
IMORTANT:  
Review the information reflected in 
birth certificate and School Registry              
(SF 1)  and compare with the 
information of learner as registered in 
LIS  by clicking the LRN.   
 
To resolve issues pertaining to Multiple 
Enrollment, the determining factor is 
the 1st day of attendance in school of 
the learner. In what school the learner 
attended classes as of June 6, 2014?  



 

? 

By viewing the enrolment history, we can notice that another school is also claiming 
learner's enrolment by declaring June 2, 2014 as the date of 1st appearance in School 
2.  To determine the rightful owner, validate the SF 2 for the month of June and check 
the actual attendance of Learner as certified correct by the class adviser. 

School B 

School A 



By viewing the enrolment history, 
we can notice that another school 
is also claiming learner's 
enrolment by declaring June 2, 
2014 as the date of 1st appearance 
in School 2.  To determine the 
rightful owner, validate the SF 2 for 
the month of June and check the 
actual attendance of Learner as 
certified correct by the class 
adviser. 

School A 



In case the learner actually left School A 
before June 6, 2014 or transferred in 
to School A after June 6, 2014 and 
onwards, the action to be taken of 
School A is to UNENROLL the learner.  

 
1. From Proposed Action droplist, select 

Un-enrol  
2. Pop-up will again ask the confirmation 

to unenrol (once unenrolled, learner 
can not be moved back to the list) 

School A 

1 

2 

Pop up 



Check the system confirmation. 



School B 

Since  learner actually attended 
School B on June 6, the 
proposed action is to Confirm 
the Enrolment. 

 
      From Proposed Action droplist, 

select CONFIRM VALID 
 



Check the system confirmation 



To correct/validate 
Date of Birth (Age 

Out of Range)  
 

1. Click the LRN to display 

profile of learner 
 

1 



 

2.  Click the Update (blue 

button) to activate 
edit mode 
 

2 



3.  Click the Calendar 

Icon to display date 
(other option: 
type/input date using  
Year (yyyyy) – Month 
(00)-Day (00) 

3 



4.  Select Year, 

Month and Click 
Day to apply 
selected date 
(must click date) 

4 



Check the system confirmation 



For Learner that is 
actually an under / over 
age, hence, date of birth 
is valid. 
 
 
5. Click the LRN to display 
profile 

5 



Please review pertinent document 
(birth certificate or equivalent 
document) and  
 
6. Click VALIDATE button 

 6 



Again, the system will ask a 
confirmation from user and require to 
place remark/confirmation if the 
learner is actually an over or underage 
 
7. Click the confirmation check box and 
SAVE 

 7 

Input data here 



Check the system confirmation 



Done! Correction and validation 
made in the Dashboard will be 
reflected on the following day.  
For Multiple enrollment that has 
not been settled after 2 days, 
division office will make the 
follow up for school that is not yet 
confirming/un-enrolling learners 
with multiple enrolment issues. 


