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General Instructions on using SA-SAMS Manual: 
 

; 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. 

 
; Click on Done to exit the screen. 

 

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

 

      

Background 
Information 

Data used in 
other 

modules or 
pre-captured 
data needed 

Options in 
drop-down 

tables 

Screens that   
require 

capturing 

Printouts and 
Reports 

Summary and 
Stats screens 
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Module Data to be pre-captured (with the SA-SAMS menu no) 

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) 

 

 

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 learnerôs and parentôs information. 

 

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

 

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

 

 
 

Figure 1: Main Menu 
 

 

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

 
 
 
 
 
 
 
 
 

Data from this module is 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 (continued) 

The administration and management functions regarding information can be divided according to the 
specific purposes: 

 

2.1 Placing learners in grades and classes 
2.2 Assigning subjects to learners 

 
 

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 Learner 
placement 

 

 

2.1.1 Learners in Grades & Classes 
(Menu 3.1.1 & 3.1.4 to7) 

ω !ǎǎƛƎƴ ƭŜŀǊƴŜrs to grades 
ω  !ǎǎƛƎƴ ƭŜŀǊƴŜrs to classes 
ω 5ŜǎƛƎƴ ōƭŀƴƪ Ŏƭŀǎǎ ƭƛst 
ω /ƭŀǎǎ ƭƛsts and statistics 

2.1.2 Learner Promotions (Menu 3.19) ω Year-End Promotion procedure 

 
 
 
 
 
 
 

2.2 Learners 
with subjects 

 

2.2.1 Assign Subjects to Learners (Menu 
12.1.14) 

ω!ǎǎƛƎƴ ǎǳōƧŜŎǘǎ to learners 
ωEducator subject groups 

 

2.2.2  View / Print Learner Subject 
Allocation (Menu 12.1.18) 

ω[ŜŀǊƴŜrs with allocated subjects 
ω[ŜŀǊƴŜrs with no subjects 
ωLearner with 7 and more subjects 

 

2.2.3 NSC Exam registration (Menu 3.17) 
ω9ȄǇƻǊǘ b{/ 9xam Registration 

(View NSC Examination Registration Details) 
 

2.2.4 Subject summary (Menu 3.15) 
ωtǊƛnt subject list with subject and number of 

learners per grade 

2.2.5 Reporting Language (Menu 3.13) ω/ƘƻƻǎŜ ƭŀƴƎǳŀge for learner report 

 

 

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 Figures 2 & 3. 

 

 
 

Figure 2: Components of Learner and Parent Information 



 
 

 
 

6 ABC of... Learner and Parent Information Part 2 

 
 

 

 

 
 

 
 

 

 

 
 

Figure 3: Components of Learner Data files 
 

 
2.1 Learner Placement 

All learners (SNE and others) need to be placed in a grade as specified by the National Assessment Policy. 
 

o Learners of different grades can be grouped in the same class e.g. multi-grade classes and LSEN / 
Remedial classes. 

 

o Learners in a grade can only be assigned subjects registered to that grade. (Subjects of more than 
one grade CANNOT be assigned to a learner e.g. English HL Gr 2, Life Orientation Gr 3 and Math 
Gr 3. 

 

 

2.1.1 Place Learners in Grades & Classes 

Learners are placed in a grade using the following menus and functions: 
 

2.1.1a The promotion function places a promoted learner automatically in the next grade (Menu 
3.19). 

2.1.1b The grade and class are captured when adding a new learner or editing learner details 
(Menu 3.1.1). 

2.1.1c   Learner grades can be changed on a list (Menu 3.1.4). 
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2.1.1a Assign Learner to Grade: Promotion Process (Menu 3.19) 

On Menu 12.3.18 learners are promoted (not promoted or progressed) based on the assessment results 
at the end of the year. 

 

; On Menu 3.19 click on Place Learners in New Grade to start the process (Fig. 4). 

Å  This process is not reversible but learners can be later changed manually on (Menu 2.1.4). 

This process is discussed in section 3 of this guide. 

 
 

Figure 4: Place Learner in New Grade When Promoted 
 

 

 
 

Figure 5: Informing That Promotion Procedure is Not Reversible 
 

 

2.1.1b Assign Learner to Grade & Class Individually (Menu 3.1.1) 
 

Learners can individually be reassigned to a grade or class in Learner Information (Menu 3.1.1) 

; Click on Edit Learner and edit the grade and class in the fields as shown in Figure 6. 
 
 

 
 

Figure 6: Learnerôs Grade and Class Details 
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2.1.1c Assign Learner to Grade & Class on a list (Menu 3.1.4) 

Learners can individually be reassigned to a grade or class in Maintain Learners in Correct Grades & 
Classes (Menu 3.1.4). 

 

;  Click on Menu 3.1.4 to open the list of learners assigned to a grade and class (Fig. 7). 

Å To find a learner select Order by Birth Date or Order Alphabetically. 
 

Å To change a grade: click on the arrow next to the grade and select the required grade from the 
drop-down list. 

 

Å To change the class: click on the arrow next to the class and select the required class from the 
drop-down list. 

Å Click on Save to save all the grades and class changes. 

Click on Done to exit the screen. 

 

 
 

Figure 7: Maintain Learner in Correct Grade and Class 
 

2.1.2 Assign Learners per Group to Register Classes (Menu 3.1.5) 

Learners can be assigned as a group to a register class in Assign Learners to classes (3.1.5) as 
follows 

 

;   Select a grade to populate a list of all the available classes and learners. (Fig. 8) 
 

Å  Learner names printed in blue indicate that the learner has already been assigned to a class. 
 

Å  The number of learners in the class is displayed in the bottom right. This is to assist with equal 
distribution of the learners to the classes. 

 

Å  Click on the Class Name and then click on every learner that needs to be assigned to the class. 
 

o The assigned learnersô names move to the box on the right. 
 

Å  To remove a learner from the class 
 

o Click on the learnerôs name in the box on the right and then click on the (<<) arrow. 
 

o The learnerôs name moves to the box on the left. 
 

o Click on to remove all learners from the class. 

Å  Click on Save to save all the class changes. 

Click on Done to exit the screen. 
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Figure 8: Assign Learners to Register Classes 
 

2.1.2a Assign Educators to Register Classes (Menu 2.1.1) 

:  On Menu 2.1.1 click on Assign Register Class to assign educators to a register class. 
 

Å Click on the class and then click on the educator (Fig. 9). 

         o Both appear at the bottom of the screen.
 

o Type the classroom number and then click on the Accept button. 
 

Å To remove a class from an educator, click on the class name in the right-hand column. 
 

Å Then click on the Reassign Class and Educator. 
 

When finished click on Save and then the Done to exit the screen. 
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Optional headers available for additional columns 
Date of Birth 
Date Registered 
ID Number 
Nick Name 
Other names 

Home Language 
Citizenship 
E-mail 
Cell number 

House 
Boarder 
Boarder Number 
Hostel 

 

 
 

 
 

Figure 9: Assign Educators to Register Classes 
 

 
2.1.3  Design Blank Class Lists (Menu 3.1.6) 

Learner details can be verified from printed class lists. Register Class lists are also available in Menu 
12.1.17. 

 

Class lists can be customised with different headers on Menu 3.1.6 as follows: 
 

;   Select a grade to populate the class list (Fig. 10). 
 

Å Select column headers from the drop-down list at the bottom of the page. (See table for selection) 
 
 

 

 
 

 
 
 

Å  A total of 13 columns are available for extra headers. 
 

Å  Click on Save to save all the class changes. 
 

Click on Done to exit the screen. 
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Figure 10: Blank Class List 
 

2.1.4  Register Class Summarised (Menu 3.1.7) 

Menu 3.1.7 summarises class details and can be used for reporting to the district and also for monitoring 
purposes. 

 
;   Click on Menu 3.1.7 to display a summary list of all the classes with the number of learners (separated by 
gender), the educator and the room of the register class (Fig. 11). 

 

Å  The number of learners placed in classes (and number of learners not yet placed in classes) is 
displayed at the top of the table. 

 

Å  Click on a class and click on Class Details (at the bottom of the page) to print a list of learners with 
contact details (Fig. 12). 

 

Å  Click on a class and click on Photo Album (at the bottom of the page) to print a blank class list of all 
learners assigned to the class (Fig. 13). 

 

Å  Click on a class and click on Blank Class List (at the bottom of the page) to print a collage with all 
learners in the class with a photo and their details (Fig. 14). 

 

Å  Click on Print Statistics to print a hard copy of the summary format. 

Click on Done to exit the screen. 


