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 STEP-BY-STEP GUIDE
 HOW TO CAPTURE MID YEAR RESULTS



Log in  on Sel f-Service.
Cl ick on ‘External  Educat ion Data’ .

STEP
1

STEP
2

�e next  page wi l l  appear.  
�e name of  your  school  wi l l  appear  as  wel l ;  however,  i f  the school ’s  name is  

‘unknown ’ ,  don’t  worry about  i t .

 



 

A pop-up wi l l  then appear.
STEP

4

•  Use the highl ighted ‘Search ’  icon to add the subject  

and grade.  

•  C l ick on the ‘Subject ’  icon – a l ist  of  subjects  wi l l  

appear.  

•  Choose your  subject  by c l icking on i t ,  then choose 

the grade by c l icking on the ‘Grade ’  icon;  se lect  the 

grade number by c l icking on i t .  

Once you are done,  
c l ick the green ‘Done’  icon.  

Choose you cert ificate type,  i .e .  Nat ional  Senior  Cert ificate or  Cambridge,  etc.

�en cl ick on ‘Add Subject’ .
STEP

3



 

STEP
5

To add another  subject,  c l ick on ‘Add Subject ’ ,  which wi l l  appear  after  you add 
your  first  subject.  Continue unt i l  you have added al l  the subjects.

•  A  l ist  of  your  added subjects  wi l l  accumulate as  you add a subject.

•  P lease check and make sure that  a l l  the subjects  have been added correct ly  and 

then c l ick on ‘Submit ’ .  

You wi l l  then have added you subject.


