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Part 1: Login into TIIS 

1.1   User Login

Enter  your  username  and  
password  to login  into  the  
system  
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1.2  TIIS Main Page 

Once you  login  
successfully  you  will  
see  different  
modules.  Click  on  
any  menu  to  access  
TIIS  Modules  

 Click  here  to  
logout  

Click  here  to  access  
manual
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Part 2: Data Management 

2.1   Data Entry - Adding

Step  1:  
Click  on Institution  then  
click  on any  module   

Step  2: 
Select  your  Institution  

Step  3:
Fill  each  field  as required  
for  each  academic  year.  

Click here to  reset  the  
fields  

Click  Add  button  to  
save  data  

Step  4:  
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2.2   Search an existing record

Step 1:  
Click on the item 
you want to search.  

Step 2:  
Click on Search 

Step 4:  
Select  Institution  Name 
and academic  year 

Click here to reset the 
fields  

 Step 5:
Click here to search 

Step 3:
Select  search criteria  either 
by institution or to search All.
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2.3  Change/edit a record

Step 2:  
Click  on edit

Step 1:  
Click  on the item  you 
want  to edit  the record  

Click  here  to edit/change  
the record

Step 3:
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2.4 Remove/delete a record

Step 2:
Click on edit

Step  3:
Click  here  to delete  the  
record  

Step  1: 
 Click  on the  module  to 
delete  the  record  
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2.5  View a record

Step 1:  
Click on the item you 
want to view 

Step 2:  
Click here to 
view 

Step 5:
Click here to view 
the record

Click here to 
reset the fields 

Step 4:  
Select Institution  
Name and 
Academic year

Step 3:  
A Select view option 



8Standard Operating Procedure :  Part 2

2.6	 Employee Details
	 (i)	 View Employee Basic Details  

Step 3:  
Select view option 

Step4:  
Click here to view Click here to 

reset the fields 

Step 1:  
Select employee then 
click Basic Details 

Step 2:  
Click view button.  
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(ii)	 Adding Employee Education Details

Step 2: 
 Select and Fill 
each Field as 
required Step 1:  

Select employee 
then click 
Education Details 

Step 3:  
Click here to save 
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(iii)	 Adding Employee History Details

Step 2:  
Select  and  Fill  each  
field  as required  

Step 1:  
Select  employee  
then  click  History  
Details  

Step 3:  
Click  here  to 
add  histor y 
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2.7 	 Student Academics
   	 (i) 	 Inserting multiple student progress

Step 2:  
Click here to select 
multiple progress 

Click here to reset the 
fields 

Step 4:  
Click here to save 

Step 3:  
Select and specify 
each field as required 

Step 1:  
Under students click 
on academics 
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	 (ii) 	 Updating Student Progress

Step 3:  
Fill in Reg.No and Select 
each field as required  to 
update progress  

Step 1:  
Under students  click 
on academics  

Click here to 
reset the fields  

Step 4:  
Click this button  to 
Search Student.  

Step 2:  
Click update 
progress  button.  
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	 (iii)	 Viewing  Student Progress

Step  2 :  
Click  View  
button.  

Step  3 :  
Select  Institution  
Name  and  Course  
Name

Step  4 :  
Select  Admission  
Year  and  Year  of  
Stud y res pecti vely

Step  5 :  
Select  view  option  

Click  here to  reset  
the  fields  

Step  1 :  
Under  students  click  
on  academics  

Step  6 :  
Click  here  to  view  
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2.8 	 Appeals

Click here to reset the 
fields 

Step 2:
Fill in Reg. No.  of a student 
who have appealed and 
select other fields as required 

Step 3:  
Click here to search 

Step 1:  
Under students menu 
click on Appeals 
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2.9	 Data entry for Budget and Finance
	 (i)	 Add Objective

Step 3:
Specify objective name 
and initial as required 

Step 1:  
Under Budget and 
Finance, click Objective  

Step 2:

Click here to reset 
the fields 

Step 4:  
Click here to add. 

Click here to Add 
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	 (ii)	 Add Target

Click  here  add  

 

Step  2:

Step  3:

Fill  in Target  name  

and  Select  Target  

category  as required.  

Step  4:  

Click  here  to add.  Click  here  to reset  the  

fields  

Step  1:  

Under  Budget  and  

Finance,  click  on 

Target  
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	 (iii)	  Add Semi Activity

Click  here to add  
Step 2:

Step 3:
Select  and specify  
each field  as required  

Step 1:  
Under  Budget  and 
Finance,  click on 
Semi  Activity  

Click  here to reset  
the fields  Click  here to save  

Step 4:  
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	 (iv)	  Add Items

Step 2:
Click here to add  

Step 3:  
Fill each field as 
required 

Click here to reset

 

Step4:  
Click here to save 

Under Budget 
and Finance, 
click Items 

Step 1:  
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	 v)	 Adding Full activity

Step  2:
Select  search  option   

Click  here  to reset
the  fields  
 

Step  4:  

Step  3:  
Click  here  to select  
Institution  name  

Click  here  to edit  
the  records  

Step  1: 
Under  Budget  and  
Finance  click  Full  
Activity
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	 vi)	 Set Item Cost

Step 2:
Select search 
option  

Click here to reset 
the fields 

Select Institution 
name 

Step 3:  

Step 4:
Click here to 
search 

Step 1: 
Under Budget and 
Finance click Set Item 
Cost 
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	 vii)	  Distribute Money

Select search 
option  

Step 2:

Step 3: 
Select Institution 
Name and 
Academic Year 
respectively 

Click here to reset 
the fields Click here to 

Search

Step 4:

Step 1: 
Under Budget and 
Finance click 
Distribute Money 
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	 viii)	 View of Added  Record of the Categories under Budget and Finance

Click  here  to delete  
the  records.  

Click  here  to add  the 
record  
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	 ix)	  Edit/Delete the Record under Budget and Finance

Step 3a:
Click  here  to edit  the 
record  

Click  edit  tab 

Step3b :
Click  here  delete  the 
record  

Step 2:

Under  Budget  and 
Finance  click  objective  
 

Step 1:  
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	 x)	 Search an Existing Record under Budget and Finance

Step 2:  
Click on 
Search 

Click here to reset 
the record. 

Step 3:  
Select Institution  
Name 

Step 4:
Click here to search 
the record 

Step 1:  
Under Budget and 
Finance Click Semi 
Activity  
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2.10	 Data Entry under Development Project
	 (i)	 Adding Project

Click here to reset 
the fields.

Step 3: 
Select and specify 
each field as 
required.  

Step 2:
Click here to add 

Step 1: 
Under Development
Projects click on
Projects

 
 

   
 Step 4:

Click here to save 
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	 (ii) 	 Adding Contractor

Step 2:
Click  here  to add

Step 1: 
Under  
Development  
Project  Select  
Contractors  

Step 4: 
Click  here  to save

Click  here  to reset  
the fields.

Select  and specify  
each  field  as 
required.  

Step 3: 
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	 (iii)	 Adding contracts

Step 4: 
Click here to 
search  

Click here to reset  
the fields

Step 3: 
Select  Institution  
Name  and  Financial  
Year respectively.  

Step 2:
Select  search  
option

Step 1: 
Under  Development  
Project  click 
contracts  
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   	 (iv)	 Adding Progress

Step 2:
Select search 
option to add 
progress. 

Step 3: 
Select Institution 
Name and 
Financial Year 
respectively.

Step 4: 
Click here to 
search 

Under Development 
Project click Progress 

Step 1: 
Click here to reset 
the fields 
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	 (v)	 Adding Payments

Select search 
option to add 
payment 

Step 2:

Select Institution 
Name and Financial 
Year respectively. 

Step 3: 

Step 4: 
Click here to search  

Click here to reset 
the fields 

Under Development 
Project click Payments  

Step 1: 
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	 (vi)  Edit /Delete the Record under Development Project

Step 1:  
Under Development 
Project select 
contractors 

Click here to edit the 
record 

Click here to delete 
the record

Step 2:
Click Edit tab
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	 (vii)  View the Record under Development project

Click View tab

Step 3:
Select View option  

Step 4: 
Click here to view 
the record 

Click here to reset 
the record. 

Step 2:

Under  Development  
Project select 
contractors  

Step 1: 



32Standard Operating Procedure :  Part 3

Part 3: How to generate different kind of Report
3.1	 Institution Reports
	 (i)	 Generate Institution Contact by Course Report

Step 1:  
Click  Reports  then  
Institution  

Step 2: 
Click

 
on Institution

 
 

Contacts
 

Step 4:  

Step 3:  
Select  one of the criteria  
to generate  report  

Select  Course  to 
view Institution  

Step 5: 
Click  here  to 
generate  report  

Conta cts
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	 (ii)	 Generate Institution Report  Zonewise

Step 1:  
Click Reports then 
Institution 

Step 2:  
Click Institution in 
Zone tab. 

Step 3:
Select Zone to view 
Institution 

Step 4:  
Click here to 
generate report 
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	 (iii)	 Generate Institution Report  by Institution Capacity

Step  1:  
Click  Reports  then  
Institution  

Step  2:  
Click  Institution  
Capacity  tab 

Step  3: 
Select  Institution  
Name  and  
corresponding  
Academic  Year.

Step  4:  
Click  here  to 
generate  report
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	 (iv)	 Generate Institution Report  by Ownership Type

Select one of the 
criteria to generate 
report 

Step 3:  

Select Ownership 
type and Region. 

Step 4:

Step 2:  
Click 
Ownership 
type tab Step 5:  

Click here to 
generate report  

Click here to 
reset the fields 

Step 1:   
Click on Reports 
then institution 
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	 (v)	 View of Institution Report by Ownership 

When  click  generate  
report  a new  tab  will  
open  to the  right  

showing  the  report  
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3.2	 Generating Course Reports
   	 (i)	 Generating Report for Courses

Select one of these criteria
Step 2:  

Select each field as 
required  to view 
courses 

Step 3:  

Click here to reset 
the fields Click here to 

generate reports  

Step 4:  

Step 1:  
Click on Reports then 
course
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       (ii)	 View of Generated Course Report

On clicking  generate  
button,  a new  tab  to  the  
right  will  open  showing  
the  report  
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3.3	 Employee Reports
	 (i)	 Generating Employee Staff Status Report

Step 3:  
Select your 
Institution and 
Academic year 

Step 4:  
Click here to generate 
the report 

Step 2:  
Click Staff Status tab 

Step 1:  
Click on Reports then Employee
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	   (ii)	 View of Employee Staff Status Report
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	 (iii)	 Generating Employee Retirement Status Report

Step 2:  
Click on Retirement 
Status tab. 

Step 1:  
Click on Reports then 
Employee



42Standard Operating Procedure :  Part 3

	 (iv)	 Generating Employment Status Report 

Step  1:  
Click  on report  then  
Employee  

Step  2:  
Click  on 
Employment  Status  
tab.  
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	 (v) Generating Employee Aggregate Report

Step 1:  
Click on Reports  
then Employee 

Step 4:  
Select  each field  
as required   

Step 3:  
Click here to select  
Institution.  

Step 5:
Click here to 
generate  report.

Step 2:  
Click Aggregate  
Report tab 
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	 (vi)	 View of Generated Aggregate Report
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3.4	 Student Reports
   	 i)	 Generating Student Enrollment Report

Step 1: 
Click on Reports
then Student

  
  

  

Step 4:
Click  here  to 
generate  report  

Step 2:  
Click  on Enrolment  
Report  tab 

Step 3:  
Select  Institution  
name  and  
Academic  year  
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	 (ii)	 Generating Student Enrollment Status Report

Step  1:  
Click  on Reports  
then  Student   

Step  2:
Click  Enrolment  
status  tab.  

Step  3:
Select  academic  year  
then  click  generate  
report  button.  
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	 (iii) Generating Student Graduate Status Report

Click  here  to generate  
graduate  status  report  

Step2 :

Click  on Reports  then  
Student   

Step  1:  
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	 (iv) Generating Student Graduate Projection Report

Click  here  to 
generate  graduate  
projection  report  

Step 2:

Step 1:  
Click  on Reports  then  
Student   
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	 (v)	 Generating Student Absorption Report

Step 2:
Select  graduation  year  
then  click  generate  
report tab.   

Step 1:  
Click  on Reports  then  
Student   



50Standard Operating Procedure :  Part 3

3.5	 Assets Reports
   	 i)	 Generating Asset Status Report

Step 2:  
Click on Asset Status tab 

Step 4:
Click here to generate  
report 

Click on Reports  then Asset 
Step 1:  

Select each field as 
required.  

Step 3:  
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	 (ii)	 View of Generated Asset Status Report
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	 (iii)	 Generating Vehicle Report

Step 1:  
Click  on Reports  
then  Asset  

Step 2:
Click  Vehicle  Report  
tab. 

Step 3:  
Select  Institution  to 
view report  then 
click  submit  button.  
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3.6	 Budget and Finance Report
	 i)	 Generate Budget and Finance Report

Step 1:  
Click  on Reports  then  
Budget  and Finance  

Step 2:
Select  respective  financial  
year  

Step 3:
Click  here  to generate  report  

Click  here  to reset  the 
field  
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	 (ii)	 View of Generated Budget and Finance Report

On clicking generate 
report button, a new 
tab to the right will 
open showing the 
report 
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3.7	 Development Project Report
	 i) Generate Development Project Report

Step 1:  
Click on Reports  then 
Development  Project  

Step 4:
 Click here to search  
the report

Step 3:  
Select  each field  
as required  

Click here to reset the 
fields  

Step 2:
Select  search  option  to 
view the report  



56Standard Operating Procedure :  Part 3

	 (ii)	 View of Generated Development Project Report

On clicking Search 
button,  a new tab to 
the right will open 
showing the report 
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Part 4:  Data Transfer 
4.1	 Download and Save Export data file
	 i)	 Download Export Data File

Step 3:
After  selecting  save  file  
click  ok  button  to  save  and  
continue  to steps  below  

Step  2:  
Select  save  file  radio  button  to 
save  a file.  

Click  export  data  to  
export  data  to the  
central  level  for backup.  

Step  1:  
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	 (ii)	 Save Export Data file

Step 4:
On the save in select  
location  to save exported  file 
e.g. desktop,  flash  disk 

Click save button  to save 
the file. 

Step 5:
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4.2	 How to browse and select the exported file

 Send  this  file  as an  attachment  to 
info@entersoftsystems.com  and  
jicamoh@moh.go.tz  
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Part 5: Change Password

5.1  Change Password

Click here to save 
changes 

Step 3:  

e-mail address  

Step 2:  
You can change 
your name and  

Step 4:
Enter current 
password and new 
password as 
required 

Click here to change 
your password  

Step 5:
Under user 
account click on 
Change password 

Step 1:  


