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YEAR END ROUTINE 
 

 

 

 
Input Marks   Gr.10-12 
Input Marks    OBE 
 

 
Learners-
Academic 

 
*DC 

 
Change Marks   Gr.10-12 
Change Marks   OBE 

 
Learners-
Academic 

 
 

 
Finalise marks 
 

 
Learners-
Academic 

 

 

 
Check Tabulation of schedules 
 

 
Learners-
Academic 

 

 

 
Input OBE promotion  
 

 
Learners-
Academic 

 

 

 
Print Failure schedules 
 

 
Learners-
Academic 

 

 

 
Print Promotion Schedules 
 

 
Learners-
Academic 

 

 

 
Check pre-printed report tabulation 
 

 
Learners-
Academic 

 

 

 
Print reports    Gr.10-12 
Print reports    OBE 
 

 
Learners-
Academic 

 

 

 
Print Promotion summary 
 

 
Learners-
Academic 

 

 

 
Print symbol distribution 
 

 
Learners-
Academic 

 

 

 
Print transfer cards 
 

 
Learners-
Administrative 

 

 

 
BACKUP  ! ! !  
 

 
Micro_Backup 

 
* Double click on learner 
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PROMOTION / TRANSFER TO THE NEXT YEAR 
 

 

 
Transfer Staff 

Micro-Admin 
Micro-Staff 

 

 

 
Transfer families to next year 

 
Micro-Admin 

 

 

 
Transfer Learners to next grade (except failures) 
OBE Grades – without promotion 

 
Micro-Admin 

 

 

 
Transfer Failures to same grade next year 

 
Micro-Admin 

 

 

 
Move learners between grades  
 

 
Learners-
Administrative  
 

 
 

 
Change subjects for grades where needed  (Abbreviations ,names 
,totals) 

 
Learners-
Academic 

 

 
 

 
 

 
 

 

 
Input new learners 
 
 
Input new families 
 
 
Re-registration learners  (*DC) 
 
 
Re-registration families  (*DC) 

 
Learners-
Administrative 
 
Micro_Families 
 
Learners-
Administrative 
 
Micro_Families 

 

 
 

 

 
Delete learners (*DC) 
 
 
Delete families (*DC) 

 
Learners-
Administrative 
 
 
Micro_Families 

 

 

 
Change subjects / post numbers   learner 

 
Learners-
Academic 

 

 

 
Change   post numbers  by class   

 
Learners-
Academic 

 

 

 
Change   post numbers     

 
Learners-
Academic 

 

 

 
Change / allocate class numbers   for new year 

 
Learners-
Academic 

 

 

 
Allocate subjects   to learners    
  

 
Learners-
Academic 

 

 

 
BACKUP  ! ! !  
 

 
Micro_Backup 

 
 
* Double click on learner / family 
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Year end closing 
 

• Backup data  using Micro-Backup !!!! 

• Go to School details and click on this  icon   

• Print the grade totals 2008 
 
 

 In Micro-Admin click on this icon 
 

 
 
 

• Transfer the families information 
 

 
 
If you use Homogenous / Heterogeneous class allocations please do so before transferring 
the learners. (Learners> Admin > Input > Quick class allocations) 
 

• Transfer the learners information grade by grade except for  Gr.7 and Gr.12 
 

  
 
Grade 1-8 will be transferred without promotion ( All  learners will be transferred to the next year/grade) 

Gr.9-11 will be transferred with promotion √ (  All learners that passed the grade)  
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• Transfer the staff information 
 

 
 
 

• Go to School detail and click on this icon   

• Print the grade totals 2009  (left top) 
 
 
 
 
Move learners between grades: 
 

• Go to Learners > Admin > Select the grade to move from. 
 

 Click on this icon  
 
 
 
    Remember to click on the date to select (highlight) 
 
 
 
 
 
 
 
 
 

NB! Do not select √ any of the options  
 

• √ Select the learners to be moved. 
 

 
 
 
 
 
Class allocation 
 
Go to Learners> Administrative > Input > Class numbers (Range) 
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Input new class numbers and register teachers 
 

 
All learners in the grade will be on this list 
√ Mark all learners for that class and click on the hand to proceed. 
Repeat for all classes in the grade. 
 
 

  
 
Click on Utility program> Class details 
 

 
This will update the class file. 
 
 


