
 

 

 

 

 

 

 

 

 

 

 

 

 

SA- SAMS  
 
 

 Guideline for using Learner and Parent  Information module  

 

September  2009  

 

 

 

 

 

Education Management Systems (EMS) 

Department of Education 

Private Bag X895 

0001 PRETORIA 



 

CONTENT 

1.  INTRODUCTION  ................................ ................................ ..................  4 

2.  LEARNER INFORMATION  ................................ ................................ ......  4 

2.1  Learner Information Menu  ................................ ................................  5 

2.1.1  Learner Enrolment Menu  ................................ ...............................  6 

2.1.1.1  Add New Learner  ................................ ................................ ...........  7 

2.1.1.2  Add Parent to a Learner  ................................ ..............................  10  

2.1.1.3  Choose an Option  ................................ ................................ .......  11  

2.1.1.4  Adding Additional Parents to Learners  ................................ ...........  11  

2.1.1.5  Parent Information Page to Add New Parent to Learner  ...................  12  

2.1.2  View/Update Learner  ................................ ................................ ..  13  

2.1.2.1  Update an Existing Learner  ................................ ..........................  13  

2.1.3  Archive a Learner  ................................ ................................ .......  15  

2.1.3.1  Remove a Learner  ................................ ................................ ......  15  

2.1.4  Discipl inary Records  ................................ ................................ ...  16  

2.1.4.1  Maintaining Disciplinary Records for Learners  ................................  16  

2.1.4.1.1Adding or Editing a Record  ................................ ...........................  17  

2.1.5  Incidents  ................................ ................................ ...................  17  

2.1.6  Learning Barriers  ................................ ................................ .......  18  

2.1.7  Sport, Art and Culture  ................................ ................................  19  

2.1.8  Marks Archive  ................................ ................................ ............  19  

2.1.8.1  Marks Archive Printout  ................................ ................................  20  

2.1.9  View Family  ................................ ................................ ...............  21  

2.1.10  Update Parent Data  ................................ ................................ ....  22  

2.1.10.1 Updating or Viewing Parent Details  ................................ ...............  22  

2.2  Learner Applications  ................................ ................................ ......  23  

2.2.1  Add a New Application  ................................ ................................  25  

2.2.2  Updating or Viewing an Applicantôs Details  ................................ ....  26  

2.2.2.1  Status  ................................ ................................ .......................  26  

2.2.2.2  Update an Application  ................................ ................................ .  26  

2.3  Learner Grade and Classes  ................................ .............................  27  

2.3.1  Assign Learner to Grade  ................................ ..............................  28  

2.3.2  Assign Learner Classes  ................................ ...............................  28  

2.3.3  Design Blank Class Lists  ................................ ..............................  29  

2.3.4  Class Statistics  ................................ ................................ ...........  30  

2.4  SIAS for SNE Learners  ................................ ................................ ...  30  

2.5  Parent Information  ................................ ................................ ........  31  

2.5.1  Parent Information  ................................ ................................ .....  32  

2.6  Learner Family R eport  ................................ ................................ ....  36  

2.7  Learner Parent Export  ................................ ................................ ....  36  

2.8  Learner Archive  ................................ ................................ .............  37  

2.9  Delete Entire Learner Record  ................................ ..........................  39  

2.10  Maintain Attendance  ................................ ................................ ......  40  

2.10.1  Weekly Learner Attendances  ................................ ........................  40  

2.10.1  Blank Daily Attendance Register  ................................ ...................  41  

2.10.1  Print Daily Absentee  ................................ ................................ ...  42  

2.10.1  View Individua l Learner Absences  ................................ .................  42  

2.10.4.1  Learner Absentees Records  ................................ ......................  42  

2.10.1  Learner Attendance Printouts  ................................ .......................  43  

2.10.5.1  Daily Attendance Details per Learner  ................................ .........  43  



2.10.5.2  Total Days Absent Per Learner  ................................ ..................  44  

2. 10.5.3  Weekly Attendance Summaries per Class  ................................ ...  44  

2.10.5.4  Quarterly Attendance Statistics  ................................ .................  45  

2.10.5.5  Quarterly Attendance  ................................ ..............................  45  

2.10.5.6  Export File for Learner Attendance  ................................ ............  46  

2.11  Statistical Data and Reports  ................................ ............................  47  

2.12  Learner Age+ House Group List  ................................ .......................  48  

2.13  Details of SNE Learner  ................................ ................................ ...  48  

2.14  Learner Details Data Printouts  ................................ .........................  49  

2.15  Learner Aggregate Data Printout  ................................ .....................  49  

2.15.1  Export File  ................................ ................................ .................  50  

2.16  Customised Learner Data Fields ................................ .......................  50  

2.17  Learner Bus Route  ................................ ................................ .........  50  

2.18  Assign Mentor to a Learner  ................................ .............................  51  

2.19  Reporting Language  ................................ ................................ .......  51  

2.19.1  Setting up Afrikaans for Reporting Purposes  ................................ ..  51  

2.19.2  Entering of NEW Learners onto the system  ................................ ....  52  

2.19.3  Changing existing learners reporting status on the system  ..............  53  

2.19.4  Changing Reporting  Language under Curriculum Related Data Module

 54  

2.20  Year End Learner Promotions  ................................ ..........................  55  

2.20.1  Process and Maintain Learner Promot ions  ................................ ......  55  

2.20.2  Place Learner in New Grade  ................................ .........................  56  

2.20.3  Grade Class Statistics  ................................ ................................ .  57  

2.20.4  Process Learner Promotions  ................................ .........................  57  

2.20.5  Promotions Processed  ................................ ................................ .  58  

2.20.6  Annual Promotion Printout  ................................ ...........................  59  

2.20.7  You can printout the promotion stats  ................................ ............  59  

3.  GENERAL REMARKS ................................ ................................ ..........  60  

 

 

 

 

 

 

 

 



Guidelines for using SA -SAMS Learner and Parent Module  Page 4 of 60  

1. INTRODUCTION 

 
The Learner  and Parent information module is a functionality on SA-SAMS that is 

used to capture biographic and all other information regarding  learner s and their 

parents  within a school . Information such learner I dentity  number, residential 

address , Grades, Class, Ag e and all other general data relating to learners can be 

captured, stored, retrieved , edited  and processed through  this module.  

 

 This manual serves to guide and assist SA -SAMS users on how to best apply and 

 functionally use th is module in order to achiev e the best desired results  of  the SA-

 SAMS  Leaner and Parent module .  
 

2. LEARNER INFORMATION 
 

Click the Learner and Parent Information button from the SA -SAMS main menu 

to start using the Learner and Parent information module . (Learner Information 

Menu w ill open See Figure  1:  

 

  
  Figure 1: SA -SAMS Main Menu  

 

 

Click to 

Start the 

Learner 

and Parent 

module. 
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2.1 Structure of the Learner Information  
 

 
Figure 2:  Learner Information Menu  

 

¶ To start  using the Learner Information sub -module, Click on Learner 

Information  button from the Learner Informati on Menu on Figure 2 

above. A Learner  Enrolment  window  will appear as on Figure 3 below.  
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2.1.1 Learner Enrolment Menu 

                           

      
    Figure 3:  Learner Enrolment  

 

¶ The Learner Enrolment  window  opens with a view of all learners in the 

lowest grade in the school;  

¶ To view learners in other grades, select the required Grade from the Filter 

by Grade  drop down list;  

¶ To view learners in specific classes, select the required class from the 

Filter by Cla ss  drop down list;  

¶ To view all learners in the school, select Show All  Current Learners  

button in the top lef t hand of the screen.  The Number of Learners  

enrolled at your school will be indicated in the top right corner of the 

screen;  

¶ This screen has the option to work with Current Learners  (this year) or 

Future Registrations .  Future Registrations would be the waiting list of 

learners who have applied to your school for entry for the following year; 

and  

¶ The headings listed on the right of the screen indicate the options for d ata 

capturing of learner information.  

¶ Users can search for Learners by Surname  or by Accession Number  

through the Search List for Learner  facility on the bottom left corner of 

the screen.  
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2.1.1.1 Add New Learner 

    
¶ Click on Add  New  Learner  button to o pen the Learner Information 

window;  (Figure 4  below appears to requesting a Tracking number if 

learner is already on LURITS)  

 

 

 

 
Figure 4: Learner Tracking Number  
 

¶ A Learner Tracking Number is a 9 digit National Tracking Number which is 

allocated to lear ners by the LURITS  (Learner Unit Record Information and 

Tracking System).  

¶ Learners who have not been captured on LURITS will not have tracking 

numbers. For this learner, select The Learner does not have a  National 

Tracking Number  and click on next.  (Figure  5 will appear below.)  

¶ Only learners who have been captured on LURITS before will have 

tracking numbers, for this learner select The Learner has a National  

Tracking Number , Type in the tracking number on the text box allocated 

and click on Next . (Figure 5 will appear below.)  
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Figure 5:  Learner Information  

 

 

¶ To continue capturing the learner, Complete all the learnerôs details in the 

relevant fields  on Figure 5 above  and click on Save  button to save your 

data. All fields marked in blue are compulsory fi elds and must be 

completed before you can save your data;  

¶ Please ensure that the Reporting Language  option is completed;  

¶ Learnerôs photographs can be scanned and stored on the computer or 

browsed for from another location;  

¶ Click on Additional Details  tab t o complete further required fields, 

(figure 6 below will appear)  
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Figure 6: Leaner Information (Additional Details)  

 

¶ Once you have captured Additional Details, Click on Medical/Social  

Information  (Figure 7 below will appear) tab to capture medical an d 

social information for the learner. In this section none of the fields are 

compulsory. The information shou ld be captured only if available . 

 

 
Figure 7:  Learner Information (medical and social  information)  
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¶ Once all the necessary learner information is captured, click on Save  

button to save your data.  

¶ Once you have saved the learnerôs details, it is compulsory to add at least 

one parent onto the system for each learner; and  

¶ You may add a new parent for the learner or you may link the learner to 

an existi ng parent. (Parent previously added to the system for another 

learner).  

 

2.1.1.2 Add Parent to a Learner  

¶ Once you have saved the learnerôs details, you will notice that the 

Add/Link Parent button turns yellow;  

¶ Click on this button to add or link a parent to the current learner; and  

¶ The Search Parent Option  window opens.  

 

                                                                

 
Figure 8:  Add parent to learner  
                                                         

                                                           
                                                  Figure 9:  Select Parent Option  
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2.1.1.3 Choose an Option 

¶ You will now be offered a choice as to whether you want to add an entirely 

new parent for this learner or whether you wo uld like to link this learner to 

a parent who has already been entered onto the system for a sibling in 

another grade;  

¶ Should you select the Search for Parent  option; the parent - listing 

window will open displaying all the current par ents on the system (See  

Figure 4);  

¶ Search for the parent/s that you would like to add to this learner;  

¶ Place a tick in the checkbox next to the selected parents by clicking in the 

box; and  

¶ Once you have selected the correct parents for the learner, click on Save  

Parent  to Learn er to save the relationship.  

2.1.1.4 Adding Additional Parents to Learners 

¶ Additional parents can be added to existing learners at any time;  

¶ In the Learner Enrolment  window, click on the name of the learner to 

whom additional parents need to be added;  

¶ Click on the Add Parent To Learner  button and continue with linking an 

existing parent or adding a new parent to the learner as outlined above; 

and  

¶ You can also add or link a parent  to a learner who does not have parent 

detail . 

 

 

                                

 
Figure 10 :  Parent Listing Per Family  

 

¶ If you are adding a new parent for a learner click on Add New Parent .  

Complete the parent information on the page that opens.  
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2.1.1.5 Parent Information Page to Add New Parent to Learner 

                                            

  
          Figure 11 :  Parent Information  
 

¶ Complete all the details for the parent and Save  your data;  

¶ In the case of learners whose parents are not living at the same address, 

once you have saved the first parentôs details, you can add another parent 

for the same learner by clicking on Next Parent  button or you can exit 

the parent information form by clicking on the Done  button;  

¶ This takes you back to the grayed  out Learner Information page; and  

¶ You can now choose to add another learne r by clicking on the Next 

Learner button or you can return to the Learner Enrolment window by 

clicking on the Done  button.  
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2.1.2 View/Update Learner 

                           

 
Figure 12 :  Update Learner Details  

2.1.2.1 Update an Existing Learner 

¶ In this  window you can update a learnerôs details; 

¶ You can change the accession number or other information that the  

learner needs to have updated.  

¶ Click on the NSC Exam Registration  tab to capture or Edit registration 

information for National Senior Certificate Examination. (See Figure 13 

below)  
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Figure 13: Update Learner Details (NSC Exam registration)  

 

¶ If all information is captured, click  the Update  button to save the 

information.  
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2.1.3 Archive a Learner 

 
¶ To archive a learner, select a lea rner you whish to archive from the 

Learner Enrolment window (Image 14 below), and Click on Archive 

Learner .  

 

 
Figure 14: Learner Enrolment (Archive Learner)  

 

 

  
  Figure 15:  Archive Learner  

2.1.3.1 Remove a Learner 

 
¶ In order to remove a learner from the curren t enrolment of a school, you 

have to archive the learner. Learners cannot be deleted from the system 

without first being archived;  

¶ A full learner archive is maintained for record keeping purposes;  
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¶ From the Learner Enrolment  window, click on the name of the  learner 

that you wish to archive;  

¶ Once you have highlighted the name of the relevant learner, select the 

Archive Learner  button;  

¶ You will now be required to give a reason for why the learner is leaving 

(Figure 8);  

¶ If the reason for leaving is death, you m ust also state the cause of death; 

and  

¶ Click on the Save  to Archive button to archive the learner .  

2.1.4 Disciplinary Records 

                                             

                                       
Figure 16 :  Disciplinary Records  

 
 

2.1.4.1 Maintaining Disciplinary Records for Learners 

 
¶ Click on the Disciplinary Records  button in the Learner Enrolment 

window;  

¶ You can add learner misdemeanours so as to keep records of learners who 

frequently misbehave;  

¶ You can view existing records in the list v iew;  

¶ In this section you can edit, delete and print learner records; and  

¶ A parent slip/newsletter can be printed and sent to the parents to keep 

them informed of their childôs behaviour at school.  
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2.1.4.1.1Adding or Editing a Record 

 

  
                        Figure 17 :  Add Disciplinary Records  

 

¶ Enter necessary details selecting from the dropdown menus;  

¶ Click on the Save  button to save your data; and  

¶ Click Done  button to exit.  

2.1.5 Incidents 

                                                         

 
                     Figure 18 :  Incident Information  

 

¶ Click on Incident  under Learner Enrolment ;  
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¶ You can add, edit, delete and print on this form;  

¶ Incidents, other than disciplinary, can be recorded here; and  

¶ Save  any data entered.  

 

2.1.6 Learning Barriers 

                                                           

  
           Figure 19 :  Learning Barriers  

 

¶ Records of learners with Learning Barriers are kept so that the learnerôs 

progress can be trailed;  

¶ New educators the learner encounters can ha ve access to these records 

and know how to cope with the learner;  

¶ Click on the Learning Barriers  button.  Background screen will open. Any 

other barriers a learner may have will be listed in the list view;  

¶ Click on Add to add new information.  Front scree n will open.  Fill in 

info rmation using dropdown menu. Save ;  

¶ To edit click on existing barrier in list view then click Edit  button; and  

¶ To delete barriers select an existing barriers and then click on Delete .  
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2.1.7 Sport, Art and Culture  

The in formation captured here automatically populates the SA Tool once it is 

exported from SAMS  
 

                                                         

 
Figure 20 :  Learner Participation i n Art and Culture  

 

¶ Sport, Art and Culture activities that learners are involved in can be 

recorded here;  

¶ To add, change or delete an activity from a learner click the Arts and  

Culture button to take you to the page;  

¶ Tick in the box next to the relevant activity to add.  Remove a tick to 

change learnerôs preferences or to delete; and  

¶ Remember to save your data alw ays, by pressing the yellow Save  button. 

Press Done  to complete the task.  

2.1.8 Marks Archive 
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                                             Figure 21 :  Learner Trans cript  

 

¶ The Marks Archive keeps records of all the marks a learner attained for all 

cycle tests or exams  

¶ The marks would have been captured onto the system under the 

Curriculum Related Data  module  

¶ There are various selection options to print  

¶ This provides a  history of the learners attainments  

¶ The transcript can be printed and produces a Learner Transcript  

2.1.8.1 Marks Archive Printout 

                                        

 

 
Figure 22 :  Marks Archive Printout  
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2.1.9 View Family 

 

                                       

 
Figure 23:  Learnerôs Family Details 

 
¶ In order to view the family structures of the learners in the school, 

(parents and siblings) you can either select the View Families  button 

from the Learner Information  menu or highlight a specific learne r in the 

Learner Enrolment  window and select the View Family button at the 

bottom right of the screen to view the selected learnerôs family structure. 
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2.1.10 Update Parent Data 

                                         

 
          Figure 24 :  Update Parent  Data  
 

2.1.10.1 Updating or Viewing Parent Details 

 
¶ Select the Parent Information  button from the Main Learner Information 

menu.  

¶ This opens the Parent Listing window. The parent list may be filtered 

according to the first letter of the parentôs surname. Select the desired 

letter from the drop down box to filter the parent list.  

¶ To select a specific parent for viewing or updating, click on the name of 

the parent that you wish to update or view.  

¶ Once you have highlighted the name of the relevant parent, selec t the 

Edit  Parent Details  button to view or update the parentôs details. 

¶ Remember to Save  your new data if you add to or change any of the 

details.  

¶ A parent can only be deleted if there are no active learners on the system 

linked to the parent.  

¶ Click Paren t Information  on the Learner Information Menu  

¶ The Parent Listing  per family  window opens  

¶ The Parent Listing per Parent  page serves an important function as all 

active parents on the system are listed here  

¶ Parents living together are listed separately for voting or counting 

purposes  
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 Figure 25 :  Parent Listing per Family  
 

 

2.2 Learner Applications  

 
¶ Click Learner Applications button from the Learner Information Menu 

(Figure 26 below. ) to start the Learner Applicatio ns window. Figure 27 will 

appear.  
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Figure 26: Learner Information Menu  

 

 

 

 

 
Figure 27 :  Learner Application for school entrance  

 

¶ New learner applications for future admission into the school may be 

captured onto the system.  

¶ This section is not to be us ed for current learners, but to record the details 

of applications received for admittance in to the school in the following 

academic year.  

¶ Select the  Blank  Learner Applications  button from the Learner 

Information menu to open the Applications  window.  

¶ The Blank Application Form can be printed and distributed to parents just 

before registration of new learners begins  (see figure 28 below)  
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            Figure 28: Blank Application form  

2.2.1 Add a New Application 
 

 
                 Figure 29 :  Application to the school  

 

¶ Select the Add New Applicant button to open the data capture window.  
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¶ Complete all the learnerôs details in the relevant fields and Save  your 

data.  

 

2.2.2 Updating or Viewing an Applicantôs Details 

 

¶ In the Learner Application  window, click on the name of  the 

learner/applicant that you wish to update or view.  

¶ Once you have highlighted the name of the relevant learner, click on the 

View/Edit Application  button to view or update the learnerôs details. 

¶ Remember to Save  your new data if you add to or change an y of the 

learnerôs details. 

 

 

2.2.2.1 Status 

 
            

     
                                             Figure 30 :  Status  

 

¶ Users must capture the Status of the application when adding an 

application (see Figure 30 above)  

2.2.2.2 Update an Application 

 
¶ For accurate s tatistics on learner applications to the school, it is necessary 

to update the status of all learner applications on the edit form.  

¶ Application will be pending until a learner has been accepted and the 

registration date into the school has been selected  

¶ For applications that are refused or withdrawn /cancelled, click on the 

learners name and select either option.  
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      Figure 31: Edit Application  

 

 

 

2.3 Learner Grade and Classes 

 
¶ Click on Learner Grades and Classes  button on Figure 2 above to open 

the learner Grades and Classes window, from this window, users can 

assign Grades and Classes to learners. (see figure 32 below)  

 
                 Figure 32 :  Class Options Sub Menu  
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2.3.1 Assign Learner to Grade 

 
¶ These options are found on the Sub Menu once Learn er Classes  button 

has been selected.  

¶ The option  of assigning learners to classes is a time saving method of 

distributing learners, particularly after promotions have been done and all 

learners are just placed in grades.  

 

 

 
         Figure 33 :  maintain le arner in correct grade and class  

         
 

¶ To assign learners to grade , follow the instructions given at the top of the 

screen.  

¶ Click on a grade to work with by selecting the required grade from the 

Grade  drop down list.  

¶ Click on a class  to work with  by se lecting the required class from the class  

drop down list.  

¶ Repeat the above steps for all learner and put the on the relevant class 

and grade  

¶ Once do ne click on the Save  button.  

 

 

2.3.2 Assign Learner Classes 

 

¶ These options are found on the Sub Menu once Le arner Classes button has 

been selected.  

 

¶ The option  of assigning learners to classes is a time saving method of 

distributing  learners, particularly after promotions have been done and all 
learners are just placed in grades . 
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   Figure 34 :  Assign Learner to classes  

 
¶ To assign learners to classes, follow the instructions given at the top of 

the screen.  

¶ Click on a Grade to work with by selecting the required grade from the 

Grade drop down list.  

¶ The classes in this grade appear in the field below and the lists of learners 

in this grade appear in the Master List column.  

¶ Click on the Class N ame  then select learners form the Master List to 

place in this class.  

¶ The learnersô names jump over into the Class  List  column.  

 

2.3.3 Design Blank Class Lists 
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            Figure 35 :  Blank Class List  

 

¶ The above list can be utilized  for a variety of functions at school level.  

¶ Users can design the form specifically for the task at hand.  

 

2.3.4 Class Statistics 

 

Figure 36 :  Class Statistics  
 

¶ The above statistics page is important for immediate requests for 

breakdown of learner information  

 

 

 

 

2.4 SIAS for SNE Learners 
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Click on SIAS for SNE Learners button on Figure 2 6 above to open the SIAS for 

SNE Learners window, (See Figure 37 below)  

 

 
Figure 37 :  SIAS for SNE menu  

 
¶ All SNE learner who have bee registered i n the school can be assessed 

from this window  

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

 

2.5 Parent Information 

 
¶ Click on Par ent Information button on Figure 2 6 above to open the 

Parent Information window, (See Figure 38 below)  
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Figure 38 :  Parent information  Menu  

 

2.5.1 Parent Information 

 
¶ Parent information can be edited using this system.  

¶ To edit parentsô information , click on t he Edit Parent I nformation  

button and the following menu will open  

 

 
Figure 39 :  Parent information  Sub Menu  
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¶ Change or edit the relevant parent info rmation once done click on the 

Update  button  

¶ You can also use this menu to edit parent  learner relationshi p;  this gives 

you the option to choose the school fees payer for that particular learner  

¶ To edit the parent lea rner relationship click on the Edit Parent Learner  

Relationship  button and the following menu  will open  (Figure 40 below) . 

 

 
Figure 40 :  Parent information Sub Menu  

 

¶ Select the Grade , Learner  and click on the relevant option  

¶ One can also use this menu to view learner in family at a glance one can 

be able to see a family that learner reside with, to view a learner  family 

click on the view learner in a family button and the following screen will 

open  

 

 
Figure 41 :  family details  Menu  

 

¶ Select the filter by option and choose and alphabet, choose  a paren t and 

then click on the yellow Go  button, this will show you a registered learner 

related to this p arent.  
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¶ The parent information menu also gives you an option to view parent per 

family pr intout to do this click on the Parent Per Family P rintout  button 

and the following screen will open  

 

 
            Figure 42 :  Parent printout  Menu  

 

¶ From the three opti on given choose the re levant option and click on the 

Print  button  

¶ The parent information menu also gives you an option to  view a list of all 

active parents on the system  

¶ To view  the parents list click on the Parent Listing Per P arent  button 

and the followi ng screen will appear  

 

 
            Figure 43 :  Parent information Sub Menu  

 

¶ One can also use this screen to print a list of all active parents on the 

system  

¶ The parent information menu also gives you an option to view a list of all 

parent with learner pe r grade  

¶ To view this click on the Parent/s With L earner  button and the following 

screen will open  (See Figure 44)  
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            Figure 44 :  Parent information Sub Menu  

 

¶ Select gra de to view parent for from the Select G rade to View  drop 

down and all parents  active on the grade will be listed on the grid.  

¶ The parent information also gives you an option to  manage the family, 

one can use this option to remove a learner from the parent  

¶ To remove a learner from the parent click on the Manage F amily  button 

and the  following screen w ill appear (See figure 45 Below)  

 

 

 
Figure 45 :  family details  Menu  

 

¶ Select an alphabet from the Filter B y  dropdown list box and select a 

parent drop down list box and click on the Go  button.  
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2.6 Learner Family Report 

 

 
Figure 46 :  Learner family details  Menu  

 

¶ Learner family report allows you to view  both learner and parent/s details;  

one can also be able to print the list of the family details . 

 

2.7 Learner Parent Export 

 

 
Figure 47 :  Parent expo  Menu  
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¶ Learner parent expo rt  gives you a n option to export the parent and 

learner details  to excel.  

¶ To export the parent and lear ner list to excel , click on the Learner 

Parent  Expo rt  button and the above screen will open  (See Figure 47)  

¶ Choose the relevan t option and then click on the Go  button.  

 

2.8 Learner Archive 

 

                   
               Figure 48 :  Learner Archive  
 

¶ All learners who have left the school and have been archived are stored in 

this folder.  

¶ Select Learner by checking the box next to the learner which you wish to 

archi ve from the Learner Archive list, select Reason for Leaving  radio 

box, Select Reason for Leaving  from the drop down menu, if  reason for 

leaving is graduated select Year Graduated  from the drop down menu.  

¶ Select date from New Registration Date , if  a leaner is registering for the 

first time.  

¶ Should a learner wish to return to the school he/she can be restored  

¶ Click in the box next to the learners name  

¶ Complete the details under Restore Learner   

¶ Click the Restore  button once details have been completed  

¶ Learner  will appear under Current Learners  list  

¶ The buttons under Learner Records  can be viewed as these give all the 

information that has been gathered about the learner that has been 

archived  

¶ The Print Learner Transfer Cards  gives a print out of the transfer 

certificate for learner. The transfer certificate should be issued to the next 

school at which the learner wishes to register.  
¶ Click on Pri nt Learner Transfer Card radio button, Select Date of 

Issue  and click on Print  to print the Learner Transfer card. (Se e Figure 

49 below)  
¶ The Archive List Printout  gives a complete list of all archived learners 

between dates selected.  
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Figure 49: Learner Transfer Card  
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2.9 Delete Entire Learner Record 

 

 
Figure 50 :  delete learner  Menu  

 
¶ Click the Dele te Entire Learner Record  button in the Learner 

information submenu to delete a learner from the program  

¶ Select a grade click on the Ok  button . 

¶ Tick in the box next to the identified learner then click on the Delete 

Learner  button .  

¶ Learners can only be dele ted if their financial records are up to date  

¶ Click on Clear Selection  to select the next learner  

¶ Click on Done  to exit  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 












































