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Student Enrolment Process

A) Enrolling student

Parent/Guardian fills in Enrolment Form

B) Entering student details into SAMS

Check Student Tracker (use Fuzzy Logic for name search)

Is the student listed? (ensure Date of Birth, Gender, Surname/First Name are the same as on Enrolment Form)

No Yes
Search SAMS at your school Note UPN and last school enroled
(search all rolls (n/s), Global name) If more than one UPN contact SAMS team
No Yes
Add new student Call the Search SAMS at your school for student
to Current roll SAMS (search all rolls (n/s), Global name)
(to attend now) team
or Admission roll Does the Student exist in SAMS at your school?
(to attend next year)
(do not use | |
temporary UPN)
No Yes
download from Student Tracker Is the student’s UPN the same
and contact last previous school as in Student Tracker?

to send an export file

v

Import Student record into SAMS No Yes
(update student enrolment details)
choose Current roll (left previous school)
or Admission roll (still at previous school)
Call the Only if student has left previous school
SAMS reinstate to Current Roll
team with new Start date
"= T T T T m = 1 (update relevant details)




