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A. INTRODUCTION

1. Purpose of the Module

Module 12: Curriculum Related Data (Fig. 1) manages the recording, analysis and reporting of
School Based Assessments (SBA).

o This module is aligned to the Continuous Assessment Policy Statements (CAPS).

o This module is based on recording of formal School Based Assessment (SBA) tasks in order to
give automatic result decisions for Term and Year Results per learner.

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. Learner and Parent Information 13. Timetabling Azzistant
4_ Learner Listing 14. Physical Rezources
5. Governance Information 15. Library Module
6. Standard Letters and Forms 16. Security and Database Functions
7. Export Data 17. Lurits Approval Module
8. Annual National Assessment

User Preferences

Figure 1: Main Menu
a

é Usage of this Module is dependent on data already being captured in other modules e.g.

Module Data to be pre-captured (with the associated SA-SAMS Menu no)
1 Grades (1.2), Classes (1.3), School Terms (1.6) and subjects (1.5) offered by the
school
3or4d Learner Data (3.1.1)
2 Educator Data (2.1)

o«
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B. COMPONENTS OF THIS MODULE

2. Module 12: Curriculum Related Data
@The Curriculum Related Data is divided into 4 sections as shown in Figure 2 below.

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

12.1. Setup Subjects and Subject Choices |

12.3. Maintain School Based Assessment ‘

12.7. Maintain/Pnnt Learner Progresz Reports ‘

12.9. Curriculum Related Schedules and Printouts ‘

<< MAIN MENU

Figure 2: Curriculum Module Menu

Each of the 4 sections is linked to sub-menus that capture, analyse or report assessment related
data. The functionalities available in this menu are summarised in the table below:

Header Sub- Menu Functionality

e Set up school subject list

e Setup Topics for all subjects
12.1 Subject related:
e Setup the language for the learner report
Set up Subjects for the

school, assign subjects to ¢ Create subject groups for easy assignment of subject to learners
learners and create subject ] ] L
groups ¢ Assign subjects to individual learners

o Set up subject class groups and generate subject class lists

¢ Printout of learner subject status: subject list with / without sub-
jects

e To set-up / validate tasks for Programme of Assessment
12.3 SBA: (POA)

e Capturing learner marks

o List with rating codes and official descriptions
Capture marks e List of POA tasks for the school management
e POA Tasks listed on a calendar format

o List of POA of previous year

Setup POA (tasks & Topics),

- v i
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o To set-up the Cycle (period) for assessment
o Pre-populated list with rating codes and official descriptions

e Capture promotion descriptors for mark schedules and learner
reports

o Capture a list with standard / general comments for mark sched-

12.7 Prepare marks for ules and learner reports

reports: ¢ Range the order of subjects as they should be printed on the

Verify marks, add comments learner reports.

and promotion decision, o Select subjects that must be included in the progression mark
Print Learner Progress Re- schedules.
ports e Verify captured marks and comments per subject

e Captures on a Mark schedule the promotion decision & general
comments for each learner.

e Print learner reports from a range of available formats
e Print blank mark schedules ( register class or subject)

e Mark schedules of captured marks per grade

o Mark schedules per subject for rating

2.8 Crrfau Falsiad] o Mark schedules per grade for rating

Schedules, analysis reports o Departmental mark schedules per grade for districts
and printouts .
o Learner performance analysis per quarter

o Report on learners not promoted and repeating

List learner that repeats or dropped out

Each of the sub-menus will be discussed individually under the related sections.

2.1 Setup Subject and Subjects Choices (12.1)

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.

Figure 3 shows the available menus for this section.

@The Setup Subject and Subject Choices menu (Fig. 3) is used to set up the curriculum framework of

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 Subject/Learning Area Sets

12.1.15. Assign Subjects to Individual Learners

12.1.16. Create Educator Subject Groups

12.1.17. Print Educator Mark Assessment Sheets

12.1.18. View/Print Learner Subject Allocation

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

Figure 3: Setup Subject and Subject Choices
" "- [ -
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The functionalities for the menus are summarised in the table below:

Function
Header (SA-SAMS Menu)
211 > To select the subjects per grade as offered by the
Maintain Subjects (12.1.11) school.
2.1.2
» Topics are pre-populated for all CAPS subjects
Maintain Topics (12.1.12)
2'1'_3 ) » Language of the learner report to the parent is selected
Maintain Learner Report Language individuall
y.
(12.1.13)
2.1.4 » Subject sets are created per Grade for bulk assignment
Create Subject Sets (12.1.14) to the learners.
2.1.5 » Subjects can be assigned to individual learners or per
Assign Subject to Individual Learners class. Subjects can also be assigned per group or per
(12.1.15) single subject.
2.1.6 » Learners from a register class can be split into different
Create Subject Groups (12.1.16) subject classes /groups.
2.1.7 » Mark sheets generated per subject group
Print subject mark sheets for assess- >  Mark sheet ted ducat
ment (12.1.17) ark sheets generated per educator.
2.1.8
View /print Learner Subject Allocation | » List of subject allocation per learner
(12.1.18)

The sub-menus and functionalities will be discussed individually on the following pages.

2.1.1 Maintain School Subjects (12.1.1)

subjects from a selected list and also add unofficial subjects that are not required for promo-

% This menu allows schools to set up the subjects offered by the school. Schools can select official

tion purposes.

This section allows you to perform the following functions:

o To prepare and maintain a school subject list by selecting official subjects offered by your

school.

o Choose vocational subjects available for SNE learners are indicated by a prefix V: subject.

o To add unofficial subjects not on the list.

o To print a list of the subjects offered by the school.

5 14




The official subjects are listed and can be identified by their 8 digit registered code (National Code) as
seen in Figure 4.

Maintain School
[

Filter Dptions
|AII Grades [As per School Selection] j
Subjects Offered by the School. [61] T :Master Subject List, not yet selected. [316}

Click on a Subject Hame to add the subject to the list of Subjects Offered by the [ Hide Languages
Description | Phaze | Grade | Mational Code | School Fef | Language =
Tzhivenda Home Language [Gr 2] Grl-3 2 13303392 Home
Tzhivenda Home Languaage [Gr 3] Gr1-3 3 13303402 Harne
Tzhivenda Home Languaage [Gr 4] Grd-9 4 1330412 Harne
Tshivenda Home Language [Gr 3] Grd-9 3 13304322 Home
Tzhivenda Home Language [Gr 6] Grd-9 [ 13304332 Home
Tzhivenda Home Languaage [Gr 7] Grd-9 7 13306302 Harne
Tzhivenda Second Additional Language [Gr 4] Grd-9 4 13384372 2nd
Tshivenda Second Additional Language [Gr 3] Grd-9 3 13304382 2nd
Tshivenda Second Additional Language [Gr 8] Grd-9 E 13354392 2nd
Tzhivenda Second Additional Language [Gr 7) Grd-9 7 13386362 2nd
W Adricultural Studies [Gr B) Grd-9 B 0100106
o dugriculbural Studies [Gr7) Grd-9 T amooz07
o btz and Crafts [GrB) Grd-9 E Q0200508
W Arts and Crafts [Gr 7) Grd-9 7 0200607
% Boat Building [Gr B] Grd-9 B 90608906
Y. Boat Building [Gr 7] Grd-9 7 90609007
Y. Childcare [Gr B Grd-9 E 90507308
Y- Childcare [Gr 7) Grd-9 7 90507407
W Client Services and Communication [Gr B] Grd-9 B 31118106
W Client Services and Communication [Gr 7) Grd-9 7 91118207
W: Clathing [Gr 6] Grd-9 & 31112508 B
4 m 3
Add All Subjects from List Add Subject Not On List |

2013 Subjects must be added per GRADE as each . -
SUBJECT has its own GRADE related code. gehngnbiee iyl Done |

Figure 4: Maintain School Subjects

2.1.1 Maintain School Subject list (12.1.11)

The school’s own subject list is compiled by selecting official subjects from the Master list and adding
additional subjects not on the list.

2.1.1a Add Subjects to School List
“f  Adding official subjects from the Master list:

? i ¢ Click on the Master Subject List, not yet selected tab.
¢ Click on the subject name to add to the list of subjects offered by the school.
¢ Click on Yes in the pop-up message to confirm the addition of the subject.

o After all the school subjects were selected from the Master Subject List, click on the tab Sub-
jects offered by the School to view the selected subjects.

“f Add a non-official subject to the school’s subject list:

e Should your school offer a subject that is not on the Master List, click on the Add Subject not
on List. (Fig. 5).




Add a Subject

Hotice 2012 Subjects
2012 Subjects must be added per GRADE.

Each SUBJECT has its own GRADE related CODE.

Subject Info

Englizh: |Enmputer Skills

Afrikaans: |Rekenaarvaardigheid
Mational Code: |10014 Supplied by Provincial/National Education Dept.
Grade: |Grade 4 +| Grade that Subject/Learming Area refers to

Language Options

" Mot A Language " Home Language ¢ Fist Additional ¢ Second Additional

Unigue Timetable Key: |COMP4| [For S5chool Reference only]

[Please select a key that your school would like to use for this subject. This key will
appear on timetables. Maximum length iz 8 letters.]

Save Done

Figure 5: Add a non-official subject

e Enter the name of the subject.
o Enter a unique code under “National” code. The system will not accept numbers that already exist.
e Select a grade from the drop-down menu.

o Enter a Unique Timetable Key that will appear on the school timetable.

2.1.1b Remove a Subject from School List
Y To remove a subject from your school list, click on the subject name.

% e Click on the Remove Subject from School List button.

¢ You can use the Filter Options to view specific grades to check that subject selections are correct.

2.1.1c Edit School Subjects
“ The Edit School Subject will open a screen (Fig. 5) that allows you to:

% o Edit only the time table key for official subjects.

o Edit subject names and timetable codes of unofficial subjects.

2.1.2 Maintain Topics/Skills per Subject (12.1.12)
CAPS learner marks can only be captured in SBA tasks linked to at least one subject topic/skill.

@ o The Topics are available as main Topics and Associated or Sub Topics as shown in Figure 6.

o Topics are pre-populated for most of the official subjects. Topics for all other subjects need to be
added manually.

o Equivalent Topics/ Skills, as prescribed by CAPS, are available in the 11 official languages for
Home Language, First Additional Language and Second Additional Language.

- v i
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Maintain Topics/Skills per Subject (12.1.12)

Select Grade:

|Grade3 | Sublect: |Mathematics (Gr3)

Subject /! Learning Area

Mathematics (Gr 3)

Main Topics/Skills
Associated Topics/Skills

1

No |Description
Numbers , operations and relationships

Development of number sense

Meaning of different kinds of numbers,

Relationship between different kinds of numbers;

Relative size of different numbers;

| da ||

Representation of numbers in various ways, and

6

Effect of operating with numbers

2 |Pattern

s, functions and algebra

Study of functions and other relationships between variables

Description of patterns and relationships through the use of symbolic express|

e

ldentification and analysis of regularities and change in patterns and relations

3 |Space

and shape (Geometry)

T

Properties, relationships of space and shape

R

Orientations, postions;

| B3

Transformations of two-dimensional shapes and three-dimensional objects

4 |Measurement

Vo1

Selection and use of appropriate unitz and formulae to quantify characteristicy

2

Selection and appropriate use of measuring instruments to quantify events, sh

+

Measurement to make sensible estimates

o4

Alert to the reasonableness of measurements and results

5 Data handling

[T Max View

Add Topic

Change Topic

Delete Topic

Add Associated Topic

Change Associated Topic |

Delete Associated Topic

Export Grid to Excel

Print Grid

Figure 6: Maintain Topics/Skills per Subject

2.1.2a Add Topics/Skills to Subjects

Additional Topics can be added for all subjects. Each new Topic needs to have at least one Associated

Topic before it is accessible for capturing of marks.
YA To add a Main Topic:

e Click on Add Topic.

e Enter the Description of the Topic in the insert screen as seen in Figure 7.

e Descriptions for Topics (skills) in Languages have to be captured in English, Afrikaans and the spe-

cific Vernacular

Click on Done to exit the screen

Maintain Topics/Skills per Subject (12.1.12)

Select Grade: [Grade 4 | Subject: [Engish Home Language (Gr 4)

| [subject i Learning Area

English Home Language (Gr 4)

ain TopicsiSkills
Associated Topics/Skills

Ho [ Description (Vernacular)
1

i 1 |Listening comprehension and speaking
T2 |Speaking |

2 [Readin,
i Add Main Topic:

Posttion No: | &

Description: |

Afrikaans: |

Vemacular: |

Save Done

oo~ || s

10_|Prepared and unprepared reading (Reading aloud)
3 [wirting & Presenting
\ 1 _|Creative wriing
Transactional wriing
Writing process
Language conventions
Work with words
Work wih sentences

@ o & [l

Figure 7: Add Main Topic

1~ ABC
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v To add the Associated or Sub Topic:

¢ Click on Add Associated Topic.

e The description of the Main Topic is now listed on the inserted screen.

o The number of the Associated Topic that is automatically generated is given.
o Enter the Description of the Associated Topic in the insert screen (Fig. 8).

Click on Done to exit the screen

Maintain Topics/Skills per Subject (12.1.12) A A
SelectGrade: |Grade2 _v| Sublect: [Engiish First Additional Language (Gr 2) =] ™ Max View
|| | Subject / Learning Area
English First Additional Language (Gr 2)
Main Topics/Skills
| Associated Topics/Skills
Ho |Descripti on (Vernacular)
1 Listening and =peaking
i 1 |Li5tening and Speaking
2 [Readin
P 1 1 |Listening and speaking
L
3 Add Associated Topic:
4 Position No: 2
5
5 Description: |
i Afrikaans: |
P8 Vernacular: |
3 [writing
v A I Save Done
T2

Figure 8: Add Associated Topic

2.1.2b Changing the description of Topics/Skills
@ Only descriptions of topics that are not pre-populated can be changed e.g. topics that were
(&—! added by the school.

“M To change the description of the Main Topic:
e Click on Change Topic.

¢ Change the description of the Topic in the pop-up screen as seen in Figure 9.

Click on Save and then click on Done

5 18




Maintain Topics/Skills per Subject (12.1.12) A" ‘
e o » -

i

Select Grade: [Grades v | Sublect: [arts and Cuture (Gr 9)

Subject / Learning Area

Arts and Culture (Gr 9)

Main Topics/Skills
Associated Topics/Skills

No |Description
1 |L01' Creating, Interpreting and Presenting

roq |L01 Creating, Interpreting and Presenting
2 [LOZ: Reflecting
' 1 [LD2: Reflecting
3 |L03: i Change Main Topic:
. | Position Mo: 5 New Position No: 5
4 [LO4E)
LA | Description: |Example|
n. Afrikaans: [Voorbeeld
v il
g |0'd Out Save Done
Vo1

T2 [Two
T2 three |

Figure 9: Change Main Topic
“M To Change the Associated or Sub Topic:
¢ Click on Change Associated Topic.
¢ Change the Description of the Topic in the pop-up screen.

Click on Save and then click on Done

2.1.2c Deleting Topics/Skills

g 5 Only topics that are not pre-populated can be deleted from the list e.g. topics that were added by
the school.

“M To delete the description of the Main Topic:
e Click on Delete Topic.

e Click on Delete in the pop-up screen and confirm by clicking on Yes as shown in Fig.10.

e This will remove the main topic as well as the associated topic.

Then click on Done to exit the screen

Maintain Topics/Skills per Subject (12.1.13) -

Select Grade: |Grade © J Subject: |-—'xrt=!. and Culture (Gr @)

J [T Max View

Subject / Learning Area

Arts and Culture (Gr 9)

User Question?

Main Topics/Skills
Associated Topics/Skills I-‘Q Delete Main Topic.
Ho |Description At

AreYou Sure 7

1 LO1: Creating, Interpreting and Presenting

1 |L01: Creating, Interpreting and Presenting
2 [Lo2: Reflecting

1 [LDZ: Reflecting

3 [Lozpe

T iLOL: E:|- Position No: 5
K] | Description: |Example
Afrikaans: |Woorbeeld
o |oid ou
E
2

3 |three

K -
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Y To delete the Associated or Sub Topic:
Click on Delete Associated Topic.
Click on Delete in the pop-up screen.
Then click on Done to exit the screen

2.1.3 Maintain Learner Report Languages (12.1.13)

&

Maintain Learner Report Languages menu (Fig. 11) lists the learners and the reporting language as
was captured 3.1.1 Learner information. The reporting language determines the language of all com-
munication documents sent to the learner e.g. letters, learner report and financial statements.

“f The learner’s reporting language can be changed individually or per group (Fig. 11):

Click on the Maintain Learner Report Language button to open the screen below.

Select the grade from the pre-populated list.

Select a class from the pre-populated list to populate the table.
Select to list the learners alphabetically or by gender.

To change the language of the group:

o Tick in the box of the chosen language

o A pop- up screen will appear to confirm the change. Click on Yes.

To change the language of an individual learner:

o Place the curser on the symbol of the report language of the learner. Change the language

by entering E or A.

The reporting language grid can be printed by clicking on the Print Grid button.

To exit the screen, click on Done

Reporting Language per Learmer

Select Grade: || - Select Class: - f* Alphabetical Change ALL learners to:
" By Gender

" Afrikaans
= English

Accession | Account
Mumber | Mumber

@ |~ | | [ | =

3
10
1

12
13
14
15
16
17
18
19
20
21

22
23
24
25

Surname Mames Gerder | Date of Bith | | oot L=

Language

h

Type E or A in the report | | to an individual 5 .
I s il I : A = Afrikaans: E = English Print Grid

Done

Figure 11: Reporting Language per Learner
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2.1.4 Setup Subject / Learning Area Sets (12.1.14)
The Maintain Subject /Learning Areas Sets menu is used to group different subjects in a set. Subject
sets assigns subjects easily to a class or a learner as a group. Subject sets can be designed according to
the school’s specific setup. The subject sets that are available per grade are available in Figure 12.

This functionality is of use when:

o More than one subject has to be assigned to a class or learners.

o The school has grades with classes or learners with different subject groups.

Subject sets can be created (added) and deleted and the subject of an existing set edited.

s subeciearing Ares e G

Subject Sets \|

Select Grade : |Grade 9 =

e Add Mew Subject Set
E xisting Sets

Click. on a zet to Edit/Delete

7 Edit Selected Subject Set

Select an option to manage a subject set

é ‘éfg ; Ak ¢~ Delete Selected Subject Set Mext
D XHO +AEC Subject Set Subject Listing
Selected Subjects | Lurits Code |
| All Subject Sets must be reloaded as per 2012 Subject List. Dane

Figure 12: Maintain Subject Learning Area Sets

2.1.4a Add Subject / Learning Area Sets

“# Click on Maintain Subject /Learning Areas Sets to open the screen (Fig. 12).

Select a grade from the pre-populated list.

Q °
&

e Select Add New Set and click on Next.

¢ The tab Manage Subject Set (Fig. 13) will open with the subjects listed for the grade.

| Maintain Subject/Learning Area |

Figure 13: Manage Subject Set
™

okl
'.4'1 ABC

Subject Sets T Manage Subject Set

Subject Set Description - |Gr 94| For Grade 9 Wiew Subject Set List |
Click on a Subject to select it for the set Subjects in Set Click on a subject to remove it

Available Subjects | Lurits Co.. | Selected Subjects Lurits Co... |

Afrikaans First ddditional Language [Gr 9) 13314542

Arte and Culture [Gr 9] 11351172

Economic Management Sciences [Gr 5] 12351112

Englizh Home Language [Gr 9) 13304802

|stthoza First ddditional Language (Gr 9) 13314812

Life Orientation [Gr 9] 16341292

M athematics [Gr 9] 19331452

Matural Sciences [Gr 9] 19351422

Social Sciences [Gr9) 16351262

Technology [Gr9) 15351142

W Az and Crafts [Gr 9) 90200809

. Life Onentation [Gr 9) 90713609
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e Type a description (identifiable name) for the set.

¢ Click on each subject that must be included in this list. This will move the selected subjects to the
block on the right hand side.

o Toremove a subject in the set, click on the subject in the block on the right hand side and the se-
lected subject will move back.

“f Click on View Subject Set List to exit to the previous screen (tab). The newly created set can be
viewed under Existing sets on Subjects Sets (Fig. 12).

¢ Repeat the process in order to add more subject sets for the grade.

o Repeat the process in order to add subject sets for other grades.

Click on Done to return to the Setup Subject menu (12.1)

2.1.4b Edit Subject / Learning Area Sets
“M Click on Maintain Subject /Learning Areas Sets to open the screen (Fig. 14).

% e Select a grade from the pre-populated list.

e Click on an existing subject set to view the subjects in the group . The subjects that form part of the
group will appear in the spaceblock on the right hand side.

e The Edit Selected Subject Set is automatically selected. To edit click on Next.

Subject Sets 1

Select an option to manage a subject set

Select Grade : |Grade 10
L =l " Add New Subject Set

E zisting Sets

& Edi :
Click on a set to Edit/Delete SELSELER S e o

7 .
| ‘@ g: :g ;(;: " Delete Selected Subject Set MHext

E grid Econ

Subject Set Subject Listing

Selected Subjects | Lurits Code |
Afikaans First &dditional Language [Gr 10] 1331032
Computer Applications Technology [Gr 10] 19351002
Englizh Home Language [Gr 10) 133m0e2
Life Orientation [Gr 10] 16341002
Life Sciences [Gr10] 19351062
Mathematics [Gr 10] 19331032
Phyzical Sciences [Gr 10] 19351092

Figure 14: Subject Sets

e The tab Manage Subject Set (Fig. 15) will open with the subjects of the set on the right hand side
and the subjects for grade not selected on the left hand side.
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Subject Sets T Manage Subject Set

Subject Set Description : |gr1D Econ For Grade 10 Wiew Subject Set List

Click on a Subject to zelect it for the set Subjects in Set Click on a subject to remove it.
Available Subjects | Lunits Co.. | Selected Subjects | Lurits Co.. |
Computer Applications Technology [Gr10] 19351002 Accounting [Gr 10] 12351002

l Conzumer Studies [Gr10) 20351002 Afrikaans First Additional Language [Gr10] 13311032

Diramatic: Arts [Gr 10] 11351082 Business Studies [Gr 10] 12351032
Geography [Gr10] 16351032 Economics [Gr 10] 12351062
Histary [Gr10] 16351062 Englizh Home Language [Gr 10] 1330082
Information Technology [Gr10) 19351032 Life Qrientation [Gr 10] 16341002
|zihoza First Additional Language [Gr 10] 1331212 M athematical Literacy [Gr 10] 19321002
Life Sciences [Gr 10] 19351062
b athematics [Gr 10) 19331032
Fusic: (Gr 10) 11351092
Physical Sciences [Gr10] 19351092
Tourizm [Gr10] 20351082
Wisual &tz [Gr10) 11351122

Figure 15: Manage Subject Sets

e The description (name) for the set cannot be changed.

e Click on each subject that needs to be included in this list. This will move the selected subjects to the
block on the right.

e Click on the subject in the block on the right that needs to be removed from the set.
e Click on View subject set list to move back to the previous screen (tab).

o Repeat the process in order to edit more subject sets.
Click on Done to return to the Setup Subject menu (12.1)

2.1.4c Delete Subject / Learning Area Sets

“f  Click on Maintain Subject /Learning Areas Sets to open the screen (Fig. 16).
e Select a grade from the pre-populated list.
e Click on an existing subject set to view the subjects in the group . The subjects that form part of the
& group will appear in the spaceblock on the righthand side.
o The Edit Selected Subject Set is automatically selected.
e Select Delete Selected Subject Set in order to delete the subject set.
Click on Yes in the popup screen to confirm deleting the set.

Subject Sets ]
Select an option to manage a subject set
Select Grade : |Grade 8
\ rade = " dd New Subject Set
[ | 4]

Existing Sets

-
Click on a set to Edit/Delste Elloceded abectse

I’ é ;:?]"i ; :;’ c ¥ Delete Selected Subject Set |
e XX pr— ) =
User Question? _—— l"i"]

11351162

X 13304552

g Are you sure you want to delete xx from existing sets? 16341282

159351412

Yes | Ne
\
| ‘

Figure 16: Delete a selected subject set
o Repeat the process in order to delete more subject sets.

Click on Done to return to the Setup Subject (Menu 12.1)
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2.1.5 Maintain Subjects Assigned to Learners (12.1.15)
This section is used to view and/or update the subjects assigned to a learner.
e Subjects assigned to individual learners can be viewed at the bottom of the screen (Fig. 17).

Subjects can be updated to learners using three methods:
o Adding a subject set to the whole class.
o Adding a subject set to an individual learner.

o Adding individual subjects to individual learners.

:rAssign Subjects to Individual Le

Select a Grade and Clazs. Click on a learner to view the learner's zubjects:. Add additional zubjects from Master List.
Gradesz and Clazzes
Click on a Class to Select Class List | Master Subject List -Gr 10 | Subject Sets - Gr 10
Grade 8 Select a Learner to Add Subjects Remave ALL subjects far all leamers in this class
piate ACKERMANS, Bodin: 11161
Grade 10 GROGAM, Eva: 1
v 101)
10(2)
| 10(3)
104
10(5)
10 (8]
10(7)
108
s adnATECT
Grade 11
Grade 12
LSEM =
Remedial Learner Details
Mame: [Eva GROGAN | Accession No: 12335
. : Daouble click on a subject to remove the subject Remove Subject
Subjects for this learner fram the calculation of the leamer's average from Learner
Subjects | A.| Lewvel | Language | " Delete Subject
Buziness Studies [Gr 10) i . .
English Home Language [Gr 10 Y. 1 " Archive Subject
History [Gr10] N
Isi¢hosa First Addiional Language (Gr 10] Y. 2 A
Life Drigntation [Grid) i ) Number of Learning
Life Sciences [Gr10] s Areaz/Subjects
M athematical Likeracy [Gr 10] N
[
Right click on a subject to set/change the language type for one learmer: 1 = first D
" Collapse " Expand language; 2 = additional language; 3 = second additional language LS

Figure 17: Assign Individual Subjects to Learners

The following data needs to be captured in other modules before subjects can be assigned to learners e.g.

. Module Data to be pre-captured (with the associated screen nr)
é 1 Grades (1.2), Classes (1.3) and subjects (1.5) offered by the school
3 Learners placed in a grade and class (3.1.1 or 3.1.4 or 3.1.5 or after promotion
(3.19))

i v y 18
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2.1.5a Assign Subjects to Individual Learners

Subjects can be updated to learners using three methods:
i. Adding a subject set to the whole class.
ii. Adding a subject set to an individual learner.
iii. Adding individual subjects to individual learners.

i) SUBJECT SETS added to the whole class:
“f Click on Assign Subjects to Individual Learners (12.1.15) to open screen (Fig. 17).

e Click on the specific Grade.
¢ Click on the specific class and a list of learner of names appears.
e Click on one of the learners to verify the subjects currently assigned.

o This is a good practice before updating the subjects to ensure that there are no previous grade’s,
old or wrong subjects assigned to the learners.

¢ Click on Remove ALL subjects for all learners in this class to clear the subject field before adding a
new field.

o This option deletes subjects and will clear all marks captured in the current year.

There are three tabs (pages) above the listed learners that will be used to update / assign subjects to learners.
(Fig. 17& 18).The tabs are:

o Class list
o Master Subject List (for the grade)
o Subject Sets (for the grade)

| Azsign Subjects to Individ

Select a Grade and Class. Click on a learner to view the learner’s subjects. Add additional subjects from Master List.
Grades and Classes

Click on a Class to Select Class List T b agter Subject List - Gr 10 T Subject Sets - Gr 10
i m D escription | Code | Lahg |
Giade ) < Gr10xh Afrikaans First Addiional Language . 13311032 2

» Grade 10 e 10 Econ Computer Applications Technology ... 19351002
En o) English Home Language [Gr 10) 133Moe2 il
1002 Life: Orientation [Gr 10] 16341002
[ 10103) Life Sciences [Gr10] 13251062 |
10(4] M athematics (Gr 10] 19331032
Physical Sciences (Gr10) 13351092
10108
10108
1007
- 1018]
Grade 11
Grade 12
Class: [10(1) Add Set to Clags Add Set to Learner |
Learner Details
Marme: | | Accession Na: l:l
2 = Double click on a subject to remove the subject Remove Subject
Subjects for this leamer ooy e oiclation of the leamer's averags from Learner
Subjects | "'3--| Level | Language | " Delete Subject

Figure 18: Assigning subject sets to learners
¢ Click on Subject Sets (page/tab 3) as seen in Figure 18.
o Alist of subject sets created for the grade will populate in the centre of the screen

e Click on the name of the selected set.

o The class name and options “Add Set to Class” and “Add Set To Learner” appears.
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e Click on Add Set to Class. The subjects grouped in the set are added at once to all the learners in the
class.

o Repeat for all the other classes and grades.

& ii) SUBJECT SETS added to an individual learner

¢ Click on the learner on the list.
o Click on Subject Sets (page/tab 3) as seen in Figure 18.
o Alist of subject sets created for the grade will populate in the centre of the screen
e Click on the name of the selected set.
o The class name and options “Add Set to Class” and “Add Set To Learner” appears.
e Click on Add Set to Learner.

o The subjects grouped in the set are added to the learner and appears at the bottom under
Learner details.

¢ Repeat for other learners.

éb iii) SINGLE SUBJECTS added

“f Click on Assign Subjects to Individual Learners (12.1.15) to open the screen (Fig. 19).
o Click on the specific Grade.
¢ Click on the specific class and a list of learner of names appears.
e Click on the selected learner on the list.
o The learner’s subject details are shown at the bottom of the screen.
o Click on Master subject list (page/tab 2) as seen in Figure 19.
o Alist of subject for the grade will populate in the centre of the screen
o The class name and option “Add Subject to Learner” appears.
e Click on the subject.
e Click on Add Subject to Learner
o The subject is added to the learner and appears at the bottom under Learner details.

o Click on Y to include the subject’s marks to the average of the learner or N if the marks from the subject
should not form part of the learner’s average.

e Repeat for other learners.

y I-‘l’
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[ s o e T |

Select a Grade and Class. Click on a leamner to view the learner's subjects. Add additional subjects from Master List.
Grades and Classes
Click on a Class to Select Class List T Master Subject List - Gr 10 T Subject Sets - Gr10
Grade & Click on a Subject to Select.
Grade 3
Grade 10 Subjects | Code | Language Type o
1001 Accounting [Gr 10] 12351002 ! |
1012 Afnikaans First Additional Language [Gr 10) 13311032 2 =
i 1063 Businesz Studies [Gr10) 12351032 | |
(3] Computer Applications Technolagy (Gr 10] 19351002
1004) Cansumer Studies [Gr 10] 20351002
10(5) Diramatic Arts [Gr10] 11351062
101(E) E conomics (Gr10) 12351062
10(7) Englizh Home Language [Gr 10] 13301062 1
10(8) Geography (Gr10) 16351032 -
10TEST 4| T »
Grade 11 - .
Grade 12 Add Subject to Selected Leamer Remove Subject from ALL Learners In Clazs |
LSEM =
Remadial Learner Details
Name: [Eva GROGAN | AccessionNa: 12335
" : Double click on a subject to remove the subject Remove Subject
Subijects for this leaner o e calculation of the leamer's average from Learner
Subjects | A| Lewvel | Language | " Delete Subject
Afrik. First Additional Language [Gr10] .. 2
Englizh Home Language [Gr 10] e 1 55
Higtary [Gr 10] Y J
|sbthosa First Additional Language [Gr 10] el 2 Murnber of Learring
Life Onentation [Gr 10] e, Areaz/Subjects
Life Sciences (Gr10) e
Mathematical Literacy [Gr 10) he
1
Right click on a subject ta set/change the language type for one learner: 1 = first D
" Collapse " Ewpand language; 2 = additional language; 3 = second additional language s

Figure 19: Assign Individual Subjects to Learners

2.1.5b Delete /Archive Subjects from Individual Learners

Subjects can be removed by either being deleted or archived. Captured marks will be deleted if the
subject is deleted. If the subject is archived then all related marks for the year will be archived as well.

i) Archiving subjects
Subjects can be archived by using the following 2 methods:

&

o Single subjects are archived from individual learners as shown in Fig. 20.

o Subjects are automatically archived when learners are promoted at the end of year. Subjects are
then archived of learners in the whole grade.

“f  Archive individual subjects as follows:

Click on the Grade and then on the Class and then on the specific learner.

The subjects assigned to the learner are listed at the bottom of the screen (Fig. 20).

To archive a subject from the learner list, click on the subject in the list and then click on the » » button.
Click on Yes on the pop-up screen to confirm the decision.

The subject is now removed from the learner list.

Repeat to archive other subjects.
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Grades and Clazzes
Click on a Claszs to Select

Grade 8
[l Grade 3
Grade 10

1an
10(2)
1003
104)
1@
108)
10(7)
108

Grade 11
Grade 12
LSEN

Remedial

10 TEST

Select a Grade and Class. Click on a learner to view the learner’s subjects. Add additional subjects from Master List.

Class List T Mazter Subject List - Gr 10 T Subject Setz - Gr10
Click on a Subject to Select.
Subjects | Code | Language Type =
Arccaunting [Gr10] 12351002
Afrikaang First Additional Language [Gr 10] 133032 2
Buziness Studies [Gr 10] 12381032
Computer Applications Technology [Gr10] 19351002

e

-

User Question?

-
——

You have selected the option te remove the subject, but to retain the
previous marks for this subject. Are you sure you want to centinue?

-

3
I earners lh Class

Yes

from the calculation of the leamer's average

Subjects | A.| Level | Language

Alfrikaanz First Additional Language [Gr 10] 2
Buziness Studies [Gr10]

Computer Applications Technology [Gr 10) M.

English Home Language [Gr 10) 1
Histary [Gr 10]

|gi<hosa First Additional Language [Gr 10) 2
Life Orientation [Gr 10]

Life Sciences [Gr 101

Figure 20: Archive single subjects per individual learner

Click on Done when finished and to return to the previous main screen.

Deleting subjects

&ii)

Subjects can be deleted by using the following 2 methods:

o Single subjects are archived from individual learners as shown on Fig. 21.

o Subjects can be deleted from a class as shown on Fig. 22.

“M Delete single subjects from an individual learner as follows:

e Click on the Grade and then on the Class and then on the specific learner.

| ' Mo |12335
Subijects for this learner Remove Subject

from Learner
" Delete Subject
{* Archive Subject

N

Mumber of Learning
Areas/Subjects

[9]

o The subjects assigned to the learner are listed at the bottom of the screen (Fig. 22).

o To delete a subject from the learner list, click on the subject in the list and then click on the » » button.

e Click on Yes on the pop-up screen to confirm the decision.

e The subject is now removed from the learner list.

o Repeat to delete other subjects.

Click on Done when finished to exit screen.
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Grades and Claszes
Click on a Class to Select

Grade R
0 Grade 1
Grade 2
Grade 3
Grade 4
Grade 5
Grade 6
Grade 7
T
7B
7C

b LSEN

Select a Grade and Class. Click on a leamner to view the leamner's subjects. Add additional subjects from Master List.

Clazs List T Master Subject List - Gr 7 T

Click on a Subject to Select.

Subject Sets - Gr 7

User Question?

B

Yes |

Subjects | Code | Language Type =
Afik.aanz First Additional Language [Gr 7] 13314522 2 [
Afrikaanz Home Language [Gr 7] 13304492 1 ‘
Atz and Culture [Gr 7) 11351152 =
Economic Management Sciences (Gr 7) 12351092 1
You have selected the option to delete the subject and marks from the i
learner. Are you sure you want to continue? L ¢

Mo

Leamers In Class

Wa: [1005038283

" Callapze

" Expand

Figure 21:

i
Subjects for this learner

from the calculation of the learner

Couble click on & subject to remove the subject

'z average

Subjects | .-’-‘n..| Lewvel

Afrik.aans First Additional Language [Gr 7] v oG
Afrikaans Home Language (Gr 7] s oG
E conomic Management Sciences (Gr 7) i, oG
Englizh Home Language [Gr 7) Y. oG
Life Orientation [Gr 7] st oG
M athernatics [Gr 7] ¥ oG
Matural Sciences (Gr 7] i oG
Social Sciences [Gr 7] . oG
Technology (Gr 7) i oG

Right click on a subject ta zet/change the language tupe for one learner: 1 = first

language; 2 = additional language; 3 = second additional languag

Remove Subject
from Learner

| Languagel v Delete Subject

2
1

1

=]

™ Archive Subject

w
R

MHumber of Learning
Areass/Subjects

Daone

&

Delete single subjects from an individual Learner

v Delete single subjects from a class as follows:

e Click on the Grade and then on the Class.

¢ Click on the Master Subject list (tab 2) (Fig. 22).

o The subjects available for the grade are listed in the centre of the screen.

e To delete a subject from the class, click on the subject in the list and then click on the Remove Subject
from ALL learners in class.

e Click on Yes on the pop-up screen to confirm the decision.

e The subject is now removed from the learner list.

e Repeat to delete other subjects.

Click on Done when finished to return to the previous main screen.
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Select a Grade and Class. Click on a leamner to view the learner's subjects. Add additional subjects from Master List.

Grades and Classes

Click on a Class to Select Clazs List T Master Subject List - Gr 10 T Subject Sets - Gr 10
Grade 8 Click on a Subiject to Select.
Grade 9
Grade 10 Subjects | Code Language Type =
e 10(1) Accounting [Gr10) 12351002 | |
102 Afrikaans First ddditional Language [Gr 10] 13311032 2 =
100 Business Studies [Gr10) 12351032 |
(3 Computer Applications Technology (Gr 10] 19351002 £
1004 Consumer Studies (Gr 10] 20351002
1008 Dramatic Arts [Gr10) 11351062
101(8] Economics (Gr10] 12351082
10(7) Englizh Home Language [Gr 10) 13301062 1
108 Geography (Gr10] 16351032 -
o JOTEST 4| [T ’
Grade 11
Grade 12 Add Subject to Selected Learner | | Remove Subject from ALL Learners In Clazs I
LCEN P —
User Wamning
— R Accession Ne; [12335
e the subject Remove Subject
Rerove 'Computer Applications Technology (Gr10)' from ALL the - EREIEERD from Leamer
learners in this class? | Language || & Delete Subject

ALL Marks for this Subject for this Year will also be deleted,

Are You Sure?

Yes ‘ Mo |

2
" Archive Subject

1 N

Mumber of Leaming
2 Areas/Subjects

— e = e —

— Blearner 1 = first =

Figure 22: Delete single subjects from a class

2.1.6 Setup Educator Subject Groups (12.1.16)
Learners can be grouped in:

The educator subject groups are groups of learners assigned to different educators due to group size or sub-

o Register classes that are linked to the register teachers.

o Subject groups/ classes each linked to a different subject educator.

ject choice. Class lists can then be printed for these classes.

v Click on Educator Subject Groups (Fig. 23) to list existing subject groups.

Subject groups can be created (added) or deleted or the details of a group be changed.

4
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Emzting Groups ]

Educator Subject Groups should be set up for all Subjects
where learneis are nol laught az a register class groupindg.
Click on the colme heading to scet the cokmn. ()
| Gaoup - E ucalor Subgect Guade Le. =] Add Mew Group
|1 |BBENG 10 Engiish Home Language [Gr 101 Grade 10 31 |
| 2 |BEENG &S Erghish Heeme Languasge [Gr 8) Girade B -]
| 3 |eBEMG 93 Enghith Home Language [Gr 3) Graded 26 Edit Growp
| 4 |BEENG 33 Engiish Home Language [Gr 3) Grade 3 &

E EBELO1O Libe Drientation (Gr 10] Girade 10 0 -
| & lBLOM Lite Oriertation (Gr 11] Grade1l 19 _ Pt List of Groues |
|7 [BBLODIZ Life Drieentastion (G 12] Grade 12 21

& EBLOEB Life Orienkation [Gr §) Girgde B =]
[ 9 [0S Lite Drietation (Gr 3) Graded 28 S S
| 10 |BE MATHS 10 Pl athernatics (Gr 10] Grade 10 24
| 11 |[BEMNSS M atural S cences [Gi 8] Girade & e |
| 12 |BE PHYS SC 10 1 Physical Seinces (Ge 10) Girada 10 2 :
[ 13 [BEPHYSSC11 Physical Scinces [Gr 11] Grade11 |22 Giroup Detads Prnt
| 14 |BE PYS SCI2 Frysical Sciences [Gr 12] Grade12 16 Oplior:s
| 15 |BMEBUS STUD 10 Blugaress Studbes (G 10) Girada 10 28
| 16 |BNEBUS STUD 11 Blusiremss Studbes [Gr 11) Grade 11 25
| 17 |BMBUSSTUD 12 Blusiess Studbes [Gr 12] Grade12 |35 Drelete al Groups
| 18 BMEMS & Ecormmic Management 5ciences [Gi 8] Grade B -
| 19 |EMEMS 3 Economic Management Sciences [Gr 9] Grade 3 27
| 20 |BM MATHS LIT 10 Mathernatical Lieracy (G 10) Grade10 25
| &1 |CFSOCSCAan Social Sciences [Gr9) Girade 3 =
| &2 |CFSOCSCAA Social Sciences [Gr3) Grade 3 26
| 23 |[CSACCT Accountng [Gr11) Girade 11 &
[+] S = SR ; » Drone
DOUBLE click on a group o prid o export the group

Figure 23: Educator Subject Groups

2.1.6a Create an educator (subject) group
“M To create an educator group, click on Add New Group (Fig. 23).

& o This will open the next screen for capturing the subject groups (Fig. 24).
e Select the grade from the pre-populated list.
e Select the subject and then the educator from the pre-populated lists.
e Enter the name of your group.
e All the learners in the grade with the subject assigned to them will be listed in the column on the left.
¢ Click on the learner names in order to add them to this subject group.
o The learner names will move to the column on the right.

o The number of learners in the group is indicated at the bottom of the column. This is to help
distributing learners equally when assigning learners to a subject group.

Click on Save.
Or learners can also be assigned as a group (register class) as follows:

¢ At the bottom of the screen find Filter by Class and select a specific register class for the grade.
e Only learners for this particular class will be listed on the left.

e Learners can be selected individually by clicking on each name or the register class can be moved by
selecting Move All.

e The group can also be removed from the subject group by selecting Move All Back.
Click on Save

e Repeat in order to create the next subject group.

Click on Done to exit the screen.




e Or the search option can also be used to find any particular learner by typing in either the full surname
or the first letter of the surname.

Educator Subject Groups

Build Group\E dit Group |
Subject List : Learners in the Subject Group
Select Grade: m Surname Mame Acc No. Class
Select Subject: | J
Select Educator: | ﬂ

Mame for new Group: |

Select Learners for the Subject Group by clicking on the name

Surname | Name Acc No. Class

Mumber of Learner in Groups: Save

Search/Filter Master List
Filter by Class: = Elear
Move &l Move All Back

Search for Learner

;;EE [ GO
Done

Figure 24: Educator Subject Groups (Create /Edit Groups)

2.1.6b Edit an educator (subject) group
YA Information can be changed for a specific group e.g. adding new learners to a group.

e Click on an existing subject group (Figure 23).

& e Click on Edit Group.

¢ The information of the group is now pre-populated on the next screen (Fig. 24). Change / update
the relevant information.

Click on Save and then click on Done

2.1.6¢ Delete Educator (subject) Groups
Y One subject group can be deleted as follows:

e Click on an existing subject group (Fig. 24).
& e Click on Delete Group.
e Click on Yes on the pop-up screen to confirm the decision.

Click on Save and then click on Done to exit the screen

y l’




2.1.6.4 Print Educator (subject) Groups

&A list of all created groups can be printed by selecting Print List of Groups (Fig. 23).

Subiject class lists can also be printed by selecting Group Details Print options (Fig. 23 and 25).
“f Subject class lists to be printed can be selected from the following options.
e Print per Grade, prints all the groups set up for the grade.
¢ Print per Subject, prints all the groups set up in that particular subject.
e Select an individual mark sheet prints only the selected subject group.

Existing Groups ]

Educator Subject Groups should be zet up for all Subjects
h I b -
where leamers are e Pt Blnk Mok e

Click on the column head_i

Register Class Lists

Group| Add Mew Group
1 |BEENG 10 Select Class | ~| [ Allclaszes Print Class List |
2 BB ENG 8/5
3 BB ENG 9/3 Edit Group
4 BB EMG 9/5 Subject Class Lists [&vailable if Educator Subject groups have been set up)
5 BELOD T
6 (BELOTM " Print Per Grade. Select a grade l—_| gﬁmt R
7 |BBLO1Z
8 BELOS Grade selected to be printed ,7
9 EBELOY Delete Group
10 |BE MATHS 10 " Print Per Subject.
11 |BE NS &
12 |BE PHYS 5C 10 Select an subject | 12351002 Accounting [Gr 10] =]
13 |BE PHYS SC11 Subiect selected for printing [12351002 Accounting [Gr 10) Gieup(DEtaiz Bt
14 |EBE PHYSSC12 Dptions
15 |BM BUS STUD 10 -
16 BN BUS 5TUD 11 Prirt
17 |BM BUS STUD 12 Delete all Groups
12 BMEMSE " Select an individual mark sheet.
13 |BMEMS 3
20 |BM MATHS LIT 10
21 |CFSOCSCa/2 | Done

Figure 25: Print Subject Groups

21.7 View / Print Learner Subject Allocation
. This menu can be used by school management to validate the subjects assigned to the learners.
Sl
“ View/ print learner subject allocation menu (Fig. 26) allows you to print the following lists:
¢ All learners with their allocated subjects, also per grade and a specific class.

o All learners without any allocated subjects.

e Lists can be printed for learners in GR 12 with more than 7 subjects, with 7 subjects and a list with learners
less than 7 subjects.




p
Learner Subjects

All Learners

" List of leamers with no subjects.

Subjects per Grade or Class

" Select grade
" Select class

" Learners with mare than 7 subjects.
" Learners with 7 subjects

(" Learners with lzzs than 7 subjects.

Prink | Daone

e Select a relevant option and then click the Print button.

2.2 Maintain School Based Assessment (12.3)

The Maintain School Based Assessment menu (Fig. 27) allows you to validate/ set up the formal

tasks and capture learner marks per subject.

Figure 26: Learner Subjects

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

¥

4

12.3.11. School Based Programme of Aszezsment

12.3.12. Maintain Learner SBA Results

12.3.14. Yiew Mational Rating Codes

12.2.15. View Programme of Assessment Tasks

12.3.16. Calendar View of Aszsessment Tasks

12.3.18. Pnnt Learner Portfolio SBA Results

12.3.19. Update Previous Year POA

<< Cumiculum Module Menu

Figure 27: Maintain School Based Assessment




The functionalities available for this section are summarised in the table below:

Header & (SA-SAMS Menu) Function
221 > To set-up / validate tasks for Pro-
School Based Programme of Assessment (12.3.11) gramme of Assessment (POA)

2.2.2

L » Capture learner marks
Maintain Learner SBA Results (12.3.12)

12.3.14 > Pre-populated list with rating codes and
View National Rating Codes (12.3.14) official descriptions
2.2.3 .
) > List of POA tasks
View Programme of Assessment Tasks (12.3.15)
2.2.4

) » Tasks populated on a calendar
Calendar View of Assessment Tasks (12.3.16)

2.2.5 > Print a list of learners and their portfolio
Print Learner Portfolio SBA Results (12.3.18) achievement
2.2.6

» List the POA of previous year

Update Previous Year POA (12.3.19)

Each of the sub-menus will be discussed individually under the related sections.

2.2.1 School Based Programme of Assessment (2.3.11)

i

School Based Program of Assessment manages the setup and validation of the SBA tasks of all
subjects per grade. This includes validating the weightings for the term and year marks.

The SBA Programme of Assessment contains pre-populated tasks for the CAPS subjects as shown in Figure

28.

O

Schools need to adapt the tasks annually in terms of the planned date, raw task total, linked topics, the
weighting of the tasks and if a task is a common task.

Fixed totals and weights according to CAPS are printed in red. Totals in black are not prescribed and can
therefore be changed according to the school’s requirements.

ALL tasks must be linked to a topic before the weights can be validated. The red colour of the topic
column will clear after each task has been linked to a topic (Fig. 28b).

A task can consist of more than 1 activity. This implies that the marks for the activities will be automatically
added and displayed as the raw task total. If the total of the activity marks are not equal to the task total it
will automatically be converted to the total of the task.

The marks will be automatically added and converted according to set weightings to determine the term
mark, the SBA year mark and the promotion mark (level or %).

oo



Grade: |Giade 5 «| Subject |Natural8c:iences and Technology (Gr 6]

j ™ Max View

Add Mew Tasks

Include
Tazk Description [English] Carmmasn Activity Topic | Planned R Te_rm in SBA 2
Term ) Test! Task | Weight Wwieight =
[Wellow = Official Tazk] Count | Count Date z ‘Year =, Edit Tazk
Task Total| % b4
bark.

Term |1 (Practical) - Official [ne [ o [ 1 [201303M5] 15 | 4286 | Yes | 10.00 | Delete Task |
Term1 |2 (Standardized test) - Official [ wo [ o [ 1 [zo1303ms] 20 [ 5714 [ wes

Term 1 Totals:| 35 |100.00 Wweights / Validation
Term2 [3 (Practical) - Official [ no [ o [ 1 [eo13msmz2] 15 [23.08 | Yes
Termz |4 (Mid-year ination) - O fficial [ wo [ o [ 1 [eo13msm2] 50 [ 7892 [ wes [ 3333

Term 2 Totals:| 65 |100.00
Term3 [5 (Practical) - Official [ no [ o [ 1 [z0t3marmz] 15 {4286 | wes | 10.00
Term3 |6 (Standardized test) - Official [ no [ o [ 1 [zo13mam3] 20 Yes

Term 3 Totals:| 35 Calendar Yiew
Termd |7 (Practical) - Official [ no T 0 20131122] 15
Termd4 |8 (End-of-year examination} - O fficial | No | o 201311423 50 g g i

SBA Year Mark - Convert Marks using Weight: 75% 0 Cromme (el
Al ieabblabiublb b et Tests/Tasks Gritod
Term 4 Totals:| 65

Print Task Grid
Export to Excel

Capture Marks

Subject has not been Validated.

Figure 28: Programme of Assessment for SBA

Done

2.2.1a Set-up a SBA Programme of Assessment (Figures 28, 29 and 30)
Marks per subject can only be captured after set-up and/or validation of the

“M The tasks need to be adapted (validated) for a particular school as follows:

o tasks and related topics/skills and

o weight % for the SBA year mark and Terms respectively.

Click on SBA Programme of Assessment (12.3.11) to open the display screen (Fig. 28).

Select a Grade and then a subject to display the POA of the subject.

Click on a Task then click on Edit Task to open the task screen (Fig. 29).

Complete the editing of the whole year’s tasks and then validate the weights of the tasks before the

learner’s marks can be captured.

Click on "Edit

. Change date .

Tasks"

. y 18
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(Change task

name & raw
mark)

Click on
selected topic

(s)




Grade: |Grade5 v | Subject: |Life Skills (Gr 5) | T MaxView

Include Add New Tasks
Raw | Tem in 5B SBA

TermZ |Personal & Social Wellbeing (Test) - Fof Closed No

[&]

3 |20M3005/22) 30 | 30,00 Yes 7.50

Term 2 Totals:| 100 | 100.00

Figure 28b: Programme of Assessment for SBA

Edit Subject Task

| |Life Skills [Gr 5) | Grade§

Description: |Phy5ica| Education

Afrikaans: |Liggaamsopvoeding Fieporting Spit. |2 Physical Edusation |
Tope: |PET j Common Test/Tazk [For Common Tasks /
) ) [ Ewxam: / Quarkerly Tests, select to print &
Tem: [Tem1: 2013/01/16-2M23/02/28  »|  Date [z0120021s = distribution report per level |
Official Task - only these fields may be changed - You may also maintain Topics/Skills and Achivities.

Taszk Type: |PET ﬂ Task Date: |2012003M15 Common TestdTask: [ Task Raw Tatal: 30

Topics/Skills
[W01. Personal and Social Welk-being B "D" Iiiﬁdt: Eangot change during *eights Calculations.
[] 01. Development of the self | bl
[[] 02. Health and environmental responsibilty Raw Total | 20
[ 03. Social responsitiity Fived Faw Total ’T
02. Physical Education : S
01. Warm up and play Fixed Tem Weight % | 3n
oz Ut2 Ir;\pnruvse Edicreete ) Include in SBA Year Mark ? |v
. Creative Arts
w[] 01, Read, interpret and perform Fixed SBA Year weight %: | 7.5
D 02. Appreciate and reflect on S

m.

Activities for Task :

Activity (Yellow = Official) Date Mark Weight % The weightings for all activities must add up ko 100.
Freguency of participation - Official 20130315 20 65.67 To maintain the Datez M ark s A eigths:
Movement performance - Official 20130315 10 3333 - Click ‘Maintain Task Activities'
TOTAL 30 100.00 - Click. "Maintain D ates/Markz w'eights'

- Capture the Dates/Marks weigths

OR Click ‘Auto Calculate 'weight!
- Double Click. on D ate Cell to uze Calendar
- Click "Save'

i M aintain Task Activities Save Done

Figure 29: Edit Subject Task

g : Commo a p
T ask Diescription [English) Activit | Topic | Planned ; 4
Termn [vellow = Formal Task) Status | n Test/ y Count Date Tas anlght Year anlght Edit Task
Tazk k 4 E4
Count b arke
Tata
Term? |Creative Arts (CAT) - Formal Open | No 0 5 [2013/03/15] 40 [ <0.00 | ¥es | 10.00 Delete Task |
Term1 |Personal & Social Wellbeing (Assignmg Open No 0 3 |20130315( 30 | 30.00 Yes 7.50
Term1 | Physical Education (PET) - Formal Open No 2

201340315] 30 [ 3000 | Yes | 750 Weights / Walidation
Term 1 Totals:| 100 | 100.00
Term2 |Creative Arts (CAT) - Formal Closed Mo 0 5 [2013/05/22| 40 | 4000 | ¥es | 10.00 Change Task Status
Term2 | Physical Education (PET) - Formal Closed| Mo 2 2 |201305/22| 30 | 3000 | Yes | 7.50 Mark Capturing Status

Term3 |Personal & Social Wellbeing (Project) - [ Closed No 0 3 |20130822( 30 | 30.00 Yes T7.50 Calendar View
Term3 | Physical Education (PET) - Formal Closed No 2z 2 |20M130822| 30 [ 30.00 Yes T.50
Term3 | Creative Arts (CAT) - Formal Closed No 0 5 |2013/08/23( 40 | £0.00 Yes 10.00
Term 3 Totals:| 100 | 100.00 [N Cammon Quartery
= = Tests/Tasks Gritog

Termé |Personal & Social Wellbeing (End-of-yd Closed No 0 3 |20311022| 30 0.00 Yes T7.50
Term4 | Physical Education (PET) - Formal Closed No 2 |2013/11/23] 30 0.00 Yes 7.50
Term4 |Creative Arts (CAT) - Formal Closed| No 0 5 [201311/24] 40 | 0.00 | ves [1000 Print Task Grid

SBA Year Mark - Convert Marks using Weight: 100%; o (10000 100.00

Term 4 Totals:| 100 |100.00 Export to Excel
Capture Marks




o The tasks can be updated/ validated in the data boxes below the red text in the middle of the screen as
follows:

O

e}

O

O

Click on the drop-down list to update the Task Type. (N/A leaves the data field open.)

Change the Task Date according to the POA of the school.

Tick if the task is commonly set by the province or DBE.

Change the value of the raw total according to the assessment as designed by the school. This will
not be possible if the mark is a fixed value, indicated by red print.

¢ To activate the task you have to link it to a relevant Topic/Skill. This will assist the Educator with re-
porting and will be available for the following year.

¢ Click on Save, click on Yes on the pop-up screen to confirm the change.

When finished click on Done to exit screen.

Repeat this for every Task of the subject before any marks can be captured.

A task can also consist of a combination of different assessment activities. Most of the prescribed activi-
ties are pre-populated. CAPS activities that are not fixed could be added manually e.g. drawings for EGD.

The total of the task mark will be automatically converted if the total mark of the activities is different from
the task mark.

“m Click on “Maintain Task Activities “ at the bottom of the screen in order to edit, add or delete activities.
(Fig. 29)

a.

When finished click on Done to exit screen.

Edit formal SBA activities (Fig. 30) as follows:

Click on “Maintain Dates/Marks/Weights” to edit existing activities.

Update the date or marks.

Update the weighting % of the activities for specific weighting or

click on “Auto Calculating Weight” in order to update the weight according to the mark relative

to the total mark.

Click on Save, click on Yes on the pop-up screen to confirm the change.

Activities for Task :

The Weightings for all activities must add up to 100,

Activity (Wernacular) (Yellow = Formal) Date WMark Weight %
Language structures and conventions in | 2013/03/15 E] 15.00 To maintain the Dates/M arkswieigths;
Listening and speaking - Formal 2013103115 20 20.00 - Click 'Maintain Task Activities'
- - - Click. 'Mairtain Dates/M ark s gights'

Read h - Fi | 2013/0315 20 15.00 .

S LT e T - Capture the D ates/Marks w eigths
Reads aloud - Formal 20130315 20 20.00 OR Click Buta Calculate Weight!
Wiriting - Formal 2013/03/15 20 30.00 - D_Duble Click on Date Cell to uze Calendar

TOTAL| 95 100.00 - Click. "3avs
‘ | Auto Calculate Wweight | Save Done

Figure 30: Edit Activities of a Task
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b. Other activities can be added, edited or deleted (Fig. 30) as follows:

e To add an activity, click on “Add Activity”.
o Add a description of the activity, the total marks and task date. (Fig. 31)

Click on Save and then click on Done.

e Click on “Edit Activity” to edit ADDED activities.
o Update the description of the activity, the total marks or the task date.

o Update the weighting % of the activities for specific weighting or click on “Auto Calculating
Weight” in order to update the weight according to the mark ratio.

Click on Save and then click on Done

e Click on “Delete Activity” to delete any ADDED activities. Formal SBA activities cannot be deleted.
o Select the activity and click Yes on the pop-up screen to confirm the change.

Click on Save and then click on Done.

Lctivities for Task :

Activity (Vernacular) (Vellow| agq Activity: ivities must add up to 100,
P1 : Language in context - Off] larkz AW eigths:
P2 : Literature - Official Description: || ivities'
P3 - Writing - Official ) l LS
Afrik aans: | MWeigths
ate 'weight'
Wernacular | Bll to use Calendar

Total Marks: i} Total Pogzsible Raw Mark for Activity.

Tosk Date: 70730807 =] _swe | oone |

Figure 31: Add /Edit Activities

2.2.1b Add Assessment Tasks
% Marks can only be captured per task that is set up with related topics/skills.

i.  Tasks can be manually added or deleted for subjects without pre-populated tasks e.g. non- Caps
subjects.

ii. Common assessment tasks that are not to be included in the SBA year mark can be added.
“i Tasks can be added for non- CAPS subjects as follows:
e Click on POA (12.3.11) to open the display screen (Fig 28).
e Select the Grade and the Subject from the dropdown boxes.
e Click on “Add New Tasks”.
e Complete the page as follows (Fig. 32):
o Type in the “Description” of the task.
o Select “Type” from the dropdown box.
o Select the Term from the dropdown box

o Select the Date of the task from the calendar.

I )
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When finished click on Done to exit the screen

o Tick if the task is a Common Assessment Task.

o Enter the raw total mark.

o Tick if it is part of the SBA year mark. Only tick “Fixed Raw total”, “term weight” or “SBA year

weight” if it is prescribed.

o Select the relevant Topics.

o Click on Save to save the captured data.

o Click on Next New Task to add the next task and repeat the above process.

Add Subject Task (:

|N atural Sciences [Gr 7)
Details of Assessment Task

Diescription: |1

Alfrikaans: |1

Type: | Test |

01. Scientific Investigations

| Grade7

Common Test/T ask [For Common Tasks /
™ Exams / Quarterly Tests, select to print a

Tem |Temn1:2013/0116-2013403/28  »| Dater [20120228 = P g, e S
Topics/Skills Setup
* Fiwed: Cannot change during “eights Calculations.
w| 00. Old Outs
S 0 = Not Fised

Raw Tatal [ 40
Fized Raw Tatal: ’—
Fized Term ‘Weight 2 ,_
Include in SBA Year Mark 7 [v
Fired SBA Yearweight % [

02. Constructing Science Knowledge
[ 03. Science/Society/Environment

Activities for Task :
Activity (vellow = Official)

The Weightings for all activities must add wp to 100.

Date Mark Weight %

Tao mairtain the D ates/Mark s W eigths:
- Click 'Maintain T ask Activities'
- Click. 'Maintain D ates/Mark s AW eights'
- Capture the D ates/Marke eigths
OR Click ‘Auto Caloulate WwWeight'
- Double Click on Date Cell to use Calendar
- Click. 'Save’

Maintain Task Activities

Figure 32: Add and Edit Tasks for non-CAPS Subjects

Done

Mext Mew Task | Save |

“M Tasks can be added for Common Assessment Tasks that do not form part of the SBA year mark as fol-
lows:

AB,

Click on POA (12.3.11) to open the display screen (Fig 28).

Select the Grade and the Subject from the drop-down boxes.

Click on “Add New Tasks”.

Complete the page as follows (Fig. 33):
o Type in the “Description” of the task and select “Type” from the drop-down box.
o Select the Term from the drop-down box

o Select the Date of the task from the calendar.

El
- '
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o Task is default set as a Common Assessment Task.

o Enter the raw total mark.

o Select the relevant Topics.
o Click on Save to save the captured data.

When finished click on Done to exit the screen

The Common assessment task is displayed in the POA. Note that the marks are not included for SBA
year mark. Common task can be included in the SBA year mark by ticking the Common Task box (Fig.

28 & 29).
|Eng|ish Home Language [Gr 5] | Grade 5

Details of Assessment Task

Description: |C.c|n'|mun Test T1 Yemacular: |T1

Afrikaans: | Gemeenskaplike tosts T1

Type: |Standaldised test j Common Test/Task [For Comman Tasks /

¥ Ewxamsz / Quartery Tests, select to print a
distribution report per level ]

Termn: |Term 1: 2003401409 - 201340320 j

Date: |z0130108 >

Topics/Skills [Yernacular] Setup

[] 09. Information and social texts. -

Fiaw Total | 49

10. Prepared and unprepared reading (Reading aloud)
\riting & Presenting

01. Creative writing

02. Transactional writing

03. Writing process

04. Language conventions

Mos

Thiz Subject contains "Formal' T asks.

Youmay only add Tasks for
Common Tazks / Exams / Quarterly Tests.

This Task will not count towards

05. Work with words |
06. Work with sentences s
Il | |[#] 04. Language structures and conventions
a8 01. Language structures and conventions —

[Joo. ol Qutcomes
i [] 01, <Not Set> -

‘ SBa, Terms or Year marks.
|

Activities for Task :
Activity (Vernacular) (Yellow = Formal) Date Mark

Weight % The Weightings for all activities must add up to 100,

To maintain the Dates/Markz weigths:
- Click "Maintain Task Activities'
- Click 'Maintain Dates/Mark s W eights'
- Capture the D ates/Marke \weigths
OF Click 'Auto Caloulate ‘Weight'
- Double Click on Date Cell to use Calendar
- Click "Save'

| Mainkain Tazk Activities |

Save | Done

Figure 33: Add and Edit Common Assessment Tasks
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School Based As

Grade: |Grade5 +| Subject |EnglishHomeLanguage[GrS] j [T Maxiew
Ihclude Add New Tasks
o Task Description (English] ctanse | 0 | fctivi | Topic | Planned | R34 \J:& in SBA “’fgght _
[rellow = Formal Task)] Task ¥ Count Date K % ear % Edit Tazk
23! Count T = b ark. 2
ata
Term1 |T1 (Standardised test) Closed| ves | 0 7 |201301m9] 25 | 0.00 | Mo Delete Task
Term1 |1 (Narrative / Descriptive text) - Formal Open | No 5 | 10 [2013m315] 100 | 0.00 | Yes | 1426
Term1 [2 (Literature: Poetry) - Formal Open No 4 14 |2013/03H8] 100 | 50.00 Yes | 14.29 Weights / Validation
Term 1 Totals:| 245 | 100.00
Term2 [2 (Informative / Instructional text) - For] Closed| No | & [ 16 [2013/06/03| 100 [ s0.00 | ves | 1429 Change Task Status
Term2 |4 (Mid-year Examination/ test) - Formal|Closed| No | 2 [ 2 [20136m4] 100 [ 000 [ ves [1429
Term 2 Totals:| 200 |100.00 I ark Capturing Status
Terms |5 - Formal [closed[ No [ 5 [ 10 J201308m1] 100 [ =000 | Yes | 1429
Terms |6 (Dialogue/ drama) - Formal [Closed| no | ¢ | 14 [201308m2] 100 [s000 | ves [1429 T
Term 3 Totals:| 200 [100.00
Term4 |7 (Informative / Instructional text) - For{ Closed| No | 5 | 13 [20137108] 100 | 0.00
Termé | (End-ofyeark )-Formal |Closed| Mo | 2 | & |201311/12] 100 | 25.00 TC?”J‘,“T’°”kQL&a"19't'YS
SBA Year Mark - Convert Marks using Weight: 75% 0 | 75.00 ssts/lassarllo
Term 4 Totals:| 200 |100.00

Frint Task Grid
Export to Excel

Capture Marks

Figure 34: Common Assessment Tasks added

2.2.1c Edit and Delete Tasks
“ Tasks can be edited as follows:

& .

Click on POA (12.3.11) to open the display screen (Fig 28).
Select the Grade and the Subject from the pre-populated lists.
Click on the task to be edited.

Click on “Edit Tasks”.

o Update the screen with the correct Description, Type, Term, Date, Topic, Total raw mark, Com-
mon task, and if part of SBA year mark. (Fig. 32)

Click on Save when finished and click on Done to exit the screen

“f Only Tasks added by the school can be deleted. Tasks can be deleted as follows:

Click on POA (12.3.11) to open the display screen (Fig 28).
Select the Grade and the Subject from the pre-populated lists.
Click on the task to be deleted.

Click on “Delete Tasks”.

o Click on Yes to confirm that the task should be deleted.

- o
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2.2.1d Validate the weight % of Tasks and SBA Year Mark
Marks can only be captured after validation of the

@) o tasks and related topics/skills was validated and
(2

o weights for the SBA year mark and the Term mark.

Subjects with fixed weightings, as prescribed by CAPS, cannot be changed and are printed in red.

v SBA Year Mark percentage (%) needs to be set according to CAPS for each subject and grade. This is
already included for the subjects with pre-populated POA.

e Set rules for POA manually captured by the school as follows (Fig. 35):
o Click on SBA Year Mark < rules not set, edit task to change> the blue line.

o Click on Edit Task.

Ei————e

Grade: |Grade 3 ~| Subject |English Home Language (Gr 8] j 7 Maxiew
Include Add Mew Tasks
Tazk Deszcription [Englizh) Eonnon Activity| Topic | Planned R Te_rm in SBA SBA
Tem s Test! Task | ‘Weight ‘Wweight "
[Vellow = Dfficial Tazk] Count | Count Date = ear =, Edit Task
Task Tatal| % %
Mark

Term1 |Listening No 0 1 |20130217] 10 | 9.10 | Yes Delete Task |
Term1 |Unprepared Reading Mo 0 1 20130218 | 10 9.09 Yes
Term? |Informal Letter No 0 1 2013/0219) 20 | 1818 [ Yes weights / Walidation
Term1 |Ezsay Yes 0 1 2013102120
Term1 |Test Mo 0 1 201302021
Term1 |Spelling No 0 1 2013/02/22

Term 1 Totals:
Term2 [W1 (Mid-year Examination/ test) [ w0 [ o [ 2z 20130421

lcrm'ilotals: Calendar View
Term3 [V2 (Creative writing) [ Mo [ o [ 1 201307115

Term 3 Totals:
Termé [E2 (End-of-year Examination) Mo [ o [ 1 [eo1anoimd T;?g'}’ggkgl‘;'%e't'i .
Term4 | W3 (Creative writing) Mo | o [ 1 [z013mm1

S5BA Year Mark - <Rules not Set, Edit Taskjto Change>
Term 4 Totals: Frint T azk Grid
'

Figure 35: Edit / Validate Weight % of Tasks and SBA Year Mark

¢ Select Convert Marks Using Weight and type in the % weight as prescribed by CAPS.(Fig. 36)

Click on Save and then click on Done to exit the screen

of... Curriculum Related!Data
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ot et o |

Grade: |Grade g J Subject: |English Home Language [Gr 8] J [~ Max View
— ’ Cammior 50 : Raw | Tem Include SBA
Task Dezcription [Englizh) Activity| Topic | Planned : in SBA p
Term ik Test! Task | Weight Weight
[ellow = Official Tazk) Court | Count Date s ear &
Tazk Total| % 4
I ark.
Term1 |Listening No 0 1 (20130217 10 | 810 Yes
Term1 |Unprepared Reading No 0 1 2013/02M8| 10 9.09 Yes
Term1 |Informal Letter No 0 1 2013/02M8( 20 | 1818 | Yes
Term1 |Essay Yes 0 1 2013/02/20) 20 | 1818 Yes
Term1 |Test No 0 1 2013/02/21| 40 | 3638 | Yes
Term1 | Speling No 0 1 20M3/0222| 10 9.09 No
| SBA Year Marks o]
Term2 |W1 (Mid-year Exam 0.00 Yes
(Mid-y For Tasks marked as ‘Include in SBA Year Mark”. 0.00
Term3 [W2 (Creative writin{ | ¢ Convert Marks to Specifed Marks 0.00 | “es
o Convert Marks using Weight Weight %: n 0.00
Termd |E2 (End-of-year Ex; 0.00 Na
Termé |W3 (Creative writin 0.00 Yes
SBA Year Mark - 4 Save Done 0.00
I I 0'00

Figure 36: Set Weight % for SBA Year Mark

“M Task weight % needs to be validated every time after editing the tasks. This will ensure that the marks are
calculated correctly and separately or the term and year. It also updates all the mark schedules and reports

instantly.

e Set/ Validate weight % for the subject as follows (Fig. 37):

o Click on Weights/Validation

o Click on “Auto calculates” — the weight is according to the ratio of the mark to the combined
total (this will divide the specific task weight into the combined total of all tasks).This calculates
the Term and SBA Year mark separately but simultaneously. It changes all weight % after a
change with task marks. OR

o Click on the cell of the specific weighting and change the weighting manually.

o Click on “Save/ Validate” and verify with Yes in the pop-up screen.

[ ]
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School Based Assessme

Grade: |Grads 8 Subject: |English Horme Language (G ) J [~ Max View
T Task Description [Englizh] Cenmen Activity) Topic | Planned ey Te_rm lirr:CéUBd.: SBA
Sl [ellow = Official Tazk] '_I'l_est.-" Count | Count Date sk W'eolght Year Weglght
ask Total| % Ve %
arl
Term1 [Listening No 0 1 2013/0217] 10 | 9.10 Yes 267
Term1 |Unprepared Reading No 1] 1 2013/02M8| 10 9.09 Yes 267
Term1 [Informal Letter No 0 1 [20130218] 20 | 1818 | Yes 5.33
Term1 [Eszay Yes 0 1 2013/02/20] 20 | 18.18 | Yes 533
Term1 [Test No 0 1 201302021 40 X Yes
Term1 [Speling No 0 1 201302722 10 1 No
Term 1 Totals:| 110
Term2 [W1 (Mid-year Examination/ test) [ noe [ o [ 2 [z013m421] 200
Term 2 Totals;| 200
Term2 [ W2 (Creative writing) [ mo [ o [ 1 [ee13m07m5] 50
Term 3 Totals:| 50
Termd [E2 (End-of-year Examination) [ wo [ o [ 1 [2013n0i1] 150
Termd |W3 (Creative writing) [ we [ o [ 1 [zo1anomi] 25
SBA Year Mark - Convert Marks using Weight: 75% 1]
Term 4 Totals:| 175
Save / Yalidate

Subiject has not been Yalidated. %
Figure 37: Set Weight % for SBA and Term

The validation rules for Weight % include the following:
e Term weightings
o The weightings of each Term (Terms 1, 2 and 3) must add to 100.

o The weightings in Term 4 adds the SBA Year mark + End of the year Exam weighting + PAT (when
applicable) = 100

o Term 4: term weighting of the tasks that counts for SBA year mark shows 0, but are included in the
SBA year weight.

e SBA Year Mark weighting
o The weight % = 100.

o Prescribed fixed weighting is indicated in red.

e Auto weight calculations add the raw totals and then divide the specific task total by the cumulative
total. If the test totals change then redo auto calculation to adjust accordingly. (There is no need to do
any manual calculations)




2.2.1e SBA Programme of Assessment
“m The SBA Programme of Assessment (Fig. 29) of a subject can be printed in different formats:

& e In a Calendar format (Fig. )

o Click on Calendar view

o Select print option and print
e As a copy print of the POA
o Click on Print Task Grid
o Select print option and print
e Export to Excel
o Click on Export to Excel
o Find and open the document under My Documents.

o Remove the “Read only” status of the protection submenu in Tools to access the values.

2.2.1f Common Tests/ Tasks analysis

Tasks that are commonly set by the province are marked as “Common”. The learner achievement of
these tasks is summarised and available in report format for every subject.

“@ Click on Common Tests/ Tasks
o Select the term and subject from the drop-down list.
e To show last Grade per phase click on Show Grades 3,6 & 9.
e Click on Print Grid to print the report.
o Click on Export to Excel to access the values for further use.

o Find and open the document under My Documents.
o Remove the “Read only” status of the protection submenu in Tools.

Click on Done to exit the screen

—Dlstnl;;tlon Results for Co

Select Term: & Temm1 © Tem2 © Tem3 © Temd

Pritt
GO | Show Gradss 3, 69

Select Subject: | | T Manview Expart to Excel | Daone
Rezults will only dizsplay correctly if CAPS 2012 Subjects Codes are uzed.
5 choal Mamg: ERIS Mumber
Diztrict: Province

Learning Alea:

% Average |Number of learhers in each achievement rating

mark. per Level 1 Level 2 Level 3 Level 4 Level 5 Level B Level 7
grade

Mo of Tatal nurmber
sbzentees | of leamers

TOTALS

Figure 38: Distribution results for Common Tasks
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2.2.2 Maintain Learner SBA Results (12.3.12)

L Learner achievement is captured per task in order to comply with the CAPS and to assist with reporting
<. on the status of Curriculum coverage.

o The results are captured as marks and not percentages to assist the educator with calculations and
with correct reporting. This also ensures that rounding of marks is done at the end of the term and not
for every task.

o The “Marks Security” is an added functionality designed to protect and verify captured marks and to
limit access to classes, subjects or groups when capturing and verification of the marks.

2.2.2a Capture marks with Security function “OFF”
“M After the POA for a subject was validated the marks can be captured as follows:

e Click on “12.3.12 Maintain Learner Task Assessment” or Capture marks on screen 12.3.11 to open

& the capturing screen. (Fig. 39)

o Select the grade and then the subject from the drop-down lists.
o Select a class (selected class or all classes) OR select a subject group (created in 12.1.16).

o Select the term from the drop-down lists

e Click on GO.
e For convenience purposes learners can be sorted alphabetically or per gender.

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

Marks Secunty: Off.
Grade: v| Subject: [Music [Gr10) | Sorting: e
Class: | All j DR Subject Group: j Alphabetical - = M View
Term: |Term‘| S 130146 - 13403428 ﬂ
Enter -1 to indicate absence Subject Tatal: 100 Mumber of Leamers: E
TASK 1:PA TASK Z:PA =
TASKS
Activities Score analyg Theory
Weighting 50 60 40 50
Total Mark 50 30 20 50 SHR
Include in SBA Year Mark e e Wweighted Tgm Symbal
Term Terml Terml Mark. i
/Date |2013/03/15) 2013/03/18| 2013/0318) 2013/03/18

No | Acc No |Learner Gender T1 T2:A1 T2:A2 T2 100

1 12350 |DUMINY, Donovan Male 34 18 13 32 66.00 £6.00 ]

2 11045  |JORDAN, Dan Malg 45 -1 15 3B 83.50 83.50 7

3 11107 |MGWEBI, Zandile Female 41 21 14 35 78.00 75.00 E

4 11103 |MOSBY, Johnathan Malg 30 24 16 40 70.00 70.00 5]

5 11123 |NGCWEBU, Andile Malg 39 19 13 3z 71.00 71.00 A

3 11016 |OWEN, Jordan Male 40 22 15 37 77.00 7700 g

7 12242 |THOMAS, Homalanga Female 33 27 18 45 78.00 78.00 g

8 11085 |WEST, Cornelius Male 33 20 13 33 66.00 66.00 ] ||
9 11071 |ZORO, Stanley Male 41 21 14 35 76.00 76.00 5

Average¥ 75 73 74.00
Tatal 27 77 e

< D[]
Wieighting |nfo | Symbuols | Export to Excel | Print grid far mark. entry | Pririt with rark s | Save | Done |

Figure 39: Maintain / Capture Learner Marks




o Enter marks in the appropriate column highlighted in orange (task) or yellow (activity).

o Marks for the activities are automatically added and converted for each task as specified in
12.3.11.

e The Term % and Level (symbol) are automatically calculated and displayed.

o When capturing is completed click on “Save. “

o Repeat the procedure for every subject and then click on “Done” to exit the screen.
e Marks can be captured per task or activity when available.

e Marks can be corrected afterwards and then be saved successfully.

2.2.2b Print the Mark Schedule
“M  The following options exist to print the mark schedule to be used for different purposes:

& ¢ Ablank mark schedule can be printed by selecting “Print grid for mark entry”:

o This schedule is set up according to CAPS and the learners per group and is convenient to
keep marks during the term before capturing.

o Select option “Print with marks” to print the completed mark schedule:
o This is used to verify/ validate captured marks.
o Select option “Export to Excel” to export the completed mark schedule.

o This is used to import the data on another format for printing or analysis.

2.2.2c Capture Marks with Security Function “ON”

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

The Security function involves

a a) Status of tasks available for capturing (open or closed).

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

v Status of the task determines if the mark schedule is ‘open’ to capture marks or ‘closed’ to ensure
that marks cannot be changed.

e Complete the validation of the POA.
¢ Click on Change Task Status and click on Yes in the pop-up screen. (Fig. 40 & 42).
e Marks can now be captured on the “opened” task.

e The status can be closed after all marks have been verified to eliminate accidental or unauthorised
changes.

p 8 . g 1P
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Click on GO.

Grade: [Grade 5 v | Subieet: [Mathematics (51 5)

j [~ MaxView

Add New Tasks

Common Raw | Teim
Tem s | S T N RS PR Tesk wagh 038 Edit Tack
Term! |1 (Assignment) - Offical [Closed] ne 1 [20120315] 50 [ 5000 | Yes | 1250 | Delete Task ‘
Term |2 (Standardised test) - Official [Closed| o 1_|20130315] 50 | 50.00
e Tl Ofile® SO0 “/aights / Validation
Term? |3 (Standardised test) - Official [ciosed] no 1 [2013m05/22] 50 | 50.00
Termz2 |4 (Mid-year examination) - Official | Closed| Mo 1 |2013ms22| S0 | s0.00 Change Task Status
Term 2 Totals: 100.00
Term3 |5 (Project) - Official [Ciosed[ No 1_[201308/22] 50 | 50.00 Mark Capturing Status
Term3 |6 (Standardised test) - Official |ciosea| Mo 1 |2v1ameza| s0 | s000
Term 3 Totals: 100.00 D
Termd4 |7 (Assignment) - Official Closed No 1 |2013M11/22] 5 0.00
Term4 |8 ( - Official Closed| Mo 1 |201311722] 50 | 0.00 | Yes
Term4 |9 (End-of-year examination) - Official | Closed| o 1 |2013n122] 75 | 25.00 T;&’g‘ﬁ;g‘&g"f’.‘ga
SBA Year Mark - Convert Marks using Weight: 5% 75.00
Term 4 Totals: 100.00

Print T ask Grid
Export to Excel

Capture Marks

Done ‘

Figure 40 Status of task to be available for capturing

“f Capturing marks with security on.

e Click on “12.3.12 Maintain Learner Task Assessment” or Capture marks on screen 12.3.11 that
opens a screen with options to capture or verify ( Fig. 41).

SA-SAMS : School Administration and Management System

12.3.12. MAINTAIN SBA RESULTS

Select the term from the drop-down lists

12.3.12.11. SBA Results - Capture

12.3.12.12. SBA Results - HOD Verification

12.3.12.13. 5BA Results - Principal Yerification

Click on 12.3.12.11 to access the capturing screen. (Fig. 42)

Select the grade and then the subject from the drop-down lists.

r

II’ Q"IABI(.:

Figure 41: Sub-menus for capturing / verification with the security function on

Select a class (selected class or all classes) OR select a subject group (created in 12.1.16).

For convenience purposes learners can be sorted alphabetically or per gender.

A blank mark schedule can be printed by selecting “Print grid for mark entry.”

of... Curriculum




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

Grade: |Grade 5 ﬂ Subject: ‘Life Skills [Gr 5) ﬂ Sorting: Go
Class: |55 + | OR Subject Group: v | |Alphabetical > ™ Max View
Tem: ‘Temﬂ :13/01A16 - 13/03/28 j
Enter -1 to indicate absence Subject Total: 100 Nurnber of Leamers:
TASK Creatiy TASK Physig TASK Persol
TASKS
Task Status Open Open Open Open Open
Activities Freguency o|Movement pg
Weighting 40 BE.E7 33.33 30 30
Total Mark 40 20 10 30 30 o
Include in SBA Year Mark ez res es - Tem
‘weighted B )
Term Teml Terml Tem1 Mark 2
/Date | 2013/03/15| 2013403415 2013/03/15| 2013/03/415| 2013/03415
No | Acc Mo |Learner Gender T1 TZA1 T2:A2 T2 T3 100
1 1255A38{AGYA, Norman Male 21 16 9 25 12 58.00 58.00
2 12550384DE KOK, Anre Female 23 1T 8 25 15 63.00 §3.00
3 1283M3B{MARTIN, Dumini Male 32 18 fi 25 18 75.00 75.00
4 1745M38]MOLOI, Qwetelo Male 28 18 ] 24 19 71.00 71.00
Average® 65 83 53 67.00
Total 104 99 64
1 | »
Weighting Info ‘ Symbols | Export to Excel | Frint arid for mark entry | Fririt with marks | Save | Done

Figure 42: Maintain / capture learner marks

¢ Enter marks in the appropriate column highlighted in yellow.
o Marks for the activities are added and converted for each task as specified in 12.3.11.
e The marks of the tasks are added automatically according to the weight %.

e The Term % and Level (symbol) are automatically calculated and displayed.

“i Select the option “Print with marks” to print the completed mark schedule to check the marks
captured.

e When finished with capturing click on “Save .*
¢ Repeat the procedure for every subject and then click on “Done” to exit the screen.
e Marks can be captured per task or per available activity.

e Marks can be corrected afterwards and then be saved successfully.

v 15t Verification of marks with security on (HOD verified).
e Click on 12.3.12.12 to access the capturing screen. (Fig. 43).
e Select the grade, subject, class or subject group and term from the drop-down lists.
e Click on GO.

¢ Click on Verify to confirm that all marks are captured correctly. The mark columns turn orange for
HOD verification.
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e Click on Done to exit screen

e Enter 12.7.16.3 to verify marks for learner report.

BA Results - HOD

Marks Secunity: On._Grades/Subjects/Classes selection restricted as per your administrator.

Grade: [Giade5 v | Subject: [Mathematics (Gi 5] ~| Sorting: o
Class: |55 ~ | OR Subject Group: v| |Alphabetical > ™ ManView
Temm: |Teml : 13/01/16 - 13/03/28 =
Enter -1 to indicate absence Subject Total: Nurnber of Learners:
TASK 2 TASK 1
TASKS
Task Status Closed Open
Activities
Weighting a0 a0
Total Mark 50 50
Include in SBA Year Mark ‘ez ‘res T Tem
Weighted o Symbol
Term [ Temi Teml Mark =
fDate | 2013/03/15| 2013/0315
Ho | Acc Ho |Learmer Gender T T2 100
1 1255438 AGYA, Horman Male 23 35.00 2
2 12950384 DE KOK, Anre Female 23 36.00 2
3 1283M38{ MARTIN, Dumini Male 2 37.00 2
4 1745M35] MOLD|, Qwetelo Male 32 47.00 3
Average 51 27 35.00
Total| 101 | 54 |

\N’ewghtinglnfn‘ Symbols | Export to Excel | Print grid for mark entry | Pririt with marks‘ H\?::‘i)l‘i':a::l?nn Verify Done

Figure 43: Verify learner marks of open tasks
Marks can be corrected after verification as follows:
e Click on Remove HOD Verification (or Principal verification).

e Correct marks and repeat verification process.

“f 2n Verification of marks with security on (Principal verified).
e Click on 12.3.12.13 to access the capturing screen.
e Select the grade, subject, class or subject group and term from the drop-down lists.

e 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.

Learner reports can now be printed.

Click on Change the status of task (12.3.11) to lock the schedule from further changing of marks.
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View National Rating Codes (12.3.14)

The National Protocol of Assessment: Grades R-12 prescribes the rating codes and percentages for
recording and reporting of learner achievements.

The official rating codes or levels for the grades are pre-populated as shown in Figure 44.

The levels and the related achievement descriptors and percentage range are listed per phase.

View Mational Rating Codes (12.3.14)

b 4

Grade Filter: | All Grades - Select ¥ersion: |Version 02, 2013/071/01 - 2093/01/01 j

GrFroml GrTo | Level |Dem:riptiu:un

| Description Afrikaans

| % From... | %To.. |

Mot Achiewved

Elementary Achievement
toderate achievement
Adequate Achievement
Substantial Achigvement
tertonous Achievement
Outstanding Achievement
Mot Achiesved

Elementary Achievement
tModerate Achievement
Adequate Achievement
Substantial Achievement
teritorious Achieverment
Outstanding Achievement
Mot Achiesved

Elementary Achiewvemeant
tModerate Achievement
Adequate Achievement
Substantial Achievement
teritorious Achievement
Outstanding Achievement

[mp B g g R e L P P P G T )

B B e B e Bt B B o s o s Y s I s o I s e
B o R L L . By B i T B LR e B ) B S PR S

Figure 44: View National Rating Codes

Ontoereikende Prestazie
Basieze Prestasie

M atige Frestasie
Yoldoende Prestasie
Beduidende Prestasie
Verdienstelke Prestasie
Jitmurtende Prestagie
Ontoereikende Prestasie
Basieze Prestasie

b atige Prestazie
Yoldoende Prestasie
Bedudende Frestazie
Werdienstelike Prestazie
Jitmurtende Prestasie
Ontoereikende Prestasie
Basiese Prestasie

b atige Prestazie
Yoldoende Prestasie
Bedudende Frestaszie
Yerdienstelike Prestasie
Uitmurtende Prestasie

“M Select the Grade to view the rating codes per grade.

1] 2999
ao 3599
40 4999
50 59.99
B0 £9.93
70 7999
a0 100
1] 2993
30 3999
40 4999
50 59.99
B0 E9.99
70 7999
ao 100
1] 2399
30 3999
40 4999
50 5395
B0 £9.99
70 79.99
ao 100

Done

CAPS was implemented per phase over three years. Select Version to find the appropriate rating

descriptors for a specific year.

Click on Done to exist the screen

2.2.4 View Programme of Assessment Tasks (12.3.15)
The Programme of Assessment of all the subjects can be viewed (Fig. 45) as a table according to

&

following arrangements:

o All tasks per grade OR All tasks per subject for all grades.

o The tasks can be listed according to the date OR the tasks can be listed per subject.

o The POA can be also be printed per grade or subject

“# To view or print the POA:

Select the Grade OR select the Subject from the drop-down lists.

Select Order tasks per date or Order tasks by subjects/ grade to specify the listing of the
L
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¢ Click on Print Grid to print the list as specified.

¢ Click on Export to MS Excel to create a file with the exported data.

Click on Done to exist the screen

Figure 45: Programme of Assessment Tasks

2.2.5 Calendar View of Assessment Tasks (12.3.16)

2013 Select Grade: [Graded | OR Subject: j Go
# Order tasks by date " Order tazks by subject/grade
. . Total | €™ =
Grade Subject/Learning Area Task Term Date Mark w?,:r,ght
4 |lsiNdebele Second Additional Language (Gr«4 Term3 | 2013/08/02 | 100 100
4 |lsiXhosa Second Additional Language (Gr 4} 4 Term3 | 20130802 | 100 100
4 |Life Skils (Gr 4) Perzenal & Social Wellbeing Term3 | 2013/08/22 | 30 30
4 |Life Skils (Gr 4) Physical Education Term3 | 2013/08/22 | 30 30
4 |Social Sciences (Gr 4) 5 : History Term3 | 2013/0&/22 | 20 50
4 |Natural Sciences and Technology (Gr 4) 5 Term3 | 2013/0822 | 15 50
4 | Mathematics (Gr 4) 5 Term3 | 2013/08/22 | 50 50
4 |Mathematics (Gr 4) 3 Term3 | 2013/08/23 | 50 50
4 |Natural Sciences and Technology (Gr 4) [ Term3 | 2013/08/23 | 15 50
4 |Social Sciences (Gr 4) & : Geography Term3 | 2013/0&/23 | 20 50
4 | Life Skills (Gr 4) Creative Arts Term3 | 2013/08/23 | 40 40
4  |English Home Language (Gr 4) T Termd | 20131108 | 100 100
4 | leixhoza Home Language (Gr 4} 74 Termd | 201311408 | 100 100
4 |Afrikaans Home Language (Gr 4) 5 Termd | 20131108 | 100 100 B,
4 |lziNdebele Home Language (Gr 4) T Termd | 2013M11/08 | 100 100
4 |Sesotho First Additional Language (Gr &) T Termd | 20131108 | 100 100
4 |Xitsonga First Additional Language (Gr4) |7 Term4 | 20131108 | 100 100
4 Tshivenda First Additional Language (Gr 4) |7 Termd | 201311408 | 100 100
4 |lziZulu Home Language (Gr 4) T Termd | 20131108 | 100 100
4 | =i%watiFiret Additinnal | annnane (G 4 7 Termd | 2043M4M& | 100 | 400 i
Print Grid Export to Mz Ercel | Done

| The tasks of the POA can be viewed per grade (Fig. 46) in a calendar format. The tasks are displayed on

&( the date as was set up in screen 12.3.11.

“M To view the calendar format:
¢ Select the Grade from the drop-down list.
e Select the Month from the drop-down list.

e Click on Print Month to print the list as specified.

¢ Click on Export to MS Excel to create a file with the exported data.

e Click on Done to exist the screen.

r
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Select Grade: Select Month ko View:

|Grade g ﬂ = Export to M5 Excel Frint Month Daone

1 2 3 4 5 G o
|:casestuy | "1 "1 0 =
< ! e e
R - e e
0 ireeke T iweekz T Taake

7 8 9 10 11 12
e pesigoment
SR R A N R I S
13 14 15 16 17 13
1l istemingcomp |
T unprepared Readin
GO b T O S
19 20 21 22 23 24
I e o T e
| writng Informaletter | | | | 1
| wrtng Narrative Essay| | | |
|| mscignment  |:Rmesearch  |iper | imest
25 26 7 28 29 30
0 leestec 1 0 0
N RO A - S N A
|
"""""""""""""" GRADE & =

Figure 46: Calendar View of Tasks per Grade

2.2.6 Print Learner CASS Results (12.3.18)

“i Learner Cass Results can be printed

&o per learner of all the learner’s assigned subjects.

o per subject with all the learners results in that particular subject.

— |
Continuous Assessment (12.3.18) S—————
Year |2013
Select Grade: |Grade 9 hd
Feport Type: |Leamers j
H
Al Leamners: W
t
Done |
i

Figure 47: Continuous Assessment Report

v Select the report as follows (Fig. 47) :

Select the Grade from the drop-down list.

Select the Report Type from the drop-down list.

Tick All learners in order to print the list of the whole group OR .

Remove tick from All Learners and select learner’s name from the drop-down list.

Click on Print to display a printscreen of the report (Fig.48).

y V8



¢ Select the pages and click on the printer icon to print report.

e Click on Done to exist the screen.

Print Reperts
S & FE 1 of1 #h B
Preview l

LILLY FONTEIN EMI5 %0 5782 aa22013

LEARNER AREASUBJECT LISTING FOR LEARNERS

Sermamc Ferst ¥ame Subicen Leyrains Arves Cade Sabject Level

Figure 48: Print Reports

2.2.7 Update Previous Year POA (12.3.19)

The tasks of the previous year’s POA can be viewed per grade or subject (Fig. 49). The tasks can be listed
per date or per subject.

“M Tasks of subjects not implementing CAPS can be updated as follows:
&o Select the Grade OR select the Subject from the drop-down lists.
o Select Order tasks per date or Order tasks by subjects/ grade to specify the listing of the tasks.
o Select the Term to find tasks per term.
¢ Double click on the cell in the New Date to open the calendar. Select the date and click on OK.

Click on Save and then Done to exist the screen

2012 | | Select Grade: [Giaded ~| OR Subject: | =] Go
+ Ordertasksbydate ¢ Order tasks by subject/grade Lookup Terms: [Temnl: 2013/01/15-2013/03/14  ~|
) Total | T&™ =
Grade Subject/Learning Area Task Term  Old Date New Date Mark W;ght
English Home Language (Gr 4) Language in Context Terml | 2012/01/25 0 | 10 ]
4 | Afrikaans First Additional Language (Gr 4] |Listening Comprehencion Terml | 2012 15 15
English Home Language (Gr 4) Creative Writing Termi | 20124\ 15 1
English Home Language (Gr 4) Reading Termi | 2 15 1
= ans First Additional Language (Gr 4} |Reading Termi | 2 15 1
English Home Language (Gr 4) Oral Termi | 2 10 10
4 |Afrikaans First Additional Language (Gr 4) |Creative Writing Terml | 2012/02407 10 10
4  |Technology Processing Terml 2012/02/09 2013/04/18 | 50 50
4 |Afrikaans First Additional Language (Gr 4) |Language in Context Termi | 2012/02/13 10 | 10
4 Ars & Culture Performance Terml 2012/02113 25 25
4 Life Orientation Oral Presentation Terml 2012/0217 40 40
4  Economic Management Sciences Case Study Terml 2012/02117 20 20
4 Natural Science Investigation Terml 2012/02/20 90 90
4 | Mathematics (Gr 4) Assignment Termi | 2012/02/23 20 20
English Home Language (Gr 4) Language in Context Terml | 2 0 | 10
4 |Afrikaans First Additional Language (Gr 4) |Prepared Speech Terml | 2012/ 15 | 15
4 | Afrikaans First Additional Lanquage (Gr4} |C i Terml | 2012/02/28 10 10 i
Double click on "Hew Date’ column to enter new date for the task for the year. SAVE your data
Tasks highlighted in yellow have ALREADY been updated to the cunent year Programme of Assessment.
Tasks highlighted in red cannot be updated as they have been replaced by official Tasks.
Save Done

Figure 49: Previous Year POA




2.3 Maintain / Print Learner Reports (12.7)
@ Maintain Learner Progress Reports menu (Fig. 50) allows you to finalise the already captured marks

for reports and schedules. The progression / promotion decisions and comments for the learner report
are added here.

SA-SAMS : School Administration and Management System
12.7. MAINTAIN/PRINT LEARNER PROGRESS REPORTS

12.7.11. Maintain Progresz Report Cycles

12.7.12. ¥iew National Rating Codes

12.7.13. Maintain Promotion Descnptors

12.7.14. Maintain Subject Comments List

12.7.15. Maintain Report Subject Order

12.7.16. Maintain Learner Report Cycle Result

12.7.18. Maintain Learner Promotion Decisions + Lea
General Report Comments

12.7.19. Pnnt Leamner Progress Reports

12.7.10. Progress/Promotion Reports [Eastern Cape) ‘ ‘ << Cumiculum Module Menu

Figure 50: Maintain / Print Learner Progress Reports

The functionalities available for this section are summarised in the table below:

Sub-Menu / Screen Function

» To set-up the Cycle (period) for assess-
ment

» Pre-populated list with rating codes and
official descriptions

» To capture Promotion descriptors for mark
schedules and learner reports

» To capture a list with standard / general
comments for mark schedules and learner
reports

» To arrange the order of subjects as they
should be printed on the learner reports.

2.3.1 Maintain Progress Report Cycles (12.7.11)

2.3.2 View National Rating Codes (12.7.12)

2.3.3 Maintain Promotion Descriptors (12.7.13)

2.3.4 Maintain Subject Comments List (12.7.14)

2.3.5 Maintain Report Subject Order (12.7.15)
» To select subjects that must be included in
the progression mark schedules.

2.3.6 Maintain Learner Report Result (12.7.16)

To set-up promotion / progression

2.3.7 Maintain Learner Promotion Decisions &
General Report Comments 12.7.18)

Maintain Learner Promotion Decisions &
General Report Comments

2.3.8 Print Learner Progress Reports (12.7.19)

Print learner reports from a range of avail-
able formats

5 14
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2.3.1 Maintain Progress Report Cycles (2.7.11)
% Maintain Progress Report Cycles groups the assessments in cycles (periods) for reporting.

o Report Cycles for CAPS should be set per term/quarter (Fig. 51).

o Additional cycles that are not included for promotion / progression can be added as an Additional

Mark Cycle.

Maintain Progress Evaluation Cycles

L)

Select a vear to view/maintain the evaluation cycles |2013 -

Show Al

Filker Ligt by Learner Phaze/Band | j
Click on an evaluation cycle to edit or delete
U1 Tem | B | Description | Afrikaans | Learner Ph... | Start Date | End Date | Fromaot. .
1 1 TERM1 FET 2M3MAe 2013403428 Mo
2 2 TERM2Z FET 2013/04/08 2013406421 Mo
3 3 TERM3 FET 2013075 2013409420 Mo
4 4 TERM4 FET 230/ 20342404 YVes
1 1 TERM1 Senior 2013/MA6 2013403428 Mo
2 2 TERM2Z2 Senior 2013/04/08 2013406421 Mo
3 3 TERM3 Senior 2013/0715 2013409420 Mo
4 4 TERM4 Senior 20130/ 2034204 YVes
Term 5 indicates additional cycles that are nat linked to a specific school term
Add Cycle | BT | e | iz el e ‘

Figure 51: Maintain Progress Report Cycles

2.3.1a Print /Delete Progress Report Cycles

“f To print the cycle list

& e Click on Print Cycle list.
& ¢ Click on Yes.

o Select the pages to be printed on the print screen menu.

Click on Done to exit screen

“f Evaluation cycle can only be deleted if no marks were captured in this cycle.

e Click on Delete Cycle.

e Click on Yes on the pop-up screen to verify.

Click on Done to exit screen

)
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2.3.1.b Add/ Edit Progress Report Cycles

The Assessment Programme is prescribed for CAPS subjects and a cycle should be added for every
& term. Additional cycles that are not included for promotion / progression can be added as an Addi-

tional Mark Cycle

“# To add an evaluation cycle

e Click on Add Cycle to open the screen below (Fig. 52).

e Enter the required details in the various fields.

e Click on Save.

Click on Done to exit screen

“f To edit an evaluation cycle

e Click on Edit Cycle to open the screen below (Fig. 52).

o Change the required details of the particular field.

e Click on the Save button.

Click on Done to exit screen

r

Add Evaluation Cycle

Cycle Mumber: I:I
(D eterrnines the oeder n wabich cesutts eall be prnted on learnee teanscrpts)
Drezcription: | |
Afrkaans: | |
Learner Phasze/Band: | ﬂ

which zchool term does the cycle relate o'
[ [~ I - [ Additional Mark Cycle

A school may have an additional mark cycle per phase that does not

comespond to a full term. Indicate the start and end date of the cycle
if it does not commespond with the term dates

2M3M02/02 - 2013/02/02 -
Cycle Start Cycle End
Date ,7 Date li

Is this the final promotion cycle that will determine a learner's year end

Its?
resulls " Yez [ Mo
Text For report for the term General text for all reparts
Afrikaans text

Save ‘ Done

Figure 52: Add Evaluation Cycle
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2.3.2 View National Rating Codes (12.7.12)

The National Protocol of Assessment: Grades R-12 prescribes the rating codes and percentages for
recording and reporting of learner achievements.

See View National Rating Codes (12.3.14) for description.

2.3.3 Maintain Promotion Decisions (12.7.13)
% Promotional decisions are used to describe the effect of the overall achievement of the learner.

The decisions are prescribed by the Protocol on Learner Assessment: Gr R — 12 and published policy
amendments. Learners who adhere to the promotional requirement will be progressed to the next Grade.

“M Promotion decisions are added or edited as follows (Fig. 53):

o Type a description and a schedule code (that will appear on the mark schedules) in the relevant space
below and click on Add.

o Click on Save to save new description.

o To edit a description click on a description and then change the description.

e Click on Save to save change.
o To delete a description click on a description and then click on Delete.
Click on Done to exit screen

Promotion Decision Labels (12.7.13) :

Promotion Descriptions

Click on a description to select to delete

[In] Drescription Afrikaans Caode Add
1 Ready to Progress Gereed wir Progressie
2 Mot Ready to Progress  Nie Gereed vir Progre... NRP Delete
4 Tranzferned Age Dorgeplaas Ouderdarn T/4
b Tranzfered Other Corgeplaasz Ander T/0

Description

Fromation Decision: |Rieady to Progress

Afrikaans Option; |Gereed vir Progressie Save
Schedule Code: |RP Done

Figure 53: Promotion Decision Details

)
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2.3.4 Maintain Report Comment (12.7.14)

General comments that will be printed on the learner reports and some mark schedules are captured
é% ] in this menu.

“f Setup a comment list as follows:
o Type the information in the columns as shown in Figure 54 below.
e The sequence of the comments can be readjusted as follows:
o Change the number in the number column and click on Fix Subject Comments (Re-Index).

e  Click on Print Grid to print the list.

e Click on Delete Item to remove the item from the list.

Click on Done to exit screen

[Standardised Report Comments (12.7.14 -
[— i — -_{. ) - ‘ - .‘ l
Mumber English Corment Afrikaans Comment =l
A dizappointing decline is noted, A huge effort is needed to rectify the B
prablem.
2 A dizappointing result. The emphasiz must be on rectifying the
situation nest kerm.
3 A good improvement. el done and keep it up.
4 A good standard of commitment has been maintained. Well dare.
5 A good start to the year. The focus next term must be on writken work.
The aim muszt be further improvement,
53 A good start ta the vear. The focus nest term must be on practical
work. The aim must be further improvement.
7 A good start to the year. The focus next term must be on CASS work,
The aim must be further improvemnent.
8 A high standard of class work has contributed to this pleasing result.
9 A lack of concentration in clazs has led to thiz disappointing result.
Tupe directly onta the grid to make changes or add comments
2 ¥ g ; : Fix Subject Comments [Re-Index) |
A comment must be numbered in order to zave the comment
Pritat Girid Delete [tem | Save | Done |

Figure 54: Standardised Report Comments

2.3.5 Maintain Report Subject Order (Menu 12.7.15)
o The order of the subjects to appear / printed on the learner reports are arranged in this screen.

& (Fig. 55)

o Subjects to be included on the mark schedules are also selected in this screen.

“f Arrange the sequence of subjects to appear on the learner report as follows:
e Type a number of appearance on the order column once done.
e Indicate if the subject should be added on the internal and progression mark schedule.

e  Click on Print Grid to print the list.

- o
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e Click on Save to save new order.

Click on Done to exit screen

Select Grade: |Grade 8 &7

Code Subject Order | Schedule
1 13314532 Afrikaans First Additional Language [Gr &) 2 Yes  w|
2 11351162 Artz and Culture [Gr 8] 6 Yes =]
3 12351102 Economic Management Sciences [Gr 8] 7 Yes =)
4 13304532 English Home Language (Gr 8] 1 Yes  w|
5 13314802  Isihosa First dditional Language [Gr &) 2 Yes =]
E 16341282  Life Orientation (Gr 8] 4 Yes =)
7 19331442 Mathematics [Gr &) 3 Yes =)
8 19351412 Matural Sciences [Gr 8] 5 Yes =]
9 16351252 Social Sciences [Gr 8] 8 Yes  w|
10 15351132 Technology (Gr 8) 9 Yes =]
11 90302708 W Computer literacy [Gr 8] 10 Mo hd
12 90713508 W Life Orientation [Gr 8] 11 Mo hd

Type the number for the order in which each subject must print on the

Print Grid reports and schedules in the Order column. For subjects that must not show {777 Save Y Done
on schedules, select No in the schedule column

Figure 55: Promotion Decision Labels.

2.3.6 Maintain Learner Cycle Report Results (Menu 12.7.16)
This menu prepares the marks and comments that should be printed on the learners’ reports.

The following schedules are available:
o Per Subject (12.7.16.3) to prepare for learner reports

o Per Topic (12.7.16.1) to analyse performance in a specific topic or split subject e.g. Geography
and History.

The following data needs to be captured / updated in other modules before these menus can be utilised.

Screen Data to be pre-captured

12.3.12 Learner marks captured per task for every subject.

12.7.11 Mark cycles captured.

12.7.14 Standardised / general comments to appear on the learner report.

2.3.6a Maintain Learner Results per Topic / Split Subject (Menu 12.7.16.1)

“M The captured marks are displayed for every topic or split subject e.g. Geography and History (Fig. 56)
below.

o Select Grade, Subject, Class, Cycle and Topics from the pre-populated lists.

e Select Go to populate the learners and marks.

o Tick on Show Tasks to add the Marks per task.




e Educator can now add comments next to each learner.

e Click on Save to save comments.

Click on Done to exit screen

Maintain Learner Cycle Progress Resu@ opics/Skills (12.7.16.1) “ “__

Marks 5ecurity: OFf.

Grade: [Giade 10 +| Subject: [Music (5 10) -]
Class: [ A ~| Cypele: [TERM 1:2013/01116 - 2m3m0ar2s ~|
Main Topic/Skill: |1_ Musical performance and improvisation j
Associated Topic/Skill: |1_ Skills in solo and ensemble performance j
Number of Leamers: 9
All marks for | must be dto fzave Sorting: |Alphabetical  ~
-1 = Absent, -2 = No Marks.
INSHESEREIEEN Report <> Calculation | New for Repoit | Caplured IV Shaw Tasks
0 @
= =
g8 B8 8
£ |2 REE S8E
B |E_CE2 243
o |oZED I Eg =
Acc No Learner Gender| % | Level| Lang Comment bl ] el
1 [12350 |DUMINY. Donovan Male BE | & E BE | & 3 32
2 [11043 |JORDAN, Dan Male 84 7 E 817 48 e
3 11107 |MGWEBI, Zandile Female | 76 [ = 76 [ 4 35
4 |11103  [MOSBEY, Johnathan tale 70 B E: Fit] B 30 40
5 [11123 |NGCWEBL, Andile Hale 71 [ E 1] 6 o) 32
E |T1ME [OWEM, Jordan W ale i E E: 77 E 40 37
7 |12242 [THOMAS. Womalahga Female | 78 B E: 78 B 33 45
3 [11095 |WEST, Comelus Hale BE | & E 66| & e} 3
9 |11071  [Z0R0, Starley tale i E E: 7B E 4 35

Lewvels Export to Excel | Frint Grid | Save | Done

Figure 56: Maintain Learner Results Per Topic or Split Subject

“ Print the Schedule as follows:

e Follow the selection stated above.

é Click on Print Grid to print the list as specified.

“f Export the data on the Schedule as follows:

¢ Click on Export to MS Excel to create a file with the exported data.

Click on Done to exit the screen.
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2.3.6b Maintain Learner Results per Subject (12.7.16.3)
o The marks that should appear on the learner reports must be be confirmed for every subject

& before printing the learner reports.

o Comments on the learner report can be selected / typed on this schedule.
“f Click on 12.7.16.3 to find the captured marks for every subject as shown in Figure 57 below.
o Select Grade, Subject, Class and Cycle from the pre-populated lists.
e Select Go to populate the learners and marks.

e Educator can add own comments or select comments from a list to each learner. These comments will
appear on the learner’s report next to the subject.

e Tick on Show Tasks to show the Marks per task.

e Click on Save to set up the marks and save the comments for the learner report
Click on Done to exit screen.

Repeat this for every subject.

Maintain Learner Cycle Progress Resulo(iz163) L% 1 B =S
Marks Security. DI,

Grade: [Grade 10 ~| Subiect: [Music [Gr 10) - o
Class: | 4l | Cycle: [TERM 1: 2013/01116 - 2013/03/28  ~| [ Man View
Number of Leamers: 9
All marks for leamers must be captured lo capture/save comments. Sorting: [aphabstical |~
-1 - Absent. -2 - No Marks.
NEHESBIEMEEI Report & Calculation | New for Report | Captured [V Show Tasks
= =
2 2
2 Blg B
2 %8 %
885 R8E
= £=
Calc| Cale ESz|ECE
Ace No Learner Gender| % Level % Level Lang Select Comment Own Comment =
1 [12350 [DUMINY, Donavan Mal: | 65] 5 [66] 5 | E [%A goodmprovement ‘welle = 34 32
2 [11043 [JORDAN, Dan Male | 84| 7 [B3] 7 | E [%A good standard of commitr = 4 3
3 [17107 |MGWEBI, Zandie Female | 76| B | 76| 6 | E |#%A good standard of commitr + a1 35
4 [17103_[MOSEY. Johnathan Male |[70] 6 [70] 6 | E |5A goodstantothe e Th « 30 40
5 [11123 [NGCWEBU, Andie Male |71 ] & [71] & | E [%A good standard of commitr = ] 3z
6 [17016 | OWEN_Jordan Male | 77| B | 77| 6 | E [13:A most pleasing rssult_we + a0 37
7 [12242 [THOMAS Nomalanga Female | 78 | 6 [#B)] 6 | E [13: most pleasing rssult_we + 33 45
8 [17095 [WEST, Comelius Male [ 66| 5 |66 65 | E ~ | This is & salistactory result from |33 g
9 [11071 |Z0R0, Starley Male | 76| 6 | 75| 6 | E |13 most pleasing rssult_we = || 41 35
Levels Export to Excel Print Grid Save Done

Figure 57: Maintain Learner Results Per Topic or Split Subject

“M Print the Schedule as follows:

e Follow the selection stated above.

e Click on Print Grid to print the list as specified.
Y Export the data on the Schedule as follows:
e Click on Export to MS Excel to create a file with the exported data.

Click on Done to exit the screen.




2.3.7 Maintain Learner Promotion Decision & Comments for Learner Report (Menu 12.7.18)
Decisions on learner promotion and overview comments for learner report are added on this screen.

(E:! This schedule displays all the subjects of the grade offered by the school, the learners’ marks and the
averages of the subject (per class or per grade).

“f Click on 12.7.18 to find the verified marks per grade or class that will be printed on the learner’s report
(Fig. 58):

o Select Grade, Class (specific or all) and Cycle from the pre-populated lists.

Select Go to populate the learners and marks.

Marks that were not captured are highlighted in red.

o This function checks that all learners’ marks are captured before printing learner reports.

Subject Head can add a final comment to each learner.
o These comments will appear under General remarks on the learner’s report.

Click on Save to save the comments and decisions.

e Click on Done to exit screen.

Repeat this for every Grade.

“M Print the Schedule as follows:

e Follow the selection stated above.

e Click on Print Grid to print the list as specified.
“# Export the data on the Schedule as follows:
¢ Click on Export to MS Excel to create a file with the exported data.

e Click on Done to exit the screen.
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Internal Cycle Mark Schedule [Q.m - I‘ ‘ _

Grade: |Grade 10 j Class: |1U 40 j G0 | Expoit to Excel | Save |
Cycle: [TERM 1 =] Maxview PintGid | Done |
Comments and Promotion Results will only be saved for leamners that have marks entered for the cycle. Sorting: | Alphabetical  +
[Absent (1] | Show: & Levels ¢ Marks
CLEVER KIDS HIGH SCHOOL
Internal School Mark Schedule
For: Grade 10, Class:10 -10, Cycle: TERM 1 2
T |s
a - =
o[ MHIAE 3
RN ER R -
E o 'g Leamer Name '§ R b E H
diL JHIEE
E
E S| g -
ki
1 |1Z2380|DUMINY, Donavan M |5400) 414 8§ 300 4.00 7.00) 300 (1.00)500) 600 | 37200 =
2 |11043[JORDAN, Dan M |BR00) 643 4 700|500 4.00 | 600 £.00 3.00 (700 474.00 &
3 11107 |MGWERI, Zandile F |G500(14.00{ & 58.00 4.00 5.00 [ 500 5.00 (600|500 457.00 %
4 |11103|MOSBY, Johnathan M |FOO0)S63| 3 |700) 500 5.00 | 7.00 £.00 4.00 [ 6.00 | 500 | 556.00 5
5 |11123|NGCWEBL. Andile M |B400) 500 7 3.00 ) 5.00 | 6.00) 600 3.00 [6.00 | 6.00 ) 443.00 =
6 |11016|0WEN. Jordan M |BEO0) 514 & 5.00 5.00 G.00 ) 6.O0 | 2.00) 600 ) 600 | 46500 ¥
7 |12242| THOMAS, Nomalanga F |81.00/B50 [ 1 5.00 7.00 7.00 [ 600 7.00 7.00 (600 |700| G45.00 hd
8 |11095|'WEST. Comelius M |53.00[13.29| & E8.00 5.00 | 4.00 5.00 200 (500 |400| 41000 -
9 |11071|20R0, Stanley M |FRO0| 671 2 4.00 £.00 | 7.00 £.00 5.00 (600 | 600 | 514.00 A wi
Average EEE7| 7.20 00| 483 |500(|700|6300)7.00|467|580)550|600)450) 356|589 ) 563 | 48356
4 »

Figure 58: Promotion Decision and General Remarks for Learner Report

2.3.8 Print Learner Progress Reports (12.7.19)

‘ Learner reports can be printed according to a range of different formats. A report cover with the School
& name and logo can also be printed.

Progress reports from previous years (with relevant rating codes) can also be printed as long as the data
was captured previously on SA-SAMS.

2.3.8a Reports are printed in two phases:
o Learner results on a letterhead and

o The report cover.

“M Click on 12.7.19 to select the options for printing the learner’s report (Fig. 59:)

o Select Grade, Class (specific), Year and Cycle from the pre-populated lists.

Select Go to populate the learners’ names

Select if progress reports should be printed for all learners OR

o specific learners — tick the selected learners.

Select the format of the progress report (see table below).

Tick if the learner photo should be included.




e Select the letterhead as follows:

o Select use printed letterhead for preprinted paper or

o Select use system letterhead to print the school details and logo on SA-SAMS.

o Setthe margins for printing manually or click default printed Letterhead.

e Click on Print Progress Report at the bottom. This displays a preview screen.

e Select pages and click on Printer to print.

Click on Done to exit screen

Repeat this for every class.

"Print Progress Reports (12.7.13)
— i

it

Select Print Options

Learners

Elade:|G[ade4 j Elaxs:|4E

[Click on the box to select a leammer]

j Yeal2|2013 j Cycle: |1 : Intermediate

Mame

| Langu".l

] CHAUKE, Demick
] DE LANGE, Bessie
1 F&KIUDE, Sonnyboy
I MATTHEW, &lan
] MBAMBO, Sandile
I MBATHA, Mompist
[ MaIDOD, Cynthia
I MKOSIZAMA, Siva
[15MITH, Lizzy

] Z0MDI, Maleba

E

mmmmmmmmm

= so|

Select Language To Print

L O 1525958 umber of learners for the
" Afrkaans | 0 0 & English| 10 il specific language indicated]
Filter Options

i+ ‘whole Class " Selected Learer/s

Select Progrezs Report Format
[ENESRERER 07 GET Progress Format with &verages - Al Terms L andscape

[ Include Leamer Phato

LetterHead
[~ Usge Printed LetterHead
[v Use System LetterHead

Default Printed LetterHead

Blank Report Covers per Phase

Page Header Height [mm): ’T
Page Footer Height [mm]: ’f
Page Margin Left [mm]: ’T
Page Margin Right [mrm]: ’T

@ Foundation Phase ¢ Intermediate Phase ¢ Senior Phase ¢ FET Phase

Cover Language: " Afrkaans ' English w
Review Learner Average ‘ Print Progress Repart | Done |
Figure 59: Print Progress Reports
The following progress report formats are available for printing:
Number Phase Per Topic | Marks format EE:nszr Term Layout
1 Senior (All) % & Level Common | Single
2 Intermediate (A) % & Level Single
3 Foundation (All) Topics Level only All
4 All Topics % & Level All
% & Level +
5 All Class Ave YM + Ex All Landscape
% & Level +
6 All Without ave YM + Ex All
% & Level +
7 GET (All) Class Ave All Landscape
% & Level +
8 GET (All) Without ave All Landscape
9 Foundation (All) Level only All Landscape

P . Y

4
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% & Level +

10 All (Gr 9) Clss o YM+Ex  |All
o)

11 All GET %&Level+ 1y e Al
Class Ave
0,

12 All FET B&level+ | e A
Class Ave

“# Select the blank report covers per phase as follows:
o Select the phase for the report.
o Select the cover language of the report.
e Click on Print Blank Report Cover.
e Click on OK to print a blank sheet OR tick No Printer to view a print screen of the report (Fig. 60 ).

o Blank covers should be printed for all classes in each phase and then re-inserted into the printer
to print evaluation on the opposite side.

Click on Done to exit screen

Repeat this for every Phase.

Print Reports T - - 4 I . A
S & %= - [ 1 oft A oo |
Preview |
1 Ema conmmsvmE AT SCHOOL REPORT
FOR THE
EoRE b FOUNDATION PHASE

2 GOTRAL COMDETS BYTHESRDETEAL

CLEVER KIDS HIGH SCHOOL

DatE

2013

DaTE

4 OERAL CON TS Y E IR,

DatE

GLEN ROAD 12 Waterkioof Pretoria 0181 Tel: 7441445

Figure 60: Print Blank Cover Page

2.3.8b Review Learner Average

This function ensures that subjects can be de-selected in calculating the learner average:
(This function is also available in screen 12.1.13 see Fig.19)

“# Click on Review Learner Average (Fig. 61):

e Select Grade, Cycle and Class (specific), from the pre-populated lists.




e Select OK to populate the learners’ names

e Click on a Learner and de-select the subject that should not be included in calculating the learner
average.

e Click on Save.

e Repeat for other learners.

Click on Done to exit screen
Martar eamer oot Deceons s eame mveges 12720
Select Grade: [Grade 10~ SelectRepont Cyckes [TERM1 = ¢ GET & FET 0k | ClessFiter [i0-0 <]

Select Leaner to View Progress Report

EST. Comelius

Learner: Select Promolion Decisior: =] Leamer Resuk
Leaming &rea Average | CASS | Ewam | Result| Symbol Comment -]
1| Afrikaans First Additional Language (Gr 10] W oAve 5300 53 4 A good startto the year. The focus next teim
2 English Home Language [Gr 10) W Ave  TEOD 7 g Avew pleasing resul from 2 leamer whais a
3 | Information Technalogy (G1 10) W Ave 9100 @ 7 Anexcellent resuit. Well done and keep this
4 Life Orientation [Gr 10) ¥ Ave  7EOD 75 g A pleasing iesult fiom a leamer who s a pleas:
5 Mathematics [Gr 10] ¥ Ave | BA0D B4 5 Apleasing result fiom a leamer who s a pleas
6 Music (G 10] W Ave | 7B.00 S 5 Amost pleasing resul. We look farward to co—|
7 | Physical Seiences (Gr 10) W oAve 7900 73 5 & very pleasing resull fom a leamer who s a |
8 I Ave
3 [ Ave -
dl [ [

Language for comments:  Learner [7243 Total score to display
ViewDelad Coss | o Averager | 043 1738l Bz Save BEr

Al Avefor Report

Figure 61: Review Learner Average

2.4 Curriculum Schedules and Printouts (Menu 12.9)

This module is only about reporting. Mark schedules and analysis reports are available for report-
ing and self-evaluation purposes as shown in the figure below.

SA-SAMS : School Administration and Management System
12.9. CURRICULUM RELATED SCHEDULES AND PRINTOUTS 4

12.9.11. Print Blank Mark Schedule

12.9.12. Internal Cycle Mark Schedule per Grade

12.9.13. Internal Results per Subject

12.9.14. Internal Resultz per Grade

12.9.15. Department Mark Schedulez per Grade

12.9.16. Summary Results per Quarter

12.9.17. Mot Promoted and Repeat Humbers

12.9.18. Learner Details : Repeats and Drop Outs

| << Curriculum Module Menu

Figure 62: Curriculum related schedules and printouts

8 v y V8

A I a
kBCiéi... Curriculum Related Data



The functionalities available for this section are summarised in the table below:

Repeats & Drop Outs per Learner (12.9.18)

Header & (SA-SAMS Menu) Function

24.1 - Class lists printed per register class or the
whole grade.

Print Blank Mark Schedules (12.9.11)

2.4.2 - Report on marks, promotion and comments

Internal Cycle Mark Schedules per Grade per grade and can only be printed or exported.

(12.9.12)

2.4.3 - List of Learner results per term to determine

Internal Results per Subject (12.9.13) the ranking of learners per subject per grade.

2.4.4 - List of Learner results per term to determine

Internal Results per Grade (12.9.14) the ranking of the learners in a grade.

2.4.5 - Specific format of Mark Schedules to be print-

Departmental Mark Schedules per Grade ed, signed and sent to districts

(12.9.15)

2.4.6 - Different summary tables to be used for analy-
sis/ statics.

Summary Results per Quarter (12.9.16)

2.4.7 - Summary report on no of learners not promot-

Not Promoted and Repeat Numbers (12.9.17) ed or repeating

2.4.8 - List of learners that repeat or dropped out of

the system.

Each of the sub-menus will be discussed individually under the related sections.




~2.4.1 Print Blank Mark Schedules (2.9.11)
& Blank mark schedules can be printed for learners and their subjects.

“f These class lists can be printed per register class (Fig. 63) or the whole grade.

“f Screen 12.3.12 also has a functionality to print blank mark schedules per subject. This list contains
the learners with tasks according to the POA of the subject

P Repors - W T —
& & 7l [ 1 of1 4 Dore
Preview I

CLEVER KIDS HICH SCHOOL 23/04/2013
EMIS NO: 700880111 Mark Schedule
Class: 10 -10 Educator:

1= Nt Ackimmd {0 02555 2= Elementacy Actisvement (30 03555 3= hloderaie Actisvement (40 04555) 4= Adegae Actisvement (0 05555

5= St Actirvement (60 0 55 &= Meritriows Actisvement (027955 7= Outsending Achisvezent (801510000

Memeniag e | ASRama Tt | Basiaos S [I— Dramiokes | Tomamic (@ | ExBlBem | Iefrmsie NN S [ S S
1) Adiszanal 1y Stadies (G 10) @iy w Lasgeags(Gr | Tokeslegy(Gr | Addssasal e
SURNAME & NAME e i w

Subreport:Subjects

Life Ssiemem (5r
1

DUMINY Dorovan:

HORDANDen.

MENESI Zandile

LOSEY aratan

GCWESU Andile

OWEN Jerden,

THOMAS Momahem
WEST Corralis
IORO axdey

Pagenoi 1

Figure 63: Print Blank Mark Schedules

The following options are available for Blank Mark Schedules:

Menu Content — Blank schedule
12.3.11 Maintain SBA Results v Per subject per grade

\

Learners per register class or subject group
Columns with tasks & totals as set up in

POA
Per subject per grade

12.1.17 Print Educator Mark

Sheets _ _
Learners per register class or subject group

Empty columns
Per grade — ALL subjects

12.9.11 Print Blank Mark Sched-

ules
Learners per register class or whole grade

N NN A RN AN

Empty columns for each subject
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2.4.2 Internal Cycle Mark Schedules per Grade (12.9.12)

&( Internal Cycle Mark Schedules per Grade 12.9.12 and Maintain Learner Promotion Decision & Com-
e ments for Learner Report 12.7.18 are the same screen except that

o 12.7.18 captures the promoting decisions and comments for the learner report.
o 12.9.12is a reporting screen and can only be printed or exported.
Compare Figure 64 to Figure 58.

e Learner results can be available as levels or percentage mark.

e Captured promotion decisions and comments (in 12.7.18) are available for printing.

Grade: |Grade 10 j Class: ‘m.m j TR Export to Excel
Cycle: ‘TEHM1 j [ Max View PFrint Grid | Done |
Soting: | Alphabetical  +
Show: & Levels © Marks

CLEVER KIDS HIGH SCHOOL
Internal School Mark Schedule
For: Grade 10, Class:10 -10, Cycle: TERM 1 2

Learner Hame Report General Comment

Leamer Total

Number
hoccession
Number

Music (Gr 10)

1 |12350|DUMINY, Donovan 4.00 7.00)3.00|1.00|500(600| 378.00

2 [11045|JORDAMN, Dan 4.00 | 6.00 E.00 3.00 | 7.00 479.00

3 11107 |MGWEERI, Zandile 4.00 5.00 | 500 5.00 | .00 | 5.00 | 457.00

4 [11103|MOSBY, Johnathan 5.00 | 7.00 E.00 4.00 | 6.00 | 5.00 | 556.00

5 |11123|NGCWEEBL, Andile 300|500 | 600|600 3.00 | 6.00 | 6.00| 44800

E |[11016|0WEMN, Jordan 5.00 E.00 | 6.00 | 200 [ 600 | 600 | 46500

712242\ THOMAS, Nomalanga 7.00 | B.00 7.00 7.00 | .00 | 7.00 | 64500

8 |[11095)'WEST. Camelius B.00 | 4.00 500 200 | 5.00 | 4.00 | 41000

9 11071 |Z0R0, Stanley E.00 | 7.00 E.00 5.00 | 6.00 | 6.00 | 514.00 Wil done Keep it up
Average 700|467 | 580|550 |00 (450 (3566583 563 | 48356

< | »

Figure 64: Internal Cycle Mark Schedules per Grade/Class

2.4.3 Cycle Results per Subject (2.9.13)

& This screen lists the Learner results per term to determine the ranking of the learners in a subject per
. grade.

M Click on 12.9.13 to open screen as shown in Figure 65.
e Select Grade, Subject from the pre-populated lists.
e Click on Get Results to populate the learner names and term marks.

¢ Click on Get Ranking to print the ranking number according to learner mark.

¢ Click on Print Grid to print the list.

v Export the data on the Schedule as follows:
¢ Click on Export to MS Excel to create a file with the exported data.

Click on Done to exit screen




Repeat this for every Subject.

le results per Su

Select Grade: |Grade 10 - Moof leaimers taking the subject | g Pint Girid | Done |
Select Subject |Musi|: [Gr10) j Giet Results Expart to Excel ™ MaxWiew

Click on a column heading to sort by the column

Acc e e Term 1 Term1|Term2 Temn2 Temn3 Tem3| Cum | Cum | Ten

Murnber Mark | Rank | Mak | Rank = Mark | Rank | Mark | Rark | Ma
112380 DUMINY Donovan EE.00 2 £E.00 2
2 11043 JORDAN Dan 84.00 1 24.00 1
3 1107 MGWEBI Zandilz 76.00 4 76.00 4
4 11103 MOSEY Johnathan F0.00 7 70.00 7
5 11123 NGCWEBL Andile 71.00 E 71.00 E
& |[110ME OWEN Jordan F7.on ] ¥7.00 ]
712242 THOMAS Momalanga F8.00 2 78.00 2
g 1109 WEST Corneliug EE.00 2 £E.00 2
g 11071 ZORO Stanley 76.00 4 76.00 4

600 Average 73.78

Figure 65: Internal Cycle Results per Subject

2.4.4 Total Results per Grade (2.9.14)

&, This screen displays the Learner results per term to determine the ranking of the learners in a grade.
“M Click on 12.9.14 to open screen as shown in Figure 66.
¢ Select Grade, Class from the pre-populated lists.
¢ Click on Get Results to populate the learner names and term marks

¢ Click on Get Ranking to print the ranking number according to learner mark

e Click on Print Grid to print the list.
“M Export the data on the Schedule as follows:

¢ Click on Export to MS Excel to create a file with the exported data.

Click on Done to exist the screen.

Repeat this for every Subject.

Select Grade: |Grade 10 - Ha af leamers in the graderclass | g Print Grid | Done
Select Class: 1010 - Get Fesults | Get Ranking | Export to Excel [ Max View
Click on a column heading to sort by the column
Term 1 Tem 2 Tem 3 T
NACE Surname Mame Learner TF?"-“ Learer T;rmk2 Learner T;'mf ﬁun; FE:umk L
et Total n Tatal A Total an A an
1 (12350 DUMINY Donoevan 54.00 54.00
2 11049 JORDAMN Dan 62.43 E2.43
3 107 MGWERI Zandile £5.29 E5.29
4 11102 MOSEY Johnathan £4.50 E4.50
5 11123 MGCWEBL Andile £4.00 E4.00
6§ 116 OW/EN Jordan £6.43 EG.43
71224z THOMAS Nomalanga 80.63 80.63
g 11098 WEST Comeliug 58.57 5857
g 1107 Z0RO Stanley 7343 7343

Figure 66: Internal Total Cycle Results per Subject
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2.4.5 Departmental Mark Schedules per Grade (2.9.15)
Departmental Mark Schedules is a summary report per grade (class) that contains basic biographical
data and the achieved results in all the subjects of the learners. These are official forms that are sent
to districts for curriculum reporting and are printed, signed and date stamped.

o Different mark schedules are available for printing.

o Mark schedules are printed per grade or per class as shown in Figure 67.

o All mark schedules contain the following: School name , Date and district and space for signatures at
the bottom

o The content available on the mark schedules is summarised in the table below:

Available data
=
<
(4] [0} = ‘©
© %] = a5 S )
SA-SAMS Mark Schedules o [& [ |o |€ |[£ |2 g |2 212 [ |S
Menu w 2 |5 Qo v v 2 | g i 2 © ©
3 o) @ < © © 8 — o (<) ob g s
a 5 |5 [2 |3 |8 & [ >
[ [ =2 oo C w
z |z |8
oo
C
S
12.9.15.1 Foundation Phase only X X X X X X 1 X X X
12.9.15.2 Gr 4-9 Schedule only X X X X X X 1 X X X
12.9.15.3 Gr 4-9 Schedule (GDE X X X X X X 1 X X X
Layout)
12.9.15.4 X X X X X X 1 X X X
Gr 10-12 Schedule only .
12.9.15.5 Other: Mark split into Year mark, Exam mark and Total mark
Mark Schedule (EC Layout) X X X X X 1 X X X
12.9.15.6 for all phases
12.7.10 Promotion/ Progress Other: Population group; Declaration
report EC
Mark Schedule (MP/NW/ [x |x |x |x [x |x |x |2 [X X |x |X
12.9.15.7 NC L il oh
ayout) for all phases Other: Statistics

“f  Click on any schedule to open screen as shown in the example in Figure 67.

¢ Select Grade, Class and Cycle from the pre-populated lists.

e Click on GO to populate the learner data and term marks.

e Click on Print to print the list AND /OR

¢ Click on Export to MS Excel to create a file with the exported data.

Click on Done to exist the screen.




Repeat this for every Grade.

Mark Schedule (MP/NW/NC Layout) (12845.7)

-_—

T TS

Select Grade: |Grade 10 i

Select Cycle: [TERM 1 -

Select Class: |10-10 -

Mew Average
Calculation

Print
Expart to Excel

, EASTERN CAPE

“ DEPARTMENT OF EDUCATION School: CLEVER KIDS HIGH SCHOOL =
i District: central
Circuit: 5
EMIS: 700890111
PROGRESSION SCHEDULE FOR Date: 2013/04/23
THE FET PHASE
Class: 10 -10
Drate of Birth Subjects
Languages
H @ . H = =3 o)
s | B : | =l | = o] = 5
E|E H g = = = <A o = o =
ElE|g8| e | 2|l |2 |Ei|lg:|& | |8 |t
c|l e H = = S 5o = 1 g | 5o &
Slelgle|l i |2 &2 |a: |28z
S|E|E|s| =i | B |EV|Bilgilgi|E el |El|s
Sumarnes and Names of Leamers in 5 El.|&8]|®|®8|%® 2 iz g i E s = = 2 =l 5= B iz S 'z g ! z E
No. | Admission Number Aphabescal Order £ |2|[&8|8|2|2|8| 2 83 = 8 2558 2 i5 4:38 38 !5 55 & :5)|F
1 12350 DUMINY, Donovan James 1996 (08 |28 | M 1 4 B3 .4 41 3| 231|807 | | ] | |
2 11043 JORDAN, Dan 1997 |02 [12 [ M | 1 1 B 14| B4 1F) 40 13| 1B i 67 15 1
3 11107 MEWEE, Zandile 1935 (02 (02| F 1 0 51 4| B2 ;5| B4 ;5| B7 ;1§ | | B3 .5 H
4 11103 MOSBY, Johnathan Nicholas 1998 (12 [ 08 | M 1 1 E0 5| BD (6| B0 14| 78 (B[ B2 17 g g
5 11123 NGCWEBLL Andile 1937 (09 [ 04 | M 1 0 47 13 77 B[ 40 13| 7306 i | |
5] 11016 OWEM, Jordan 1997 (12 [ 06 | M 1 0 B3 15| BB 5| 32 2| 7216 ] |
7 12242 THOMAS, Momalanga 1997 (07 [ O7 | F 1 0 75 V6| BE 6| 86 7| 817 96 7 : a4 17
g 11095 WEST, Comneliug 1938 [0 [ 01 | M 1 0 = H 34 12| B0 15 g B3 .5 i ¥
9 11071 20RO, Stanley 1998 (04 [19 | M 1 1 fE 16| B3 4| B4 15| 7B L6 i | ] | | :
Total Marks:| 550 . 510 : 433 : E57 : gz : E7 : 86 : 136 : a4 : 3
Average:| Bl B4 E 18 E 73 E a2 E E7 E 86 3 B8 E 84 E
Tatal Learners Wrote 3
Total Matks 4352 Educator Date
Average 484
Mo. Ready to Progress 2 Principal Date
*% Progressing 2222
Mo. Mot Ready to Progress 7 Ed Specialist Date
% Mot Progressing Fr.a T
4 | v[]

Figure 67: Example of a Progression Mark Schedule

2.4.6 Summary Results per Quarter (2.9.16)

Learner results are aggregated and presented into different tables that could be used for analysis of
I I learner achievement. The following table contains a summary of the available summary of result tables:

SA-SAMS Menu Figure
12.9.16.1 | Summary of results per level per subject Figure 68
12.9.16.2 | Summary of results GradesR -9 Figure 69
12.9.16.3 | Summary of results for Grades 10 -12 Figure 70
12.9.16.4 | Summary of results per Grade Figure 71
12.9.16.5 | Distribution Results per Grade per Subject Figure 72
12.9.16.6 | Averages per subject per Grade Figure 73

Each of the tables can be printed and exported to Excel.

The Summary of Results Tables will be discussed individually:
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2.4.6a Summary of results per level per subject (12.9.16.1)

& This table shows the learner achievement of all terms for every subject.

I I | “f The table contains a summary of results per grade, per subject.

“M The table contains the no of learners that achieved per level, the total of learners and average % of
the subject.

|Results per Level per Su
|
Select Grade: | Grade 10 - Prirt | Levels |
Select Subject: | M athematics [Gr 10) j [ MaxView Export to Excel | Duare |
School Mame: | CLEVER KIDS HIGH SCHOOL
EMIS Mumber: | 700890111
District: | central
Province: | Gauteng
Grade 10, Mathematics [Gr 10]
Level 1 Level 2 Level 3 | Level 4 Level 5 | Level B Level 7 Total eereres
0-2999% [30-39.993%[40- 4999 %(50-59.99 %|60-59.99 % |70-79.99 | 80-100 % | Learners .
Temm 1 43 26 18 20 13 13 16 155 44.88
Term 2
Term 3
Term 4
44.88
School Stamp / Signature: Principal

Figure 68: Level Distribution Table of Learner Results Per Term

2.4.6b Summary of results Grades R -9 (12.9.16.2)
This table compares learner promotion between the subjects and the grades in a phase.
I I I “B This table shows the results for a specific term only.

“M The table lists the number of learners, the number of learners promoted and the % of learners
promoted.

" GradeRto3 Pririk
Select Grades: L Select Quarter: |Quarter 1 - GO
+ Grade4tod [ MaxView E=port ta Excel | Done

Your results will not be corect if pou have not entered results for all learners for each subject for the term.

ARBOR PARK PRIMARY

ation

Soiences

Subjects Summary
for Grades 410 9
Cycle: Quarter 1 2013

Soiences

Skills

Or ient
Technoloogy

Mathemat ics

Life

Social

Matural

Life

|Murnber of Learners = 12 [ 10|10 12 22

[
ra
ra
"2
ra
[

Percentage of Learners promated 92 | 100 | 100 | 100 96 | B8 B3 | 91

Murnber of Learners -

Percentage of Leamers promated =

Murnber of Learners

Murnber of Leamers promated (35 % or more) | o

Figure 69: Summary of Learner Promotion Results in all subjects per phase (GET)




2.4.6c Summary of results for Grades 10 -12 (12.9.16.3)

I AN

I I I This table compares learner achievement of 40% and above between the subjects and the
grades.

“M This table compares the results for a specific term only.
Y The table lists the number of learners, the number of learners promoted and the average % of the grade.

rS_u_m_mar_-,r of Resul

Select Cycle: |TERM 1 -

(% Show School Subjects Oy
" Show &ll Subjects

[ Show Codes

TGO

Print

[ MaxView

Ewport to

EHCB||

CLEVER KIDS HIGH SCHOOL
Summary of subject Results for Grades 10 to 12

20??;:]?'[;(;% '382'051"33%;:23 Mumber of Learners AEhL;QVbi:é ifﬂl';;'rnﬁ[;e Average %

Grade 10| Grade 11 | Grade 12 | Grade 10 | Grade 11 | Grade 12 | Grade 10| Grade 11 | Grade 12

Home Languages
English Home Language 236 217 206 226 209 205 54.83 56.57 52.25
Other Subjects
Accounting a4 73 58 79 5] 57 E7.80 £4.89 a1.12
Afrikaans First Additional Language 164 171 153 146 154 145 58.03 60.39 53.55
Buginess Studies 128 135 140 121 18 120 5716 5513 57.54
Computer &pplications Technology a1 4B 48 a0 45 42 T1.657 71.93 BE.BE
Consumer Studies 24 36 23 24 36 21 78.04 £3.86 £1.70
Dramatic Arts 26 21 0.00 0.00 0.00
Economics 72 B3 =t 70 56 55 53.50 G0.48 55.00
Geagraphy 29 44 58 24 34 L] 46.28 50.09 51.76
Histary 24 1 23 1 h0.62 70.00
Information Technology 20 26 | 20 23 21 7h.70 B33 E8.29
|ztthoza First Additional Language 71 46 52 7 4B 52 BB .25 7372 72ER
Life Orientation 236 27 206 234 216 206 BE.74 67.95 731
Life Sciences 123 111 33 33 100 g7 55.72 BO.77 65.98
Mathematical Literacy g1 96 102 7B 36 10 55.64 £3.71 71.50
Mathematics 155 121 104 a0 30 i 44,82 57.59 55,64
Music | 12 7 ] 12 E 7378 75.42 B7.14
Physical Sciences 107 85 [=t5] 106 5 57 73.93 B0.24 71.24

Figure 70: Summary of Learner Promotion Results per subject in the phase (FET)

2.4.6d Summary of results per Grade (12.9.16.4)

“f  This table shows the results of all the terms.

Y The table lists the number of learners, the number of learners achieving 35% and more and this as a

% of learners
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" Grades
" Show all Grades

Select Year | 2013 -

Results will only display tly if final term

and/or promotion results for a grade have been saved.

Fita 7 onlp

&+ Grades 8 to 12 anly

G0

Summary of Resul

Frint |

[T MaxView

Export to Excel |

Done ‘

Awerages and Promation Results |

Quarter 1
Statistics per grade

Mumber of Learners a0 i}
Mumber of Learners [dverage of 355 or mare] 30 2
Mumber of Learners [bverage less than 35%) 1) 7
Percentage of Learners [Average of 35% or maore) 100.00 | 22.22
Grade Average % TEA47  BE.T1

Gr8 Gr3 Grl0 Gril Grl2

Quarter 2

Statistics per grade

Mumber of Learners

Mumber of Learners [bverage of 35% or more]
Murnber of Learners [Average less than 35%)
Percentage of Learners [Average of 35% or maore)
Grade Average %

Quarter 3

Statistics per grade

MNurnber of Learners

Mumber of Leamners [bverage of 35% or more]
Murnber of Learners [Average less than 35%)
Percentage of Learners [Average of 35% or more)
Grade Average %

Quarter 4

Statistics per grade

Murnber of Learners

Mumber of Learners Promoted (Fassed)
Mumber of Learners Mot Promated [F ailed)
Percentage of Learners Promoted [Paszed)
Grade Average %

Figure 71: Summary of Learner Promotion Results per Grade (FET)

2.4.6e Distribution Results per Grade per Subject (12.9.16.5)

T D

the school.

I
B
/B
yal
B
/B

This table compares the distribution of learner achievement for every subject in all grades offered by

The table lists the number of learners achieving at a level, average % of the subject, no of learners

absent and the total no of learners.

The table contains a summary of results of all grades for a specific subject.

The results can be given per gender.

The results for Languages is available as a group (e.g. HL , FAL) or per individual language.

The data is given per term.

Results per Term / Leve

Select Term:  Select Subj. Group: |H0me Language [HL)

j Select Gender:

Frint |

Tem 1 :" Select Language: |AII j |A" j [ MaxView E=port ta Excel | Done
Results will only display comectly if CAPS 2012 Subjects Codes are used.
School Mame: CLEVER KIDS HIGH SCHOOL [EMIS Number 700830111
District: central |Pravince Gauteng
Learning Area: Home Language [HL). Language: All, Gender Al Tem 1
% fwerage |Mumber of learners in each achievement rating Mo of Absent [
Grades mark. per Level 1 Level 2 Level 3 Level 4 Level 5 Level B Lewvel 7 and gf?egrl::;rsa
grade 0-29.99 [30-3999] 40-49.99 | 50-59.99 [ F0-£9.99 | 70-79.99 [ &0-100 |Mon-complete
Grade 8 57.32 1 18 53 51 54 35 13 225
Grade 3 61.74 2 il 64 78 40 15 230
Grade 10 54.83 10 E2 95 ki 29 3 236
Grade 11 56.57 g 51 72 1 23 2 217
Grade 12 £2.25 1 14 72 B8 43 g 206
TOTALS 1 39 211 354 298 170 4 1114




2.4.6f Averages per subject per Grade (12.9.16.6)

Y This table lists the averages of the subjects and the grades.
I I “B This table lists the results for a specific term only.

[ Show School Subjects Dnly Print
Select Term: |Term 1 - v Show School Grades Only ﬁ
¥ Show School Header/Footer v Ma iew Evport to Excel Done
School Name:|CLEVER KIDS HIGH SCHOOL =

EMIS Number| 700890111
District: | central
Province: | Gauteng

Statistics per Subject Awerage % per Grade
for Term 1
| 3 10 11 12
Home Languages
English Home Language 57.32 | 61.74 | 54.83 | 56.57 | 62.25
First Additional L
\frik aans First Additional Language 5489 | 5543 | 58.03 [ 60.39 | 6355
|zi<hoza First Additional Language F8.30 | B9.78 | BE.25 | 7372 [ F2ER
Second Additional Language
Other Subjects
\ccounting E7.80 | 6489 | B1.12
ks and Culture 61.91 [ 5187
Business Studies 5716 [ 5513 | 57.54
Computer Applications Technology 7157 | 71.93 | BEBE b
Consurmer Studies 7804 [ E986 | 61.70
Dramatic Arts 000 | 000 ) ooo
E conomic Management Sciences 51.83 | 5814
E conamics 59.50 | 60.458 | 55.00
Geography 46.28 | 50.09 | 51.76
Histom A0.62 | 70.00
Infarmation Technology FE70 | B331 | BR29
Life Orientation £2.62 | BO.69 | BE.74 | B7.95 | 7311
Life Sciences 55.72 [ BO.77 | 6598
M athematical Literacy G564 [ B371 | 71.60
Mathematics 57.60 | B9.16 | 44.80 | 57.69 | B5.64
Music 7378 [ 75.42 6714
Natural Sciences 62.95 [ BEI7
Phyzical Sciences 7393|6024 | 71.24 =
T o [ [T

Figure 73: Summary of averages per subject in all grades

2.4.7 Not Promoted and Repeat Numbers (2.9.17)

™ The report lists the number of learners that were not promoted to the next year and the number of
I I learners that repeats a grade printed.

Click on screen 2.9.17 that opens a pop-up box.

e Click on OK to print a blank sheet OR tick No Printer to view a print screen of the report (Fig. 74)

e Click on the Printer icon to print report.

Click on Done to exit screen
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it s —__ WY T
&& ¥ - 1 of1 A Done
Preview |
CLEVER KIDS HIGH SCHOOL EMIS NO: 700890111 2300412013 -

NUMBER OF LEARNERS NOT PROMOTED TO THE FOLLOWING GRADE AT THE END OF THE YEAR:
012

Grade Male Female Total

Gr§

Gro

Gr 10

Gril

Gri2
Total

NUMBER OF LEARNERSWHO ARE REPEATING A GRADE:

Subreport:PromationsAndRepeats.rpt|

Grade Male Female Total
Pre-GrR.
GrR
Grl
Grl
Gr3
Gr4
Grl
Gré
Gl
Gr8 1
Gro 2
Gri0
Grll
Gri2
Post Matric

Total fE] 16 29

e ]es

| om [ =

Figure 74: Summary report of Learners Not Promoted & Repeating the Grade

2.4.8 Repeats and Drop Outs Per Learner (2.9.18)

\ A list can be printed of the learners that repeated a grade or who dropped out (learners is archived
& (3.1.1 or 4.1) with drop out as a reason).

“f  Click on screen 2.9.18 that opens screen as shown in Figure 75.
e Select View Learners repeating a grade OR
e Select View Learners who dropped out
e Select the Grade or tick the box show all grades

e Select the Year from the drop-down box to populate the relevant learners.

e Click on Print Grid to print the list of learners

Click on Done to exit screen

Select an option to view

" View Learners repeating a grade Fier by Grade: | 52 [ Show all grades
" View Learners who dropped out Select Year toView Data: 2013 Print Grid | Done |

Click on a calumn heading to gort by that column

3

Accession No Surname Mame Gender Grade Clase

[Nl R R AT RESAPRRTR Y

-0

Figure 75: List of learners that Repeat or Dropped Out

' ABC
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C. SUMMARY

Module 12: Curriculum Related Data manages the recording, analysis and reporting of School Based As-

sessments (SBA).

3.1 Quick reference of the sub-menus and their uses:
This module is divided into 4 sections that are linked to sub-menus as follows:

Header

Sub- Menu / Functionality

12.1

Subject related:

ject groups

Select subjects for school, Assign
subjects to learners Create sub-

Set up school subject list
Setup Topics for all subjects
Setup the language for the learner report

Create subject groups for easy assignment of subject to
learners

Assign subjects to individual learners
Set up subject class groups and generate subject class lists

Printout of learner subject status: subject list with / without
subjects

12.3
SBA:
Setup POA (tasks & Topics),

Capture marks

To set-up / validate tasks for Programme of Assessment
(POA)

Capturing learner marks

List with rating codes and official descriptions
List of POA tasks for the school management
POA Tasks listed on a calendar format

List of POA of previous year

12.7

Prepare learner reports:
Verify marks,

Add comments,

Add promotion decision,

Print Learner Progress Reports

To set-up the Cycle (period) for assessment
Pre-populated list with rating codes and official descriptions

Capture promotion descriptors for mark schedules and learn-
er reports

Capture a list with standard / general comments for mark
schedules and learner reports

Range the order of subjects as they should be printed on the
learner reports.

Select subjects that must be included in the progression mark
schedules.

Verify captured marks and comments per subject

Captures on a Mark schedule the promotion decision &
general comments for each learner

Print learner reports from a range of available formats
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Curriculum related reporting

reports, tables, schedules &

reports

12.9 .

tables for statistics , summary .

Print blank mark schedules ( register class or subject)
Mark schedules of captured marks per grade
Mark schedules per subject for rating

Mark schedules per grade for rating
Departmental mark schedules per grade for districts

Learner performance analysis per quarter (Stats)

Report on learners not promoted and repeating

List learner that repeats or dropped out

12.1 Setup subjects and subject choices

Header (SA-SAMS Menu)

Function

211 > To select the subjects per grade as offered by the
Maintain subjects (12.1.11) school.
2.1.2

o , » Topics are pre-populated for all CAPS subjects
Maintain topics (12.1.12)
2'1'_3 ) » Language of the learner report to the parent is selected
Maintain learner report language individuall

y.

(12.1.13)
214 > Subject sets are created per Grade for bulk assignment
Create subject sets (12.1.14) to the learners.
2.1.5 » Subjects can be assigned to individual learners or per
Assign subject to individual learners class. Subjects can also be assigned per group or per
(12.1.15) single subject.
2.16 » Learners from a register class can be split into different
Create subject groups (12.1.16) subject classes /groups.
2.1.7 » Mark sheets generated per subject group
Print subject mark sheets for assess- >  Mark sheet ted ducat
ment (12.1.17) ark sheets generated per educator.
2.1.8
View /print learner subject allocation » List of subject allocation per learner

(12.1.18)




12.3 Maintain School Based Assessment

Header & (SA-SAMS Menu)

Function

2.2.1

School Based Programme of Assessment (12.3.11)

> To set-up / validate tasks for Pro-

gramme of Assessment (POA)

2.2.2
Maintain Learner SBA Results (12.3.12)

» Capture learner marks

12.3.14
View National Rating Codes (12.3.14)

» Pre-populated list with rating codes and

official descriptions

2.2.3
View Programme of Assessment Tasks (12.3.15)

> List of POA tasks

2.2.4
Calendar View of Assessment Tasks (12.3.16)

» Tasks populated on a calendar

2.2.5
Print Learner Portfolio SBA Results (12.3.18)

» Print a list of learners and their portfolio

achievement

2.2.6
Update Previous Year POA (12.3.19)

» List the POA of previous year

12.7 Maintain learner progress reports

Sub-Menu / Screen

Function

23.1

Maintain Progress Report Cycles (12.7.11)

To set up the Cycle (period) for assess-
ment

2.3.2

View National Rating Codes (12.7.12)

Pre-populated list with rating codes and
official descriptions

233

Maintain Promotion Descriptors (12.7.13)

To capture Promotion descriptors for mark
schedules and learner reports

234

Maintain Subject Comments List (12.7.14)

To capture a list with standard / general
comments for mark schedules and learner
reports

2.35

Maintain Report Subject Order (12.7.15)

To arrange the order of subjects as they
should be printed on the learner reports.

To select subjects that must be included in
the progression mark schedules.

2.3.6

Maintain Learner Report Result (12.7.16)

To set-up promotion / progression

2.3.7

Maintain Learner Promotion Decisions & General
Report Comments 12.7.18)

Maintain Learner Promotion Decisions &
General Report Comments

2.3.8

Print Learner Progress Reports (12.7.19)

Print learner reports from a range of avail-
able formats

y [
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e 12.7 Curriculum related schedules and reports

Header & (SA-SAMS Menu) Function
2.4.1 - Class lists printed per register class or the
whole grade.
Print Blank Mark Schedules (12.9.11)
24.2 - Report on marks, promotion and comments
Internal Cycle Mark Schedules per Grade per grade and can only be printed or exported.
(12.9.12)
243 - List of Learner results per term to determine
Internal Results per Subject (12.9.13) the ranking of learners per subject per grade.
244 - List of Learner results per term to determine
Internal Results per Grade (12.9.14) the ranking of the learners in a grade.
245 - Specific format of Mark Schedules to be print-
Departmental Mark Schedules per Grade ed, signed and sent to districts
(12.9.15)
2.4.6 - Different summary tables to be used for analy-
sis/ statics.
Summary Results per Quarter (12.9.16)
2.4.7 - Summary report on nr of learners not promot-
Not Promoted and Repeat Numbers (12.9.17) ed or repeating
2.4.8 - List of learners that repeat or dropped out of
Repeats & Drop Outs per Learner (12.9.18) the system.
3.2 “How to...” flow diagrams:
e Assign subjects to learners:
F o r . s r -
UE_‘I_‘H 12114 12.1.15 12.1.16
» Select * Create - . Assign + Assign
subject for subject subjects learners
school sets to to
«(school learners subject
subject list) classes
e Capture marks per subject:
- Edit task - tfd'rt activity | ' Validate : Capture
- | - ’__m.rpinhf O marks o
| «Check date *Check date *Enter weight «Capture
»Check total «Check total % or marks per
«Check if a common -Validate «Auto task
task weight % calculate «Save
*Check description ~Save = Save

«Select a topic
«Save

Do same for all
tasks




Blank Mark Schedules Available for Capturing :

Screen Content — Blank schedule

12.3.11 Maintain SBA Results Per subject per grade
Learners per register class or subject group

Columns with tasks & totals as set up in POA

12.1.17 Print educator mark Sheets Per subject per grade
Learners per register class or subject group

Empty columns

12.9.11 Print Blank Mark Schedules Per grade — ALL subjects

Learners per register class or whole grade

NEENERN ENERNERN ENERNERN

Empty columns for each subject

e Curriculum related reports/ schedules to be used for “stats”:

Different Summary tables for Analysis Figure
12.9.16.1 | Summary of results per level per subject Figure 68
12.9.16.2 | Summary of results Grades R -9 Figure 69
12.9.16.3 [ Summary of results for Grades 10 -12 Figure 70
12.9.16.4 | Summary of results per Grade Figure 71
12.9.16.5 | Distribution Results per Grade per Subject Figure 72
12.9.16.6 | Averages per subject per Grade Figure 73
e Other reports :
Screen Content — Blank schedule
12.1.18 View /print learner subject alloca- | v* List of subject allocation per learner

tion.

12.3.18 Print learner portfolio SBA results

Printing a list of learners and their
portfolio achievement

12.8.17 Summary report- learners not pro-
moted and repeat numbers

Summary report on no of learners
not promoted or repeating

12.8.18 Print learner details: repeats and
drop outs

List of learners that repeat or
dropped out of the system.

12311 Ufaﬂz ‘

¥
= «Setup SBA

«Capture
program for a marks
subject «Verify

*\alidatePOA marks
captured
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Feedback/Contact Form

Your feedback is important to us. Please leave any comment that you want. If you are
struggling with anything in this module, please send us an email and remember to also
give us a number or email to contact you back with.

Contact Name:

School Name:

Email Address:

Cellphone Number:

Version of SA-SAMS:

Operating System Version:

District / Province:

Comment / Problem Details:

Send Email
Contact Person Telephone Email
Frans Ramphele ramphele.l@dbe.gov.za
Carinne van der Westhuizen 012 357 3832 vanderwesthuizen@dbe.gov.za

y V8
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