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Principal Training on SA-SAMS:




Reports(Statistics) on SA-SAMS

* |t is mandatory for all schools to properly
implement all SA-SAMS modules so as to be
able to draw a useful report from SA-SAMS.

* The use of SA-SAMS’ reports will definitely
benefit not only the EMIS section but the

entire FSDoOE.



Standardized Reports In Each Module

1. Human Resource Module:

2. Human Rezource Information

— EMIS HR Printouts consists of Appointment Register, Educator Details,
Aggregated Educator Details, Employment and Remuneration, Home

Language and Race and Educator Instruction Language.

SA-SAMS : School Administration and Management System
2. HUMAN RESOURCE MODULE

2.1. Educator Information

2.11. Blank Attendance Register

2.2. Update Educator Subject Teaching Experience

2.12. Maintain Weekly Educator Attendance

2.3. Staff/Public Servant Information

2.13. Maintain Weekly Staff Attendance

2.4. Maintain Training Categories

2.14. View Individual Staff Ahsence/

2.5. Maintain INSET Training Records

2.15. View Allendancw

2.6. Maintain DA Interview Records

2.16. ‘JWH egister

2.7 Printout of DA Interview Records

2.8. HR Dashboard

/Development Appraisal and Performance Measurement

2.9. Emiz HR Printouts

2.10. Staff Leave Summary Printout

<¢ HAIN MENU

Stef Developmental Apprasal

St Traing Receved

Staft Traing Funded By

rHuman Resource Reports el RS 0 m
Raw Data Agyregated Data
Anporiment Regiter Angregated EdicatorDetals
) A Ecat el Enploymentand Renuesaion
Eicator Subject Specidisabon T

Educator nsuchion Lanquage

Done




Standardized Reports In Each Module

* Appointment Register

DEMOPFP/S EMIS NO: 440000000 2013/09/13
APPOINTMENT REGISTER:
CSEducator Appointment Register.
Persal’umber Surname & Initials | Desiznation Diate Appoi Gender Paid Br Tirpe of Appointment
Male | Female | State SCE Permanent Temporary Substitute
Full Part Full Part Full Part
ACKERMAMN, T Educator 20110101 1 1 1
BOO0D0000 AVONTUUR, CF Educator 200501714 1 1 1
13000000 EEYLEVELD.DJ Educator 1898/01/01 1 1 1
22000432 BLIGINAUT. I Educator 20110101 1 1 1

e Educator Details

DEMOP/S
EDUCATOR DETAILS:

EMIS NO: 440000000

201310913

Persal No Surname & Initials Gender | Race Home Language

Instruction Language

Category

PostLevel |REQV

ACKERMANT Femzls Whits Afikazn
BODDO000D AVONTUURCI Fomzls Colowsed Afitzn:
13000000 EEYLEVELD, DI Male Whits

B0843] BLIGNATT, I Femzls Whits Afikazn

Educztor
Educztor
Educztor

Educztor

01 REGV 14 DMatric + 4 s trzining)
01 REGV 14 DMatric + 4 s trzining)
01 REGV 14 DMatric + 4 s trzining)

01 REGV 14 DMatric + 4 s trzining)




Standardized Reports In Each Module

* Aggregated Educator Details

DEMO B/S EMIS NO: 440000000 13/09/2013
EDUCATOR CATEGORIES
Personnel Category
Prisgpal Deputy Prsdpal HOD Edwcatar Special Edwcter | Frmsedizl Fducater Diber
M|F| M F | M| F|[M|F | M F M | F M| F
Total 1 1 | 1 4 | m 1 |
EDUCATOR SUMMARY PER POST LEVEL
Poxt Leval 1 Poxr Level 1 Poxt Levd 3 Poxt Level 4 Poxt Leva =
M F M F M F M F M F
Total 4 3= 1 1 1 1
STUAMMARY PER EDUCATOR REQV AND CENDER
Witkour Marsic | FEQVID | FEQVIL | FEQV12 | FEQVL3 | FEQN 14 FEQN 15 FEQV1S REQN 17 Totsk
Gender| M | F M|r|Mr|M|r M|I‘|Mll‘ M[r M|r M[r M|r
Total | | | |1 1|1|4|_19 |J 1 3 1| 3|t-s




Standardized Reports In Each Module

* Employment and Remuneration

DEMO P/'S EMIS NO: 440000000 13082013

STUMMARY INFORMATION ON NIUMBER OF STAFF:

Category State Governing Body Total
Full - time Part - time Full - time Part - time Full - time Part - time
Eduzatn ET 3 49
Admiz Suf i 2 3
Suprart Sad 1 17 05

NIUMBEE OF STAFF REMUNERATED BY STATE:

Category Permanent Temporary | Substitute Total
Full - time Part - time Full - time Part - time | Full - time Part - time
M F M F M F A F M F M F
Edwzatam T 20 1 3 31
Admin Saf " 1
Suppari Sa " 1

NIUMBER OF STAFF REMUNERATED BY GOVERNING BODY':

Category Permanent Temporary | Substitute Total
Full - time Part - time Full - time Part - time | Full - time Part - time
M F M F M F M F M F M F
Edmcasmra 2 £l
JI——— 3 =
Seppact Zaf 9 T 1 17

MNUMBFE OF FULL-TIMF FITCATORS ACCORDING TO TYPE OF EDTTCATION: (excludes subs

Paid by State Governing Body

Fre - Grade R

GrR

%]
L)
LA

Primary { Excluding grade R}

LSEMN/SE

[ 3]

Secondary

Total

(=]
LA
h




Standardized Reports In Each Module

Home Language and Race

DEMOP/S

SUMMARY PEE RACE AND GENDER:

EMIS NO: 440000000

African Coloured Asian White Other Total
Male Female Mhale Female Mhlale Female Male Female Male Female MhMale Female
Educators 1 3 8 3z 36
Admin Staff 3 3
Support Staff 6 7 3 2 o
PERSONNEL PER HOME LANGUAGE:
Afrikaans Enslish SeTswana IsiXhosa IsiZ ulu SeSotho SePedi TshiVenda SiSwati
A F R F % | F A F .t F % | F & F A F R F
Educators ] £ 1
Admin Staff 3
Support Staff 3 2 1 2 3 3 4
*Educator Instruction Language
DEMOP/S EMIS NO: 440000000 13092013
SUMMARY PERSONNEL LANGUAGE QUALIFIED TO PROVIDE INSTRUCTION
Afrikaam English SeTywana IsiXhosa IsiZula SeSotho SePedi TshiVenda SiSwati IsiNdebele XiTsonza
M F M F M F M M F M F M F M F M F M F M F
Educators 1 T 2 25




Standardlzed Reports In Each Module

3.5 Statistical Data and Reports Menu :‘

2. Learner and Parent Information Module consists of:
— Learner Enrolment Printouts(3.5.1)

— Learners according to Grade, Population Group and Gender
(plus SNE learners):(3.5.6.1 and 3.5.6.2)

— Learners according to Age, Grade and Gender(3.5.6.3)

— Learners according to Home Language and Grade (plus SNE
Learners):(3.5.6.4 and 3.5.6.5)

— Learners according to Preferred Language of Teaching and Grade
(plus SNE Learners):(3.5.6.8)

— Grade 1 Enrolments(3.5.6.10)

— Transfer into the School(3.5.6.11)

— Current Mortality Statistics(3.5.6.13)

— FET Subjects Grade 10 to 12 per Population Group(3.5.6.14)
— SNE Learners in Mainstream Classes(3.5.6.16)

— Number of Learners Registered for a Social Grant(3.5.6.16)
— Number of Learners with Deceased Parents(3.5.6.17)



Standardized Reports In Each Module

e Learner Enrolment Printouts(3.5.1)

Leamner Reports
ir Errolment R eports [official names only]
[ @ {fiphabetical Listing |
{ Alphabetical by Grade I
A ior Mumb
I FrmsSIan Rt S LEARNER ENROLMENT IN ALPHABFTICAL ORDER: (ordered by surname and firstname)
" School Boarders | j
| No |AccNum |Surname First Names nﬂtdﬂhﬂﬂuﬂu'ﬂhu Grade (Hostel
| Start |2|:|'| 20913 "l
I ™ Fegishation Dates Lo FALATEA Mameze Jolse Femaly Crade ]
' Erd  |2013/0913 ~] 1omme GG Keanisws, Pecius NEET  Femal G ]
I Future learmers ER FEIRICES Marrst 1T Female G §
| 4 BB HEMNCRICEE Taskis, Iohan 19880775 Mals (zads &
i Preview Enralment Repart | 3 Rl KHASANE Lafiorie, Jacch YOLBIR hals Cradn d
" 6 OB FHARANE Larzin, Alics 20En1s Famals (rads |
— Grade Reports [includes nick namesz) TS IHASOE Pulare, Mar X0 Fomals Crade §
I -rl Preview Grade Beport

Done




Standardized Reports In Each Module

3.5.6. Learner Aggregated Data Pnntouts

SA-SAMS : School Administration and Management System
3.5.6. LEARNER AGGREGATED DATA PRINTOUTS

3.5.6.1. Learners according to Grade, Population Group and
Gender

3.5.6.11. Transfers into the School

3.56.2 5ME according to Dizability, Population Group and
Gender

3.5.6.12. Annual Survey Mortality Statistics [Previous Year)

3.5.6.3. Learners according to Age, Grade and Gender

3.5.6.13. Current Mortality Statistics

3564 Learners according to Home Language and Grade

35614, FET Subjects Grade 10 to 12 per population group

3.5.6.5. 5ME according to Home Language and Dizahility

3.5.6.15. SMHE Learners in Mainstream Classes

3.5.6.6. Learners according to Language of Teaching and
Learning

3.5.6.16. Number of Learners Registered for a Social Grant

3.5.6.7. SME according to Language of Teaching and
Learning

3.56.17. Humber of Learners with Deceased Parents

3568, Learners according to Preferred Language and Grade

356.18. Mode of Tranzport

3.5.6.9. Preferred Language for SMNE learners

3.56.10. Grade 1 Enrolments

<< S5tatizhical Data and Reports




Standardized Reports In Each Module

3. Governance Information consists of:
— Learner Misconduct Register(5.5.1)
— Composition Register(5.1.11)

SA-SAMS : School Administration and Management System

MAIN MENU

1. General School Information 11. Financial Assistant

2. Human Rezource Information 12. Curriculum Related Data
3. Learner and Parent Information 13. Timetabling Aszzistant

4. Learner Lizting 14. Phyzical Resources
5. Governance Information 15. Library Module
6. Standard Letterz and Forms 16. Security and Database Funchions
{. Export Data 17. Lunits Approval Module
8. Annual Mational Azzezsment

User Preferences



Standardized Reports In Each Module

e Learner Misconduct Register(5.5.1)

DEMO P/S EMIS NO: 440000000 13/09/2013
MONTHLY REGISTER OF LEARNER MISCONDUCT:
2013: January
Misconduct Learner Mzme of Qutside Agency Term of D=
Date Code level Surname & Initials Admission Number | M F o [Ae=710] Az=1015 | As=1ls+ Suspension 5
2013/01/16 Level 1 BROOKES KX 020514 1 1
Total 1 1

- SGB Composition Register(5.1.11)

DEMOP/S

SCHOOL GOVERNING BODY
ANNUAL REGISTER OF COMPOSITION

Category ofMembery Surname & [ifials

C3 Educator BEYLEVELL,

Parent Guardian DISWANED

Other St [ANSEVAN RENSBURG,P
CS Educztor [ORDAAN L

EMISNO: 440000000

0 Whits Mzl

0l AficnBlak  Femle
0l Whits Femzlz
0 Whits Fatzls

Member

Member

Member

Member

1310972013

Home Jannage
Afikaans

Ind Languaze

Comtact Number

FrucationLevel

3 Vet Dagras
Mztric
Mztric

3 Vet Dagras



Standardized Reports In Each Module

12. Curriculum Related Data

4. Curriculum Module consists of:
— Internal Cycle Mark Schedule per Grade(12.9.12)

Intermal Cycle Mark Schedule S
Grade: Girade 1 - Class: [1EB - P =] | E=port to Excal
Cucle: [TERR = - I b as s Primt Girid | O one |
Sorting: [Alphabetical -
ReEEt SE Sloes: - Lerssls £
DEMO P/S =
Internal School Mark Schedule _
For: Grade 1, Class:1EB, Cycle: TERM 2 2013
= = E = = = =
= g = = =2 =5 = =] = 3
b= = B2 Learmer Mame = = & = = E £ |Repornt General Comment
= = S E B2 E = = E
- EEE =
= =
A OE0623 [&Lwrr M. Thomas =] EE == a4 Ers
= OE0S19 [EODIGELD. Waikarweas = S0 5= == T
= 061007 | CHARMP. Relebohil= F = a5 =0 Se1
EY 060930 [DITIES. Ratanana = = = = = v
= os01 13 HLASLELE,. Kamohelo F =26 =2 FO =5
= 0506 [LETUKA. T habil= = == == == = =1
- 050201 |MABITLE . Farabslo = =25 =25 =65 o EES
= 0510 |MACETE. Unatha A &0 EE) =) a6
= 061118 [MARGOTHI. Relosbogils = as a= == 54
10 os01 =265 PSS LGSaS | K ananselo kA O =23 =3 FO =)
11 05012 |MATELS. Bohlokoa =] =4 =6 = E =
El | | -

- Departmental Mark Schedules per Grade(12.9.15)
e seneauies 12235.2) .

Select Grade: - Diasplay: Pririt
I IJ Select Class: | Al - Go |
Select Cycle: |TEF|M 1 - Marks :l‘r [ Max Wiews E=port ko Excel | D one
20132 DEPARTHMENT OF BASIC EDUCATION 159
PROGESSION SCHEDULE : INTERMEDIATE PHASE =
a =.Abzent n=Mon complete
HName of School: DEMO PAS Driskrick: A otheo D ate: [2013/0913
Flacement Learmer's Progress
._ — — — — . =t
4+ -] = o S = o = = o = [
E k= E Learners in alphabetical order per class g % o™ % a % R E E = fas) 5 <) E = 5 E & fas) =
wm = F ey a = a oo am D | = = P = T =i = = :E = et o
E m =2 ) L= = = =i =@ | =@l 2 " |leceSsS o|lenlcs 8|5 e =
= E Surnames and first names a = 5 a0l =S| BE @|ls 8|25 &|&E 3 = =
z2 9 = = = . = el ElEasg|ledslaE 3|8 = s =
= = = f|2=2=|Eg|e=g|e2|E=g|Eg| =2 | £
28| EB|EE Sl5E 5| &
1 D30518 ABRAMS, TESLEE-AMM EILAM F nz0s1s |10 4 1 5 71 70 67 | =t
0305180102029 -
20030504 ACHILOMU, CvMHTHILS MPHO F 0320504 10 4 1 12 46 439 B2 4f
0403209 ;
3 04030901 54055 BEFU. HMTARKDO WHLNE LW s F o40309 9 4 1 u] 45 =7 [ == (=¥




Standardized Reports In Each Module

— Summary of Results per Grade(12.9.16.4)

Summary of Results (12.9.16

" Gradesz R ko 7 only : Prink |
Selectear: | 2013 - | * Show All Grades :

7 Gradez B3 to 12 anly [ bax Wiew E =port to E xcel | Done |
Results will only display correctly if final term averages Apereres cng Bremsian Beals |
andSor promotion results for a grade have been zaved. g
Quarter 1
Statiztics per grade Gr R Gr1 Gr 2 Gr 3 Gr 4 Gr S Gr 6 Gr 7 Gr 8 Gr 9 Gr10 Gr11 Gr 12
Mumber of Learmers a 187
Mumber of Learmers [&wverage of 35% or more] g 181
Mumber of Learners [Average less than 353 u} E
FPercentage of Learners [Awerage of 35% ar more] 100.00 8 9679
Grade Average % 7a.25 | BB YF2

— Not Promoted and Repeat Numbers(12.9.17)
ENIS N : 440000000 13/09/2013

DEMIO P/S
NMIAMBFR OF IFARNFRS MOT PROMOTEIT TO THFEF FOILILOWING CGRATFE AT THFE FNIY OF THF Y FAR:

201X

Crade Alale Femala Total

Dr=Gr B
Gr B
Gr 1
=T
G S
G
Gr 5
Gr S
G T
Total

MNMIAVMBFR OF IFARNERS TWHO ARF RFPFATIMNG 4 CRATVE:

Crade Alale Female Total

i
A
F
W
"
b

L]

i@

-t

[SINCIES
i
}

g

%]

39

"
]




Segregation of Duties on SA-SAMS

B " O 0 W >

Learner Attendance

Educator Attendance

Staff Attendance

Governance Information

Export Data

Curriculum Related Data

LURITS Approval Module

Security and Database Function
Annual National Assessment(ANA)
Timetable



A. Learner Attendance

3. Learner and  |ummp 3.3 Learner 3.3.3 Maintain
Parent Attendance Data Weekly Learner
Information Menu Attendance

Maintain Weekly Learner Attendance(3.3.3)

Select Termn [Terml :2004/0116-201403/28 ~|[ 1 | 2 T 3 [ a [T 6 T & 1 7 1 & [ a0l 11] | X
i d 147 [ 1224 [ 1w | 207 [2ma (2t [ 2vze | 207 [ 304 | zem [ aves
___ ok on o mesks to mars ttndance [T /24| 73t | a7 Lol s | e |7 Lt |ver v B3 Reasons for Leamer Absence from Schaal
even i . pPmaAAT
there are no absontoes in a olase for the wook. (o D gonder | (- siphabeticsl Attendance for Week ENDING:  [2014/1/17
Select Class Click. on the grid in line with learner name to mark. absences Add Reason/Comment for absences | Ra
e S E s Acc Ho L [M7/F [Mon: 1371 [Tue: 1471 |Wed: 1571] Thur: 1671 Frie 1771 ~
i Grade R - I
o Fia AB77E033 KHAHLEDI, Morena )
i Grade 1 13836 KHIBA, ltumeleng ] E| HAW k 201 4/01 /‘w
e T4 13237 LEBAKENG. Moditle ] 388 T4 WEEH. Sal'l'le Heasons DUne
i Grade 2 54146087 | MAKHE THA, Morena [
o 24, 85191085 MAKOLE, Prince M
il Grads 3 | 12742 MAMTATSA, Khotso [
- 34 b 05436081 MOKALANTANE, Thata M
i Grade 4 05117085 MOKGWETSI, Letshego [ e e
P 44, 13936 MOTJOPE, Bohlokwa ]
il Grade 5 56002084 MULLAH, Zapdan ]
s S 13833 MUMYAL Austin M i
il Grade 6 16192086 NY&PHULL, Neo M |_ D Ab H /E |
— 36017081 RAKHOSI T sboho M Bamel ale Absent easonvLomment
i Grade 7 7206088 SABHONLA, Huzaita ]
P 7 25353084 SARBHOMIA, Humaid ]
il Grade 8 35598086 | SITHOLE. Alex ] 1 :
S E MAKHETHA 2014701713 Medical
- o IE060060] Tel). Letiollo F N edca Lecate
_; Grade 9 50709081 MAKOMNYAMNE, Rapelang F i [
R ™ | [sozs2585 MiANGERA, Zaheera ; MOKGWETS! Leth 2014701714 Abset wihout vald |
] | - LI . ElEDD gt WUt vl redsn
Black = Mot et barked for the 4041333312 mz::ET:II_‘EBﬂlutrl‘rlo i E - | t t .t t .
Week RS =1 | MOKGWETS! Leth 2014701715 Absert wihout vald
e s Statiotes Elshegn SEAILWIMOU Y3l [eas0n
L F M F M F Sawve Print Learner
Total Mo of Attendances |74 BB Poszible Mo of Attendances |77 BB % Attendance |95 1% |1003% Absentees
Total Mo of Absentess [3 ] Mumber of School D ays inwWeek [§ Average on Roll 115 11 Dore | (D aily)

1. Select the Term, week, and class to populate the learners.
2. Tick on the days that the learners were absent, the day absent for the learner will be highlighted in
red with an “a”. Public and school holidays are grayed out and cannot be marked.
3. When completed click on Save(lf there was no absentiseem, save anyway). The attendance statistics
per class can be viewed at the bottom of the screen and be printed.

e Click on Add Reason/Commences to record comments and reference to documentation.

e Click on Save Reasons
Click on Done to return to Learner attendance screen.



Learner Attendance

Maintain Attendance per Period(3.3.7)

1. Select the Term, week, and class to populate the learners. Public and school holidays are
grayed out and cannot be marked.

SEE RN

Click on the applicable learner to populate a timetable.

Click on Save Reasons and click on Done.

Learner Absenteeizm (Periods) (3.3. ‘

(¢ Expand " Collap:e

. Tick on the periods that the learner was absent. When complete click on Save.
Click on Print Learner absenteeism (Periods) to print a hardcopy for filing.
Click on Add Reason/Commences to record comments and reference to documentation.

Day: 2013/01/16, Class: 39, SHITH, Kaitln [F]

SMITH. Kaitlin [F]

Prnt | eamer Abeentesrs (IPenmds]

Pk Noangs

Select Term: [Tem1 - 2013/01/16 - 201303728 | Select Day: . :
Maanda Dinzda Woenzda Dianderda Wiyda
Select Week: !Week 01 2013/01M18 _ﬂ 2013401 x"lgd 20 3;’01;’%5 2013401 31% 20 3;"01.-’19? 2013}:’01?"18 Pe!m SUhIBBt " Heawn
1 |Afnkaans First Additional Language (& 9]
Selected Week: | 2013/01/18 Day: | 20013/01 /16 Class: [9-9 Leamer: [SMITH, Kaitlin (F) ;
| caning

S U5 o o e e et (e Add Reazon/Camment for absences | 5 500Iﬂ| SCIBIICBS [El 9]

......... 50 AUGUST, Clive (M) Periods Sent oD o

--------- g8 BEYERS. John [M] Subject 1/2[3|4|5|6|7|8 .

......... 816 CHEM, Quan [M) Afrikaans First Additional Language [ #0 ? Hathemahcs [E[ 9]

......... 87 MJaLl, Matthew (k] Arts and Culture [Gr 9] .

a(8) MODDLEY, Jade (M) E conomic Management Sciences [G Baﬂkmg
‘ﬁ Grade 9 MOSTERT. Carl [M) Englizh Home Language [Gr 9]

--------- 1] MW AMELS, Agithi (M) Life Orientation [Gr 9]

--------- 902 VAN DER WESTHUIZEN, Comelius (M) M athemnatics (Gr 9] G

......... 3(3) BALIER. Ronelle [F] Matural Sciences [Gr 3]

......... q(4] BOOI, MNatalie [F) Social Sciences [Gr 9] “

--------- q(5) BOTHA, Jana [F) Technolagy [Gr 9]

......... 1G] BOTHA, Jana [F) W Life Orientation [Gr 9)

......... 37 MAHARA, Chinta (F]

......... 98] MAKDLS, Sandile [F)

39 MARCHANTA, Pina (F)
‘3 Grade 10 ME'YER. Ashleigh [F]

......... 1011] WY OkA, David [F)

--------- 10102) PRICEWATERHOUSE, Thamara (F)

......... 1003 RAMAPOZA, Anelisa [F]




Learner Attendance

Learner Attendance Printouts

1. Notification of learners absent for more than 10 days (Menu 3.3.2)

A notification screen appears when the learner menu is opened.
This screen lists the learners that are absent for more than 10 executive days without a

reason.

To remove the learner from the notification screen add a reason to one of the days absent.

Click on Done to exit the screen.

E:rner Attendance !
Learners that have been absent for more than 10 consecutive school days without reason. Done :
[ AccNo |Leamers “M/F | 2013/02/04] 201 3/02/05] 201 3/02/06] 201 3/02/07] 201 3/02/08] 201 3/02/11 | 201 3/02/1 2] 201 3/02/13]
| t aan Dinz w'oen Diond Wy t aan Dinz w'oen
| 13061 |[GEORGE.S.c F
2. Learner Absences listed per Day (Menu 3.3.4) Prin Leamer Attendance (Dailj) & Sl 40 0 il
* Alist of all learners absent for the day can be listed
per class. Selet Tem: Tem - 2013/01/16- 20130323 +| -
* On Menu 3.3.4 click on Print DAILY Absentees: T e seetst Woek |01 272115
Select the term, week and the day for reporting. 1lolalelslo|7[8[9w]
«  Click on Print and then click on OK on the print pop- VIR |1/ | 20 | 2 (208|222 | 3 | 38 | 3015 | 22 | 8
up screen. =L
. . . ick on a day to print attendance
e Alist with all the absent learners for the day is S
shown on a print preview Morc 0211 | Tue: 02/12 | Wed 012013 | Thue 02114 | Fii0215 | SelectedDay |2013/02712

Click on the print icon to print a hardcopy. Click on
Done to exit the screen

Fiint Dane



3. Print Learner Absentees Records (3.3.5 & 3.3.11)

Learner Attendance

CLEVER KOS HIGH 5

- LEARNER ABSENTEEE

LRI

Diate: 20120122 (Dinsdag)

'-.T-r.'ldn- ‘l:lrrss arn

Farmls

EMIS NO

M1

Total: T

SEals
Total: 1

Farmls

Farruls

i Fanruli
Total: 3

Select Grade and Class.

Click on the learner to populate all the dates absent.

[-Leamer Absentees

Select Grade | Grade 4 j Select Class | 48, V
Click or a learner to views days abzent. Days absent for : 2074
Surhame | M ame - D ate Abzent Heaszon
2014401415 vhb
HLUT Sandile 2014401 A6 =3 u]
datUARY Buhle 20140117 Eevbe
b JEJE Ivivae 2014401420
K.Ghwa D Olezego 2014401421
KHaHLEDI K.arabo 201401 522
KHIB& K.atlebho 2014401423
KHIB& Keamohetsi 2014401 /24
KUMEKE Tumizang — ||| 2014401 527
LE JOHM b athibe || 20401428
LEE &K K.ananelo 2014401429
b AF LY A MNokwanda 2014401430
b AF LY A Thando 2014401 /31
MakHELE MNyakallo
tAKHOESS Thatohatsi
bSO Orapeleng
FAMNGERA Zuraida
(G EARE S Thapela
| rAASIL Lungile
kAT LANTANE totheba
MM MIE Sharaton Surname
MOFOKEMG K atleho |CASSIM
rOFOLO K.elebogile
FOHALE Chulurnanco Mame
MOKGWER& MNeo [Cassim
MOSEEO Botzhelo
MOTJOFE K.atleho T || Days Absent 13
- I *

' ﬁ Search for Learner | Go [

t* Show All for current year

" Filter by D ate

From:[ 201402085
Te: [2014202405

GO

Print Absentes D ates

Frint Selected Learner |

Frint All Learners |

Dlone




Learner Attendance

Click on the Print Selected Learner /Print All Learners button for reporting.
LEARNER ABSENTEES

Class: 44

Sarmame & Fod Namc Admmamz ¥a Godir Mazday Trucday Wedaaday Thuzaday Fraday Taal
CASEIM Cassén 15854 hlals
20140115 W140116 200140017 3
20140120 0140121 140112 N14018 20040124 5
N1400L3T 140128 014012 140150 140131 5
Tatal 2 2 3 3 3 13
[

4. Quarterly Attendance Statistics(3.3.16)
* Select Year, click on Quarterly Stats, select a Quarter, click on All Grades.
Click on the Print Return button

EDUCATION DEPARTMERNT
QUARTERLY ATITERNDANCE REPORT 20137127504
Dates: 20131001 to 2013/12/04
Cristrict [Motheo [EMGD |
School Hame |DEMO CrS |

N Iru. = S Y TS y—, T EEd
-

ERIS Mumber]

TE Flirmber TF meatl coam stk b mmbmmd o= e =]

444000001

»

MALE FEMALE TOTAL [(Male + Female)
LEARNERS Possibl= Sckual Possibl= Sctual Possible Actual — Data checked and
Grads B 517 4G5 E55 E06 1175 1051 werified as correct
Girade 1 E11 B 5S40 SZ23 1551 1509 . )
Grade = 5416 CExd 329 323 1175 1150 Utk e ot (9 e L] s
Grade = SE7 EEE] =] =} 1786 1747 SR, (e et e
Grade 4 FO5S E9= FO5 ETe 1410 1370 school retains a hard copy of
Grade 5 511 E04 Fack] ] 13244 1222 this printout for recornd
Grade & 93 = 1052 sFE] 1251 1799 keeping purposes as it is not
Grade 7 Es) aGs 07 Lk T 1Zea saved on the system.
Girads o Tiz9 1110 1aa0 176 =009 =
Grads 9 56 206 1438 EEEE 604 3601
Grade 10 Toe1 1057 R =T ERlrac] ELEE] |
Grade 11 11v5 11653 1363 1335 =535 =485
Grade 12 o= 1052 11v5 i1az =256 =194

D ore |
SHE
TOTAL 1=zZEs REEE 1=Eav S 26239 Z5500
EDUCATORS 23 E. Total possible number of attendances Toat
F. Total number of absent teaching days by educatars Z07 | G. Total actual number of attendances a74
H. Awverage attendance for term [GA/D] rounded off 15 | Awerage no of posts utilised for the term [E AD ] rounded off =3

Humber of leave records created for educator absences [includes extra teacher days]

A —— Sick Incapacit | Dccupatio| kM aternity | Adoption Family Special |Office Bearers | Study | Unpaid T atal MHo leawe
Leawve w Leave | nal Injune Leawve Leawve Fesponsibiliky Leave Leawve Leave | Leave record
O sps: =] [=3=] 10z = 22 =5 227
rMurmber of educator davs gained through substitution at school cost
MHumber of educator days gained through substitution at departmental cost
TOTAL
Murmber of educator resignations
FHumber of educator deaths

PRINCIFPAL SCHOOL MAMAGEMEMNT AMND GOVERMAMCE DEYVELOFER

Print MNarme

Prink MNarme=

Signaturs

Signature

Oy ate

O ate

| declar= that | ook the necessary steps b ensure that | declare= thiat | ook the necessary steps ba ensure that miscalculatiorns aon at



Learner Attendance

5. Print Blank Daily Attendance Register(3.3.1)

* Ablank attendance register can be printed to mark the absenteeism manually for later
capturing on the system.

*  For a Monthly Register printout select the Month, Grade and Class from the drop-down lists.
* Click on the Print attendance register button.

F
Print Blank Attendance Registers (3.3.1) ‘

s — Select the month for the Register

I Select Month: IJanua[_lrl LI I2I]1 4 N

— Learner Regizter

i Select Grade: | ;I [ Include Marked Altendance @ Alphabetical

N Select Class: I ;I [ Include - MickMames " Per Gender

! Leave grade blank for whale school iPrint Attendance Flegistersél

| weekly Learner Reqgizter By Date

Select Clazs: I ;I [~ allClazzes i+ Alphabetical
Select wWeek: I ~| I Include - MickMames ¢ Per Gender
Frint Attendance Registers I

— Educator Register

Frint Attendance Register for Educators I

— Staff Register

Print Attendance Register for Staff




B. Educator Attendance

2. Human f— 2.12 Maintain
Resource Weekly Educator
Module Attendance

Maintain Weekly Educator Attendance

1. Select Year, Term, week by selecting the Friday of the particular week. Click on the GO

button.

Click on the day that the educator was absent to populate it with an “a”.

Click on Save and the attendance statistics for the week are updated at the bottom of the

screen.

Click on Add Leave Records in order to qualify the absenteeism and maintain reference to

Save

Done

wesk Selected: 201 3/05/03

=

documentation.
Esucators arendance 2.12)
Wear: (2013 ‘—] Term: ITermZ - 201 32/04/02 o 201 2506770 ;J GO | = By Gender Add Leawve
Select a FRIDAY to mark Attendance: [2013/05/03 | I bdax Wiew  Alphabetical éﬂeco'ds
Remunaration [Re): 1=Faid by State. 2=FPaid by SGB. 3=Faid by B3
MMaan Dins W oen D ond Wy 5 at Son
Femasl] | LoJeds | S0 L=y | = | 29704 | 30/04 | 01./05 | 02705 | 03/05 | 04705 | 05705
545454545 F  BOTHA C 1 T
5631313131 F CHETTY. C =
51416171 F COCERASL. H 1
a F CORMELISSER. b4 ey
[u] F CROUCAMP. E =2
[u] F GOWEMDER. 1 =2
5353535353 F GRAMNT.E 1
5AFFAA55 F EKORDAAT,. G 2
1133445565 F FrMdEPILE. M 1
554455632 F LECAID A 2
u] F hlaFRAIS W =2
575259601 F AT 2 1
E17E17E17F F STEYM. & 1
[n] F ek DER MERWwWE. M =
5151515151 F Wkl DER 8L T. H 1
n] F WAk STRATEM. R =2
[u] F LSO, R 2
555444333 A SBDUL. P 1
[n] Ll FOx_ S =
ccccccccc [ [EN =TT = - Bl
Check Weekly Statistics and SAVE [Statistics do not include weekends])
= AN A il E
~ Paid by State Fos=zible Mo of Attendance:s: 25 | 25 = Attendance: | 100% | 963
{~ Paid by SGB Total Mo of Attendances: 25 |_EE_ Aeverage Staff oo L= 17
T Padbvr R2 Total Mo of Abzentees: o = Mo of School Days in “Weesk: 5




Educator Attendance

5. Click on Add Leave Records.

The educator’s name and dates of absenteeism is listed to be completed with reasons and reference
to leave documents.

Select from the drop-down list a Reason for Leave, replaced during leave.

Documents required would be an official reason for absenteeism e.g. medical certificate, training &
meeting invitations.

Click on Save Leave Records.

Leave days can be split due to different reasons e.g. 2 days sick leave and 1 day family responsibility
leave).

Leave Records for Staff and Educator Absences

| 2013/MS2A Complete the leave details to create a leave record for each absence
|
| I ] I I Replaced | Re
Split Staff Member Start Date | End Date Reasan for Leave 2 H
during leave  f
1 BOTHA Carine 2013/ 201324 | Sick Leave - -
2 BOTHA Carine 2013/M /23 2013//24 Special Leave - -
Print page continue->
Replaced  Replacement Documert
P P Conmert

dunglave  padty | Required

i



C. Staff Attendance

2. Human jmp| 2.12 Maintain
Resource Weekly Staff
Module Attendance

Maintain Weekly Staff Attendance

1.

Select Year, Term, week by selecting the Friday of the particular week. Click on the GO
button.

Click on the day that the staff was absent to populate it with an “a”.

Click on Save and the attendance statistics for the week are updated at the bottom of the
screen.

Click on Add Leave Records in order to qualify the absenteeism and maintain reference to
documentation.

| = Save
Select a FHIDAY o mark Attendance: | 20130503 | -'—_T"'—G—D—.—J = Gend..er AEIII;'.I;;‘:I;E | T |
o [ Max Wiew T Alphabetical —_— e Dione |
Remunaration [Re): 1=Paid by State. 2=—Paid by SGEB. Z2=Both State and SGB wieek Selected: | 201 3/05,03
MMaan Dins W oer D oervd hd S at S on -
Ber=al | Ladete | S0 e e | LS | 29704 | 30504 | 01705 | 02,05 | 03/05 | 047505 | 05,05 7!
F DAaMTE. R =
24532345345 F DU FLODY . B 2
5134267 F FHRIEDBERG. M 1
5456744563 2 F  GOMOLEWE.EB 1 = | —=—| a1
513513513 F GOUMWS . S 1
5175123322 F GUMEDE. B 1
1231415 F HLEKISO. T 2
oo0z23241 F Fakdas S E . M =
2342342 F LIMMEBAMS, B 2
2342167343 F FAaKALEMNILE N 1
54935040 F FMMOREMS. B 1
23451 F MO, L 2
345276 F MHOFEMELE. G =
122173 F FRatiFHELE. M 2
22475 F SLINGER. M 1
5143321345 F TSEPO. O 1
F1F1F1A F TSHARNS, W 1
232412 F “YERMEULERM. *“» E 2
5228282828 F v I MRV ] 1 - |
E1aaaED = WEL e M R 1 |

Check wWeekly Statistics and SAVE [Statistics do not include weekends])
= AN Ll F b F

¢~ Paid by State Foz=zible Mo of Attendances: r_Z_ﬁ-“ 105 = Attendance: |_1-EII-ZI:/.; i_EIEE_ZT
¢ Paid by SGEBE Total Mo of SAttendances: | 20 | 103 Aecerage Staff Ho: | 4 | 21

f~ Both State and SGB Total Mo of Absentees: | O | 2 Mo of School Days inweesk: | 5



Staff Attendance

5. Click on Add Leave Records.

— The staff’s name and dates of absenteeism is listed to be completed with reasons and reference to
leave documents.

— Select from the drop-down list a Reason for Leave, replaced during leave.

— Documents required would be an official reason for absenteeism e.g. medical certificate, training &
meeting invitations.

— Click on Save Leave Records.

— Leave days can be split due to different reasons e.g. 2 days sick leave and 1 day family responsibility

leave).
Staff Attendance (2.1

Zoi3/0505 <] 5o « By Gend _ seve |
Seloct o FRIDAY to mark Attendance: [07570565 =] —22 | et g e

I Max Yiew ¢ Alphabetical

Done

Remunaration [Re): 1=Paid by State. 2=Paid by SGB, 3=Both State and SGB Wwiesk Selected: | 20132/05.032
Persal | M/F | Staff Member (e[ [ ] e o s | s =
F DAMTE. R 2
245345345 F DU PLOOY, B 2
5134267 F FRIEDEBEERG. M 1
54ABE744563 2 F | GOMOLEWWE.E 1 E = ==
513513513 F GOUWS, 5 1
517512332 F GUMEDE. B 1
1231415 F HLEKISO. T 2
0003347 F EaMASISWE, N 2
2342342 F LIMB&MAS, B 2
23421673943 F tAEALEMIL E M 1
54996040 F MOREMA, B 1
23451 F MO, L 2
345278 F NOFEMELE. G 2
123173 F FarMPHELE. M 2
234765 F SLIMGER. M 1
5143321345 F TSEFO.O 1
F1717171 F TSHARMA, W 1
23412 F |WERMEULEM.w E 2
5228282828 F WIRKDWA M 1 j
F1 24 4R (=3 ~C1 Cl ikl l
Check wWeekly Statistice and SAYE [Statistics do not include weekends]
= Al L E_ W
 Paid by State Poszzible Mo of Attendances: 20 I_‘|DE Z Attendance: | 1003 | 993
¢~ Paid bu SGB Total Mo of Attendances: 20 | 102 Aecerage Staff Mo: 4 1
¢ Both State and SGB Total Mo of Absentees: | a r 2 Mo of School Daps in'week: | 5



D. Governance Information Module

 The Governance Information module keeps records of all
issues related to the School Governing Body (SGB) as
specified by the South African Schools Act (No. 84 of 1996).

* This module contains information on the membership, their
training records, adopted policies and SGB functionalities such
as the disciplinary and learner fee exemptions.

SA-SAMS : School Administration and Management System

MAIN MENU
1. General School Information 11. Financial Aszzistant
2. Human Resource Information 12. Cumiculum Related Data
3. Learner and Parent Information 13. Timetabling Assistant
4_ Learner Listing 14. Physzical Hesources
h. Govemnance Information 15. Library Module
6. Standard Letters and Forms 16. Securty and Database Functions
¥. Export Data 17. Luritz Approval Module

8. Annual Mational Azsessment




Governance Information Module

* This module is divided into 5 sections:
Governance Body(5.1)

Safe School Committee(5.3)
Misconduct/Discipline(5.5)
Finance(5.7)

Maintain Training Categories/Courses(5.11)

S A

i

SA-SAMS : School Administration and Management System
5. GOVERNANCE INFORMATION MENU

5. 1. Governance Body 5.11. Maintain Training Cateqories/Courses

5.3, Safe School Committee

5.5 Misconduct F Discipline

5. 7. Finance

<< MAIN MENU




1. Governing Body Module

* This module consists of the following:
1.1 Maintain Members(5.1.1)
1.2 Maintain Current Functions(5.1.2)
1.3 Maintain Governance Records(5.1.3)
1.4 Maintain Individual Training Records(5.1.5)
1.5 Composition Register(5.1.11)
1.6 Register of Governance Records(5.1.13)
1.7 Training Printouts(5.1.15)

SA-SAMS : School Administration and Management System
5.1. GOVERNANCE BODY MENU

5.1.1. Mammtain Members 5.1.11. Composition Begister

5.1.2. Maintain Current Functions

5.1.3. Maintain Governance Records 5.1.13. Register of Governance Records

5.1.5. Maintain Individual Training Records 5.1.15. Training Printouts

<< GOY¥ERNANCE INFORMATION MENU




1.1 Maintain Members Module

* SGB members can be selected from captured staff, learners and parents.
* Resigned members are not deleted but the status is updated on Edit membership.

School G ing Body (5.1.1]
C__ f“EI'TII:E }"ﬁ. | —
—Members :
Type of Members: | 4 x| for Member. [ search | r gf;d%ﬁ%immittees

Contact Hao

* Surname, MName * Dezignatian

BEYLEYELD, D anie 5 Educator Wiew Member |

DISWAMNE, Pricilla FParentsGuardian

JAMSE VAN RENSBURG, PET...  Other Staff Add Member |
! JORDAAN |, LILAMIE C5S Educatar

LEKUTLE, Tefa FParentsGuardian Edit Member |
| MATSHEDISO, Aaran ParentsGuardian

MOTSOEMEMG, Kata ParentsGuardian

SMITH, L ParentGuardian Delete Member |

SWAORT, MARIANDA C5 Educatar
TITUS,55. ParentsGuardian
YEMTER. André Prinzipal

— Memberzhips of BEYLEVELD, Danie
& Al T Active ¢ Mon Active

: 'Member’ of 'SGEB" from "2012/04/01", Active

Wiew M emberhzip |

Add Memberhsip. |

Edlt Membership. |

Wiew Compogition Print Cornposition




Maintain Members Module

Add New SGB Member
Select the type of Member
Click on the Add Member button

Click on the Add button
Confirm the details of the member
Click on the Save button

S e

Select the name of the person you would like to add as a member

— Members

Type of Member@ﬁ uardian DM ember:

I— Search I

— Wiewe Other
B oards/Cormmittees

* Surname. Name ~ Diezignation Contact Mo

LS AME . Pricilla FarentsGuardian
LEKUTLE. Tefao Parent.Guardian
MATSHEDISO ., Aaron FarenthGuardian
MOTSOEMEMNG. Kato Farenth.Guardian
SMITH. L Farenth.Guardian
TITUS, 55 Parents<Guardian

(- Add Member ?

Wiew Member I

Edit Member |

Delete Member I

— Memberships of DISWAHNE . Prnicilla

e All  Active  Mon Active

¥¥ ‘Member of 'SGEB" from 201 2/04701". Active

“iew Memberhsip I

Add Memberhsip |

Edit Membership |

Print Compozition

Done I




Maintain Members Module

Edit SGB Member
Select the type of Member
Click on the name of the person you would like to Edit
Click on the Edit Member button
Confirm the details of the member
5. Click on the Save button

P —— .
- . Wigw Other
Type of Member€ | Parent\Guardian ) for Member: I Search | - BesekiCemmiiess
* Surname, Mame .

DISwWAMNE, Pricilla

e > =

g —_—

Memberships : Edit (5.1.1)

* [lezignation Contact Mo

ParenttGuardian

LEKUTLE, Tefo ParertsGuardiar |5°h°°| Govering Body
MATSHEDISO, Aaran ParenttGuardian Add Mermber I —
MOTSOEMENG. Kata ParenthGuardian |D|SWﬁNE, Fricilla
SMITH, L Parent\Guardian .

TITUS. 55 ParentsGuardian —_— IParentHEuardian

Delete Member I

~ Membership Details

| evel of Education: I_ vl

*“apacity on SGB: |Mem|:|er j
—Memberships of DISWANE . Pricilla Date Elected: Izmz;m;m vl
@+ All T Active  Mon Active

: ‘Member® of "S5GB* from "2012/04/01°, Active

Wiew Memberhzip I | Active: & Yes " No
Add Memberhsip I
' EditMembership:I Save Done

“iew Composition Print Composzition Done I




Maintain Members Module

Delete SGB Member
1. Select the type of Member

2. Click on the name of the person you would like to Delete
3. Click on the Delete Member button

— Members

— e .
" . | Wiew Other
Tvpe of Member ParenttGuardian )l for Member: I Search - BesekiCemmiiess
* Surname, Mame .

FAME, Pricilla

* [lezignation Contact Mo

ParenttGuardian

LEKUTLE. Tefo ParenthGuardian
MATSHEDISO, Aaron ParenttGuardian Add Member I
MOTSOEMEMG, Kato ParenthGuardian

SMITH. L FParentsGuardian Edit Member I
TITUS.554 ParenttGuardian
Delete Member |

— Memberships of DISWAMNE | Pricilla
o« All T Active { Mon Active

: ‘Member® of "S5GB* from "2012/04/01°, Active

View Memberhzip I
Add Memberhsip I

Edit Membership I

“iew Composition Print Composzition Done I



 This

1.2 Maintain Current Functions

* The degree of effective functioning of the SGB is reported in an annual survey,
given in this section.

survey reports on the following:

— Tab 1: If the SGB is duly elected, frequency of meetings, policy document

management.

7

School Governing Body Functions

SGEB Functions Page 1 T S5GE Functions Page 2 T S5GE Functions Page 3

Answer each question by entering the correct number in the block provided

[numbering iz in line with Annoal S chools® Survey)]

Year : |t_2l]13 ]

Print

3_2|The school has a duly elected. properly constituted SGB executive. [1=yes: Z2=nno] | 1

[D=doe=z not exist; 1=does not meet; Z2=once a pear; 3=once a quarter; 4=once a month: S=once a fortnight; B=once a week]

3.3.1|5GB 4
3.3 2| Executive of the SGE 4
3.3.3|5GE sub-committes far finance 3
3.3.4|5GE sub-committee for grounds and buildings 2

3.4 Azzeszs the effectiveness of the SGB | 2

1 =The SGE exists. but does not meet

2 =The SGEBE meetz, but it does not function well and requires training.

3 = The SGE meetz and functions with a =atizfactory level of involvement by rale-plagers.

4 = The SGE functions well. There is a high level of participation. There hawve been significant achiewements by thiz structure,

3.5

Indicate which of the following are donefhave been done by the goverming body. [1=yes; 2=no]

3.5.1

Adopted a constitution for the gowverning body.

3.5.2

Developed a mission statement for the school.

3.53

Adopted a code of conduct for learmers.

3.5.4

Administers and controls the =chool property, including buildings and grounds out of own school funds.

EMTER or arrow
kews ta mowve
between cells on
grids

F2 to clear cells on
grids

Sawve

3.55

b aintainz and controls the school property, including buildings and grounds out of own =chool funds.

3.5.6

Encourages parents, learners, educators and other staff ta render woluntary zervices to the schoal.

357

Allows the use of the school for educational prograrmmes not conducted by the school.

2.5.8

Allows the use of the =chool For community, social and school fund-raizing purposes.

255

JEY QY (U Y Y Y QU Y Y

Determines the extra-mural curriculum of the school.

Done




Maintain Current Functions

— Tab 2: Asset management, Financial management, SMT.

School Governing Body Functions “Year - E‘ﬁ_
SGE Functionsz Page 1 T SGB Functions Page 2 T SGE Functionz Page 3
Pririt
Answer each question by entering the cormrect number in the block provided
3.5 Indicate which of the following are donefhave been done by the governing body. [1 =yes; 2= no]
3.5.10| Purchazes textbooks, educational materialz or equipment for the school out of own school funds. |
3.5.11 |Pays for services to the school out of own school funds. 1
3.5.12| Completed the annual phyzical stocktaking of all the mowvable property of the school for the previous academic vear. 1 EMTER or arraw
36 Indicate the cumrent status of the SGEB with respect to the following areas: [1=yes. Z2=no] l;:fuié‘;r:ngglfs s
361 |The SGB hasz an approved constitukion. 1 grids
36.2 |The SGB haz a proper zchool development plan bazed on a properly conducted school audit. 1
3.6.3 |The SGBE haz confirmed the appointment of a treasurer by means of a written letter of appointment. 1 F2 to clear cellz on
364 |A budget has been drawn up and approved by the SGE. 1 arids
265 |All expenditures that deviate from the approved budget are presented to the SGEB before expenses are incurred. 1
3.6.6 | The governing body presents the budget to parents for approval at a duly constituted meeting. 1
36,7 |School feesz have been determined and approved by a majority of parents at a duly conztituted parents’ meeting. 1
3.6.2 | The finance zub-committee regularly checks the financial statements and the stock registers of the school, 2
3.6.9 |Formal minutes of the SGB meehings are kept and duly approved. 1
3.6.10| The sub-committees provide the SGE with reportz at each SGE meeting. 2
3.6.11 | Edternal arganizations impact negatively on the functioning of the SGE. 2
3.7 |The school has a school management team [SMT] : [1=yes: 2=no] | 1 Z
ave
3.8 Indicate the frequency with which the following school structures meet:
[O=does not exizt; 1=does hot meet; 2=once a term; 3=ohce a month; 4=once a forthight; B=once a week]
3.8.1 |School management beam L
3.8.2 |School development beam 2
3.8.3 |Appraizal team 2
3.8.4 | Sub-committee for the education of learners with special education needs 2 Dlane




Maintain Current Functions

Tab 3: Frequency of SMT meetings, effectiveness of SMT, relationship between
SGB and SMT, representation on SGB.

SGE Functions

School Governing Body Functions

Year: (2013

5GE Functionz Page 1 T S5GE Functions Page 2 T SGEB Functions Page 3
Print
Answer each question by entering the correct number in the block provided
3.9 Aszzess the effectiveness of the SMT
1 =5MT exizts, but does not meet
2 =The SMT meetz, but the structure does not function well and ey little gets done.
3 =The SMT meets and enzurez good management in the school. There iz a zatisfacton level of involvement EMTER ar arrow
of role players. kevs to move
4 = The SMT functions well. There iz a high level of participation. There have been significant achievements between cells on
by this structure e
3.10|Assess the relationship between the SGB and the SMT [1=yes. 2=no] F2 ta clear cell: an
310.1|The SGE does not underztand the rale that it should play. grids
3.10.2| There iz general confusgion about the roles of the governance and management structures in the school and
thiz confusion has led ko tenzsion and conflict.
3.10.3[ There iz slight confusion about the roles of the governance and management structures in the zchoaol that -:an|
rechfied by training.
3.10.4[The SGE haz a sound understanding of itz role in policy development and of the SMT's role in the intermal |
management of the school.
311 “Which of the following groups are reprezented on the governing body? [1=yes; 2=na]
3.11.1 | Poncipal
3.11.2|Educatars s
3.11.3|Public Servantz
3.11.4|Parents
3.11.5|Leamers
311 6|Donars
3.11.7 | Other
Done




1.3 Maintain Governance Records

* Maintain Policies sets up all the policies required by the school for school
administration and management. Policies prescribed by legislation are pre-
populated.

e School can enter new policies when required.
e Policy descriptions can be edited or updated.

= = r
School Governing Body - Governance Records (5.1.3) - . Maintain Policies (5.1.3) - iii—
| N
] ] Policies are shared between:
School Goveming Body : Progress of Governance Record Development and Adoption o - School Governing Body
Fed = Recaord from other Boards/Committess. Maintain Palicies | '\\. - S5afe School Committee
N
Polic Type | Onginated Presented To Parents Approved Yes\Mo F s
Puolicies
Constitution of 558 SGE 2013/0946 097 e Add Mew
Add Recard Adrnizzion: Policy
Code of Conduct E it
. Conztitution of SGE |
VYiew Record EMIS Policy
ik

Edit Record Language Palicy

izgionvizion
Delete Record Feligious Policy

.

Paolicy zelected

Save |
Dane |

Prirkout

i;




3. Misconduct/Discipline

5.5.1. Leamner Mizconduct RBegister

Click on the relevant month and year from the drop-down

options.

Click on Print to print a list with the following:

— Date, level of misconduct, learner names, gender, age group

and actions.

Click on Done to exit the screen.

Register of Misconduct

Select Year |f

Select Manth ﬂ
Print | Daone
MONTHLY RECISTER OF LEARNER MISCONDUCT
2013: January
Msconect " Loaroee Neur SO Apay | Twnd | DioRmommmide Die Eigedes
Y g L i ¥
Date Code leve! Seerame & Ininals Adrmumt(mt«l M | F Ap "I0| Ap 101 | Awie : ) i ,
\ l
: | T |
1 - . A
To! | 164 1 9 1 142 | 10




I\/Ilsconduct/D|SC|pI|ne

5.5.2. Summary of Learner Misconduct

e Click on the relevant year from the drop-down list.

* Click on the Print button to print a summary list with the following :
— level of misconduct, gender, age group and actions.

* Click on Done to exit the screen

i N
Summary of Learner Misconduct

Select Year [§

Pririt Done

SUMMARY RECORD OF LEARNER MISCONDUCT: 2012
January

Level of Frequency Age Groups Actions

Misconduct M | F | Total |7-10Years |10-15Years| 16+Years | NoofReferralstoOutside Agencies | Noof Suspensions No Recommended to HOD for Expulsion No of actual Expulsions
Level 1 4] 1 15 2 13

Level 2 5 ) 5

Level3 ! 1

L& L




I\/Ilsconduct/D|SC|pI|ne

5.5 4. Maintain Haraszment Incidents

Click on Add Incident button

— Complete the fields using drop-down fields
where applicable.

— Select the persons concerned with this
harassment from the drop-down options

— Select the date
— Select the Grade of the complainant

that will prepopulate a list of
learners in grade.

— Select the Grade of the perpetrator
that will prepopulate a list of
learners in grade.

— Add comments that will be printed
on the printout.

— Select if actions were taken.

— Click on Save and then click on
Done to exit screen.

-

Details of Sexual Harassment Incident

Details
Type of Sexual Harazement | j
Date of Incident | 2m3/0218 = | |2013/02/18
(rade of Complainant -
Complainant |ﬁDLI-F‘.&HKEI,.&dwna -ADUom j
Grade of Alleged Perpetrator -
Alleged Perpetratar |E‘,&F‘ﬂ, Sinawa - CAPOOT j
Comments
Obzcene remarks and touching in the paszage
Select all the relevant options:
[ Case reported bo PDE ¥ Caze pending dizciplinary hearing
[ Case reported bo SACE [ Case suspended
[ Caze withdrawn
Save Done




4. Finance(Fee Exemption Statistics)

This section assists with the reporting of learners that are exempted from
school fees.

* Click on Fee Exemption Statistics button.
* C(Click on the year available from the drop-down options.

* Click on the Print button to print a list with the following: o Learner

names, Class, Application received, Successful application, Exemption
amount, Application denied.

 C(Click on Done to exit the screen.

Summary of Fee Exempticns

Select Year [ -

Prirt | Done |

KigH ﬂ‘

—

3

—

-
rs M




E. Export Data

This module can be divided into 2 sections according to the allocated

functions:

— Export data for surveys.

— Export data for exam registration.

SA-SAMS : School Administration and Management System

1. General School Information

MAIN MENU

11. Financial Assistant

2. Human Resource Information

12. Curriculum Related Data

3. Leamner and Parent Information

13. Timetabling Assistant

4. Leamer Listing

14. Physical Resources

We will only focus on
exporting for exam
registration in this
module.

\

5. Govemance Information

15. Library Module

b. Standard Letters and Forms

16. Security and Database Functions

7. Export Data

8. Annual National Assessment

17. Lurits Approval Module

User Preferences

f.7. Export N5C Exam Reqgiztration Data




Export Data

Click on Export NSC Exam Registration Data button.

n Instructions

Creating your NSC Exam Registration file

1. Check that your data on each learner is correct.

registration data.

6. You will find the file in the following location:

C:-AExportDataA\NSCReg2009%\

7. Your file name will be:

The Export NSC Exam Registration 2009 export file can be located at

NSCExamReg2009-EmisNo-700240580Grade xml

2. If your data is not correct, then you must go to the learner data section in SA-SAMS to correct your data.

3. Once you are satsified that your data is correct. then you can create your export file and/or print your

4. Y'ou must keep a hard copy printout of your registration data at your school for audit purposes.

5. Copy your export file onto a CD and deliver to the District or Provincial ERMIS office or email the file to them.

E =it

Click on the Continue button to proceed
with the export.

Select a Grade and click on View Export
Data button to populate the screen.
Check to see that all the data is correct.
Click on the Data Verified check box.

Export NSC Examination Registrai

Yiew NSC Examination Registration Details:

Grade: |Grade 1

Learner NSC Examination Registration Detail

Examination Centre Mo: Export to Excel Print

Full Name

APHANE Lerato

BALOYI Collen

BALDYI Joey

1950-0818

Ermail 4ddress Format
Cerlificate Language
Na

Endarsement Type

1992-07-28

Email &ddress Format
Certificate Language
Ne

Endorzement Type

1993-0205

Ermail Address Format
Certificate Language
No

Endarsement Type

Pastal Addiess

Countiy Written

Subjects

Female RS54 RS4 1d Registration |0
African/Black SePed Full time HSC

None Cell Format Yes RS54

SEPHOME 2120351013 193210013 | 162351043 | 16351073 | 16347013 | 13311092

tale RSA RS4Id Registration |0
African/Black ¥iTsonga Full time M5C
Nane Cell Format G RSA

193510731 19351103 [ 19331043 | 16351043 | 16341013 | SEPHOME 213311092

Female RSA RSA Id Registration I
African/Black XiTsonga Full time: M5C
Nane Cell Format e RSA

16347013 (12351013 1123510731 12351043 19321013 | SEPHOME 2113311092

1993-11-19 Female Imrigration Status | Registration [D Type | Registration |0

Ermail 4ddress Format Aftican/Black HAiTsonga Registration Type | Exam Name 1=
| [
. NSC Evamination Registration Export Required data, [V Data Verified Create <ML Export File Done




F. Curriculum Related Data

e The Curriculum Related Data is divided into 4 sections as shown below.

SA-SAMS : School Administration and Management System
12. CURRICULUM MODULE MENU

12.1. Setup Subjectz and Subject Choices ]

123 Maintain School Bazed Azzseszment |

12. 7. Maintain/Print Learner Progress Reports

12.9. Curriculum Related Schedules and Printouts

<< MAIN MENU




Curriculum Related Data

12.1. Setup Subjects and Subject Choices

* The Setup Subject and Subject Choices menu is used to set up the
curriculum framework of the school. It allows the user to manage the

subjects offered by the school, assigns subjects to the learners and
creates subject groups per educator.

SA-SAMS : School Administration and Management System
12.1. SETUP SUBJECTS AND SUBJECT CHOICES

12.1.11. Maintain School Subjects
12.1.12. Maintain Topics/Skills per Subject
12.1.13. Maintain Learner Report Languages
12.1.14. Maintain SubjectfLeaming Area Sets
12.1.15. Asszign Subjects to Individual Learners
12.1.16. Create Educator Subject Groups
12.1.17. Print Educator Mark Assessment Sheets

12.1.18. View/Print Leamner Subject Allocation

12.1.10. Fix Subjects for Promoted Learners £< Curmriculum Module Menu




Curriculum Related Data

The functionalities for the menus are summarised in the table below:

Maintain Subjects (12.1.11) ¢ To select the subjects per grade as
offered by the school.

Maintain Topics (12.1.12) ¢ Topics are pre-populated for all CAPS
subjects

Maintain Learner Report Language s¢Language of the learner report to the

(12.1.13) parent is selected individually.

Create Subject Sets (12.1.14) s*Subject sets are created per Grade for
bulk assignment to the learners.

Assign Subject to Individual Learners **Subjects can be assigned to individual

(12.1.15) learners or per class. Subjects can also be

assigned per group or per single subject.

Create Subject Groups (12.1.16) s*Learners from a register class can be
split into different subject classes /groups.

Print subject mark sheets for assessment  <*Mark sheets generated per subject
(12.1.17) group
s*Mark sheets generated per educator.



Curriculum Related Data

12.3. Maintain School Based Assezsment

* The Maintain School Based Assessment menu allows you to validate/ set
up the formal tasks and capture learner marks per subject.

SA-SAMS : School Administration and Management System
12.3. MAINTAIN SCHOOL BASED ASSESSMENT

12.3.11. School Bazsed Progr of A it

12.3.12. Maintain Learner SBA Results

12.3.14. Yiew Hational Rating Codes

12.3.15. View Programme of Assessment Tasks

12.3.16. Calendar View of Assessment Tasks

12.3.18. Print Learner Portfolio SBA Results

12.2.19. Update Previous Year POA

<« Curriculum Module Menu




Curriculum Related Data

Steps on how to edit a task, link topics and validate the task

1. Select a Grade and a Subject.
2. Click on the Task Description to highlight the official task and click on the
Edit Task button.

wchool Based Assess

Grade: |Grade 5 | Subject |Mathematics [Gr 5] j [ MaxView
Add New Tasks |
T Tazk Dezcription [Englizh] Common Activity| Topic Flanned Raw TE-”T' Iirrlcéqu.: SE!'&'
sim [vellowe = Formal Taszk] -II——ESU Count | Count D ate Sk W%.Ight “rear W‘E'ght Edit Task |
aszk Tatal = s
bl ark,
Term1 |1 (Assignment} - Formal Mo 0 2014/01415| S0 | 50.00 | Yes | 12.50 Delete Task |
Term1 |2 (Standardised test) - Formal Mo 0 20140117 | 50 50.00 res 12.50
Term 1 Totals:| 100 | 100,00 wieights / Walidation |
Term2 |2 (Standardized test) - Formal Mo 0 201404007 | 50 S0.00 es 12.50
Term2 |4 (Mid-yvear examination) - Formal Mo 0 -201-‘-.-'0-‘-.-'05 50 50.00 res 12 50
Term 2 Totals:| 100 | 100,00
Term3 |5 (Project) - Formal No 0 201407421 50 50.00 ¥es. 12.50
Term2 |5 (Standardised test) - Formal Mo 0 20140723 50 50.00 Y es 12.50
Term 3 Totals:| 100 | 100,00 Calendar Vi |
Termd |7 (Assignment) - Formal Mo 0 2014110413 50 0.00 es 12.50
Termd |& (Investigation) - Formal Mo 0 201410815 50 0.00 res 12.50
Term4 |9 (End-of-year examination) - Formal Mo 0 20140818 75 25.00 Mo Comrion Tests/T asks
S5BA Year Mark - Convert Marks to Specifed Marks: from 400 to 75 Th 75.00 100.00
Term 4 Totals:| 250 (100,00 _ _ B i




Curriculum Related Data

3. The following screen will display:

[English Home Language [Gr 1] | Grade 1
D escription |1 ernacul lar |1
Afrikaans: [1
Tupe: [rsa, ~ Common Test/Task (For Common T asks
[ E=ams & Quarterly Tests, select to print a
distribution report per lewvel ]
Official Task - only these fields may be changed - rou may also maintain Topics/Skills and Activities._
Task Type: |N,’,¢3\ - Taszsk Date Common Test Task: [T Task Raw Total 10
Topics/Skills
= L = Fimed: Cannot change during “weights Calculations.

O = Motk Fized
Raws Tatal: 10

Fixed Raw Total [ o0

Fixed T erm “wWeight = [u]
Include in SBA Year Mark 7 [
Fised SBA Year “WwWeight 22 [u]

Activities for Task :

Activity Crellow = O fficial) Date Mark Veight %% The “weightings for all activities must add up o 100,
Listening / Role-play - O fficial 2013/03/15 ¥ 33.33 To rmaintain the Dates bd arks ol eigths:
Oral - Official 2013/03/15 7 23.33 - Click "M aintain T ask Activities'
r— — T = == =2 - Click "M aintain D akes b arks s eights
Writing - Official 2012/03/15 ! =22 - Capture the D ates/Mark s/ siths
TOTAL 21 100.00 OF Click uto Caloulate WWeight'

- Double Click. on D ate Cell to use Calendar
- Click "Sawve'

M aintain T ask Activities | Save | Done |

| /)
3.1 Choose the Task Type, choose the Task Date, tick if it is a Common Test and

change the Task Raw Total(optional).

3.2 Tick the Topics/Skills that are required for the specific task. It is compulsory to
link each task to related Topics. This will assist the Educator in reporting and will
be available for next year (Do it once off).

3.3 Click on the Save button.

4. Some of the official tasks have activities that are already implemented for you.
Therefore you can add to existing activities or change the existing Date, Mark and
Weight.
4.1 Click on the Maintain Task Activities button. You can Add, Edit and Delete
activities. NB: You cannot delete an official activity.




Curriculum Related Data

4.2 Remember :that the weightings for all activities must add up to 100. If you are not sure
of how to calculate the weight click on the Auto Calculate Weight button it will
automatically calculate the total weight of all activities to 100.

Activities for Task :
Activity (rellow = Official) Date Mark Weight % The Weightings for all activities must add up to 100,
Listening / Role-play - Official 201303/15 L] 26.09 Tao maintain the D stes/M arks W eigths:
Oral - Official 20130315 10 43.48 - Click. 'Maintain Task Activities'
s — - Click, "M aintain D ates/Marks W eights'
Writing - Official 201300315 T 30.43 .
oLl o - Capture the D atez/Markz Weigths
TOTAL 23 100.00 OR Click #.uta Calculate Weight'
- Double Click on Date Cell to uge Calendar
- Click 'Save'
| | ‘ | Auto Calculate Weight | Save | Done ‘

23 Clickon the Save button. [P

4.4 C||Ck on the Done button. Grade: |Grade] | Subject: |EnglishHumeLanguage[Gr1] j [ Mas Yiew
5. The colour of Topic Count column —
) Inchade el Ve
have Changed to Whlte for the Tem Task Description [English) Egn;g:{c;n Acthty| Topic | Planned TH::E V\Tizim;t in SBA v\?eaiﬁht
. . [Yellow = Official Task) Task Count | Count | Date Total o/og YVear 0/°g Edit Task
edited task. NB: The Topic colour Mat |
. Term [1 - Officil | No [ 3 [ 10 [ootwoans] 10 [100.00] ves [ 2500 Delte Task
will change after each task has Term 1 Totas:| 10 10000
. Term2 |2 - Official No 0 201305/22) 10 [ 50.00 | Yes | 1250 Wieights / Validation
been edited. You need to at least Tem2 [3- Offical No | 0 .2013;05;22 10 [ 5000 | Yes [ 1250
g B~ A Term 2 Totals:| 20 (100.00
Ilnk one toplc In eaCh taSk for the Term3 |4 - Dfficial No 0 230822 | 10 [ 5000 | Yes | 1250
whole year to validate your tasks. Term3 |5 - Official No | 0 2013/08/23] 10 | 50.00 | Yes | 1250
Term 3 Totals:| 20 (100.00
Termé |6 - Dfficial No 0 2322 10 | 000 | Yes | 1250 Calendar Yiew
Termé |7 - Dfficial No 0 2322 10 | 000 | Yes | 1250
SBA Year Mark - Convert Marks using Weight: 100% 0 |100.00 100.00
Term 4 Totals:| 20 |100.00  Lommon Quaterh




Curriculum Related Data

How to validate your tasks?

6.1 Click on the Weights/Validation button to validate your tasks. \wieights /\aldation
6.2 Click on the Save/Validate button.

School Based Assessment for 2013
Grade: |[Grade 1 Subiject: |English Home Larnguage [Gr 1]
Include
N Common Raws | Term (=1
Term Task"Desfrgflfl_nrj [IETngIEh] Tonte A'.:cllvlty Enplc F'Isnned T ek | wiaimht |r\|(SEI wreight
[vellow = Official Task] Tl ount | Count ate Tatal e eal e
tark

Term1 |1 - Official [ me [ = 15| 10 [1o000| wes 25.00
:[ 10 [100.00

Termz [2 - Official [ moe [ @ 10 | so.00 e 12.50

Termz |2 - Official | nme [ @ 10 | so.00 e 12.50
20 | 100.00

Termz [4 - Official [ me [ o 10 | s0.00 e 12.50

Termz |5 - Official | me | o 10 | s0.00 e 12.50
Term 3 Totals:| 20 |100.00

Term4 |6 - Official [ Ne [ @ 31122 10 0.00 e 12.50

Term4 |7 - Official | ne | @ 201 22| 10 0.00 e 12.50

SBA Year Mark - Convert Marks using Weight: 100% 0 [100.00 100.00
Term 4 Totals:| 20 | 100.00

At Calculate
Sawve S Walidate
Subject has not been Yalidated. #
- .y
User Message l—Ji:;'-
—

6.3 If the following error
occurs it means you have not
linked at least one topics in
each task for the whole year
to validate your tasks.

6.3.1 Click the OK button.

Topic/Skill.

# & Weights changes (if any) have been saved.

Subject cannot be validated as each Tasks must hawe at least one linked

Edit the Task, link the Topics/Skills, return and Validate the Subject.

6.3.2 Click the Done button.



Curriculum Related Data

6.4 To link topics for all tasks for the year refer to number 2, 3.2 and 3.3.
Repeat for every task until term 4. The colour of the topic count column
should displays as white with all the tasks for the year.

School Based Assessmen t for 2013 (12.3.1

[ Grade: |Grade 1 - Subject: |Engl|sh Home Language [Gr 1] -~ [ Max Wiew
Add N Task
erm Irncéude SBa S asRe

Tt Taszk De:cnption [Englizh] Cu:_vrn;g’:?n Activity| Topic Planned -'If‘:;"\i \J\Ieight in SBA wWeight -
[rellowe = Official Taszk) Task Count | Count Drate Total = rear [ Edit T azk
kA ark.
Term1 |1 - Official [ no | = [ 10 [Zo12/03/15] 10 [100.00] wves | 25.00 Delets Task |
Term 1 Totals:| 10 |100.00
Term2 [2 - Official | me [ o ] [z01zv0s:22] 10 | so.00 v 12.50 wweights / Walidation
Term2 |3 - Official | ne | o ] |zo13v0s22] 10 [ so.00 ¥ 12 .50
Term 2 Totals:| 20 |100.00
Term3 [4 - Official | me | o ] |zo1zv0a22]| 10 | so.00 v 12.50
Term3 |5 - Official | me | o ] |zo1zv0823]| 10 | so.00 v 12.50
Term 3 Totals:| 20 |[100.00
Term4 [6 - Official [ no | o ] [zo1zr11zz2| 10 | o.00 H 12.50 Calendar Wiews
Term4 |7 - Official | ne | o ] |z01211/22] 10 | o.00 v 12.50
SBA Year Mark - Convert Marks using Weight: 100% 0 100.00 100.00
T m 4 Totals:| 20 10:0.00

Print T azk Grid
E=port to Excel

Capture MMarks

Subject has not been Yalidated. #

6.5 Now let us validate: Refer to 6.1
6.5.1 Refer to 6.2 and click on the Yes button.

6.6 The message "Subjects has not been validated" does not display and the
colour of the Weights and Validation button is not yellow anymore.



Curriculum Related Data

How to capture marks?(Capture marks with Security function “OFF”)

7.1 Click on the Capture Marks button to capture the marks for the specific
subject.

7.1.1 If you did not validate the tasks the following message will display(Refer to number 6.1):
User Message l_..‘i:;._]

Subject has not been Validated.

Please Contact Your Administrator.

7.2 The Grade and SUbject iS Grade: [Grad=1 _~| Subject: |English Home Langusas (Gr 1) ~| sorting:

Class: [14 ~| Term: [Tem1:13/01/09 13/03/20 ~| |#Phabetical = = e
a I rea dy d efa u It d e pe n d I ng Enter -1 to indicate absence Subject Total: Murber of Leamels:
. TASK 1 =
on the grade and subject you Tasis
. Activities |Oral Listening / RqWriting
last opened and validated. Wil 13| a0 | ana |0
Total Mark 10 3] b 10
Include in SBA Year Mark res \;g;ﬁttd Term Symbul
Choose the Class, the Term Torm
/Date | 2013/03/15| 201303415 | 201 3/03415| 201303415 -
. Ho | Acc No |Learner Gender T1:A1 T1:A2 T1:A3 T1 100
and C||Ck on the GO button 1 10160 |DINGALO, Khanya (Khanya) Female 10 4 6 B 56.96 86.96 7
2 12126 LAME, Tebogo (Tebza) Male 7 6 7 9 86.96 86.96 7
. 3 12124 [LEEUW, Tshiamelo (Tshia) Female B 5 4 8 78.26 78.26 3
to dlsplay your Iea r‘ners 4 10188 LEPOTA, Bokamoso (Bokamoso) Female 0 1] 0 1] 0.00 0.00 1
5 12123 [LESHORO, Lehloo (Lhowi) Male 0 o 0 [ 0.00 0.00 1
E 12135 |MACALA, Sithembile Femals i o i o 0.00 0.00 1
according to their taSkS and 7 12136 |MAFALE, Lesedi (Jabu) Male i 0 i [ 0.00 0.00 1
E] 11055 |MAGAGULA, Oreratile (Rati} Female [} 0 i 0 0.00 0.00 1
E] 12102 |MAKHONGOANA, Karabello (Pontso) [Male 0 o 0 o 0.00 0.00 1
A Ac ARCLAE 10 [1z120 MALOKA, Bophelo (Phelo} Female 0 0 1 0 0.00 0.00 1
|tS aCtIVItI es . 11__[10184  |MASIU, Sabata (Sabata) Male 0 o 0 [ 0.00 0.00 1
12 [11028  |[WMATI, Charmaine Femals i o i o 0.00 0.00 1
12 [10217 _ |MOJAPELO, Kgobudi (Kgobudi) Male 0 0 0 0 0.00 0.00 1 -~
wieighting Info Symbols Export to Excel Print grid for mark entiy Print with marks Save Done

7.3 Click on the Save button.
7.4 Click on the Done button(x2).
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Capture Marks with Security Function “ON”

 The “Marks Security” is an added functionality designed to
protect the capturing of marks. The captured marks will
be verified (moderated) where after the marks will be
locked to eliminate accidental or unauthorised changes.

* The Security function involves :
a)Status of tasks available for capturing (open or closed).

b)Access to capturing marks limited to class level or subject group.
(Access to capturing, moderating and final verification is set-up
in Module 16. The system administrator assigns the capturing
and moderating rights in 16.13.).

e Status of the task determines if the mark schedule is ‘open’
to capture marks or ‘closed’ to ensure that marks cannot
be changed. Complete the validation of the tasks.
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* Click on Change Task Status and click on Yes in the pop-up screen.

School Based Assessmen

Fax Wiewvs

Grade: [Grade 5 Subiject: |tiathematics [Gr 5)

R T Include Add News Tasks

T ask Description [English] Activity| Topic Planned | 24 W;’;,‘," in SB&

(rellows = Official Task) Count | Count Date Tocal = Year — Edit Task
= rark -

——

Delete Task

S0.00 Yes
SO.00 Yes
100.00 wieights £ Walidation
S0.00 Yes =
So.co0 Yes 12 5 Change Task Status |
100.00 >
S0.00 Yes 12 tark Capturing Status j

So.00 ~es 5
20000 Calendar Wiews
c.0c0 Yes

c.00 Yes

Common Quarterly

25.00
= Tests/Tasks Gr 1 to 9

Term 4 Totals: 100.00

(Assignment) — O fricial [5) 1 | =R
(Standardised test) - O fficial o 1 [=c1
Term 1

(Standardised test) - Official 1 [z01
(Mid—year examination) — Official No 1 |=c1
Term 2

(Project) — Official No 1 [zo1
(Standardised test) — Official No 1 |=c1
Term 3
1 201
No 1 201

(Assignment) - O fficial No

010000 =00 || o | {00 | o [0 |0

(Inwvestigation) - O fficial
(End-of-year examination) - O fficial No 1 201
SBA Year Mark - Convert Marks using Weight: 755

(

Print T ask Grid

Export to Excel

Capture Marks

 Marks can now be captured on the “opened” task.
 The status can be closed after all marks have been verified to eliminate

accidental or unauthorised
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Click on “12.3.12 Maintain Learner SBA Results” or Capture marks on screen
12.3.11 that opens a screen with options to capture or verify.

12.312.11. 5BA Results - Capture

12.31212. SBA Results - HOD Yerification

12.3.12.13. 5BA Results - Pnncipal Yenhcation

Click on 12.3.12.11 to access the capturing screen.

Select the grade. subiject. class or subject group. and theterm.

CIiCk on GO SBA Results - Capture (12,

[Marks Security: On. Grades/Subjects/Classes selection restricted as per your administrator. |

Grade: [Grade5 v | Subject: |Life Skills (Gr 5) ~| Sorting: 6o
Class: |55 _~ | OR Subject Group: | | |Alphabetical v e

Term: |Tem1:13/01/16-13/03/28 ~|

Enter -1 to indicate absence Subject Total: | 100 | Number of Leamers: w
TASK Creatiy TASK Physiq TASK Persol
TASKS
HOD Verified Task Status Open Open Open Open Open HOD VYerif
Principal Ver. Activities Freguency o|Movement pg Principal V¥
Weighting 40 B6.67 33.33 30 30
Total Mark 40 20 10 30 30
Include in SBA Year Mark Yes Yes Yes JgTﬁL Term
ghted o S
Term Terml Term1 Term1 Mark %
/Date | 2013/03/15| 2013/03/15) 2013/03/15| 2013/03/15| 2013/03/15
No | Acc No |Learner Gender T1 T2:A1 T2:A2 T2 13 100
1 1255A38{AGYA, Norman Male 21 16 9 25 12 58.00 58.00
2 1295D384 DE KOK, Anre Female 23 17 8 25 15 63.00 63.00
3 1283M38{MARTIN, Dumini Male 32 18 7 25 18 75.00 75.00
4 1745M38]MOLOI, Qwetelo Male 28 18 6 24 19 71.00 71.00
Average% 65 83 53 67.00
Total 104 99 64
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1. Verification of marks with security on (HOD verified). Click on 12.3.12.12 to access
the capturing screen.

* Select the grade, subject, class or subject group and term

e Click on GO.
e Click on Verify to confirm that all marks are captured correctly. The mark columns

~ turn orange for HOD verification.

[ Marks Security: On. Grades/Subjects/Classes selection restricted as per your administrator_ |
Grade: |Grade5 ~ | Subiject: |Mathematics [Gr 5) ~| Seorting: Go |
Class: |55 _~ | OR Subject Group: [ :} |Alphabetical > | [ Mk iew
Term: [Terml : 13/01/16 - 13/03/28 _~ |
Enter -1 to indicate absence Subject Total: 1 U)?i] MNumber of Learners: ‘ 77771‘
TASK 2 TASK 1 i ]
TASKS
HOD Verified | Task Status Closed Open HOD Yerified
Principal Ver.l Activities Principal “Yerified
Weighting 50 50
Total Mark 50 50
1 lude in SBA Y n K Sn NH LTOTAL T
nclude in ear Mar es es wieighted gm Symbol
Term Terml Terml rark =
Date | 2013/03/15| 2013703715
No Acc No |Learner Gender T T2 100
1 S{AGY A, Norman Male 23 12 35.00 35.00 2
2 S84 DE KOK, Anre Female 23 13 36.00 36.00 2
3 1283M3IS8{MARTIN, Dumini Male 23 14 37.00 37.00 2
4 174SM329]MOLOI, Qwetelo Male 32 1S 47.00 47.00 3
AverageXx 51 27 39.00
T otal 101 54
wieighting Info | Symbols | E=port to Excel [ Print arid for mark entry Print with marks Remowve HOD Yerify Done
| Yerification

* Click on Done to exit screen
e Enter 12.7.16.3 to verify marks for learner report.
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 Marks can be corrected after verification as follows:
— Click on Remove HOD Verification (or Principal verification).
— Correct marks and repeat verification process.

2.Verification of marks with security on (Principal verified). Click on
12.3.12.13 to access the capturing screen.

* Select the grade, subject, class or subject group and term.
* Click on GO.

* Click on Verify to confirm that all marks are captured correctly.
The mark columns turn green for Principal verification.

* Click on Done to exit screen
* Next step: Enter 12.7.16.3 to enter remarks for learner report.
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How to Transfer SBA marks to Learner Reports and Schedules?

12.7.16.3 Maintain

12.Curriculum  |jump| 12.7 Maintain/Print 12.7.16 Maintain Results per Subject
Related Data Learner Progress Learner Report
Reports Cycle Result

8.1 Choose the Grade, Subject, Class, Cycle and click the Go button.

Marks Security: OFf.

Grade: | Subject: |English Horme Language (Gr 1) j Go
Class: |14 _~| Cycle: [TERM1: 2013/01/09 - 2013/03/20 | ™ Max Wiew
Mumber of Learners: 32
All marks for learners must be captured to capturefsave comments. Sorting: W
-1 = Absent. -2 = No Marks.
Repoit <> Calculation | New for Report | Captured | [ Show Tasks
Acc Nao Learner Gender C;JC LE:JZI % |Level|Lang Select Comment =
1 (10160 |DINGALD, Khanya [Kharwa) Female | 87 7 a7 7 E -
2 12126 |LANE. Tebogo [Tebza)  ale ar | 7 |8 7 E -
3 12124 |LEEUMW. Tshiamelo [Tshia) Female | 78| B | 78| & E -
4 (10188 |LEPOTA. Bokamoso [Bokamoso] Female | O 1 0 1 E -
5 12123 |LESHORDO. Lehloo [Lhowi) tdale 1] 1 0 1 E -
6 12135 |MACALA. Sithembile Female | 0 1 a 1 E -
7 12136 |MAFALE. Lesedi [Jabu) W ale a 1 a 1 E -
g 11055 |MAGAGULA, Oreratile [Rati) Female | 0 1 1 1 E -
9 12102 |MAKHOMGDAMA, Karabello [Pontsa) |Male a 1 a 1 E -
10 12120 |[MaLOKA, Bophelo [Phela) Female | 0 1 u] 1 E -~
11 10164 |MASIU. Sabata [Sabata) i ale i} 1 a 1 E ~| —
12 (11038 |MATI. Charmaine Female | O 1 0 1 E -
13 10217 |MOJAPELOD, Kgobudi (Kgobudi)  ale a 1 a 1 E -
14 11286 |MOKOEMA, Boitumelo [Tumi) tale a 1 a 1 E -
15 |11092  |MOLETE. Busisivwe Female | 0 1 0 1 E -
16 [12145 [MOMTSITSI. Clyton [Lebo) tdale 1] 1 0 1 E -
17 (11057 [MOTSOMI. Luckyboy Male a 1 a 1 E -
12 [12146  [MPHANYA, Kultloana W ale a 1 a 1 E -
13 (11121 [MPHOHLE, Lerato Female | 0 1 1 1 E -
20112747 IMPOTA Kearahetzims Fearmals n 1 n 1 F - -
<] | [

Lewels Export ta Excel | Print Grid Save Done |
8.2 Click on the Save button. NB: repeat

for every subject
8.3 Click on the Done button.




Curriculum Related Data

How to print the Learner Report?

12.Curriculum
Related Data

j—

Learner Progress
Reports

12.7 Maintain/Print

12.7.19 Print
Learner Progress
Reports

9.1 Select Grade, Class, Year, Cycle and click on the Go button.

Select Print Options

Erade:lﬁrade 1 j Class: | 14

Learners
[Click on the box to select a leamer)

Select Language To Print

Class

LEELI!, Tshiamela
LEPOTA, Bokamosa
LESHORDC, Lehloo
MACALA, Sithembile
MAFALE. Lesedi
MAGAGULA, Oreratile
MAKHOMG0AMA, K arabelo
MALOKA, Bophelo
MasIl, Sabata
MATI, Charmaine
MOJAPELD, Kgobudi
MOKOEMA, Boiturnelo
MOLETE. Busisive
MOMTSITSI, Clyton
MOTSOMI, Luckybaoy
MPHAMYS, Kulloano
MPHOHLE, Lerata
MPOTA, Kearabetzwe
MTHIYA, Bokang

MEATLO, Bohlakwa
MK IMRAAAR A Dliiabha

mTmMmMmMmmMmMmMmMmMmMMMMmMmMmMMmMmMMMmMmMM

Marne | Langu... |
DINGALD, Eharya E
LAME, Tebogo

Filter Dptions
* Whole Class

ﬂ Yeal:|2013 ﬂ Cycle: |TEHM1 . Foundation

Selecied Eo

~ " Afrikaans * English | 32

[number of learners for the
zpecific language indicated)

" Selected Learner/s

Select Progress Report Format

Progress Fieport: j
[ Include Lear{ 01. Senior Phaze Format - Single Term -
02, Intermediate Phaze Format - Single term
LetterHead -| 03, Foundation Phase Format with Outcornes - All Termns
p 04, Progresz Format with Outcomes - All Terms
W] Uk Fifitz 08, Progrezs Farmat with Averages - All Terms - Landzcape

[w Usze Systen

6.
08,

Progrezz Format without Averages - All Terms

GET F'loéﬁss Format without .&vérages - &l Terms - Landscape

Default Printed LetterHe=ad

FPage targin Right [mm):

Blank Report Covers per Phase

¢ Foundation Phase

Cover Language: ~ Afikaans  English

- Review Learner dwerage |

" Intermediate Phase ¢ Senior Phase  FET Phase

Print Blank Beport Cowver |

Print Progrezs Feport | Done

9.2 Either select the Whole Class or the Selected Learner option.
9.3 Select the Report Format and click on the Print Progress Report

button.
9.4 Print Learner Reports.

Print Reports

T

ﬂﬂ‘

[

&

Preview |

th & [1002 -]

] 1 ofl+ >

(]



Curriculum Related Data

How to print Marks Schedules?

12.9.15
12.Curriculum | 12.9 Curriculum 12.9.12 Internal Departmental Mark
Related Data Related Schedules Cycle Mark OR Schedule per Grade

and Printouts Schedule per Grade

10.1 Select Grade, Class, Cycle and click on the Go button.
Grade: |Grade‘| j Class: |1A LI G0 | Export to Excel

Cycle: [TERM1 ~| T Maxview Print Grid | Dane |
Sorting: | Alphabetical -
[Absent (-1] | ™ Report Spiit Show: {7 Lewvels = ]
VOORWAARTS GET SCHOOL
Internal School Mark Schedule
For: Grade 1, Class:1A, Cycle: TERM1 2013
oo =]
2 & =
s
g |2y s |27
-g i 'E Learner Hame 'E 83 H n a5 Report General Comment
8= 3| E z
= Hea o
rg Hi [ =
S EE 3
=
1 [10160[DINGALD, Khanya F 20 a7 MR <
2 |12126(LANE, Tebogo [l a a7
3 [12124[LEEUW, Tshiamelo F [ 75 Grade [Grade1 w] Class: [1a = o Expot to Excel
4 [10188|LEPOTA, Bokamosao F a a a
5 [12123|LESHOR 0. Lehloo v 3 3 3 Cycle: [TERM1 =] T Masview Pirt Giid | Done |
5 |[12135|MACALA, Sithembile F a a a
7 |12136| MAFALE, Lesedi l o] o] o] Sorting: |Alphabetical v
8 |11055(MaGAGULA,. Oreratile F a a a oh -~ &
3 [12102|MAKHONGOANA, Karabelln M o o o o e lewels 1O (s
10 [12120) MALOKA, Bophelo F Ju] o] o] VOORWAARTS GET SCHOOL =
11 [10164|MaSIL. Sabatfa H o o o Internal School Mark Schedule
12 [11038|MATI. Charmaine F o o o For: Grade 1, Class:1A, Cycle: TERM1 2013
'g ‘é‘ 2 + = B el
10.2 The schedul be set to sh |3 |38
. e scheduie can pe set to snow AR §l58s
E o 'E Learner Hame g8 Report General Comment
s |B= & - g g
Levels or Marks : E o
I~ E E fir} o B T
Ewls E|®E[= 2
10.3 The schedule can also be set to T T OINGALD Ko : TR
2 [12126[LAME. Tebogo I 0
show the individual marks for the subject || =zl F 0
4 |10188|LEPOTA, Bokamoso F 1] 1]
. 5 [12123[LESHORD, Lehloo I 0 0
split on the report. ¢ T2 AEA, e AR
7 [12136|MAFALE, Lesed ] 1] 1]
8 [11055|MAGAGULA, Oreratile F 1] 1]
9 [12102|MAKHONGOANA, Karabello [ o o
10 [12120|MaLOkA, Bophelo F 0 0
11 (10164 |kASIL . Sabata ] 1] 1] -




G.LURITS Approval Module

* Click on the Learner Approval Module button.

 The Approval of information is classified into:
1. School Information
2. Learner Information
3. Educator Information
4. Staff Information

1. Approving School Information for LURITS

_urits Data Centre (0.1 |

[ Lurnits Statuz Statishics T {School Information: T Learner [nformation T Educatar [nformation T Staff Infarmatian T Batch Processzor ]
| 1

* Click on the ‘I certify that the information provided on this form is to
the best of my knowledge and belief correct and complete’ check box
and then click on Approve button.

User Question? |
-

Are you sure you would like to approve the updated School
Information?

Yes | Mo |

|'1
|
|
|
|
|
|
|
1}

p—

e Click on Yes button and then OK button to confirm approval.
* The LURITS Status of School Information changed from 1 to 2.

Lurits Stahus: 2 The School Infarmation has been approved by the Principal.




LURITS Approval Module

2. Approving Learner Information for LURITS
* Click on the Learner Information Tab.
 To view learners, click on Show All Current Learners button.

Lurits Statuzs Statizhics T Schaal |nfarmatiar T Learner Information T E ducator Infarmatian T Staff Infarmatian T Batch Processzor
All Current Learners
Grade: | ﬂ | Show All Current Leamners | Show All Learners with Tracking Humbers | L%gfrsgrts: Primt |
Clazs: | ﬂ Show All Archived Leamners | Show All Learners waiting For Approval | Ii Export to Excel |
Luirikz Murnber Accession Murmber Surname Firzt Mame [arade Clazz Recard 51 «
1] 111122M3 AFRICA kita Grade 8 a0 3
1] 2013240 AFRIEA Leratn Grade 8 bl 3

- A learner is highlighted in Red when some of the required data is
missing. By placing the cursor over the red highlighted learner, the
system will provide more Information regarding the information
missing.
-To fix the red learner, double click on the name of the learner in
guestion and provide the missing information. When all the learners
are corrected and there are no more red learners, click on the ‘I
certify that the information provided on this form is to the best of
my knowledge and belief correct and complete’ check box and
then click on Approve button.

e Click on Yes and OK buttons to finish.

* DO THE SAME THING FOR “SHOW ALL ARCHIVED LEARNER”.



LURITS Approval Module

3. Approving Educator Information for LURITS
 Click on the Educator Information tab.
* Click on Show All current Educator button.

e Click on | ‘certify that the information provided on this form is to the best of my
knowledge and belief correct and complete’ check box and click on Approve
button

e C(Click on Yes and OK button to finish.

Lurits Statuz Statistics T School Information T Learner Information T Educator Information T Staff Information T Batch Processor

All Current Educators

| S how Ajl Current Educators | Frint
Filter By: | ﬂ Total Educators:
Show All Archived Educators Ewpoart to Excel
| Educator 1d | Educator Code Surname First Mame |dentification Mumber Fecard Status - |

DO THE SAME THING FOR “SHOW ALL ARCHIVED EDUCATORS”.




3

LURITS Approval Module

. Approving Staff Information for LURITS
Click on the Staff Information tab.
Click on Show All current Staff button.

Click on | ‘certify that the information provided on this form is to the best
of my knowledge and belief correct and complete’ check box and click on
Approve button

Click on Yes and OK button to finish.

Luritz Status Statistics T Schoal Infarmation T Learner [nformation T Educator Infarmation T Staff Information T B atch Processzor

All Current Staffs

| Show All Current Staffs | Print
Filter By: | j Total Staffs:
Show All Archived Staffs | Export to Excel
| Staff [d Surmame Firzt M ame |dentification Mumber Fecord Status Lurits Statuz |

DO THE SAME THING FOR “SHOW ALL ARCHIVED STAFF”.



LURITS Approval Module

Deploy your Database to LURITS
When School, Learner, Educator and Staff information is approved, on

the LURITS status statistics, click on Deploy Database button.

Date Deployed: Deployment Code:

Lurits Deployment Status Approved in thiz batch W aiting Approval in this batch

School Infarmation

Current Learner Information 1054
Archived Learner Information 106
Current Educator Information 42

Archived Educator Information

Current Staff Information 4]

Archived Staff Information

Principal Approval and Deployment
Approve your School, Learner, Educator and 5taff data on each page. Once you have (it Lo 553 L,
approved all the records, then you can DEPLOY your database. After deployment. you will find Leamers: | 259 Deploy Databaze |
your database to zend to the province in C:AExportDatatLURITSD ata. Copy the database onto -

Werfied: | 289

a CD or memory stick and deliver to the province.

User Question?

e Click on Yes to deploy the database.

This action will create a database to be deployed to the provincial EMIS
unit for the learner tracking system. Are you sure you want to continue?

You cannot reverse this action.,

Yes Mo




LURITS Approval Module

Click on the Print button to print the deployment report.

Following successful deployment and printing of the deployment report, the principal
must sign the report.

The deployed database can then be located in the export data folder under
LURITSDATA. The name of the file will include, the EMIS number, date and time of
deployment.

The Feedback Process(Batch Processor)

After submitting your CD to the EMIS Department, your data, as contained on the CD
or flash disk, will be Uploaded to the National Department of Education by the
Provincial LURTIS administrator. The National department of Education will then send
the Provincial LURITS Administrator Feedback Files. These Feedback files will be
copied onto a NEW CD and in turn be supplied to each Individual School for loading
back onto their SA-SAMS PC. Once you receive your Feedback CD for EMIS you need
to insert it into your Main SA-SAMS computer.

After clicking on ‘Lurits’, you need to click on Batch Processor tab. After clicking on
Turn on Lurits Batch Processor button, you need to click on Process Files button.



LURITS Approval Module

Lurits Data Centre

Lurits Status Statistics T School Information

T Learner Information

i

E ducator Information T Batch Processor

I~ iTurmn on Lurits Batch Processore

The Lurits Batch Processor is turned on and ready to process feedback files.

Process Feedback Files

Processed T

Feedback Files Received

Receiving T Errors

1. The Batch Processor Utility is
used to create the required
directory structure to transfer files
using the Transfer Files Manager.

2. The Batch Processor is used to
import the feedback data return
from Lurits into the school
database.

Process Files J

Ready to create directory
structure.

Backup School Database IV

Transfer Feedback Files

The File Transfer Manager utility makes the
transfer of Lurits feedback files effortless. The
utility provides the functionality to copy feedback
files from a media source [such as CD ROM)
received from the province to the required
Receiving directory._

Please click on the Process Files button to
create the required directory structure for the
File Transfer Manager utility_

After you have transferred your files. you can process
them

Status flag code | Description

FRecord new/changed - awaiting approval by principal

Record approved - to be sent to LURITS

R ecord written to deployment database -

in transit

Unsuccessful update on Provincial LURI

[N =

TS database

Successfully updated on Provincial LURITS database

E ducation

After clicking on Process
Files button, click on OK
button

After Clicking on Transfer
Files button, you need to

click on Imported Interface |

File(s) button.

Provincial EMIS unit.

The South African Schools &Act. No. 84 of 19396 [section 53 [1] and [2]).
school must supply information about the school as is reasonably required by the Head of

After you have deployed your database. you must
copy it onto CD or memory stick and deliver it to the

Main Menu

LURITS/SA-SAMS Import Interface (School Manager)

education

LURITS

Depanment:

REPUBLIC OF SOUTH AFRICA|

SA-SAMS

Learner Unit Record Informaton And Iracking System

LURITS/SA-SAMS Import Interface [(School Manager)

ImportinterfaceFile(s) ]

provides that every




LURITS Approval Module

» After clicking on Imported Interface File(s) button you will be given the
opportunity to point to the location of the Feedback Files-CD that you
received back from EMIS.

Interface files to be imported selection

Look in: | =9 EdusolSAMS ~ F 2 E-
N aBackup
<3 . aData
MMy Recent Jlearner Photos
Documents [aSASAMSInterface
= } = sasamMSInterfaceConfiguration
Desktop
X/
MMy Documents
by Computer
“g File name: | ~ Open aJ‘ R A_SA o S ool Manage a@g
My Network Files of type: Interface Files [*.xml) ~ Cancel
‘SZ# education _
oint to the location of the B e

feedback files on the CD or flash

disk provided by the province.

*  After clicking on Open g
button the screen will indicate
to you that the Import
completed successfully.

[ ImportinterfaceFile(s) ]

Exit




LURITS Approval Module

* After clicking on Exit button, you will notice that the Selected Feedback files from
the CD, has been placed in the Receiving tab.

= Lurits Data Centre

Lurits Status Statistics T School Information T Learner Information T E ducator Information T Batch Processor ]

The Lurits Batch Processor is turned on and ready to process feedback files.
Iv Turmn on Lurits Batch Processor

~ Process Feedback Files

— Transfer Feedback Files

Recering | _Procesed | Ewon ) 1. The Batoh Processor Utilty is | | 1he File Transior Moneger ity mokes the
- 2 B Il e nTgLIe 7 utility provides the functionality to copy feedback
Feedback Files Received dn_ectory structure to transfer files files from a media source [such as CD ROM)
- using the Transfer Files Manager.

Ak SinterfaceConfiguration. <mil received from the province to the required

2. The Batch Processor is used to Heceivingidiectory:

import the feedback data return
from Lurits into the school
database.

Ready to Transfer Files.

Process Files I

Ready to process files.

Tranfor Filos _l

After you have transferred your files, you can process
them

Backup School Database v

— After you have deployed your database. you must =
Status flag code | Description copy it onto CD or memory stick and deliver it to the Main Menu
Record new/changed - awaiting approval by principal Provincial EMIS unit.

Record approved - to be sent to LURITS
Record written to deployment database - in transit 3 ; -
Unsuccessful update on Provincial LURITS database The South African Schools Act. No. 84 of 1996 [section 53 [1] and [2]). provides that every

Successfully updated on Provincial LUBITS database Eccm?:c’;l“r:zst supply information about the school as is reasonably required by the Head of




1.

H. Security and Database Functions

Click on Security and Database Functions button.

DEMO SCHOOL
2013

SA-SAMS : School Administration and Management System

MAIN MENU

basic education

Department:

Basic Education
REFPUBLIC OF SOUTH AFRICA

1. General 5chool Information

11_ Financial Assistant

2. Human Reszource Information

12. Curmmiculum Helated Data

3. Learner and Parent Information

13. Timetabling Assistant

4. Learner Listing

14. Physical Resources

5 Gowernance Information

15. Library Module

6. Standard Letters and Forms

16. Security and Database Functions

F. Export Data

17. Lurits Approval Module

8. Annual National Assessment

System Test: Change Logged in User

User Preferences

SA-SAMS : Department of Basic Education - South Africa
Login: Administratar (8] b arks Securite: OFF

Selected Users

"USBI Profile Filter

[ |

’7 1D: EI Level Lagin / Mame: |Test2M -MOETI Test2

~Clickonalser
Al Cument (" Archived

u
ﬁ Adminizstrator (L8]
bed
E
TestingT [L4)

E
& TestM (L3)

Users with Level equal or less
than your user level [8).

—User Details

== Required Data

Linkedte: [Educator x| [MOET] Test2

# G1rname: |MDET|

** First N ames: |Test2

Uszer Profile: I Principal/tanagement [L7)

=

=

# | ogin Name: W 15t Mame and 1st letter(s) of each word of Suname

and if required a Number.

Uszed to assign rights
in the system.

MHote, "User Rights’ are now set under "User Profiles' "System Rights® tab.

Save |

Add

Archive

Reset Password |

Done |




Security and Database Functions

3. Click on Maintain User Profile button to maintain the users and system rights, the following
screen will display:

Click on a User Profile

Uszers with Level equal or less 1D Lewel: Mame: [ Max Wiew
than your user level [B]. l:l I:l | |

- D etails T Syztem Rights T Uzers

L 7] Principal /M anagement

Frofile Name:
L&) & dmin Staff i e

L4] HOD Educatars (Fizills Lt =l

L 3] Educators

L1)] TMF andre

These are used to group users and to allow security to be defined in groups rather
L1) THMP &ntan then individually for each user.
Profile Level:
L1) TMP Carla Users can only manage Users/Uszer Profiles with a level less than [or equal to for
Level 8 and Up] themselves.
L1] TMF Carel l.e. A level 2 User will be able to force a password for users with level 1 but not
level 3.
L1] TP Chrizta System Rights:

Menu options can be turned on or off using the "System Rights" tab.

SRR

(
(
(
(
(
[L1] TP Ans User Profiles:
(
(
(
(
(

L1] TMF Dalenes -

Add | Delete | Save | Crone |

* Click on a User Profile on the left-hand side to view/edit your system
rights and maintain your users. NB: You can only view or edit the system
rights for the users with level equal or less than your user level. For
example: If you are level 7(Principal/Management) you can only change
your level or the lower levels than you.

* Click on System Rights button to setup the rights to the users.



Security and Database Functions

Click on a User Profile
Users with Level equal or less ID: Level: Name:|F'rincipalr’Management | I kdax Wiew

than your user level (&)

Fﬁ [LE] School Administrators i Eletails T System Rights T Ueers

P | System Rights

Fﬁ 1. General 5chool Information
ﬁ [LE) Adrnin Staff

5

ﬁ (L4 HOD Educaters
Fﬁ (L3 Educatars

5

ﬁ (L1) TP andre
iﬁ [L1] TP Ans

'3

ﬁ [L1] THF &nton
'iﬁ (L1) THP Carla
Fﬁ [L1] THF Caral

iﬁ [L1] TP Christa
5
o (L1) THP Dalene - Copy Fram | | =] T Espand List T Single Selact

mn

2. Human Resource Information
3. Learner and Farent Information
4. Learner Listing

5. Governance lnformation

E. Standard Letters and Forms

7. Export Data

2. Annual Mational Assessment
11. Financial Assistant

12. Curriculurn Felated Data

13. Timestabling Assistant

14, Physical Resouwrces

15. Library Module

1E. Security and D atabase Functions
17. Lurits Approwval Module

add | Delete | Save | Dore

4. CIiCk on Maintain MarkS o Select Grade: m AND Select Subject: |4l Subjects =] &0
Capturing Security button the Subject Group: | =] ™ M vien

following screen will display: Z73, Marks Capturing Secuity :
* Select a grade and a subject, 1

Click on Go button to dis D | ay ----------Fr%? Role: Principal Approval [All Grades/Classes/Subjects)  (Click to Add)

the marks ca ptu rin g secu rlty ;|§> Role: Marks Capturing [All Grades/Classes/Subjects]  (Click to Add)

B Role: HOD Marks Verification (All Grades/Classes/Subjects)  [Click to Add)

* Click on the Status to turn the -

status on to show the green 7w —

Ilght E@ Afrikaans First Additional Language (Gr 4) - 30 Learners.
e (Click on the Role to add a %ﬁg Role: Marks Capturing  (Click to Add)

P ri nci o] a| approva |’ Ma rks i&i Role: HOD Marks Verification  (Click to Add)

Ca ptu ring a nd HOD Marks E@ English Home Language [Gr 4] - 30 Learners.

Lo- Bl oxle o T onbasxi Chok ko AJAJdY

o . MARK _ i
Verification.

v Ewxpand List Reset Save Dane




ecurity and Database Functions

& Select Grad AHD Select Subject
Subject Group:

Marks Capturing 5ecurity

; Status = 0n [Click to Change])

f Ruole: Principal Approval [All GradesfClazszses/Subjects] [Click to Add])
L
[Click to Add)

Add Principal

Select User Profile:

Select User

_ Role: Marks Capturing [Click to Add)
Role: HOD Marks Yerification [Click to Add)]

English Home Language [Gr 4] - 30 Learners.
HARK




l. Annual National Assessment(ANA)

SA-SAMS : School Administration and Management System
MAIN MENU
1. General School Information | 11. Financial Assistant
2. Human Resource Information 12. Curriculum Related Data
3. Learmer and Parent Information 13. Timetabling Assistant
4. Learner Listing 14. Phyzical Resources
5 Gowernance Information 15. Library Module
6. Standard Letters and Forms 16. Security and Database Funcltions
¥. Export Data 17. Luwrits Approval Module
8 Annual Hational Assessment I
User Preferences |

SA-SAMS : Department of Basic Education - South Africa
Login: Adrinistrator [2) b arks Security: OFf

SA-SAMS : School Administration and Management System
8. ANNUAL NATIONAL ASSESSMENT MODULE (GR 1 TO 6 AND 9)

8.1. View Mational Rating Codes 8.11. Learner Regizstration Schedule

8.2 View Total Marks 8.12. Final Marks : Test Results Distribution

8.13. Learner Report

8 4. Final Marks : View

85 Final Marks - Capture

8 6. Final Marks : HOD Verification

8.7. Final Marks : Principal Yenfication

<< MAIN MENU




Annual National Assessment(ANA)

.

Select Yersion: |“ersion 02, 2013/011/01 - 2093/01./01 j

| Dezcription Afrikaans

| * From... | #*To... |

View Mational Rating Codes (8.1)

Grade Filter:

Gr From | GrTo | Lewvel | Description
u] 3 1 Mat Achieved
a 3 2 Elementarny Achievement
u] 3 3 Moderate Achievement
ul 2 4 Adequate Achiesement
a 3 5 Substantial Achievement
a 3 E Meritorious Achievement
a 3 7 Outstanding Achievement
4 E 1 Mat Achieved
4 B 2 Elementarny Achievement
4 E 3 Moderate Achievement
4 E 4 Adequate Achievement
4 E 5 Substantial Achievement
4 E E Meritorious Schievernent
4 E T Outstanding Achiewement
7 12 1 Mot &chieved
K 12 2 Elementarny Achievement
7 12 3 Moderate achievement
7 12 4 Adequate Achieverent
7 12 5 Substantial Achievement
7 12 E Meritorious Schievement
K 12 T Outstanding Achievwement

Capture ANA raw marks

2. Click on View Total Marks to view total marks
which are pre-populated to reduce
administration work by the school and also forms
part in quality assuring the integrity of the
results. The total marks cannot be changed
because it is a Read-Only.

Ontoersikendes Prestazie u] 29.99
Basiese Prestaszie a0 39.989
b atige Prestazie 40 4999
Woldoende Frestasie B0 59.99
Beduidende Prestasie E0 E3.33
Werdienstelike Prestaszie F0 79.99
Uitruntende Prestasie 20 100
Ontoereikende Prestazie u] 29.99
Basziese Prestasie 30 39.93
b atige Prestasie 40 4999
Woldoende Frestasie 50 £3.533
Beduidende Prestasie B0 £3.939
Verdienstelike Prestasie 70 79.99
Uitmuntende Prestaszie 20 100
Ontoereikende FPrestaszie u] 29.93
B asziese Prestazie 20 29.99
b atige Prestaszie 40 45993
Woldoende Prestasie 50 53.599
Beduidende Prestasie E0 E9.99
Verdienstelike Prestasie 70 79.98
Uitruntende Prestasie g0 100
Done |
AMNA Total Marks per Grade (Gr 1 to 6 and 9) (8.2) \ -
Year: Iﬁ
Total Marks
Grade - -
Home [I;'al_rlguage Ifa":;l.lhadg‘:llalt;g:?_ll M athematics
Grade 1 20 20 20
Grade 2 30 30 30
Grade 3 40 40 40
Grade 4 50 50 50
Grade 5 60 &0 &0
Grade 6 75 75 75
Grade 9 85 80 140

These wvalues are set by DOE and are read only.

Done




Annual National Assessment(ANA)

3. Click on Final Marks : Capture to open capturing screen.
= Select Grade and Class. CI|ck on GO

AMNA Final Marks Schedule (Gr 1 to & and S

Year: [ 2013 Select Grade: m Select Class: m WView: I_l I ax Views GO
School Name: DEMO SCHOOL Total Marks
Emis Mr: 4432000000 Home Language [HL])
Date: 2013/08 H = HOD WVerified | First Add. Language [FAL)
District: MOTHEDQ P = Principal Yerfified I Mathemathics
Province: Free State
Grade: Grade 1
Class: 14 -1 = Absent First Additional Language
o MR Home Language [HL) [FALY
Ho LURITS Hr. |Learner Surname. Names glﬁ Fzﬁ:]L Mza[tlh Language |Mark % |Level| Language (Mark| X [Level
1 413012040 KOLOLO, kMphonyarne 3 -2 -1 Setswana 3 45% 3 E nglish
2 412121170 FMOSHODI, Mthabizeng 16 -2 10 Setswana 16 20% 7 E nglish
3 413012041 MOKATIL. Someleze 15 -2 E=) Setswana 15 ThE =] E nglish
4 413012039 SHAPU., Thatohatsi 20 -2 12 Setswana 20 |[100% 7 Englizh
5 o WA WKL Thapelo 13 -2 13 Setswana 13 953 Fi E nglish
Awverages: 16 T
Signature: Teacher Signature: Principal
< >
Levellnfo | Ewportto Excel | Print |  setHLw-2 | SetFaLie-2 | Save Done

* Enter the raw marks per learner in the yellow columns.

* Enter-1ifalearneris absent.

* Click on Set HL to -2(Home Language) or Set FAL to -2 (First Additional Language) if a
subject was not written for the whole class. The -2 states that the subject is not
applicable.

* Find the average per class or group at the bottom of the columns. Class average - for
class selected and grade if all selected. -2 and -1 are not included in analysis of
subjects.

* Ablank mark schedule can be printed by selecting “Print grid for mark entry.”

* Click on Save.



Annual National Assessment(ANA)

4. Click on Final Marks : View to Print the mark schedule for educators/HOD and sign at the
designated spaces.
5. Click on Final Marks : HOD Verification for the verification of ANA marks by the HOD.

= Select Grade and Class. Click on GO. The following message will display:

e ]

User Message

& There are no Marks that are 'HOD Verified'.

'‘Remowve HOD Verification' not available.

* Click on OK.
* Click on Verify and click on Yes. NB: The colour of the raw marks changes to orange.

r 1 to 6 and

AMA Final Marks Schedule 9) - HOD Verfication (8.6

Select Grade: |Grade 1 -

[ Maxview

Yiew: |[Fuyl -

Select Class: |12,

Year: | 2013

School Hame:
Emis Nr:

D ate:

Dristrict:
Frovince:
Grade:

Class:

DEMO SCHOOL
443000000

201 3038
MOTHED

Free State
Grade 1

14

Total Marks

Home Language [HL]

H = HOD Yerified |

First Add. Language [FAL])

P = Principal Yerfified |

Mathemathics

Home Language [HL]

First Additional Language
[FAL)

LURITS Hr.

Leamer Surname. Mames

Language |Mark b4

Level

Language (Mark| X (Lewel

413012040

K.OLOLO. Mphonyarne

Setswana =]

E nglizh

12131170

MOSHODI, Mthabizeng

Setswana 16

E nglizh

41301 204

MOKATI, Someleze

Setgwana 15

E nglizh

413012039

SHAPU. Thatohatsi

Setzwana 20

E nglizh

u]

WA WY, Thapelo

Setswana 19

E nglish

Averages:

16

Signature: Teacher

Signature: Principal

Level Info

E=port to Excel

Remove HOD Yerification

Yerify




Annual National Assessment(ANA)

6. Click on Final Marks : Principal Verification for the verification of ANA marks by the Principal.
= Select Grade and Class. Click on GO. The following message will display:

* Click on Verify and click on Yes. NB: The colour of the raw marks changes to green.

User Message

e 5, |

Er

There are no Marks that are 'Principal Verified'.
'‘Remowve Principal Verification' not available.

L

o

View the analysis of ANA

7. Click on Final Marks : Test Results Distribution to view the analysis.

M4 Test Results Dis:

Select Subject: |Home Language [HL]
Year: | 2013 |

- Select Gender:

Select Language: |4l

— =

I MaxView

Print

Export to Excel

Done

School Mame:

DEMO SCHOOL

[EMIS Murnber

[443000000

Dristrict:

FHMOTHED

[Provines

|Free State

Learning Area

Home Language [HL]. Language: All, Gender: All

= Average

Murnber of l=arners in each achievement rating

NB: If the marks are not verified by the HOD

and Principal for a specific grade and class
the following message will display:

mark per | Lewel LevelZ | Level3 | Leveld | Lewels | Level6 | Lewel7 | hoof | Tetal number
grade 0-29.99 | 20-39399|40-4999 | 50-59.993 | 60-69.99 | 70 -73.93 | 80-100
Grade 1 79.00 a [u] 1 [u] [u]} 1 =2 [u]} =}
Grade 2 F.oo 1 [u] [n] [u] o [u] [u] o 1
Grade 3 F5.00 a [u] [n] 1 o [u] 1 o 2
TOTALS 1 o 1 1 1] 1 4 o 8
% Awerage |[Mumber of lsarmers in each achievement rating
mark. per Lewel 1 Lewel 2 Lewel 3 Lewvel 4 Lewel 5 Lewvel B Lewel 7 ab?eonloées Tgft?lla‘;'#‘n;‘r):r
arade 0-29.939 | 20-29.99)|40-4993 (650-59.93 | E0-E3.93 | 7O - 79.93 e0-100
Grade 4 n.oo a [u] [n] [u] o [u] [u] o a
Grades 5 .00 [u] [u] [n] [u] 1] [u] [u] 1] [u]
Grade B S9E.EV a [u] 8] [u] [u]} [u] E [u]} E
TOTALS 1) 1] o 1) o 1) 6 1] 6
Signature: Teacher Signature: Principal Signature: District

User Me

ssage

(oS

There are sorme AMNA Marks that hawve not been Verified.

Grade: 6, Class: 64, Learner: MAKHATHE, Thato




Annual National Assessment(ANA)

Print Learner report
8. Click on Learner Report for the reporting to parents.

MNA Learner Report (Gr 1 to & and 9) 53.13]
— - e —
Select Print Options
|7 Yearn: I 20132 Elade:l Grade 1 - I I:Iass:l T - I
— Learners Filter Options
[Click on the box to select a lsarner) = whole Class € Selected Learmerss Selected: | O
M ame | Langu... |
1 KOLOLD. Mphonyane E — Select Report & Format
[ tHOsSHODI, Mthabiseng E Select Report. |ANA Learner Report - “Wfith &wverages - Landscape vl
I HNOEATL SDmEhEZEV E I Include Learner Photo
DS, heoret :
- I=lml= lu)
P I Use Printed LetterHead Fage Header Height [mm]: I 27

I+ Use Spstem LetterHead Page Footer Height [rm): I =]
Fages M argin Left [rm): I 4

Default Printed LetterHead I FPage hdargin Right (rmm): I 4

Print Report I

Blank Report Covers
|7l_‘.over Language:  Afikaans = English Frint Blank. Fepaort Cower I ‘

| S




J. Timetable

1. Click on Start a new timetable
2. Typein your school’s name
3. Click on the “Start the input Verification Wizard” button.

Eﬁ Lagin: administratar

TIMETAELE ASSISTANT MENU

Select an option to start using the timetable module

-

Create New Timetable File

= Start a new imetable Start the Input Yerification “wizard

Timetable Mame [SchoolMame To continus warking on the inputs of & previous timstabls. simply snter
SchoolName the name of the existing timetable into the timetable name field.

Select a timetable file to work with

i
|

7 Use an Exizting Timetable " Demonzstration Timetable
Click on the name of the limetable to select an existing
timetable from the list

&
E

e

Legacy Timetable Aszsistant

“Wiews the Legacy EduzalTimetable Azszistant

Ty P

H:
EDUS Ol

B

ks M enu




Timetable

4. You will see that the “Result” column is empty.
5. Click on “ Check Cycle Details”

= Timetable Inputs Wizard

The most important aspect of timetabling iz to ensure that the timetable inputs are correct. Even an
autornated timetable cannot work if the timetable inputs are incorect.
Us=se the following stepsz in sequential order to determine and check pour inputs
Timetable Steps
PROCESS Eesult Click on a row NUMBER
to perform the relevant
COMPULSORY STEFPS stem
1 |Check Cucle Detailz
2 |Check Clazs Details
3 |Check Educator Details
4 |Check Subject Details
5 |Educator/Learner Ratio
& |k axirnum Periods for Supervizion
OPTIONAL INPUTS TUTORIAL
The following steps may be carried out directly in the
automated timetable and it iz not compulzom to perform
them here. Theze steps comprize a tutarial to aszist
schoals in planning timetable inputs. E xit withiout creating a timetable |
F | Setting up group/tie subjects
8 |5Setting up individual educator load .
9 |view summary of educator alloc ations Check Cyc le Details
10 |Yiew summary of clazz allocations
i Ipdate Cycle Detailz |
[ Include optional inputs when creating timetable | Create the timetable I Eg::ﬂle -lqﬁ;:“:’ll?;ﬂnh';n::};l:sgt:ll;eﬁlkﬁldﬂ P ¥
eneral information section of the . .
9 Pririt Girid |
programme.
6. The data in SAMS will be displayed to you as ltem GET FET
. . 2| |Number of daysz in the cycle ] )
th IS W|nd0W. M aximum number of periods in a day 9 |
h d . I k h b Total number of periodz per cycle 45 45
Once the data is correct, click on the box Length of period in minutes 40 15
uc I d -I h k d d ” d h Start Grade End Grade
ycle details checked and correct” and then Grade Rangs in Schoo : o
click “Done”. _ T _
'ou will be able to block out certain periods for different phases in the
automated timetable. Thiz grid displays the masimum days and periods for
GET and FET

[ iCycle details checked and comect; Dione




Timetable

Do this until all results are “Checked” for all the compulsory steps.

. Timetable Inputs Wizard

Click on a row HUMBER
to perform the relevant
=tep

I Include optional inputs when creating timetable




