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How to Configure Paper Registers 

 

Although we now offer the Lesson Manager system, which allows you to take registers 

on the poolside using a mobile device, some organisations choose to use paper registers. 

To access the Manage Registers page, you will need to go to Activity Configuration 

on the Main Menu and then press Register Configuration. You will be presented will a 

page which looks like the one pictured below.  

 

 

 

 

 

 

 

Once the Register details are stored in the system, the Register name will appear in the 

drop-down menu when configuring a course. 

When you want to print the register, go to Course Documentation from the Main Menu 

and then press Create Documentation and finally, the Registers button at the top of 

the page. This will submit a request for a PDF file of the Registers. You can view the PDF 

file by going back to the Course Documentation menu and pressing on Registers. If 

there is a message saying there are no Registers available to view, simply refresh your 

browser and they should load. 

 

 

 

Start by adding 

the name of your 

Register here. 

Select the scheme 

you require using 

the drop down. 

The Report text is 

created automatically 

when you select a 

scheme. 

You can Edit or Delete 

existing registers by 

using the appropriate 

buttons 

Ensure to store 

the data by 

pressing here. 
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Once a register is defined, your teachers will be able to see the highest award a student 

had achieved on the selected schemes. This should stop awards from being reissued in 

error. You can create as many registers as required to suit the various levels of courses 

that you run. 

 

 

 

 

 

 

 

 

The highest award a 

student has received 

will show here. 

The names of 

students are here, 

you can mark each 

student as moving up 

or staying at the end 

of the term. 

Class name and 

instructor teaching 

the lessons. 

Attendance is 

marked here with 

lesson dates. Space to wrote 

comments about 

students 

Health problems 

and important 

information. 


