
Manual to Create a Class and add student 
to a Class in FEMIS 

Step 1: Click on Classes/Students 

 

 

 

 

 

 

 

Step 2: Change the Year to 2020 

 

 

 

 



 

 

 

Step 3: Make appropriate selection and click on ‘create this new class’ button 

Step 4: Click on ‘view class/student info’ tab to add the students to the class 

 

 
 

Step 5:  Click on ‘add Student to this class’ button 

 
 

 

 

 

 

 

 

 

 

 

 



 

 

Step 6: Search the student using the different options. ECE can click ‘register a new student’ 

button to create a student that does not exist in FEMIS. 

[Note:  

• Only ECE can create a new student ID in FEMIS. The rest of the Year/levels have 

to search and add a student to the Year/level.  

• In case the student is not found in FEMIS then the schools can fill the new 

student registration template available online in FEMIS and e-mail to the 

respective Education Districts for data update.] 

 

 

 

 

 

 

 



 

 

 

Step 7: Identify the correct student and click on ‘select’  to add the student to the class 

 

 
 

 

 

Step 8: Update the relevant information and click on ‘save’ or ‘save and go to class’ to add the 

student to the class. 

 


