
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. 

 

 

 

 

 

 

 

 

http://www.samis.lk/


3. Verify Your NIC 

Enter your NIC number and click 'Verify NIC'. 

 

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'. 



 

Step 2 – Verify Your Email Address 

1. Request Verification Email 

Click 'Resend Verification Email'. 

 

 

 

2. Check Your Email 

A success message will appear. Open your email inbox. 

 
 

 

 

 

 



3. Verify Email 

Open the email and click 'Verify Email Address'. 

 

 

4. Login 

After verification, you will redirect to your profile dashboard. 

 

 

 

 

 

 



Step 3 – Complete Your Profile 
First you must complete your profile. 

1. Open Profile 

Click 'Complete Profile'. 

 
 

2. Enter Profile Details 

Complete all required fields. 

 
 

 

 

 

 

 



3. Save Profile 

After bottom of the page Tick 'Profile Information is Complete' confirm message and click 'Save 

Changes'. 

 
 

 

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. 

 
 

3. Review 

Review your completed profile. 

 
 

 

 

 

 

 

 

Untick this. 



Step 5 – Create a Transfer Application 

1. Open Transfer Application 

Select 'Transfer Applications' from the left menu. 

 
 

2. Start Application 

Click 'Start Application'. 

 
 

 

 

 

 

 

 

 



3. Complete Application 

Fill all required information and click 'Save as Draft'. Then You can edit the draft later. 

 
 

4. Edit/Delete Draft 

Edit or delete the draft before final submission if required. 

 
 

 

 

 

 

 

 



Step 6 – Submit the Application 

Final Submission 

Review all information, tick the final declaration in bottom of the page, and click 'Submit Application'. 

 
 

Step 7 – Download the Submitted Application 

Download PDF 

Click 'Download PDF' or 'Download Submitted PDF' and save the file. 

 
 

 

 

 

 

 



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. 

 
 

 

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. 

• Withdrawal is available. 

 


