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

3.1 “How to...” flow diagrams:

General Instructions on using SA-SAMS Manual:

“M Fields containing an arrow on the side contains drop-down boxes with pre-populated information.

Click on the arrow to display the list and then click on selected value.

“# Click on Save to update all capturing.

“f Click on Done to exit the screen.

The following symbols are used in the manual to indicate the required action with every screen:
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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. Cumniculum Related Data

3. Learner and Parent Information

13. Timetabling Azsiztant

4_ Learner Listing

14. Physical Besources

h. Govemnance Information

15. Library Module

6. Standard Letters and Forms

16. Secunty and Database Funchions

¥. Export Data

17. Lurits Approval Module

8. Annual Hational Aszeszment

Figure 1: Main Menu

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

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

A 1 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)

2 Educator details (2.1)

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

Module Learner data used for (SA-SAMS menu no)

" 11 Finance
8&12 | ANA (8) & Curriculum (12)

13 LTSM
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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
Bll&4l) » Learner information: add, edit and print
21 » Archive learner
Learner 2.1.2 Learner archive » Restore a learner
biographical .
infog:’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 . -
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 Emy S > Bus tickets printed
Learners: 2.3.3 Maintain RCL (Menu 3.1.1) » RCL member: add and edit
additional > Select and print - m
functions 2.3.4 Archived marks (Menu 3.1.1) yea(:(s: and print marks irom previous
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

- .r",
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2.4.1 Maintain Merit / demerit

2.5.

Learner
attendance

2.5.2 Learner attendance reports
(Menu 3.3.4 — 3.3.12)

Ve incidents (Menu 3.7.1) » Demerit/merit settings
ak 2.4.2 Manage detention and other : :

_ 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
(Menu3.3.1,3.3.3&3.3.7) > Maintain learner attendance per period
» Learner absence notification

» Attendance details report per learner

» 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

Quarterly Attendance

2.6 Reports &
Stats

2.6.1 Statistical Data and Reports
Menu

VvV V VWV ¥V V VY VY|V

Enrolment printouts

Learner age + house group lists
Learners + extra mural activities
Details of SNE learners

Learner details data printouts
Learner aggregated data printouts

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

3.1. Learner Data Files Menu 3.11. Assign Mentor to Leamner
3.3. Learner Attendance Data Menu 3.13. Reporting Language
3.5. S5tatistical Data and Reportz Menu 3.15. 5Subject Registration Summary
3.7. Demernts and Mernit Module 3.17. N5C Exam Regztration
3.9. Learner 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 partis 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 Datais captured from a blank learner registration form that was completed by the parent
(Menu 3.1.2 & 6.2)

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

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

» 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).

. y (119
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Show All Current Learners I Filter by Grade: v Filter by Class: {10-10 v
Learners in 10 -10 @ Curent Leamers (" Future Registrations

* Sumame | Name ' Nick Name ] * Accession No I * Grade 4| * Class | * Gender ]
DUMINY Donovan 121337 Grade 10 10-10 ]
JORDAN Dan 121166 Grade 10  10-10 M
MGWEBI Zandile 11102 Grade10  10-10 F
MOSBY Johnathan 121211 Grade 10 10-10 M
NGCWEBU Andile 111232 Grade10  10-10 ]
OWEN Jordan 110163 Grade10  10-10 M
THOMAS Nomalanga 122424 Grade 10 10-10 F
WEST Comelius 110955 Grade 10 10-10 M
ZORO Stanley 110716 Grade10  10-10 ]
|| m »
Double click on a | to view ised profile

(¢ By Sumame
@ Search List for Learner | . GO

(" Dther visible columns

Number of Learners |9

Details

Add New Leamer
View/Update Learner
Archive Learner

Maintain RCL

Records

Disciplinary Record
Incidents
Learning Barriers
Sport, Art and Culture
Marks Archive
Family
Leamers without

Parent/adult linked on
System

Add Parent to Leamer

View Main Parent Details

View Family

Done

Figure 3: List of Learners Captured on the System

2.1.1a Learner profile (Menu 3.1.1)

S

Double click on a selected learner to view the summary profile.

A summary of a learner’s profile is available for reference on the year’s performance, activities,
subjects and disciplinary records (Fig. 4).

- The learner’'s name, grade, class, date of birth, days absent, disciplinary incidents and fees paid are

displayed.

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

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

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

[ |




@Mn« LT L — — &

[Leatner | JORDAN, Grade Grade 10 [ Disciphinary Incidents
[Class | 1010 Date of Birth 19970721] 2N18

Date N2 (Days Absent | 1

e

Fees

Subjects Educator SBAX |[Tem 1 | Term 2 |Tem 3
| Alrikaans Fst Addional Language (Gr 10) 84 8400

| Busmness Studes (Gr 10] n 57,00

|Englsh Home Language {G1 10) . 56 56.00

lIréomation T echnology (Gt 10) Subject 77 7700

|Life Onertabon (G 10) n 71,00

| Mathematics (Gr 10) educators B 4000

{Music (G 10) a3 8300

%Co-.enh for this leamer

{Well dacipined leaner. good potertial as a leader
|Parant visk 1o discuss addbional subject chorce / change. 28/2/2019

Chek on & subject naene 10 see the detaded rasulls per SBA tack [Mu:vc (Gr10)

Leanes Phot
Task L;‘:;” Tetal ograph e e
[1: PAT 1 (Corcert Performance. 46 50
[2: PAT 2 [Music Retacy assignn 37 50 Prrt Sumenary
Total 83 100
%toDate 83 Prrs Both Gride I

Cick on photo to enlage 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).
« Select Blank Learner & Parent Application Form and click on Print (Fig. 21).
- Distribute the printed blank copies to the parents before registration of new learners begins.
Collect completed forms for capturing during the year.

Y@ Capture the learner data on Learner Information (Menu 3.11) by selecting Add new Learner (Fig. 3).
= 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.

/
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7 Learner Tracking Number

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

The tracking number is issued by the national tracking system and not
by the school.

Learner Tracking Number
¢ The Leamer does not have a National Tracking Number.

(" The Leamer has a National Tracking Number.

Learner Tracking Number: |

Do NOT enter a tracking number unless the official NATIONAL
tracking number is indicated on the learner's transfer certificate.

Done '

Figure 5: Learner Tracking Number

There are three pages (Compulsory, Additional and Medical Information) that have to be completed
(Figures 6, 7 & 8).

el

All the fields marked in blue in Learner Information (Fig. 6) 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 the screen.

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, 1D 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

To save all captured data click on Save

Click on Additional Details tab to complete further required fields (Fig. 7).

= ] @




earner Information (3.1

Learner Registration for : ¢ Current Year

" Future Year

Learner Photograph

Personal Details T Additional Details ] Medical Information ]
Registration Information Identification Details
Leamer Tracking Number: = Bith Date: Year | Month [ Day [
** dccession Number or ID number: ** Gender: l LI
“Registration Date: mm 302411 ~ i Browse for Photograph...
o ) “Population Group: | :J
‘ Registration date is the actual date that the learner enters
LR . . *Citizenship of leamer: iSA Citizen L]
Learner entered this school in Grade: - l
In *|dentity Number: |
{ @) te Remedial Cl
bt et ) IfNo D, **Reason: I L}
" LSEN in mainstream
Gy I | **Country of Residence: ’South Africa _v_l
“*SNE Primary Disabilty: | _J Province of Residence: I Lj
* Current Grade: l L] | Residential and Contact Details
“Years In Grade: 'I (Address where learner lives) ::Ieptuﬂglirig Language
Physical Home Address: | o1 s eamey
**Class: | L] | I—ZI
Learner’s Name - I
** Sumame: | City/Suburb| Add/Link Parent or
Previous Surname: | Code: [— PEIS(::;I '?_zsar:z:ls'ble
= Initials: [~ miCk . Horme Telephone Number: 1)
ame:
** First Name (ONLY}: | Emergency Telephone No: 2] Save I
Second Name: I Learner Cell Phone Number: Next Leamner |
Third Name: | Learner Email Address: | Done [

Figure 6: Biographical Learner Information

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

below.

Drop-down Fields for
Menu 3.1.1 p1

Options

Registration Date

* Calendar to select date

Grade

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

SNE Primary Disability

« Attention deficit disorder
* Autistic spectrum disorder
= Behavioural disorder

« Blind

 Cerebral palsied

e Deaf

« Deaf/blind disabled

* Epilepsy

e Hard of hearing

* Mild/moderate intellectually disabled

* Moderate to severe intellectual
disabled

e Multiple disabled

e Partially sighted

* Physically disabled

* Psychiatric disorder

» Severe intellectually disabled

* Specific learning disability

Years in Grade

e 1styearin this grade

= 2" year in this grade

e 31 year in this grade

* 4" year in this grade

Gender * Male * Female

« African/Black « Coloured * Other
Population group

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

x [P

[} ¢ d
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Reason for no ID * Not yet applied * Applied * Other
Country of Residense  South Africa * Other

Province e List of 9 provinces

Reporting Language * Afrikaans * English

“f  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.

- To save all captured data click on Save.

Click on Medical Information tab to complete further required fields (Fig.8).

fLeamerInformation 5 i

Learner Registration for : (¢ Current Year

" Future Year

*Language of Instruction: -
*Preferred Language of ,—LI
Instruction

Boarding
Is leamer a boarder? " Yes T No

Boarder Number:

Number of Children in the Family:

Position in the family N Mother's Side:

feafist=11" o Father's Side: [
Any deceased parents? | _v_l
Religion: |
Sport/House Group: |Unassigned LI
Provincial Honours: &

Hostel Name: | |
Transport
Mode of Transport: | _v_]

Pre - Primary Ed ] Lj

Personal Details ] Additional Details Medical Information ]
Languages
*Home Language: || -

Previous Enrolment
*Previous School: | L]

*Province: v

“Previous Country: |

First time enrolment in this province?

¢~ Never enrolled in this

e Previously enrolled
province before i

in this province

Learner VPl;lotogtaph

Browse for Photograph...

Previ School Inf tion:
Reporting Languag:
Select Feeder | L] for this Learner
school:
OR v
Name of School: |
. Add/Link Parent or
Address: | Person Responsible
I for Learner
Save |
Code:
Province: | |

Figure 7: Additional Learner Information

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

Drop-down Fields for Obtions
Menu 3.1.1 p2 P
Home Language e All Official Languages * Sign Language e Other
Instruction Language e All Official Languages * 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 e Taxi
e By foot 2km to 5km e Motor Car
e Train
e By foot 5km plus e Motor Cycle
e Mother Deceased
E:rr::tir oif Paeesee? e Both parents deceased * None
e Father Deceased
Sport/House Group e Pre-populated in Module 1-1.13
Primary Education e Non Formal e Formal (Grade R) * None
e School in this province
Previous School e School in other province | ¢ This school * None
e School in other country
Province e List of 9 Provinces
Select Feeder School * Pre-populated in Module 1-1.14

“M 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
< 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.
- 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.

e=m= | 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 * Ambidextrous
Learner benefit from NSNP * Not applicable * Yes e No

- :”r",
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| Learner Information (3.1.

Learner Registration for : ¢ Cumrent Year (" Future Year

Personal Details ] Additional Details ]

Medi

I7Social Inf ti

Medical Information ]

| Leamner Photograph

Medical Aid Number. || Medical Aid Name: ]

Medical Aid Member: |

Doctor's Name: Doctor's Tel Number:

——

Doctor's Address:

P

Browse for Photograph...

Clinic/Hospital Name: |
Account/Ref No: |

Tel Number:

Medical Conditions:

Special Problems
requiring Counselling:

Dexterity of Learner: v

Does this learner benefit from the Primary School Nutrition Project at your school?

Reporting Language
for this Learner

I jv

Social Grants Information

Registration Receiving b

Grant No.

Child Support I

Care-Dependancy |

Care-Dependancy 1!

Add/Link Parent or
Person Responsible
for Learner

Save |

Next Leamer
Done

Figure 8: Medical Information

“M  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.

« 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 - (¢ Current Year ¢ Fulure Year

Personal Details '1 Additional Details ]

Medical Information |

Registratiol

Identificz

ing Number.
= Accession Number or |D number: |42

Learner Tra

Leamner entered this school in Grade; |Grade 10 -

&M c

“* Current Grade: |Grade 10 v | |Grade 10 Residential

*ears In Grade: |1st year in this gr.

*Class: |10(2) ~| 11002

= Sumame: [MATTHEW
Previous Sumname: [—
Nick. ,—‘
Name:
** First Name [ONLY): |Carla

SecondName: [

Physical Home

= |nitials: [C

* Birth Date: Year

City/Suburb|

IENo ID, *Reason: |applied v
[ 2 | instre: ¢ LSE
C lsarerat “Country of Residence: [5o
“SNE Primary Disabilty =] ||| Province of Residence: [Fiee State
and Contact Detail

Residentia
[Address where leamer lives)
Address:

938 Month [12' Day [12

=Gender: [Female |
“Populstion Group: [Dther <]

“Ciizenship of leamer: [SATitzen  ~|
*dentity Number.

—
——

Learner Photograph

Reporting Language
for this Learner

——

Code:

Home Telephone Number: 1)
Emergency Telephone No: 2)
Leamner Cell Phone Number:

Third Name:

Figure 9:

Leamer Email Address:

Add parent to learner

{B'C of... Leaﬂwer and grent Information Part 1

Add/Link Parent or
Person Responsible
for Learner

Next Learner
Done
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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.

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

- To save all captured data click on Save

Show All Current Learners I Filter by Grade: v] Filter by Class: {10-10 v] Number of Learners |9

Learners in 10 -10 & Current Leamers ¢~ Future Registrations Details
| * Surname Name Nick Name | * Accession No | * Grade * Class * Gender Add New Learner I
) 121337 M

JORDAN Dan 121166 Grade10  10-10 ] View/Update Learner I
MGWEBI Zandile 1110mz2 Grade 10 10-10 F
MOSBY Johnathan 121211 Grade 10 1010 M .
NGCWEBL Andie 111232 Grade 10 10-10 M puchive Leamer |
OWEN Jordan 110163 Grade 10 10-10 ] e
THOMAS Nomalanga 122424 Grade 10 10-10 F MairtanRCL |

44 Anre 4n an

e

Figure 10: View / Update Learner Data

< 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 phota and save
in accessible folder
Disciplinary records See Merit & Demerit ;Locgi?ua 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.
Main Parent gelellzarent information Add parent information.
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m;;e Learner De

|ADWOA PARKS : Acc Number : PAOO1 ‘ Learner Photograph

Personal Details T Additional Details 1 Medical Information ] NSC Exam Registration

Registration Information Identification Details
Leamer Tracking Number: | * Bitth Date: Year [1997 Month [02 Day [24
** Aecession Number or ID number: |P,.h,|][l1 = Gander: IFemaIe L]
“Registration Date: [2009/01/21 . : Browse for F‘hotogtaph...l
o : *Population Group: |African/Black |
Reaistration date is the actual date that the leamer enters Remove Phatagraph |
s eonl . . *Citizenship of leamer: ]SA Citizen Lj
Learmer entered this school in Grade: ]Grade 7 v I
Inclusion Status - | *Identity Number. 9702240006089 Disciplinary Records |
+ Mainstream " Separate Re | Cla
IfNo D, *Reason: v : :
" LSEN inmainstream ¢ 551 ) . l —] Learning Bariers |
= aamerat oA Esoh dd ISNE De I *Country of Residence: ]South Africa _:] et irionmaten |
*SNE Primary Disability: ] _] Pravince of Residence: ]Gauteng _:]
L Change Accession No |
* Current Grade: IGrade 10 L] [Grade 10 Residential and Contact Details = 7
- ange Learner
“ears In Grade: |1st year in this grade | '[__’:\d‘!'els: wht::dleamer lives) Tracking No |
e wsical nome ess:| 222 Struben Str
“Class: [I0TEST  v| [10TEST | Main Parent l
-~ Learner's Name 1 I -
City/Suburb:|Pret0,ia Reporting Language

Sumame: [PARKS for this Learner

Previous Surmame: IUBEJA Code: I[]Eﬂl] English 'I
* |pitials: IA_— Nick I'— Home Telephone Number: 1) W 123123123

Name:

** First Name (ONLY): |Adwoa Emergency Telephone No: 2) ] [
Second Name: I Learner Cell Phone Number: ][]741 231231 | Update ]
Thid Name: | | Learner Email Address: Ipalks‘023@gmail.com Done l

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).
- The learner details will be populated. Add the date, grade of learner leaving (last grade attended) (Fig.

12).

- 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.
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Archive Learner

Learner's Details
Registration Date: {2009,/01 /01

Sumame: [4BRAHAMS

Initials: |y
Accession Number: |4BR001 Gender: |Female

Archive Info
Date Left School: |2013/05/13
If you change the date to

fic ﬁafali‘iar:;?; :!2. Grade 10 | another year, ensure you enter

the correct grade for that year

Reason for Leaving: IDeath Ej

Mortality Details

Cause of Death: |IFaRE: L]

Save to AlchiveJ Done |

Figure 12: Archive Learner

|:=IThe options available for the drop-down boxes for Archive Learner are tabled below.
[ ]

-
o Dron-down Fields Options

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

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

Cause for death
* lliness » 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
“fOn Menu 3.1.15 click on Print Learner Transfer Card placed above the list of archived learners (Fig.13)

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

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

» 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 detalils.

o Principal’s signature and school stamp.

Click on Done to exit the screen.
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s Show Al

" Select Dates to View

(" Reason For Leaving  Reason For Leaving: |

" Restocs Leamers

Date Left Between I; 13515 _] and {_~,: N5/

@ Pork Leamer Transler Cardd

15 =|
] YemGradused [ | —J

Grade v

* Sumamea | MName | * Date Lot I Last Gr. J Reason for leaving |A4:mu‘
[JAARON Anele 2013/06/15 5 Expubson 04 |3 Clasz >
O 201212/06 7 Gradusted 703 Registration Date
O 2012/12/08 7 Gradusted 273 —
O 201 2/02/02 1 Transles to anothet sc... 102
O 201212086 7 Gradusted 274 =
O 012712006 7 Grsdusted 555 __ Retoe |
O 2n2m0 2 Tranaler 10 another 3¢ 1010
O 2012/02/02 1 Transferlo ancthev 3. 2 L Recouds
O 2M212/08 7 Gradusted 853
O List of amnams 7 Gradusted 753 Leamer Detads
O 3 201212/06 7 Gradusted 334
O archived 221206 7 Gradusted 241 View Famdy
O 23010 1 Trantler 1o anothee 5. 1337
O learners 1212006 7 Grodusted 1237 __ Absentee Hitoey _ |
O 21206 7 Gradusted 557 Maks Avchive
O 201212/06 7 Gradusted 287
O 201212/06 7 Graduated 193
Prrt L Tranafes Cards
O 2121205 3 Translerto ancthae s, 402 eradblatis
O 2012/02/23 7 Transfer to another sc... 734 Date of 1zsue [2012/05/15 =]
O 20121 2/06 7 Gradusted 1308
O 2mzmno 1 Transles 1o anothes 3¢ 1338 Prir I
. m »
8 Soarch List for Learnes by Sumame] Go | AschweList Privtouts | Done |
Figure 13: Learner Archive
TRANSFER FORM FOR LEARNERS
QLEVER KIDS MGH SCHOOL
= GLENROVD
Name and address schodl ssung Waterkdoo?
ths fom
Pretora
0181
Cortact Detals Tl 0127841445 IFM 43735453
Full name of learmer AARON Zare
1D rumber of leamerDats of Sen SR03033500006 ] Leamer Trackmng Number ] 0
Medum o metruction the leamer has recernved IsNdetele
; Grade Year
Last grace & the sChool and year — 203
Hghest grade passed & ths schod and yasr Onbe s
Grada(s) m which the isamer was reaned
Grade laamer must be placed ri0 & new schodk Grace Year
od your Grade 7
From To
Aeendance & ths school
Y M 3] Y M 0
213 3 2 2003 7 18
Reason for leavng the schodl Eguson
Full name 370 address of paremts/guarcars M AARON, Jon
222 Qrioan sireer, | Pretora, (001

Figure 14: Example of a learner transfer form




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).

Y On Menu 3.1.15 find a learner from the list of archived learners that needs to be restored and tick the box.
- To place the learner back in the correct grade and class, select a grade and class from the drop-down
list.
- The original registration date of the learner shows in the Registration Date box.
e Click on Restore and then yes to confirm.
- 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.

& Show Al Date Lokt Betweerx [201205/15 -] ad [Zorasns -
" Seloct Dates to View
" Reason Foe Leaving  Reason Foe Leaving | _J Yeu Gradusted ’ l
& Restoce Leaners " Print Leamer Transter Cards Restoce Leaner
Grade |Grade 7 -

* Sumame ] Name J * Date Leit l Last Gt l Reason for leaving l Accou #
[ AACKER Bradey 2013/05/04 9 Desth 1917 Class |74 v
% AARON Zare 010718 7 Expulsion 2788 Regitration Date

3 221208 12 Gradusted 74 [——
U1 Archivedlearners 2000112 Gradushed &0 otk
04 20010001 /08 8 Transter 10 ancther 1c 1540 Ros
0 0101211 11 Tianslertosncthersc.. 246 s ]

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.

oK I

Figure 16: User message to confirm reinstatement of learner




2.1.20 Search & print archived learners data

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.

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

Click on Done to exit the screen.

“f  Click on Archive List Printouts
» 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).
< Click on the printer icon to print a hard copy.

Click on Done to exit the screen.

Learner Archive Report f Leamer |

L

Select |EfE/05/15 - |to [2013/0515 -] —

" Reason —_—

| 3 a

b

% Print in order of Date Left —_—
" Print in Alphabetical Order

Date of |

Print | Done I

“»

Go I Archive List Printouts |

Figure 17: Learner archive list printout

Reportpumtedon: 20130515

N \ Ay H BETWEEN  2013905/15 and 20130815

Figure 18: Example of a learner list printout

“f  Learner records of the archived learners can be printed for reference.
= Tick the learner(s) off from the list of archived learners.
- 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.
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Learner Transcript (3.1.15)

Progress Cycle Results

" Annual Promotion

- CasSS

Subjects Names
o~ CASS results for @ |n English

one year
3 " InAfrikaans

@& History [CAPS 2012)
¢ History (Prior CAPS 2012)

" Specific Year v |

Data Prior CAPS 2012 will show old Subjects
and old Levels

Print I Done

Figure 19: Available Progress Reports in Marks Archive

Archived Learner Absentees {Text Object|
Sarsame & Fint Name |u—n-.'¢o [c-u Moadsy Tendsy Wednesdsy | Thanday Tridsy Tstal
AACKER Bodley 4 P
P b 1
1042 1
10908 1
110513 1
053 1
) 1
Q 1
1
1
2031 1
012 1$ 1
12 03 1204 !
1306 1
120¢ 21 3
1
2012 1
H012¢8 1
120018 1
12092 1209 P
21009 1
0131617 1 13 3
2012 2121031 12110 3
30204 1
3 11 1
2013.0227 2
bR R 1
Tortal s w 8 s 6 K}

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

Delete a learner (Menu 3.1.18)

Archived 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).

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

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

- 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.

- Click on yes to continue the action.
Click on Done to exit the screen.
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Select a grade to view

and

coad 1

DELETING FROM C:\SASAMS\Test\EdusolSAMS.13.4.2 (05-10)s\Data\2 STIRLING HIGH SCHOOL 2013

Grade 7 - OK

Select the learner

2.1.3 Learner Applications (Menu 3.1.2)

' AccNo | Reg Date | Surname | Name ] Status | Date Left [ that you would
#yl 2013/06/12 AARON Zane A 2013/07/18 :;'ﬁzn:.?. d?rlie:'e'ebf
[Jus2 2013/02/20 SMITH James C checkl?ox

£ Y
User Question? l X «l

=4

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?

Learner Status

I A = Archived
s | o C = Current

Clear Selection

Done

Figure 21: Delete learner records permanently

This section captures and manages new learner applications for future admissions into the school.

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.

“M 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.
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Maintain Applicants

Leamners who have applied for admission to the school, but are not yet registered learners

T

All leaner appications to the school should be entered into this section a3 a recoed of school appications and Add New Appbcant I
as arecord of leamers who were not admitted to the school for audt purposes.
* Suname | Name | “Giade | Gender | DateoifBith | *Status = 4
ALl Niswe 10 M 19571106 Pending View/Edt Appicant |
BANDA Vera 10 M 19380806 Accepted
BOTHA Andrea ~10 M 19371008 Cancelad
CANADA Usa “Ho M 19971008  Refused Delete Appicant |
| FAKUDE Demck ﬁlO M 19370606 Pendyf’

Ervol Learner

[
|

Select Registrabon Date
EOE/01/06 ]
List of applicant learners [201a701706

and the status of the application
Register the Leames |

Applcation Printouts |

Blark Appication Fom |

, Done |

A

Ui iiiliiigiiiiiiiiii

[4 A )‘n

Click on a Leamer o select the learnes

Figure 22: Learner Applications

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

& « 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.

Print Blank Forms — . - -

Register the Leamer

~ Print Blank Forms to be completed

@ Blank Leamer + Parent Application Forme | Afrikaans Application Printouts

" Blank Educator Form Blank Application Form

" Blank Staff Form

Print ] Done I

Figure 23: Print Blank Learner Applications Forms

“# To capture the learner’s data click on Add New Applicant to open the data capture screen (Fig. 24).
- 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.

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

i
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Application to the S«

Details of Application:

Learner's Details

Grade Applied For: ‘Grade 9 v
Year Applied For: IZU‘I 4
Application D ate: 1201 301414 ~

Sumame of Leamer: |SMITH

First Name: |James

Date of Bith: [1993  Month[05 Day [08

Gender: % Male " Female
Race: lDther v I
Home Language: !Dlher —vJ

Physical Address: [222 Struben str

l
City/Suburb: ‘Pretoria
Postal Code: '0001

Feeder School: l LI
Number of Siblings in the 1
School:

Boarding
Is leamer a boarder? (¢ Yes " No

Boarder Number: IX1

Hostel Name: [House 1 L}

Contact Details for Parent

Sumame of Parent: [SMITH

Title: {Ms

Initials: |EM Vv Use Physical Address

Postal Address: |222 Struben ste
I
City/Subuib: [Pretoria
Postal Code: W
Telephone Number: W
Additional Contact Number: [—

Application Status

& Application Pending ¢ Application &ccepted

" Application Refused ¢ Application Cancelled/withdrawn
Reason for
Refusal or
Cancellation

Done

Figure 24: Add / View / Edit Learner Application

To edit or view details of the applicant learner:

Click on Save to save the captured information.

Click on Done to exit the screen.

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.

Y 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.

] &




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).

« 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.

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

Click on Done to exit the screen.

-
Print Applications

« Gl

" Year Year Applied For: -

@ Learmers Refused Admission

" Application List According to Grade

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

Print ‘ Done I

L —

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).
% - Select a registration date on the calendar e.qg. first day the following year.
- The applicant’s details are transferred to Learner Information: Future Year (Fig. 26).

- 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.
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Learner Registration for : " Current Year

3

Personal Details | Additonal Details

Y

Medical Information ]

Learner Photograph

Registration Information

Learner Tracking Number:
* Aecession Number or 1D number:
**Registration Date: |2014/01/01 ~

Registration date is the actual date that the leamner enters
the school.

Leamer entered this school in Grade: -

Inclusion Status
* Mainstream " Separate Remedial Class
" LSEN in mainstream

c

**SNE Primary Disability: I

** Current Grade: IGradem L, |Grade 10

*ears In Grade: >

""Classzl L] |
Learner's Name
**Sumame: [FAKUDE
Previous Surname: |
** [itiale: Nick
Initials: Naria:

** First Name (ONLY): [Derrick

Second Name: |

Third Name: |

Identification Details

*Bitth Date: Year [1937 Month [0 Day [06°
** Gender: [—3
**Population Group: {m
*Citizenship of learner: |Sa Citizen v]
*|dentity Number:
IfNa D, *Reason: -

*Country of Residence: |South Africa -
Province of Residence: v

Residential and Contact Details
(Address where learner lives)

Physical Home Address: |

City/Suburb: |
Code:|
Home Telephone Number: 1] [— ]—
Emergency Telephone No: 2) [ [—
Leamer Cell Phone Number: [

Browse for Photograph...

Reporting Language
for this Learner

jv

Add/Link Parent or
Person Responsible
for Learner

Save I

Next Learner

Leamer Email Address: |

Figure 26: Learner Information Menu

2.1.4 SIAS for LSEN Learners (Menu 3.1.9)

their neighbourhood schools with their peers.

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.

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

= Support needs assessment (SNE Learners) (=3

Please select a data year
Select Data Year: [EREINNINNN ~ |

Learners

Number of SNE Learners: 5

] Learmer
1 BELANI * R Anelisa

2 BUITENDAG * G Danél
3 FaZl > Y Zintle

4 | MOTILENI B Pertunia

5 STENGILE * B MNasiphi

Accession No Grade
5209 LSEN
3206 LSEN
2409 LSEN
5309 LSEN
9907 LSEN

Search for Learner in the list above.

[

7+ Accession Number ¢ Name

Search

Support Needs Assessment I

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.

« Update the learner records as required.

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

[ |
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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.

@]

@
&=
@]

Itis compulsory to add at least one parent onto the system for each learner.
Data should be checked quarterly and updated when there are any changes.
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 withaut

l—_| Parent/adult linked on

Syztem

{Add/Link Parent
Perzon Hesponsible |
i for Learner |

Add Parent to Learner |

Yiew Main Parent Details |

Save |

b Wiew Family |
MHext Learner
Done
Done |

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.

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 anew parent by capturing parent details.

Select Parent Option

| Add New Parent I

Search for Parent |

Done

Figure 29: Select Parent Option

2.2.1 Link a Learner to an Existing Parent
Y@ Click on Search for Parent (Fig. 29).

c=

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.
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.

Link the parent by ticking the box next to the selected parent(s).

Click on Save Parent to Learner

Click on Done to exit the screen.
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Parent Listing per Family poa— - = —

|

‘ + Parents of Active Learness  © Parents of Archived Learmers [1205  Fiter Pacent Listing -

l
“Sumame | Nome | Title | Address | Subub | Celiphone »
¥ AARON Jon M & Mrs PO Box 222 Pretona —_J
< [ hcvePaer |
O
O
: |
[:] e e s SR
= |
D —————————————
O
: ecton s
O S £ 5 l
0 List of existing parents
B Surname Name Title Adress Suburb Cellphone l
0 |
0 v Bty SR
o [ MoeeForty |
O
O
O
O Save Paert to Leasnes J
O M= :
=
@ Search List for Parent by Sumame | Go Done

Figure 30: Search to link Existing Parent

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

) - 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).

« Complete all the details for the parent (Fig. 31) for future reference.
o Theinitials 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.
< Inthe 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.
« To save all captured data click on Save.

Click on Done to exit screen.
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[Parent Information / Person ResponsibIe For Learrar e ———

Adding a Parent for Learner: [r~.'1,t‘=.TTHE"~.-'-,-" Cynthia

l Learner No: |[::x

General Information **Compulsory Fields

“Title: || | nitials: |

“Sumame: |

“First Name: l

“Gender: ¢ Male " Female

*Home Language: L]

“*Race: l _vJ
1D Number:

Residential Street
Address:

City/Suburb:
Code:

Occupation:

|
|
l
[_ [~ Copy to Postal Address
|
|

Employer:

Details of 2nd Parent Living at same address

Surname: |

First Name: |

Occupation: |

ID Number/Passport: |

Gender:  Male " Female

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

Correspondence Details

Title + Initials: |Mr & Mrs

Sumame: |

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

Next Parent/Clear Form

Postal Address: |

City/Suburb: |
Code: [
Tel Number [Home): l— l—
Tel Number [Work]: [_ [—
FaxNumber: [ [
Cell Number: [—

E-Mail: |

Account Payer
@ Yes O No

Relationship to Leamer: I Ll

Marital Status of Parent: | v

Learner resides with this ¢~ s " No

parent:
Poverty Indicator: |

_v_] Save

Spouse tel (work): I
Spouse tel (cell): |

Done

Spouse email: |

Figure 31: Add New Parents

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

| Dron-down Fields Onptions
* Mother & Father * Grand Parent
e Father e Legal guardian
Relationship to Learner
* Mother » Step Parent
» Foster Parent  Other
 Divorced
Marital Status of the - e .
* Widowed
Parent .
* Single

* Separated

)
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2.2.3 View / Edit Parent Information (3.1.11)
@In this screen the details of the parent can be edited or viewed.

o lItis 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.

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

- 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

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

(= Parents of Active Leamners Parents of Aichived Leamners 1205  Fites Parent Listing. | =
“Sumame | Name | Title | Addiess | Subub | Celiohone »
AARON Jon Mi&Mrs. PO Box222 Pretons EdR Parent Detads |
Archive Parent J
Edit Parent Leamer
Relstonshps

View Learness n Famdy I

Parent per Famdy Printouts I
[
Patent Listng per Parent J

List of parents

Surname Name  Title  Adress Suburb  Cellphone Paterd/s with Leamss |
Devotced Paterits ]
Manage Famdy J
> - v
@ Search List for Parent by Sumame | Go | Done

Figure 32: Parent Listing

“@  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).

« Click on Save to save any changes/ updates.

Click on Done to exit the screen.

] B i
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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

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

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

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

Archive Parent -

Parent’s Details
Sumame: [WEST

Initials: |C.).
Gender. |Male

Archive Info

Archive Date: | 2013/05/04 'l
Reason for Archiving: |BEEE A e ) L]

Save to Archive I Done I

Figure 33: Archive Parent

s o The options available for the drop-down box are tabled below:

| Drop-down Field Options

« Death e Learner: Long term illness

. e Learner: Transfer to another school
 Learner: Expulsion
 Learner: Compulsory education no longer

e Learner: Graduated .
applies

Reason for archiving
* Learner: Absconded e Learner: Transfer to FET College

e Learner: Pregnancy « Learner: Dropped out

e Learner: Emigrated

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

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

- Parent can also be searched by typing a surname.

- Torestore a parent to the parent list click on the parent and then click on Restore Parent.

Click on Done to exit the screen.

W
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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.
Sumame I Name I Archived Date | Archive Reason I D

@ Search List for Surname Go Restore 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 > All sibli
siblings

> Remove learner from list
3.1.11 | Edit learner parent Fig. 37 Per parent:

relationship
(Accounts & > Learners address & class

residential parent)

> All siblings

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

] i
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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
. > 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
Renort
3.1.13 | Learner 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:

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

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
- : iy

Learner's Details Siblings currently enrolled at the School

Leamer: l'James SMITH | Surname | Name | Grade | Class
Class: |74 WEST Cornelius 10 10-10
_ ACTON Caitlyn g g(4)

Address: [222 Struben str J
Parents related to this Learner
Double Click on a Parent to Yiew Parent Details

Surname I Title l Name ] Tel | Account Payer St... I Residential Parent I

@ AARON Mr Jon 0127374100 Yes

Remove Parent I Add Parent ] Set Account Payer I Set Residential Parent I 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)

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

Future learners are indicated in blue.

Click on Done to exit the screen.

-»"’
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| Family Details —_—

[\
- Select Family to View s
;ﬂ Filter By: || v ] Select Parent: ~| GO

Family Details
Parent: M1 & Mrs C.J. Jon AARON I

| Residential Address: [222 Struben street |

| o |

I City/Suburb: IPletoria |

Postal Address: |pg Box 222

I

City/Suburb: IPretotia
Postal Code: (0001 Postal Code: |0001
Telephone (W): |:] Telephone (H: [0127374100

Blue indicates future registration

Registered Learners related to this Parent
Sumame ] Name I Grade I Class I Reg Date | Acc Payer |
FAKUDE Derrick 10 10-10 2014/01/01  Yes
WEST Cornelius 10 10-10 2011701414 Yes
ACTON Caitlyn g g(4) 2013/01410  No
SMITH James 7 7A 2013/02/20 Yes

Figure 36: Family Details from Parent Information

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

» Select a grade and select a learner from the drop-down lists (Fig. 37).
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: |FTITIEMETE= Y |

Leamer: |SMITH, James : 142

Account Number : |2?8?

Click on a Parent to select
Surmame I First Name I Title I Account Payer I Residential Parent I
ALRON Jon Mr Yes
Done

Set Parent as Payer Set Parent as Parent that leamer resides with

B ] 4 7
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Learner's Family Details .
_— .

-— e - - -
Learner's Details - Siblings currently enrolled at the School
Leamer: |ComeliusWEST | Surname | Name | Grade | Class

Address: ]222 Stuben str ]

= |

Parents related to this Learner

Double Click on a Parent to ¥Yiew Parent Details

Sumame I Title I Name l Tel l Account Payer St... I Residential Parent I
e WEST Mr Jon 012 7374100 Yes Yes
Remove Parent I Add Parent I [ Set Account Payer i Set Residential Parent I 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).
» 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).

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

< Click on the printer icon to print hard copies.

Click on Done to exit the screen.

Relationships I

Parent Printouts

View Leamers in Family |

" Alphabetical Parent Listing for the Whole Schoal

| Parent per Family Printouts |
" Parent Listing per Class v I

Parent Listing per Parent I

(¢ Parent with related Learner/s (Family Groups)

Parent/s with Learner I

Divorced Parents I




Semame Iniah Tatle Bl Adtren CirvSedory Cofe [CE IeiNem s
AARON 3] Mr POBe Prwtoria 012- 7374100
ASEOTY A M §7 Sean Reed WOCDLEIGH 5241

Figure 39: Example of Parent / Learner listing per Class

CLEVER KIDSHIGH SCHOOL EMISNO: 700890111 22082013

Parent, Learner List

AAA Postal Addren Tok - Call
sh Oes i)

Alr CJ AARON Postal Addrens : PO Box 222 Pretsria 0001 Tel: 012-7374100 Calt
WEST Coemalrnn Or 1 10-10
ACTON Caityn ot 14
DOTH lames G 7A

Are & soDATY B

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

Click on Done to exit the screen.

Parent Listing per Pari
| :
All active parents on the system are listed - parents living together are listed separately for voting or counting purposes.
| Surname | Name | Gender | ID No | Tel | LCel ~ Number of blank
1 AARON Jon Male 6411055000083 0127374100 columns to print (0 - 3)
2 |Louise WEST Female 6205160000089 —

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

« Menu 3.1.11: Parent and learner listing (Fig. 42), Parent per Family Printouts (Fig. 38)
* Menu 3.1.12: Learner Family Report (Fig. 43)

« Menu 3.1.13: Learner Parent Export (Fig. 44)

= ] @




Y 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.

Surmame First name ID Number Tel | Cell [ Er
1 [AARON JJon £41105500008¢ 0127374100

Print List
Export to Excel

Select Grade to View

Grade 7 v I
Show all

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.

VYiew Learner Family Details:

Grade: |Grade 7 v | Class: | | View Family MI MJ Done
Learner Count: |2 Print

Learner Family Detail

Learner Infarmation Parent Information -
Surmame INames [Acc No. IGlade Surmame IName TelH
BOBO Zane ayl Grade 7 ALRON Jon 02737
WEST Cormelius 11095 Grade 10 WEST Louise 012737
SMITH James w2 Grade 7

Figure 43: Learner Family with Parent Contact Details

L .f"
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“f Click on menu 3.1.13 to view and print full parent and learner lists (Fig. 44).

All Grades is set as default OR

Select All Languages to list all parents OR

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

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

Click on Go.

Click on Done to exit the screen.

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

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

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.

[~ All Grades [V Al Languages Tfhle maximl:;ﬂ !numbgr
of learners that can be
Il | Select Grade: [Grade 7 v | Select Language: | displayed is 2000, Use Expoit to Excel I Reset
the grade option to . -
Select Class: -] reduce the number. G find Done
LEARNER DETAILS
g AR
'g Surname First Name ﬁ E Class Cell#t Email
2 & ©
1 |BOBOD Zane M [Grade 7 |74 0820840861 ZET@gmail.co
2 |SMITH James M |Grade 7 |74

The maximum number

[ All Grades

Select Class: =

v allLanguages

of leamers that can be
Select Grade: [Grade 7 l Select Language: ] displayed is 2000. Use Export to Excel '

the grade option to
reduce the number.

Reset

|

Print Grid

Done

|

FATHER DETAILS

MOTHER DETAILS

Surname

Email

Celiz

Name

Surname

Email

AARON

Louise

WEST

Figure 44: Learner Parent Export

N > [ 4 ’[ ‘
{B'C of... Letﬁwer and grent Informatio
‘-

]

-
|

n Part 1

W@

(@F

(



2.3

i

Learner Records

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

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

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 & Current Year " Previous Year v
Select Term
® Tem1 " Tem2 " Tem 3 T Tem4
Art and Culture
Enter comments on learner's extra mural
pallicipat_ion_ levels or special achievements.

Select all the activities that the learner participates in: e.g. Provincial honours. School Colours etc.

v Athletics [ Bosing ™ Chess Pravincial colours for Athletics

¥V Choir [~ Cricket [~ Dance

IV Debating society ™ Drama ™ Hockey

IV Karate [ Music [ Netball

[V Rugby ™ Soccer [~ Softball

¥V Tennis ™ Visual Art [~ Volley ball

[7 Clay Pigeon Shooting | Water Sports vV Other

Save | Done

Specify Other ]B[idge

Figure 45: Learner Participation in Extra-mural activities

Y On Menu 3.1.1 previous year’s extra- mural activities can be viewed as follows:

Click on a learner and click on Sport, Art and Culture under records
Click on Previous Year and select the year

-~ v 1P
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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.
Y  The extra-mural activities are listed and reported as follows:
< Click on a year and select a grade:
o Ifagrade is selected, then select a class and a learner from the drop-down lists (Fig. 46).
o Ifall grades are selected then select the options for the reports (Fig. 46).
» Click on print and OK for a print preview. (Fig. 47).
< 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 Prii
3.5.2. Learner Age + House Group Lists SelectYear: | 2013 _——]v
Select Grade:
3.5.3. Learners + Extra Mural Activities e lrade s
Select Class: | 74, -
3.5.4. Details of SNE learners
Select Leaner: [EIR IR (i -
3.5.5. Learner Detail Data Printouts
Printing Options
356 1 Aggregated D ata Prii oG w i 7 ; r
3.5.7. Extra Mural Activities Reports
Print Done

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

Select Year: | 2013 V}
Select Grade: | All Grades 'l

Printing Options
||| V¥ Grade Totals [ Class Totals |V Leamers [V Grand Totals

Done ]

—= 4

Figure 46: Option Selection for Extra-mural Reports
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EMIS NO: 700890111

CLEVER KIDSHIGH SCHOOL

MU \Y 2
>
g
o
o &
SE‘«« gtagazo 3 t%ﬁsg‘g
s b4 % - B ~ ] o I1B AR : 3 _: 4 =
§a§2§z§§§§a§£§xs§83!§s
S|la|C|o|o|lo|la|le|s|X|x]|=]|2 dla|=|5|>|2|0| "
Grade 12, Class: 12 (1)
1 —--‘--
MATTHEW, Cyrmria A Bt R ey B0 D B
<) GES I Koy e PSS B
Total for Grade 12, Class: 12 ( stddnvndossnksnsknbulserdesndonvsiabe brun flanviseribes hovsbveedvacinsvnranvhree o ods ot gvs vay
R0 i) R gLl b PRl Et RSl SR doxie) Rl e e IR AR el L B (e HRia Py Ry
Total for Grade 12 assfensdasachocchesnlocndanadeacshonabesafoncdasadiasiboas)asadencdecabacclrcclacdccadhanaa
dn e naienavreashvenhserieredensuerpabovslovelnnriies dissmbronlsssieaunhaeshroe] v ods v v pny
3 4 3
= b 1 544 o3 (e FRAS B o B B0
Report Totals: A L A EASl WAL i3S L] sl R
B R SRS TR B DR S

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.

Y@ Assign learners to a bus route using Menu 3.9:
e Select the grade and the class
» 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
» 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.

Al
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Learner Additional Details = .
Select Grade: |Grade 7 v | Select Class: |74 =S Alphabetical Export to Excel | Print Grid
(" By Gender
Learners
Aﬁﬁﬁggn ﬁﬁ":;er:t Surname Names Gender | Date of Birth Bus Route
k2 2787 SMITH James (Cj) Male 19990508 f12 ]
Print Options
Print Options: | ~| Print J Print Leamer Bustickets J 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)

“M  RCL membership can be added, changed or deleted on Menu 3.1.1 as follows:
e Click on a learner and click on Maintain RCL
< The members are listed as Active or Past Non Active Members
« Click on Add New Member (Fig. 49).

Representative Council for Learners Members (RCL)

* Active members (" Past Non Active Members
* Surname [ Name | * Designation | Contact No I Status I
MATTHEW ... Cynthia ... Leamer Represent... .. Active .. i Add New Member

Edit Member
Delete Member

Verify Composition

Printout

@ Search for RCL Member | Go Done

Figure 49: RCL Members

]
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Maintain RCL Member Details : -

Select as option Learner Representative at Type of Member Added (Fig.50).
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)

O

Add Members to Representative Council for Learners

Member Type 1

Member Details

Select Member

Select the Type of Member to be Added

 —

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

gﬂ Search [
Go

Done

Sumame

| Name |

Figure 50: Maintain RCL membership

« Complete all the contact details of the member (Fig. 51).

< Select the capacity on RCL.

« 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.

Y 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 Representative Council for Learners

Member Type T

Member Details

“*Sumame: ]MATTHEW

“Name: |Cynthia

*nitials: IC “Race:|Other v

“Title: IMiss “Gender " Male ¢ Female

**Home Language: IDther _v_]
Second Language: ] Ll
“Grade: |12 :I

Contact Number: | |

Tele/Fax Number: | |

Cell Phone: |

E-Mail Address: |

*|_evel of Education: IBelow Matric L]

**Capacity on RCL: ]Member Ll

Date Elected: |2013/01/14

**Compulsory Fields

Member Details

Postal Address

Postal Address: |

I
City/Suburb:
Code: I

End of term/Resignation

Active: (™ Yes & No

Date Resigned: |2013/05/04 ~

Save to ARCL | Done

Figure 51: Maintain RCL Member Details
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“f 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)

2.3.3b List and report on RCL Members (Menu 3.5.7)

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

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

RCL Composition

RCL Members per Grade Number of Members

Grade 8
Grade 9
Grade 10

o o o o

Grade 11
Grade 12

—

Total Number of RCL Members 1

Figure 52: RCL Composition

QE Marks Archive

(=2
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).
» 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.
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Records

»
Learner Transcript (3.1.1)

Disciplinary Record

Progress Cycle Results

Incidents I
" Detail ¢ Annual Promotion
Learning Barriers ‘
CASS -
Subjects Names Sport, Art and Culture ‘
- E:SSezsults for & |nEnglish .
¥ O lhAfikaans Marks Archive l
Family
Leamers without
" History [CAPS 2012) Parent/Adult linked on

System

(¢ History (Prior CAPS 2012)

" Specific Year I v

Data Prior CAPS 2012 will show old Subjects
and old Levels

Add Parent to Learner ]

View Main Parent Details |

View Family |

Done I r e |

Figure 53: Learner Transcript

LEARNER TRANSCRIPT 20082013
CLEVER KIDS HIGH SCHOOL.

LEREELEILS

]

—— T

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
& for future reference and tracking purposes.

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

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

« Click on Add to add a new incident

- 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.

i
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“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).
Click on Delete and then on OK to confirm the action.

B

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

ncident Information

Incidents on Record

Surname: lBAUEF{ I Name:{F{onelle lGender: Acc No: (11007
Edit
Date ] Incidents | Comment I Leave Start I Leat
2013/03/04 Pregnancy 2012/04/03 2017 Delete
78l i ) Print
ADD NEW INCIDENT
Save
Date: |2013/03/04 vl
Incident: " Pregnancy " Domestic Violence " Racial Conflict ¢ Other
Additional
Comments:
Done

Matemnity Leave Period:  Start Date: |2012/04/09 ~ | |

EndDate: [2013/09/23 | |

Figure 55: Maintain Incident Information of a Learner

2.3.6 Learning Barriers (Menu 3.1.1)
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.
All the recorded barriers, with action and comments are listed as shown in Figure 56.

Click on Save and Done to exit the screen.

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.

Y To Edit / update Learning barrier click on the Learning Barrier (Fig. 56).
Click on Edit and update the details on the screen.

Click on Save and Done to exit the screen.

Y@ To delete Learning barrier click on the Learning Barrier (Fig. 56).
Click on Delete and then on OK to confirm the action.
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“®  To print a report on the learner barriers of the learner
< Click on Print and then OK to view the printout on a print screen (Fig. 56).

< Click on the printer icon to print a hard copy (Fig. 57).
Click on Done to exit the screen.

Learning Barriers

Learner
Sumame: |5M|TH | Name: lJameg | Gender: Ace No:
Date I Barrier code I Action ‘ Comment

2013/02/11  Underachievement
2013/02/11  Behavioural
2013/03/04 Behavioural
2013/03/18  Numeric Difficulties
2013/05/26 Domestic

Internal School Referral
Referred to Social Worker

Referred to School Psychological Ser...

Attended to by Class Teacher
Referred to School Nurse

y 3

-
Le

arning Barriers

Date ]/05!25 M l

Barrier Type | Domestic

ActionT aken ]Heferred to School Nurse

Led Lo

Additional
Comments

Add

Delete

Print

Done

Save | Done | E

Figure 56: Maintain Learning Barriers of a Learner

e | The options available for the drop-down box are tabled below:

©

Drop-down Field

ptions

Barrier Type

* Numeric difficulties
* Reading difficulties
e Language difficulties
 Speech deficit

* Behavioural

e Underachievement

* Domestic

* Neurological

* Physical / Medical
e Truancy

* School adaptation

Action Taken

» Attended to by class teacher

« Internal school reference

» Referred to School Psychological Services

 Referred to Private Psychologist

 Referred to social worker
 Referred to Hospital

» Referred to school nurse

q

Learner.and Parent

Infdrmatioh Part L

i



CLEVER KIDSHIGH SCHOOL EMIS NO: 70089
INDIVIDUAL RECORD OF LEARNING BARRIERS

Learner: SMITH, James

Enrolment Date: 2013/02/20 Admission No: x2

Gender: Male Current Grade: Gr 7
Age of Learner: 14

Dats Barrier Action Comments
0130211 Behavioural Referred to Social Worker
130211 Underachievement Internal School Referral
20130304 Behavioural Referred to Scheol Peyehelogical
Services
2013/03/18 Numeric Difficulties Attended to by Class Teacher
1013/05/28 Physical Medical Referred to School Nurse

Figure 57: Report on the Learner Barriers of a Learner

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

“fM 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.

“f  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.

Learner Additional Details

Select Grade: |Grade 10 v| Select Class: [10-10 vl ((.: Alphabetical Export to Excel Print Grid I
By Gender

Learners

Aﬁz;sts';o'n ﬁz‘:blg:t Surname Names Gender Date of Birth Mentor .
12350 2470 DUMINY Donovan James Male 19960828 R
11049 1803  JORDAN Dan Male 19970212 BEAR Rupert Rd
11103 1857  MOSBY Johnathan Nicholas Male 19981208 BEAR Rupert Rd
11123 1900 NGCWEBU Andile Male 19970904  BENTLEY Morris Rd
11016 1824  OWEN Jordan Male 19971206 Rd
11095 1866 WEST Comelius Male 19981001 Rd
11071 1835 ZORO Stanley Male 19980419 Rd
11107 1869  MGWEBI Zandile Female 19380202 BOTHA Maryke Rd
12242 2333 THOMAS Nomalanga Female 19370707  BOTHA Maryke hd

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

sl Menu3.1.1&3.7.3
:gEt ;’:}nt EDdE;E * Record merit incidents
=t mer!tc = * Record demerit incidents
k‘SEt demerit actions

2.4.2 2.4.2 2.4.2 | Menu3.1.1&3.7.3

Menu3.7.1 Menu 3.7.3 *Merit - demerit ratio for
. . detention decision
R Manage detention *Send notifications to parents
detention

*Update merit: demerit ratio

L 4

Menu3.7.5-6
Statistical reporting

2.4.3

2.4.1 Maintain Merit / demerit incidents (Menu 3.1.1)

YA On Menu 3.1.1 click on the learner and then click on Disciplinary Record.
< 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 Demeritz] for Parent Slip

Demerit
Add R d
Date | Lewel | Code | Description | Faoint = il
201302421 Lewvell 1038 Mo name badge - per day 1 7
2013/02/22  Level 1 1038 Mo name badae - per day 1 Edit Fecard
2013/02/25 Lewel 2 2004 whearing another perzon's name badge a3
2013/02/27  Lewvel 1 1057 Punctuality: more than 5 and less than 10 m... 2 Delete Recard
2013402428 Lewell 1056 Punctuality: up to 5 minutes late 1
2013/03/08  Lewel 3 2002 Dizhonesty in a verbal statement E
2013/03/068  Lewel 3 ama Cheating in a test or examination [in addition. .. 3 |=
2013/03/06 Lewel 1 1057 FPunctuality: more than 5 and lezs than 10 m... 2 rint
2013/0312  Lewel 1 1038 Mo name badge - per day 1 i
2013/0312  Lewel 2 2007 Ingolence, rudeness or insubordination to m.. 2
2013/0313  Lewveld 1021 Homewaork inadeguate /# incomplete 1 =
4 | 1] 3 —I
M erit
Date | Lewvel | Code | Dezcription | Puaints |
201302474 Lewvel 1 o1 Short [14:15-15:15) 3
201302421 Lewvel 1 o1 Short [14:15-15:15) 3
2013/02/22  Lewel 1 o1 Short [14:15-15:15) 3
2013/02/28  Lewel 1 o1 Short [14:15- 15:15) 3
2013/03/07  Lewel 1 o0z Mediurm [14:14 - 16:15) 5
2013/0374  Level 1 o1 Short [14:15-15:15) 3
MNone

[V
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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
(E! Menu 3.1.1 : Learner Information Fig 60 | Capture incident per learner
Menu 3.7.3 : Manage Learner Merit / Demerit Fig61 | Capture & add incident to more than one
learner

On Learner Information (Menu 3.1.1)

“f  Click on Add record (Fig. 59) and select for Merit to capture a rewarding incident.
< 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).
< 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).
< Click on yes to confirm removal of the record.

Disciplinary Records

Select Record Type

" Demerit % Merit Language: |English

Demerit/Merit

Level |Level1 v | Points: 1

Code and Description: |05 : Grade Head Merit |

Iter Number: i05 Description: ]Grade Head Merit
Awarded'\Reported by: | Ll

Date: |2m13/m1/21 v |[2013/01/21

Discipline Option: ] LI
Natarlimoak oy |

Figure 60: Add/ Edit Merit Records on Menu 3.1.1

“f  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)
“f  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.
« 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.
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Select Dption Learner List Filters Search for Leamner Surname

|Assign met to learners ﬂ Grade: | j Class: |1 0-10 ﬂ | Search
Demerit/Merit code

Code and Description: |l33 »wiorked off (1 hour) j Level: |Level1 Paints: |3 Item Mumber: 02
Awarded/Reported by: |EF|UMM D ﬂ Englizh Dezcription: |W'orked off [1 hour)

Date: |2013.-’03x'2[l j |2013/03/20 Select Mew Code | Afrkaans Description: |

Learners [9)
[ Select All Leamers

Aﬁi‘::gf[n Surnams First Mame / Mick Mame | Tick | Lang | Grade Clasz | Demernts | Ments | Balance | Code De
12350 DUMINY Donovan [ A Grade 10 10-10 9 0 9
11043 JORD&N Dan E Grade10 10-10 2 D 203 ‘Workedof
11107 MGEWEEI Zandile [ E Grade10 10-10 a 0 a
11103 MOSEY Johnathan I E [ Grade10 10-10 2 1] 2 03 Worked of
11123 WGCWEBL Andile [ E Grade10 10-10 1 0 1
1106 OWEM Jardan I E [ Grade10 10-10 2 1] 2 03 Worked of
12242 THOMAS Momalanga — E Grade10 10-10 1] 0 1]
11095 WEST Comelius [ E Grade10 10-10 1 0 1]
11071 Z0OR0O Stanley [ E Grade10 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.
- 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.
- 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).
- Edit the details of the incident (Fig. 62).
Click on Save and then on Done to exit the screen.

Y Click on a record and select delete record (Fig. 59).
« Click on yes to confirm removal of the record.

“f  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).
< Click on the printer icon to print a hard copy.

Click on Done to exit the screen.

L .f"
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Disciplinary Records

Select Record Type

& Demerit O & Demerit (" Merit Language: |English
Demerit -
D it/Merit ]
Level |Level 2 v| Points:| 3

Code and Description: {2001 : Inappropriate / untidy sportswear at mat |
Itern Number: IZUU1 Description: |Inappropriate / untidy sportswear at matches
Awarded\Reported by: | _v_I

e Record |
Date: [2013/05/04  +|] Print
|

- Demerit Action

4 f Discipline Option: IDiscipIinedIntemaIIy _v_J
Merit - Action Level: |Level 2 -
Date Code and Description: |2-02 : Disciplinary talk with learner L]
ltern Number: [2.02 Description: | Disciplinary talk with learner
Comments: |First Warning =
Disciplined by: I ;]

Outside Referral Agency: I

Term of Suspension: Days Espulsion Date: |2013/05/04 ||

- Save I Done I Done

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.

« 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.

< 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.

i) ] ) /.
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Select Option Learner List Filters Search for Learner Surname
|.&ssign demerit to learners j Grade: +| Classz |1 0-10 j | Search
Demernit/Merit code
Code and Description: |1 027 : Insolence, rudeness and insubordination to plefecj Lewvel: |Le\rel 1 Points: |2 Item Mumber: {1027
Awarded/Reported by: |CF|UMM D j Enalish Diesariptian: Insolence, rudeness and insubordination to prefects
Date: | 2ma/0a11 > | [20ma/03m Select Mew Cods | Afrkaans Description: |
Learmners [9)

[ Select &ll Leamners
ﬁﬁiﬁfﬁ;” Surname First Mame £ Mick Mame Tick | Lang Grade Clazz | Demeritz | Merits | Balahce | Code De:
12350 DUMINY Danovan = A [Grade10 10-10 9 a 9
11043 JORDAN Dan E  Grade10 10-10 z 0 2 1027 Insolence,
11107 MGWEBI Zandile =] E  Grade10 10-10 a0 a a
11103 MOSEY Johnathan =] E  Grade10 10-10 2 a 2
11123 MNGCWEBU Andile =] E  Grade10 10-10 1 a 1
11016 OWEM Jordan =] E  Grade10 10-10 2 a 2
12242 THOMAS Momalanga [} E Gradel10 10-10 0 0 0
11095 WwWEST Comelius =] E  Grade10 10-10 a0 a a
11071 ZORO Stanley =] E Grade10 10-10 1 a 1
| »

Double click on a learner to view the individual record Print Demerit/Merit Scores | Save | Done

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)
Y Click on Demerit / Merit Settings and set up the system for detention (Fig. 64).
< 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. Demerit/Merit Settings Demerit/Merit Settings h

Settings

Indicate number of points that must be accumulated for a detention

3.7.3. Manage Learners Demerit/Merit Ao e Ponts

Detention Demerit 3

Detention Notification

3.7.5. Print Learner Demerit/Merit Score Lists Type of Detention | Start Time | End Time | Day Merit Poin
Short 14:00 15:00 Monday « 3
3.7.6. Print Demerit/Merit Report Medium 14:00 16:00 Tue;day X 6
Long 14:00 17:00 Friday 9

Save I Done

Figure 64: Set up for Detention
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2.4.2b Maintain Learners for Detention (Menu 3.7.3)

On Manage Learner Merit / Demerit (Menu 3.7.3):

“f  Select View Detention List (Fig. 65) at Select Option.
« 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.

Figure 65: View Detention list

Select Option Leatner List Filters Search lot Leatner Sutname
[Viewr detention bst | Grade: | | s | | Sexch
Learners (44)
™ Select Al Leamer
Aﬁc::b? Surname Fust Name /Nick Name  Tck | Lang | Grade Class  Demerts| Ments | Balance
12306 it — v E Graded 913 15 12 3
13072 ¥ E Giade8 8(6) 16 9 7
13021 ) E Grade8 85 3 0 3
11220 v E Graded 3811) 177 3 n
11033 v E Grade10 10(3) 10 3 7
12350 x| A Grade10 1010 9 0 ]
msa | E Grade10 10(1) k] 3 3
13063 ¥ E Giade3 8(2) 4 0 4
) | E Grade12 12(4) 4 0 4
9166 v E Grade10 10(1) 15 0 15
1038 v E Grade10 10(1) 9 6 3
12147 : E Graded 8101) 12 3 9
13300 Learner Names 4  E Gwdes 82 (S O
13108 v E Giade8 8f2) 16 1 5
13074 = E Grade8 8(9 3 0 3
13269 v E Giade8 8(2) 42 21 2
1319 d E Giade8 8(2) 9 3 3
12315 i E Grade10 10[4) 3 3 3
1220 = | E Giade10 10(1) 8 3 5
1213 | | E Giade10 10[3 0 3
13265 ¥ E Grade8 8(2) 24 15 9
1221 vi E Grade11 115 10 6 4
12321 v E Graded 903 21 18 3
(11677 d  E Gide10 102) 4 0 4
Detention printouts
Prnt Detention List Prrt Detenbon Notficabon
Double click on a leamer Lo view the individual record Print Dement/Ment Scores | Done

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

(Fig. 65).
Click on Done to exit the screen.
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2.4.2c Detention Notification (Menu 3.7.3)

“M  Click on Print Detention Notification (Fig. 65) and click on a learner or tick select all to print a
notification letter to the parents (Fig. 66).

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

User Message

——

OR

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

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

2. Select the checkbox 'Select All Learners',

Detention printouts

Print Detention List

|I Print Detention Notification I

Figure 66: Detention Notification Selection
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Figure 67: Example of Demerit Notification Letter to Parent
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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).
& » 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
3.7.1. Demerit/Merit Settings

- Print per grade or class

Grade: | Ll

3.7.3. Manage Learners Demerit/Merit Class: | Ll

™ Print all grades and classes

[ Print leaers on detention list merit/demerit

3.7.5. Print Learner Demerit/Merit Score Lists

& Current Year ¢ Full history (" Date Selection

3.7.6. Print Demerit/Merit Report From: [2013/05/27 = To: [2013/05/27 =

Iv Print single leamer per page

Print |

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

CLEVER KIDS HIGH SCHOOL EMIS NO; 700890111 nu

Descepton DAten | Reponed By

Homearrs macequate | acompiete ' VAN DER WESTMUZENT
Boos | squpment et  Some 1 VAN DER WESTMUZENT
Homeatrs radesuste | reomgiete ! RUNCARNL

romewn radegase | aCovote 1 MULAS W

Igrored reectore 2 DURESSS)

Swearng | checentes and raomonate angeage oo i VAN DER WESTHULZENT

N oA 1 VANDER WESTHUZENT

Descrpton Vs | Asarded By
Dot (W15, 1515 3 HENDRIOSF
Son (W15 1515 3 |TRUTER
Sot (W 15158 ) KRSTEND

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).
é« « Insert screens will appear to narrow down the period, specify the type of merits/demerits and others.
« 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.
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DRAIDANID : DIV - _‘,'________—-_-r.—-'-—-.———__—-—--..——_—-.—_._
3.3 Print Demerit/Merit Regort - e

Period (Current Year Only)
3.7.1. Demerit/Merit Se

v Al (" School Term (" Date Range
3.7.3. Manage Learners Dei Learner
o Al " By Grade " By Class " By Leamer

3.7.5. Print Learner Demelithjl Demerits/Merits

& All Demerits/Merits " AllMerits ¢ All Demerits " Specific Merits " Specific Demerits

3.7.6. Print Demerit/Meril

Report Language
& English " Afikaans

Report Sections
[~ Group: Codes [~ Group: Grades [ Group: Classes | Detail Lines

Print Done

Figure 70: Options for Demerit/ Merit Reports

CLEVER KIDSHIGH SCHOOL EMISNO: 70089 2013
Report Parameters: All Demenits Ments, Terml - 201301716 - 20130328, All Grades Classes Learners
| Demec
Level 1 . Nimor vrolations of pensral classroom discrpline « Tot 1149
Level 2 - Minor wolaticas of school code of conduct or rules - Tot 19
Level 5 - Senous violations of school code of conduct or rules : 1ot 23
Demenit « Tot 1191
Ment
| Levell - Ment Level 1 +Tot 295 |
[ Ment sTot 298

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 weekily.

&‘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. Print Blank Daily Attendance Register 3.3.11. Daily Attendance Details per Leamer

3.3.2. Learners absent for more than 10 consecutive school

days without reason.

3.3.12. Antendance Detail Report

3.3.3. Maintain Weekly Learner Attendance

3.3.13. Total Dayps Absent per Learner

3.3.4. Print Daily Absentees

3.3.14. Weekly/Monthly Attendance Summaries per Class

3.3.5. View Individual Leamner Abzences

3.3.15. Weekly Attendance Statistics

3.3.7. Maintain Learner Abzenteeism [Periods]

3.3.16. Quarterly Attendance Statistics

Figure 72: Learner Attendance Data Menu
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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 Functionalitv
2.5.1a Blank attendance register Fig 73 » Blank form for manual capturing of
(Menu 3.3.1) attendance per month or per week
Fig 74 & | » Learner attendance entered on the system
251 75 per day for a week
2.5.1b Maintain weekly learner
Maintain attendance (Menu 3.3.3) > Absenteeism documents recorded
learner
attendance » Reports & Stats per week
2.5.1c Maintain Absenteeism per ;|7g 76 & | > Attendance per period per day
Period (Menu 3.3.7) » Comment & documents recorded
2.5.23 Learner absence Fig 78 » Warning screen showing all learners that
e bsent for more than 10 days without
2.5.2 notification (Menu 3.3.2) :rfezson y
Learner 2.5.2b Absentees Reports per Fig 79 & | » List & print DAILY learner absences
attendance | Learner (Menu 3.3.4) 80
reports 2.5.2¢ Attendance Details (Menu Fig 81 > List & print learner absences for a period,
334&33.11) -84 week. quarter and vear
2.5.3a Total of days absent per Fig 85 & | » List & print learner summary of days
learner (Menu 3.3.13) 86 absent per period
2.5.3b Weekly / Monthly Learner Fig 87 & | » Summary list per class & gender: no of
2.5.3 Attendance Summary per Class 88 learners that are absent, present, possible
(Menu 3.3.14) attendance & % bresent.
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 Fig 90 & | > 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 Ablank 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

2.5.1c Capture manually recorded attendance per period on the system

= List available with learners absent for periods on that day

‘ v . g f ;f A ,'/ Pl & ’ |
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~ 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.

“f  For a Monthly Register printout select the Month, Grade and Class from the drop-down lists (Fig. 73)
< Tick if Nicknames should be included
- 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)

< Tick if Nicknames should be included for easy identification.
< 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) 2

Select the month for the Register
Select Month: | vl 2013

i~ Learner Register

Select Grade: v] [T Include Marked Attendance (¢ Alphabetical
Select Class: v] [ Include - NickNames " Per Gender

Leave grade blank for whole school Print Attendance Reagisters | | |1
Weekly Learner Register By Date i

Select Class: v ] [ AllClasses ¢ Alphabetical

Select Week: = ] [~ Include - NickNames (" Per Gender i

Print Attendance Reaisters

Educator Register

Print Attendance Register for Educators I

Staff Reqister

Print Attendance Reaister 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.
Y@ In case of full (100%) attendance, select the term, week and class and click on Save.
Click on Done to exit the screen.
Y@ Maintain the attendance of the learners per week as follows (Fig. 74 ):
@ « 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

-~ v 1P
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Select Termn [Tem1 : 2013/01/16-2013/03/28 ~|[ 1 | 2 | 3 1 4 |5 [ & [ 7 [ 8 [ 3 [ 10 | 11

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

red with an “a”.
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.

Click on a week to mark attendance | 1/18 [ 1/25| 241 || 2/8 | 215 | 2/22 | 311 | 3/8 [ 3415 | 3/22 | 3/29

| Click on each CLASS in the school and SAVE the weekly statistics even if <
there are no absentees in a class for the week. (+ By ggnder " Alphabetical ftendance for Wesk ENDING. 20134241
Select Class Click on the arid in line with learner name to mark absences Add Reason/Comment for absences | 9-9
Grades and Classes -
: - Acc No |Learners | MZF [Mon: 2871 | Tue: 2971 |Wed: 30/1| Thur: 31/1|Fri: 172
wi Grade 8 12182 AUGUST, Clive M
S 8(1] 12207 BEYERS. John M
8(2) 12124 CHEN, Quan M
8(3] A 12331 MJALL Matthew M
8(4] | 12174 MOODLEY, Jade M
''''' 8(5) 12245 MOSTERT. Carl Mo e
86 12253 NYAMELS, Asithi M
8(7) (I 12165 VAN DER WESTHUIZEN, Comel M
e B8] 11007 BAUER, Ronelle F =l
wd Grade 9 12330 BOOI, Natalie F
ElL) 12210 BOTHA, Jana F
302 12276 MaHARA), Chinta F
303 13293 MAKOLA, Sandile F
9(4] 12104 MARCHANTA, Pina F
a(8) 12052 MEYER, Ashleigh F | e |l |
E1) 12233 NYOKA, David F
3(7) 12119 PRICE-WATERHOUSE, Thamara F
98] 12284 RAMAPDZA, Anelisa F
33 12216 SMITH., Kaitlin F
wi Grade 10 -
" Expand " Collapse

Black = Not Yet Marked for the
Week

-Weekly Class SlatislicsM

F M F M F I -
Save Print Learner
Total No of Attendances ]33 |51 Possible Mo of Attendances |40 |55 % Attendance |95% ISZ.?3‘Z Absentees
Total No of Absentees [2 |4 Number of School Days in Week |5 Average on Roll |8 '11 Done | (Daily)

Figure 74: Learner Attendance

B3 Reasons for Learner Absence from‘S'.chool'- -— :.. - — &

ICIass 199 Week : 2013/02/01 Save Beasons Done I

Learner Date Reason/Comment =
Absent ]

BAUER Ronelle 2013/01/31 Medical certificate

MEYER Ashleigh 2013/01/30 Absent without valid reason

MEYER Ashleigh 2013/01/31 Absent without valid reason

MOSTERT Carl 2013/01/28 Medical certificate

NYOKA David 2013/02/01 Medical certificate

WaN DER WESTHUIZEN Cormel 2013/02/01

Figure 75: Reason for Learner Absence
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2.5.1c Maintain Attendance per Period (Menu 3.3.7)
v Learner attendance can be captured per period as follows (Fig. 76):

« 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.

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

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 - 2013/03/28 |  SelectDay:

Maandag Dinsdag Woensdag | Donderdag Viydag

Select Week: IWeek 01:2013/01118 L] 2013/01/14 | 2013/01A15 | 2013/01/16 | 2013/01/17 | 2013/01/18
Selected Week: | 2013701218 Day:| 2013701716 Class: |9-9 Leamer: |SMITH, Kaitlin (F)
Select Class: Learner: ¢ Bygender ¢ &lphabetical Learner Absences: R ReesondComment for ebserices
8(4) ~  AUGUST, Clive (M) Periods
8(5) BEYERS, John [M] Subject 1(2(3|4|5(6|7]|8
8(6) CHEN, Quan (M) Afrikaans First Additional Language (| 20 | 20 [ 0 | L0 | o | |
8(7) MJALL, Matthew (M) Arts and Culture [Gr 9) U | U | O | ] U | O | ]
e 8(8) MOODLEY, Jade [M] Economic Management Sciences (G -0 | 0 [ o0 [ 0 | | o0 [0 ]
d Grade 9 MOSTERT, Carl [M) English Home Language [Gr 3] U | U | O | ] U | O | U ]
i 91) = NYAMELS, Asithi (M) Life Orientation (Gr 9) (e | [ | (] oo | (e | (| [ |
9(2) VaN DER WESTHUIZEN, Comnelius (M) Mathematics (Gr 9) (o | (e ] (o | o | (| (o | | (O
9(3) BAUER, Ronelle [F) Natural Sciences [Gr 9) (N | | O | U | U | N | NN | (NN
9(4) BOOI, Natalie [F) Saocial Sciences [Gr 9) (i | (o | (o | (o | (E | | (o | (o
9(5) BOTHA, Jana (F) Technology (Gr 9) (N | | O | U ) 0 | N | NN | OSSN
9(6) BOTHA, Jana (F) Y. Life Orientation (Gr 9] (N | | (| U ) S | N | NN | OSSN
9(7) MAHARAJ, Chinta [F)
9(8) MAKOLA, S andile (F)
o 99 MARCHANTA, Pina (F)
w& Grade 10 MEYER, Ashleigh (F]
10(1) NYOKA, David [F)
10(2) PRICE-WATERHOUSE, Thamara [F)
10(3) _ RAMAPOZA, Anelisa (F)
L0, L4 SMITH, Kaitlin (F)
@ Ewpand " Collapse
Print Learner Absentees [Periods) | Save Done

Figure 76: Maintain Learner Absence (Period)
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| Day: 201370116, Class: 9-9. SMITH. Kaitlin [F)

Pe_rin Subject / Reason

1 Afrikaans First Additional Language [Gr 9]
Latecoming

5 |Social Sciences [Gr 9]

Sent to HOD office

7 |Mathematics [Gr 9]

Banking

Figure 77: Reason for Learner Period Absence

2.5.2 Reporting on Attendance per Learner
" 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 davs absent per week per |earner
- - o s < £
25, |T2z|s2 o |E3 |38|ES
2ER |£8°|%8 58 |g& |3¢|§¢
wn O 0 - > T w |l a
2.52a | 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.

“ To remove the learner from the natification screen add a reason to one of the days absent (Fig. 75).

Click on Done to exit the screen.

!amerAtlendance g - - -y !
Learners that have been absent for more than 10 consecutive school days without reason. Dane
Aoz No | Leamers M/F | 2013/02/04| 201 3/02/06| 201 3/02/06| 2013/02/07] 2013/02/08] 2013/02/11| 201340241 2 2013402413
b aan Ding winen Dond Wiy b aan Ding winen
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:

Select the term from the drop-down list (Fig. 79).

&

Click on the week and day for reporting.

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

( : Z 4 Yahe Alalal
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< 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) ‘_ R o &

Select Temm: |Tem1 : 2013/01/16 - 2013/03/28 ~ |
Selected Week: [201372715
Click on a week to select a day to print

1 2 3 4 5 [ 7 8 9 10 | 11
118 (1725 21 | 2/8 | 24115 | 2722 | 341 | 3/8 | 3415 | 3/22 | 3/29

Click on a day to print attendance

Mon: 02/11 || Tue: 02412 || \Wed: 02413 | Thur: 02/14 | Fri: 02415 Selected Day: 2013702712

Print J Done I

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

CLEVER KIDS HIGH SCROOL EMIS NO Te0e111
...Wm ..........................................................................................................................................
Date: 201301722 (Dinsdag)

Grade § Class: 9 (2)
issmer neme Forrule
sEzmotseme !.““:.
Total 2
Grade § Class: 9(3)
s Totat 1
Grade § Class: 9 (4)
lezmermame Ferrule
Ferrule
P Perrule
Total 3

Figure 80: Example List of Absent Learners

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

&- Select the Grade and Class from the drop-down lists.
~. 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.

e
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Select Grade |Grade 9 hs

Click on a learner to view days absent.

Select Class | 93

Days absent for: 2013

(& Show Al for current year

Figure 81.:

" Filter by Date
| Sumame | Name l Date Absent ] Reason I
AUGUST Clive 2013/01/22 From:{>n13/05/13 ~
2013/01/31 Medical certiicate
| | BEYERS John 2013/02/04
j BOOI Natalie 2013/02/05
BOTHA Jana 2013/02/25
CHEN Quan 2013/03/05
MAHARA) Chinta
MAKOLA Sandile
MARCHANTA Pina
MEYER Ashleigh
MJALI Matthew
MOODLEY Jade
MOSTERT Carl
NYAMELS, Asithi Print Absentee Dates
NYOK& David
PRICE-WATERHOUSE ~ Thamara Print Selected Leamer
RAMAPOZA Anelisa
SMITH Kaitlin
VAN DER WESTHUIZ... Comelius Print All Learners
Surname
|BAUER
Name
|Ronelle
Days Absent | 6
Done
. @ Search for Leamner |

Gol

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.

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

Click on the print icon to print a hardcopy.

Click on Done to exit the screen.

’rint Absentee Data per Learner

¢ Print Weekly (Current year only)

“Week Ending  |izigielinz i >,

" Between two Dates  [Full history for all current learners)

'3.3.11. Daily Attendance Details per Learner

3.3.12. Attendance Detail Report

3.3.13. Total Days Absent per Learner

From

" Print &ll [Current year only)

Print |

[2o13/01722 <] To [omizmzit <

. Weekly/Monthly Attendance Summaries per Class

3.3.15. Weekly Attendance Statistics

3.3.16. Quarterly Attendance Statistics

Figure 82: Select for Learner Absentees Records

Y 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.

< 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 scree

n.

Learners absent for more than 10 consecutive school l l

Print Absentee Data

Period

[Current year only)

3.3.12. Attendance Detail Report

(" School Term
[Current year only)

—_—

" Weekly

[Current year only)

(" Between two Dates

[Full history for all current learners)

Learner 1l
o Al (" By Grade (" ByClass (" By Learner
Print | Done
Figure 83: Select for Learner Absenteeism List
LEARNER ABSENTEES
Class: 9.9
Sersame & First Name lmﬁ I Gender | Mosday Teedsy | Wedsnday | Thenday Friday Total
SAUER Rooalle 11007 Fe=sly
012 1
130831 1
13034 3 P
Totl ; T ; :
EEYERS joba 12N Aale
oL 91 3
Toul =3 7 :
BOTHA hea 122 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)
“M On Menu Total Days Absent per learner select the period of reporting (Fig. 85).

[N o

= Click on the arrow to view the different classes.

< Click on the print icon to print a hardcopy.

Click on to exit the screen.

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

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




Total number of days absent per learner

{* Print monthly (current year only)

Month IFebruaw

" Between two Dates

5]

i

.3.11. Daily Attendance Details per Learne

3.3.12. Attendance Detail Report

3.3.13. Total Days Absent per Learner

Weekly/Monthly Attendance Summaries pe

From [om3/05413 -] To [2013/0513 |

Done

3.3.15. Weekly Attendance Statistics

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

Surname & First Name Admission No | Gender No of Days Absent

DUMINY, Donovan 121337 Male 3

JORDAN, Dan 121166 Male

MGWEBI, Zandile 111012 Female 2

MOSBY’, Johnathan 121211 Male

NGCWEBU, Andde 111232 Male

OWEN, Jordan 110163 Male

THOMAS, Nomalanga 122424 Female

WEST, Comelus 110955 Male 1

ZORO, Stanley 110716 Male !

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.

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

(Fig. 87).

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

« Click on the print icon to print a hardcopy.

Click on Done to exit the screen.

Ill < Learner attendances are summarised per class for the period as shown on a print preview (Fig. 88).

] &
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WEEKLY Attendance Statistics per Class " NDANCE DATA e

¢ Print monthly 3.3.11. Daily Attend Details per L

% 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 |BITiEITIAE] X

" Weekly Between Two Dates
From [2013/05/14 | To [2013/0814 -]

i I _'] 3.3.12. Attendance Detail Report ‘

3.3.14. Weekly/Monthly Attendance Summaries per Class

3.3.15. Weekly Attendance Statistics |

3.3.16. Quarterly Attendance Statisti ‘

Print ‘ Done |

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

8

Stats for the week: 20130201

Gender Enrolment No Absent NoAttendance | Possidle Attendance | Average Attendance %
Female 1 - 76 80 95
Maje 13 0 65 65 100
Totl 29 4 141 145 97

8Q)

Stats for the week: 20130201

Gender Earolment No Absent NoAttendance | Possible Attendance | Average Attendance %
Female 1 3 7 75 o6
Aala 12 1 9 60 S
Total 27 i 131 135 97

8

Coate far stha wask- W1 IO M

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).
« 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.
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SelectTelm|Term1 :2D13JD1!1E-2D13£03J28ﬂ 1 2

Click on a week to view attendance | 1418 [ 1/25

241

248

215 | 2722 | 31

348|315 3522 3/29

MALE FEMALE TOTAL [Male + Female)

LEARNERS Possible Acthusl Possible Actual Pozsible Actual
Grade R

Grade 1

Grade 2
Grade 3
Grade 4
Grade &
Grade B
Grade 7
Grade 8 450 448 540 535 530 983
Grade 3 510 491 739 13 1243 1204
Grade 10 580 553 625 EOE 1205 1159
Grade 11 305 292 485 475 730 7B7
Grade 12 420 405 £10 534 1030 339
SHE
TOTAL 2265 2189 2999 2923 5264 5112

MALE FEMALE TOTAL [Male + Female)

CLASSES Possible Actual Poszsible Achual Possible Achual
901 B5 52 70 70 135 132
912 50 L] 95 93 145 142
913 B0 54 75 74 135 128
914 40 a0 105 a0 145 130
915) 55 54 g3 E5 124 122
91E) 70 E7 30 a3 160 156
317 30 a7 70 E7 160 154
918 40 33 110 108 150 147
39 40 33 55 54 35 33
TOTAL 510 451 739 713 1249 1204

2.5.3d Quarterly Attendance

Week Selected 2031425

Print Grade Grid
Pritt Class Grid
Pritat 20

Click on a grade to see class attendance
statistics

Done

Figure 89: Weekly Attendance Statistics

This summary report includes the attendance and absenteeism for the Quarter selected, per gender and all

learners per grade.

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

91).

Click on Done to exit the screen.

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

rl—u « Asummary grid is populated with all learner attendance data showing for the grades selected (Fig.

Vi & Xoka B @
g
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Print Quarterly Attendance WIININ

Select a Year: |201 3 v I

& Quarterly Stats " Percentage Summary

Quarter: I 1st Quarter L]

(¥ Grade (" Al Grades

1 Grade: |Grade 7 v l l

| Print Return | Done

Figure 90: Print Quarterly Attendance

EDUSOL 406 TPST HIGH SCHOOL EARS NO: 100065
QUASTERLY ATTENDANCE STATISTICS: Lt Quaner

Grade Prest At Teninat Jeemamed Feaht
M F M ¥ M 4 Yy Pt ekt

orade ! - .
erade ¥ - 4
3 . ¢ i
Gn®el! 1 & r 1 1 1 #am
arade is ¢ i

Taeal ) ) ) ] $

Figure 91: Print Quarterly Attendance Reports
2.6 Learner Houses and Extra-murals (Menu 3.4)

Sport House and Extra-murals groups are used to allocate learners to ‘houses’ that compete internally in
sport, cultural or academic activities.
a

‘ Please note: Educator data is needed in order to fully populate the required data fields.

Sl
CLEVER KIDS PRIMARY SCHOOL w basic education

2014 ({@}} Doerimont

sic Education
V REPUBLIC OF SOUTH AFRICA

| T ——

SA-SAMS : School Administration and Management System
3.4. LEARNER HOUSES AND EXTRA-MURALS MENU

3.4.1. Assign Learners to Houses |

3.4.3. Assign Learners to Teams |

Figure 92: Learner Houses and Extra-murals menu.
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2.6.1 ssign Learners to Houses (Menu 3.4.1)

“M Select the assign learners to house, a popup window will appear allowing you to assign a learner to a house
(Fig. 93). This puts the learner in a house which makes it easy to manage the extra-murals within a school.

“® Assign learners to houses:

- Select the house, grade, then learners will appear under available learners in the grade.

« Select the learner, a screen will popup asking to confirm click Yes.
» Click on Done to exit screen.

SelectHouse: [Boys (vellow) ~] ™ Max View ‘

~Boys (Yellow)
Selected Learners: 0

[
User Question?
<< No Learners Q

ﬁ Add: MAU, John (M) (C) ?

Select Grade/Class +| - | Awvailable Learners in Grade 1: 4 (Click to Select)

E-Grade 1 Show Genders: False (Click to Change)
1A - Show Learners in Other Houses [O]range: False (Click to Change)

- Grade 2 Add All Learners

- Grade 3 KGOTA, Koki (F) (C)

& Grade 4 LESHISHL Theo (F) (C)

=-Grade 5 - MAU. John (M) (C)

=-Grade 6 NGOBEZI, Koketso (F) (C)

= Grade 7

& Grade 8

=-Grade 9

- Grade 11

oo ||

Figure 93: Assign Learners to Houses.

“m Delete learners from a house: (Figure 94)
» Select the house, then learners within the house will appear under selected learners.
» Select the learner, a screen will popup asking to confirm click Yes.
» Click on Done to exit screen.

Hﬁ Learners (3.4.1) ‘ - s
N g Y 2 -— e e

Select House: IEuys (ellow) LI [ MaxView

—Boys (Yellow)
Selected Learners: 1 (Click to Remove)

++ Show Genders: False (Click to Change)
i~ Show Grades And Classes: False (Click to Change)
LESHISHI, Thea (F) (C)

Select Grade/Class: ;I;‘

KGOTA. Koki (F) (C)
MAU. John (M) (C)
NGOBEZI, Koketso (F) (C)

Grade 11

Save Done |

Figure 94: Deleting Learners from a House.
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2.6.2 Asign Learners to Teams (Menu 3.4.2
Y Assign learners to teams:

- Select the extra-mural type, extra-mural, team, year, term, grade then learners will appear under
available learners in the grade.

« Select the learner, a screen will popup asking to confirm click Yes.
» Click on Done to exit screen.

mE?rTers (34.3) L —

Selact Extrarmural Type: | Sport Activities ~] [ Max View
Extra-mural: ISm:cer LI
Select Team: |Soceer (15t Team) ~| AgeFrom[ 13 o |19
Select Year/Term: _+|;| Selected Learners for Term 1 (2014/01/15): 0
2015 << No Leg 2o 2
=-2014

*-Term 1 (2014/01/15)
L. Term 2 (2014/04/07)
- Term 3 (2014707/21)
L. Term 4 (2014/10/13)

Select Grade/Class:  + | - | Available Le
Grade 1 Show Gel

Grade 2 Show Learners Outside the Team's Age Restriction: False
Grade 3 MAU, John (M) (C). BDate: 2000/06/18, Age: 1307

Grade 4
Grade 5
Grade 6
Grade 7
Grade 8
Grade 3
Grade 11

Save | Dane |

Figure 95: Assign Learners to Teams.

“m Delete learners from a team: (Figure 96)

» Select the extra-mural type, extra-mural, team, year, term, grade then learners will appear under
available learners in the grade.

» Select the learner, a screen will popup asking to confirm click Yes.

» Click on Done to exit screen.

Tﬂeergers(afl.a} P—— ‘:j — e

Select Extra-mural Type: | Sport Activities ~] [ Mexview
Extra-mural ISuccer LI
Select Team: |Soccer (15t Team) ~| AgeFrom[ 13 o [ 19

Select Year/Term: ;I;I Selected Learners for Term 1 (2014/01/15) : 1 (Click to Remove)
=201 | |~ Show Genders: False (Click to Change)
E-2014 i~ Show Grades And Classes: False (Click to Change)

-~ Term 1 (2014/01115) MAU, John (M) (C). BDate: 2000/06/18. Age: 13'07

- Term 2 (2014/04/07) B

- Term 3 (2014/07/21) User Question?

L Term 4 (2014/1013)

ﬁ Remove: MAU, John (M) (C), BDate: 2000/06/18, Age: 13'07 7

Select Grade/Class: j;l A

Grade 1
Grade 2 Yes | No |
#-Grade 3

Grade 4
#-Grade 5
i-Grade 6
Grade 7
=-Grade 8
Grade 9
Grade 11

Save Done

Figure 96: Deleting Learners from a Team.




as shown in Figure 97.

2.7 Statistical data & reports (Menu 3.5)

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

3.5. STATISTICAL DATA AND REPORTS

351.

Enrolment Printouts

3.5.2. Learner Age + House Group Lists

3.5.3. Learners + Extra Mural Activities

3.5.4. Details of SHE learners

3.5.5. Learner Detail Data Printouts

3.5.6. Learner Aggregated D ata Printouts

3.5.7. Extra Mural Activities Reports

Figure 97: Statistical Data and Reports

2.7.1 Enrolment Printouts (3.5.1)

This menu prints lists of current learners, boarders and future learners.
“# Click on Enrollment printouts.

l j < Select the options of the report with learners to be printed (Fig. 98).

99).

= Click on Preview Enrollment Report and then OK to view the report on the preview screen (Fig.

< Click on the Printer icon to print a hardcopy of the report.

Click on Done to exit the screen.

Learner Reports

Enrolment Reports [official names only)
" Alphabetical Listing
" Alphabetical by Grade

" Accession Number
Optional Filter

" School Boarders IAII
" Registration Dates

" Future leamers

Preview Enrolment Report |

~ Grade Reports (includes nick names)

Stat | 2013/05/116 ¥ f
End 2013/05/16  ~

- I Preview Grade Report

Done

Figure 98: Learner Reports
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[No  |Acc Num  |Surname |First Names |Date of Birth |Gender |Chss  |Grade |Hostel |
i o FAXUDE Darice 19970404 Male 10-10 Onace 10
No |Surname |First Name |Accession No  [Chass [Gender |Date of Birth
SMITH James (C) 2 A Male 19950508

Figure 99: Examples of Lists with Learners

2.7.2 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:

- School age group OR
i l i - House age group

Y Click on Learner Age & House Group List.

- Select the options of the report with learners to be printed (Fig. 100).
e Click on Print and then OK to view the report on the preview screen (Fig. 99).
e Click on the Printer icon to print a hardcopy of the report.

Click on Done to exit the screen.

ETRAAE PRTE aes ¢

’rint Age Group Lists
|

" School Age Groups & House Age groups
" Print all
(¢ Print Specific Age Group Age Group IUnder 10 l.l

" Print Specific House Select House l 'l

Print I Done I

Figure 100: Age Group Printout Menu

2.7.3 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
in Menu 3.5.7. (Fig. 101)

[N
|I| * This report is discussed under Learner records in this manual.

’
ABC
P



700850113 Learners by Extra Mural Activity

2013
Activity: | Athletics
Grade Chss Term 1 Term2 | Term) |Term 4
MATTHEW, Cyntha Geade 12 LrEL N X
) o o o Athletks 1
Activity: | Dance
Grade Chass Terml | Term2 | Term3 |Term 4
MATTHEW, Cyntha Geade 12 120 X
Dance 1
Activiey: [ Karate
Grade Clas Term 1 Term2 | Term Y [Term 4
MATTHEW, Cyntva Grade 12 12(1) X
Karate 1
Activity: | Netball
Grade Chss Terml | Term2 | Termd |Term &
MATTHEW. Cyniva Geade 12 20 3
T T I T Netha® 1

Figure 101: Example of a Printout of Extra-mural Activities per Learner

2.7.4 Details of SNE Learner (Menu 3.5.4)

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

Y@ Click on the grade and class to filter for the learners.
< Select the options of the report with learners to be printed (Fig. 102).
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.

Filters
Grade Filter: v Class Filter: |ANA - Export to Excel Print Grid Done

ﬁt;cesston Sumame First Name Gender Age Class 5 .; : % )
11007 BAUER Ronelle F 15 ANA
12052 MEYER Ashleigh F 14 ANA
12245 MOSTERT Cail Mo 15 ANA 3
12253 NYAMELA Asithi M 14 ANA X
12216 SMITH Kaitlin F 15 ANA

.
Red indicates Primary Barrier to Learning Leamer age is calculated as at 31 December of the current year

Figure 102: SNE learner details Menu

® ] N 7
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3.7.5 Learner Details Data Printouts (Menu

3.5.4)

Lists of Learners can be customised according to the data needed as shown in Figure 103.

“f Click on the grade and class to filter for a group of learners.

- Select the categories to be added From Select Data To View.

& < 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.

Figure 103: EMIS Details Data Printout

Filters
Grade Filter: | ~] Select Data ToView:  [PSNP Table 2.4 [®
Class Filter: IANA L] Show all learners in this category I Export to Excel ] Print Grid | Done

Accomon Surnans Fiist:Narne: Gender| Date of Bith Age PSNP

112182 AUGUST Clive Mo 199083 14 [

2 111007 BAUER Ronelle F 1998/02/05 15

3 |12207 | BEYERS John M 1997/04/08 16

A 11222N ROMNI Matalia F 19981 2/2R 1R

Dron-down Fields

Select Data

to View

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

Learner Pregnancy

v V. VWV VvV VvV VvV V V V V V V V

Learners with divorced parents

LSEN in Mainstream according to learning barriers Table 2.10

Learner pregnancy in previous year Table 2.11

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




3.7.6 Learner Aggregate Data Printout

This section summarises and reports according to the data needed as shown in Figure 104
and summarized in the table.

“# Click on any of the reports shown in Figure 104.
., * Click on Print and then OK to view the report on the preview screen (Fig. 105)

%

“Click on Done to exit the screen.

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

Test

3561 Leamers according to arade, Population Group and

3.5.6.11. Transfers into the School
Gender :

3.5.6.2. SNE according to Disability. Population Group and 35612, Annual Survey Mortality Statisticz [Previous Year]

Gender
35.6.3 Learners according to Age. Grade and Gender 3.5.6.13. Current Mortality Statistics
3.5.6.4. Leamers according to Home Language and Grade 3.5.6.14. FET Subjectz Grade 10 to 12 per population group
3.5.6.5. 5HE according to Home Language and Dizability 3.5.6.15. S5HE Learners in Mainstream Claszes

356.6. Learners according to Language of Teaching and

L N 3.5.6.16. Number of Learners Hegistered for a Social Grant
earning

3.5.6.7. SNE according to Language of Teaching and

L 5 3.5.6.17. Mumber of Learners with Deceased Parents
earning

3.5 6.8 Learners according to Preferred Language and Grade 3.56.18. Mode of Transport

3.5.6.9. Preferred Language for SNE learners

35610, Grade 1 Ernmolments << Statigtical Data and Reports

Figure 104: Aggregate Reports

Available categories on report
S ©
Report Available Menu Nr = - = 2
£ =3 3 = =)
£ %| 82| g 5 i
O < (sl S)) O] | a)
Learner related 3.5.6.1 X X X
3.5.6.3 X X X
3564 X Home
language
3.5.6.6 X LoLT
SNE related 3.5.6.2 X X X X
3.5.65 X HL X
3.5.6.7 X LoLT
SNE Learners in Mainstream 356.15 [ X X X
Grade 1 enrolments 3.5.6.10 X
FET subjects Grade 10-12 35614 [X X
Transfers into the school 35611 [X
Nr of learners registered for social grants | 3.5.6.16 | X X
No of learners with deceased parents 35.6.17 [X X
ASS Mortality (previous year) 3.5.6.12 [X X
Current mortality 3.5.6.13 [ X X
Mode of transport 3.5.6.18 [x

L, - o & e (
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Grade Male Female
Only Mother Only Father Both Parents Only Mother Only Father Both Parents
Grade 7
Grade 8
Grade 9 2 3 1 4 i
Grade 10 3 2 1 $
Grade 11 1 1
Grade 12 2 1 2 it
Total L] 17 1 4 2? 2
Figure 105: Example of a Deceased Parent Report
Transport Statlstlcs‘ ‘. ‘ &

Statistics on Learner Modes of Transport

s E x ® £
E|E |5 |g|2)|2 2 1§t 3 .
aade S3SE F | F S F R|E i E E Z
< |8 2 @ 2 2 E S| T = -
[ 2 % a 2 i &
Grade 7
Grade 8
Grade 9
Grade 10
Grade 11 1 1
Grade 12 1 4 1 6
Remedial

Figure 106: 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 e View learner profile
&4.1) ® Learner information: add, edit and print
2.1 Learner e Archive learner
biographical 2.1.2 Learner archive * Restore a learner
information & e Print a transfer card
LSEN L e Learner applications
2.1.3 Learner application (3.1.2) e N A
2.1.2 SNE Learners e SIAS for SNE Learners
¢ Parent information: add, edit and print
2 2 Parent 2.2.2 e Parent archi\_/es . .
- . . e Learner family relationship summary
Parent information e Learner/parent listed & exported
® Parent only lists for SGB

. 5 119
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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)

¢ 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 Learners:

2.3.4 Archived marks (Menu 3.1.1)

¢ 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)

¢ 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) e 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) *Maintain weekly learner attendance
! eMaintain learner attendance per period
¢ Learner absence notification
2 5 Learner 2.5.2 Learner attendance reports ¢ Attendance details report per learner
Sttendance (Menu3.3.4-3.3.12) * Weekly/Monthly/ Quarterly attendance

summaries

2.5.2 Learner attendance reports
(Menu 3.3.13 —3.3.15)

* Total of days absent per learner

e Weekly / Monthly Learner Attendance
Summary per Class

¢ Quarterly Attendance

2.6 Reports &
Stats

2.6.1 - Statistical Data and Reports
Menu

e 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

3.2 “How to...” flow diagrams:

Capture Learner details & verify data regularly:

6.3 3.1.1(4.1)

1 35.1,3.55&6

3.1.2-2>3.1.1(4.1)
k :
registration annually for verification report
form *Edit/ update details of elLearner
from completed *Archive learner eAttrition
form report etc

/

/
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3:3:17:3:3:3
3.3.7

*Print blank
attendance
register

*Maintain weekly
learner
attendance

*Capture
absenteeism

*Add reason and
any supporting
documents

*Maintain learner
attendance per
period

Maintain and report on ATTENDANCE:

Reports per learner

3.3.4-3.3.12

eLearner absence
notification

eAttendance details
report per learner

*Weekly/Monthly/
Quarterly attendance
summaries

= Maintain Merits & Demerits A:

2.4.1

-
EME“_” i-lé_ll Menu3.1.1 &3.7.3
*Set merit codes L
- * Record merit incidents
e demer!t md_es * Record demerit incidents
L-Eet demerit actions
2.4.2 2.4.2
Menu 3.7.1 Menu 3.7.3
* et up points for # Manage detention
detention

e Maintain Merits & Demerits B:

3.1

*Capture misconduct
against learner

2.4.3 ‘

Menu 3.7.5-6
Statistical reporting

Misconduct reports:

5.7& 5.8

*Print report of all
learners

*Print summary report

Aggregated Reports
3.3.13-3.3.16

eLearner absence
notification

eAttendance details
report per learner

*Weekly/Monthly/
Quarterly attendance
summaries

2.4.2(Menu3.1.1&3.7.3

-

*Merit : demerit raticfor
detention decision

*Send notifications to parents
*Update merit: demerit ratio

5.16 & 5.17
*Maintain harassment
incidents

*Print report on all
incidents

.
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{\B_"C‘of!.’Learner and Parent Inférmation Part{



e Learner reports available:

Q.
>
o
2| < _ >
Report Description o | m 20 2] 8
= o ,| 8| E 3 g ‘—3" I3
5 || 8|8 8| 5|8|8|5|58]|8
= O|lo0|<|ao|]oO0o|<|do|d|ad| T
» Enrolment printouts 31 [x [x [x [x [Xx X X
> Learner age + house group lists 352 x [Xx 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 [x [x X From list
= )
Learner aggregated data printouts -% = = =
() =]
> 2 S a S 2 o
Menu 3.5.6 S ® ) o 3 c = [
2 O 2 85| 8 s a
Mainstream related 3561 [x X
356.3 [x X
3.5.6.4 [|x HL
3566 [x LoLT
SNE related 3.5.6.2 [|X X X
3.5.65 [x HL
356.7 [x LoLT
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
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

f B /'

/
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Feedback/Contact Form

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

Contact Name:

Email Address:

Cellphone Number:

Version of SA-SAMS:

Operating System:

District / Province:

Comments / Problem Details:

Contact Person

Carinne van der Westhuizen

Pauline Ramphele
Lebogang Mveke

Send Email

Telephone
0123573832
0123573287
0123573396

{B'C of... Leﬁ’ner and grent Information Partv1 e 'v,’;

Email
vanderwesthuizen@dbe.gov.za

ramphele.m@dbe.gov.za

mveke.l@dbe.gov.za



mailto:vanderwesthuizen@dbe.gov.za
mailto:ramphele.m@dbe.gov.za
mailto:mveke.l@dbe.gov.za
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