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STUDENT TRANSCRIPT PORTAL (STP) OPERATING 

MANUAL 

 
Overview of the Portal: 

Effective data management is crucial for informed decision-making in today's dynamic educational 

system. The Student Transcript Portal (STP) is to achieve this purpose by offering Senior High Schools 

the platform to generate a comprehensive academic records and character qualities of learners. The 

student transcript portal is a centralised repository for learner information. It contains key details such 

as learner bio-data, semester information, learning areas, subject combinations, assigned classes, 

continuous assessments information, credits hours, grades, Grade Point Averages (GPAs) and 

Cumulative Grade Point Averages (CGPAs). Additionally, a dedicated qualitative information section 

captures brief descriptions of learners' character qualities over the period. 

 

 

The URL for the student transcript portal is: 

https://stpshs.waecgh.org 
 

 

The activities to be undertaken using the student transcript portal is grouped into the following modules: 

1. System User Account, Roles & Privileges 

2. Account Management 

3. Class Setup and Configuration 

4. Student Enrolment 

5. Student Data Management 

6. Assessment Score Capture 

7. Qualitative Assessment 

8. Transcript / Statement of Result. 

https://stpshs.waecgh.org/
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1. SYSTEM USER ACCOUNT, ROLES & PRIVILEGES 

1. Admin Account (Assistant Head, Academic): 

 

a. Role: Full access to the student transcript portal. 

b. Privileges: 

 

i. Access to administrative and management functionalities (e.g., Subject-teacher 

accounts management and student management). 

ii. View reports pertinent to the administrator’s area of responsibility. 

 

2. Subject-Teacher Account: 

 

a. Role: Access to functionalities relevant to teaching duties. 

b. Privileges: 

 

i. Capture assessment per subject. 

ii. Download student assessment scores. 

iii. View login activities. 

 

Login: 

 

Each school will be provided with an Administrator Account, to be used to create and manage user 

accounts. 

 

1. Username: Each school's initial username is the seven-digit school code. All other accounts must 

use an email address as the username. 

 

2. Password: The default password for the admin account is CassMe123. A change-password 

prompt appears upon first login, allowing users to set their preferred password. 

 

Each Teacher Account will use: 

3. Username: The Teacher account must use an email address as the username. 

 

Password: The default password for a teacher account is MySchool123@. A change-password 

prompt appears upon first login, allowing users to set their preferred password. 
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2. ACCOUNT MANAGEMENT 

This part of the system helps to: 

1. Create user account. 

2. Manage User. 

3. Assign subjects and classes to individual teachers. 

4. Edit user account. 

5. Deactivate user account. 

6. Update School Information. 

7. View Login Activities. 

 

 

Create User Account: 

Purpose: This is where users are created on the system. 

Steps to create a user account 

⚫ Click on SETTINGS under navigation menu 

⚫ Click on Add/Update User. 

⚫ Fill out the form (* all fields are required). 

⚫ Click on the submit button to add user. 

NB: User successfully added is displayed after creating user. 
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Manage Users 

After accounts are created, privileges (what a user can do) have to be assigned for the account to 

work. 

Purpose: Privileges are actions a user can perform on the portal. 

Assigning Privileges 

This action is used to grant or modify access rights for a staff member. Administrators can 

assign specific roles or permissions, such as Teacher, or Viewer, depending on the user's 

responsibilities within the school. 

 

Steps to assigning privileges 

 

⚫ Click on SETTINGS under navigation menu. 

⚫ Click on Manage Users. 

⚫ Click on the Action button AssignPrivilege. 

 

 

 

  

 

  

 

 

 

  

 

 

  

  

 

 

⚫ Check the box next to STUDENT TRANSCRIPT PORTAL. 

⚫ Click on the plus button (+) to expand. 

⚫ Select the preferred privilege(s) for the user. 

⚫ Click on the Save button. 
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Assign subjects and classes to individual teachers. 

A subject teacher logs into the portal and sees learners in their assigned classes. 

AssignSubjtClass 

 

Purpose: 

This action allows administrators to assign specific subjects and classes to a teacher. It ensures that 

teachers are linked to the appropriate subjects offered by a class and student groups they are responsible 

for. 

 

Example: 

A teacher assigned subject "Mathematics" for class "1ARTSB", has access to capture assessment scores 

for learners offering Mathematics in that class only. 

 

Steps to Assign Subject/Class to a Teacher 

 

⚫ Click on SETTINGS under the navigation menu. 

⚫ Click on Manage Users. 
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⚫ Select subject. 

⚫ Check classes applicable. 

⚫ Click on the save button. 
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Deactivate user account. 

 

Purpose: The Deactivate action disables a staff member's access to the portal. 

 

Example: 

If a teacher leaves the school, their account can be deactivated to prevent unauthorized access. 

 
 

Steps to deactivate user account 

 

⚫ Click on SETTINGS under the navigation menu. 

⚫ Click on Manage Users. 
 

NB: When an account is deactivated it CANNOT be undone. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

⚫ Click on Deactivate. 

⚫ Click on OK to confirm account deactivation. 
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Update School Information 

Purpose: This feature allows school administrators to update institutional details, such as the school’s 

name, logo, address, and contact information, ensuring that all records are current. 

This should be done anytime there is a change in school information. 

Steps to update school information 

⚫ Click on SETTINGS under the navigation menu 

⚫ Click on the Update School Info button 

⚫ Edit the School Information. 

⚫ Click on the Update button to save. 
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Login Trace 

Purpose: Any time a user logs into the system, a record of login activities is kept and can be viewed by 

the Administrator/user. Any suspicious logins are to be reported to the system administrator in a school 

for investigation. 

Steps to view Login Activities 

⚫ Click on SETTINGS under the navigation menu 

⚫ Click on the Login Trace button. 
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3. CLASS SETUP AND CONFIGURATION 

This module helps to: 

1. Create a Class, 

2. Create subject options for each class. 

Create Class 

Purpose: The Add Class button enables the admin of a school to create classes which will be 

available to teachers and learners for selection. 

Steps to create a Class 

⚫ Click on SETTINGS under the navigation menu. 

⚫ Click on the Add Class button. 

⚫ Fill out the form. 

⚫ Choose subject options peculiar to this class. 
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4. STUDENT ENROLMENT 

This module allows the admin to add students in Year 1. 

 

Register Student 

Purpose: This feature allows administrators to add new students to the portal. Essential student details 

such as name, date of birth, learning area and class would be captured once and used throughout the 

student’s tenure in the school. 

 

There are two functionalities available for student registration: 

 

A. Registration of a student. 

B. Bulk Upload of student’s registration data. 

 

 

 

Registration of a Student 

⚫ Enroll students in the first semester of the first year. 

⚫ Student bio-data should be captured once throughout the three-year study period. 

⚫ A unique assessment reference ID will be automatically assigned to each student. 

⚫ The approved student picture upload size is 200pixels in height and 150pixels in width on a 

white/off-white background. The picture must be in any of these formats; jpeg or jpg or png. 

⚫ Students should be guided to select their learning areas. 

⚫ Students can only select the minimum and maximum subjects prescribed in their learning areas. 
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Steps to registration of a student. 

⚫ Click on STUDENT TRANSCRIPT PORTAL 

under the navigation menu. 

⚫ Click on the Register Student button. 

⚫ Fill out the form. 

⚫ Click on the Submit button. 

 

 

NB: A successful message would be displayed when a student is 

added. 

The Refresh button beside the Submit button can be used to 

view students profile information. 
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Bulk Upload of student registration data. 

 

 

Steps to bulk upload of student data 

⚫ Click on STUDENT TRANSCRIPT PORTAL 

under the navigation menu. 

⚫ Click on the Register Student button. 

⚫ Click on the Download Template link. 

 

 

 

 

 

 

⚫ Check the Downloads folder of your computer. 

⚫ Double Click the downloaded excel template. 

 

 

 

 

 

 

 

 

 

 

 

 

 

⚫ Click on the Enable Editing button on the excel if it is available. 

⚫ Fill out the excel file based on the validations on the various columns. 

⚫ Save the excel file after populating it with student’s data. 

⚫ Click on Choose File button to select the excel file with the populated data. 
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⚫ Click on the Upload Bulk Records button. 

 
NB: When student excel records is uploaded successfully, the administrator will have to complete the 

student registration process by going through the following steps; 

 

⚫ Click on the Manage Students (Per Learning Area) button under the SETTINGS main menu.. 

⚫ Select INCOMPLETE under the learning area drop-down. 

⚫ Select Year 1 at the Year drop-down. 

⚫ Click on the Filter button. 

⚫ Click on the Edit button and complete the other required fields. 
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5. STUDENT DATA MANAGEMENT 

This part of the system helps you to: 

1. Edit student profile information. 

2. Drop subject for a student. 

3. Transfer a student. 

4. Progress a student to the next class. 

5. Download assessment. 

6. View student information. 

 

Edit Student profile information 

Purpose: This feature allows the administrator to modify a student’s profile information such as 

name, guardian information and address. 

Steps to edit student profile information 

⚫ Click on the STUDENT TRANSCRIPT PORTAL under the navigation menu. 

⚫ Click on the Manage Student (Per Learning Area) menu. 

⚫ Select the Learning Area. 

⚫ Select the Year of Entry. 

⚫ Click on the Filter button. 

⚫ Click on the Edit button. 

 

 

 

 

 

 

 

 

 

 

 

Drop Subject for a student. 

Purpose: This feature allows the administrator to drop subject(s) for a student . 

Students can only drop subjects after registering for it in the first year provided they have not reached 

the minimum number of 7 subjects. 
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Steps to drop subject for a student. 

⚫ Click on the STUDENT TRANSCRIPT PORTAL under the navigation menu. 

⚫ Click on the Manage Student (Per Learning Area) menu. 

⚫ Select the Learning Area. 

⚫ Select the Year of Entry. 

⚫ Click on the Filter button. 

⚫ Click on the Edit button. 

⚫ Scroll to the button of the page. 

⚫ Click on the Drop Subject button to drop it. 
 

Transfer student 

Purpose: This feature allows the administrator to transfer a student from one school to another. 

NB: Schools are required to authorize transfers sanctioned by GES before students are released for other 

schools to accept them. 

No school is to accept students transfer without prior authorization and receipt of student information 

from their previous school. 

Steps to transfer a student. 

⚫ Click on the STUDENT TRANSCRIPT PORTAL under the navigation menu. 

⚫ Manage Students (Per Learning Area) menu 

⚫ Type the student’s full Assessment Reference ID in the Ass’t Ref ID text area. 

⚫ The student record is filtered solely on the page. 
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⚫ Click on the Accept Transfer button at the bottom of the page. 
 

 

 

Progress Student to the next class. 

Purpose: This feature allows the administrator to promote students to the next class. 

The system allows the school to promote eligible students and generate entries for the subsequent years. 

Steps to progress student to the next class. 

⚫ Click on the STUDENT TRANSCRIPT PORTAL under the navigation menu. 

⚫ Click on the Manage Student (Per Learning Area) menu. 

⚫ Select the Learning Area. 

⚫ Select the Year of Entry. 

⚫ Click on the Filter button. 

⚫ Click on the Progress All button. 
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Download Assessment Scores 

Purpose: This feature allows the administrator and the teacher to download captured assessment scores 

of students. 

Steps to download assessment scores. 

⚫ Click on the STUDENT TRANSCRIPT PORTAL under the navigation menu. 

⚫ Click on the Download Assessment menu. 

⚫ Select the Year of Exam 

⚫ Select the Semester 

⚫ Select the mode of Assessment 

⚫ Select the Learning Area. 

⚫ Click on the Submit button. 
 

⚫ Click on the Download Students Data at the bottom of the page. 
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6. ASSESSMENT SCORE CAPTURE 

Purpose: This feature allows the user to capture assessment scores of the students. 

There are two modules for capturing assessment scores; 

1. Capture Per Subject. 

2. Capture Per Student. 

 

Per Subject: 

Purpose: This function allows the subject account user to enter assessment scores for all the 

candidates registered for a particular subject based on the assessment year. 
 

Per Student: 

Purpose: This menu focuses on recording the overall assessment of individual students. It enables a 

holistic input of scores across multiple subjects of students. 
 



Page 23 of 28 Student Transcript Portal (STP) Operating Manual  

Score Update 

Purpose: Assessment Score Update allows users to modify or update previously entered scores for 

students. It ensures that errors in data entry can be corrected without going through the entire process 

again. 

 

The student scores can only be updated provided it falls within the assessment period. 

Steps to score update 

⚫ Click on the STUDENT TRANSCRIPT PORTAL under the navigation menu. 

⚫ Click on the Score Update menu. 

⚫ Select Year of student. 

⚫ Select Semester. 

⚫ Select Mode of Assessment. 

⚫ Select Subject 

⚫ Click on the Filter button. 

⚫ Enter the new score in the text field under the Score column. 

⚫ Click on the Correct Mark action button to save the score. 
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7. QUALITATIVE ASSESSMENT 

    Purpose: This section provides teachers with the platform to input the qualitative attributes of students   

    over a defined period.  

 

Steps to enter Qualitative Assessment Information 

⚫ Click on the QUALITATIVE ASSESSMENT button under the navigation menu. 

 

 

 
⚫ Proceed to enter the QUALITATIVE ASSESSMENT qualities in the space provided using the   

four categories provided as a guide. 

⚫ Click on the Submit button. 
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8. TRANSCRIPT / STATEMENT OF RESULTS 

Purpose: This section generates student report detailing academic performance and character qualities 

over a defined period. 

 

Transcript 
This module will be activated when students complete all semesters required for the 3-year study period. 

Steps to generate transcript 

⚫ Click on the STUDENT TRANSCRIPT PORTAL under the navigation menu. 

 

⚫ Click on the Transcript menu. 

⚫ Select the Year of student. 

⚫ Select the Semester. 

⚫ Select the Mode of Assessment. 

⚫ Select a Learning Area. 

⚫ Click on the Submit button. 

 

 

NB: This will provide the administrator with the transcripts of students for a particular learning area. 
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Statement of Results per Student 
This feature is accessed when a student completes all the required subjects for the semester. 

Steps to generate Statement of Results 

⚫ Click on the STUDENT TRANSCRIPT PORTAL under the navigation menu. 

⚫ Click on the Manage Student (Per Learning Area) menu. 

⚫ Select the Learning Area. 

⚫ Select the Year of Entry. 

⚫ Click on the Filter button. 

⚫ Click on the View button. 

 

 

NB: This feature enables the administrator to access an individual learner's transcript or statement of 

results. 
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SAMPLE TRANSCRIPT 
 

 

 

 
 

 

Remarks by Head of School: 

 

………………………………………………………………………………………………………………… 

 

………………………………………………………………………………………………………………… 

 

………………………………………………………………………………………………………………… 

 

 

 

NB: A sample copy of the Transcript / Statement of Results document. 


