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A. INTRODUCTION

1. Purpose of the module

The Learner and Parent Information Module and Learner Listing Module (Fig. 1) assist schools
with the administration of the biographical data of learners and parents information.

o It also contains the processing and administering of attendance, disciplinary and extra-mural

@ functions. (Included in chapter 1)
o This module also assists with the administration of the promotion procedures and placing of
learners in register classes. (Included in chapter 2)

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 Leamer and Parent Information 13. Timetabling Assiztant

4. Learmner Lizting 14. Physical Resources
5. Governance Information 15. Library Module
b. Standard Letters and Forms 16. Secunty and Database Funchtions
¥. Export Data 17. Luritz Approval Module
8. Annual National Assessment

Figure 1: Main Menu

This Module is dependent on the following data already being captured in other modules:

Data to be pre-captured (with the SA-SAMS menu no)

School details (1.1), Grades (1.2), Classes (1.3), School Terms (1.6), subjects offered by
the school(1.5), Bus routes (1.9), Bus Ticket (1.10), Demerit /merit codes (1.11), School
Hostels (1.12), Feeder Schools (1.13)

Module
a 1
2

Educator details (2.1)

Data from this module will be required by the following modules e.g.

Learner data used for (SA-SAMS menu no)

Finance

ANA (8) & Curriculum (12)

Module
a
e 11
dn [ a1z
13
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B. COMPONENTS OF THE MODULE

2. Module 3: Learner and Parent Information and Module 4: Learner Listing

The administration and management functions regarding the learner data and parents information
can be divided into 6 sections according to the specific purposes:

2.1 Learner biographical information & LSEN
2.2 Parent & family information

2.3 Learners: additional records

2.4 Disciplinary

2.5 Learner attendance

2.6 Reports & stats

These sections are tabled below with the relevant headers and SA-SAMS menus that are used in this

manual:
Header & (SA-SAMS menu number) Functionality
2.1.1 Learner biographical data > View learner profile
(3.1.1&4.1) » Learner information: add, edit and print
2.1 » Archive learner
Learner 2.1.2 Learner archive > Restore a learner
biographical
info%mgtion & » Print a transfer card
LSEN » Learner applications
2.1.3 Learner application (3.1.2)
» Blank application forms
2.1.2 SNE Learners » SIAS for SNE Learners
» Parent information: add, edit and print
» Parent archives
2.2
Parent 2.2.2 Parent information » Learner family relationship summary
information )
» Learner/parent listed & exported
» Parent only lists for SGB
» Add activities per term
2.3.1 Participation in extra-mural : I
activities (Menu 3.1.1& 3.5.7) > Print summary of activities
» Print lists of age group per sport house
2.3.2 Assign Learners to bus routes | ~ Learners assigned to a bus route
23 (Menu 3.9) > Bus tickets printed
Learners: 2.3.3 Maintain RCL (Menu 3.1.1) » RCL member: add and edit
additional » Select and print marks from previous
functions 2.3.4 Archived marks (Menu 3.1.1) years P P
2.3.5 Reported Incidents (Menu » Incidents e.g. pregnancy, racial and
3.1.1) domestic are recorded, edited & printed
. . » Learning barriers recorded, edited &
2.3.6 Learning barriers (Menu 3.1.1) summary lists printed
2.3.7 Assign mentors (Menu 3.1.9) » Add Mentor to a learner + print list

]
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2.4.

2.4.1 Maintain Merit / demerit
incidents (Menu 3.7.1)

A\

Demerit/merit settings

2.4.2 Manage detention and other

Learner details data printouts

Learner aggregated data printouts

. actions (Menu 3.7.3) » Manage learners demerit/merit
Demerits and
merit 2.4.3 Statistical reporting (Menu > Print learner demerit/merit score lists
3.7.5 &6) » Print demerit/merit report
» Print blank attendance register
2 5 1 Maintain learner attendance » Maintain weekly learner attendance
(Menu 3.3.1, 3.3.3 & 3.3.7) > Maintain learner attendance per period
05 » Learner absence notification
a 2.5.2 Learner attendance reports » Attendance details report per learner
Learner (Menu 3.3.4 — 3.3.12)
attendance » Weekly/Monthly/ Quarterly attendance
summaries
» Total of days absent per learner
2.5.2 Learner attendance reports » Weekly / Monthly Learner Attendance
(Menu 3.3.13 - 3.3.15) Summary per Class
» Quarterly Attendance
» Enrolment printouts
» Learner age + house group lists
> Learners + extra mural activities
2.6 Reports & | 2.6.1 Statistical Data and Reports .
Stats Menu » Details of SNE learners
>
>
>

Extra mural activities report

The administration and management functions regarding the learner data and parents information can be
divided into 6 sections according to the specific purposes:

Each of the functions will be discussed individually under the related sections.
The references to the SA-SAMS Menu from the Learner and Parent Information Module are shown in
Figure 2.




SA-SAMS : School Administration and Management System
3. LEARNER AND PARENT INFORMATION

3.1. Learner Data Files Menu 3.11. Asszign Mentor to Learner
3.3. Leamer Attendance Data Menu 3.13. Reporting Language
3.5. Statistical Data and Beportz Menu 3.15. Subject Begistration Summary
3.7. Demeritz and Merit Module 3.17. N5C Exam Begistration
3.9, Leamer Bus Routes 3.19. Process and Maintain Learner Promotions

<< MAIN MENU

Figure 2: Components of Learner and Parent Information

2.1 Learner biographical information & LSEN

& Learner biographical data can be captured in Menu 3.1.1: Learner & Parent Information as well
as Module 4: Learner Listing.

2.1.1 Learner biographical data (Menu 3.1.1)
This menu contains the biographical details of the learners at the school.

o This part is compulsory as the information is required by all school surveys and other official
school reports.

o Data should be checked quarterly and updated whenever there are any changes.
o Archived learners should not be captured as new but should be reinstated to avoid learner
duplicates.

o Data is captured from a blank learner registration form that was completed by the parent
(Menu 3.1.2 & 6.2)

Y The learner screen has an option to list Current Learners or Future Registrations (learners)
selected at the 2nd line of the screen. (Fig. 3)

e The total number of learners captured is indicated at the top.

¢ The screen opens with a view of all learners that are listed alphabetically with accession number,
grade, class, gender and ID number.

o Select a grade or class from the drop-down list to filter for a specific group of learners.

e Learners can be searched by Surname or by Accession Number through the Search List for
Learner facility on the bottom of the screen.

Learners can be added, edited or archived and details printed on this screen

Future Registrations is a list of applicant learners for the following year that has been accepted
by the school and registered on the system (See section 2.1.2. of this manual).

]
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Show All Current Learners |

Learners in 10-10

Filter by Grade: -

Filter by Clazz: (10-10 -

* Cunent Leamers Future Registrations

* Sumame | Name | Mick Mame | * &ccession No | * Grade * Class * Gender
DUMINY Donovan 121337 Grade 100 10-10 M
JORD&N Dan 121166 Grade 100 1010 M
MGWEBI Zandile 111012 Grade 10 1010 E
MOSEY Johnathan 121211 Grade 100 1010 M
NGCWEBL Andile 111232 Grade 10 1010 M
OwWEN Jordan 110163 Grade 10 1010 M
THOMAS Momalanga 122424 Grade 10 1010 F
WEST Comelius 110355 Grade 100 1010 i
ZORO Stanley 110716 Grade 10 1010 M

i

I

2.1.1a Learner profile (Menu 3.1.1)

Double click on a learner to view summarised profile

@ Search List for Leamer

(« By Sumame

GO

(" Other vigible columns

Mumber of Learners |g

Details
Add MWew Learner
View/pdate Leamer
Archive Learmer

Maintain RCL

Records

Dizciplinary Record
Incidents
Learning B arriers
Sport, Art and Culture
Mark.s Archive
Family
Learners without

Parent/adult linked on
System

&dd Parent to Learner

Yiew Main Parent Details

Wiew Family

Done

Figure 3: List of Learners Captured on the System

O A summary of a learner’s profile is available for reference on the year’s performance, activities,

A

subjects and disciplinary records (Fig. 4).

“® Double click on a selected learner to view the summary profile.
e The learner’s name, grade, class, date of birth, days absent, disciplinary incidents and fees paid are

displayed.

e The learner’s photo will be displayed if learner photographs were added.

e The current subjects, subject teachers and marks captured to date are listed.
o Click on the subject to view the task marks separately.
e Comments can be added for future reference and saved by clicking on Save Comment.

e Click on Print summary for a printout.
Click on Done to exit the screen.




@Ferﬁmmm to date — ﬁ

Leaines JORDAN, Grade Grads 10 |Disciphnary Incadents
Clazs 1040 Date of Rirth 19970721 219

Date | 201305721 [DaysAbsent | 1

Feas

Subjects E ducator SBAX |Tetm1 | Teim2 [Teim 3
| Adriksans Firsl Addional Language [Gr 101 B4 2400

| Busmess Studses [Gr 10] il 6700

| Ereglith Home Language (G1 10) . 56 56.00
Ilrfqunmeccl-rdqg.lll.':l L] SUbJEEt Il Lt

|Lile Orerdation [Gi 10) kil 1.00

| Mathesmatics (Gr 90 educators ki 4000

IHLIEh: [Gr 10] g3 200

|i.‘.mnl: lo this leammer

'wiell dizcipireed leames, good potental A & leade

Pacenk vish o discuss addlional subect choacs J change. 287202019

Chck on & subject nims b gee the detaled results pes SBA task  [Music (Gr 10

Task I.a:‘rr Tetal S S wvm Conimard
|1: PAT 1 [Concert Perffoimance] 46 5
|2: PAT 2 Music Besacy asngnn 37 50 Prird Susnimasy
| Tol 82 100
%toDate 83 Frirt Both Grids

Chck on pholo o enlaigs Done

| | image

Figure 4: Summary Learner Profile

2.1.1b Add New Learner (Menu 3.1.1)

% Learner Data is captured from a blank learner registration form that was completed by the
parent.

Y@ Click on Blank Application Form (Menu 6.2 or 3.1.2).
e Select Blank Learner & Parent Application Form and click on Print (Fig. 21).
o Distribute the printed blank copies to the parents before registration of new learners begins.
Collect completed forms for capturing during the year.

“@ Capture the learner data on Learner Information (Menu 3.11) by selecting Add new Learner (Fig. 3).
e Tracking number screen opens to verify if a learner is not a duplicate (Fig. 5).
o Select if a learner has a “LURITS” number and add official number if known. DO not add any
random number in this box.
o A Learner Tracking Number is a 9 digit National Tracking Number which is allocated to learners
by the LURITS (Learner Unit Record Information and Tracking System).

¢ Click on Next or Done to capture the learner details on the following screens.




% .L.earner, Tracking Number

If the leaner already has a national learner tracking number. then
please enter the racking number in the space provided below.

The tracking number iz izzued by the national tracking system and not
by the school.

Learner Tracking Mumber
f* The Leamer does not have a Mational Tracking Mumber.

" The Leamer has a Mational Tracking Humber.

Learner Tracking Humber: |

Do MOT enter a tracking number unless the official NATIONAL
tracking number iz indicated on the learner's ransfer certificate.

Dane

Figure 5: Learner Tracking Number

There are three pages (Compulsory, Additional and Medical Information) that have to be completed

(F
(il

igures 6, 7 & 8).

All the fields marked in blue in Learner Information (Fig. 6) must be completed before you can
Save the data.

e Fields with arrows are populated from a drop-down box. Options for the drop-down tables are given
below the screen.

e Data is captured from a learner application form completed by the parent (6.2).
Learners need to supply copies of the following documents for verification: Birth certificate, ID or
passport.
Reporting Language is the language selected for communication to the learner.
Learner’s photographs can be scanned and stored on the computer or browsed for from another
location

e To save all captured data click on Save
Click on Additional Details tab to complete further required fields (Fig. 7).

™ 2 7

. -
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earmner Information (3.1.

Learner Registration for :

* Current Year

" Future Year

Learner Photograph

Perzonal Details T Additional Detailz T Medical Infarmation ]
Registration Information Identification Details
Learner Tracking Number: = Birth D ate: Year Month [ Day [
= A oession Mumber or ID number: = Gendar: | j
“*Registration Date: l—_|2EI‘I W02 - . Browse far Photograph. ..
o ) *Population Group: | j
Reqistration date iz the actual date that the leamer enters
e sl . . **Citizenship of learmer: |SA Citizen ﬂ
Learner entered thiz schoal in Grade: -
Inclugion Status “dentity Mumnber: |
{15 te Remedial C
el bllleni g i IFMe D, “Reason: | j
" LSEM in mainstream
= “Country of Residence: |Sc-uth Africa j
=SME Primary Disability: | J Frovince of Fesidence: | j
** Current Grade: | ﬂ | Residential and Contact Details
wevaars In Grade: = [Address where learner lives]) Pep;g[tirll_g Language
Physical Home Address: | AL T
“Clags: | j | l—Ll
Learner's Mame |
= Sumame: | Sl Add/Link Parent or
Prewvious Surname: | Code: I— Pers?zrlil_zsa?:;l:zlhle
= Initiaks: [ HiCk — Horme Telephone Mumber: 1]
anne:
** First Name [ONLY): | Emergency Telephone No: 2] S |
Second Mame: | Learrer Cell Phone Murnber: Mext Learner |
Third Mame: | Learmer Email Address: | Dona |

o+

below.

Figure 6: Biographical Learner Information

The options available for the different drop-down boxes for Page 1: Personal Details are tabled

Drop-down Fields for
Menu 3.1.1 p1

Options

Registration Date

e Calendar to select date

Grade

e List of grades offered by the school (Selected in Module 1)

SNE Primary Disability

e Attention deficit disorder
e Autistic spectrum disorder
e Behavioural disorder

¢ Blind

e Cerebral palsied

e Deaf

e Deaf/blind disabled

e Epilepsy

e Hard of hearing

¢ Mild/moderate intellectually disabled

e Moderate to severe intellectual
disabled

e Multiple disabled

e Partially sighted

e Physically disabled

e Psychiatric disorder

e Severe intellectually disabled

e Specific learning disability

Years in Grade

e 1%t year in this grade

e 2" year in this grade

e 3" year in this grade

e 4t year in this grade

Gender e Male e Female

e African/Black e Coloured e Other
Population group

e Asian/Indian e White
Citizenship e South African e Immigrant

Learner.and Parent Information Partil

Of.)

1




Reason for no ID ¢ Not yet applied e Applied e Other
Country of Residense e South Africa e Other

Province e List of 9 provinces

Reporting Language e Afrikaans e English

Y/ All the fields marked in blue in Additional Details (Fig. 7) must be completed before you can Save
the data.
¢ Fields with arrows are populated from a drop-down box. Options for the drop-down tables are given
below.
o Home Language is the language spoken by the learner at home.
o Language of Instruction is the language in which the subject is taught. This is the language
used for teaching the non-language subjects e.g. Mathematics.

e To save all captured data click on Save.
Click on Medical Information tab to complete further required fields (Fig.8).

F

Learner Information
Learner Registration for: & Curmrent Year ¢ Future Year Learner Photograph
Perzanal Detailz T Additional Details T Medical Infarmation ]
Languages
“Home Language: || = Pre - Primary Ed | j
“Language of Instruction: - Previous E nralment Brawse far Phatoaraph...
“*Preferred Language of ’—L| “Previous Schoal | ﬂ
Instruction
) = Pravince: =
Boarding
|z learner a boardar? i Yes " Mo “Previous Country: |
Boarder Mumber:
First time enralmant in this province?
Hostel M ame: | ﬂ
Mever enrolled in thiz re Previously enrolled
province before in thiz province
Transport
Made of Tranzpart: N :
i | ﬂ Previous School Information:
Reporting Language
Select Feeder i
Mumber of Children in the Family: schoal | ﬂ for this Leamer
e OR =
Position in the family " Mother's Side: N 3
[e.afirst =11 LCi ame of School: |
on Father's Side: el | Add/Link Parent or
ress: 5
Any deceased parents? | ﬂ | Pers?::l T_zsa?r?;f'hle
Religion: |
. - Save
Sport/House Group: |U d |
P P | nazsighe ﬂ Bl I_
Prowinicial Honours: 5 Meut Leamner
N Province: | j
Done

Figure 7: Additional Learner Information




The options available for the different drop-down boxes for Page 2: Additional Details are tabled
below.

[+

Drop-down Fields for .
Menu 3.1.1 p2 SRS
Home Language o All Official Languages e Sign Language e Other
Instruction Language e All Official Languages e Sign Language e Other
Preferred language e All Official Languages e Sign Language e Other
Hostal name e Pre-populated in Module 1 -1.12

e Bus transport scheme e Hostel

e Bicycle

e By foot 2km or less e Employer Bus
Mode of transport o Taxi

e By foot 2km to 5km e Motor Car

e Train
e By foot 5km plus o Motor Cycle
e Mother Deceased
’F\’l:rr:r?tir o D) e Both parents deceased e None
e Father Deceased
Sport/House Group e Pre-populated in Module 1-1.13
Primary Education e Non Formal e Formal (Grade R) e None
School in this province

Previous School e School in other province | e This school e None

e School in other country
Province e List of 9 Provinces
Select Feeder School e Pre-populated in Module 1-1.14

v The Medical information (Fig. 8) contains information on :
o Medical aid number and concontact numbers of the family docter AND / OR
o Hospital / Clinic Patient Number and Hostpital / Clinic Contact numbers
o Reported medical conditions
o Problems requiring counselling
e The following must be completed before you can Save the data:
o Dexterity of a learner and if the learner is fed by the NSNP.

o Type of grants applied for / received needs to be ticked off.
o Fields with arrows are populated from a drop-down box. Options for the drop-down tables are given
below.

¢ To save all captured data click on Save

“M Once you have saved the learner’s details, you will notice that the Add/Link Parent button turns yellow
(Fig. 9). Click on Add link to Parent and follow the directions in chapter 2.2 of this guide to complete the
capturing.

o You may add a new parent for the learner or you may link the learner to an existing
parent. (Parent previously added to the system for another learner).
o Itis compulsory to add at least one parent onto the system for each learner.
Click on Done to exist screen.

° amm The options available for the different drop-down boxes for Page 3: Medical Information are tabled

o 'o below.

Drop-down Fields for Options
Menu 3.1.1 p3
Dexterity of the learner e Left handed e Right Handed e Ambidextrous
Learner benefit from NSNP e Not applicable e Yes e No

]
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[ Learner Information (3.1,

Learner Hegistration for :  + Current Year

" Future Year

Perzonal Details Additional Details

[

Medical/Social Information:

Medical Aid Number: ||

I

Medical Aid Name: |

Medical Information \|

Learner Photograph

Medical Aid Member: |

Doctor's M ame: Doctor's Tel Mumber:

Doctor's Address:

=

Clinic/Hospital Name: |

Account/Ref No: |

Tel Mumber:

Medical Conditions:

Special Problemsz
requiring Counzelling:

Diexterity of Learner: -

Dioes thiz learmer benefit from the Primary S chool Mutrition Project at wour school?

Browsze far Photograph....

Reporting Language
for this Learner

—

Social Grants Information

Reaqgistration

Receiving H

Grant Mo,

Child Suppaort 1

Care-Diependancy |

Child Suppart 1

'
...... R e e A

aintenance 1

Care-Diependancy 1

'
i

'
o
'

Add/Link Parent or
Person Responsible
for Learner

Save |

Mexst Leamer
Done

Figure 8: Medical Information

“  Once you have saved the learner’s details, you will notice that the Add/Link Parent button turns yellow

(Fig. 9).

Click on this button to add a new parent or link an existing parent to the learner.

e See section 2.1.2 in this module on how to add / link a parent to the learner.

Learner Information (3.1.

Learner Registration for: (%

Personal Details T Additional D etails

T Medical Information ]

**Registration D ate: | 201340504

Registration date is the actual date that the lzamer enters

the schoal

Leamer entered this school in Grade: (Grade 10
ol 5
9, )
I~

=5ME Primary Dizability:

= Current Grade: |Grade 10 Grade 10
“ears In Grade: |13t pear in this grade
“Class: 1012 1012)

* Sumame: [MATTHEW
Previous Surname: l—
o Hick
Initials: | Wene ,7
“FistName (ONLY) [Cala
SecondMame: [

Third Mame:

Learner Tracking Mumber:
= Aecession Mumber or 1D number: 42

**Birth Date: Year (1933 Month ,ﬁ Day ,ﬁ

= Gender. 'm
=Papulation Group 'h‘
“Citizenship of leamer. [S4 Citizen
“Identity Number. [
ItHolD, *Reasen [appled <]

“Country of Residence: |Sauth Aliica
Frovince of Residence: |Free State

[Address where leamer lives)

Leamer Photograph

Reporting Language

Physical Home Address for this Learner
Sl | ‘Add/Link Parent or
Code; Person Responsible

Home Telephone Mumber: 1] ’_ ,—
Emergency Telephone Mo: 2] ’_ ,—

Leamer Cell Phone Number. ’7
Leamer Email Address: ’—

Figure 9: Add parent to learner

1

for Leamer

Sawe |

Next Leamer
Done

arner. andgarent Information P
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2.1.1c View / Update details of the Learner (Menu 3.1.1)

Learner data needs to be verified at least once a year. Pre-populated learner information forms can
be printed and send for verification by the parents.

“® On Menu 3.1.1 click on View/Update Learner (Fig. 10 or 3).
o Data can be updated on the 3 biographical pages: Personal, Additional and Medical
Information. (Figures 6, 7 & 8)

o To save all captured data click on Save

Show All Current Learners | Filter by Grade: - Filter by Clazs: |10-10 - Mumber of Learners |9

Details

Learners in 10 -10 * Cunent Leamers Future Registrations

* Surname I ame Mick Mame | * Accession Mo | * Grade * Class * Gender Add Mew Learmer
[lonoyvan Grade 10 10-10

JORDAM [ran 121166 Grade 10 10-10 kd iew/pdate Learner |
MGWEEI Zandie 111012 Grade 10 10-10 F

MOSEY Johnathan 121211 Grade 10 10410 M :

NGCWEEL andie 111232 Grads 10 10-10 M i U ] |
DWEN Jordan 1101632 Grade10 10410 M .

THOMAS Nomalanga 122424 Giade10  10-10 F Maintain RCL |

Lo FERe amoam

Figure 10: View / Update Learner Data

e More functions are included to the Personal Detail screen as shown in Figure 11. These are
duplicate functions that can be accessed/ captured on other screens as tabled below. These functions
will be discussed in the duplicate screen

Function button on screen Duplicate screen Functionality
Learner photograph See General Settings 1.16 .TO |mport_a photo and save
in accessible folder
Disciplinary records See Merit & Demerit I]OC%Z?]? disciplinary
Learning barriers See SIAS for SNE learners | Add disability as certified
Add social or other incident
Incident Information That needs to be added in

the Learner Profile.

See Parent information

Main Parent 3.1 11

Add parent information.

]

f

..;Learner and Parent Information Part{l




G;&a'ie Learner

|ADW'IIIA PARES : Acc Number : PADO1 Learner Photograph

Personal Details T Additional Details T Medical Information T MSC Exam Fegistration

Change Learner
Tracking Mo

[Address where learner hives]

“*Years |n Grade: |1st pear in this grade j
Physical Home Address: | 222 Stuben St
Class: [I0TEST  w| [1OTEST | Main Parent

Learner's HMame
s : City/Suburb: | Pretari Reporting Language
Sumame: [PARKS R for this Learner

Presdous Surmame: |DBEJ,€_\ Code: 0010 Englizh hd
Inials: [5 Nk [ | Home Telephone Number: 1) [oe4  [12:123122

Marne;

Registration Information Identification D etails
Learmer Tracking Mumber: = Bith Date: Year [1997 Month [02 Day [24
Acceszion Mumber ar ID number: |Pa00 Bl |Female j
“Fegisration Date: | 2009/01/21 = _ : Browse for Photograph... |
o ) “Population Group: | frican/Black |
Reqiztration date iz the actual date that the lzarner enters Remove Phatograph |
the schoal “[Citizenzhip of learner: |S,€.\ Citizen j
Learner entered this school in Grade: |Grade 7 -
Inclugion Status I dentity Mumber: |9702240006089 Dizciplinary Records |
* Mainstream Y
It Ma D, **Reaszon: - : -
" LSEN in mainstream | J Lty e |
£ ‘ HChuntz0hHosdonce |50ulh ohica j Incident Infarmation |
**SNE Primary Dizability: | J Province of Residence: |Gauteng j
Change Acceszsion Mo |
* Current (arade: |Grade 10 j |Grade 10 Residential and Contact Details ‘

= Firgt Mame [OMLYY): |.~'-\c|w0a Emergency Telephone No: 2]
Srand e | Learner Cell Phone Humber: 0741231231 | Update I
Third Mame: | Learner Email Address: |parks.023@gmal.com =T |

Figure 11: Update Learner Details

2.1.1d Remove / Archive a Learner (Menu 3.1.1)

Learners have to be archived before they are removed from the current enrolment list of a school as
& this is a requirement for record keeping and auditing.

o Archived learners that return back to the school should be reinstated from the archive folder and
not be captured as new in order to avoid duplicate learners.
o Archived Learners can be deleted from the system in Menu 3.1.15.

“®m On Menu 3.1.1 click on Archive Learner (Fig. 10 or 3).
e The learner details will be populated. Add the date, grade of learner leaving (last grade attended) (Fig.

12).

e Select a reason for leaving and when selecting death a cause for death.

¢ To save all captured data click on Save to Archive.

Click on Done to exit the screen.




Archive Learner

Learner's Details

Reqistration Date: | 20093071 /01

Sumame: [ABRAHAMS

Ikitials: |4
Accession Mumber, |ABRO01 Gender: |Femals

Archive Info

Date Left School: | 201305413 =
If wou change the date to
Grade of learmer on
leaving date; Grade 10 « | another pear, ensure you enter

the comect grade for that year

Feason for Leaving: |Death ﬂ

Mortality Details

Cause of Death: | 2EEEEE

E1

Save to Archive | Done |

Figure 12: Archive Learner

* == The options available for the drop-down boxes for Archive Learner are tabled below.
E‘ (+)

[ 4
| Drop-down Fields Options

e Death e Long term illness
e Expulsion e Transfer to another school
e Graduated e Compulsory education no longer applies

Reason for leaving
e Absconded e Transfer to FET College
® Pregnancy e Dropped out
e Emigrated
e Accident e Suicide

Cause for death
o lliness e Violence

2.1.2 Learner Archive (Menu 3.1.15)

All learners who have left the school and have been archived are listed under Learner Archive (Fig.13).
The following functions are available:

2.1.2a Print learner transfer cards
2.1.2b Restore/ reinstate archived learners
2.1.3c Search and print archived learners data

2.1.2a Print learner transfer cards

“f  On Menu 3.1.15 click on Print Learner Transfer Card placed above the list of archived learners (Fig.13)

e Tick the learner(s) off from the list of archived learners that needs a printed transfer card.

o Select Date of Issue from the calendar on the bottom right.

e Click on Print to print the Learner transfer form (Fig.14)
o The transfer card is an official report with the school logo and address
o Learner details, last grade attended, highest grade passed, period at the previous school, reason for

leaving and parent contact details.

o Principal’s signature and school stamp.

Click on Done to exit the screen.




0+ Show Al Diabs Leit Batwmere 2073705415 _-| aed [2mansis =]

" Select Dates bo View

[ oc |

" Roason Fos Leaving  Reason Fos Leaving | | YesGradusted: [ <]
" ResiesLeamers @ Prrt Leamer Transfer Cards
Grade bt

" Surmame |Nemu ;'[ramlell |I.aﬂl.'ir. |Hemfmbem 1.hs:-::uu-‘

O &sR0M Anels 2N 3MEANS [3 Espubiaon T Class -

O anznze 7 Gradusted ma Regisiration Date

O 2021 2006 7 Gradusted 273 ——

D 20 22 1 Transler 1o snothes ¢, 102

O 2NZN 206 7 Gradusted 274 =

| MZA206 7 Gradusted 555 £

O SN 2FN 2 Trangler lo ancthes s nmo

O 201 222 1 Trancder 1o anothes 20, 2

Leaener Recoids

O W2N20E 7 Gradusted 553 i

O List of mznzme 7 Gradusted 753 Leaires Dietads

O i 2021206 7 Giadusted g1}

O archived M2 7 Gradusled 20 Wi Famiy

O 213 AD 1 Trancler 1o anothes tc... 1397

O learners 2NN 206 7 Gradusted 1237 Absentee Hidtooy

O 2212706 7 Gradusted 557 Marks fuchive

O 2021 2006 7 Giradusted a7

O 2NZN 206 7 Gradusted 193

Pririt L Trarefer Caeds

0 HNZAZDS 3 Toaniseloancthes e A2 ettt

| 202 7 Translertoanother sc.. T3 Diate of Issue 2 20515 =]
O 2021 2006 7 Gradusted 1208

| 20 20 1 Trangler lo arothet 5., 1339 - [

4 m = ——E
@ Search Lizt for Leasmer by Sumames | Go | duchive List Prinbouts | Dione |

Figure 13: Learner Archive

TRANSFER FORM FOR LEARNERS

CLEVER KIDE HIGH SCHOOL
ELEN RORD
-Mi,; !D’:-: address school issuing Wateridoot
. Pratoria
&1
Contact Detals Tel 0127241445 | Feoc (M3-7351893
Fill narme of laamer BAROM, Zare
|0 murmibesr of lsamen Tl of Beth SR0A0EE500008 I Laamer Trackog Mumber 0
Mediam of mstrucion the leamer has meoened laldebele
Gl Yoar
Lo gt i - .
prade m this school and year =T P
Highast grads pasesd & this schosl and yesr Crace om
Girnclals) m wheth the laamar s netmnsd
Grade baarmer must be placed rmo & mew schodl Grace Year
o year Grads T
Frem Ta
Fitendance & Hes schodl
Y M D Y M D
2013 B 12 23 T 18
Fieson for lemving the schogl Eprsior
Fisl narme pedd ackiress of parenin ‘gaardans W ASRON Jon
227 Qe graw, | Prwora, 0007

Figure 14: Example of a learner transfer form

i
v
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ABC/of... Leal_j::n:er and Parent Informatioh"Pa"Ft.1ﬂ



2.1.2b Restore archived learners

Archived learners that return back to the school should be reinstated (restored) from the archive
folder and not be captured as new in order to avoid duplicate learners (Fig.15).

“M On Menu 3.1.15 find a learner from the list of archived learners that needs to be restored and tick the box.
e To place the learner back in the correct grade and class, select a grade and class from the drop-down
list.
e The original registration date of the learner shows in the Registration Date box.
e Click on Restore and then yes to confirm.
e Auser message verifies that the learner has been restored and informed that subjects should be
added and accounts send (Fig. 16).

. The learner is now listed under Current Learners.
Click on Done to exit the screen.

& ShowAl Date Left Betweenr [2012/05/15 -] and [zmansns -]
" Select Dates to View
" Reason For Leaving  Reason For Leaving [ _] Yea Gradusted - i
% Restore Loamers " Print Learmer Transfer Cacds Restoce Learner
Grade |Grade 7
* Sumame ] Nagre I * Date Leit | Last Gr l Reaton fot leavrg l Accour #
[J AACKER Bradey 2013/05/04 9 Desth 197 Cloz-.i?ﬁ -
[ ASRON Zaew M0718 7 Expusion 2768 Registiation Date
O 3 20212/06 12 Gradusted k4 ’-——--—-
3 2013/0613
U1 Archivedlearners a0emnz Gradusted &0
04 20010/01 /06 8 Tranasfer to ancther sc.. 1540
014 20101211 11 Tianslerto ancther sc.. 246 %

Figure 15: To restore an archived learner

User Message

Your records have been restored.
1. Please update each learner's data to ensure that all the information is
correct,

2. You must add subjects for each learner
3. You must bill each learner for school fess.

0K

Figure 16: User message to confirm reinstatement of learner




2c Search & print archived learners data
(E. All learners who have left the school and have been archived are listed under Learner Archive (Fig.13)
can be searched and listed according to different criteria.

“M Learners can be listed and searched under the following headings:
e Show all OR archived in a certain period OR according to a reason for leaving
e Learners that graduated can be searched according to a year
o Click on OK to list the selected group.

Click on Done to exit the screen.

“# Click on Archive List Printouts
o Choose the list to be printed from the options given in Figure 17.
e Click on Print and then OK to view the printout on a print screen (Fig.18).
o Click on the printer icon to print a hard copy.

Click on Done to exit the screen.

Learner Archive Report ~ Leamer |

L

Select |EME/5/15 _~|to [2m30515 -]

[~ Reazon  —

| = |

h
(% Prirtin order of Date Left _

E

4

(" Print in Alphabetical Order
Date of |

Frint | Done |

Go ] | Archive List Printouts |

Figure 17: Learner archive list printout

Beport prted one 20013 05 15

N W LY i i BETWEEN  I01MOS15 and 201308515

Figure 18: Example of a learner list printout

“i Learner records of the archived learners can be printed for reference.
e Tick the learner(s) off from the list of archived learners.
o Select from Learner Records the following the report to be printed:
o Learner details, view family, progress reports as available in marks archive (Fig.19) and
absentee history (Fig.20).
e Click on Print to print the reports.

Click on Done to exit the screen.




Figure 19: Available Progress Reports in Marks Archive

Leamner Transcript (3.1.15)

Progresz: Cycle Rezults

" Annual Promation

CASS Subjects Mames
~ [CASS results for * In English
one pear

" In Afiikaans

(» Higto [CAPS 2012)
" Higtary [Prior CAPS 2012

" Specific Year

Data Prior CAPS 201 2 will show old Subjects
and old Levels

Print | Dane

Archived Learner Abrentees | Test Object|
Sarsame & Firnd Name [Mmissica¥e | Gander | Shoaday Tondsy | Wedsesdsy | Thandar Friday Tl
AACKER Bracier 14 M
118028 1
2110421 1
201108048 1
119513 1
11083 1
1
1
1
1
20120418 1
1
F
415 1
20120421 3
1
1
1
1
o928 Fl
1
20131870 2
1402 3
1
1
130237 2013922 2
136313 1
Total 5 [ 5 5 [] 4

Figure 20: Example of an absentee report for an archived learner

Delete a learner (Menu 3.1.18)

rchived Learners can be deleted from the system in Menu 3.1.15 and 3.1.18.
o This is used to remove duplicate learners from the system.

o The entire record with all learner details and marks will be permanently removed from the system.

“f Click on Delete Entire Learner Record (Menu 3.1.18) to remove a learner’s record (Fig. 21).

e Select a grade to list all current and archived learners.
o Adrop- down list contains all grades and a graduated group.

e Tick in the box next to the selected learners and then click on Delete learner.

o To reselect the learners click on Clear Selection on select learners from the start.
o An insert screen appears to warn the user that this action is permanent.

o Click on yes to continue the action.
Click on Done to exit the screen.




DELETING FROM CASASAMSAT estAEdusolSAMS.13.4.2 (05-10)s\Data\2 STIRLING HIGH SCHOOL 2013

Select a grade to view and hived | Grade 7 - oK.
| Accho | Feg Date | Surname | Name | Statuz | Date Left |
w1 2013/0612 ARRON Zane A 2013/0718
[ w2 2013/02/20 SMITH James C

,
User Question?

This delete action CANNOT be reversed.
By selecting YES, this learner and all related records will be deleted.

Are you sure you want to delete this learner?

Yes | Neo |

Figure 21: Delete learner records permanently

2.1.3 Learner Applications (Menu 3.1.2)
This section captures and manages new learner applications for future admissions into the school.

Select the learner
that you would
like to delete by
clicking in the
checkbox

Delete Learmer

Learner Status

A = Archived
C = Current

Clear Selection

Done

o Current learners are not re-registered annually on SA-SAMS but their data are rolled over to the next
year until the learners are archived.

o Future learner’s details can be recorded during the year from the applications received for
admittance into the school in the following academic year.

o The status of the applications can also be recorded and used for management of future admissions.

“f Click on Learner Applications (Menu 3.1.2) to list the names of learner applications for future

admissions (Fig. 22).

2.1.3 a Learner details are captured from a completed Blank Application Form.
2.1.3 b Details of the applicants can be added, updated or deleted.
Status of the application can be added and updated.

2.1.3 ¢ Captured applications can be removed from the system.

2.1.3 d Application Printouts are hardcopies of a specific group of applicants.

2.1.3 e The names of the applicants are transferred to the current learner list after registration of the

learners.

Click on Done to exit the screen.




Maintain Applicants

Learners who have applied for admission to the school. but are not yet registered learners

All leamer apphcaticns bo the school should be entered into this section az a record of school applcations and Add Mew Apphcant |

az arecord of leamers who were not admitted bo the school for awdt puposes.

* Syaname | Mame | “Giade | Gender | DateciBith | “Status =

BaLl Hizive 10 M 19971106 Pending View/Edi Applicant |

BANDA Vera 10 M 19350806 Accepted

BOTHA Andres =10 2] 1537003 Cancelad -

CAMADA, Usa o M 19971008 Refused Delete Applicant |
Ak UDE Damick 110 M 19970606 Pen-;;ﬁ

Enrol Learner

Select Remstration D ate
[EE/mmne =]
|2‘[|'|d.-"ﬂ'|.-"ﬂ5

Register the Leames |

List of applicant learners
and the status of the application

Appbcalion Printouts |

Blark Appication Fom ]

= Drore I

TR R R RS S R R R Y

-

& LI

Click on a Leamer lo select the learner

Figure 22: Learner Applications

2.1.3a Add Learner Applications
Y On Menu 3.1.2 click on Blank Application Form.

& ¢ Select Blank Learner & Parent Application Form and click on Print (Fig. 23).
e Click on OK to view the printout on a print screen. Click on the printer icon to print a hard copy.
Distribute the printed blank copies to the parents before registration of new learners begins.

o Collect completed forms for capturing during the year.

Print Blank Forms . . -

Regizter the Learner

Print Blank Forms to be completed

{* iBlank Learner + Parent Application Formé [ Afikaans Application Printauts

r
Blank Educator Form Blark Application Faorm

" Blank Staff Form

Pririt | Done |

e e

Figure 23: Print Blank Learner Applications Forms

“M To capture the learner’s data click on Add New Applicant to open the data capture screen (Fig. 24).
e Complete all the learner’s details in the relevant fields.

o To save time and effort the captured information will be automatically uploaded into the learner
screen once the learner is registered.

e The application status is set as pending by default.
e Click on Save to save the captured information.
Click on Done to exit the screen.

{ /:
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Learner's Detailz

Grade Applied For: |Grade 9 -
Year Applied Far: |2014
Application Date: | 2003/01414 =

Sumame of Leamer: |SMITH

First Mame: |James

Diate of Birth: {1933 Menthios  Day |08

Gender: (+ Male " Female
Face: |Other -
Home Language: |Dther ﬂ

Physical Addriess: [222 Struben st

CitysSuburb: |Pretaria
Postal Code: {0001

Feeder School: | j

Murnber of Siblings in the 1
School:

Boarding
Iz leamer a boarder? * “es " Mo

Boarder Mumber: %1

Hosgtel Mame: |H0use‘| j

Application to the 5¢

Details of Application:

Contact Details for Parent

Sumame of Parent: [SMITH

Title: |tz

Initials: |Eb W Use Physical Address

Pastal Address: | 222 Struben st

|
City/Subub: [Fretoria
Postal Code: W
Telephone Mumber: ’W
Additional Contact Mumber:

Application Status

(¥ Application Pending ¢ &pplication Accepted

" Application Refused ¢ Application CancelledAWithdrawn

Feazon far
Refusal or
Cancellation

Done

Figure 24: Add / View / Edit Learner Application

To edit or view details of the applicant learner:

Click on Done to exit the screen.

of... Leélln‘er andP‘arent Information Part 1

2.1.3b Edit / Update Learner Applications (Menu 3.1.2)
In this screen the details of the applicant learner can be edited or viewed.

o Itis necessary to update the status of all learner applications on the edit form to keep accurate
statistics on learner applications to the school.

“f  On Menu 3.1.2 select a learner and click on View/Edit Application (Fig. 24).
Update the applicant’s details in the relevant fields (Fig. 24).

Update the status of the application in the relevant fields.

o Application will be pending until the status is updated to Application accepted or Application
refused or Application withdrawn.

o Give reasons for applications that are refused or withdrawn /cancelled for future reference.

Click on Save to save the captured information.

| K




2.1.3c Remove Learner Applications
To remove an applicant from the list:

Y On Menu 3.1.2 select a learner and click on Delete Application (Fig. 22).

e Click on Yes to confirm removal.

2.1.3d Print Learner Applications
“f On Menu 3.1.2 click on print applications to print a hardcopy of a selected list of the applications.

o Select the option for the printout (Fig. 25).
& e Click on Print and then yes to view a print preview of the group.
o Click on the Printer icon to print a hardcopy.

Click on Done to exit the screen.

Print Applications

« Al

™ Year Y'ear Applied For:

(« Leamners Refuzed Admission

(" Application List According to Grade

" Application List According to Feeder School
" Applicants' Contact Details

Print | Daone |

Figure 25: Print Applications to the school

2.1.3d Register Future Learners (Menu 3.1.2)
A successful applicant is registered as follows:

Y On Menu 3.1.2 select a learner and click on Register the Learner (Fig. 22).
% o Select a registration date on the calendar e.g. first day the following year.
e The applicant’s details are transferred to Learner Information: Future Year (Fig. 26).

o Complete the blank fields and click on Save to save the captured information.

Click on Done to exit the screen.

The Applicant’s name will be removed from the learner application list.

]

f
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eamer Information (3.1

Learner Registration for - ¢ Current Year

Personal Details T Additional Details T

Medical Infamation ]

Learner Photograph

Registration Information

Learner Tracking Mumber.
** Accession Mumber or [D number
“Hegistration Date: | 2014014001 «

Reaqistration date iz the actual date that the lzarmer enters
the zchoal.

Leamner entered this school in Grade: -

Inclusion Status
* Mainstream

" LSEM inmainstream
~

“*SME Primary Dizability:
** Current Grade: |Grade 10 j |Grade 10

“ears In Grade -

" Separate Remedial Class

*lass: | j |
Learner's Hame
“* Sumame: |FAKIIDE
Previous Surname: |
kil Hick
Initials: Naa

“ First Name [ONLY): [Derrick

Second Name: |

Third Name: |

Identification Details

“Bitth Date: Year [1337 Month 05 Dav |06
* Gender: ’—Ll
“*Population Group: ’m
“[itizenship of learmer: ’m‘
“dentity Nurmber;
If Mo D, *Reaszon: -
“Country of Residence: ’W‘
Province of Residence: -

Residential and Contact Details
[Address where learner lives]

Physical Home Address:|

City/Subuk: |
Code: l_
Home Telephane Mumber: 1] l_ l—
Emergency Telephone Ma: 2] l_ l—
Learner Cell Phone Number: ’7

Learner Email Address: |

Figure 26: Learner Information Menu

2.1.4 SIAS for LSEN Learners (Menu 3.1.9)

=

their neighbourhood schools with their peers.

Browse for Photograph...

Reporting Language
for this Leamer

—

Add/Link Parent or
Person Responsible
for Learner

Save |

Mext Learner
Done

National Strategy on Screening, Identification, Assessment and Support (SIAS) aims to ensure that barriers to
teaching and learning are addressed and all learners are supported to participate and develop their full potential in

To access this functionality the File SAMS_SNE exe needs to be installed in the same folder as EdusolSAMS.

exe.

“# Click on SIAS for SNE Learners (Fig. 28) to open the list of SNE learners.

= Support needs assessment [SMNE Learners)

Please select a data year
Select Data ‘rear: [EREIMMNN |

Learners

Mumber of SHE Learners: 5

Learner
BELAMIL = R Anelisa
BUITEMDAG = G Danel
FaZl = v Zintle
MOTILEMI B FPertunia
STEMGILE = B Masiphi

(i JENTRNIE]

Accession Mo Grade
52049 LSEM
2206 LSEM
s409 LSEM
5303 LSEM
Q907 LSEM

Search for Learner in the list abowve.

]

= Accession Mumber ¢ Mame

Search

Support Needs Assessment |

Reports |

Done

Figure 28: SIAS for SNE menu
¢ Click on Support Needs Assessment to find the diagnostic profile and record of support to the learner.

o Update the learner records as required.

Note that tutorials for this manual have been captured in a separate manual




2.2 Parent & Family information (Menu 3.1.11 to 3.1.13 & 3.1.19)
This menu contains the details of the learner’s parents at the school.

o Itis compulsory to add at least one parent onto the system for each learner.
&o Data should be checked quarterly and updated when there are any changes.
o Data is captured from a completed parent information / application form.

“# Parents are added/ linked on the Learner Information screen (Menu 3.1.1) under the following options

tabled below:
On Add new learner screen Familv section on main screen |
Reporting Language Family
for this Learner Learners withot
Parent/adult linked on
Syztem
é;‘gg‘:ﬂ'ﬁe':;;igbi Add Parent to Learmer |
: for Learner

iews Main Parent Details |

Save |

B iew Family |
MHext Learner
Done
Done |

e Click on the yellow button after adding a new learner or click on Add Parent To Learner on the main
screen of an existing learner to open the capturing options.

e There are two ways in adding a parent to a learner (Fig. 29):

2.2.1 Link the learner to an existing parent that was previously captured to the system for a
sibling OR

2.2.2 Add a new parent by capturing parent details.

Select Parent Option

| Add Mew Parent |

Search for Parent |

Daone

Figure 29: Select Parent Option

2.2.1 Link a Learner to an Existing Parent

Parent can be searched by typing the surname at the bottom search box OR
Selecting the first letter of the Surname at the Filter Parent listing box.

v Click on Search for Parent (Fig. 29).
o Alist of existing parents is populated on the blank screen (Fig. 30).
% The total number of parents captured in the system is shown at the top.
Link the parent by ticking the box next to the selected parent(s).
e Click on Save Parent to Learner
Click on Done to exit the screen.

!
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Parent Listing per Family T — - P
& Paents of Active Leamers ¢ Parents of Archived Leamers [1205 Fiter Parent Listing -
Sumame [ Mame | Titte | Address | Subut | Celphone =
A&R0N Jon Mir&Mrz.. PO Box 222 Prsloria
8 [ Htieboert |
O
O
|
O
z |
D ................... s
z |
O : =
0 List Df EXIStIng parents
S Surname Name Title Adress  Suburb Cellphone
D __ DnocedParerts |
0
= _ MonageFondy |
O
O
O
O Sawe Faserd o Leaines |
0 NE i
—
“ m ¥
@ Search List for Parent by Sumame Go Done

Figure 30: Search to link Existing Parent

2.2.2 Add New Parent
“# Click on Blank Application Form (Menu 6.2 or 3.1.2 as shown in Fig. 23).

% e Select Blank Learner & Parent Application Form and click on Print (Fig.23).
[ ]

Click on OK to view the printout on a print screen. Click on the printer icon to print a hard copy.

Distribute the printed blank copies to the parents before registration of new learners begins.
o Collect completed forms for capturing during the year.

“f To capture the data from the completed forms on the system click on Add New Parent (Fig. 29).

e Complete all the details for the parent (Fig. 31) for future reference.
o The initials and surname populates automatically in the correspondence box
o Tick Copy to Postal Address to copy the typed residential address for the correspondence
address.
o Tick if learner is staying with parent and select the relationship with the learner from the drop-
down list.
o Indicate if the parent is the account payer.
¢ In the case of learners whose parents are not living at the same address: add another parent for the
same learner by clicking on Next Parent
¢ In case of learners staying with a family member e.g. Grandparent: add the parent details for the same
learner at the Next Parent.
e To save all captured data click on Save.

Click on Done to exit screen.

] )
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=+

[Parent Infarmation / Pers

on ponsiDie Tor Learn:

Adding a Parent for Learner: |M,L\TTHEW Cunthia

| LeamerNo

A Parent only needs to be added to the system once. Other learners can be Imked to the parent.

General Information
“Title:

=5 Lmanne:

“Firgt Marne:

“Gender.

“Home Language:

“Race:

10 Murnber:
Residential Strest
Address:
Citp/Suburb:
Code:
Qecupation:

Emplayer:

“*Compulsory Fields
[ = nitials:
I
I

" Male
I =
I =
—

i~ Female

I
I
I
[ Copy to Postal Address
I
I

Detailz of 2nd Parent Living at same address

Surname:

Firzt Mame:
Occupation:

1D Humber/Paszport:

Gender

2 7 Male " Female

Correspondence Details

Title: + Iriitials: |Mr & Mrs

Sumame: |

If a learner's parents
are not living
together, pleaze
complete a separate
entry page for each
parent household

Mext Parent/Clear Form

Fostal Address: |

City/Suburb: |

Code:

Tel Humber [Home): I— Ii
TelMumber fworkl: [ [
FasMumber [ [
Cel Mumber:[

E -t ail: |

Fielationship to Learner: |

=]
=

tarital Statuzs of Parent: |

Leamer resides with this 1~ oo
parent:

" Mo

Paoverty Indicator: | ﬂ

Spouse tel [wark]:
Spousze tel [celll:

Spouse email |

Figure 31: Add New Parents

The options available for the drop-down boxes are tabled below:

Account Payer
 Yez { Mo

Save

Dane

| Drop-down Fields Options

e Mother & Father e Grand Parent

e Father e Legal guardian
Relationship to Learner

e Mother e Step Parent

e Foster Parent e Other

e Divorced

Marital Status of the * Married .
Parent e Widowed

e Single

e Separated




2.2.3 View / Edit Parent Information (3.1.11)

@In this screen the details of the parent can be edited or viewed.

o ltis necessary to verify and update the data at least annually in order to keep accurate contact
details of the parents. This can be done by printing completed profiles (Menu 6.3) and send to parents
to verify their information.

“# Click on Parent Information (Menu 3.1.11) to open the Parent Listing screen (Fig. 32).
e The total number of captured parents is indicated at the top of the screen.
e The parents are listed as Parents of Active Learners or Parents of Archived Learners.

e Search for a parent by filtering the list according to the first letter of the parent’s surname at the top of the
screen OR

e Type the parent’s surname in the box at the bottom and click on Go.

= Paents of Aclive Leainess, © Pasents of Aschived Leaineis 1205  Filter Parent Ligting '—L|
Sumame [ Narme [Tile [ Addess [Subub | Celphone -
AARDH Jon MidMrs,. PO Bex222 Frelona EdH Pavert Detads |
fuchive Parent |
Echt Paieni Laanmat
Relstionsiips

Wiew Lieastness in Famdy |

Parent per Famiy Printouts

[
Paierd Liting per Patert |

List of parents

Surname MName Title  Adress  Suburb Cellphone Paseni/s with Leatner |
Dregiced Paierts |
Manage Famdy |
- == 3
;ﬂ Search List for Parent by Sumame | Go | Done

Figure 32: Parent Listing

“f  Click on the name of the selected parent and then click on Edit Parent Details to view or update the
parent’s details (Fig. 32).

e Click on Save to save any changes/ updates.

Click on Done to exit the screen.

)
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2.2.4 Archive Parent (Menu 3.1.11 & 3.1.16)

o Parents are archived to remove the parents from the two parent lists (Parents of Active Learners or
Parents of Archived Learners).

o Archived parents can be restored and need not to be recaptured.

Click on the name of the selected parent and then click on Archive Parent (Fig. 32).

o The parent’'s name appears on the screen. (Fig. 33)

o Select the date the parent and a reason for archiving the parent.

e Click on Save to Archive and the click on Done to exit the screen.

Archive Parent -

Parent's Details

Surname: [WEST

Initials: ..
Gender: |Male

Archive Info

Archive Date: |2013/05/04 -

Reasan for Archiving: |[REEE RE RS

Save to Archive | Done |
Figure 33: Archive Parent
o G
:,-oThe options available for the drop-down box are tabled below:
| Drop-down Field Options

e Death
e Learner: Expulsion

e Learner: Graduated apolies
Reason for archiving PP

e Learner: Absconded
e Learner: Pregnancy

e Learner: Emigrated

e Learner: Long term illness
e Learner: Transfer to another school

e Learner: Compulsory education no longer

e Learner: Transfer to FET College

e Learner: Dropped out

“f Click on menu 3.1.16 to view the list of archived parents (Fig. 34).

e Parents are listed according to the following options: Archive Date or Archive Reason or all.

e Parent can also be searched by typing a surname.

o To restore a parent to the parent list click on the parent and then click on Restore Parent.

Click on Done to exit the screen.

]
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& Show All ™ Show by Archive Date ™ Show by Archive Reason

Select 'Parent’ to Restore then click on ' Restore”. Click on Columns to change list sorting sequence.

Surname | Mame | Archived D ate | Archive Reason | 1]

gﬂ Search List for Surname Go Festore Parent Done

Figure 34: Parent Archive

2.2.5 Parent learner relationships (Menu 3.1.11 - 3.1.13)

o Family structures of the learners in the school (parents and siblings) can be viewed or updated in

Learner Information (Menu 3.1.1) or Parent Listing (Menu 3.1.1).

o The parent relationship can also be updated as the resident parent or the account payer.

o Learner family report (Menu 3.1.12) lists learners and their parent’s details per class.

The following options exist to view and update family relationships:

2.2.5a View/ Edit Families: View a family based on a LEARNER

SA-SAMS menu number & Fig. in Content and functionality
description guide
3.11 View Family Fig. 35 Select a learner and list:

» Parents address and contact details
» Remove Parent, Add Parent,
> Set Account Payer,

> Set residential Parent

2.2.5a View/ Edit Families: View a family based on a PARENT:

3.1.11 | View Learnersin Fig. 36 Select a Parent and list

Family
> Parents names

&
» Parents address and contact details

Manage family > Allsibli
siblings

» Remove learner from list

3.1.11 | Edit learner parent Fig. 37 Per parent:
relationship
(Accounts & > Learners address & class

residential parent) > Al sibli
siblings

> Set Parent as Account Payer, Set Parent as residential
Parent.




2.2.5b Lists with Parents only
3.1.11 | Parent per family Fig. 38 » Parent list for the whole school,
print outs
Fig. 39 » Parents listed per class and select the class from the list.
3.1.11 | Parent listing per Fig. 41 » Parents listed with contact details (per grade /all)
arent
P » Parents living together are listed separately for voting or
counting purposes (SGB)
2.2.5c Lists of Learners WITH Parents
3.1.11 | Parent per family Fig. 38 > Parent listed per family: parent’s contact details and all the
print outs siblings in the family
3.1.11 | Parent learner Fig. 42 » Learner and related parent contact details are listed per
listing grade, class or the whole school.
3.1.12 | Learner Family Fig. 43 » Learner Family (siblings) with Parent Contact Details
3.1.13 ﬁeegr(r)gr Parent Fig. 44 » Full parent and learner lists
Export

2.2.5a View/ Edit Families (Menu 3.1.1 & 3.1.11)

View a family from a learner:

“# On menu 3.1.1 click on a learner and then click on View Family.
o The screen displays the learner and parent’s contact details as well as all the siblings in the family (Fig. 35).

e The following functions are available: Remove Parent, Add Parent, Set Account Payer, Set residential
Parent

Click on Done to exit the screen.

Learner's Family Details

[m———
Learner's Details Siblings cumrently enrolled at the School
Learner: llames SMITH | Surnae M arme Grade | Clasz
Class: |74 WEST Comelius 10 10-10
Q ACTOMN Caitlun a 8141

Address: |222 Stuben str |

& | |

Parents related to this Learner

Double Click on a Parent to View Parent Details

Surname Title Mame Tel Account Payer St | Residential Parent
‘MHDN hdr Jon 012 7374100 Yes
Femave Parent | Add Parent | Set Account Payer | Set Residential Parent | Done

Figure 35: Family Details from Learner Information
View a family from a parent:

Y On menu 3.1.11 click on View Learners in Family (or click on Manage family)

e Search for a parent by filtering using the first letter of the surname and then select for the parent.
o This will list the parent’s contact details and all the siblings in the family (Fig. 36).

e Future learners are indicated in blue.

Click on Done to exit the screen.

]
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F' = = -
|Family Details
' ¥

Select Family to Yiew
gﬂ Filter By: || - Select Parent: j [el]

Family Details

Parent: Mr & Mrs C.J. Jon AARON |

Fastal Address: |F'D Baox 222 | Residential Address: |222 Struben street |
City /S uburb: |F'"3t0'iEI | City/Subuirb: |F'letoria |
Pastal Code: [0001 Pastal Cade:

Telephane [w): |:| Telephane (HE [m27374100

Registered Learners related to this Parent Blue indicates future registration
Surname | Marne Grade | Class | RegDate | Acc Payer
FaKUDE Derrick 10 10-10 2004/01401 Yes
WEST Cornelius 10 10-10 2011/44 Yes
ACTON Caitlyn g g4 213/01410 Mo
SMITH James 7 T 20134024200 Yes

Figure 36: Family Details from Parent Information

“m On menu 3.1.11 click on Edit parent Learner relationships to edit the status of the account payers.

e Select a grade and select a learner from the drop-down lists (Fig. 37).

e This will list the learner with account number and parent’s status as resident parent and account payer.
¢ The following functions are available: Set Parent as Account Payer, Set Parent as residential Parent.

Click on Done to exit the screen.

Change Account Payer

Select Grade: |Grade 7 =] Select Leamer. |ETNRGIIET |

Learmer: |SMITH, James ;w2

Account Mumber - | 2737

Click. on a Parent to select

Surname | First Hame | Title | Account Paver | Residential Parent |
AAROMN Jon Fr Yes
Set Parent ag Payer Set Parent az Parent that leamer resides with Dane

ABClof... Leggnér and Parent Informatioh"Pa'i"t.1



Learner's Family Details
-

- - - -
Learner's Details Siblings currently enrolled at the School
Learner: |D:-me|ius WEST | Surnarne | Mame | Grade | Class

Class:

Address: |222 Stiuben str |

= |

Parents related to this Learner

Double Click on a Parent to View Parent Details

Surname Title Marne Tel Account Payer St | Residential Parent
JWEST kr Jon 012 7374100 Yes Yes
Remove Parent | Add Parent Set Residential Parent | Done

Figure 37: Parent as Payer and Resident Parent

2.2.5b View & Print Lists of Parent only (Menu 3.1.11)
% Parents contact details are listed per grade, class or the whole school.

These lists can only be reviewed and printed per selected group and not be edited.
The following lists are available from Menu 3.1.11:
“f On menu 3.1.11 click on a parent and click on Parent per Family Printouts (Fig. 38).
e Select a list from the following options:
o Parent list for the whole school,
o Parents listed per class and select the class from the list (Fig. 39).

o Parent listed per family. This will list the parent’s contact details and all the siblings in the family
(Fig. 40).

e Click on Print and Click on OK to preview the list.

e Click on the printer icon to print hard copies.

Click on Done to exit the screen.

Relationships |
Parent Printouts

Wiew Leamers in Family ‘

" alphabetical Parent Listing for the Whale Schaoal

| Farent per Family Printouts |
" Parent Listing per Class

Farent Lizting per Parent ‘

o Parent with related Learner/s [Family Groups)

Parent/s with Learner ‘

Divorced Parents ‘

Figure 38: Options for Parent / Learner Printouts
. I i
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EL L] niculy Lous 4 HEL CircSebart Cods Emag IfXem L]
AARDH = M POB 1l Pantaria Wl Q13- TIT4
AEBOTT A A §7 Seam Road WOODLEIGH 5341

Figure 39: Example of Parent / Learner listing per Class

CLEVER KIDSHIGH SCHOOL EMIS NO: T0a890111 2052013

Parent, Learmer List

AAA Fostal Addren Tal: - Call
Bh &5

Lir €3 AAROXN Fostal Addres © O Box 122 Pretoria 6001 Tel: 1274100 Call
WEST Contaliag O 10 15-18
ACTON Caithm Ol 5
EACTH I et A

Als & ARTOTT Bosind Lliirans -+ 7 S s Donmadl VRN TEAAR £ Y

Figure 40: Example of Parent and Family Listing
“M On menu 3.1.11 click on a parent and click on Parent listing per parent (Fig. 41).
o All active parents with ID numbers and contact numbers are listed separately.
o Parents living together are listed separately for voting or counting purposes.
e Up to 3 Blank columns can be added to extend the printed list.
o Click on Print list to print the parent’s list with additional columns.
e Click on Export Data to export the Parents data to an excel file.

Click on Done to exit the screen.

Parent Listing per Pa

All active parents on the system are listed - parents living together are listed separately for voting or counting purposes.

Surname Hame Gender D No Tel Ll Number of blank
1 MHDN Jon ale B411055000083 0127374100 columns to print [0 - 3]
2 | Louize WEST Female  E205160000083 [

Figure 41: Parent listing per parent for SGB needs

2.2.5c View & Print Learner WITH Parent (Menu 3.1.11 & 3.1.12)
Learner and related parent contact details are listed per grade, class or the whole school.

@ o These lists can only be reviewed and printed per selected group and not be edited.

o Lists are available from
e Menu 3.1.11: Parent and learner listing (Fig. 42), Parent per Family Printouts (Fig. 38)
e Menu 3.1.12: Learner Family Report (Fig. 43)
e Menu 3.1.13: Learner Parent Export (Fig. 44)

ly

ABCof... Lealiner and Parent Information Part 1'7- I



ya!

On menu 3.1.11 click on Parent and learner listing (Fig. 42).

Select a grade (or show all) to view the parents with contact details and learners with class and contact

details.

Click on Print and Click on OK to preview the list.
o Click on the printer icon to print hard copies.

Click on Export Data to export the Parents data to an excel file.

Click on Done to exit the screen.

Parent and learner listil

Surname First name 1D Number Tel Cell En
1 [&ARON JJon E4110585000084 0127374100

Select Grade to View
Grade 7 -

Figure 42: Parent and Learner Listing

“f Click on menu 3.1.12 to list / print learners with parent and their contact details (Fig. 43).

Click on View for Whole School OR

Select a grade and select a class from the dropdown lists and click on View Family
Learner count of the group will be displayed.

Click on Print and click on OK to preview the list.

o Click on the printer icon to print hard copies.

Click on Export Data to export the Parents data to an excel file.

Click on Done to exit the screen.

Yiew Learner Familp Details:
Wiew for whole school Export to Excel
Grade: |Grade 7 ﬂ Clags: | j Wi Farnily ; Dane
Learner Count: |2 Frint
Learner Family Detail
Learner Information Parent [nformation -
Surnarne |Names |Acc Na. |Grade Surnarne |Name TelH
BOEBO Zane sl Grade 7 AARON Jon 2737
WEST Comelius 11095 Grade 10 WEST Louize 012737
SMITH Jarmes use Grade 7

Figure 43: Learner Family with Parent Contact Details
§ ) ] )
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“# Click on menu 3.1.13 to view and print full parent and learner lists (Fig. 44).

All Grades is set as default OR

Tick on All Grades to deselect and select a grade and a class from the dropdown lists.

Select All Languages to list all parents OR

o Deselect All languages and choose the language of communication of the parents.

Click on Go.

Click on Print Grid and an insert screen will appear to inform you on the number of pages to be print.
Click on Yes to confirm printing.

Click on Export to Excel to export the data to an excel file and name the file.

Click on Reset to clean the screen for a new selection.

Click on Done to exit the screen.

Learmer aren Expor

[ &l Grades

[v All Languages

The maxinum number

fl that b
Select Grade: [Grade 7 | Select Language: gissl‘:Lneec;Sis 2%0%‘?'&32 Expart to Excel | Resst
the grade option to z ;
Select Clags: &5 reduce the number. Print Grid | Dane
LEARMER DETAILS
y AR
'E Surname First HName 'a E Class Cellit Email
E 3| o©
1 |BOBO Zang M |Grade 7 |74 0820840861 ZE T @gmail.co
2 |SMITH James M |Grade 7 |74

The maxinurn number

[ Al Grades

Select Clazs: s

v Al Languages

of learkers that can be

Select Grade: |Grade 7 » | Select Language: displayed is 2000, Use

the grade option to
reduce the number.

Ewport to Ewxcel |

Fezel

£

Print Grid |

Done

FATHER DETAILS

MOTHER DETAILS

Surname

Email

Cellz

Hame

Surname

Email

AARON

Lovize

WEST

Figure 44: Learner Parent Export
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2.3 Learner Records

o These records are mainly collected in the period that the learner attended school.
o These records needs to be maintained when required and are the following:

2.3.1 Participation in extra-mural activities (Menu 3.1.1& 3.5.7)

2.3.2 Assign Learners to bus routes (Menu 3.9)

2.3.3 Maintain RCL (Menu 3.1.1)

2.3.4 Archived marks (Menu 3.1.1)

2.3.5 Reported Incidents (Menu 3.1.1)

2.3.6 Learner barriers (Menu 3.1.1)

2.3.7 Assigned mentors (Menu 3.1.9)

@ Records additional to learner registration can be captured for future reference.

2.3.1 Sport, Art & Culture Participation
Extra-Mural activities of learners are recorded as follows:

2.3.1a Add, edit and remove extra-mural activities (Menu 3.1.1)

Y On Menu 3.1.1 extra- mural activities can be added, changed or deleted as follows:

e (Click on a learner and click on Sport, Art and Culture under records
& For the current year Select a Term (Fig. 45).

Tick the appropriate activity for the term
Add any comments on any achievements in the available box on the right.
Click on Save to save updates

Click on Done to exit the screen.

Learner Participation in Arts and Culture Activities

YIEW Previous Year
Learner: [James, SMITH * Curment Year " Previous Year
Select Term
* Tem1 ™ Tem 2 ™ Tem 3 " Tem 4
Art and Culture
2013 Enter comments on learner’s extra mural
participation levels or special achievements.
Select all the activities that the leamner participates in: €.9. Provincial honours. School Colours etc.
[# Athlstics ™ Boxing [ Chess Provincial colours for Athletics
[ Chair [~ Cricket [~ Dance
v Debating society [~ Drama [ Hockey
v Karate [~ Music [ Methal
[+ PFughy I Soccer [~ Softball
¥ Tennis I Wisual Art [ Yolley ball
[7 Clay Pigeon Shaating [ "water Sports [v Other
Specify Other |Bridge Save | Done

Figure 45: Learner Participation in Extra-mural activities

“# On Menu 3.1.1 previous year’s extra- mural activities can be viewed as follows:
e Click on a learner and click on Sport, Art and Culture under records
¢ Click on Previous Year and select the year




2.3.1b List and report on extra-mural activities (Menu 3.5.7)
The number of participants per extra-mural activity in a grade, class and for the total school are
summarised in Menu 3.5.7.
“M  The extra-mural activities are listed and reported as follows:
™ e Click on a year and select a grade:
I I o If a grade is selected, then select a class and a learner from the drop-down lists (Fig. 46).
o If all grades are selected then select the options for the reports (Fig. 46).
e Click on print and OK for a print preview. (Fig. 47).

e Click on the printer icon to print hardcopies of the reports.

Click on Done to exit the screen.

SA-SAMS : School Administration and Management System
3.5. STATISTICAL DATA AND REPORTS

Extra Mural Activities (3.5.7)
3.5.1. Enrolment Printouts

3.5.2. Leamner Age + House Group Lists Select Year | 2013 -
Select Grad :,—L|
3.5.3. Learners + Extra Mural Activities zECilate| Grade 7

Select Class: | 74, -

3.5.4. Details of SNE leamners

Select Leaner: 5
3.5.5. Learner Detail Data Printouts
Frinting Optiohs
3.5.6. Learner Aggregated Data Printouts B B ™ B
3.5.7. Extra Mural Activities Reports
Print Daone

T
Extra Mural Activities (3.5.7)  ——————————

Select Year: | 2013 -
Select Grade: |4l Grades

Frinting Options
||| ™ Grade Totals [ Class Totals [¥ Leamers [ Grand Totals

Dane |

Figure 46: Option Selection for Extra-mural Reports




CLEVER KIDS HIGH SCHOOL EMIS NO: TR0l
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2
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L] =
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Grade 12, Class: 12 (1)
4
(L aa i e L . Lt Gaat CEEE T PR EEET FEEE CEPE SEET] EEEE EETT EEEE ST TR TEEE EEEE EETE SEEE TEEY EEEE EEEE SEEEr
A L X
Total for Grade 12, Clags: 12 | -
Total for Grade 12 [V YR AR R PR YRR PSSR RN RN P Y RSRS NRJR S R R . RPN WA PR FR S
3 ] ] 7 = 3 =
Report Totals: JESER PR [N SR NP [N P P SR U (S U S I S o A I N S [ — R —

Figure 47: Summary Report for Extra-mural Activities

3.2 Bus Routes (Menu 3.9)
Learner Transport can be managed using the Bus Routes menu (Fig. 48) to assign learners to a
bus route and printing learners’ bus tickets (passes) at the school.

o This menu is dependent on the bus route options (Menu 1.9) that were set up in Module 1.

“M  Assign learners to a bus route using Menu 3.9:
e Select the grade and the class
e Click on the arrow in line with the Learner and select the bus route (Fig. 48).
Click on Save and Done to exit the screen.

“® To print a bus ticket, click on Print a Bus Ticket
e Click on Print.

“® To print a list of learners and their bus route
¢ Click on Print Grid to print the class with the assigned bus routes OR
¢ Click on Print Options and print All learners per bus Route
Click on Save and Done to exit the screen.




- .
Select Grade: |Grade 7 * | Select Class: |74 - labeticsl Export to Excel | Frint Grid
" By Gender
Learners
Accession | Account 5 N Gender | Date of Bith Bl R
Number | Mumber urname ames ender | Date of Bir us Foute
i 2787 SMITH James [C) tale 19390508 12 |
Frint Options
Print Opticrs: | j Print | Print Learner Bustickets | Save | Done

Figure 48: Assign Learners to a Bus Route and Print Bus Tickets

2.3.3 Maintain RCL members (Menu 3.1.1)

The Maintain RCL (Representative Council for Learners) menu is used to record and maintain RCL members.

2.3.3a Add, edit and remove RCL members (Menu 3.1.1)
RCL membership can be added, changed or deleted on Menu 3.1.1 as follows:

E!

e Click on a learner and click on Maintain RCL
¢ The members are listed as Active or Past Non Active Members
e Click on Add New Member (Fig. 49).

Representative Council for Learners Members (RCL)

gﬂ Search for RCL Member | Go

Figure 49: RCL Members
.

.
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* Active members " Past Mon Active Members
* Surmame M ame | * Designation Contact Mo Status |
MATTHE W ... Cynthia ... Leamner Represent... .. Active L i Add New Member

E dit Member
Delete Member

“Werify Composition

Printout

Done
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e Select as option Learner Representative at Type of Member Added (Fig.50).
e Select the learner from the available candidates in the relevant category will appear in the Select
members box on the right OR
Type the learner’s surname in the search box and click on GO to find the learner.
Click on a selected learner from the list to open the Member Details screen. (Fig. 51)

Msintain RCL Member Details — - -—
Add Members to Representative Council for Learners
Member Type 1 Member Detais
Select Member
Suname Name
Select the Type of Member to be Added
0 =

Click on the name of the person that you
would like ta add to the RCL as a
member

@ Search [
Go

Done
Figure 50: Maintain RCL membership

¢ Complete all the contact details of the member (Fig. 51).
e Select the capacity on RCL.
o Select the date of election from the calendar which will activate the active button.

¢ Click on Save to RCL and then on Done to exit the screen.
“M The new member will be listed on the RCL member opening screen. (Fig. 49)

Click on Done to exit the screen.
Maintain RCL Member Details - - -

Add Members to Reprezentative Council for Learners

tember Type T Member Details
Member Detailz Postal Address
=Surname: [MATTHEW Pastal Address: |
=M armne; |C_l,lnthia |
*|ritials: [ **Hace:lm Ciy/Subub:[
*Tithe: |Misz “Gender: " Male ¢ Female Code: l—
*Home Language: |Dther j
Second Language: | j End of term/F esignation
“Grade: |12 :‘ Active: (7 Yer ¢ Mo

Contact Murmber: | |

Date Resigned: |2013/05/04 ~

Tele/Fax Number: | |

Cell Phone:

E-Mail Address: |

*|avel of Education: |Eelow b atric ﬂ

“[apacity an RCL: |Member j

Date Elected: |2013/01/14 = Save to RCL | Doke

=Compulzory Fields

Figure 51: Maintain RCL Member Details




“ Click on a selected member from the RCL Register (Fig. 49) and then click on Edit Member.

e Figure 51 will open with the member’s current details.
¢ Update any changes to the details.

o Resignation is updated by selecting Active: No The date of resignation will be automatically
added or can be changed accordingly.

¢ Save any new data or change made and click on Done to exit the screen.
“f Click on a selected member from the RCL Register (Fig. 49) and then click on Delete Member.

¢ You will view the removal on the SGB membership register (Fig. 51)

T5.3b List and report on RCL Members (Menu 3.5.7)

I “# The Verify Composition is a summary of the RCL membership per grade as shown in Figure 52.

“f A full list of RLC Members can be viewed or printed by selecting the PRINTOUT from the RCL Members
form.

RCL Compaositicn

RCL Members per Grade Mumber of Members

Grade 8
Grade 9
Grade 10

= = = =

Grade 11
Grade 12 1

Total Humber of RCL Members 1

Figure 52: RCL Composition

&4 Marks Archive

The Marks Archive keeps records of all the marks a learner attained for all cycle tests or exams in
previous years.

o The transcript report is based on marks that were captured on the Curriculum Related Data module.

o This is only a report with no addition or edit functions available.

“f Click on the learner and select the option to print learner transcript (Fig. 53).
e Click on print and OK for a print preview (Fig. 54).
¢ Click on the printer icon to print hardcopies of the report.

Click on Done to exit the screen.

i/
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Records

Learmner Transcript (3.1.1)

Dizciplinary Recard

Frogress Cycle Resultz

Incidents |
" Detall {* Annual Promation
Learming Barriers |
CASS .
Subjects Names Spart, Art and Culture |
¢~ CASS results for * |nEnglish
one year "
¥ ® Ty tarks Archive |
Family
Learners without
™ Histom [CAPS 2012] Parent/&dult linked on

Susterm
o Histary [Prior CAPS 2012] |

Add Parent to Learner
" Specific Year

Data Prior CAPS 2012 will show old Subjects
ahd old Levels

“iew Main Parent Details |

e Family |

Cone

Done |

Figure 53: Learner Transcript

LEARNER TRANSCRIPT 2suEg
CLEVER KIDS HIGH SCHOOL.

LEEEELEILS

[ ]

VS =

Figure 54: Marks Archive Printout

2.3.5 Incidents (Menu 3.1.1)

This screen records all reported incidents that has an effect on the learner attendance and achievement
(E“. for future reference and tracking purposes.

“A On Menu 3.1.1 click on the selected Learner and then click on Incidents in the records box.

e All the recorded incidents with comments are listed as shown in Figure 55.

e Click on Add to add a new incident

e Add a date and select the type of incident from the following list: Pregnancy, Domestic Violence,
racial conflict or choose other.

¢ Additional comments can be added for future reference.
o For pregnancy select the dates that the learner will be absent from school.

Click on Save and Done to exit the screen.




“f  Click on the incident to Edit / update (Fig. 55).
¢ Click on Edit and update the details on the screen.
Click on Save and Done to exit the screen.

“M  To delete Learning barrier click on the Incident (Fig. 55).
e Click on Delete and then on OK to confirm the action.

“f  To print a report on the incidents of the learner
e Click on Print and then OK to view the printout on a print screen (Fig. 55).
o Click on the printer icon to print a hard copy
Click on Done to exit the screen.

ncident Informaticn

Incidentz on Aecord

Surname: |EAUEF| | Name:|F|u:|neIIe |Gender: Ao Moo (11007
Edit
Date | Incidents | Camment | Leave Start | Lea
2013/03/04  Pregnancy 2 2/04,/03 2012 Delete
Ll i J 3 Frint

ADD NEW INCIDENT

Save
Dater |2013/03/04 - —

Incident: (™ Pregnancy ¢ DomesticViclence ¢ Racial Conflict ¢ Other

Additional %
Comments:

Done

Materrity Leave Period:  Start D ate: |2D12£D4£09ﬂ |

EndDate: [om3/nw23 +| |

Figure 55: Maintain Incident Information of a Learner

2.3.6 Learning Barriers (Menu 3.1.1)
O- Reported learning barriers and support / actions can be recorded for reference and tracking.

On Menu 3.1.1 click on the selected Learner and then click on Learning Barrier.
o All the recorded barriers, with action and comments are listed as shown in Figure 56.
¢ Click on Add to add a new incident.
o Complete the incident by adding a date and selecting the barrier type and Action taken from
the drop-down lists.
o Additional comments can be added.
Click on Save and Done to exit the screen.

“# To Edit / update Learning barrier click on the Learning Barrier (Fig. 56).
e Click on Edit and update the details on the screen.
Click on Save and Done to exit the screen.

“M  To delete Learning barrier click on the Learning Barrier (Fig. 56).
e Click on Delete and then on OK to confirm the action.




“#  To print a report on the learner barriers of the learner

Click on Print and then OK
Click on the printer icon to
Click on Done to exit the screen.

Leamning Barriers

to view the printout on a print screen (Fig. 56).
print a hard copy (Fig. 57).

Learner
Surname:|5M|TH | I arne: |James | Gender: Acc Mo:
Date | Barrier code | Action | Comment
2M3/02/11  Underachievenent Internal School Referral
2M3/02/11  Behavioural Refemred to Social Worker
2013/03/04  Behavioural Refered to Schoaol Psychological Ser..
2013/03/18  Mumeric Difficulies Attended ta by Class Teacher
2013/05/26  Domestic Eeferred to School Murse |
Learning Barriers
Date
Barrier Type |D0mestic j
ActionT aken |F|efened to School Nurse j
: Additional -
1| r Camments
Save | Dake |
Figure 56: Maintain Learning Barriers of a Learner

The options available for the

drop-down box are tabled below:

&dd

Delete

Frirt

Done

____ Drop-down Field ptions
o Numeric difficulties e Domestic
o Reading difficulties e Neurological
e Language difficulties e Physical / Medical
Barrier Type
e Speech deficit e Truancy
® Behavioural e School adaptation
e Underachievement
e Attended to by class teacher
e Internal school reference
o Referred to School Psychological Services
Action Taken o Referred to Private Psychologist
o Referred to social worker
o Referred to Hospital
e Referred to school nurse




CLEVER KIDSHIGH SCHOQOL
INDIVIDUAL RECORD OF LEARNING BARRIERS

Learner:

SMITH, James

Enrolment Date: 2013/02/20

Gender: NMale

Dets
2013/0211
20130211
2013/03/04

101303718

2013/03/26

Figure 57: Report on the Learner Barriers of a Learner

Barrier

Eshavioural
Underachievement
Behavioural

MNumeric Difficulties
Physical Medical

Action

Referred to Social Worker
Internal 3chool Referral
Referrad to Scheol Peyehelogical

Services

Attendad to by Class Teacher

Referred to School Nurse

2.3.7 Assign Mentor to a Learner (Menu 3.11)
& Mentors can be assigned to a learner for support.

“m On Menu 3.1.11 select the grade and the class
Click on the arrow in line with the selected Learner and select a mentor from the dropdown list as
shown in Figure 58.

Click on Save and Done to exit the screen.

B

Learner Additional Details

Select Clazs: [10-10 -

Top a report on the learner barriers of the learner

Click on Print and then OK to view the printout on a print screen (Fig. 58).
Click on the printer icon to print a hard copy (Fig. 58).
Click on Done to exit the screen.

(* Alphabetical
" By Gender

EMISNO: 70089

Admission No: mx2
Current Grade: Gr 7
Age of Learner: 14

Comments

Export to Excel

Print Grid

Select Grade: |Grade 10 -
Learners
Accession | Account
Murnber  Mumber
12350 2470 DUMINY
11049 1809  JORDAM
11103 1857 MOSBEY
11123 1900  MGCWEBU
11016 1824 OWEN
11095 1886 WEST
11071 1835  ZORO
11107 1863  MGWEBI
12242 2333 THOMAS

Sumame

Mames

Donhovan James
Dan

Johnathan Micholas
Andile

Jordan

Corneliuz

Stanley

Zandile

MNomalanga

Gender | Date of Birth

I ale 19960828
tale 19970212
tale 19981208
tale 19970304
I ale 19971206
tale 19981001
Male 19980419
Female 19980202
Female 19970707

M entar

BEAR Rupert
BEAR Rupert
BENTLEY Moris

BOTHA Marke
BOTHA Maryke

Figure 58: Assign Mentor to a Learner
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2.4 Merit and Demerit (Menu 3.1.1 and 3.7)

The Merit & Demerit Menu assists the school to manage the disciplinary process at the school in

conjunction with an award system.

o This section is dependent on the codes/actions that were setup in Module 1 (Menu 1.7).

o This system assists with managing the actions to a demerit incident into a system of detention. It also
assists with “neutralizing” the demerit points with merit points.

o Reward and disciplinary are managed in different stages as follows:

2.4.1 Maintain Merit / demerit incidents
2.4.2 Detention and other actions management
2.4.3 Statistical reporting

p 2.4.1
5’:"5“5 iﬁl Menu3.1.1&3.7.3
*Set merit codes o
; * Record merit incidents
e demer!t EDd_ES * Record demerit incidents
,\'Set demerit actions
2}4.2 2.4.2 2.4.2 ( Menu3.1.1&3.7.3
Menu2.7.1 Menu2.7.32 -Meritl:demerlitl ratiofor
. » . » detention decision
esll pm.m's . Manage detention *Send notifications to parents
\ B *Update merit: demerit ratio
2.4.3 '
Menu 3.7.5-6

Statistical reporting

2.4.1 Maintain Merit / demerit incidents (Menu 3.1.1)

“  On Menu 3.1.1 click on the learner and then click on Disciplinary Record.
e The learner’s demerit and merit records are listed as shown in Figure 59.
¢ On option is available to view the current year’s list or previous year’s list.

Figure 59: Disciplinary and Merit Records

* Demerit © Merit [ Select Demerit(z]) far Parent Slip
Demerit
Add R d
Date | Lewvel | Code | Description | Foirt = &I
2013/02/21  Level 1 1038 Mo name badae - per day 1 7
2013/02/22 Level 1 1038 Mo name badge - per day 1 Edit Record
20013/02425 Level 2 2004 Wwiearing anather person's name badge 3
2013/02/27  Level 1 1057 Punctuality: more than 5 and less than 10 m.. 2 Delete Fecord
2013/02/28 Lewel 1 1056 Punctuality: up to 5 minutes late 1
20013/034068 Level 3 2003 Dizhonesty in a werbal staterment E
2013/03/068  Level 2 20132 Cheating in a test or examination [in addition... 9 |=
2013/03/068 Level 1 1057 Punctuality: mare than 5 and less than 10 m... 2 Frint
2013/03412  Level1 1038 Mo name badge - per day 1 fn
20130312 Level 2 2007 Insalence, udeness or insubordination to m... 3
2013/0313  Level 1021 Homewaork inadequate # incomplete 1=
Pl 0 3 —I
Merit
Date | Lewvel | Code | Dezcription | Paints |
2013402414 Lewvel 1 o Short [14:15 - 15:158] 3
2013402421 Lewvel 1 o Shart [14:15 - 15:15] 3
2013402722 Level1 01 Shart [14:15 - 15:15] 3
2013/02/28 Lewvel 1 o Shart [14:15 - 15:15] 3
2013403407 Lewvel 1 0z Medium [14:14 - 16:15] =
201340314 Level1 01 Shart [14:15 - 15:15] 3

Done

]

f

..;Learner and Parent Information Part{l




2.4.1a Add, Edit and Remove Merits (Menu 3.1.1)
Merit incidents can be recorded on Learner Information (Menu 3.1.1) and Manage Learner Merit / Demerit

(Menu 3.7.3).
Menu description Figure Functionality
Menu 3.1.1 : Learner Information Fig 60 | Capture incident per learner
Menu 3.7.3 : Manage Learner Merit / Demerit Fig 61 | Capture & add incident to more than one
learner

On Learner Information (Menu 3.1.1)

“M  Click on Add record (Fig. 59) and select for Merit to capture a rewarding incident.
e Complete all the details on the screen. (Fig. 60).
Click on Save and then on Done to exit the screen.

“f  Click on a record and select edit record (Fig. 59).
o Edit the details of the incident (Fig. 60).
Click on Save and then on Done to exit the screen.

“f  Click on a record and select delete record (Fig. 59).
e Click on yes to confirm removal of the record.

Lhsciphinary Records

Select Record Type

" Demert {* Merit Language: |English
Demerit/Merit
Level: |Level 1 | FPoints: I‘Ii
Code and Description: ||35 - Grade Head Merit ﬂ
ltermMumber: [05  Descriptior: [Grade Head Merit
Awarded\Repaorted by | j

Date: |2013/01/21  w||2013/01/21

Discipline Optior: | ﬂ
&rtinn | awel =

Figure 60: Add/ Edit Merit Records on Menu 3.1.1

“®  Click on Print and then OK to view the printout on a print screen
¢ Click on the printer icon to print a hard copy.
Click on Done to exit the screen.

On Manage Learner Merit / Demerit (Menu 3.7.3):
Add & edit on Demerit / Merit menu (3.7.3)
Y@  Select Assign Merit to learners (Fig. 61) at Select Option.
Select the Grade or Class to search for a learner.
Select the Level, code and description from the drop-down lists as set up in Module 1.
Select the person who reported the incident and the date.
e Tick in the box next to the applicable Learners’ names to confirm (Fig. 61).
Click on Save and then on Done to exit the screen.




Select Option Learner List Filters Search for Learner Surname

|.t’-‘«ssign merit to leamers j Grade: | j Clazs: |1 0-10 j | Search
Demerit/Merit code

Code and D escription: |l33 swfarked aff [1 hour) j Level: |Level 1 Puints: |3 Item Murber: |03
Awarded/Reported by: |CHUMM o] ﬂ English Description: |Worked off (1 hour)

Date: |2D13.-"033’2D ﬂ |2013/03/20 Select Mew Code | Afrikaans Descriptiar: |

Leamers [9)
[~ Select Al Leamers

Accession

Mot Sumame First Mame / Mick Mame | Tick | Lang Grade Clasz | Demerits | Merits | Balance | Code De
12350 DUMINY Donovarn =] A Grade10 10-10 9 1] |
11049 JORDAN Dan E Grade 10 10-10 2 D 203 Workedof
11107 MGWEBI Zandile =] E |Grade 10 10-10 1] 1] 0
11103 MOSEY Johnathan =] E  Grade10 10-10 2 0 2 03 Wworked of
11123 MNGCWEBL Andile (=] E  Grade 10 10-10 1 1] 1
11016 OWEM Jordan [ E Grade10 10-10 2 0 2 03 Wworked of
12242 THOMAS Momalanga (=] E Grad=10 10-10 1] 1] 1]
11095 WwEST Carneliuz = E Grade10 10-10 0 0 0
11071 Z0OR0O Stanlep (=] E  Grade 10 10-10 1 0 1

Figure 61: Add/ Edit Merit Records on Menu 3.7.3

2.4.1b Add, edit and remove Demerit Incident (Menu 3.1.1 OR 3.7.3)

Add & edit on Learner Information menu (3.1.1)
“#  Click on Add record (Fig. 59) and select for Demerit to capture a disciplinary incident.
e Select the Level, code and description from the drop-down lists as set up in Module 1.
e Select the person who reported the incident and the date.
o If applicable select the details on the action taken (Fig. 62).
¢ Click on the option Demerit to add to Parent’s Notification Slip.
Click on Save and then on Done to exit the screen.

“f  Click on a record and select edit record (Fig. 59).
e Edit the details of the incident (Fig. 62).
Click on Save and then on Done to exit the screen.

“f  Click on a record and select delete record (Fig. 59).
e Click on yes to confirm removal of the record.

“#  Click on Print and then OK to view the printout on a print screen OR

“f  Click on Parent slip and then OK to view the printout on a print screen (Fig. 64).
e Click on the printer icon to print a hard copy.

Click on Done to exit the screen.




Disciplinary Records T ——

-

. Disciplinary Records
‘@ Disciplina — - _
b= | Select Hecord Type
* Demert & Demert  Merit Language: |Englizh
Demernit —
= Demerit/Merit
Lewvel: |Level 2 | Points| 3 dit Record
Code and Description: |2DD1 : Inappropriste / untidy spotzwear at mahj Mete Rrecord |
Itern Number: {2001 Description: |Inappropriate / untidy sportswear at matches
AwardedyReported by | j
Dater [omamsme v i |
o Demerit Action
| 4 o :
Discipline Option: |Disciplined Intemally j il
Merit — Action Level |Level 2 -
Date | Code and Descriptior: |2-02 : Diseiplinary talk with leamer |
Item Mumber: |2.02 Description: |Disciplinary talk with learmer
Comments: |First \warning =
Dizciplined by | j
Outside Referral Agency: |
Tem of Suspensio: Daps Expulsion Date: [2013/05/04 | |
Save | Done |

[lone

[

Figure 62: Add / Edit Disciplinary Records on Menu 3.1.1

Add & edit on Demerit / Merit menu (3.7.3)
“M  Select Assign Demerit to learners (Fig. 63) at Select Option.

e Select the Grade or Class to search for a learner.

o Select the Level, code and description from the drop-down lists as set up in Module 1.
e Select the person who reported the incident and the date.

e Tick in the box next to the applicable Learners’ names to add the incident (Fig. 63).

o This function can be used when the same incident is added to a group of learners.
Click on Save and then on Done to exit the screen.

ABClof... Leégnér and Parent Informatioh"Pa'i"t.1



Select Option Learner List Filters Search for Leamer Surname
|Assign demerit to learners j Grade: »| Clasz |1 0-10 ﬂ | Search
Demerit/Ment code
Code and Description: |'I 027 : Inznlence, rudeness and insubordination to prefecj Level: |Level 1 Paints: |2 Item Mumber: {1027
Awarded/Reported by |EF|UMM o] j English Description: |Insolence, rudeness and insubordination to prefects
Date: |2013H03£11 ﬂ |2D13.-"03.-"11 Select New Code | Afrikaans Description: |
Learners [9)
[~ Select All Leamers
Aﬁiﬁ;ﬁ” Surname Firzt Mame / Mick Mame | Tick | Lang Grade Clazz | Demernts | Mernts | Balance | Code De
12350 DUMINY Daonovan 5] & Grade10 10-10 9 1} 9
11049 JORDAN Dan E  Grade10 10-10 2 0 2 1027 Insolence,
11107 MGWEBI Zandile | E  Grade10 10-10 a 1} i
11103 MOSEY Johnathan =] E  Grade10 10-10 2 1} 2
11123 HNGCWEBU Andile =] E  Grade10 10-10 1 1} 1
11016 OWEN Jordan =] E  Grade10 10-10 2 1} 2
12242 THOMAS Momalanga =] E Grade10 10-10 0 1] 0
11095 WEST Corneliug (= E  Grade10 1010 a 1} i
11071 Z0RO Stanley =] E Grade10 10-10 1 1} 1
1 | »
Double click on a leamner to view the individual record Print Demerit/Merit Scares | Save | Dane

Figure 63: Add / Edit Disciplinary Records on Menu 3.7.3

2.4.2 Managing Detention and other disciplinary actions (Menu 3.7)

2.4.2a Maintain Detention Set-up (Menu 3.7.1)
“f  Click on Demerit / Merit Settings and set up the system for detention (Fig. 64).
&o Select the time start and finish, the days and the number of points for short medium and long
detention.
Click on Save and then on Done to exit the screen.

SA-SAMS : School Administration and Management System |
3.7. DEMERITS AND MERIT MODULE

=
3.7.1. Dement/Merit Settings Dement/Merit Settings h

Settings

Indicate number of points that must be accumulated for a detention

3.7.3. Manage Learners Demernit/Merit e e Points

Detention Dremerit 3

Detention Motification

3.7.5. Print Learner Demerit/Merit Score Lists Tvpe of Detention Start Time | End Time Day b erit Poin
Short 14:.00 15:00 Monday W 3
3.7.6. Print Demerit/Merit Report Medium 14.00 16:00 Tuesday = &
Long 14:00 17:00 Friday = 9

Save | Done

Figure 64: Set up for Detention

..,Learner:and Parent Inf’drr"nafio'h Rart{




2.4.2b Maintain Learners for Detention (Menu 3.7.3)

On Manage Learner Merit / Demerit (Menu 3.7.3):
“#  Select View Detention List (Fig. 65) at Select Option.
e Select the Grade or Class if you need to search for a learner.
¢ Tick in the box next to the applicable Learners’ names to confirm (Fig. 65).
Click on Save and then on Done to exit the screen.

“f  Click on Print Detention or Print Demerit / Merit Scores and then OK to print a hardcopy of the screen

(Fig. 65).

Figure 65: View Detention list

Click on Done to exit the screen.

A

b

BCiof... Leégnér and Parent Informatioh"Pa'i"t.1

K

Select Option Leamnes List Filters Search for Leamner Surname
[Wieve detention kst -] Grade: | =] x| | [ _ Seach
Learners [44]
I Select Al Learner

.ﬁﬁc;;t;ﬂ Surname Fust Mame / Mick Hame | Tick | Lang | Grade Clssz  Dements| Menls | Balsncs B
i1231:6 Fasiaeic ¥ E Graded 93 15 12 3

| 13072 ¥ E Grade@ BB 16 k] 7

(13021 | E Grade8® B[S 3 1] 3

I'I‘I22'|'.'I ¥ E Gisde3 81 17 B 1

| 11039 ¥ E Grade 10 10[3) L1} 3 7

|12350 | A Grade 10 1010 9 a 9

I'I‘I'IB'I i | E Grade 10 10701] L a E

| 13063 ¥ E Gade@ B2 4 a 4

I52‘34 1 E [Grade12 12[4] 4 n] 4

{5166 ¥ E |Grads10 1001) 15 i 15

| 11035 ¥ E Grade 10 10[1] 9 3 3

12147 1 E Graded 3] 12 3 )

13300 Learner Names ¥ E Gisdes B2 E | 3 [ 3

| 13108 ¥ E Grade8® B2 16 1 5

(13074 i E Grade® B[S 3 1] 3

| 132649 ¥ E Giade@ B2 42 21 b

(13150 ] E Grade® B2 9 B 3

[1205 < | E Grade10 10(4) ] 3 3

{11230 =l E |Grade 10 10(1] ] 3 5

1213 | E Grade 10 1003 a 3

[13285 ¥ E Gisde® B2 24 15 ]

|12 ¥ E Grade11 1105 L) E 4

|12321 ¥ E Graded 9(3) Kyl 14 3

[11677 i | E Grade10 10(2) 4 1] 4 i
Detention printouts

Prin Dedertion Lt Frrd Detention Hotification
Double clck on a leamer Lo view the individual record _ Print Desmoerit/Merit Scores | Done



2.4.2c Detention Notification (Menu 3.7.3)

notification letter to the parents (Fig. 66).

“M  Click on Print Detention Notification (Fig. 65) and click on a learner or tick select all to print a

Click on Done to exit the screen.

Click on OK for a print preview and then click on the printer icon to print a hard copy (Fig. 67)

= =
serMessage ﬁ

Please select learner(s) from the learner list by:

-

1. Clicking the 'Tick' column for required learner(s).

|
OR

2. Select the checkbox 'Select All Learners',

~ Detention printouts

Frint Detention List | | Frint Detention Notification |

Figure 66: Detention Notification Selection
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Figure 67: Example of Demerit Notification Letter to Parent




2.4.3 Print Merit / Demerit Reports

2.4.3a Print Reports of a learner on Merit / Demerit (Menu 3.7.5)

“f  Click on Print Learner Demerit / Merit Score lists and select the options for the type of report (Fig.
68).
& o Select to print the history of 1 learner per page or fit more than one learner per page (Fig. 69).
¢ Click on OK for a print preview and then click on the printer icon to print a hard copy.
Click on Save and then on Done to exit the screen.

SA-SAMS : School Administration and Management System

3.7. DEMERITS AND MERIT MODULE
Print Learner Merit/Demerit F

3.7.1. Dement/Merit Settings

Pnnt per grade or class

Grade: | ﬂ

3.7.3. Manage Learners Demerit/Merit Class: | ﬂ

[ Prirt all grades and clagses

[ Print leamers on detention list merit/demerit
3.7.5. Print Learner Demerit/Merit Score Lists

* Current ¥ear " Full hiskary " Date Selection

3.7.6. Print Dement/Mernt Report | From: [2013/06/27 = To: [2013/08/27 =

v Frint zingle learner per page

Pint | [

Figure 68: Option to Print Demerit /Merit List per Learner

CLEVER KIDS HIGH SCHOOL EMIES NO: TOOESO111 MM
- et Merit A coount
e
CEVERTS
e Coscrpuon CAdes | Rapomed By
bl HOT A FATRDALE | SOOI i i DER WESTHUZENT
AN Boois | soapmen ek some i W DER WESTHUZENT
o arar Hortaratrs, riciocsite | mcimpits i RUMCHASN |
Fk e Homework radeqese | moompete i TILLLAME L
i g ] e P ! DUPRESSS)
fohte e Swmperg | chisanta ol rappepeste angaage mo 1 VANDERWESTHUIEMT
koo Fanatity: 12 memgen. e i VBN DER WESTHUITEM T
Total L)
VERITS
[0 Crscmption Mer | Aemded By
N0 Seot (W25~ 1574 3 |HENDRICKEF
oo . See (W15 1505 1 |TRUTER
bt Secrt (W15 1505 1 |MRSTEND
Teatal 9

Figure 69: Example of Demerit/ Merit List per Learner

2.4.3b Print Merit / Demerit Report (Menu 3.7.6)
“f  Click on Print Demerit / Merit Report to print summary reports and select the options for the type of

report as shown in (Fig. 70)
& ¢ Insert screens will appear to narrow down the period, specify the type of merits/demerits and others.
= e Click on OK for a print preview and then click on the printer icon to print a hard copy (Fig. 71).
Click on Save and then on Done to exit the screen.




2RAIANID « JLITIW e e g e e e

3. Print Demerit/Merit Report -—-
Period (Current Year Only)

3.7.1. Demerit/Merit 5

e B ™ School Term ™ Date Range
3.7.3. Manage Leamers Def) Learner
= Al i By Grade " By Class ™ By Leamner

3.7.5. Print Learner Demerit/Md|| — Demerits/Merits

= Al Demeritz/Merts i AllMert: 7 All Demerits " Specific Ments " Specific Demeritz

3.7.6. Print Dement/Meri

Report Sections Report Language

|7 Group: Codes [ Group: Grades [ Group: Classes [ Detail Lines * English ¢ Alikaans
Print Done
Figure 70: Options for Demerit/ Merit Reports
CLEVER KIDSHIGH SCHOOL EMIS NO: T0059 .1 1ER )
Beport Pamameters: ALl Demerits Mlents, Terml © 2003001716 - 20130328, All Grades Classss Learners
| Deemeris
Lewvel 1 - Mmar vaalabions of peneral classroom discmplms s Tot 1149
Level 2 - Mimor violaticns of schood code of conduct or rubes + Tot 19
Level 5 - Senous veolabeas of school code of condiact or rules :. Tat 23
Dheimerit +Tar 1191
Mlerit
[ Lewel 1- Mfemt Leval 1 P Tor 295 |
[ Mderia :Tot 295

Figure 71: Example of a Merit/ Demerit Report

2.5 Learner Attendance (Menu 3.3)

This section assists with the administration of learner attendance. Quarterly reports are available at a click of
a button if the learner attendance data was captured weekly.

&o The different functions available on SA-SAMS regarding learner attendance is shown in Figure 72.

o The administration and reporting sections can be divided into 2 sections according to the specific
purposes as summarised in the table that follows.

SA-SAMS : School Administration and Management System
3.3. LEARNER ATTENDANCE DATA .

3.3.1. Pnnt Blank Daily Attendance Register 3.3.11. Daily Attendance Details per Learner

3.3.2 Learners absent for more than 10 conzecutive school

days without reason.

3.3.12. Attendance Detail Report

3.3.3. Maintain Weekly Learner Attendance

3.3.13. Total Days Absent per Learner

3.3.4. Print Daily Absentees

3.3.14. Weeklyp/Monthly Attendance Summaries per Class

3.3.5. View Individual Learner Absences

3.3.15. Weekly Attendance Statistics

3.3.7. Maintain Learner Absenteeism [Periods]

3.3.16. Quarterly Attendance Statistics

Figure 72: Learner Attendance Data Menu




The table below shows the relevant headers that are used in this manual with reference to the SA-SAMS:

Header SA-SAMS menu number Figure Functionality
2.5.1a Blank attendance register Fig 73 » Blank form for manual capturing of
(Menu 3.3.1) i attendance per month or per week
Fig 74 & | » Learner attendance entered on the system
251 75 per day for a week
o 2.5.1b Maintain weekly learner
Maintain attendance (Menu 3.3.3) > Absenteeism documents recorded
learner
attendance i » Reports & Stats per week
2.5.1c Maintain Absenteeism per ;'}g 76 & | > Attendance per period per day
Period (Menu 3.3.7) » Comment & documents recorded
Fig 78 » Warning screen showing all learners that
2.5.2a Learner absence are absent for more than 10 days without
2.5.2 notification (Menu 3.3.2) 2 reason ¥
Learner 2.5.2b Absentees Reports per 2I?Og 79 & | » List & print DAILY learner absences
attendance Learner (Menu 3.3.4)
reports 2.5.2c Attendance Details (Menu Fig 81 > List & print learner absences for a period,
3.3.4&3.3.11) -84 week, quarter and year
2.5.3a Total of days absent per Fig 85 & | » List & print learner summary of days
learner (Menu 3.3.13) 36 absent per period
2.5.3b Weekly / Monthly Learner Fig 87 & | » Summary list per class & gender: no of
253 Attendance Summary per Class 88 learners that are absent, present, possible
(Menu 3.3.14) i attendance & % present
Summary 2.5.3c Weekly Learner Attendance | Fig 89 » Summary grid possible and actual
attendance Summary per Class & Grade attendance for selected week, per gender
reports (Menu 3.3.15)
2.5.3d Quarterly Attendance Fig90 & | » Attendance and absenteeism for the
91 Quarter selected, per gender and all
(Menu 3.3.16) learners per grade

Each of the functions will be discussed individually under the related sections.

2.5.1 Maintain Learner Attendance (Menu 3.3.1, 3.3.3 & 3.3.7)

Learner attendance can be “paperless” administered with supporting source documents for audit
purposes. This will also save time of the teachers and admin staff and assist the SMT with management
of the absenteeism.

2.5.1a A blank register can be printed per class to mark the absenteeism manually.

= These lists are populated with learner names and saves the educator in writing down or
admin clerk to type an excel spread sheet.

2.5.1b Capture manually recorded weekly attendance on the system.
=  Weekly attendance statistics available for SMT after capturing
= List available with learners absent for a day

2.5.1¢c Capture manually recorded attendance per period on the system

= List available with learners absent for periods on that day




2.5.1a Print Blank Daily Attendance Register (Menu 3.3.1)

\ A blank attendance register can be printed to mark the absenteeism manually for later capturing on
&, the system.

Y  For a Monthly Register printout select the Month, Grade and Class from the drop-down lists (Fig. 73)
o Tick if Nicknames should be included
o Tick if the list should be alphabetical and if the gender be split.
¢ Click on Print attendance register

Click on Done to exit the screen

“M For a Weekly Register printout selects the Month, Class (or select for all classes) and Week from the
drop-down lists (Fig. 73)

e Tick if Nicknames should be included for easy identification.
e Tick if the list should be alphabetical and if the gender be split.
¢ Click on Print attendance register

Click on Done to exit the screen

Print Blank Attendance Registers (3.3.1) P

Select the month For the Register
Selectonh [N < | [2013

Learner Regizter

Select Grade: - 7 Include Marked Attendance (¢ Alphabetical
Select Class: - [ Inchude - MickM ames ™ Per Gender

Leave grade blank for whale school Print &ttendance Registers | |

Weekly Leamer Register By Date 'l
Select Class: - [~ &l Classes (v Alphabetical

Select Wwieek: - [~ Include - MickMames £ Per Gender ||

Frint Attendance Feagisters

Educator Register

Frint Attendance Feqister for Educators |

Staff Regizter

Frint Attendance Regizter for Staff ‘ D
one

Figure 73: Print Blank Attendance Registers
2.5.1b Maintain Weekly Learner Attendances (Menu 3.3.3)
Learner attendance MUST be maintained weekly in order to generate weekly & quarterly statistics.
“M In case of full (100%) attendance, select the term, week and class and click on Save.

Click on Done to exit the screen.

“f Maintain the attendance of the learners per week as follows (Fig. 74 ):

@ e Select the term from the drop-down list and click on the week for capturing.
[ ]

Select if the learners should be listed alphabetically or per gender




Click on the class to populate the learners.

Tick on the days that the learners were absent, the day absent for the learner will be highlighted in

1 u

red with an
o Public and school holidays are grayed out and cannot be marked.
When completed click on Save.

o The attendance statistics per class can be viewed at the bottom of the screen and be printed.

Click on Add Reason/Commences (Fig. 75) to record comments and reference to documentation.

Click on Save Reasons

Click on Done to return to Learner attendance screen.

Select Tern [Term1: 2013/01/16-2013/03/28 »|[(1 | 2 | 3 [ 4 [ &5 [ & [ 7 [ 8 [ 5 [ 10| 11
Click on a week to mark attendance | 1418 | 1725 [ 24 || 2/8 [2n5 [ 222 | 34 | a8 [ 345 | 3022 | aves

Click on each CLASS in the zchool and SAVE the weekly statistics even if Attendance for Week ENDING: [2013/271
there are no absentees in a class for the week. ' By gender " Alphabetical
Select Class Click on the grid in lime with learmer name to mark. absences Add Reason/Comment for sbsences | 9-9
Grades and Clazszes —
Acc No |Learners | MZF [Mon: 2871 [ Tue: 29/1 |wed: 30/1| Thur: 31/1|Fri: 172
Ty -~
.Z Grade 8 | 12182 AUGLUST, Clive b
811 12207 BEYERS, John b
3(2] 12124 CHEM, Quan b
8(3] L | 12331 MJALL Matthew b
3(4] 3 12174 MOODLEY, Jade b
815l 12245 MOSTERT, Carl M
3(6] 12263 NvAMELS, Asithi bl
37 L9 12165 AN DER WESTHUIZEM, Comel | b
1 11007 BALER. Ronelle F I
wd Grade 9 12330 EOOL, Natalie F
: Sooam 12210 BOTHA, Jana F
2] 12276 MAHARA), Chinta F
33 13293 MAKOLA, S andile F
(4] 12104 MARCHANTA, Pina F
a(g] 12062 MEYER. Ashleigh F I
3(6] 12293 NvDkA, David F
ElG| 12119 PRICE*ATERHOUSE, Thamara F
ERE]] 12284 | RAMAPDZA, Anelisa F
23 12216 SMITH. Kaitlin F
..z Grade 10 -
" Ewpand " Collapse

Black = Mot et Marked for the
Week

weekly Class Statistics
i 5 ] 7 M P Save Prirt Learner
Tatal Mo of Attendances (33 51 Pozsible Mo of Attendances |40 55 % Attendance |95% 92 3% Abzentees
Total Wo of Abzentees (2 4 MHurnber of School Days inWweek [5 Average on Rall |2 11 Done | (Dily]

Figure 74: Learner Attendance

5 Reaszons for Learner Absence from SchooT-:..- :.-... S — ﬂ

|E|EISS + 599 wieek : 2013/02/01 Save Reazons Dione |

Learner Dl Reazon/Comment =
Abszent

BAUER Ronelle 201301 /31 Medical certificate

MEVER Azhleigh 2013/01/30 Abzent without valid reazon

MEYER Ashleigh 2013/ /31 Abzent without valid reazon

MOSTERT Carl 2013/01/28 Medical certificate

MY OkA David 20130201 Medical certificate

WaN DER WESTHUIZEN Comnel 2013402401

Figure 75: Reason for Learner Absence

ly
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2.5.1c Maintain Attendance per Period (Menu 3.3.7)
“M Learner attendance can be captured per period as follows (Fig. 76):

o Select the term and week from the drop-down list and click on the day of capturing.
& o Public and school holidays are grayed out and cannot be marked.

e Select if the learners should be listed alphabetically or per gender

e Click on the class to populate the learners.
¢ Click on the applicable learner to populate a timetable.
¢ Tick on the periods that the learner was absent

When complete click on Save.

Click on Print Learner absenteeism (Periods) to print a hardcopy for filing.
¢ Click on Add Reason/Commences (Fig. 77) to record comments and reference to documentation.
¢ Click on Save Reasons and click on Done to return to Learner attendance screen.

Click on Done to exit the screen.

Select Term: |Tem1: 2013/01/16 - 2M3/03/28 ~|  Select Day

taandag Dinsdag wioensdag | Donderdag Wrydag
Select Week: |WeekD1:2013£D1£18 ﬂ 2013/0114 | 2013/01415 | 2013/01M6 | 2013/0147 | 20013/01.18

Selected Week: | 2013/01 /18 Day | 20013/0M 16 Class: (9.9 Leamer: [SMITH. Kaitlin [F)

Add Reazon/Comment for abzences

Select Class: Learner: @ Bygender { Alphabetical Learner Absences:
g4 ~  AUGUST, Clive [M] Periods
g[8 BEYERS. John [M] Subject 123 |4|5|6|7 |8
3 (] CHEM, Quan [M] Afrikaans First Additional Language [ & | 00 [0 [ 20| 2o {2 | 2 |
87 MJALL Matthew [M] Atz and Culture [Gr 9] (| (| (| (| | | [ |
=R MOODLEY, Jade [M] Economic Managenent Sciences (G 1 | 00 [0 | 20 | 20 | 20 | 20 |
9 MOSTERT. Carl [M] English Home Language [Gr 9) (| (| (| (| | | |
9(1] £ NYAMELA, Asithi [M) Life Oriertation [Gr 3] (o | (| (o] | (]| (]| [ | [
3(2) WAN DER WESTHUIZEN, Comelius (M) b athematics [Gr 9] (oo | [ | (o] | (| (] | | [ | [
q[3) BAUER, Ronelle [F] Matural Sciences [Gr 3] |
94 BOOI, Matalie [F) Social Sciences [Gr 9] o | (| (o | (| (| (| | (O
9(5] BOTHA, Jana[F) Technology [Gr 9] (O | (| ) (o Lo ) (| L
98] BOTHA, Jana [F) Y Life Orientation [Gr 9] (| (| (| (| | | [ |
9(7) MaHARS], Chinta [F]
-~ 908 MakdLa, Sandie [F]
B = | MARCHANTA, Fina [F)
d Grade 10 MEYER. Ashleigh [F]
w10 MNyvOks, David [F]
1002) PRICE-waTERHOUSE, Thamara [F]
10(3] _ RAMAPDZA, Anelisa [F)
Lol SMITH, K.aitlin [F]
(¢ Ewpand 7 Collapse
Print Learner Abzentees [Penods) | Save Done

Figure 76: Maintain Learner Absence (Period)
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| Day: 2013701416, Class: 9-9, SMITH, Kaitlin [F]

Pe!iu Subject / Beazon

1 Afrikaans First Additional Language [Gr 9]
Latecoming

5 |Social S5ciences [Gr 9]

Sent ta HOD office

7 |Mathematics [Gr 9]

Banking

Figure 77: Reason for Learner Period Absence

2.5.2 Reporting on Attendance per Learner
T D

Learners’ absenteeism can be listed for a selected period and be printed from the following sub-menus:
I | 3.3.4,3.35,3.3.11 &3.3.12.

Header Sub-menu List that shows days absent per week per learner
wn o © < [
[ = = o O ~ O -
e, [CEE|BE |8 g2 |8% 28
L g9 O g O a © E _8 =~ o ; Q o O
o = © v o Q@ S v o | 35
w OO > © n v da
252a | 3.3.2 (Fig. 78) X Days absent
2.5.2b 3.3.4 (Fig. 79 & 80) X X Per day
2.5.2a 3.3.5 (Fig. 81) X X X X X
2.5.2a 3.3.11 (Fig. ) X X X X
3.3.12 (Fig. ) X X X X X X X

2.5.2a Notification of learners absent for more than 10 days (Menu 3.3.2)
% A notification screen (Fig. 78) appears when the learner menu is opened.

This screen lists the learners that are absent for more than 10 executive days without a reason.
“M To remove the learner from the notification screen add a reason to one of the days absent (Fig. 75).

Click on Done to exit the screen.

!amerAttendance ra— - - r !

Learners that have been absent for more than 10 consecutive school days without reason. Done
Aoz Mo | Leamers M/F | 2013/02/04] 2013/02/08| 2013/02/06] 2013/02/07| 2013/02/08] 2013/02/11| 2m13/02412] 2013/021 3]
hd aan Dika Woen Dand Wiy hd aan Dika Woen
13061 | GEORGE, S.c. F

Figure 78: Notification Screen on Learners Absenteeism of More Than 10 Consecutive Days

2.5.2b Learner Absences listed per Day (Menu 3.3.4)

Alist of all learners absent for the day can be listed per class.
Y On Menu 3.3.4 click on Print DAILY Absentees:
i o Select the term from the drop-down list (Fig. 79).
& ¢ Click on the week and day for reporting.

e Click on Print and then click on OK on the print pop-up screen.

ABC of... Leallner and Parent Information Part 1'7-



¢ Alist with all the absent learners for the day is shown on a print preview (Fig. 80).

¢ Click on the print icon to print a hardcopy.

Click on Done to exit the screen.

— ————
Print Learner Attendance (Daily). _ FREL - I I&

Select Tem: |Temmn1 : 2013/01416 - 2013/03/28 |

Selected Week: 2013/2115

Click on a week to select a day to print
1 2 3 4 5 6 7 g ] 10 11
TMB|1/25 (21 | 2/8 | 215 | 2/22 | 341 | 348 [ 315 3522 | 3429

Click on a day to print attendance

Mor: 02411 || Tue: 02412 | wed: 02413 | Thur 02414 | Fri: 02415 Selected Day: |2013/0212

Frint | Dane |

Figure 79: Print List of Learners Absent for a Particular Day

CLEVER KIDS HIGH SCRO0L EMIS NO: PRRET11

Date; 201301722 (Dinsdag)

Grade 5 Class: 902
Loz mams Fermuls
i Fermula
Todal: ¥
Grade 5 Class: 903
SIvTer maTme Ml
Total: 1
Grade § Class: 9(4)
S Tar P Fermula
Total: ¥

Figure 80: Example List of Absent Learners

2.5.2c Print Learner Absentees Records (3.3.5 & 3.3.11)
“# Click on View individual Learner Absences 3.3.5 (Fig. 81):

& e Select the Grade and Class from the drop-down lists.
~ e Click on the selected learner to populate all the dates absent with available reasons.
o Select to print All dates for the current year OR

o Select to print Filter by date and enter initial and final date and click on GO.

The learner’s names with total days absent are available to view.

Click on Print Selected Learner OR Print All Learners (class) and then click on OK on the print
popup screen.

A list with all the absent learners for the day is shown on a print preview (Fig. 84).

Click on the print icon to print a hardcopy.

Click on Done to exit the screen.

]
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e —

Select Grade |Grade 9 hd

Click on a learner to view days absent.

Select Class |9-9 j

" Show All for curent pear

Days absent for : 2013 " Filter by Date

YAN DERWESTHUIZ.. Comeliuz

| Surname | M arme Date Absent | Reason |
AUGUST Clive 2301022 Frarn: 20130543
N Raohell 2030131 Medical cerlificate

BEYERS John 2M3/02/04 To:

BOOI M atalie 2M3/02/08 03B
| BOTHA Jana 2M 302425

CHEM Quan 2M3/03/05

MAHARA Chinta o

MakOLa Sandile

MARCHANTA Pira

MEYER Asghleigh

MJALI Matthew

MOODLEY Jade

MOSTERT Carl

MY AMELA Azithi Frint Absentee D ates
I|| [ Nvora David
‘ PRICEWATERHOUSE  Thamara Prirt 5elected Learner

RaMAPOZA, Anelisa

SHITH K.aitlirn

Frint &1l Leamers

Surname
|BALER

Name

|F|0ne||e

Dayps Absent B

I ;ﬁ Search for Leamner |

Figure 81:

Done
Go |

Learner Absentees Records

“f All learners are printed in Daily Attendance Details per Learner (Menu 3.3.11) (Fig. 82)

Tick to print per week that is indicated by a Friday for that week OR

Select to print for a period that is indicated by an initial and final date OR

To print all dates available for the year.

Click on Print and then click on OK on the print popup screen.

o Alist with all the absent learners for the period is shown on a print preview (Fig. ).

e Click on the print icon to print a hardcopy.

Click on Done to exit the screen.

Irint Absentee Data per Learner

(& PrintWeekly [Curent year anly]

Week Ending il

" Between two Dates  [Full hiztary for all curent learners)

3.3.11. Daily Attendance Details per Learer

3.3.12. Attendance Detail Report

3.3.13. Total Days Absent per Leamer

= Print Al [Current year only)

Frint |

3.3.15. Weekly Attendance Statistics

3.3.16. Quarterly Attendance Statistics

Fom  |2m3/01/22 - To |z201302111 -] || Weekly/Monthly Attendance Summaries per Class

Done ‘

Figure 82: Select for Learner Absentees Records

“M Select the options in Attendance Detail report (Menu 3.3.12) as shown in Figure 83.

Click on Print and then click on OK on the print popup screen.

o Alist with all the absent learners for the period is shown on a print preview (Fig. 84).




¢ Click on the print icon to print a hardcopy.

Click on Done to exit the screen.

Learners absent for more than 10 consecutive school

daus without reacnn

J | 3.3.12. Attendance Detail Report

Print Absentee Data
— ———— [ E R 1 - a—
Period
(w AIE " School Term " weekly " Between two Dates
[Current year anly) [Current year anly) [Current vear anly] [Full histary for all current learners)
Learner | i
(o Al (" By Grade (" By Class ("~ ByLeamner
Print | Done
Figure 83: Select for Learner Absenteeism List
LEARNER ABSENTEES
Class: 9.9
Surmame & Firsl Nume Admisvica ¥a Cender Aswday Teday Wedseiday | Thwrsday Friday Total
EAUER Raally 18007 Fe=uls
20030072
13083
130354 ]
130224
20130305 1
Total 2 ] 1 ]
EEVERS Moka 1397 fr=n
= i et B
M35 18 1
Toial 1 1 1
BOTHA heu 11210 Female

Figure 84: Example of Print List of Learner’s days absent per week

2.5.3 Statistics and Summary Reports on Learner Attendance

2.5.3a Summary of days absent per learner (Menu 3.3.13)
“f On Menu Total Days Absent per learner select the period of reporting (Fig. 85).

b e Click on Print and then click on OK on the print popup screen.

III o Alist with all the absent learners for the period is shown on a print preview (Fig. 86).

¢ Click on the arrow to view the different classes.
¢ Click on the print icon to print a hardcopy.

Click on to exit the screen.

1]

"/: ‘0




Il__:i_] 1. Daily Attendance Detalls per Learne

Total number of days absent per learner

(% Print monthly  [cument pear only] | 3.3.12. Attendance Detail Report

Month |February ﬂ l 3.3.13. Total Days Absent per Leamner

" Between two Dates Weeklp/Monthly Attendance Summaries pe

From |2D13j05’}13 J T |2D13305;13 J 3.3.15. Weekly Attendance Statistics

Done | 3.3.16. Quarterly Attendance Statistics

Figure 85: Report on Total Number of Days Absent per Learner

CLEVER KIDS HIGH SCHOOL EMIS NO: 700890111

Summary of Learner Absentees per Class for: February

Class:10 -10
Surpame & First Name Admission No | Gender No of Days Absent

DUMINY, Donovan 121337 Male 3
JORDAN, Dan 121166 Mlale

MGWEBL Zandle 111012 Fernale :
MOSBY, Johnathan 121211 Male

NGCWEBU, Andide 111232 Male

OWEN, Jordan 110163 Nlale

THOMAS, Nomalanga 122424 Female

WEST, Cornelus 110955 Male 1
ZORO, Stanley 110716 Male 1

Figure 86: Example of Print List of Learner’s days absent per week

2.5.3b Weekly / Monthly Learner Attendance Summary per Class

The summary list includes the following per class and gender: Nr of learner, nr absent, nr present, possible
attendance for the period & % present.

v Select the period of reporting as shown in Weekly / Monthly Learner Attendance Summaries 3.3.14

o

(Fig. 87).

e Click on Print and then click on OK on the print popup screen.
e Learner attendances are summarised per class for the period as shown on a print preview (Fig. 88).

¢ Click on the print icon to print a hardcopy.

Click on Done to exit the screen.

)
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WEEKLY Attendance Statistics per Class 0 EHDAHCE DATA =—

£ Print manthly 3.3.11. Daily Attendance Details per Learner ‘
Morith 3.3.12. Attendance Detail Report
* PrintWeekly [only lists weeks where attendance has
already been taken for at least one class) 3.3.13. Total Days Absent per Learner
Week Ending |

I§.3.14. Weekly/Monthly Attendance Summaries per Class

™ weekly Between Two Dates

3.3.15. Weekly Attendance Statistics
From {omi3/0544 | Te [2013/05414 -

3.3.16. Quarterly Attendance Statistics

Print | Done |

Figure 87: Report on Total Number of Days Absent per Learner

Bil)

Saais for the week: 20130201

Gender Esrolment No Absent Mo Attendance Possable Attendance | Aversge Attendance %5
Femals 1§ 4 76 50 g5
Diade 13 0 &5 63 100
Total o 4 141 145 97

802

Sauts for the week: 20130201

=1

Gender Enrolment No Absent Mo Attendance | Possshle Attendance | Average Attendance %
Female 13 E] T 75 o5
Ml 12 1 7] &0 o
Tolal 37 4 131 135 97

83

Caate far tha waal- W1 3000

Figure 88: Example of Print List of Learner’s days absent per week

2.5.3c Weekly Learner Attendance Summary per Class & Grade (Menu 3.3.15)

The summary grid includes the possible attendance and actual attendance for the week selected, per gender
and all learners per grade and class.

“M Select the term and week for reporting as shown in Weekly Attendance return (Fig. 89).
e Asummary grid is populated with all learner attendance data showing for all grades.

I ¢ Click on a grade to view the attendance statistics of the individual classes.

¢ Click on the Print options to print the summary grids.

Click on Done to exit the screen.




Select Term |Term‘| D 201301 A8 - 20 SJDSJZSﬂ 1 2 3 4 ] g 7 g | 0 [ 11
Click on a week to view attendance | /15[ 1425 | 241 | 2/8 215 | 2/22 | 31 | 3/ | 316 3/22 ] 3/29
MALE FEMALE TOTAL [Male + Female) Week Selected 20131/25
M GLTERE Pozzible Actual Pozzible Actual Pozzible Actual
Grade R
Grade 1 Frint Grade Grid
Grade 2
Grade 3 . =
Brade P CessGid_|
Grade 5
Grade 6 Frink All
Grade 7
Grade § 450 448 540 535 530 583
Grade 9 510 491 734 713 1249 1204
Grade 10 580 553 625 GOE 1205 1159
Grade 11 305 252 485 475 740 7ET
Grade 12 420 405 £10 534 1030 933
SHE Click on a grade to see class attendance
TOTAL 2265 2189 2339 2923 5264 5112 statistics
MALE FEMALE TOTAL [Male + Female]

CLASSES Pogsible Actual Pogsible Actual Possible Actual

R B5 g2 Fit] Fit] 135 132

9(2 50 43 95 93 145 142

9(3) G0 54 75 74 135 128

94 40 40 105 90 145 130

9(5) 55 54 g3 o] 124 122
9(E] 70 E7 90 a3 160 156
9(7 90 a7 70 E7 160 154
9(8) 40 33 110 108 150 147
39 40 33 55 54 95 93
TOTAL 510 451 739 13 1249 1204 Dore

2.5.3d Quarterly Attendance
This summary report includes the attendance and absenteeism for the Quarter selected, per gender and all

learners per grade.

Figure 89: Weekly Attendance Statistics

“M Select the year and term for reporting in Quarterly Attendance return (Fig. 90).

II| 91).

Click on Done to exit the screen.

L

e Click on the Print options to print the summary grids.

— 1 o Asummary grid is populated with all learner attendance data showing for the grades selected (Fig.

| K
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Print Quarteﬂyhtbendance- e W . .

Select a'vear: [2013 -

(* Quartery Stats " Percentage Summary

Quarter: |‘Ist Guarter j

o Grade Al Grades

f Grade: | Grade 7 - |

Frint Feturn | Done |

Figure 90: Print Quarterly Attendance

FIS0L SR TEST HIGH LCHOO0L ELES N0- 1002

(EAFTERLY ATTENDARORE STATISTIG: 1ot Qeere

G Frear O ] Tarimar ipmwarsd Falt
u F u F i F " Pt oAkt

Grage ! ! : - : ! 3 10
rrada i &
ST L
T L T e T e e
| e 1 4 i

Taatal

Figure 91: Print Quarterly Attendance Reports

2.6 Statistical data & reports (Menu 3.5)

D This section groups all the menus related to learner information that will assist the school
I I management with Quarterly reports and surveys. The following options are available on SA-SAMS
I as shown in Figure 92.

3.5. STATISTICAL DATA AND REPORTS

3.5.1. Enrolment Printouts

3.5.2. Leamner Age + House Group Lists

3.5.3. Leamners + Extra Mural Aclivities

3.5.4. Details of S5MNE learners

3.5.5. Leamner Detail Data Printouts

3.5.6. Learner Aggregated Data Printouts

3.5.7. Extra Mural Activitiez Reports

Figure 92: Statistical Data and Reports




2.6.1 Enrolment Printouts (3.5.1)
This menu prints lists of current learners, boarders and future learners.

“ Click on Enroliment printouts.

™ o Select the options of the report with learners to be printed (Fig. 93).

I I I | o Click on Preview Enrollment Report and then OK to view the report on the preview screen (Fig.
94).

e Click on the Printer icon to print a hardcopy of the report.
Click on Done to exit the screen.

Learner Reparts

Enralment Reparts [official nameas anly)
(" Alphabetical Listing
" Alphabetical by Grade

(" Accession Number
Optional Filker
" School Boarders |AII ﬂ

Start  |2013/05116 ~
End 2013/08416 -

" Reqistration D ates

(* Future learners

Freview Enrolment Report |

Grade Repaorts (includes nick names)

- | Preseiew Grade Report |
__ Done |

Figure 93: Learner Reports

CLEVER KIDS HIGH SCHOOL AMISNO: 7 16052013
i) ™ MEN i) )

%o |Acc Num |Surmame |First Names |Date of Birth |[Gender [Chss  |Grade |Hostel |
= FAKLDE Daricic b L Mlals Lo-10 Cracda 10

CLEVER KIDS HIGH SCHOOL IS X0: 7 16052013

7 y r

No |Surname |First Name |Accession No  [Class |Gender |Date of Birth

SMITH James (Cj) =l TA Male 19990508

Figure 94: Examples of Lists with Learners




2.6.2 Learner Age & House Group List (Menu 3.5.2)

This menu is specifically for printing Age Group Lists of learners. It indicates all the printout options available
under Learner Enrolment per age group. Age group Reports give two options for printing:

e House age group

T e School age group OR
L1

“# Click on Learner Age & House Group List.
e Select the options of the report with learners to be printed (Fig. 95).
e Click on Print and then OK to view the report on the preview screen (Fig. 94).
¢ Click on the Printer icon to print a hardcopy of the report.

Click on Done to exit the screen.

FTEAS EETe e - .

¥rint Age Group Lists
e —

" Schoal Age Groups * Houze Age groups
" Print all
f* Print Specific Age Group Age Group |L|n|:|er 10 ﬂ

" Print Specific Houze Select Houze "l

Print | Daone |

Figure 95: Age Group Printout Menu

2.6.3 Learners & Extra-mural (Menu 3.5.3)
The number of participants per extra-mural activity in a grade, class and for the total school are summarised

nu 3.5.7. (Fig. 96)
I I * This report is discussed under Learner records in this manual.

CLEVEF. KIDS HIGH SCHOOL

00890111 Learners by Extra Mural Activity
213
Activity: | Athletics
Grade Chiss Term 1 Terml Term} |Term 4
MATTHEWY, Cynitha Grade 12 120 X
o Atherics 1
Astivity: | Dance
Grade Chis Term 1 Terml | Term3 |Term 4
MATTHEWY, Cymithia Gende 12 121 X
Dansce 1
Activity: | Karate
Grade Claii Terml | Term2 | Term 3 [Term 4
MATTHEWY, Cymihia CGrnde 12 121 X
Karate 1
Activity: | Netball
Grade Chs Term 1 Term 1 Term} |Term 4
MATTHEW, Cynihm Geade 12 [FI] X

Nethall 1

Figure 96: Example of a Printout of Extra-mural Activities per Learner




2.6.4 Details of SNE Learner (Menu 3.5.4)

T D .
Learners are listed with recorded disabilities. This list also reports on if learners are attending separate
I I classes or is placed in mainstream education.

“M Click on the grade and class to filter for the learners.
e Select the options of the report with learners to be printed (Fig. 97).
¢ Click on Print and then OK to view the report on the preview screen.
¢ Click on Export to excel to copy the data in a file for retrieval.

Click on Done to exit the screen.

| Details of SNE lea

Filkers

Grade Filter: - Clazs Filter: |AHA - Expart ta Excel | Frint Grid | Done |
ﬁcozcession Surname First Mame Gender | Age Class Tf : ; : :";
11007 BALIER Ratelle F 15 ANA,
12052 MEYER Ashleigh F 14 ANA
12245 MOSTERT Carl 4 15 ANA,
12253 MTAMELA Agithi M 14 ANA bl
12216 SkITH K.aitlin F 15 ANA,
dl
Red indicates Primary Barrier to Leaming Leamer age is calculated as at 31 December of the curent year

Figure 97: SNE learner details Menu

3.6.5 Learner Details Data Printouts (Menu 3.5.4)
Lists of Learners can be customised according to the data needed as shown in Figure 98.

“f Click on the grade and class to filter for a group of learners.
o Select the categories to be added From Select Data To View.
& e Click on All Learners in this Category to view a group that is independent of grade and class.
; e Click on Print and then OK to view the report on the preview screen.
¢ Click on Export to excel to copy the data in a file for retrieval.

Click on Done to exit the screen.

iz} ] ) T
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EMLS Detail Data

Filters
Grade Filter: | | Select Data ToView: PSP Tabls 2.4 =
Class Filter: |-"-‘~N-"-‘~ ﬂ Show all learners in this categany ‘ E=part bo Excel | Prirt Grid | Done
'&ﬁiﬁbﬁn Surname Firzt Mame Gender | Date af Bith Aage FSHP
112182 AUGUST Clive Mo 1999/06419 14 L 1
2 11007 BALIER Ronelle F 1998/02/05 15
3 12207 BEYERS John b 1997/04/08 16
A [1273n ROl hatalis F 100047495 1R
Figure 98: EMIS Details Data Printout
| Drop-down Fields Options

» Learner Distribution Table 2.1

» Hostel Boarders Table 2.2

Learner Population Group Table 2.3

PSNP Table 2.4

Language Data Tables 2.6 — 2.8

LSEN in Mainstream Table 2.9

LSEN in Mainstream according to learning barriers Table 2.10
Select Data to View
Learner pregnancy in previous year Table 2.11
Learner Pregnancy

Number of transfers into the school Table 2.12
Grade 1 Pre Primary Programmes Table 2.15

Learners with deceased parents Table 2.17

Learners registered for social grants Table 2.18

v V. VWV ¥V ¥V ¥V V¥V V¥V V¥V VYV V VY

Learners with divorced parents

3.6.6 Learner Aggregate Data Printout

This section summarises and reports according to the data needed as shown in Figure 99 and
summarized in the table.

“f Click on any of the reports shown in Figure 99.
& e Click on Print and then OK to view the report on the preview screen (Fig. 100)

Click on Done to exit the screen.

]

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

Test

3.5.6.1. Leamnerz according to Grade. Fopulation Group and

Gender

3.5.6.11. Transfers into the School

3.5.6.2. SME according to Dizability. Population Group and
Gender

3.5.6.12. Annual Survey Mortality Statistics [Previous Year]

356.3 Leamnerz according to Age. Grade and Gender

35613 Cumrent Mortality Statistics

3564 Leamnerz according to Home Language and Grade

35614 FET Subjectz Grade 10 to 12 per population group

3.5.6.5. 5ME according to Home Language and Disability

3.5.6.15. SNE Leamers in Mainstream Classes

3.5.6.6. Leamners according to Language of Teaching and
Learning

3.5.6.16. Humber of Learners Registered for a Social Grant

3567 5ME according to Language of Teaching and
Learning

3.5.6.17. Humber of Learners with Deceazed Parents

356.8 Leamners according to Preferred Language and Grade

35618 Mode of Tranzport

3.5.6.9. Prefenred Language for SHNE leamners

3.5.6.10. Grade 1 Enrolments

<< Statistical Data and Reports

Figure 99: Aggregate Reports

Report Available

Menu Nr

Available categories on report

Grade
Age
group
Gender
Language
Disability

Learner related

x Population

x| X

ksl

XXX
x

Home
language

LoLT

SNE related

HL

x

LoLT

SNE Learners in Mainstream

Grade 1 enrolments

x| X

FET subjects Grade 10-12

Transfers into the school

Nr of learners registered for social grants

No of learners with deceased parents

ASS Mortality (previous year)

Current mortality

XXX [ X

Mode of transport

=l Al afalal O N O AW —

PN O AN NN O N
o [ S BN EeN I NIy

GOy Oy 01 O O Oy 01 O3 Oy Oy O1 O

XIXIXIXIX XX [ > XX X X
x

NUA h W N

Grade Male

Female

Ouly Mother | Only Father

Bath Parents

Onb Mether Onby Father Bath Parents

Grade 7

Girads §

(irads 8

Grade 10

Grade 11 1

Grrade 12 3 11

(¥

Tatal ] 17

Figure 100:

Example of a Deceased Parent Report




Transport Statistics p— an - ‘ >
Statistics on Learner Modes of Transport
1) e +
=] z
£ E E = E 5 é §' g g c =
Grad o ~E s & = = H = =
we 38 3E % 8 TEEE AR AR
Byl At
I & & & o | @
Grade 7
Grade &
Grade 9
Grade 10
Grade 11 1 1
Grade 12 1 4 1 g
Remedial
Figure 101: Examples of Mode of Transport Report
C. Summary

The Learner and Parent Information Module and Learner Listing Module (Fig. 1) assist schools with the
administration of the biographical data of learners and parents information.

o It also contains the processing and administering of attendance, disciplinary and extra-mural
functions. (Included in chapter 1)

o This module also assists with the administration of the promotion procedures and placing of learners
in register classes. (Included in chapter 2)

3.1 Quick reference of the sub-menus and their uses:

The administration and management functions regarding the learner data and parents information can be divided
into 6 sections according to the specific purposes. These sections are tabled below with the relevant headers and
SA-SAMS menus that are used in this manual:

Header & (SA-SAMS menu number) Functionality

2.1.1 Learner biographical data (3.1.1 ¢ View learner profile

&4.1) e Learner information: add, edit and print
2.1 Learner ¢ Archive learner
biographical 2.1.2 Learner archive * Restore a learner
information & ® Print a transfer card
LSEN . e Learner applications

2.1.3 Learner application (3.1.2) - el < sl st (e

2.1.2 SNE Learners * SIAS for SNE Learners

¢ Parent information: add, edit and print

2.2.2 e Parent archives

izﬁl‘zc)rr::taig; e Learner family relationship summary

Parent information e Learner/parent listed & exported
e Parent only lists for SGB

]

f..,Learner.and/Parent I_nf’drr"natioh Partyiis



2.3 Learners:

additional
functions

2.3.1 Participation in extra-mural
activities (Menu 3.1.1& 3.5.7)

¢ Add activities per term
¢ Print summary of activities
e Print lists of age group per sport house

2.3.2 Assign Learners to bus routes
(Menu 3.9)

e Learners assigned to a bus route
¢ Bus tickets printed

2.3.3 Maintain RCL (Menu 3.1.1)

¢ RCL member: add and edit

2.3.4 Archived marks (Menu 3.1.1)

e Select and print marks from previous years.

2.3.5 Reported Incidents (Menu 3.1.1)

¢ Incidents e.g. pregnancy, racial and domestic
are recorded, edited & printed

2.3.6 Learning barriers (Menu 3.1.1)

e Learning barriers recorded, edited & summary
lists printed

2.3.7 Assign mentors (Menu 3.1.9)

¢ Add Mentor to a learner + print list

2.4. Demerits

2.4.1 Maintain Merit / demerit
incidents (Menu 3.7.1)

e Demerit/merit settings

2.4.2 Manage detention and other
actions (Menu 3.7.3)

¢ Manage learners demerit/merit

and merit
2.4.3 Statistical reporting (Menu 3.7.5 e Print learner demerit/merit score lists
& 6) ¢ Print demerit/merit report
2.5.1 Maintain learner attendance -Prir?t bl.ank attendance register
(Menu3.3.1,3.3.3 &3.3.7) e*Maintain weekly learner attendance
! *Maintain learner attendance per period
e Learner absence notification
25 Learner 2.5.2 Learner attendance reports ¢ Attendance details report per learner
attendance (Menu 3.3.4-3.3.12) ¢ Weekly/Monthly/ Quarterly attendance

summaries

2.5.2 Learner attendance reports
(Menu 3.3.13 - 3.3.15)

* Total of days absent per learner

* Weekly / Monthly Learner Attendance
Summary per Class

e Quarterly Attendance

2.6 Reports &
Stats

2.6.1 - Statistical Data and Reports
Menu

¢ Enrolment printouts

e Learner age + house group lists

e Learners + extra mural activities

¢ Details of SNE learners

e Learner details data printouts

e Learner aggregated data printouts
o Extra mural activities report




3.2 “How to...” flow diagrams:
Capture Learner details & verify data regularly:

3.1.2> 3.1.1(4.1)

6.3 3.1.1(4.1)

(35135586

£ L i
* Print blank *Print populated form *Enroliment
registration annually for verification report
form *Edit/ update details of elearner
eCapture data all learnersl detail report
from completed *Archive learner *Attrition
form report etc
. ol

e Maintain and report on ATTENDANCE:

i

Aggregated Reports

2.3.1,3.3.3, . Reports per learner &
3.3.7 3.3.4-3.3.12 s 2
#=Learner absence
=Print blank notification
attendance = '-ea_”.““ .abse e = Attendance details
register notification : report per learner
sMaintain weekly =Attendance details =\Weekly/Monthly/
learner report per learner Quarterly attendance
attendance *Weekly/Monthly/ summaries
«Capture Quarterly attendance
absenteeism SHIRRCIeE

=Add reason and
any supporting
documents

+Maintain learner
attendance per
period

e Maintain Merits & Demerits A:

L 4

Menu3.7.5-6
Statistical reporting

2.4.3

[

- 2.4.1
EE“;‘E“E i-k_ll Menu3.1.1&3.7.3
"aEtmeEr! E = * Record merit incidents
o demer!t cm:l_es * Record demerit incidents
k-ﬁet demerit actions
2.4.2 2.4.2 2.4.2 ( Menu3.1.1&3.7.3
Menu2.7.1 Menu 2.7.2 *Merit -demerit ratiofor
s o # e - detention decision
E’Edlérepnili:f: ar Manage detention *Send notifications to parents

*Update merit: demerit ratio




e Maintain Merits & Demerits B: Misconduct reports:

3.1 5.7& 5.8
*Capture misconduct *Print report of all
against learner learners

*Print summary report

5.16 & 5.17

*Maintain harassment
incidents

*Print report on all

incidents
o Learner reports available:
o
3
2= _ | ©
. c | E S c
Report Description o | m > g S
21 5| & = T | =
2 (813 %8 2|2|lo|3/28l2|%
= |0|lo|2|8|8 | a|d|&|2
> Enrolment printouts 351 [x [x [x [x [x X X
» Learner age + house group lists 352 [x [x X |X
» Learners + extra mural activities 353 [x [x X
» Extra mural activities report 357 [x [x X
» Details of SNE learners 354 [x [x [x X X [ X X
» Learner details data printouts 355 [x [x [x [Ix [x X From list
[
Learner aggregated data printouts -% o % =
Menu 3.5.6 = ';':: © §_ S g :é’ %
. © o (%)
2 o 2 |8&5| & 3 a
Mainstream related 3.56.1 [x X
356.3 [x X
3564 [x HL
3.5.6.6 |x LoLT
SNE related 3562 [x X X
3565 [x HL
3.56.7 [x Lol T
SNE Learners in Mainstream 3.5.6.15 | x X
Grade 1 enrolments 3.5.6.10
FET subjects Grade 10-12 3.5.6.14 X
Transfers into the school 3.5.6.11 | x
Nr of learners registered for social | 3.5.6.16 | x X
grants
No of learners with deceased parents 3.5.6.17 | x
ASS Mortality (previous year) 3.5.6.12 | x
Current mortality 3.5.6.13 | x
Mode of transport 3.5.6.18 | x







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


mailto:maloka.m%40dbe.gov.za?subject=SASAMS%20Help%20Needed
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