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1. Getting Started with SELFORM Application

1.1 System Installations

SELFORM application is a window based application. Information about the installation

of the application can be found in Appendix 1.

SELFORM application uses candidate registration data from the National Examinations
Council of Tanzania (NECTA). This data has been packaged together with the
application, and it is already available in the system after installation. A SELFORM
installation package contains candidate registration data for one region only. For
example, users in Arusha region will have their installation package containing

candidate registration data for Arusha region only.

1.2 Loading Registration Data into the System

Candidate registration data from NECTA is already available in the system after
installation. When starting the application for the first time, the system will prompt
the user to specify his/her district. See figure 1.1 below. The user should select his/her
district and click the *Ok’ button.

Once the user clicks the 'Ok’ button, the system will automatically perform some
configurations and prompt the user to select an examination centre (school) to work

with. See figure 1.2 below.
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Initializing District

Comect District Mame : -

ARUSHA (DC)

ARUSHA (M)

KARATU

LONGIDO

MERU
MONDULI

NGORONGORO

Ol ] I Cancel

Figure 1.1: Specifying District
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Select Exam Centre

MERU DISTRICT

KISIMIRI SECONDARY SCHOOL - 51268

AILANGA LUTHERAN JUNIOR SEMINARY - 50158 -
AKERI SECONDARY SCHOOL - 505986 B
| DULUTI SECONDARY SCHOOL - 53646

FIKIRIA KWANZA SECONDARY SCHOOL - 52527
JUDE MOSHONO SECONDARY SCHOOL - 54453
KARANGAI SECONDARY SCHOOL - 5071
KIKATITI SECONDARY SCHOOL - 50687
KIKWE SECONDARY SCHOOL - 51844
KING'ORI SECONDARY SCHOOL - 50580
KISIMIRI SECONDARY SCHOOL-S1268 _________|um
KITEFU SECONDARY SCHOOL - 54451
LAKITATU SECONDARY SCHOOL - 54441
LEGURUK]I SECONDARY SCHOOL - 50721
LEK] SECONDARY SCHOOL - 51683 i
LONANGE SECONDARY SCHOOL - 54354
MAJI YA CHAl SECONDARY SCHOOL - 51038
MAKIBA SECONDARY SCHOOL - 51061
MAKUMIRA SECONDARY SCHOOL - 50323
MALULA SECONDARY SCHOOL - 54161
MARORONI SECONDARY SCHOOL - 51839
MARUWANGO SECONDARY SCHOOL - 53333 +

m

| ok || cancel |

Figure 1.2: Selecting examination centre
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The user can then select a school to work, click the ‘Ok’ button and input candidates
selection information for that particular school.

After the initial step, the system will not require the user to specify his/her district
again. When the application starts the system will always direct the user to the

window for selecting examination centres (figure 1.2 above).

It is possible to remove all data and restart again by clicking on the “Initialize District”
command from the “Initialize” menu. The user can use this feature in case a wrong
district was selected initially or for some reason the user decides to wipe all data and

start a fresh.
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2. Entering data into the SELFORM Application

Once the user select an examination to work with, a window like the one shown on

figure 2.1 will be filled with candidate registration data from NECTA for that particular

examination centre ready for the selection preferences information entry.

To properly describe different areas of screen in figure 2.1, the figure has been

divided into five regions as shown by numbers 1 through 5. Section 2.1 below briefly

describes the five regions.
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ELERAI SECONDARY SCHOOL - 52265

—I CHRISTINA HENDRY CHINO

ADRISINA PETER BENSON
AINA SAMWEL HEMED!
AISHA ADAM

AMINA J MOHAMED
AMINA OMARY

ANETH ESTOMIHI WOLTA
ANETH JOHNSON SAIDI
ANGELA MESHACK MBATI
ANITHA ADOLF NGOWI
ANNA GASPER MTUI
ANNASTAZIA ELIA PETRO
ARAFA BAKAR| HASSANI
ARAPHA R RAMADHANI
ASHURA WAZIRI HASSAN
ASIA HASSANI ABDALLAH

9 | ASIA ATHUMANI KTWANA

BABY LAZARO KAREI
BEATRICE ANSELIMU KANUT
BEATRICE JULIUS YOHANA
BETTY CRILLOW CHARLES
BRENDA FREDI MUSH|
CALISTA M MELKIZEDECK
CANDIDA CRIAN CORNELY
CAREEN JAMHURI KAPAMA
CECILIA MARCELI HONORY
DEBORA STANLEY MSHANA
DEVOTHA DAMIAN SHAYD
DEVOTHA T LAURENT
DIANAROSE C WILISTAN
DORCAS ZAKAYO GIDION
ELEANA SABAYA MATHAYO
ELIFRIDA EFRAIMU OLODI
EPIFANIA EVAREST SILAYO
ESTER KIPARA MOLEL

EVA FRANK SIMON

CHRISTINA HENDRY CHINO - 52265/0027 (FEMALE)

Home District Health Froblem, Disabilty
Address : B
FormV Tech. Coll [] Preferto join police if not selected to join fom V/Tech __2
Alevel Comb.
Schools | 13
Technical. Ed :
Technical Colleges

Records : 26/337

Figure 2.1: Screen for editing SELFORM information



2.1 SELFORM data input window

As shown in figure 2.1 above, the main SELFORM input window can be divided into

five regions.

In the first region (figure 2.1 (1)), the user is expected to enter general candidate
information which are home district, candidate address, health problem (if any), and

telephone number.

In the second and third regions (figure 2.1(2) & (3)), the user is expected to enter
further education choices for a particular candidate. Region (2) allows the user to
specify the candidate general preference for further education. In region (3), the user
is expected to enter detailed further education candidate choices which are a-level
combination choices, a-level school choices, technical education choices and technical
colleges’ choices. There are five choices for each group and they should be entered

according to the candidate preferences.

Regions four and five (figure 2.1(4) & (5)) allows the user to locate the candidate
he/she wishes to work with. The user can click on any of the candidate listed on
region five in order to put information for that particular candidate. The user can also
type the name or part of the name of a desired candidate(s) in the text box indicated
in region 4 and the system will automatically filter candidates matching the typed
information. The user can then pick the exact candidate he/she wishes to work on and

the system will display information for that candidate.

2.2 Entering Data

Now that we have an understanding of the main data input window, let us see how
candidates data is entered into the SELFORM application. Let us start with region 2,

and then 3 and finish with region 1.



Specifying A-level or Technical Education

As stated earlier, specifying the candidate general preference for further education is
done in region 2. The options are a-level and technical education. The user will enter 1
into a-level text box if the student has specified a-level as the first option and 2 in the
technical college text box. However if the student has specified technical college as
the first choice, then the user will enter 1 in the technical college text box and 2 in the

a-level text box.

If a student has further indicated interest in joining the police force (in case he/she is
not selected to join form five or technical college), the user should check the police
check box in region 2.

Entering detailed further education choices

In region 3, the user can enter detailed information about candidates’ further
education choices as indicated in the student’s paper selform. In this region, there are
4 rows each representing a choice group of 5 choices. The names for each group are
self-explanatory. To enter data for a particular group and a particular choice number,
the user has to edit the text box that is on the row of the group and on the column of
that choice number. For example to enter/edit the first college choice for a candidate

the user has to edit the text box that is on the row “Colleges” in first column.

Once the user has finished entering data in any of the text boxes in region 3, the
system scans its database to find more information about the entry. In any case the

system will have one of the following results:

1. There is only one entry in the database that matches the entered
information. For example if the user enters “PCM” in the a-level
combination group, the system will find that there is only one combination
relating to the entered entry which is a "PCM” combination.



2. There is more than one entry in the database that matches the entered

information. For example if the user enters “Nyerere” in the school group,
there might be several entries relating to this entry.

The entry doesn't exist in the database, for example if the user enters
"PHM” in the a-level combination group, there will be no relating
information in the database since combination "PHM"” doesn't exist.

The system will respond to the user depending on the three results above as follows:

1.

If a single entry is found in the database that relates to the entered value,
the system will not prompt the user for any action. It will just accept the

entry.

If the system finds more than one entries relating to the entered value, the
system will display a window that shows all the found entries and allow the
user to specify the exact entry he/she want. Once the user specify the
intended entry and then click the “Ok” button, the intended entry is
accepted by the system and the entered value is linked to this entry so that
the user will not be prompted by the system, the next time he/she enters

the same value.

For example in figure 2.3 we can observe that, the user entered value
“usagara” on the school (examination centre) group and the system found
there are two entries which relates to “usagara” i.e “USAGARA” and
“"BUSAGARA”. The user can select the intended entry by selecting it from
the "Relate to” combo-box and click the “Ok” button. In the case of figure
2.3 if the user relate the entry with “usagara” and click the “Ok” button,
the entry "USAGARA” will be accepted as the intended entry and the
system will record this link so that it may refer it in future entries i.e. the
user will not be prompted again by the system, when he/she enters
“usagara”, but the system will automatically link it to entry "USAGARA" and
not "BUSAGARA".
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Relate Data

@ Cument Data Relation

Data Value :  usagara
Data Type ©  Ewamination Centre
SEECHE | |5 AGARA SECOMDARY SCHOOL -

BUSAGARA SECOMDARY SCHOOL
USAGARA SECONDARY SCHOOL
(71 Create Mew Data Relation/Edit Curert Data Relation

usagara

Examination Centre

AZANIA SECONDARY SCHOOL

| ok || cancel |

Figure 2.3: Specifying intended entries

If the entry doesn't exist, the system will prompt the user to specify the
intended entry, amongst all the items in that group. For example in figure
2.4 below, the entry “dsm” was entered in the “colleges” group. Since the
system could not related “dsm” to any of the colleges in this group, it has
prompted the user to specify the intended entry amongst all the entries (in
this case all colleges) that exists in the system. In figure 2.4 if the user
clicks the “Ok” button after selecting the intended entry, the system will

accept this entry and remembers the entry link in future.
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Relate Data

dsm

Technical College

&

| Create Mew Data Relation/Edit Cument Data Relation

Data Value dsm

Data Type Technical College

FEE T I L AN IMSTITUTE OF TECHNOLOG Y iR

ARUSHA TECHNICAL COLLEGE

'l DAR-ES-SALAAM INSTITUTE QOF TECHNO!
MBEYA INSTITUTE OF TECHNOLOGY

WATER DEV & MANAGEMENT INSTITUTE
T ™ T Cancel

Figure 2.4: Specifying intended entries amongst all entries

Using this link data functionality, the user can create own shortcuts which can help to
speed up the data entry process. For example in figure 2.4, we can see that a “dsm”
shortcut has been created which will always translate to “Dar es Salaam Institute of

Technology” when entered by the user as a technical college entry.

The user can view all data links (or data alias) created by clicking on the “Operations”
menu and choose “Data Alias”. When this is done, a window like the one shown on
figure 2.5 below will appear. In this window, the user can choose the type of data
from the four options available and all the data links for that specific data type will be
listed. For example in figure 2.5, there is one data alias listed for the Technical
Colleges data type. The data alias is "dsm” and it is linked to the “Dar es salaam
Institute of Technology (DIT)” data. The user can always delete any current data alias

by clicking the delete button (the red button with a sign X).
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Data Alias

() SCHOOLS () TECH. EDUC. @ TECH.COLLEGES (Z) HOME DISTRICT

ALIAS ACTUAL DATA
DAR-ES-SALAAM INSTITUTE OF TECHNOLOGY {DIT)

TECHNICAL COLLEGES

Figure 2.5: Specifying intended entries amongst all entries

2.3 Filtering Data

When data is loaded on the main editing window, after the user has specified an
examination centre to work with, all the candidates in that examination centre will be
listed. The user can select any candidate in the list and input selection information for

that candidate.

The system also allows filtering candidates based on the pre-defined criteria and
therefore makes it possible for the user to work with only the candidates meeting
specified criteria. To select candidates based on criteria the user needs to select
“Filter” command on the toolbar. When “Filter” item is clicked, it displays a dropdown
with five self-explanatory criteria to choose from (see figure 2.5 below). The user can

then choose desired criteria to only display data meeting the criteria.
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PELUISSENES . S

File  Operations Initialize
? Filter =

Open u Save |
ALL

NO ANY data
INCOMPLETE data
COMPLETE data
ADDED

Centre Report ‘

CHRISTINA HENDRY CHIN'

CHRISTINA HENDRY CHINO

ADRISINA PETER BENSON -
AINA SAMWEL HEMEDI i
AISHA ADAM General Information
AMINA J MOHAMED

AMINA OMARY

ANETH ESTOMIHI WOLTA
ANETH JOHNSON SAIDI None
ANGELA MESHACK MBATI
ANITHA ADOLF NGOW! Address : Telephones -
ANNA GASPER MTUI ——
ANNASTAZIA ELIA PETRO
ARAFA BAKARI HASSANI
ARAPHA R RAMADHANI
ASHURA WAZIRI HASSAN
ASIA HASSAN| ABDALLAH
ASIA ATHUMANI KITWANA
BABY LAZARQ KAREI

Home District : Health Problem/T

BEATRICE ANSELIMU KANLT Further Education Choices

BEATRICE JULIUS YOHANA L
BETTY CRILLOW CHARLES FormV Tech. Coll Prefer to join poli
BRENDA FREDI MUSHI
CALISTA M MELKIZEDECK
CANDIDA CRIAN CORNELY 1 2 3 4
CAREEN JAMHURI KAPAMA
CECILIA MARCELI HONORY Alevel Comb.:
CHRISTINA HEND H

DEBORA STANLEY MSHANA
DEVOTHA DAMIAN SHAYO Schools
DEVOTHA T LAURENT

USAGARA SECONDAR

Figure 2.5: Filtering data
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3. Making changes to Candidate Registration data

As stated earlier, the system uses candidate registration information from NECTA. This
information originates from examination centres during the period of candidate
registration for the CSEE examination. It is expected that this information will be
correct, but in the event where this information is found to be incorrect, the system

allows for correction.

A user can either edit existing candidate registration information if it is found to be
incorrect or add new candidates into the system if they do not exist for one reason or

another. The system keeps tracks of all changes.

3.1 Editing Candidate Registration Data

To edit candidate registration data, the user needs to click the “Operations” menu,
choose the “Modify Candidate Data” submenu and then choose “Edit Candidate”
command. The intended candidate should be the active/selected candidate prior to
clicking “Edit Candidate” command. After clicking the “Edit Candidate” command, the
screen like the one shown in figure 3.1 below will be displayed. The user can then

change/correct any of the information which is not correct and click the “Ok” button.

It should be noted that, although the original information will be replaced by the new
information, it is not entirely removed from the system. The system keeps track of

these changes due to the fact that NECTA registration data changes will have to be

14



approved first before being accepted as correct information. Therefore in case these
changes are not approved, the original information will be restored.

Edit Candidate

Cand. Number :  5p800/0071|
First Mame : CUTHEBERT
Middle Mame(s) : ELISA
Sur Mame o KAWA

Gender M

| Ok || P— |

Figure 3.1: Editing candidate’s information

3.2 Adding New Candidates

In the unexpected event where candidate registration information is missing in the
NECTA registration data, the system gives provision for adding such candidate to the
system. To do this, the user has to click the "Add Candidate” menu which is in the
“Operations” menu, under the “Modify Candidate Data” submenu.

Figure 3.2 below shows a screen displayed after the “Add Candidate” menu has been
clicked. In the figure, the system has already inserted the candidate examination
centre number and the user can now complete this number by inputting the candidate

number, input the rest of the required information and click the “Ok” button.

Once the information for the new candidate is complete, the new candidate is added
to the list of existing candidates in that examination centre and selection preferences
information for this new candidate can be entered in the same way as the selection

preferences information for other candidates.
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Add Candidate

Cand. Number :  Epaooy
First Mame
Middle Mamei(s) :

Sur Name

Gender

| Ok || P— |

Figure 3.2: Register New Candidate in the System

3.3 Deleting Candidates

To delete a candidate from the registration list, the user needs to click the
“Operations” menu, choose the “Modify Candidate Data” submenu and then choose
“Delete Candidate”. The intended candidate should be the active/selected candidate
prior to clicking “Delete Candidate” command. After clicking the “"Delete Candidate”
command, the system will ask the user to confirm the command and then the

candidate will be removed from the candidate registration list.

3.3 Restoring Deleted Candidates

Deleting a candidate from the original registration list does not remove completely
record from the system. The system stores a deleted record in a separate place within
the system. It is therefore possible to restore the deleted original record back to the
candidate registration list. To do this, the user needs to click the “Operations” menu,
choose the “Modify Candidate Data” submenu and the choose “Restore Deleted

Candidates”.

16



When the “Restore Deleted Candidate” command is clicked the system display a
window with the list of all deleted candidates and the user can select the candidate(s)
he/she wishes to restore by checking the corresponding check boxes and then click on
the “Ok” button (see figure 3.3 below).

F N

Restore Deleted Candidates

D CHRISTINA HENDRY CHINO - 52265/0027 (FEMALE)
LEAH ALEERT AUGUSTING - 5226570081 (FEMALE)
MARIAM HAMADI HUSSEIN - 52265/0095 (FEMALE)

Figure 3.3: Restoring Deleted Candidates

3.4 Set/Delete Unavailable Data Remarks

The SELFORM application provides the means to indicate the reason as to why selform
information has not been entered for a particular candidate. If the user has been
provided with the reason why a certain candidate does not have selform data or didn't
fill the paper selform, then she/he can put that reason in the system using this
functionality. To do so the user needs to click the “Operations” menu, choose the
“Modify Candidate Data” submenu and the choose “Set/Delete Unavailable Data
Remarks”. The intended candidate should be the active/selected candidate prior to
clicking “Set/Delete Unavailable Data Remarks” command. When this is done a
window like the one shown of figure 3.4 below will be displayed.

Using this window the user can enter the reason as to why this candidate does not
have selform data and click on the “Ok” button. Once the reason has been entered,

17



the user won't be able to enter selection preferences choices for that particular
candidate as long as that reason is there. However the user may enter again the
selection preferences again if he/she removes the reason (unavailable data remarks)
for that candidate.

F N

Unavailable Data Remarks

Remarks

Ok | | P—

Figure 3.4: Entering “Unavailable Data Remarks”

To remove the unavailable data remarks, the user needs to follow the same steps i.e.
clicking the “Operations” menu, choose the “Modify Candidate Data” submenu and the
choose “Set/Delete Unavailable Data Remarks”. When this is done, the system will ask
the user to confirm that he/she wants to remove the “Unavailable Data Remarks” and

if confirmed the system will remove the remark.

18



4. Examination Centre Management

A SELFORM installation package contains candidate registration data for one region
only and therefore each district will receive the selform application packed with data
for the whole region. This has been done purposely because the candidate
registration data may sometimes be on a wrong district. An examination centre may

be placed on a wrong district but it is always on the correct region.

In case an examination centre is not found in the district the user is working on, the
user can always find that examination centre from any of the other districts in that
region since the user has the data for the whole region. Similarly, if the user finds an
examination centre in the district which he/she is certain it is not required in that

district then he/she can remove that examination centre.

The process of locating districts from other regions and adding or removing them from
the district is done within the system using the functionalities provided in the

“Examination Centre Management” submenu in the “Operations” menu.

4.1 Adding Examination Centres to District

To add an examination centre from other districts within the region, the user needs
click the “Add Centre(s) to District” command from “Examination Centre Management”
submenu in the “Operation” menu. When this is done, a window like the one shown

on figure 4.1 below will be displayed. The window contains the list of all schools
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(examination centres) from other districts in the region. This list of the examination
centres from other districts in the region is on the left of the window.

The user can select any examination centre by clicking it and then click the arrow
pointing to the right (">") to move the examination centre to the list of the
examination centres to be added to the district (the list on the right side of the
window). The user can also double click on the examination centre to move it to the
right hand side list. For regions with big lists, the user can easily locate a desired
school by using the text box above the left hand side list. The system will filter the
examination centres list on the left side and display a sub list of examination centres
resembling the text being typed in the text box and the user may easily pick the

desired examination centre from the short sub list.

T —

ARUSHA CATHOLIC SEMINARY - 50171

ARUSHA CATHOLIC SEMINARY - 50171 - ADILI SECONDARY SCHOOL - 55333
ARUSHA CITY BOYS' SECONDARY SCHOOL - 54381 [— ANNAGAMAZD SECONDARY SCHOOL - 51822
ARUSHA DAY SECONDARY SCHOOL - 50731 ARASH SECONDARY SCHOOL - 54817

ARUSHA ISLAMIC BOYS SECONDARY SCHOOL - 550/ _
ARUSHA ISLAMIC GIRLS SECONDARY SCHOOL - S5{~
ARUSHA MODERM SECONDARY SCHOOL - 51178
ARUSHA SECONDARY SCHOOL - 50302 | 4
ARUSHA 505 HERMANN GMEINER SECONDARY - 5
ARUSHA-MERU SECONDARY SCHOOL - 50302
AUGUSTINE PERFECT SECONDARY SCHOOL - 5238
AWET SECONDARY SCHOOL - 50868

BANGATA SECONDARY SCHOOL - 51236

BAMJIKA SECONDARY SCHOOL - 51733

BARAA SECONDARY SCHOOL - 51818

BARAY SECONDARY SCHOOL - 52314 >
BIRING'A SECONDARY SCHOOL - 51938
BISHOP DURNING HIGH SCHOOL - 51600 L4

BISHOP KISULA SECOMDARY SCHOOL - 54618
BONDENI SECONDARY SCHOOL - 50632

CHAENDA SECONDARY SCHOOL - 53332

DI'ALZON GIRLS SECOMDARY SCHOOL - 54466
DIEGO SECONDARY SCHOOL - 51710

DIGODIGO SECONDARY SCHOOL - 50378

DOMEL SECONDARY SCHOOL - 53391

DR. WILBROAD SLAA SECONDARY SCHOOL - 54509
EDMUND-RICE-SINON SECONDARY SCHOOL - 5062¢
EINOTI SECONDARY SCHOOL - 50373

EKENYWA SECONDARY SCHOOL - 50505

ELERAI SECONDARY SCHOOL - 52265

ELITE SECONDARY SCHOOL - 53524

EMANYATA SECONDARY SCHOOL - 50852 ad

Ok l l Cancel l

Figure 4.1: Add Examination Centres to District

After the user is satisfied with the list of the examination centres moved to the right
hand side, he/she can click on the “"Ok” button to add the examination centres to the

20



district. For example in figure 4.1 above, three examination centres have been moved
to the right hand side list ready to be added to the district when the “Ok” button is
clicked.

4.2 Removing Examination Centres from District

If examination centres have been placed mistakenly in a district, they can be removed
by choosing “Remove Centre(s) from District” command from “Examination Centre

Management” submenu.

ADILI SECONDARY SCHOOL - 55333

-
AILANGA LUTHERAN JUNIOR SEMINARY - 50198 [
AKERI SECONDARY SCHOOL - 50936
ANNAGAMAZO SECONDARY SCHOOL - 51822
ARASH SECONDARY SCHOOL - 54817

CANAL LAND SECONDARY SCHOOL - 5037
HEERON SECONDARY SCHOOL - 54769

HENRY GOGARTY SECONDARY SCHOOL - 54554
JUDE SECONDARY SCHOOL - 54459 |
KARANGAI SECONDARY SCHOOL - 50701 5
KIKATITI SECONDARY SCHOOL - 50687
KIKWE SECONDARY SCHOOL - 51844
KING'ORI SECONDARY SCHOOL - 50980
KISIMIRI SECONDARY SCHOOL - 51268

KITEFU SECONDARY SCHOOL - 54491 >
LAKITATU SECONDARY SCHOOL - 54441
LEGURUK] SECONDARY SCHOOL - 50721 | 4 L4

LEKI SECONDARY SCHOOL - 51683
LONANGE SECONDARY SCHOOL - 54354
MAJI YA CHAI SECONDARY SCHOOL - 51098
MAKIBA SECONDARY SCHOOL - 51061
MAKUMIRA SECONDARY SCHOOL - 50325
MALULA SECONDARY SCHOOL - 54161
MARIADO SECONDARY SCHOOL - 51626
MARCRONI SECONDARY SCHOOL - 51833
MARUVANGO SECONDARY SCHOOL - 533383
MBUGUNI SECONDARY SCHOOL - 50957
MERU PEAK SECONDARY SCHOOL - 54203
MIRIRINY SECONDARY SCHOOL - 53384
MOMELLA SECONDARY SCHOOL - 54150
MUUNGANC USA RIVER SECONDARY SCHOOL - 54( ~

Ok l l Cancel l

Figure 4.2: Removing Examination Centres from District

When the command is clicked, a window like the one shown on figure 4.2 above
appears. The window contains the list of all schools (examination centres) in the
districts on the left side list.
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To remove a district, the user can select any examination centre by clicking it and the
click the arrow pointing to the right (">") to move the examination centre to the list of
the examination centres to be removed from the district. The user may also double
click on the examination centre to move it to the right hand side list.

Once the user is satisfied with the selected list, he/she can click on the “Ok” button
and all the examination centres listed on the right hand side list will be removed from
district. Removed examination centres can always be registered back to the district by
adding them to the district (see section 4.1 for more information on adding

examination centres to districts)
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5. Backup and Restoring Data

The SELFORM application provides functionalities for backing up and restoring data.
The user can back up whole district data or back up selected examination centres
data. Back up data can be restored to the system in case original data is lost for one

reason or another.

5.1 Backing up Data

It is advised to backup data at least daily at the end of a working session or day. It is
also advised for the backup files to contain backup dates as part of their names as this
will help identifying when the backup were taken. For example if a user is taking a
backup of his/her whole district on 15™ April 2014, he/she may give the backup file a
name “selforms_backup_15_4_2014".

To backup data the user needs to click the "“Backup Data” command from
“Backup/Restore” submenu in the “Operation” menu. When this is done, a window like
the one shown on figure 5.1 below appears. The window contains the list of all
examination centres in the district on the left hand side. The user can move the
examination centres to be backed up on the right hand side list by either using the
arrow pointing to the right or double clicking the examination centres. The user may
also check the “Back Up All Centres” check box in order to move all the examination
centres to the right hand list box (see figure 5.2 below).
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Figure 5.1: Backing up Data
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Figure 5.2: Backing up all examination centres in a district

5.2 Restoring Backup Data

In case original data is lost or damaged, the user can use the latest backup file to
restore the data. The user can install another copy of the selform application in the
same computer or another computer, restore the latest backup data and continue

working.

To restore backup data, the user needs to click the “Restore Data” command from
“Backup/Restore” submenu in the Operation menu. When this is done, a window like

the one shown on figure 5.3 will below appears.

S e T e T eaa——
e o5 Initislze
ropen [ sae i‘!_ CentreReport [ Fiter -

P
» BackUps =

o

Organize v New folder =~ O @
HTML-PSLE-2013-01 11 2013 ~ Name ’ Date modified Type

LM
| mybackup_7_april_2014 4718/2016331 AM_ File p8/0001 (FEMAL
LMIS and NHA

notification sample
Online Uploading Data
Plan and Assessments
processing ualimu 2013 H
PSLE 2012
SELECTION SYSTEM
statistics app - VS 2005
TUMEK
VERY FINAL NEW EMIS - 11

BackUps

Bag Desktop

Bted to join form V/Tech
File name: mybackup_7_april 2014 -

;

NEMBURIS ABRAHAM SIR|
PEACE JULIUS LAIZER

PRISCA SIMON MUNGURE]
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STELLA FESTO SULLE
TEDDYANA OBED NNKO
VALENTINE ROCKY MTUI
WINNIE ANATHE PALLAN

WINROSE ELIBARIKI NDO!
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Figure 5.3: Specifying the file with backup data

In figure 5.3, the selform application prompts the user to specify the file containing
backup data, and when the file is selected the system lists all the examination centres
in the backup file on the left hand side list box. The user can then select all the
examination centres or some of them, by moving them to the right hand side list box

(see figure 5.4 below).
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Figure 5.4: Restoring backup data

Once the user is satisfied with the selection, he/she can click on the “Ok” button to

restore the data.
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6. Importing and Exporting Data within District

Importing and exporting data functionalities have been created specifically to help
multiple users working on the same district. The functionalities have similarities with

the backup and restoring data functionalities.

As an example, let us assume there are two users, working for the same district
simultaneously using two different computers. To make use of the importing and
exporting data functionalities each user will have a copy of the application data, but
each user will only work with the examination centres he/she has been assigned.
When the work is completed, one user will export the data for the examination centres
he/she has been working with and transfer the file containing the data to the other

user who will import it and be able to combine data for both users.

6.1 Exporting Data

To combine data for two users or even more, some users need to export their
examination centres data to the user who would import the data and combine it and
present it as a combined district data. For user(s) who need to export their data, they
can access the export functionality by clicking the “Export Data” command under the
“Import/Export Data within District” submenu in the “Operations” menu. Figure 6.1
shows Export Data window after the “Export Data” command has been clicked.
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Figure 6.1: Exporting Data

In figure 6.1, the list on the left hand side contains examination centres in the district.
To export the examination centres, the user need to move the examination centres
he/she has been working with to the right hand side and then click on the “Ok”
button. Once the “Ok” button is clicked the application will prompt the user to specify
the file name and location in which the exported data will be saved. The file can then
be taken to the computer that will be used to import data and combine examination

centres.

6.2 Importing Data

Importing data functionionality is accessed by clicking on the “Import Data” command
under the “Import/Export Data within District” submenu in the “Operations” menu.
Clicking on this command will prompt the user to locate the file containing exported
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data and when the file is opened an “Import Data” window appears (see figure 6.2

below)
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Figure 6.2: Importing Data

Using the window shown on figure 6.2, the user can import data by selecting the
examination centres he/she wants to import from the left list by moving them to the
right hand side list box and click the “Ok” button.
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7. District Status Data

The SELFORM application provides functionalities for the user to view the status
summary for all examination centres in a district. The status information includes
percentage of data entry for each examination centre and whether the examination
centre is closed or opened (see figure 7.1 below). Before the district is closed and data
sent to the Ministry all examination centres are required to have a closed status. The
district status functionality can be accessed by clicking on the "“District Status”

command under the “District Report and Status” submenu in the “Operations” menu.

T—
District Status -
SET REASON
SCHOOL TOTAL WITHDATA % EDIT STATUS REMARKS -
PRECIOUS BLOOD SECONDARY SCHOOL - 50295 52 0 0% OPEN NOT OK - Data not etered
SAKILA SECONDARY SCHOOL - 51484 70 0 0% OPEN NOT OK - Data not entered
SHISHTON SECONDARY SCHOOL - 51548 104 0 0% OPEN NOT OK - Data not entered
i SINGISI SECONDARY SCHOOL - 53386 88 0 0% OPEN NOT OK - Data not entered
SONGORO SECONDARY SCHOOL - 51385 145 0 0% OPEN NOT OK - Data not entered
b 79 0 0% CLOSED OK - A seminary school
STAR SECONDARY SCHOOL - 52421 77 0 0% OPEN NOT OK - Data not entered
TANZANIA ADVENTIST SECONDARY SCHOOL - §11... 116 0 0% OPEN NOT OK - Data not entered
TENGERU BOYS SECONDARY SCHOOL - 51501 100 0 0% OPEN NOT OK - Data not entered
THE VOICE SECONDARY SCHOOL - §5112 28 0 0% OPEN NOT OK - Data not entered
TIMBOLO BAPTIST SECONDARY SCHOOL - 54585 8 0 0% OPEN NOT OK - Data not entered
UNAMBWE SECONDARY SCHOOL - 54758 122 0 0% OPEN NOT OK - Data not entered L
URAK SECONDARY SCHOOL - §1229 87 0 0% OPEN NOT OK - Data not entered
USA RIVER SECONDARY SCHOOL - 51224 17 0 0% OPEN NOT OK - Data not entered -
o I »
L _
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Figure 7.1: District Status Summary Information

If for some reason candidates selection preferences data is not available for an
examination centre, a user may set remarks as to why the data is not available by
clicking the on the “SET REASON” command. Clicking on this command displays the
“Data Not Entered Reason” window (see figure 7.2 below). Using this window the user
specifies the reason from the reason combo box and enters any further remarks. The
user will only be required to use the reason window for examination centres that do
not have any data. The user may also access the district status report by clicking on
the “District Report” command also under the “District Report and Status” submenu.

Data Mot Entered Reason

ST. MARYS' DULUTI SECONDARY SCHOOL - 53646

NO DATA HAS BEEN ENTERED FOR THIS SCHOOL

Reason :
SCHOOL 1S SEMINARY -

Further Remarks :

| Ok ||Cancel|

Figure 7.2: Centre “Data Not Entered Reason” window
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8. Examination Centre Report

The SELFORM application system has provision for producing a report that contains
candidate registration data for each examination centre. The report contains detailed

candidates’ selection information (figure 8.1 below shows a sample report).

A user can get the examination centre report by clicking the “Centre Report” command

on the toolbar.

WIZARA YA ELIMU NA MAFUNZO YA UFUNDI
50980 - KING'OR! SECONDARY SCHOOL
SELECTION SELFORM

AGAPE ELISANTE KALYA - S0350/0001 (FEMALE)
s e axaminaion

FORM FIVE | : |
TECHNICAL | ‘ : |

AIMBORA KIMIREY KAATA - 30330002 FEMALE)
Famu Tam Coll: 4 oo sacs DOESNOT Tes © jan mie

ADORESS “UNINONN; HOME DISTRICT - UNKNOWN
Form Ve | T ; |
TECHNICAL | H | H |
ANETH ALPHA MOSHI - 15500003 (FEMALE)

Samy- Tam Col ) fnct s DOSINGT e o jon mice

ADORESS UNRNOWN. HOME DISTRICT - UNINOW

ForMFVE |
TECHNICAL |

ANESTA EXAUD NNKO - 5055000004 (FEMALE)
Farg Te semnon

FORMFIVE |

TECHNICAL

ANANDE GABRIEL MAFIE - 50560/0085 (FEMALE)
Farg Te semnon

FORMFIVE |
TECHNICAL |

Head of School

Figure 8.1: A sample examination centre report
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9. Exporting Data

i

The SELFORM application system has the functionality for exporting data for the whole

district. Once the process for entering data for each examination centre of a particular

district has been completed, data for the whole district can be exported in a single file.

To export data for the district, the user needs to click the “Generate Final District File”

submenu in the “Operations” menu. Once this command is clicked, a window like the

one shown on figure 9.1 will be displayed. The user can then select a folder where

he/she intends to save the file.

-

Browse For Folder

418 Computer
> &, THOS417WOF (C)
* eoy BD-ROM Drive (D)
- B CD Drive (E:) Zain e-GO
* —a Expansion Drive (G:)
>‘vj Metwork
- [ Control Panel

£ Recycle Bin

Al WORETMG

m

-

Male

L

m

Kewn Enldar iy
lew Folde 0K

Cancel

Figure 9.1: Exporting District Data
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Before generating the final district file a district must be closed. This is done by
choosing the “Close District” under the “Close/Re-Open District” submenu in the “File”
menu. It is also important to note that the system will allow the user to close district
only when all examination centres are also closed. Closing an examination centre is
done by clicking the “Close School” command under the “Close/Re-open Current
School” submenu in the “File” menu. The user can always re-open the district and any
examination centre if he/she wishes to do so, but will be required to close them again

before generating the final district data.
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APPENDIX 1: Installation Procedure

Make sure you have a folder with the name of your region
e You may receive the folder in a CD or via e-mail

o Ifitis zipped (compressed) you will need to unzip (uncompress) it

. Copy the folder of your region to the Desktop or any other place in your
computer that you can easily access.

. Create a new folder in the root of your local drive and call it "SELFORMXXXX"
where XXXX represent the year for the current exercise. For example for the
year 2014, the folder will be SELFORM2014

e To avoid confusion, it is advised to delete existing previous years

Installations folders before this step

Copy the content of the files from your region folder from step 2 above and
paste it into the "SELFORMXXXX" folder.

. Open the folder "SELFORMXXXX"” you created in step 3 and 4 and right click on
the file 'SELFORMXXXX'. Select ‘send to’ from the context menu and then
select ‘Desktop (create shortcut)’

e This will create a shortcut to access your application from the desktop

. If you are using the computer that was installed this application the previous
year(s) then you installation should be complete i.e. you should be able to use
your application at this stage. Otherwise you need to install the prerequisites
for the application by following step 7 below especially if you are using the

versions of windows prior to Window 7.
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7. Installation of Prerequisites

There are two prerequisites for this application. You can find the prerequisite
from the last year installation (find folder ‘prerequisites’). In case you do not
have the last year installation, you will be given the internet link by the
ministry where you can download and install the prerequisites. To install the
prerequisites, just click each of the two files in the folder ‘prerequisites and

follow instructions.

8. Once you are done with the installation, you can start your application by
either clicking the shortcut you created in step 5 above or by opening the
folder ‘SELFORMXXXX" and then double click on the ‘SELFORMXXXX’ file (figure
below shows the running SELFORM application)

Running application
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