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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:

A ° amm [
o - i
Al oA B & &
Backgound Dataused in Optionsin Sceensthat | Printouts and | Summay and
Information other drop-down require Reports Sats sceens
modulesor tables capturing
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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 learner® and parent® information.

0 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)

SA-SAMS : School Administration and Management System

MAIN MENU

1. General School Information 11. Financial Assigtant

2. Human Resource Information 12. Cumriculum Related Data
3. Learner and Parent Information 13. Timetabling Assiztant

4 Learner Listing 14. Physical Besources
b. Govemance Information 15. Library Module
6. Standard Letters and Forms 16. Secunty and Databasze Funchions
7. Export Data 17. Luritz Approval Module
8. Annual National Azzezzment

Figure 1: Main Menu

.'\.
é This Module is dependent on the following data already being captured in other modules:

Module Datato be pre-captured (with the SA-SAMSmenu no)
1

School étails (1.1), @&des (1.2), Classes (1.3), Scheains (1.6), Subjects fefed
by the School(1.5), Busutes(1.9), Bus Tiet (1.10),Demerit/Merit Codes (1.11),
School Hetels(1.12),FeederSchools (1.13)

a 2 Educator Details(2.1)

é Data from this module is required by the following modules e.g.

Module Learnerdata usedfor (SASAMSmenu no)

11 Finance
8&12 | ANA(8) & Curriculum (12)
13 LTSM




B. COMPONENTS OF THE MODULE

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

2. Module 3: Learner and Parent Information (continued)
@ 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
W ! daA Bsywghadést Ny S
2.1.1 Learnssin Gades& Classes w ! a a Asliolaskes I NY/' S
2.1 Learner | (Menu 3.1.1 & 3.1.407) w 5SaAr3dy @otly|l Oflaa
placement w |/ tsk d@nddatistits
2.1.2 Learner ®motions(Menu 3.19) wYear-End Pomotionprocedue

2.2.1 Assign Subjedis Learnes(Menu | w! a & A Jytokaimere SO0 &
12.1.14) wEducator subject goups

w[ S IrsMahSBllocated subjects
w|[ S lrsM#hBo subjects
ul_earnewith 7 and mae subjects
w9 E LJ2 Ndam Reditratiod
(View NSC famination Regitration Details)

w t nNSubject It with subject and number of
learnaspergrade

2.2.5ReportingLanguae (Menu 3.13) w/ K2 2 a Seférleafridrdzport

2.2.2 \Véw/ Print LearnerSubject
Allocation (Menu 12.1.18)

2.2 Learners
with subjects

2.2.3 NSCxamregstration (Menu 3.17)

2.2.4 Subject sumnmg(Menu 3.15)

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.

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

3.1. Learner Data Filez Menu | 3.11. Assign Mentor to Learner

3.3. Learner Attendance Data Menu ‘ 3.13. Heporting Language
3.5. Statistical Data and Reports Menu ‘ 3.15. Subject Hegistration Summary
3.7. Demeritz and Merit Module ‘ 3.17. NSC Exam Registration

3.9. Learner Bus Routes ‘ 3.19. Process and Maintain Learner Promotions

<< MAIN MENU

Figure 2: Components of Learner and Parent Information
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SA-SAMS : School Administration and Management System
3.1. LEARNER DATA FILES MENU

3.1.1. Learner Information I 3.1.11. Parent Information

3.1.2. Learner Applications | 3.1.12. Leamner Family Report

3.1.13. Leamner Parent Export

3.1.4. Assign Leamers to Grades

3.1.5. Assign Leamners to Classes 3.1.15. Learner Archives

3.1.6. Design Blank Class Lists 3.1.16. Parent Archives

3.1.7. Class Reports and Statistics

3.1.8. Assign Language of Instruction 3.1.18. Delete Entire Learner Record |

3.1.9. SIAS for SNE learners

<< Learner and Parent Information |

SA-SAMS : Department of Basic Education - South Africa
Login Administeator (8) Matks Security: OFf About | EXIT

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.
o0 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).

3.1.1 Learner 3.1.4 Place

3.19 Learner ,
learners in a

details grade

promotion

change grade / class
ofl earners
individually that are
listed

12.3.18

= Decisions on learner
promaotion

Add / Edit learner
individually to a
grade

e y

r )

|| 3.19 Start promotion
process

e v

~ "
Process promotions
-upgrade all
promoted learners
automatically




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).
A 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.

Year End Promotions ‘ - ‘
e e e e -

Please ensure that you have made a copy of your database BEFORE you
process your promotions.

You can create a copy of your database when SASAMS starts up by selecting the COPY option on the FIRST
screen of SASAMS at the start up.

Year to be processed Promotions Processed for 2012

Select Year End to be processed: Eﬁ_ = Grade [ Total I Promot.. [ Repeats [ Not Promoted | %Prom...
8 1 1 991

222 220
9 228 222 2 97.37
10 23 212 10 91.77
12 216 216 0 100

1. Place Leamers in New Grade l

3. Assign New Classes |

|

|

4 \

Steps to promote learners 9

n 222 208 6 8 9363 |
0 |

|

|

\

\

|
I

Figure 4: Place Learner in New Grade When Promoted

, : -

User Message

You have already processed your promotions for 2012
You will now have to edit your data on a learner by learner basis.

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.

Inchusion Status

{* Mainstrean " Separate Femedial Class
7 LSEM in mainstream

: |

*SME Primany Dizability: | J

= Current Grade: |I3rau:|e 7 ﬂ |Grade 7
“'earz In Grade: |1 gt pear in this grade ﬂ
“Clags: |74 | e

Figure 6: Learner& Grade and Class Details

(

arner,and Parent/InformationPart 2 e
> i




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

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

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

A Click on Save to save all the grades and class changes.
Click on Done to exit the screen.

Select correct grade and class for each learner

A e € Order Alphabetically Save ] Done ]
| Accession | ) Learner Gender | Date of Birth Grade ) Class o
1 w222 MATTHEW, Cynthia Female 19930101  Grade 12 ;_|12 (1 >

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 aregister 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)
& A Learner names printed in blue indicate that the learner has already been assigned to a class.

A 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.

A Click on the Class Name and then click on every learner that needs to be assigned to the class.
oThe assi gn exd@mes$ mnosertathe box 6n the right.

A Toremove a learner from the class
0 Click on the learner® name in the box on the right and then click on the (<<) arrow.
0 The learner& name moves to the box on the left.

o Click on B to remove all learners from the class.
A Click on Save to save all the class changes.
Click on Done to exit the screen.

:
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Select a grade to start. Select the class you want to assign learners to. You can select learners for this class from the left hand
list. Learners appearing in the right hand list are already in the selected class.

Click on a Grade to I Class List for 7A
work with
Grade 7 Master List [ Selectal Class List for 7A
Grade 8
Grade 9 Surmame Name Class Surname [ Name | Class
Grade 10 SMITH James 74 BOBO Zane
Grade 11
Grade 12
<«
<< Al
Select Class for
Learners
2 7A
MNumber of Leamers in Group: 1
| Iread igned to a class = Blue
2 2 D
=1 not yet assigned to a class = Black sl e

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.
A Click on the class and then click on the educator (Fig. 9).
& 0 Both appear at the bottom of the screen.

0 Type the classroom number and then click on the Accept button.
A To remove a class from an educator, click on the class name in the right-hand column.
A 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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View Educators

Assign Register Class

Register

Select a Class Select an Educator Cl with Assigned Educat

Classes I Educators - *Class | Code l *Surname l Initials I *Room #

10 TEST COCKRAL, H : 002 5 1 035 KORDAAT G al

R TEST MATI, & : 009

R TEST2 MARAIS, V- 010 e Tl KCRILE W Wl
KWEPILE, N - 011 108 023 ABDUL P f12
JABULE.B: 012 14 032 CROUCAMP E sclab?
GRANT.E : 016 11B 048 STEYN A m20
BOTHA,C: 019 124 030  GOVENDER J m23 |
VaN STRATEN, M : 020 128 012 JABULE B lab2 =
ABDUL, P : 023 = R
CHETTY.C: 024 I 1B 034 VAN DER MER.. N gd
OBAKENG, H : 026 2 0139 BOTHA C g2
FOX, S : 027 28 038 OBU-DARKO M s5
GOVENDER, J : 030 3 03 WILSON NA a3
WILSON, N.& - 031
CROUCAMP. E : 032 4 024 CHETTY C 22
CORMELISSEN, M : 033 5 033 CORMELISSEN M 223
ViaN DER MERWE, N : 034 [ 003 MATI A 2.24
iy 7 016 GRANT E lab1
ARIL-N ARKn Mome - 24, 010 MARAIS WV -
< T ’ < 1 »

Click on a Class and an Educator and then select Accept

2 | Educator [LECWIDI, W : 036 Cancel/Clear
Room Number clasg Accept

Select a row and then click on the button below to
re-assign a class and educator

Re-assign Class and Educator I

Done

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).

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

Optional heade's available for additionalcolumns

Date of Birth
& Date Registered
ID Number
NickName
Othernames

HomelLanguae
Citzenship
Email

Cell number

House

Boader

Boader Number
Hostel

A Atotal of 13 columns are available for extra headers.

A Click on Save to save all the class changes.

Click on Done to exit the

/

screen.

'y
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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).

I

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

A 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).

A 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).

A 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).

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

Click on Done to exit the screen.
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