Principal Transfer System
Principal User Guide

This guide explains how Principals can register, complete their profile, submit a transfer application,
download the submitted application, and if want to withdraw an application.

Step 1 — Register as a Principal

1. Open the Sipthathu Principal Transfer System

Open the system using below web address.

www.samis.lk

2. Start Registration
Click 'Register Using NIC' (or 'Principal Registration') in home page.
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http://www.samis.lk/

3. Verify Your NIC
Enter your NIC number and click 'Verify NIC'".

Principal Registration

Enter your NIC number to confirm that you are eligible to

register.

National Identity Card Number

[ 123456789V OR 200012345678 ]

@ Registration is available only for NIC numbers included in the
official principal registry.

<] Already registered? Sign in

4. Create Your Account

Enter a valid email address, create a strong password, confirm the password, tick the confirmation
checkbox, and click 'Create Principal Account'.

QW?

Create Your Account

Your NIC has been verified successfully.

) VerifiedNIC: _ _____3V

Principal

Full Name
Email Address
Password

Confirm Password

| confirm that the information provided is accurate and that this NIC
belongs to me.

‘ CREATE PRINCIPAL ACCOUNT '




Step 2 — Verify Your Email Address

1. Request Verification Email
Click 'Resend Verification Email'.

Thanks for signing up! Before getting started, could you verify
your email address by clicking on the link we just emailed to
you? If you didn't receive the email, we will gladly send you
another.

‘ RESEND VERIFICATION EMAIL ’ Log Out

2. Check Your Email

A success message will appear. Open your email inbox.

Thanks for signing up! Before getting started, could you verify
your email address by clicking on the link we just emailed to
you? If you didn't receive the email, we will gladly send you
another.

A new verification link has been sent to the email address you
provided during registration.

RESEND VERIFICATION EMAIL Log Out



3. Verify Email
Open the email and click 'Verify Email Address'.
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4. Login
After verification, you will redirect to your profile dashboard.
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Step 3 — Complete Your Profile

First you must complete your profile.

1. Open Profile
Click 'Complete Profile'.
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2. Enter Profile Details
Complete all required fields.
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3. Save Profile
After bottom of the page Tick 'Profile Information is Complete' confirm message and click 'Save
Changes'.
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Step 4 — Add Appointment Details

1. Current Appointment
After saving you will redirect to this section. In here Enter your current appointment details. After add
appointment history.
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2. Appointment History
In previous appointments ensure 'Current Appointment’ is unticked.
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Step 5 — Create a Transfer Application

1. Open Transfer Application

Select 'Transfer Applications' from the left menu.
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2. Start Application
Click 'Start Application'.
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3. Complete Application
Fill all required information and click 'Save as Draft'. Then You can edit the draft later.
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4. Edit/Delete Draft

Edit or delete the draft before final submission if required.
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Step 6 — Submit the Application

Final Submission

Review all information, tick the final declaration in bottom of the page, and click 'Submit Application'.
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Step 7 — Download the Submitted Application

Download PDF
Click 'Download PDF' or 'Download Submitted PDF' and save the file.
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Step 8 — Withdraw an Application

Withdraw

In bottom of the page, you can see withdraw application section. Enter the withdrawal reason and click
'Withdraw Application' if you want to withdraw your application.
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Submitted Application PDF
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Download the official PDF copy generated when this application was submitted
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° Ferguson High School

Withdraw Application

The submitted PDF will remain available after withdrawal.

‘Withdraw Application

Important Notes

¢ Use a valid email address.

¢ Complete your profile before applying.

« Save as Draft if you are not ready to submit.

¢ Review all information before final submission.
» Keep the submitted PDF for your records.

e Withdrawal is available.



