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How to register the students, 

mark the assignments, and 

download the Report card? 

 

On our website, the first step is to log in to the website and proceed to the 

teacher’s dashboard, where the main logo on this paper is. Then you will 

also log in to that account to go to the Report Card System. 
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On the Report Card System, you will only log in only once with your 

given password. Thus, for the first time, you would need to tick the 

‘remember me always’ button so that in the next time, the login 

information would just pop up, and choose it to log in on the portal. 

 

 

Below is how to do these: 

 

 

 

 

Click here 

 

 

 

 

 

 

 

The next step appears on the next page.  
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It will take you to your Report Card System, as seen below. 

 

 

 

 

 

 

 

 

 

 

Then, when you are here, you will put the username and the password 

(which you have received in your email or WhatsApp when you have 

registered on the website and been approved). 

 

After putting in the username and the password, make sure to click on 

the REMEMBER ME so that the system will always remember your 

password whenever you are on this system, so that you would just click 

the pop-up that will appear, then click log in. 

 

 

The next step that would appears is on the next page. 
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This is how it will appear before you can hit the log in button for the first 

time on this system. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The next step that would appears is on the next page. 

 

 

 

 

Hit here now 
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This is how it will appear after hitting the log in button on this 

system. You have logged in. 

 

 

 

 

 

 

 

 

 

 

Now your work on this dashboard is only in three steps: 

Step 1: On Students 

Step 2: On Gradebook 

Step 3: On Report 

 

 

Notice: 

Please do not click on the tab where I have marked with × because you 

will go to the wrong place and destroy the whole system. 

 

 

STEP 1 STEP 2 STEP 3 
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Three of your works on this system are listed 

below 

1. To register the student 

You should click on the STUDENTS in order to register a student. We 

will open it in the next steps. 

 

2. To upload the marks. 

You will click on the GRADEBOOK to upload the Marks. We will open 

it in the next steps. 

 

3. To download the Report Card for your student.  

You will click on the REPORTS to download the Report Card. We will 

open it in the next steps. 

 

 

Let us learn how to register a student - Step 1 

 

To register the student, you need to do exactly what I am going to record here, 

according to that place. Do not record according to what the system says in that 

place.  
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STEP 1 A (LEFT) 

Now, click on the STUDENT. The screen will appear as seen below 

 

 

 

 

 

 

 

 

 

1. The above screen has three parts. The first part is on the left side, where 

Dhladhla Moses has been chosen currently.  

2. Then there is a middle part where all the information about this student is.  

3. Then there is the last part on the right-hand side where ACTS203 is 

appearing. 

 

All these three parts would be touched for the student registration. 

 

 

Let us go to the next page 
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Now, the first step is to click on the ADD STUDENT, which is in the first 

column, on the left-hand side. 

 

 

 

 

 

 

 

 

When you click the ADD STUDENT, the screen would change to give you the 

chance to record the information of your student. 

 

 

 

 

 

The next screen that will appear is on the next page. 
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This is how it would open up for you. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Let us go to the next page to continue… 
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The information to fill out this form is on the next page for the student 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here to choose anything 

Copy this 

Student ID 

and paste it 

down here. 

Then add the 

word (Student 

No.) as it is 

Click here to choose a class 



11 
 

STEP 1 B (CENTRE) 

Then the screen will change to look this way. If you have made any mistakes 

when recording, you can make the correction on this screen and then save it.  

 

 

 

 

 

 

 

 

 

 

 

Now, in the middle part, you need to record the WhatsApp number and the 

ID/Passport number in the comment box. Please note that the ID and the phone 

number will not appear on the report card. It’s for official use only. 

 

Then write IN PROGRESS in the Status of the Studies. 

 

 

See the screenshot on the next page. 
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Let us go to the last part on the next page. 
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STEP 1 C (RIGHT HAND SIDE) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

See the next page for how it will appear. 
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When you click/check on that box, you are allowing that your student would 

manage to get the marks in any class he would be registered from now onwards. 

 

 

 

 

 

 

Below is how the courses will appear after clicking that box. 

 

Click here 
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Below is the screenshot of how it will look after saving this. 
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Now we have finished registering this student. We need to go to step 2, where 

we will go to upload his marks. 

 

 

 

 

Let's start it on the next page below. 

 

 



17 
 

STEP 2 

 

 

 

 

 

 

 

 

 

Now, click on the GRADEBOOK, which is step 2.  

 

 

 

 

Below will be the screen that would come out. 
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Now let us go to the next page to see what to do.  

Part 2 A Part 2 B Part 2 C 
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Notice: The names are listed starting from the Surname. 

After recording the marks, click save. 

Then let us go to step number 3 for downloading the Report Card.  

 

 

Below is the next step 

You can type 203 to get and choose ACTS203 here (2) 
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STEP 3 

 

 

 

  

 

 

 

 

 

 

 

Let us go to the next page for what to do on the 3rd step.  
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Now, click on the REPORT to download the marks of the student in the report 

card. The screen will change and appear this way. 

 

 

 

 

 

 

 

 

 

 

Check the following direction. 
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Then the screen will change to the following 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

See the next page for what it will look like. 

 

 

Step 2: 

Type the name of your 

student here. Then, when 

it appears, click to choose 

it. Then go to step 

number three to generate 

the Report Card. 

 

Type your name there, 

and if you were registered 

on this system. Your 

name will appear. 

 

This system is from 2023 

only. 
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Notice. Please, do not choose two classes on one Report Card; the report card 

will not look normal. 

 

 

 

 

 

No, see the next page for the report card generated. 

 

 

You have unmarked this class (2) 

You have chosen his current class (3) 
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The work for the student has been completed now. Send the report card to the 

student. 
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SECTION A 

 

Serious advice and instruction 

for this system 

1. Please, no one is allowed to change any setting of this system in any way. 

Found to be changing the system will result in being removed from using 

this system. 

 

2. No one is allowed to edit anything for any other student that are not for 

him. You are only allowed to edit the things of your students. Anyone 

who would be found editing the information or the marks of a student 

would be removed from this system. 

 

3. No one is allowed to go into the areas where I did not direct you to go. 

Going to them and changing anything in it will result in destroying the 

whole system. This system is the property of the college that needs to be 

there forever. Anyone who would be found neglecting to avoid this 

mistake would be removed from this system. 

 

4. No one is allowed to ask someone who is not the instructor to help them 

upload the marks on this system. If you are having a problem that 

requires help, please contact me to help you. But if you really want 

someone to help you, ask me to approve him in order to be permanently 
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accepted to help you always. Anyone who would be found neglecting to 

avoid this mistake would be removed from this system. 

 

5. On this system, the allowed marks to be loaded by any teacher are 40 to 

80. Do not upload any marks over 80.  

 

6. On this system, you may not record the % on the marks. Just record the 

figure like 77. The system would automatically make your 77 to be 77%. 

 

7. Please do not load only the 80s on each module. You need to change the 

numbers between 60 and 80. The report card must have different marks 

for professional marking. Any report card that would have more than 4 

marking same numbers, like 80s, would be returned to the teacher to be 

re-marked by changing some figures during the graduation period. 

 

8. No teacher is allowed to register any student for a Master’s or PhD 

degree. You are only allowed to register the student in the Diploma, then 

after finishing the Diploma, you will change his class to the Bachelor’s 

Degree. I am the only person to register your student for the Master's or 

PhD Degree according to the Academic requirements. 
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SECTION B 

 

Advantages  

 

9. Please note that any negligence of this system would NOT lead to 

dismissal, but it would lead to his removal from this system, and then 

he will continue his work by submitting your marks to me. 

 

10.  If you have mistakenly made a mistake here, please contact me to 

help you fix that mistake and proceed with your work. We all make 

mistakes. Therefore, making a mistake is not negligence. But speak at 

the same time before someone experiences a problem due to your 

mistake. 

 

11.  When your student has finished studying, and you have finished 

uploading his marks, you may feel free to contact me about him if he 

wants the certificate before graduation time. I will proceed with his 

certification after completing his fees. 

 

12.  During the graduation time, you would need to write down the list of 

your students that has completed their studies to graduate. Make 

sure that their marks are also fully uploaded here. I would come to 

this system and check all their report cards if you have completed 

uploading their marks. Then I would proceed with the certification. 
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13.  I would not ask for proof of their credentials, as I will make sure to 

approve the teachers I trust for this system. All the teachers I don’t 

trust would not be accepted to join this system. As you have been 

accepted, you are trusted to do all the right things academically. 

 

 

 

 


