have zero students.
As per the FEMIS Policy, Class Audit timeline shall be strictly adhered by all
School Head Teachers and Principals and must be specifically conducted at the
end of the following weeks:

Week 5 of Term 1

Week 4 of Term 2

Week 4 of Term 3

Step 1.Click Classes/Students —will open your class list for the current year.

School  Stff @ "2} Repors> Leave > Teacher Accounts  Resources Maps Help >

Classes - Sel up the classes 3t your school Select 3 claxm below to view the students in that das.

Select the

mmmmmum-sm ou can year 8 oew ma t year. Year
lomammﬂtmamﬁmhmandn\elmmmmmm%mwm

Note: You can ereate new classes by “carrying over™ an existing class. Te cary overa class - select the YEAR you want o carry over

from, then the class then click the Carry Over button, You can change the year above to see classes in previous years.

1 you have any questions plesse Gl the District Offlce for assistance.

Qusg/Foem: Preschool « Teacher.  Pick 8 Teacher from this kst... + [ Crete Tris NEW Class |

Assistant
Teacher.

Stream 1 OFTIONAL Assistant Teacher from this Bist...

Class Type:  Malnstream (normai) =

Or. cunent classes this year see below, Click the
Mainstream ey - gt ink to view

2016010 11 norma ad — | rustudeounyy | ReleieIeCiass i sdag

mejro |2 [Mamteen g Ll From SO Wmilﬂ acz?ssm.

gl [z [Menstem p— ] .  display in
{normal) Szl Step 2

el fa Memvmem g, [ TR | oststeTnetian | ChunoeSusem/Teacheds)




Step 2. Click the link ViewClass/StudentInfo to open or display the class
list as detailed below

Cliss - Year: 2016 Cliss: 50 Strearm: 3 Clins Type: Malnstresm {normal) Tescher: [} [ Pusirtant Teacher: [ 3
03/04/16 T2 audit 12/09/16
Jst - the Birt of riuds ertly In the cless.
49 students in the class e Isted betow (red highlights not cument &3 of today). TANA Class Exarm are sted betow
e —

This is the student list or

ol [ | W ey the class list that you will
o Audit as shown in Step 3
11/08/2000 Ves ! r
No | ViewSnadentingy
W06/2001 ey (ViewStudentinie
Mo
L
Yoy

12
12
12
1

8

Step 3. Click the Class Audit button to open or display the page to verify
class data for Audit Purposes as detailed below. Each dass need to be audited in
order for the release of FEG to the school account.

To review the
summary of the

F i -
1a|r [ag0 35 a7 [aga1s o e data for this
3 (¢ |age1s s |¥ [age1s r
il v 10 o et MR e class.
fpimu ey o Confirm the data
2|6 | Erwacay. 1. Touts l+ |mlages 3 8 |Eovemy: 1-Taskn is mrrect by
z RN 25| P [Emwcty: 1-Tocams |26 b Erwicay: LTsman S
i Y i 4| |ty T 2 F [biew Sasouems clicking the
2 *
4 o jowimen A npasnd 5 e checkbox
25 |F | Cemerohia Lacat : g :s:'muu below'
v Locs 25| F |Caseratug: Locs 2 M| Cteanahg Locl
F | Torm A Stodew maisd e nocnul: Lo<s 25 g [Tom AR Sudert saned wem
: 1:::-‘”'::-:“ (¢ hﬁmm—u—n‘; o m Aeucu Onc_:e the school
& [ Tarm sz Sessew Arianed mem normany | i Az Tranalamed In Oust 1 Cycions Tarm Ast Satent frianae verified the class
14 | T Ack. Stuant Arashued s Adimaiy | 251 F |Tarm As Soden fevsied s rocmaly 5 F | oam normaty .
| T A 3 it v o s L o o e data is accurate or
L Y o correct. Please take
L 4heam note the colour
o i changes to green

Hmmm School Heads can
print form by

Pt Tern 2 Cermmn Fores _wr__ﬁ selecting or

clicking on Print
Census Form
Please click this ) Piittons e the:s
checkbox to audit Class Audit ey
your classes has to be
done termly

Once you indicate the class details are correct some parts of the class become
locked.

You can still add attendance and change many things but FEMIS will not let you
change the citizenship of students in a locked class.

Also, you cannot add new students to a locked dass unless the student start date is
after the audit date.

Schools can check class audit status by using the following steps:
Click on Reports >> Select Basic Indicators Report (audited) >> Select the
appropriate term >> Click on Get Spreadsheet

NOTE: Please contact your District Office if you need to unlock the class.
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Teaches Subjects  Teacher Accounts  Resources  Maps  Help>

Financal Assistance Hesith | Student Record
Health - Body Mass Index Caleulator For the Life of the Child

Date of et

Beight (metres:
weight {kgl: 80

Add These Nex Measwements | Prnt |

Rody Mana Indesr {BMI|

Click here for mare information.

Date  |Height| Weight | Age | BMI |

1402007 17 600 63 1 Delele!




Student Health Information

Student’s body mass index is calculated and a graph shows the status of student’s
health (obese, overweight, healthy weight and underweight).

Reports>  laave> TeacherSibjects  Teacherkcooumts  Resources  Maps  Help>

Studen Detls o SudotD:  Dueof it
Fecioniabty | Dnghcity | MoreRenore | LA | Mt | e

Health - Body Mass Index Calculatr For the Lifeof the Chld

Bl gy
Measurement. : ]
T
Heghtinetrs 171 .&:mm
I i
Weghtdg: 0 == bl B

A3 These New Neasuemenls | Pint |

Body Mass Indoc (BMI]

Chek here for more infomation.

Date [Height Weigt e BMI

WO L7 B0 63 2 D T R
e

1. Enter the Height in Metres
2. Enter the Weight in Kilograms

3. Click on Add These New Measurements option

In case of incorrect data entry, click delete button and re-enter the values.
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Classes/Students  Reports > Leave > Teacher Subjects

Library Room

Choose Year: -

Does your S¢hocl bave a Library? No v

¥ No- Please state reasons:

Is Your Scheol Library Room...

of Shared room, Please specify:

What is the Ficor Size : (inmeters) |

Hew are the Books kept?

Is Your Library Callection - -~ e M3

Has your Schaol recefved any assistance from Library Senvices of Fij? 1o =

¥ you answered Yes, Pleast indicate which Year was the LAST assistance: 1017 -




School Library Information

1 - ciick School Tab to dis-

play the sScChool information as mpmmd mﬁgf |

I e e e e e e mf

s St ittt [

A Good Place To Start Is Here -> Admin $4241746 §17,13841 $§25279.05
You can dowinload Instruction Manual from Help Menu or Download by Cliddng HERE  uildings S8 SIS §555767
See the latest FEMIS updates by clicking HERE Computer  §2L20873 $1537100 583773
Fsberf Mowis s Wewdemspbe: iy Q41815 SETTRZT §53608
Misiog St Cot i pecioSiooters . B M FeALA PE musicarts  §1413915  §3341.08 §1073315
Number of teachers: 17 Al Student Financial Assistance: $0.00

Teacher Pupil Ratio: 4053 Average Teacher Age: 35 Stationery §21,20873 §1539963  §5.809.10

.- P . e Tedale #144 304 €3 07 740 6F #0247 EO

Step 2_ciick Lib FATY tab to open the Library page on your screen as illustrated in

Fig 2 a m Expenses (Vouchers) Uiturie

Funding  Allocation Spent Unspent

$42.417.46 $17,13841 $25279.05
nu or Download by Clicking HERE  gildings $28278.31 $2272064  $5557.67
Computer $21,208.73 $15371.00 $5.837.73

Admin

g Citizenship Data: 0

. Library $14,13915 §8,778.27  $5,360.88
BEL R, i PE, music, arts  $14,139.15  $3,341.00 $10,798.15
ident Financial Assistance: $0.00 Al - —— e
Je Teacher Age: 35 Stationery $21,20873 $1539963  $5809.10
student absent reason: Unknown Totals: $i_l41.391.53 ”2.748-95 $58,842.58
Fig 2.1

I 0 O e o s e e o 3 o e

Ubrary Reom . *ibrary Staffing Exlsting Book Coflection i Purchased Book Collection
Library Room
Choose Year:

2046 + No Library data ks entered
for this Year.

Does your School have 3 Ubiary?  Ha =
m Choose Ne or Yes if your school has a library.

1 No- Please state reascns
I—-—* If you choose No then specify the reasons.
s Your School Library Room._ - __-—* If you choose ¥es then specify the type of the room

1f Shared room, Please specify: s \é . .
Whatis he Floor Size - (in meters) 1f you choose Shared room then more clarification is needed.
How are the Books kep!? - — Enter the floor size.

¥ Your Ubrary Collection -

55 — oﬂN Choose appropriale answer from the list.
Has your School recenved any assistance from Library Services of F4i N}mc appropriate answer from the list.

if you answered Yes, Please indicate which Year was the LAST assistance: 2016 -

~

Choose appropriate answer from the list: Yes or

If your answer is ¥es, then you need fo select
the year when last assistance was received.
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Step 3 - ciik Library Staffing b
e Eptore | s | s 11 s e | b | v s |

Fig3

Ly hom bting oo Calecion | Do ok Collction | P Bok Cltin

Schol Library Saf

A8 staf must have a T Number, Do notuse the TR nimber, Enter the
Enter g Fhoose Vear. 2016 v staff type
TPE/ 1
EDP of ) = — :
;e P Safl Type: FulTme < Has Lbrary Qualficaion: Ho 1 Update if
librarian/ | AGd Staf Click Add Staff to save or write the information. L the staff has
staff il wﬁ“ A table or grid will display the data entered. :“uiliﬁcaﬁm

in library

Below is a screen shot after updating the School Library Staff page. A table or grid will display after you
click Add Staff button.
You need to clarify if

Fig you have a Full Time
staff, Teacher Librarian

i
Library /

{hoose Yes or No
depending on if
Lirayhien | Wby Sofieg | fiogeokCaledon | oreteBor Colicion | itk ol AOEINSIOR
Enter the Library

the A1 staff must have a T Namber, Do nat use the TRE number,
offic

Qualification

Year W6 v o)t e

_ Vi S50 = lduene STy Teadker bt v
Click staff

Staff
Staft TNo

button
to save
53523 | KITIANA LLIWADMANU RATUROBA| Teacher Librarian|No

the data

Has Vibrary Qualfication: Ho

Staff Type  Library Qualification

Delete link to remove the
staff entry in the table.

Step 4 ciick Existing Book Collection b
Fig4

s | Deas | Revre | perue | st | s s o1 st | Epres ouchr) | name | Do | Gare | e

Library

Library Room | Library Stafing Donated Book Collection | Purchased Book Collection

Existing Book Collection - Enter all books from Last Year
Choose Year: 2016 ~
Total Books available in Library:

Fiction Books: General Collection Books: © Reference Books: 0
Pacific Collection Books: 0 Teacher Resources Books: 0 Easy Readers Books: 0
| A Library Books

|No Books record

Click Add Library
Books to display
the page illustrated
on step 4.1
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Fi Ig 4.1 Thisis the page to enter all existing book collection. Select the year to update the books
you receive for the year.

Fig 4.1

| Ghoose iy e preee preney prey pre Pz Py e ) 2 0N

| to updatefliziy)
the

| books Library Staffing ' Donated Bock Collection | Purchased Book Collection
| received it R R

| ing Book Collection - Enter all books from LastYear | Enter the number of General Enter the number of

osé Year, 2016 v Collection Books received Reference Books received
- B
Fiction Books: General Collection Eooks: Reference Books: Enter_me_

e y . number of
i Enter the Paciic Collection Baoks: Teather Resaurces Bocks: Easy Resources Books: gasy
| numbcr ' B — DR — e

F " Emer the numbcr of Pacific Collection Fnter the number of 22:?& d
‘ Blgol?: °°l‘5m LastSavedvihen: Teacher Resources e

received - o = | iy ey

¢ Click Save bmmmm %ﬁ%—gzﬁm to
the data or to update the e

| Pagc S

The next screen shot in Fig4.2, shows the data or information updated will be displayed at the hottom
Fig 4.2

Details Expenditure Supp Staff] P/T Staff | Expense: (Vouchers) Leave
 reverve | Expenditrs | ssets | Suppsaf] o1 st  inome | Do | Grrts | teave |

Library

Library Room | Library Staffing | Existing Book Callection Donated Book Ca lection Purchased Book Collection

Existing Book Collection - Enter all books from Last Year
Choose Year: 2016 ~

Total Books available in Library:
Fiction Books: 12 General Collection Books: 29 Reference Bocks: 18
Pacific Collection Books: 10 Teacher Resources Books: 20 Easy Readers Books: 40
Add Ubrary Bocks

Fiction Books|General Col oc(ionhcfemncr Books | Pacific Collection | Teacher Resources | Easy Readers

Step 5 click Donated Book Collection button
‘

S Donated Book Colection - nter ONLY Donated books receved this Year
Library Choose Year: 2016 v
dB_ingf%m Total Books available in Library:
the page Fiction Books: 0 General Collection Books: 0 Reference Books: 0
fja:cl:: S Ppaciic Colletion Books: 0 Teacher Resources Books: 0 Easy Readers Books: 0
RS T

|No Books recorded for this ‘iearl
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Step 5.1click Add Library Books tab

B Choose the Year to u;r;me

. the books received
|

PRI | Library Room Library Statfing Existing Book Collection Donated Book Collection Purchased Book Colfection

Enter on - Entter ONLY Donated books received this Year | Select the appropriate donor from the list by
the date e . N selecting the down arrow key
| Enter the number of General Collection Books received i e Y |
= _'_,,_ Donated By: Librery Sendce of Fij « [ ¢ 0
Ty General Coledtion Books: Reference Books: ' ?:,,"f:;g Ty
Books | Books received
received L 5 L
O {ollection Books: Teacher Resources Books: _‘ Easy Resources Books: | = o e
‘ I
| nﬁzxt:rbct?if Enter the number of Teacher Resources Books received l '
Pacific =l , - N T
Collection B SavedWhen LastsavedBy: LastsavedWhen: | Enter the number of
Books | Resources Books received
received nk Cancel bution to cancel the update | .
" Click Save button to save the
. data just update the page
Step 6 click Purchased Book Collection tb
Figé

Library Room Library Staffing Existing Book Collection Donated Book Collection

Purchased Baok Collection - Enter ONLY books Beught by School this year
Choose Year: 2016 ~
Total Books avaifable in Library:

Purchased Book Collection

Fiction Books: 0 General Collection Books: 0 Reference Books: 0

Pacific {olfection Books: 0 Teacher Resources Books: 0 Easy Readers Books: 0
Add Library Books

[No Books recorded for

Step 6.1 click Add Library Book button to load the page as displjred as Figé. 1.
Fig 6.1

Library Staffing Existing Book Collection Donated Book Collection Purchased Book Collection
ok Collection - Enter ONLY books School this year 1
Enter the mumber of General Collection Books purchased | | |

Emerthe Fidion Baoks: General Callection Books: Reference Books:

number of

Fiction |

Books oo PadficColecionooks: 4 Teacher Resources Books: £asy Resources Bogls:
Enter the number of Pacific — . U——

CoBeotion Books purchased | Enter the number of Teacher Resources Books pur- ] | Ester the number of
£ g it |._chase: & | Easy Resources Books
Saved By, Saved When: Lastsavedby: gm&m || purchased

H& Click Cancel button to cancel the update | =

|
-

| Click Save butlon to save the data
| just update the page

In the next screen shot, Fg 6.2 displays the results when you click the Save button.

T T

to show the updated data in Step ki ot e

&l oo Yeu T
Totd Bocks avelablein yous Libeary:
ficion Books: 11 General Cocion Beoks 3 Refwence Books 2
Facfic Colection Boaks 13 Teacher Resources Bocks: 1§ sy Readers Bocks 6

Ao Liary Bocks




Exit Schoo! View

Classes/Students  Reports > Leave>  Teacher Subjects  Teacher Accounts Resources  Maps

b | Deta | Reveue | rpencions | Acets | oppstat] 175 | tpeses Vo) | ncome [ 000 | Gans [ e |

Library | Food and Canteen
Food and Canteen For Year: | 2017 B

This page is used for entering Food and Cameen data for a school by year.
Canteen

Daes the school have a canteen? Uninown ¥ Who operates the canteen? Unknown -

Contractor name [ outside contractork Rent the contractor pays (S):

Drinks sold at canteen: Food items sold at canteen:

- i Does the canteen provide benchesand  ——-——-
y
Doss your canteen have a fridge? Unknown = es for eating? Unknown *
Does it have hand-washing faciikies? Undnown ~ Distance of hand-washing facities: Unknovn L4

Feod
Daes the schoo! have cooling facities?

Type of cooling facility:

S
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Food and Canteen Information s

This page includes information regarding school canteen’s contractors,
drinks sold, food items sold, hand washing facilities, food cooking facilities
and storage.

{

mmmm
Library | Food and Cantesn

Food and Canteen For Year: m

‘This page is used for entering Food and Canteen data for a school by year.
Canteen

Does the schoal have a canteen? No A\ Who aperates the canteen? Unknown v

Contractor name (if outside contractor): o Rent the contractor pays (§): [:

Drinks sold at canteen: Food items sold at canteen:

tables for eating?

Does your carteen have a fridge? Unknown | * Tathe et MU ENRES WO Unknown *
Distance of hand-washing faciitiess  Unknown -

Does it have hand-washing faciities? Yes

]

Food
Does the schoal have cooking faclities?  No - Type of cocking facilty: Not Applicable B -

Select whether the school has a canteen
If yes then update who operates the canteen
Enter the Contractor’s name, if applicable

Enter the amount of rent paid by the contractor

List the drinks and food items sold in the canteen
Select if the school has a fridge
Select if the canteen has hand washing facilities

Select if the canteen provides benches and tables for eating

O oW e oA B NOE

Select the distance of hand washing facilities from the canteen

=
o

Choose the appropriate option on whether the canteen have cooking
facilities

-
s

Select the type of cooking facilities

._.
g

Click on Save
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Exit School View | L5001

Reports > Lleave>  TeacherSubjects  Teacher Accounts  Resources  Maps  Help>

Basic Information | Subjects | Home Life
Finandial Assistance
Student Learning Profile - part 1
lhMlormﬂﬂeﬁngﬂisw:houldﬁukmamuﬁn;mmmdmwmmmm:rQIMpnptzﬁhgapmmmwmmmﬂz
Due to security reasons this form will expire In 20 minutes and you will lese unsaved work.

You sheatd non the TPF of the keacher BEFORE star

TPF of Teacher Completing this Form:
Parent/quardian completing the form: Name:

Function/Disability | Drug Activity

Date Form Completed:

Relationship to child: Other (please specify:
Other person invalved in completing the form: Name:
Relationship to child: - Other {please speciy):
Other person invalved in completing the form: Name:

Other (please specify).

13 Mobitty aid:
13.1 Wheelchair
132 Crvtches, walking stick or walking frame []

e
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Student Function/Disability Toolkit

School Staff Reports > Leave > Teacher Subjects Tencher Accounts Resouraes SMaps Help >

Date of Birth: Click to 2

Student Details For: Student D2

Finzncial Axsistance Health Student Record Transf Letter download thc :
owrload 3 printable cagy €f the Student Learning Prefile form »555  a Student Learning
Dovmioad 4 printable copy of the Consent Form fom 232 (required if chivcal : ; on it uploaded) Profile Form
Student Learning Profile - mxw._m
Ne disshility aasessments on file for this student 3

A iew o Updated Stutent Lezring Prfie -t 1 Click to
o T " download the
Student Learning Profls - part 2 {CEnkeal, Diagnosti and farmation] Cotisent Forat
No di history on file for ds

AGS New Diagrasis

1f the chitd's function has charged, please dick Add New or Updated Student Learning Profite. This afiows changes over Uime to be monitered i howwaar you made 2
mistake on the form and would Fie to change infermaticn, plm-dkt!chcwﬂuhadmmrﬂmCmmm amend the form.

1. Click on Add New or updated Student Learning Profile — part 1
Student Learning Profile

This form is to be filled in FEMIS after meeting with the parent of the child and other
relevant people.

Studswt Laarming Profile - part 1

The data for completing thas form shoukd arse from 3 mesung you have hat with the parent and clher relvant prople, umg 2 ponted fom Student Leamng Profuc
mw-ﬂmwmﬁlw‘hmﬂmﬂmﬁlm-mvd-ﬂ

Yeu sheuld know the TEF of the teacher DEFORE siartng ng to fill in this ferm £

15 of Teacher Compleung this Form: g

Parentyguardan compheling the form: Mame: Date form Completed:

Relationghup to chid ) - Gitves Iplease specify): i

Civet pecson invehed m completing the form: hame.

Relauonsrup to chid - Crher (please speify?

©ther person mvohatd in completing the fomm: Kame.

Relatonship to chadd A Citer (please specily;
ﬁ:ifwm&mﬁdnmwﬁm s devicotsy? (Tick all sppiicable Spiient refer 1o the pictures of sxsistive de s in the

1.1 Glasies (cr conLact lemses)
1 2 Heanng axd
13 Mobikty aid
1 3.1 wWheelchau
2.3.2 Crutchas, walking sixk of walting fame
3 §.3 Other mcbality nd. phease specryt 5 e
1 & Braviie mackine (e11d reads by toudhing the BUMEs on the mathme or PaGe]

L5 Screen eeading software (COMPLter Program reads the text cat ouc)
1.6 Vihwie care (for igw—vrsan or blind shlz-ea;

1.  Enter appropriate responses regarding the conditions of the child
2 Click on Save

Click on Save button regularly while filling in the appropriate responses in this page

Add New Diagnosis

This Section has to be filled after assessments have been done by doctors,
therapists or other Medical services

School Semt? Raports > Louve > Tomctwr Subjects  Tascher Accounts Rasources Mgt Help >

Swedem Detaids For Stwden [D: Date of Birth:

o A i ——
Firnaencial Axsictance Headth Studert Record | Trarsf Latzar

Student Leaming Profile - part 2 (Clinical, Dlagnestic and aion}

ot

Charca! Dagnoss Ca1egony: . Seteci a Category
Chmcal Dugness elect @agnosi category fial ¥
vaar of Dognoss 2017 ¥

Chmical Dugnosn Descrpton lonky f Dagnotin s ‘Cikec).

Fracunone Sarnce ot made the higresrs:

. Canc el and Back o Studert | _Deisto | | Save Dignesn |
d 4 f‘“ o Wmmﬁtﬂm e T =
Save the Diagnous abave befors you €31 53 Services Racewed * _ Sava ihe Dragrosis sbove batord you can 43v Futher Sevicas &
Text d Other: T
Agpronrate Jate of fenvce 234 Setectod Sorixe
me | Add Selocied Seraco
| Save ond Add Anciim: Dioyrons | | Save - Bacs to FunciovOrabrhiy Page )

1. Select the Clinical Diagnosis Category

2. Select the Clinical Diagnosis

3. Enter the Clinical Diagnosis Description and the Practitioner/ Service that made
the diagnosis

4, gelect services received for the condition and further services needed for the

condition

5. Click on Save Diagnosis or Save and Add another Diagnosis
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ebxams - Understand the process, indicate your school readness to participate, snd finally print the question and answer papers.

Step 1) Understanding the eExams Process
By using this system you agree to abide by the ‘Oath of Affirmation of Office’ and in particular the ‘Official Secrets Act 1911 and 1920,

This year schaoks wil print their ovwn question and ansvier papers for some exams. It i importent you undersiand shis new process, You can download documents below
that explain this whale process. .

A Download the eExams drclar Here
B. Download the explanatory notes here
C. Download the schedule here

Once you have downloaded and understood the above documents you can move on to the other steps in this process. You will have to changt the passwerd of the schoo
in step 2 and provide an indication that your school can print the papers in step 3 before moving on to printing the papers in steps 4 and 5.

—

EXAMS




ACCESSING STUDENT LANA RESULT

To view students LANA result; you have to select the LANA classes.

From School Login, Step 1: select School/Classes Student button to display the clas-
ses at your school.

Steps 2: To view or print [tem Analysis or Class Profile Report. Select a LANA
class.

School Staff ekxams  Reports > Leave > Teacher Subjects  Teacher Accourtts  Resources  Maps

Help>

Classes - Set up the classes at your school Select a class below to view the students in that dass.
Select the year from

e the drop down menu

Add and view classas for this year-> 2017‘ Yo% can change this year to add and view dasses ina dferentyear| {0 View the classes.

To add a new dass, pick the Ciass/Form, the Stream and the Teacher below and click Create This NEW Class.

Note: You can create new classes by "carrying over™ an existing class. To carry overa class - select the YEAR you want to carry over
trom, then the class then click the Carry Over button. You can change the year above to see classes in previous years.

I you have any questions please call the District Office for assistance.

o et Now go to Step 2 to se-
ClassForm: 5 Teacher, Pick a Teacher from this list... lect the LANA classes
Strezm: 1 v < OPTIONAL Assistant Teacher ol

Teacher:

Class Type: Malnstream (normal) .
Or, current classes this year are below.

Year Class Stream Class Type Students Teacher

Exams | Reports>  Lleave>  TexcherSubjects  Teacher Accounts  Resources Maps

Class - Year: 2017 Class: 5§ Stream: 1 Class Type: Mainstream (normal) Teacher.

S e e e e s T S

Student List - the list of students currently In the dass
2 students in the class are listed below (red highlights not current as of today). LANA Class Exams are listed below

DoB  |StudentID Birth Reg. (passport) No. Bus

Surname  First Name|

lteracy |54 ﬁ; s ‘gtﬂg =
1342017 |Literacy {52 ZL;:M; A{:; - E&nt
137 | 2017 | Numeracy[5.1 ﬁﬁs -:%:Jdems SMt::ent
138 | 2017 | Numeragy |52 iﬁ\'}ﬁ iB::J : SMl:c;ent
. Above are the LANA Reports
Click the link to view or download

the Reports
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Steps 3, 4 & 5: To view or print Individual Student Report

ebxams  Reporis>  leave» Teacher Accounts ~ Resources

Teacher Subjects

Maps

Class - Year: 2017 Class: 5 Stream: 1 Class Type: Mainstream (normal) Teacher:

[t s o ] v G e | s | Gy | ot s | |

Student List - the list of students currently in the class

2 students in the class are listed below {red highlights not current as of today).

LANA Class Exams are listed below
|

Surname First Name| DoB  'StudentID|Birth Reg. (passport) No.|Bus No.|Year| Name [Version
0 s

b el L Analysis ;_;m@i i:_fﬂ

137 {2017 | Numeracy 5.1 ::——f ' gudgms th::em

138 mﬂlmxy 52 lf_m ;Ltil 2 E:ent

To view individual student’s result, in Step 3 select a LANA class, it will list down the
student list in a class, select View Student Info link to view one student’s individual
report, as displayed below.

Step 4: Below is the page to view one particular student’s information to view
the LANA Individual Report.

cbxams  Reports>  leave>  TeacherSubjects  TeacherAccounis  Resources  Maps

Student Details For:

Subjects | Home Life | Function/Disability

Student Record | Transf Lefter

Drug Activity | Move/Remove

(@

Financial Assistance
Basic Information - for the student above. * The Birth Certificate number Is the BDM number. O, provide a passport number for non-citizens.

Sudent D Syl = Gender " e
No: ]

First Name: Other Name: Ethnicty: v

Surname; Father's name: Date of girth:

Cpe T e AT Vear- 7017 Closs: 5 Streanr: 1 B3

StortDate: 16/01/2017 {160/2017 ) Stuent Serted fam ozl

Term1 e Tem1
End Dete:  21/04/2017 @upa017 ) Studert frshed term normelly |

L Start Date: 09/0572017 {08A05/2017 ) Student started termnormaly. B £
End Date:  11/08/2017 (1/08/2007 ) Student finished term rormally B

SO 2082017 (BRB0LT ) Student stared ermnormaly B3 :

em , z Tem
ErdDete  24/11/2017 [4/112007 ) Student finished term normally B

New Studert; Unkoown ¥ Citizenship of Student: lLocH M|
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Step 5 This is LANA results for a student, select ViewResult to download
and print the individual Student Report.

efxams  Reports>  leave>  TeacherSubjects  TeacherAccounts ~ Resources — Maps

Student Details For

Basic Information | Subjects | Home Life

e | e

Function/Disability | Drug Adtivity

Financial Assistance Student Record | Transf Letter

LANA Bams

You can add the student above to a LANA exam by selecting the exam and clicking the button below. You can remove the student from the exam by dicking the
appropriate Delete fnk belaw. You cannot remave a student fram an exam i the student has sat the exam. You can view the LANA results.

Select ViewResults to download
and print the Individual Student
Report.

Name Year School Class

When you select the above link ViewResults it will display the LANA result Provisional
Student Report as shown below.

£ ¥FEMIS - MINISTRY OF EDUCATION

Education for Change, Peace and Progress
Literacy and Numeracy Assessment (LANA) 2017

ACHIEVEMENT MOST DIFFICULT LEARNING OUTCOMES

National | School | Child The Outcomes abave the chilkd's shaded bar shows leaming outoomes siil fo be achieved.
pasition | position | position The Outcomes below the child's shiaded bar shows leaming outcomes elready achieved.

Literacy Student:
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How 1o Access eEXams Papers

When you click eExams the page will be displayed as shown below. r
There are few steps for the School Heads to follow which is clearly indicated
in each page.

Staff  Classes/Students | ¢Exams

Reports> = leave>  TeacherSubjects  Teacher Accounts  Resources = Maps

g e P prerey e e e P e o 2

Library | Food and Canteen

Welcome! Show these dashboard indictors for: % ﬂ Funding  Allocation Spent  Unspent
A Good Place To Star s Here > Admin $487493 S240260 247233
You can download Instruction Manual from Help Menu ¢r Download by Clicking HERE Buildings §5,24995  $000 $3.24955
See the latest FEMIS updates by dlicking HERE Compter 243747 000 $2437A7
BRI a1
transpert and thus will be using e-ticketing cards and Funds MOT o b lozded (1.1 MB) PE music, arts  §1,62498 3000 $162498
indicates assisted students who use other modes of assistanca such as boats, RSL. These lists are Stationery $2437.47 $150050  $03697
m’r e o e Touls $16.248.77 $390810 S12.4688

Step 1.Understand the Process— The School Head needs to
understand the process by downloading few documents such as (a) download the
eExams Circular

(b) download the explanatory notes (¢) download the schedule.

School  Staff  Classes/Students Reports > Leave >  TeacherSubjects  Teacher Accounts  Resources  Maps
Help >

efxams - Understand the process, indicate your school readness to participate, and finally print tha quastion and answer papers.

1. Understand the Process | 2 Change School Passwerd] 3. Confirm School is Ready | 4. Print ANSWER Papers| $. Print QUESTION Papers

6. Answer Scheme 7. Periodic Table 8. Print LANA Papers
Stap 1) Understanding the eExams Process

By using this system you agree to abice by the ‘Oath of Affirmation of Office’ and in particular the 'Official Secrets Act 1911 and 120",

This year schools will print their own question end answer papers for some exams. R is impartant you understand this new process. Veu can download documents
below that explaia this whole process.

A Downlozd ths eExams circular Here please select the link Here to Download the ﬁE:jans
Download the explan Circular, Explanatory Notes, Examination Schedule and

% e _m?q fotes Here Declaration of Impartiality and Confidentiality Form

C. Dewnload the Examination schedule Here

0. Download Dedsration of Impartiality and Confidentialty Here

Once you have dewnloaged and undersicod the above documents you can mave on to the other steps in this process. You will have to thange the password of the
school in step 2 and provide an indication thet your schoal can print the papers in step 3 before moving on to printing the papers in steps 4 and 5.

Once the School Head downloads and understands the above documents then you can
move on to the other steps in this process.

You will have to change the password of the school in Step 2 and provide an indication
that your school can print the papers in Step 3 before moving on to printing the papers in
Steps 4 and 5.
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Step 2. Change School Password— the School Head will have to change the
password for the school FEMIS account at least 10 days before printing any papers. This
is to ensure that only the School Head has the password for the FEMIS school account
when the papers are printed.

o R R R R g e |
#Exams « Understand the process, mmwmum.wmmmmumm

Stap 2} Secure the password for the school by changing It now.

You will need 1o change the password for the school FEMIS account at least 10 days before printing any papers. This is 10 ensure that only the school head has the
password lo- the FELIS school sccount when the papers are printed.

The School password was reset 501 days ago, You must resat the passwerd bafore you can download exam papers.

Ofd Password: A, == 5cool Head enter your asTent password when you access FEMIS.

New Password: m

Confirm New Password. L School Head enter your new password in this textbook.
| Ehangs Password | ,
e — School Head enter your new password and confirm in this textbook.

School Head select Change Password button te confirm the
password changed.

The papers need to be downloaded within 10 days after changing the School password.

If tshe School password has been reset for more than 10 days you cannot proceed with Steps
3-5.

For example Fig. 2(a)shows message "The School password was reset 501 days ago.
You must reset the password before you can download exam papers”.
It means that this school last reset their password 501 days ago.

The next screen shot shows that the School Head has completed step 2. On Fig2(b)The
school password was reset 0 days ago. You can download exam papers now.

Fig. 2(b)

chool readnets to participate. and finally print the question and sswer papen.

$tap 2) Secure the password for the school by changing Ht now.

You wil need to change the passwoard for the schood FERIS account ateast 10 days betace printing any papers. Ths is 10 ensure that aniy the school bead has the
pasewrd for the FELTS schoal accoum when the papees are printed

The Schoal password was resat O days ago. You can download exam papars now.

Old Password: <_—) Schoal Head enter your asTent password when you access FEMIS.

New Password: ‘_l

Confim New Password. School Head enter your new password in this textbook.
Griangs Pessword (—I—) School Head enter your new password and confirm in this textbook.

This is the page where the School Heads have to change the
password NOT the FEMIS Admin Officer or Computer Teacher.

Step 3. Confirm School is Ready- The School Head indicates that your school is
prepared to print question and answer papers. School Head needs to confirm by
selecting the appropriate answers provided from the list given.

M—WMmmiMmbmmlimhwﬂx

Step 3) Indicate that your school is prepared to print question and answet papers

n:&delpmwdmmﬂSThysmemm-uﬂhdemepumenwp«s
Fere you will indcate the readiness of your scheol to parsizipate in the ¢ Exam process s year.

You will update this page at the baginning of the exems process each yex.

Curen essmates are that your schosl wrl need to print [ queston papers and [l arswer shees thiz year

School Yet to Confirm

Piexse confim the following:

Or schoo! has a vering printer 0t can prot FENDS repons

Qur schoe! has an intemet conniection thet wil supaet ths grxess
Cur schoo! ha: an efectricily connection that wil suppen ts process

Lazt Vodstec By

FEMY <—l— process and select appropriate
» answer from the list.

Identify if the School can print
FEMIS reports and select appropri-
ate answer fram the list.

Your school has an internet {

= connection that will support this

|

.| connection that will support this

Your school has an electricity

School Head needs to confirm that your €
school is ready then you can click Confirm

button.

process. Select appropriate answer
from the list.
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Step 4 Print ANSWER Papers— This is the page where the School Head Downloads
the ANSWER PAPER, Confirm Downloaded and Confirm Printed For All Students.

eExams - Und d the process, indicate your schocl readness to participate, and finally print the question and answer papers,
SRS TP ANSIER. Papers bare

The School password was reset 0 days ago. You can download exam papers now.

¢ if the paper is ready then you can dlick the download button for that paper to download that paper.

+ i yeu succesfully download the paper, please indicate so by dicking the “Confirm Downloaded" button for that paper,
¢ If you succesfully printed the paper, pleass indicate so by clicking the “Confirm Printed™ button for that paper.

+ DO NOT dick the confirm buttons unless you can actually confirm.

Click to Confirm
Subject  Class Students Paper i Printed for All
Mathemaics 7 124 |BABN | Oownload | [ Confinn Downloaded | | Confim Prited For Al Students Students

L )
\ e The Answer Click 1o Download L S

i ? Downloaded the Answer Paper
Subject  Class  Sudemsinthe  pyper s the Answer Paper Syter EAp
ready

If the paper is READY then you can click the “downlead” button for that paper to down-
load that paper. If you have successfully downloaded the paper, please indicate so by
clicking “Confirm Downloaded” button for that paper. If you have successfully printed |
the paper, please indicate so by clicking the “Confirm Printed” button for that paper.

Next is Step 5 Print QUESTION Papers— School Heads will print
QUESTION papers.

9Exams - Understand the process, indicate your schoel readness to participate, and finally print the question and answer papers. |

145 51 Prin QUESTION. Papers here

The School password was reset 0 days ago. You can download exam papers now.

¢ H the paper is ready then you can dick the dewnload button for that paper to download that paper.

o i you succesfully download the papar, please indicxte so by dicking the “Confirm Downloaded™ button for that papar,
¢ I you succesfully printed the paper, please Indleate 5o by clicking the “Confirm Printed” button for that paper.

* DO NOT click the confirm buttons unless you can actually confirm.

Subject Class Students Paperis Status Date
J—ebim 4, 2 BEAEy [ Downlosd | [Confm | Confim Printed For A¥F Shudents | Frinted 24/06/2015 11%;
'j“'(- ;_: ¢ ; Click to Confirm
3 i P Click to Down- Click to
Class  Number of B omes o Pipes load the Answer Downloaded the Confirm l
———student in e ————— e —  Paper ' ——Printed Tor All

If the paper is RIS hen you can click the “Download* button for that paper to
download that paper. If you have successfully downloaded the paper, please indicate so
by clicking the “Confirm Downloaded” button for that paper. If you have successfully
printed the paper, please indicate so by clicking the “Confirm Printed” button for that

paper. DO NOT click the confirm buttons unless you can actually confirm.

Next are Steps 6, 7 and 8—Schools can download Answer Scheme,
Periodic Table and Print LANA Papers

your school resd to and finally print the question and answer papers.

'apers here Your can’t downl EAU will provide all exam papers for your school. Pleass contact EAU on

3230352

The School password was reset 559 days ago. You must resst the password before you can download exam papers. GO TO STEP 2 TO RESET THE SCHOOL
PASSWORD BEFORE PROCEEDING.

® If the paper is ready then you ean click the download button for that paper to download that paper.

® IF YOU HAVE ANY ISSUES PLEASE CONTACT EAU ON ph3220552/3220563

® If you succesfully download the paper. please Indicate so by clicking the *Confirm Downloaded™ button for that papaer.
& If you succesfully printed the paper, please Indicate so by clicking the “Confirm Printed- button for that paper.

= B NNT click the ranfirm hudtnne anless unie cen Betiabhe menflrm
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How to Enter the Marks for Standard Exams in FEMIS

The marks for the standard examinations for example, for Years 7, 9 and 11 are
entered in this page.

The external exam registration details of each student enrolled in Years 6, 8, 10, 12
and 13 shall be entered directly into the FEMIS database through the Principal of the
school before the registration deadlines in the current school year.

Step 1: Select Classes/Students — to view or list your classes in your school. Select the classes for y7 for
primary schools and secondary school y9 oryl1.

b

Clasas - St wp tha chiitns 3¢ your adibos! Select » class below 9 view the students In that sy

Al g view dasses tor shis your-> [ Yoo a0 chusge this yar to sl and v dsses i » deferent e

Toadd a o clam. pic: the Class/Form. D Strearn anc! the Tuachar byiow ind dick Create Thia NEW Qs

Note: You can create new classes by "carrying over an existing dass. To tamy over & dass - select the YEAR you want o carry evar
from, then the class then click the Carry Cwer button. You can change the year above to see classss in previous years.

M pou bave aey

Cusforr: Prebchod + Tracher [P Teachar bon tis .. v TR TR

Svam T AskatTce: (PTG Ao Teder b, %

On. carwil chiasas Dus yoit e beicw

et i M|

E2 PR T B

aosh b o

ET I brawa

pmsh 2o b

sy 1 m

sl g s =

e e Click VIEW
a2 e |

P %9 ! CIM&/SMdeHf
sy 2 o B =

1 S A link to view your
e B Class list as

ST 1 5 A . 5

ims,? z ;sz ¥ dlSptayE‘d n Stﬁp
mslp 2 e 2

Step 2- Select VIEW Class/StudentInfo to view your class list as shown next screen shot.

Cian - Yoar: 2073 Clans T Strman: 3 Fanchor:

= [ | setecw | comore | cmmun | anew |
B3 skt s n:: i M*‘-PTA-\-II"- 2 Aty LARA Clats Earms are inted beiow
P I G LANA Cuamy
: e You currently
: e are viewing the
© ead e RNt .
9 el o class list.
L2

AT

Click 10 Enter Stue
Marky

ch & Subject bom s ks« These are the links to
e i G s enter tl}e student
marks in the class
wmmmmwhmm
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Step 4: Now you can update the marks by clicking this link Enter Student Marks and update the

marks for the class as displayed in next screen shot.

2354
i e
o 2354
2354
2354
2334
2358
2354
2234
2354
- 2354
2354
isia
2354
23%4
2354
7354
%4
3%

8027013 -
y 015
2092015
St

Enter the marks for
a particular subject

Once you enter the marks
for a particular subject, the

Lite]

 Upda _rharhu R
Owiate At Marks for This Subject

next step is to click Update
Marks button.

Please note: If the Update Marks button is not active, (meaning light grey in
colour) you need to advise Exams and Assessment Unit to enable the
button through an e-mail to Exams Office or by calling 3315800.

Step 5. If you can’t see the student name in the list where you update the marks, you need to check
your subject list for that particular student. The student may not be assigned the subject.

Gl - Vour 3§ Clam 3 Sirmm, ] P il . M bty e

T S ey epr e =

StepS(a) You will | ':_::: ______ _—_9 SIEpS(D)YOU click Ilﬂk
have to click lmk 2 gt ViewSm Anfo to Yiew: the
ViewClassStudentInf frams: individual child and verify/
to open the class Foe update the subject. Now you
st ax ek i will go to the Step4, you will
] e 2 be able to see missing stu-
okt Ot o AL AT S ' ot ' dent name will re-appear
E——— where you update the marks.
e Or. provide 1 ponpon mumias b mis CREwon.
- 2 :m” e T s el Step5(c)Once you c_lick linkl
o w pio TR [ ViewStudentInfo to view Basic
N | ——3 Information for a child. From the
R — e T menu please select Subjects will
S — o —— display next screen shot as shown
[ OIS Deas o _
Ly o 1 w0 vy RS |
o o Auds LT ECETIErTE
ew Uningen « TRy o dadert ) v
Roge s Uragan - Baagin Uniooen 0 $eadery Lmst Uninoen
o Urirgen = Wl vy he . Sert Uringen - M et ek Urkagwn «
m‘“" Unkngen » e G i Shel  Urikigwn ¢ Canant \porn Unkown « o
Next Step5(e) to Add l
St Dotals o LAL MAVATT Sisatont 1. 11401) Do of Bth. 107/ Subject by picking a I
Subject from this List by
clicking the down arrow key to
e :"“’:‘""“"" select the subject and then you
o g B can Add Subject to that
student.
Soral Sowerce Dedgie
ettty Qpielz
g Dokt :
o g Step5(d)This where you have to remove the subject
Mty irng e individually from the child by selecting the link Delere.
Mg Delie

Please continue the steps S(@) — (e) if you can’t see your student name in the list in step 4.
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How to Access the Results Online for Standard Exams
Schools can access the result analysis and certificates for the standard examinations
in this page. e

Step I: Select Reports from the menu then click to Standard Examinations.

Reports > Leave > Teacher Accounts Resources
E=students >

Class - Year: 2016 Clasx 1 Stream: 2 Clas

st st R Step 2: You vl otice 3
Student List - the lst of students current! sttt SRR types of Standar

47 students in the class are listed below (RIS AT LGSl Examinations

Surname | FintNasme  DoB Surveys > - (a) Class Results
E=saff> (b) School Result Notice
(c) Summary Results
Move your cursor to Class
Results as shown in Step3.

K= School >

Data Quality Reports

School Holidays and Term Dates
Sthool Contact List

Baslc Indlcators Report (audited)

Classes/Students Reports > Leave > Teacher Accounts Resources SIEP 3: Selecttl’;he
class to view the
Standard Exams Class Reports result of that
This repert will print The student marks by subject. o particular class Onl)'
1 you select a elass, the report will prinl individual student marks. If you print for 2 school, district or nationally. the reporl aggregales the
1f you have any questions please a2l and Unit on 3220563, 3220553 or 3220552, (a) ClaSS Resu lts
Disitict:  Suva Changing district will refresh the schogl ist. (b) schoﬂl RBS“.“
School:  ~-All- = Changing the school will refresh the class ist, Notice
vear 772016 - L (©) Sl;:;lmal}'
¢ Resu

Al =

() Lo

Step 4: Click on Get Spreadsheet to
P view the results

StepS:SChOOl Result Notice. is report will print the school results notice.

School Results Notice
This report will print the school results notice.
You must select a school. If you do not select a class the report is prepared for the entire school.

1f you have any questions please call Examinations and Unit on 3220563, 3220553 or 3220552
District:  —All- + Changing district will refiesh the school list.
Schook  Mahatma Gandhi Memorial School (2348} *  Changing the school will refresh the class list
Year: 2015 - 3 — 2
Class:  —AR- . You need to select the class in order to view/print the %
Print | Get Spreadsheet school results notice sample displayed below. i
Click - )
2 W L)
GetSpreadsheet ppeed S v i
to view results . O 1
notice of your o ol S| oA oY
4 | PO
students in the 2:-';“"""! ~ Jewe [ Tt s ottt L armrnon 1 1913 450 v e ke
class. P~ an
Ly nwu
L Y -3
B St o
Al Sy B
A e ey | Mu©
Cmcs | sorreom -er
o E ooramary 1om
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Step 6: To view Summa ry Result, schools do not select the class. If you select the class it
will only show the Class Result as clearly indicated in Step 4.

Standard Exams Class Reports
This report will print the stucent matks by subject
1 you select a ckass, the report will print individual student marks. 1f you print for a school, district o7 nationally, the report aggregates the marks for the subject
If you have any questions please call Examinations and Assessment Unit on 3220563, 3220553 or 3220552,
District.  Suva v Changing distiict will refresh the school list
Schoot <Al + Changing the school wilf refresh the class st
Year. =
C : .
Do not select any class, you only have to click the link Get
Spreadsheet button to give you the summary results as
shown in Step 7.
/
/
1+ [FEMI5 Standard Examinations - Summary Results ;j
L3 X
i =All-
]
3
. For: 2015 District Suva School: ~All-
, — - - - - - S = -
+
School Subject SQuderts  Sdisds  SudPer MoMar  HaMek Mo Wode Moy SdDer
§ Class “% >= 5%
101 Computer Sudies il X 51290 0 ) § 0 FIETII9 2 0406TE
11 Economis k) 47382105 12 ] 3 1 S0523 2324501618
21 Engish X U S HUSTE 6 % % 6 SSTHE 24 TN
1371 Mathematis 8@ n 51§ 0 | 6 0 56715 292361017
#%  Basx Soence 0 n 525 0 @ 585 0 S3815 2 MSED
8% Bask Techolegy 7 1 £ ) & ¥ STER® 16 IMBIHE
6% Commersal Sudes ;] 2 554102564 12 10 5% 1 SREB0T %4847
1% Engsh -] XN S2EMTE% 1 % 5 12 STBMTH 2 2086005
189 Hod 1] § 6714285744 0 100 81 0 74751 397548936
199 Home Economics | § 8 2 % 5 2 517 290645379
0% Mathemates » 835935 0 % I3 0 SWWBH BTN
a N Secid Somce % 7 B eTEIEEsT [} % & 0 SBeMBY BTN

Please Take Note:

If you can’t see the papers to be downloaded, please check that your student
subject details are accurate.

How to Assign the Optional subject to Students _
Select individual student in the class to assign the optional subjects to that student i
1. Go to Classes/Students

2. Select VIEW Class/StudentInf — to view the class list or student list

3. Select a student by clicking the link ViewStudentInfor — open the student detail page

4. Click Subject to assign the optional subject to the student. Select the subject from the list and

Click Add Subject
5.0n the Summary Subject you will notice the subject being added.
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Staff

Classes/Students  Reports >

Leave >

mmmmmm
Library | Food and Canteen

Teacher Subjects

E
5
i

Exit School View

Teacher Accounts  Resources  Maps  Help>

Fer Year

Year Level |

]

Subject

Na Vosa Vaka Vit
Elementary Science
English
Healthy Living
Mathematics
Na Vosa Vaka Viti

English

E

w7 -

English Cammunication Year 1
Englith Communication Year 1
Mathematics Year 1

Viti Dua

Elementary Science Teachers Guide pi]
English Communication Vear 2 2
Healthy Living Year 2 24

Mathematics Year 2
Na viti 2
Communieation Year 3

Year Level:

Received Texthooks

Al
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Textbook Management Module

The textbook records are updated in this page.

click ASsets Tab

Saff ~ CassesfStiets  Reports>  Leve>  ESTeacherSubjects  TeacherAccounts  Resources  Maps  Help>

(i [ v | o | e
Buildings

Use this page to enter building data for all buildings in this school. Each building will have a separate entry.

o buiiding data...
.. Click Textbooks tab to oper

-@ / the Textbook page.
click Textbooks :55"/

Saff  Clases/Stodents  Reports>  leave>  KSTeacherSubjects  TeacherAccounts  Resources  Maps  Help>

T e e TR I

For Yaar: (2018 7] Yoar Level:
Sumimary o ]
Texthooks | MEliEiss LV
button — wil Engsh English Communication: Year 1 n 0 0
display the Engiish English Communication Year 1 0 ¢ b Click on Received
textbooks tha Mathematics  Mathematics Year 1 £7) 0 0 2 Textbooks button to
you received NaVosaVaka it ViiDws 2 0 ¢ 2 :’lfen ;he ;;:ge \.;l:ere
at school 2 English Commurication Year 16 0 eSghooEnest in

2l :f:mm M"::naﬁcs\'wi 2 16 : 0 :: uglate e tunibier

of textbooks

: Na Vosa Vaka Viti Na it 2 1 0 0 16 received

3 English Engfish Communication Year 3 bl) 0 0 4

E) Mathematics ~ Mathematics Year 3 H 0 0 Fz!

] Na Vosa Vaka Viti Na viti Toly 1] 0 0 24

4 English English Communication Year 4 15 0 0 15

4 Mathematics  Mathematics Year 4 15 0 0 15

4 Nz Vosa Vaka Viti MaViti4 15 0 0 15

5 English Engtsh Communication Year 5 13 0 4 13

Click on Damaged/ Lost
Textbooks

button to open the page where
the schools need to

update the number of
textbooks damaged/ lost
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Figi- Damaged/Lost Textbooks tab

Laave > K= Yaacher Subjects  Teacher Accounts Resources  Maps  Help >

Step 1:
I e S R D O e e e N e |
—-mm O Attt _—-m School
2017 v Year Levek Year/
=== | faceied Torthooks _ms:mou
Book Damaged o Not Retutned: ~Seoct 8 Yoor Level Above Fust- » 1 Level
Number Damaged. LesL Not Returned or Unutabile. 3
n Date o . AddD 4
No kst texibooks for ths schoo! for the selected cass. :
7
8
8
0

Figl.2-
Damages/ | 20 I S I I 55T R 2T B B S

Lost
Tocbooks -mm——m-m

For Year: WiT - Year Lovel:

Book Damaged ot Not Returned: R R T T AT X
Number Damaged, tost Noz Retumed or Unusable:

Elementary Scrence - Elementary Scence Teacher's Gude
A In Date: Engsh - Enghsh Communicalion Yeor 1 LA DunegeLoss ;
Step 2: DR mww1
Healthy Healthy i
Select the i ¢ Al ol

name of the Hing - Chit sut Tigda

textbook sl Hy
from the list e zzmw 1

Rotuman - Armea (2013)
Rotwman - K2umane'ag 'Ontou (2013}

Rotuman - Ko Se: Ta ‘Esev Tru?(2013)

Rotumer - Pa V7iu {2013)

Urdu - Batok ka Boccha
Figl.3— Damaged'Los.

Staff  Classes/Students  Repors>  Leave>  ESTeacherSubjects  TeacherAccounts  Resources  Maps  Help>

m-m-m-—mmmm 3

m---

_29!_7 .' Year Levek:
Eook Damaged or Not Returned: Engksh Engitsh Cmunumcahon Yea: i v —]
2 Step 3: Eniter the

Number Damaged, Lost, Not Returned of Unusabie:

number of text- O —— /
On Date: book damaged or o 2
No fost textbooks for this schocl for the selected class. lost or not returned ' |
S 4 Ener b, i
the Date —

Add Damage
R S Loss button

Texthook
Once the schools click update a table or grid will display as shown below as Figl.4

{Saved When

|
|
{
|

i
{ Loss Date lﬂamged%SmdBy
| |

120872006 12 [_—:I:zom? 6260 et Do

English Communication
Yearl

D1 Eglh
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rig2.1- Received Textbooks b

Staff  Classes/Students Raports > Lsave > K= Teacher Subjects Taacher Accounts Resources Maps Help >

70 0 0 = I () Il I S S

| Butdings | Totess | mm—m——

For Year: 2007 v Year Lavel; —A--

School

ived: ““Select a Year Leve! Above First- v tved: 1

Book Received: —Selecl a Year fv_ﬂ Al {e st Number Receiv e : Yea.'l'/

On Date: 1l | Add Receipt 3 Lével

Mo textbosks shipped to this schocl for the selected class 4 vel as
Py :
H displayed
7
8 EEERPE
g
10
n
12
13
Voe ¥r1
Voe Y12

.
Fig2.2-Received Textbooks tab
Seaff Classes/Students Raports > Leave > E=Teacher Subjects Teacher Accounts Resources Maps Help >

0 T e e e T ) el e I T P
—-mmm-

For Year: 2017 * Year Level: '
Book Received: | & P v | Number Received:
On Dates Elementary Scence - Elementary Science Year ! {Teacher's Guica) Raceiot

Nao textbooks ship Engiish - Englsh Communicalion Year 3

Heoithy Living - Healthy Living Year 3 Step 2: Select
Hind: - G Chi Chuhe

Hindi - Samakndaar Kauee the name of
Hindi - 3

s i et Yaak's _ the textbook
ey i from the list

Rotuman - Vak ‘on hnsi?n

Sacial Siudes - Social Studies Year 3
Urdu - Fiji Urdu Reader Book 3
Urdu - Learaid

Urdu - Shahad ki hlakhkhi

Fig2.3- Received Textbooks tab

Staff  Classes/Students  Reports>  Leave> Teacher Accounts

L= Teacher Subjects

Resources  Maps  Help>

-m--mmmmm

[T 2 7 ey e [T T
|20" v Year Level:

ettt

Book Received:  +Na Vosa Veka Vi - Na Viti Toly ' Number Received: 10 i

ondate 47 o ;m—‘m! e

No textbooks shipped to thi 1 the selected class. ' Step 4: Enter
Step 3: Enter the Step 5: Click Add “‘;‘t":’;; °fk°°P‘e i
date textbook Receipt button to ?m_fhmjo
received as in the update the record i
dispatch receipt

Once the schools click update, a table or grid will be displayed as shown below in Fig2.4 Fig2.4

| l
8 b Textbook lnﬂem Quantity | SmdBy
!Lwe| | i
[ Sz | NaVosaVaka  NaViti 20/01/2017 75740
Pt e 3 i bel g 10 ) poi £dit Delete
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FEMIS

Shool  Staff  Classes/Students  Reports >  leave>  TeacherSubjects  Teacher Actounts

Enter answers for a Yes No Survey for a School for 2 given date

& school can have answers for the same survey on different dates.

* Changing the school will refresh the survey.

-

[ Get the Survey for the Schoal On Tis Deve |

Exit School View

Resources  Maps  Kelp>

([ List Selected Surveys at The Schoa! |




Entering Survey Data
Schools can do online survey in FEMIS by following the steps given below.

I77’YieslN o Survey —
. ill require th
Click Report ™ Survey = Yes/No Survey :;:&:fﬁ: :,:ND

without explanation.

[ Step 1: Click Reports

Text Survey — will
require answer in
words or sentences.

Note: The School
will do the Yes/ No
survey and Text sur-

_ i Step 3: Select Yes/ vey one at a time us-
Step2: ] No Surveys :}Eg 1\t}l{ﬁs same steps in

Select

Surveys

unding  Allocation Spent Unspent

Step 4: Choose Select
Enter Survey Data

Student Absences

Enter answers for a Yes No Survey for a School for a given date
Step 5: Enter the answers for a Yes No Sur-

vey

A school can have answers for the same survey on different dates.

School: Step 6: Choose the survey ]
i . ol List Selected Surveys at The School

Date: Get the S
Step 7: Enter the current date

Step 8: Click Get the
Survey for the School on this Date

[save | Delete This Suvey
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Step 9: When you click the
button Get the Survey for the
School on this Date a form
will display as below.

Enter answers for a Yes No Survey for a School for a glven dat

A school can have answers for the same survey on different dates.

Schoal: [ |
suvey: | —
Date:  16/02/2017 | Getthe Survey for the School On This Dete

= Changing the school will refresh the survey.

Survey
Answer

Comment

Number Question

Can you access the
11 Internet fromyour U
school in any way?

if nat, did the
school have access
1o Internet in the
past?

Do you access
Internet al your
school with a
post-paid account
(billed to the school
address)?

Do you access
Internet at your
school with 2
pre-paid account?

Doet e shool
nave 8 Facaboch
Pagt o other 100w
mada page’

U

I thg whodr hat B
wabate pndor

B Fotebock Page a u
wPAated mpripred

Step 11: To Edit existing
survey or to complete the
survey data, Click List
Selected Surveys At The
School

ud‘;_..
1%%1’1‘.‘;

f5/02/2007 40 &
16/02/2007 40 4

Uy e KPS0

Save 1 [ Oclete T Survey the survey form.

Step 12: Click Delete This Survey button to delete

Step 10: Click Save button when the
school fill this survey form.
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]

d ; P e o e
oy e e e e |

Library | Food and Canteen

Welcome! Show these dashboard : B s e on Sp p
A Good Place To Start s Here -> _Set U . 853 000 51264953 .
You can download Instruction Manual 302 50800 842300 \\

| See the latest FEMIS updstes by clicking S8 : e e Lepa
Number of Students: ool Fees
Missing Birth Cert {or passport) Numbers: [

477 000 632477 ‘
451 5000 3421651 \

20 S ts No 0 8351 8000 $421651
Number of teachers: D 0 Attend 477 S000 8632477 {
Teacher Pupil Ratio: ' s \
oy zoms i s Atterdancs .11 $0.00 $42165.11

School Primary Secondary District National Body Mass Ind ences Per Day
Students: 156 147838 67564 11765 229780

Student Days Absent 644 1485457 752031 60738 236012¢

chool Ro 1\
sport Subsid \

T MW
LM 1082007
! ge Attendanc 1952017
= izl e Assessments Waiting For

b
= y
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How to Generate Reports

Reports are the output one gets from the system to assist in
monitoring and making evidence based decisions. The steps shown
below can be used to generate reports.

Reports > Leave > Tescher Subjects Teacher Accounts

Attendance Retes

Standard Examinations > Class List
Finance > Prirmt Blank Attendance Sheet

Earty Waming Reports > Attendance Compliance
Surveys > Student Absence Graph

Staff > Student Financial Assistance Report
School > School Feex

Data Quality Reports Students Not Enrolied

School Holidays and Term Dates Monthly Class Attendance Summary
School Contact List Term Class Attendancos Summary
Basic Indicators Report (sudited) Subject Enroiled

Body Mass Index

Teacher Pupil Ratios

Pending Disability Assesoments
School Roll

Transport Subsidy

Missing Attendance Data

E— Technical College Attendance
Children with disability (algorithm based)

1. Click on Reports

2. Select the appropriate category, for example, Students, School,
Finance, Standard Examinations and so on.

3. Select and run the required reports including attendance, school
roll, body mass index, class list.

Graphs can also be generated on student attendance
Reports can be generated on a number of education indicators including
Finance, Survey Analysis, School Details, Data Quality Reports, Basic

Indicators Report, School Contact List, Standard Examinations, Staff
teaching allocations and so on.

Graph showing attendance of a Class/ Year aggregated by Gender

Breakdown By Gender - Year: 217 Class® 10 Steam: 1

"

#beancen Per Doy
w
Il
/
J
7
/
=
k-.t___\
=
P
—
-
\“a_
>
/
[

osu17 1210317 10317 260317
Dates
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Importance of REPORTS

Purpose of Reports

The main purpose of REPORTS is to assist in monitoring and making evidence based
decisions as well as to verify data after the school updates to ensure that it is cor-
rect, complete and current.

Other government, non-government organisation and individuals seeking school in-
formation or FEMIS database training shall formally submit a written request with
justification to the PSEHA. Schools need to monitor their own information by
generating few reports as detailed below:

Teacher Accounts
Disaster Management
Allocation and Expenditure >
E=—Students >
K> Early Warning Reports >
i Standard Examinations >

E= Grant Worksheet

Transport Subsidy

Transport Vouchers Despatched to Schools Somsveparts that can

Data Quality Reports | be used to analyse the

data
School Holidays and Term Dates

3¥{¢ School Contact List
I¥£Y School Roll
1A Monthly Absentee Return
Basic Indicators Report (audited)

Missing Attendance Data

Surveys >

Reports that schools have to know to monitor their own school information/data.

1. Click Reports
2. Data Quality Reports

3. Data Quality Report page will appear on your screen.

School Staff Classes/Students Reports > Leave > Teacher Accounts Resources Maps Help >

Data Quality Reports

Click down arrow
key to select the
type of reports
you want to view

This report has many versions. Select which report you would like to run from the drop down list below.
Some of the options (filters) below re ignored for some reports you may select in the drop down list

Which Data Quality Report: Duplicate Chegue Numbers and analyse
District: Eastern v
School; ~All- r
Year: 2016 v or date 12/04/2016 for the report "Students entered twice in different schools™
Class: ~All- ¥ Only used in some reporis,
Print Get Spreadsh Click Get
R . iy button. An excel sheet
You should probably open this report as a spreadsheet, it is quite wide. will load
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REPORTS

Home School Search Manage School Passwords Print Forms Resourc

Reports >

Data Quality Reports

This report has many versions. Select which report you would like to run from the drop down list below.
Some of the options (filters) below re ignored for some reports you may select in the drop down list.

Which Data Quality Report: Students entered twice in different schools v
Duplicate Cheque Numbers

Duplicate Invaice Numbers

Students with repeated BDM/Passport [D

Students with missing BOM/Passport ID

Students with missing cilizenship

Students marked as repeating but earlier class not found
Repeating students not marked as repeating

Absence recorded outside term dales or holidays
Leases expiring in 80 days or missing

Transport Assistance dates not correct

District:
School:
Year:
Class:
Print
te wide,

Below is the report “Students entered twice in different schools”.

g

4

Listed are the
type of reports
that school
heads use to
monitor/
analyse own
school data

FEMIS Data Quality Report 4

Students entered twice in Y
For 2017 . --Ali— Effechve Date:

amImAMA =

Surname [First  |School

Year

Schoot
Class

Other
School
Name

Other
Class

|Pre3¢hoo!

_Etesmoal

Qther
Stream

School |Other
Slrea |School
m Code

School |School Student
Code |Name D

5A
6[B
7iC
8|D
9E
10]F
1[G
12[H
|
J
K

A=l lx|e|m]o|O|m|>

2017|PreSchool
2017 {PreSchool
2017|PreSchool
2017
2017
2017
2017
201714
2017 |PreSchool
2017

J‘\'——IO""I"“LEQ

-

13
14
15

RS, [, R, -, S, P

vy Py
- | O~ AWM -

== ||| Mmoo ofm| >

JETY puey ey P e Y
|l |Wwoj—|O|w]oo

=|r

1
£
1
1
1
fi
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S ek, <=

FEMIS

Schoal Staff

FEMIS Online Resources

Documents in the FEMDS Bbrary

Classes/Students

Reports >

Leave >

I: ar, you can add some text to search

Teacher Subjects  Teacher Accounts

ot o

FEMIS OnLine Library - Use the Upload and Share button above to 2dd documents to the library below.
Pick the document shelf to view: AUl document

then dick [ Search |

Types -
m:ﬁm GBek B to see documentsfosthe geesral publi isiry Webste

After Bam Actities
AHU Forms
FENIS Taanng
Frante
|FTRA
LAHA Documents
Mok Vacinoes
Hew Contract Collection Lists
Other Forms
Others.
PD Forms
Prmary Assessment Guide
Prirary Comicud

Read Tolead
Scope and Sequence
Secondary Assessment Guide
Secondary Cumiculim
Teaching Strategies

Thenatx
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Online Resources
This online technology tools enable to communicate easily via the internet to share
information and resources with other users, A

FEMIS

School Stafi Classes/Students Reports » Leave > Teacher Subjects Teacher Accounts Maps

FEMIS Online Resources

|
Online Library

This page will display some important documents on FEMIS training documents, :
Teaching Strategies, Primary and Secondary Curriculum, PD/ FTRA Forms, and so on.

FEMIS Online Library - Use the Upload and Share b above to 2dd 4 1o the Bbrary belew.

Fick the document shell [0 view: AY document Types | = 0, you can 244 sorme text & search then cick [ Search |
Documents in the FEMIS Ebrary are visitla by AUL schools 20d dictrict affices Bk htre to sae documants for the general public nisr o 1 ety
elLearning

This page displays all types of education resources available in FEMIS

FEMIS Online Resources
[ ontine vy | Cdvcrtosforn | eteaming | Uptom s |

Welcome to the FEMIS elearning page. Mok IT welcomes suggestions for this area. In the meantime you may find the following links hanay.

Miscellaneous links. Free scftware - NOT REVIEWED. Please provide feedback in the forum.,

bietwork of Pacif Educators Wigoedia

Evi Secondare Education Basdic QER Previous
Ieactung Channsl Khan Acadeny exams
UNESCO Open fducationa! Resources @f UNESCO OER Brogramme papers

YGIS OFR Commundy Wiopeda - Free pducatonal software

Sommenweath of Legung Qoen Educavenal Resources and

Wiggedia - Onlng Iutgring delbinton sducananal:reeware.com Exam inel"s

Educators Forum

This page you will find educators discussing issues that affect education in Fiji, users
can discuss some important topics on FEMIS, internet providers, etc. Click any topic
on the left to see the discussions on that topic.

FEMIS Online Resources

Orine Ubears | Samemmars e | wtosrming | Uptomt e srre |
Walcome 4 the FEMIS Lducators Forum.
= In this Bleg you = fund educslon Giicuing iues that aHect rducation in Fyp. Clck on 8 topic
i 9N the left 16 See discusons O that [P The MEE IT Unt weikames sugge stions for topick in
the forym, Phone 3220431 or emad fenvi heipdes k@ gowmet govdj 10 gel topics added ta this
£ forum

nd Assessmaont (4 topics)

All users of FEMIS including Schools, Districts and MoE Headquarters can share their documents with all

other users of FEMIS using the Upload and Share module. ) BBl e dbcinetishe

S uploaded by clicking on the
Browse tab.
2. Choose the appropriate document
FINES Ortine Resosroes shelf (FEMIS Training, Finance,
 Grion iy | scoatas e | comaig | et o R FTRA, Primary Curriculum,
Upload Dearaents to SHARE WITH ALL SCHOOLS - AD activity ls recorded. You are currently " . .
Thesh dtmerts 10 b by AL ichach B FIMES ey To uplantins e FRVES Itvary o B s b ki SeconQary Curriculum, Teaching
2008, Yoo wil g H e stamgt  orgr e strategies and so on.)
.-~ | 3. Write an appropriate comment
Pk your G ) Sepd k., documet 2
:w: e B ﬂ:n %m" Sriamm—— describing the document.
e [ :
i o = . ———— | 4. Click on Upload tab
[rainat]
| Yovcan upoad up 10 1000 decuments You L delete & dacument by dhcing the Gelets Rk for that dotument. The dequment is delrind from the serve but a
regord is ket that the file wars delaied. Pracice in the wakni*g site ¥ you ar not comdanable.
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Reports > Leave > Teacher Subjects  Teacher Accounts

Class - Year: 2017 Class: 1 Stream: 1 Class Type: Mainstream (normal} Teacher T1 audit 03/03/17 T2 audit 2407/17
st ] st e o e G e G e | e | s | oo | o | A |

Add a Student to This Class - Use this screen to find DXISTING students.

Click the following link to downtoad the student reglstration templater Student Registration Template

I you require assistance with registering students then please contact your District Offica.

There are several ways of finding the right student. mlmkawkmm:mm;spnnmand&kﬁambyWasspaﬂNmmr. The next
easiest way is o look at "All Students in My School”, !mﬂmnuthdmmdentyeuanpym’emtdnﬂsmmmmhﬁummdedammdbnk
far students in the district or the entire courtry. Touanlyuedlomﬂufrﬂ&nhﬂmnfﬂumluﬁenmmﬁg. Lessinformation provided will find more
students, For example, a search by first name, sumame and date of birth is improved by removing the sumame from the search to find students that match the first
name and date of birth enly, ignoring possible speling mistakes in the surname. Remember you can abways use the Iraining version to practice FEMIS.

Just show me thelisof studets already regstred n my schoolin 2017 ~ | ik From Al Suteasio wySchoot |

OR - 400 Student with this BOM/Passport mumber [ dg Stodent with This Bow humber |

OR - ADD Student with ths Studert 1 | AMdStukntWih ThisSudents |

OR - Tq search for student in other schools, provide some partial detalls befow and click buttons to search the districtor search ak registered students. You do not
need the whole name, just the first three characters to start searching. ¥ you don't find the student you are looking for try using cny the first three characters of first
name and first three characters of last name and sometimes the date of birth, then dick a button to search the district or search all registered students rationaly,
DontWchdﬁdbi&hmesmﬁﬂmmmmmhmmdm

@ New Student u«ummmmcmmmmmmmmmmmmﬂn
students. All other students already exist. Find existing students using the Search buttons above.




Carry Over

Carry Over option is used normally at the end of the year where the students in
Classes/Levels for the current year are moved to the following year.

School

Staff

5 Reporis > Leave >

Teacher Subjects Tescher Accounts

Resources

Class - Year:

Ao St o i

Class Type: Mainstream (normal) Teacher:

Uau&ny%»mﬁhpqehmamdmnﬂngﬂummﬂn

from an existing dlass.

Maps Help>

[ cevime | s | o | s | ey | 0

I you are not comfortable with this process remember You can alvays practice in the training version of FEMIS.
You are not required 1o assign the teacher(s) at this time.
Select the stream from the

Select the “from" year and class. Then select the “to" year, class and stream. dmp down list.
Then click the "Carry Over Class® button to create the new class and carry over 3l the students in the “from” class to the “to” class.
Ifthe "to” class already exists, students will get added to the existing "to” dass.

WARNING: It you aceidentally create 2 Gass full of studlents you will have to ramove the Students one at a time before you can deléte the class.
Removing students from a class istime consuming.  You can change the class and stream of a clase atany time,

Select the class list

Confirm You Want To Carry Over Students From: Y627 Class Type: Mainstream (normal) Teacher:

08/05/17 T wn [1sFo choose
To This Year: To This Class: 17 To This Stream: [17v] thenew class.
Tick here to 2lso carry over sutjects for the = 2 [ e m—
: 2 Class Type: Mainstream (normal) ¥

| Camy Over Class ol
—*__tﬁr':_ Once you select the new class, select the

f=———=>new siream then click the Camy Over Class
button.

A circular is sent at the end of the year to inform the schools regarding bulk

Carry Over

DATA CLEANING After the CARRY-OVER

School Heads will organize the classes after the FEMIS team do the CARRY-OVER of
the classes. Once the carry over is complete there are some changes the school
heads need to do such as:

(a) Check if the number of streams is accurate for the current year

(b) After the carry-over, school will notice the unknown teachers to the Classes;
School Heads need to assign the teachers to their respective classes

(c) Check the enrolment figures

(d) You will have to add the new students that Join your school in the current year
and were not in your school in the previous year

(e) Those students who were in your school last year but no longer in the school

this year, will have to be removed from this year's class

(f) Those students whose streams have changed from last year need to be moved
to their appropriate streams.
(9)

Schools need to add the citizenship of the child
(h) Schools need to add the subjects

For example in 2016, Year 4 has 4 streams and in 2017 Year 5 has only 3 streams.
The same Year 4 students in 2016 will be in Year 5 in 2017. Schools will have to do
data cleaning. i

The following screen shots will assist what the Schools will do. '

Step 1: Change to current year.

Schont Eamer Schoot & Clansmn/S 1kl Reports = Lawve » Manege Teecher Accounta Rasources Hetp »

Classes - Sot up the clasess 8t your Rhool Salect a dass befow 10 view ths students In that claas.

Add and view classen for this yoar-= EIIETT] vou can chenge shis yeac 10 add and view classes in a different year
To add a new clats, pick the ClasyFoim, the Siream snd the Feacher balow and click Cieate This NIW Clegs,
Note: You can creste new classes by “carrying over™ an existing class. To carry over & class - select the YEAR ¥ou want to carry ovaer
from, then the class then click the Carry Over button. You can change the year above 10 ses classes in previcus years.
 you have wny quettions please call the Diatrict Oflce for ssshitance.
PraSchooi w Teacher. [Prex @ Toncnor mom inis bt V[ Croeio Tivs NEW Gisss |
fadnian [GPTTERAL Ao Toch: i s 3 =

O, currant clasies inis yodr are below.

201401 1 n ANGALENE ROMINA M ClasaSiudeatiole | OoteteThellass | ChangeSisam Tracher ()
20141 2 32 FAERESIAPEA PAASIKAL MW ClasssStudentinto | DeieraThetles | Ciy 5 £ache )
2014|2 1 32 MAKARINA COLATA IO ClassZSiudentinia | DeleteTheCtays | ChanaeSiiesm Teaheats)
0342 2 33 Privics Payai WIEWY Clasa DeletsTheClsss | Changes Aeazh

0143 E 2 Migshnl Dew Ak ClasasSiudentialo | OricteIneCiss | Changesue amIeacheita)




¥ P

Step 2: Move a student from one class/stream to another stream. Select
"View/ClassStudentInf"button to open student list. Choose the student that you
need to move by selecting “ViewStudentinfo” button.

School Staff School’s Classes/Students Repo! Leave > Manage Teacher Accounts Resources

Class - Yoar: 2014 Class: 1 Stream: 3 Teacher ]

Add Student to This Class Chang= the Class/Stream/Teacher Class Attendance

Help =

Class Audit Class Att Rep

Mmlh-hﬂndmminthdm
31 students in the dlass are listad below (red highlights not current as of today).
Sumame First Name  DoB  StudentID Birth Reg. No, Bus

LANA Class Exams are listed below

tgf This class has no LANA Exams

Step 3:Select
Move/ Remove
button

Pl PR o - . Teem 1
i Faai PopaNS T =
SuiDwr 12057014 208714 | st starins verem oty [0
Tem 2 e ~ e
tnd Dses 15082014 NOL0 ) Sdursers Brvhed Wem normaity s
s p150301 S [oprp——
A L) ’ =
e Date Jerdon a0 ) BNl e ww v scviady [
Mew Sudend RS Caturrnthg of Srdemt L b0 LT U v
Kepeazes LS Tampon Mava v Suders U Unkacen
Bowrde: W v Had Yoars heart cheik. o ~ Had Deread Cheet e v

Fnssnns ot

Step 4:You have to choose “"From this class” "To this class” and then click
Move the student button.

School Staff School's Clases/Students Reparts > Leave > 3 et Accounts Resources Help >

Student Detall Bablau, Mac) dent ID: $95104 Dats of Birth: 09/06/2003

Select the
class/year
from

i
Yout can use this page to move a student to another class. The student attendance data will move with the student to the next class. Also, the class start date. Wh Ch the

information etc. wil also move with the student to the next class, Youamnmmemdmﬂ'ﬁemdmkmhufm 5 student is

l’!euemu:vmwmranmlmdu\tﬁmachssifﬂumdemlﬁsmauaumInthatdm That student's LARA exam s a part of the dass exam resuits. mQVEd

Dixahility Attendance

Financial Assistance
Move a student to another dass or remove & student from s class

Aisuptensenm.ywmusunnddminonechnwinmmemdmmndedonedanhrpmofmeyww Faister the student in another class with a from
different start dane.

Toaddashdmwldnaymmdwgowadiﬁgruupagehfmﬁ 50, 10 3dd a student 1o 2 dass click on “School's Flasses/Studants and pick the class.
viewing the class you can cfick the "Add a Student” button,

Movel————1Student DL Date of Bint: 09/06/2008 < Select the
From this class [ Pick & FROM class from this sl v I—ﬂ class/ year
Teo this dlass: g_udtouésﬁmﬁfhi v| Mmﬁ% from Whlch the
Iocmﬂm@rmmanmﬁwadmmhwmpﬂm “Remove Student” button below. student is
Remove Student Froma Ciass | MOVed to
and click on
Step 5. Repeat Steps 1-4 for other moving students. Move the

Student button
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7" step fill the
student ID by copy
and paste to this

THE STLOENT WILL REMAK I THE SYSIE0E SUT 15 PAGE WL RENIOVE ALt ATIENARN textbox. Make sure you

DETNRS ASSCCATED WHTH THE CLASS. YOU CAN ~MOVE- ASTUDENT 10 ANOTHE sé'lr';eorvt;e right ID for
Pese e You carntsemor soden oo he et s LANA enx e cos. Tt tdens LA examis. oo e cos o sl =

Ao pizase note, you tan change the stan and end dates of st i class

Torad & shudent 10, chiss, you need 10 00 fo.a diferent page 1 FEMS. S0, 10 240 student N
wening the closs you ¢an cick the "Add 2 Srudent” bullon

8™ step select
the class from
the dropdown

Vesit you wank o temae i studen Hom s iass by yping the Student D o thisboe
Pick the class hom the kst (R

list provided.
Thee, cick this bution (0 remove the student foim this cass: Remove .
Cancel
Wy et pmety el o e s, o e you ol el e s el e s o e e oM hlp €O step select the
lemis hepdest Sgmni gov Remove button to
L, remove that student

from a class.

School Sl  Classes/Students Reports » Leave > Teacher Accoumts  Rasouross  Maps Help »

Student Detalls For. | StudentID: of Birth: 01/01/2010

o) o= [y = pewpemrag prevysesmy prevy presey pos prsepee

Health | Sibdogs | Student Record | Consent Form | Transf Letter
Remove a Student From A Class

THE STUDENT WILL REMAIN B THE SYSTEM SUT THIS PAGE WILL FEMOVE AN ATIENDANCE FINANCIAL ASSISTARCE, SCHOUL FEES DATA AND OTHER STUDENT
DETANS ASSOCIATED WITH IWE CLASS YOU CAN ~MOVE~ A STUDINT 10 ANOTHER CLASS USING THE Mave/Remove button above.

Fiease note You cannot remove 3 student from 3 class if the student has sat 3 LANA exam in that s That student's LANA exam r 3 part of the ¢Liss exam results

A0 pleuse nale, you can thange the stuit and end dates of a student m 3 clss

To 3dd 3 student 1 a class, you need ta go to a different P3ge in FIMIS S0, to add a student 1o 3 class ehek on “School s Clisses/Students” and pek the clyss When
viewing the clss you can cick the ‘Add a Student” button

th

Verly you wani Lo remove Uus student from thes class by typing the Siudent 1D inta this box W] 10™ step

Pick the class from thi kst Year: 2018 Class' 1 Straam 1 ¢ select the

Then chek thes bution 1o remave the stodent form ths ¢lass COI"I:;J_HI

This student already has attendance recorded for this class. - . Dbuetto r:'l':g
Cancel remove

Il you requite & stugent peimanently deleled from the system fo example you acodentally ciealed 2 student phease ema] the detas of the student to FEMIS help desk onthat

et helpdeskGgomet gav ) student

from a
class

Note: Only remove student if that student did not attend or enrol in your
school in the beginning of the school year. Please take note that removing the
student in FEMIS only removes the student from class, not all other
student data.
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wm:‘fﬁn'—ﬁ‘qi-w;nmwm*--w i i Y ébl-;- ""-“f'd...-‘e*’?"ll--:.;
FEMIS Log Out
Home  Schoof Search Reports >  Resources Funding Formula ~ Maps Help>  LANAData Migrator  Textbooks Milk
School Reportad Staffing Problems Report

This repart lists any feedback from schools on their staffing lists. You can look at 2 single district or afl isticts,
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Common Issues and Useful Hints

1. FEMIS Versions - There are 2 versions of FEMIS; Live version and the
Training version. The actual data is to be entered in the Live version. The
training version is used for testing and practicing. Please do NOT enter the
actual data in the FEMIS Training version.

2. Staffing Issues - If there are any staffing issues in FEMIS, this indicate that
Fiji Education Staffing Appointment (FESA) information regarding the staff
require updating. The relevant sections such as the ECE, Primary, Secondary
and HR Sections can be contacted.

3. Teachers passwords in FEMIS - In cases where the teachers forget their
passwords the School Heads can give them access by resetting their password.

4. School passwords in FEMIS - In cases where the schools forget their ‘
passwords they can contact their respective Education Districts to reset their § O
password A

5. Technical Issues - In case of any technical issues such as while updating a
particular page in FEMIS there is an error in the application then contact the !
Statistics/ IT Unit.

6. Data Entry Issues - There are error messages given by the system in case
there are incorrect data type entered or if the information is not "
complete. i

students Birth Certificate. The basic information includes first name, surname,
other name, student gender, ethnicity, date of birth, father’s name, mother’s
name and birth registration or passport number.

8. Registering New Students from Years 2 to 13 - To register a new student
not registered in FEMIS before, for example, Regional/ International students,
please fill the template given below and e-mail to the respective education
districts. The District Office shall enter these students in FEMIS.

Template to Register a New/Regional/International student in FEMIS.

Student [ Stdent | Student | Passpori | Fathers | Wothers Citizenship | Countryof | Gender | Etmicty | D T School | 2017 ]
Sumame First Middie Number Name Name Citizenship [+] school Start Class/
Name Name or BDM B attend Date




