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GETTING LEARNER INFORMATION FROM CEMIS 

 

 

 

 

  

Step 1 

Log on to CEMIS and 

Click on Reports 

Step 2 

Click on Learners 

Step 3 

Click on List of Learners 

Step 4 

Select a Grade 

Step 5 

Select ALL 

Step 6 

Select GENDER 

Step 7 

Click on SUBMIT 

Step 8 

Select all the 

grade information 

– selected 

information is 

highlighted on 

screen 

Step 9 

Use Ctrl+C to copy 

the information 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

COMPLETE AND SAVE BOTH TEACHER AND LEARNER REGISTRATION FORMS (EXCEL FORMAT) AND EMAIL IT TO 

register@gsed.co.za 

Step 10 

Paste the copied 

information into 

the downloaded 

learner registration 

Excel template 

Step 11 

Complete the 

Language of 

Learning and 

Teaching (LOLT) 

column  

*GRADE 

Step 12 

Repeat steps 4-11 

for all the other 

grades  


