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BOOK RETRIEVAL MANUAL (version 2)

A.INTRODUCTION

There are 5 main functions for which you may want to use the Learner Support Materials
Module:
You may want to add a book to your master register list.
When you receive books, you will want to add this quantity to your stock (either new stock or existing stock).
When you have books, you will want to distribute these learning materials through the educators, learners and
staff. You will want to keep a record of where they are for retrieval at a later date.

When these books are being returned, you will be wanting to book them back into stock so that they are

O
@)
O

available again.

When books are lost or damaged you will need to permanently remove these books out of stock.

.HOW TO CAPTURE

1. Click on Physical Resources
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1. General S5chool Information

SA-SAMS : School Administration and Management System

MAIN MENU

i
Y basic education

L; ",_j Depariment;
Vil 87 Basic Education

w REPUBLIC OF SOUTH AFRICA

11. Financial Aszsistant

2. Human Resource Information

12. Curniculum Related D ata

3. Leamer and Parent Information

13. Timetabling Assislan/

4_ Learner Listing

14. Physical Hesourés

5. Governance Information

15. Library Module

b. Standard Letters and Forms

16. Security and Databasze Functions

7. Export Data

17. Lurits Approval Module

8. Annual National Assessment

Uszer Preferences
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2. Click on Learner Support Materials.

" oy : s
O DEMPI/S » basic education
2016 L\:@& | Deparnment;
st &\ }) Basic Education
HERTE w REPUBLIC OF SOUTH AFRICA

S : School Administration and Management System

14. PHYSICAL RESOURCES MENU

< 14.1. Learner Support Materials _> i 14.11. Export L5M ]

14.12. Export Fized Assels J

14.2. Fixed Assets I

14.5. Infrastructure Register l

14.7. Stock Reconciliation to GL I

14.8. Stock Taking Certificate l

‘ << MAIN MENU ]

Maintain Subject Areas(14.1.1)

3. Click on LSM Subject Areas: Maintain.
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0 DEMOV/'S X basic education
20186 ‘—\ =3 J Department:
: [QE_. 2 Basic Education
HERTE w REPUBLIC OF SOUTH AFRICA

SA-SAMS : School Administration and Management System
14.1. LEARNER SUPPORT MATERIALS

14.1.11. LSM Reports

14.1.2. LSH Items: Maintain J

14.1.4. LSH ltems: Maintain Stock Quantities J

14.1.6. L5M ltems: Issue 7 Return [by Persons]

14.1.7. L5M ltems: Issue [by Grade / Subject]

14.1.8. LSM Items: lzssue # Retumn [by Items] 14.1.18. LSM ltems: Past Due Loans I

<< Physical Resources Menu I

4. Click on school subjects to view the school’s official subjects. NB: Make sure that your school subject
appears under School areas, if not, do step 5.

5. Click on the Add New button. You can also View/Edit or Delete the subject.
.

] W Dfficial Records. Areas: | 13 ;]_J |
- Languages (Dfficials) - Areas: 3 _ AddNew | D
Other Subjects - Areas: 8 o
i School Areas - Areas: 2 Wiew / Edit
. EM5 - Subjects: D
‘- Matural Sciences and Technology - Subjects: 3 Delete

LS Subject Areas: Maintain (14.1.1)

1 Max View—

6. Type in the Area field, to add a School Area. NB: There are no linked Subject Grade to this School Area.

—
" —
LSM Subject Area: Add New (14.1.1) / —— " i

G n:n#?: |School Areas

< Area: ]Mathematicsl >

rLinked Subjects: i) v School Subjects
Subject ] Grade | Code |

7. Click on the Add button to add the School Area.

Add ] Dare ‘

8. Click on the Add Subject button to link a School Subject to the School Area.

3|Page



education

Department of
Education

FREE STATE PROVINCE

Delete Suhie Done I

9. Add all the Grades and Subject Grade to the School Area. NB: The Subject Grade are now linked to this

School Area.
| n
"Add Subject

|
Grade: I LI Subject; I j Save Done I ‘

/

Group: [School Areas /
Area M athematics /

~Linked Subijects: | 8# — v School Subjects

Subject I Grad_eJ Code |
Mathematics [Gr R) R 19331462
[ tathematics (Gr 01] om 19331312
M athematics [Gr 02) 0z 19331322
Fathematios [Gr 03) 03 19331332
1
)

M athematics [Gr 04 04 19331342
Mathematics [Gr 05 05 19331352
M athemnatics [Gr 06] 06 19331362

10. Please do step 5 to step 9 for all the subjects offered by your school. Each School Area must be linked to

Subject grades.

Maintain LSM Items (14.1.2)

NB. You need to search for the ISBN before adding an Item to avoid capturing an existing

item.

11. By searching for the LSM Item there are different options, namely:
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11.1 Select “All” on all options, click on Search Fields.

L5M Ttems: Maintain £14.1.2) a a
¥ Filters T~ ManWiew
¥ School Subjects Group; |A|| ;I
Area: | 4l 5
Grade & Subject: I Al ;l I Al ﬂ
Tupe: (+ Books " Others  Categons: | 4l |
Language of Item: I 2l ;‘ e S eaich Fields: [~
Click on an Item to Select the [tem. Items: |_ﬁ_ d_l
| Sdd New i

11.2 Search the ISBN of the Item with School Subjects on the upper left ticked.

LSM ltems: Maintain (14.1.2)

v Filters |~ Max View

| | ¥ School Subjects Group: IAII

Area: I Al

Grade & Subject: | Al LI | Al
Type: (¢ Books ¢ Others Category: IAII

a Ll L Lo

Language of Item: IAII EI Incl. Archived ltems: |~ Search Fields: v
~ Search Fields

Partial/Full Title of Item: | Clear l

== ISBN number of ltem: [9750636141089 ¢ Full ¢ Partial

Publishers | |AII
— {r
Authors | | All GO I

Click on an Item to Select the Item. Items: | 0 LI _|
~ Books AddNew |

>

11.2.1 Click on the GO button.

11.2.2 |If the item does not show under Books, Search the S@IMe ISBN of the Item with School

Subjects on the upper left unticked.
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LSM ltems: Maintain (14.1.2)

|V Filters |~ Max View

[~ School Subjects Group: |A||

Area: | Al j

Grade & Subject. [ Al ~] [ =l

Type: (¢ Books ~ Others Category: IAII EI

Language of Item: | Al ;] Incl. Archived ltems: [~ Search Fields: [v
—Search Fields

Partial/Full Title of Item: |
m==P> |SBN number of Item: |9?3€B3G141037 & Full " Partial

Publishers | | All

Authors | | Al

Clear |

o |
Click on an Item to Select the Item. Items: | 1 L] _I
~ Books AddNew |
- TextBook (1) 7
¥ . Platinum Creative Arts Grade 7 Leamer's Book : Pub: Maskew Miller Longman (Pty) Ltd : ISBN: 97806361410¢ View / Edit
11.2.2.1 Click on the GO button.
11.2.2.2 If the item exists, click on the View/Edit button to make sure that the item:

11.2.2.2.1 Islinked to the correct subject and area.

11.2.2.2.2 Title, Publisher, Author, Category and Language of Item are correct

LSM Item: View/Edit (14.1.2)

Official Record.

Group: [Other Subjects

> Aea |Arts & Culture
Type: @+ Book

» ISBN No.: |9780838141087

Title of Book: [Platinum Creative Arts Grade 7 Leamner's Book

— Publishers | IMaskew Miller Longman (Pty) Ltd

Year Published: |

Authors |U nknown

» Category: |Test Book

=l

# Language of ltem: IEnglish LI
Linked Subjects: | 1 — 1 School Subjects Records in Green are School Subjects.
Subject | Grade | Code |

Creative Arts (Gr 07)

07 1135152
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11.2.2.2.3 Click on the Done button.
11.2.2.2.4 Immediately go to the 14.1.4 (Maintain Stock Quantities) button to add stock

quantities. (Page 9)

11.2.3 If the item does not show under Books when School Subjects on the upper left is ticked and

unticked. it means that the item does not exist on the system.

Add the Item Information (14.1.2)

12. Click on the Add New button to add the Item Information.

Click on an Item to Select the Item. Items: ] ~+_J_J
- Books Add New el

12.1 The following must be captured to add information.
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LSM Iltem: Add New (14.1.2)

Group: |5 chool Areas

Arga INS & Technology
Type: (& Booki ¢ Other

ISBM Mo IS?"BDE3E1 41033

Title of Book: |E><AMF'LE

Publizhers | |Bn:|nte

Authars | |, MacDonald, 4. Stimie

Category: | Text Book

“ear Publizhed: I

Delete Subject Add Subject

Language of ltem: |Engiish =]
—Linked Subjects: | 0 I+ School Subjects
Subject | Gradel Code |
7
Add | Dane |

12.2 Click on the Add button to save information.

12.3 Click on the Add Subject button to link a subject to the Item. Select Grade and Subject. Click on the

Save button.

- Add Subject

Grade: IGrade 04 vISubiecl: lNaturalSciences and Technology (Gr 04) ZI I Save I Done |
And now we have a linked subject.
-Linked Subjects: [ 1 ¥ School Subjects
Subject l Gradel Code l
04 19351372

Natural Sciences and Technology (Gr 04)

12.4 Click on the Done button.
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Add Stock to the Item (14.1.4)

13. Select “All” on all options, click on Search Fields.

v Filters |~ Max View

[v School Subjects Group: IAII LI
Area: I Al LI
Grade & Subject: I Al LI I Al LI
Type: @ Books " Others  Category: | Al -l
Language of Item: I All L] Search Fields: [v —
14. Search the ISBN of the Item. Click on the GO button.
15. Select the item and click on the Stock Quantities button.
Click on an Item to Select the Item. Items: | 1 ﬂ J
Books View ltem |

Text Book (1)

Platinum Creative Arts Grade 7 Leamer's Book : Pub: Maskew Miller Longman (Pty) Ltd : ISBN: 97806361410¢ Stock Quantities 4-'-

Wit Off Stock |

15.1 The following screen will display: NB. There is no stock that is captured for this book.

[v Filters |~ Max View

Item: | Platinum Creative Arts Grade 7 Learner's Book : Pub: Ma BN:
tock: | 0 Loans: | 0 Write Off: | 0 Available:

Stock Details: Lines:[ 0
Line | Date Added Register Oty Added Item Cost | Oty WriteOff | WriteOff Cost | Total Cost | Total Iltem Value

*Check the total stock. If the stock is not correct, you can either delete the stock or top up the
stock on the system.

15.2 Click on the Add Stock Data button. Capture the required information and click on the Add button. NB.

The cost is optional.

Add Stock Data ]

~
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Add Stock Quantity
Stock Register: |750/002 Text Books and LSM v| DateAdded: |2024/09/06 v || 2024/03/06 Add

Qty Added: | 200 Cost (Per Item]:] 0 Total:l 0.00 Done |

15.3 The stock is captured for the book.

LSM ltems: Maintain Stock (14.1.4)

Item: | Platinum Creative Arts Grade 7 Learner's Book : Pub: Mask:

al Stock:

: ISBN:

200 Loans:l 0 Write 0ff:| 0 Available:

: Stock Details:

Lines:| 1
Line | DateAdded | Register | QOtyAdded | ItemCost | Qty'WriteOff | WriteOff Cost | Total Cost | Total ltemValue |
1 2024/09/06  750/002 200 0.00: 0: 0.00: 0.00 0.00.

Issue Item to Learner/Educator/Staff (14.1.6)

16. Select Type.
16.1If a learner----—-> Select Grade, Class and Learner name.
16.2 If an Educator---> Select Educator name.

16.3 If a Staff member-—-> Select Staff name.

LSM Items: Issue / Return Items (by Persons) (14.1.6)

- Person I Max View
Type: { Leamer (¢ Educator (& Staff
Educator: !.&TDHD, Liepolla Anastacia LI
- Mode
‘ Select: & lssue O Rt € Wiew Ful Loan Histary € Prnt [esus Farmn
- Grade/Subject
Grade: [Grade Fi | Subiect [Mathematics (Gr R 3
17. Example: Select an Educator name. Click on the Issue option.
18. Select Grade and Subject.
19. Click in the box of Item to issue. Check for the availability of books.
-Avyailable Item(z] to lzsue Selected:l 1 Cuunt:l 1 |&

Click in the check box of Item[z] to lssue. Only Items with Available Qty >0 are shown.

Available

Item
Book: Oxford Suce

ful b athematics Grade 4 Learmer's Book : Pub: Oxford University P

20. Capture Issue Item Information. Click on the issue button to save.
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Issue Item:

Loan Venue: I None

Quantity Issued: {140
Date Issued: | 2024/09/06 ~| | 2024/09/06

Average Condition of
Items |ssued: IGOOd LI

=

Educator's Term 4 ends 2024/12/11
Expected Retun Date: | 2024212411 _~| | 202471211

_Dore |

Done

Return Item by Learner/Educator/Staff (14.1.6)

21. Select Type.
21.11If a learner----=> Select Grade, Class and Learner name.
21.2 If an Educator---> Select Educator name.
21.3 If a Staff member-—-> Select Staff name.

LSM Items: Issue / Return Items (by Persons) (14.1.6)

~ Person I MaxView—
Tope: © Leamer (« Educator  Staff
E ducator: 1!—\TDF|D, Liepollo Anastacia L]
~Mode
Select: (7 lssue (¢ Return (" Yiew Full Loan History ¢ Print lssue Fam
~ Dutstanding Loansz - Count:| 1 1
*Date Loaned | = Item | Dutstanding |
[J2016/0113  Book: Oxford Successful Mathematics Grade 4 Leamer's Book / 140

e
22. Click on the Return option. Check for the number of outstanding books.

23. Click in the box of Item to return. Capture the return of books information.

Click in the check hox of Item(s] to return stock. If an item has been lost or damaged, please include it in the
return quantity and then go to the write off section and

remove the item from the spstem.

Date of RetumAwrite OF: 20150804 = | | 2016/08/04
Mumber of items being returned: [140 v Items have been counted and checked for RETURM
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Issue Item by Grade/Subject (14.1.7)

24. Select Grade and Subject.

Select Grade/Subject

Grade: IGlade 07 vI Subject: |Technology (Gr07) LI

25. Click in the box of Item to issue. Check for the availability of books.

Available Item(s) to Issue Count:| 1
Click in the check box of Item(s) to Issue. Only Items with Available Qty >0 are shown.
Item l Available l

Book: Oxford Successful Technology Grade 7 Learner's Book : Pub: Oxford University Press : ISBN: 9780195998771 116

26. Capture Issue Item(s) Information. Click on the issue button to save.

Issue Item by Item (14.1.8)

27. Select “All” on all options, click on Search Fields.

[V Filters |~ Max View

[V School Subjects Group: |A|| L]
Area: | Al =l
Grade & Subject: | Al RAREY =~
Type: ¢ Books (~ Others Category: IAII LI
Language of Item: | Al | Search Fields: v €=

28. Search the ISBN of the Item. Click on the GO button.

29. Select the item and click on the Issue/Return button.

Click on an Item to Select the Item. Items: 1 Ll _]
Books View Item |
Text Book (1)
Platinum Creative Arts Grade 7 Leamer's Book : Pub: Maskew Miller Longman (Pty) Ltd : ISBN: 9780636141087 (sus 7/ Fiois | i —
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30. Click on Issue.

Item: | Platinum Creative Arts Grade 7 Learner's Book : Pub: Maskew Miller Longman (Pty) Ltd : ISBN: 9780636141087

\ Total Stock: | 200 Loans: | 0 Write Off: 0 Available: | 200

Mode: & |ssue " View Full Loan History
Count:| 0

Full Loan History for this Item:
| Quantity | Retumed | Outstanding |

| *Date Loaned | *Loaned To

31. Capture Issue Item(s) Information. Click on the issue button to save.

Return Item by Item (14.1.8)

32. Select “All” on all options, click on Search Fields.

tem

V' School Subjects Group: | 4|
Area: IAl[

Grade & Subject: I All LI I All

Type: & Books ~ Others  Category: | Al

q Ll L] L] e

Search Fields: [v 4=

Language of Item: I All LI

[v Filters |~ Max View

33. Search the ISBN of the Item. Click on the GO button.

34. Select the item and click on the Issue/Return button.

Click on an Item to Select the Item. Items: 1 L] _]
Books View Item |
Text Book (1)
Platinum Creative Arts Grade 7 Leamer's Book : Pub: Maskew Miller Longman (Pty) Ltd : ISBN: 9780636141087 Issue / Retur | )
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LSM Items: Issue / Return (by Item) (14.1.8)

N

Item: | Platinum Creative Arts Grade 7 Learner's Book : Pub: Maskew Miller Longman (Pty) Ltd : ISBN: 9780636141087

Total Stock: | 200 Loans: | 200  Write Off: I 0 Available: [ 0

Mode: e View Full Loan History

Outstanding Loans for this Item: Counl:| 1
* Date Loaned I * Loaned To I Quantity I Retuned I Outstanding I
[[12024/09/12  Educator: MAKATSA, Elizabeth 200 0 200

36. Capture Issue Item(s) Information. Click on the issue button to save.

DELETE AN ITEM (14.1.2)

37. Select “All” on all options, click on Search Fields.

LSM Items: Maintain {14.1.2)

W Filters T hax Wiew -

Type: (v Books ¢ Otherz  Categane 1 Al

Language of [tem: ] Al Lj

Click on an Item to Select the Item.

¥ School Subjects Group: j Al :J
Arear 1 Al :J

Grade & Subject: 1 Al Lj ] Al L]

=]

et Ficlcls: [~
Itt:m:;:f_uﬁ“_“ﬂ_-li -

38. Search the ISBN of the Item with either School Subjects on the upper left ticked or unticked

(depending on where the item is falling under).
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LSM Items: Maintain (14.1.2)

v Filtlers | Max View

¥ School Subjects Group: l All

Area: l All

Grade & Subject: I Al

=l

=~

=l fa =l

Type: & Books ( Others  Categony: I Al :]

Language of Item: [ All
Search Fields

v| Incl Archived Items: [~ Search Fields: v €=

Partial/Full Title of ltem: l Clear
ISBN number of ltem: [3?33535123433 & Ful  Patial
__Publsters_| [0
_&’ Al L —
Click on an Item to Select the Item. Items: | 1 LI_]
AddNew |

#t Book [1)
Platinum English Home Language Grade 1 Learner's Book : Pub: Maskew Miller Longman (Pty) Ltd : ISBN: 9780636128 View / Edit |

39. Click on the GO button.

40. Click on the item and click on the Delete (provided that the there is 0 stock for them and that the item is not

issued to anyone) button.

41. Click on the Yes button to delete the item.
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DELETE STOCK QUANTITIES (14.1.4)

42. Select “All” on all options, click on Search Fields.

LSM Items: Maintain Stock Quantities (14.1.4)

[ Filters [~ Max View
¥ School Subjects Group: | Al ﬂ
| Area: I Al ﬂ
Grade & Subject | A | | ~|
Type: (& Books C Others  Category: | Al =~
F Language of Item: ] Al LI Search Fields: W —
Search Fields
Partial/Full Title of Item: | Clear

=P ISBN number of ltem: [3781431010288 = Full " Patial

Publishers | | Al
Authors | Al
: GO |

Click on an Item to Select the ltem. Items: 1 LI J
- Books View ltem |
~ Text Book (1)
- Solutions for all N atural Sciences and Technology Grade 4 Learner s Book : Pub: Macmillan South Africa [Pty) Stock Quantities | il

Wiite Off Stock |

43. Search the ISBN of the Item. Click on the GO button.

44. Select the item and click on the Stock Quantities button.
44.1 Click on the line of the stock quantity item.
44.2 Click on the Delete Stock Data button.

LSM ltems: Maintain Stock (14.1.4)

Item: | Solutions for all Natural Sciences and Technology Grade 4 Learner s Book : Pub: Macmillan South Africa
Total Stock: | 10 Loans: ] 1] \wite Off: (1] Available: | 10

Stock Details: Lines: I 1 I

Line = DateAdded | Register | OtpAdded | Item Cost | Oty WiiteDif i\_!v’_r!e_D_ff Cost | TotalCost | Totalltem Value |

AddStock Data | Delete Stack Data 4= Bons

NB. The Total stock should be 0 after deleting the line of the stock. If there are many stock lines, you need to

delete each line at a time to get 0 stock.
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WRITE OFF STOCK OF AN ITEM (14.1.4)

45, Select “All” on all options, click on Search Fields.

LSM Items: Maintain Stock Quantities (14.1.4)

¥ School Subjects Group: | Al ﬂ
Area: I All ﬂ
i Grade & Subject | A | | ~|
Type: (& Books C Others  Category: | Al =~
F Language of Item: ] Al LI Search Fields: W —
Search Fields
Partial/Full Title of Item: | Clear

=P ISBN number of ltem: [3781431010288 = Full " Patial

Publishers | | Al
Authors | Al
: GO |

Click on an Item to Select the ltem. Items: 1 LI J

- Books View ltem |
~ Text Book (1)
- Solutions for all Matural Sciences and Technology Grade 4 Learner s Book : Pub: Macmillan South Africa [Pty)

Stock Quantities |

Wiite Off Stock 4—

46. Search the ISBN of the Item. Click on the GO button.
47. Select the item and click on the Write Off Stock button.
47.1 Click on the line of the stock quantity item.
47.2 Click on the Write Off Stock button.

LSM ltems: Maintain Stock (14.1.4)

Item: | Solutions for all Natural Sciences and Technology Grade 4 Learner s Book : Pub: Macmillan South Africa

Total Stock: | 10 Loans: ] 1] \wite Off: (1] Available: | 10

Stock Details: Lines:| 1
Line = DateAdded | Register | QtyAdded | Item Cost , Oty WriteQff i\_!v’_r!e_D_ff Cost | TotalCost | Totalltem Value |
1| 2024/09/06 750/002 10 000: o 0.00; 0.00 0,00/

Done
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Remove from Stock Permanently (Write OFff)

Authorised By: [BATEMAN Carmen ~|  Reason Jios

LJ Save

48. Click on the Save button.

LSM REPORTS (14.1.11)

49, Select the Type. Click on the Outstanding Items or Loan History.

Removal Date: |2024/09/09 ~ | [ 2024/09/09 Dty Removed: |Damaged beyond Repair Done
Out of Date

L5M: Loan Details

Tope: (& " Educators ¢ Staff

Grade: |Grade R ﬂ Class: | j Learner: |
¢ Outstanding ltemz  © Loan Histary

Frint

50. There are other LSM reports you can print.

LSHM: Detail Inventory List
Type: @+ Inventory List per Grade ¢ Inventory List per Srea

Grade: | Al -

LSH: Inventory Summary per Grade

Grade: [ &) +| Flease note that some LSM Items may be linked ta multiple Grades
and az such may be counted multiple times.

L5M: Print Stock Write-Offs
Fiter: ¢ byDate " byArea

From |omg/e/m -] To |2016/m8/04 -

L5M: Print Blank lzzue Form

Prit

Print

Print

]

Print

LSM PAST DUE LOANS (14.1.18)

51. View and Print the Past Due Loans report. Displays which books are outstanding and have not been returned

on the system.

LSM items: Past Due Loans

2016/08/04
_____ Dates:
wo |Ezpected Retum | WemDetails
Igsued Loan Details

201540311 Educator: THOOTHE, Rakatso Leswetsa Joseph [Archived)

201512407 Book: Platinum English First &dditional Language Grade 5 Reader [|1SBM:3780636138759)

201812/07 Book: Platinum E nglish First Additional Language Grade B Learner's Book [ISEM:9780636135710)

201503410 Educator: TSADANE , Mamozhila Margret

2 amEnain |Educalor GAAREKDE. Magte bery T

g |retl 82200 . | Bockidvia slrcasesolha Binjal apend Kereti b adisa | SBNITBIN M0, oo
2015/0310 Educator: MOSALS, Tsotzopi Anastatia

| oo 203 | Book Viablricsesoltie Buo yall apeng Kesitid Badisod (BN SeaTdlsdoddy]
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