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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 | 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 howto  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:

TEST SECONDARY SCHOOL
2009 Login: administrator

[T ——

SA-SAMS : School Administration and Management System

MAIN MENU

ot
General School Information | Financial Assistant ‘ /

Human Resource Information |

Click to
Start the
Learner
and Parent
module.

Learner and Parent Inf Timetabling Assistant ‘

Learner Listing | Physical Resources ‘
Govemnance Information | Library Module |
Standard Letters and Forms | Security and Database Functions ‘
Export Data | Lurits Approval Module ‘

SA-SAMS : Department of Education - South Africa
L1}

About |

Figure 1: SA -SAMS Main Menu

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




2.1 Structure of the Learner Information

Learner Information Menu

Leamner Data Files

| 1. Leamner Information |

2. Learner Applications |

3. Learner Grades and Classes |

4 5185 for SME leamers |

Family Data Files

5. Parent Infarmation |

E. Learner Familp Report |

7. Learner Parent Export |

Archived Data

8. Learner Archives |

Delete Leamner

9. Delete Entire Learner Record |

Learner Attendance Data

10. Print Blank Daily Attendance Register |

11. Maintain ‘Weekly Learner Attendance |

12. Print Daily Absentees |

13. View Individual Learner Absences |

14. Learner Attendance Printouts |

Statistical Data and Reports

15. Enmclment Printouts + Class Lists

1E. Learner Age + Houze Group Listz

17. Details of SNE learmers

18. Learner Detail Data Printouts

19. Learmer Aggregated Data Printouts

Learner Demerit Merit

20. Demerits and Ment Module |

Customised Learner D ata fields

21. Learner Buz Routes |

22 Assign Mentar to Learner |

23. Reporting Language |

Year End Learner Promotions

24. Process ahd Maintain Learner
Promatiohs

Done

Figure 2: Learner Information Menu

1 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

Learner Enrolment

Filter by Grade: | Filter by Clazs: +| Mumber of Learners |1

Full Learner Enrolment List (¢ Current Leamers (™ Future Registrations Details

* Surhame | M arme * Accession Mo | * Grade * Class * Gender | Add New Leamer
BROWHM Bamy 2345 Grade 10 104 &)

CARSON Carrie 3456 Grade 11 114 F Wiew/Update Leamer
DREW Daren 4567 Grade 12 124 [

FORSTER Frank E729 Grade 9 94 ] Archive Learner
HEMRY Hendriette 567 Grade 8 a4 F

JAMES Janice 565 Grade 8 84 F

KOOPMAN Kevin 564 Grade 12 124 b Records

LOOMAT Layla 563 Grade 12 124 F Disciplinar Fecord
MUMBO Mill 562 Grade12 128 F =P
MNGWENTA Obed 85989 Grade 9 94 ] -

PILLAY Shan 565 Grade 8 B4 M Incidents

WVaN DER MERWE Veda 561 Grade 8 a4 F

Learning Bariers
Sport, Art and Culture
Marks Archive
Family
Learners without Parents
Add Parent to Learmer
Wiew Family

gﬂ Search List for Learner ‘ p GO Done

Accession Number

Figure 3: Learner Enrolment

i The Learner Enrolment window opens with aview of  all learners in the
lowest grade in the school;

1 To view learners in other grades, select the required Grade from the Filter
by Grade drop down list;

1 To view learners in specific classes, select the required class from the
Filter by Class drop down list;

1 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;

9 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

1 The headings listed on the right of the screen indicate the options for d ata
capturing of learner information.

1 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

1 Clickon Add New Learner buttontoo pen the Learner Information
window; (Figure 4 below appears to requesting a Tracking number if
learner is already on LURITS)

7 Learner Tracking Mumber

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

The tracking number iz iszued by the national tracking system and not
by the zchool.

Learner Tracking Mumber
{* The Leamer does not hawve a Mational Tracking Mumber.

" The Leamer haz a Mational Tracking Humber.

Learner Tracking Mumber:

Do HOT enter a racking number unlesz the official HATIONAL —
tracking number iz indicated on the learner's ransfer -::ertiﬁ-::ate_"

Dane

Figure 4: Learner Tracking Number

1 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).

1 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.)

1 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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Leames Registration for : = Cunent Yeae " Futwe Yen Leasnet Photogsagh
Peesonol/Contect Dotats. | Addiod Deisks MedcalScod Inkmation
Registration Information Idantfication
Lot Tomching Nursbe : o] =B Dae' Yeu f_ Mol
** Accesvion Number or 1D Mbﬂl S = Gerder  Mals ™ Femsle
“Regutnzn Dale (20030615 =] | “PodwenGiow [ ] ..
'F::):::‘;l Bt 1 M atud dade this the bane wies ko ilication Nusiber -— r:::‘«::*l \
Lasiner enbered this school in Grade: | v | ~Costy ol Hesdinex: & SoahAfice T~ Dt )
Reporting Language
ockssion Sizha ¥ (esdent i 54, ndcate provnce ol reriderce fosve for this Leasner
f r tlard. for non S8, 1esdent] i’"”’_"_““"—,! ra
F | chher, spmcily coniny: =] @ Enghsh
" LmuStixw = - dbm[—:'J
~SNE Prnsey Oisabibly | ! '
. Residential and Contact Details A mi
= Cunest (ade: | - P e )
=y o Giade (10t pan in iz ace = "“‘";:;’"”‘ |
o] =l | CaScbut: |
Save
Leaener’s Nome Code [
= Suname [~ = .
ot [ Neh [ st decmaniin Hew Lasiner
» Fot Narme (ONLYE I———— Emesgency Telechore No 2} |
S cong N | : Lot Cok Phons Number. |
r 2 . Done |
Thed Name: I-—— Lasrs £l Addecs | e
Figure 5: Learner Information
1 To continue capturing the learner, Complete all the | earneros det
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;

=a =4

Learnerdés photographs can be scanned and stored
browsed for from another location;

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

(figure 6 below will appear)
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Leames Registration for : = Cunent Yeae Futwe Yo Leasner Phatograph
Personal/Contact Dotads ] Additional Detads 1 MedoslScoal Inkmabon
Languaages
v, - Fre - Prenay £d [ -
sl W £V s T —
“Prefeved a of iﬁ “Prevous S 1 Thes Schoal .
“Pofce | _j
Boadng \ - Reporting Language
Islore atoade? Y & No “Prrvicus T fon this Leasner
eumwl I~ Abkasre
Fast trve emcirent n the
Hosel Haroe | .| & Erghih
o o~ Never erecled o this o Prevoul ercoled
Diows fut bearan hirvs any decrated pasnts? pacrance betore o thes poovinos
[ Mothes decastad ™ -Fathet deceased P Sehool Informath |
— .' (e ' 4
Hol paacis decessnd None Seloct F I :] \
Transpon tchoct o8
Mo of Trnapert = N ol Schoot |
Adderr | Save
Retgiore | =rr—
SoorMouse Geougr [Unassgred = . HNewt Lasnse
== Code |
Provnaal Honours:
Provires - Done |

Figure 6: Leaner Information (Additional Details)

1 Once you have captured Additional Details, Click on
Information (Figure 7 below will appear) tab to capture medical an
social information for the learner. In this section none of the fields are
compulsory. The information shou Id be captured only if available

Learner Information

Leames Registiation for - * Cunent Yo " Futwm Yoor Leaner Phatograph
PusoraiCoiact Dotale | Aol Dt | SndicaliSocial inkormeion
Medcal/Social Information:
Moded Axd Mumbe' | Medcal At Nave: |
Madcal Sd Meber' |
. Browram hir Photogeagh |
Dochor's Name: | Doctor's Tel Nurber |
Doctor's Addheny |
Ruporting |
for this Learnes
Nedicdl Condtion:: | © Abdssm
* Engleh
Special Probiend y
raguang Courceing
Destarly of Leasrwe ~ Righe Handed 7 | ot Harnded Anbidestious L) ’
Farvky Detaks ‘
Nunster of criden in e favdy | Pestion n the Ly fag et « 1] |
Doas the leaser benelt from the Pamasy School Nuton Piopct o pous sonocl? Seve I
 Noldgpicatle 1 Ve Mo
Soce Giant Infomaton M
I bnarar 1ogetennd SOt 4 socH grant? ™ Yes * No
I yes. i boamat ecening & oo grant? " Yes " No Dene

Figure 7: Learner Information (medical and social information)
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1 Once all the necessary learner information is captured, clickon  Save
button to save your data.

f Once you have saved the | earnerds detail

s, it
one parent onto the system for each learner; and
1 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
T Once you have saved the | earnerdéds details, you
Add/Link Parent button turns yellow;
1 Click on this button to add or link a parent to the current learner; and
1 The Search Parent Option window opens.
Learner Information
| 1
f st Shab o | D [=
| =
e

—

| - Person A
|

_1 [ - Toe Leaner
F—r
I
-
fuor —_——
| ldé r Nead Laynay
—
rovistorg Dane

Figure 8: Add parent to learner

Select Parent Option

|§ Add Mew Parent 4

Search for Parent ‘

Done

Figure 9: Select Parent Option
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2.1.1.3 Choose an Option

il

=a =4

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 selectthe  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 erto save the relationship.

2.1.1.4 Adding Additional Parents to Learners

f
f

il

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 .

Parent Listing per Family

= [Panenis of Active Leainei " Pamentz of Archived Leamsiz Filter Faremnt Listing: | '|
“& urnames | Name | Title | Address | Suburk | Tel |

D AMDHEWS Angus kAT B Mra FOBox 1812 Johannes... 9547607 |
(] AREMDSE Arend br & b1 Frivate Bag 4 709 Sandton a541230

a BROWM Brarwer [ZF F 0 Bow 54738 Joharnes... 4720012

= CARSOM Collin br i Mz F 0 Box 4455 Joharnes.. 4449633

D (BT n]n] N Frecla [B1E F 0 Bax 040519 el ichr &l B1ESESS

0 OREW O iy bl & F 0O Bax 313438 Bakzbiiig BFZ3471

(| ELLIS Efie M1 & Wiz F O Box 4567 Joharnes..  ES471987

D FORSTEHR Fabian PAT B Mz F U Box 53752 Johannes.., BEA4520 |

Save Parant to Learnsr

m Gearch List for Parent by Surname | Gio Done

Figure 10: Parent Listing Per Family

il

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

Parent Information

| | frms 1]
| [
| | Mt ParsntClmar Farm
| |
i [ ,—
[ | T
|
Fr——
| IO SR
[ [ [
| | |
| |
| |
[
|
[ |
| | - |
|
| , -
[ T

Figure 11: Parent Information

f
f

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 dprethee paterd s

for the same learner by clicking on Next Parent
the parent information form by clicking on the

button or you can exit
Done button;

Guidelines for using SA

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.

=a =4

-SAMS Learner and Parent Module Page 12 of 60

det ai

S



2.1.2 View/Update Learner

Update Learner Details

PATRIC ANTAMANS - Acc Numbes - 2089061 Leasnes Photograph
Pessonal Detalls | AddtondDetak | Medeal Inkombon | uscsmwt e —
RAegistrabon Information Idestification Details
Lsiree Traciing Musiar: [ = Gigth Dale: Yoot [1333 Morth [04 O [12
* Accession Number or 10 number: | “Gender: © Mae ¢ Femsle
*Regakation Dele (20050014 L] “Race: AhcavBlack v’ ."LTE[";._._“,L"!'_J
Frogeety atom b b e actusd date that Ihe beasomr erdoes
S scteal identiication Nuvber | Basspedtin Resmove Phooguech |
Lot ertesad thes schoo! n Grade [Gw,h 10 -l ~Courtiy of Fevidence: 15 SauhAica 7~ Other
Incluson Stalus D-O!*Wﬁm_J
r - W pidhart iy 54 icicate pronines of seadencs: [eave A AR e
i ikark for nom S& sesadert] [Ganteng - Lowrag Bavwe
I ot spacly couniny " H
(v Lastmer ol SNE school  Additional SNE Detals | = Incident indamaton_ |

“SNE Primary Deabily [Anenton Debol Duosder  w | “Olioonatip of foamex {54 Cairan =l L‘ Secanion o

Residential and Contact Detads

= Cument Geade [Geace 10+ | Proscal Hon Addwes |22 BLOCK L‘WJ
“YaasInGeade |12 year inthe giade lmm::-.l'b” |
Mawr, Parerk
Oz | <] : e |
[0 - CiplSubab:. [SOSHANGuav Rapertiog Language
Loamed's Namo Code: (0152 ot INLS S
“Swnene. [(ANTAmants £ Meioans
0 [.'__ ::k — Harrm Tolagions Hunber ‘ll!
, ame mergney Tedaphens [
** Fast Hame [ONUY] [Panc : ! " ﬁ[—l
SecondMenw [ h
5 [ —— Loann £nal Addvess: |

Figure 12: Update Learner Details

2.1.2.1 Update an Existing Learner

f Inthis wi ndow you can update a | earnero6s detail s;
1 You can change the accession number or other information that the
learner needs to have updated.

1 Click onthe NSC Exam Registration tab to capture or Edit registration
information for National Senior Certificate Examination. (See Figure 13
below)
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Update Learner Details

[PATRIC ANTAMANS : Acc Number : 2009061

Learner Photograph

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

FPlease complete and check theze additional details for the leamner’s examination registration

Eramination Centre: Examination ¥ear:

Registration Type:  |Part time - E xamination Type: |Fina| j
o Browze for Photograph...
Paper Language:  |English = |rnigration 5tatus: |HSA ﬂ
Fegistration |0 Tppe:  |Passport - Fiegistratian D: | Iz Pl
Certificate Language;  |EEES Endarsement Type: | ﬂ S —
IZCIplinary fecords
Country written in; - |RSA Special Meed: |N0ne j
. Learning E arriers
NSC Special Need (7 Yes ¥ No Wiiten RS54 % Yes Mo #
Candidate Reference Number: Incident Information
Subject Name [Subiect Code [« T ——
Change Learner
Tracking Mo
Address + Contact Details Main Parent
Postal Address: | Reporting Language
for this Learner
| ("~ Afrikaans
| Telephone number: *+ English

| Cell Phone number: Update
Postal Code: Email: | Done

L

Figure 13: Update Learner Details (NSC Exam registration)

91 If all information is captured, click the Update button to save the
information.
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2.1.3 Archive a Learner

1 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
Show All Cunent Loasness Foeeby Grate | ~| FasttyOee [ w| Mumbes of Lnainers [1272°
Full Learnar Enrolmant List  Cunwt Luavats  ( Futies legerstons Detads
* Sumane [N-uc ]'#.\‘ecm-w * Grade * Clags | *Gende » P Most Lanewr |
ANThrvars Patec R Geade 10 100 F s T T
APHANE Joharrm: 55 Geade 10 100 M
View/
APHANE Lewo 2600 Gogell T F JNSnndes aarmar. }
APMANE Puberng 2 Geade 10 10C M
RABIL! Jan 2001 Geae 10 1M M hackies L
BaLmy Lebogarg i Gade 10 0L F
Bl Patacn o 3 Grade 10 1N ¥ Receeds
RALOM Helars 9 Goade 10 1IN F
BALOM Apuitre Gadel] 100 : Qucglwy Recond_ |
BaLimM Arnsn s Oeade 10 1N ¥
RALOM derevan Nirihste X Geade 10 10A F et
BALOY Balara 0 Geade 10 104 M
aaLlr CMroed n Geade 10 190 M Laswwg Banen
RALOM Citots DR Goade 10 106 M _
BALDY Colen 00153 Grade 11 11C M —]
B8aL0M (vade 30 1 1 Soort. A2 and Cubte
L g G 0 10M M
BALD'Y Flence a7 Geade 0 I0F M Makks Achive
RaLOm dacod (o0 2 Geade 10 100 M
RALOM Jobmy M2116 Geade 10 100 M Fandy
BALOM Jery o 2 Geade 10 100 M Loy AL
BaL0M Joey 023 Geade 11 116 ¢ Passak/zeal Wiked on
R0 hadith % Geade 10 1P F
BALOM [ 0 Grade 10 104 M
BALOM Lebicgarck o] Grage )2 11X f Add Parert 13 Luws e I
RALDM Lecato 25 Goade 11 1" l' F -
R L T e = ¥ Y N View Mam Pasart (otndy
Double click on a lemned to view sumnaseed poobie View Fardly I
& By Suaname | e
@ Search Lt lor Leainer | 700170 £ Aocecon Narbe &0 Dierm |

Figure 14: Learner Enrolment (Archive Learner)

Archive Learner

Learner’s Details
Regiztration D ate: |2004/01/.15
Surnane: |TYEF||_|T
Initials: TR

Accession Humber: [g777 Gender: [rMald

Drate Left School: | 2005/03/18 =7
Reazon far Leaving: |Tran3fer to another school -

Cause of Death: -
Save ta Archive | Dane

Figure 15: Archive Learner

2.1.3.1 Remove a Learner

1 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,;

1 Afull learner archive is maintained for record keeping purposes;
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1
1

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
T

™ Dmrnerc 0

&_‘,‘]p..-.........-., Fiovssomnad o Fiioarion. AGERTIAT | 0 Histaw (6 Cumsint cear Current rear:  [E008

Pl it

[Lewel [ Caim [ Cesarpion [ Foiras | ot Mmcord |
Edit Focod |

Celwte Mecord |

Prink |

. FParsnt Slip ]

Dt

| [ | Codm | Dweciiption | Fointe |

Cone

Figure 16: Disciplinary Records

2.1.4.1 Maintaining Disciplinary Records for Learners

= =4 =9

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 childds behavi

our
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2.1.4.1.1Adding or Editing a Record

Disciplinary Records

Select Record Type

" Merit Language: |Afrikaans

DemeritiMerit
Level: | Puoints:
Code ahd D escription: | j

Item Mumber: Description: |

Awarded\Feported by: | ﬂ

Date: 20030820 |/

Demerit Action

Dizcipline Opticr: |Disciplined Internally ﬂ

Action Level: -

Code and Description:

Iterm Mumber: Dezcription: |

Commerts: ‘

L«

Dizciplined by:

|

Outzide Referral Agency:
Term of Suspension: Days Expulsion Date: | J |

Save | Daone

Figure 17: Add Disciplinary Records
1 Enter necessary details selecting from the dropdown menus;
1 Clickonthe Save button to save your data; and
1 Click Done button to exit.

2.1.5 Incidents

Incident Information

Incidents on Record

A Mo |
Sumame: [ELLIS | Wame:Een | Gendec Acc He: [5675
Ect
Date Inciderts Comment
Dekte
¢ 3| _ pe |
ADD MEW INCIDENT F—-

Dale | 20060417 =/
kncident & Pregnancg  DomesicVidkence | Raca Confict

Adiditional
Comments:

o]

:

Figure 18: Incident Information

 Clickon Incident under Learner Enrolment ;
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1 You can add, edit, delete and print on this form;
1 Incidents, other than disciplinary, can be recorded here; and
1 Save any data entered.

2.1.6 Learning Barriers

Learner

Surname:lBHUWN | Narns: |Bany | Gender: Acc No: [2345 Add
Edit
Date | Barrier code | Action | Comment

Date |2005/01/28 -
Barrier Type |Em0ti0nal Problemns ﬂ
ActionT aken |Heferred to Private Psychological ﬂ Print
Additional ||
Comments
Save Dane |
a > Dane

I Search List for Learner l— : .iif:s::::lumher GO Done
Figure 19: Learning Barriers
T Records of | earners with Learning Barriers are
progress can be trailed;
1 New educators the learner encounters can ha ve access to these records
and know how to cope with the learner;
1 Click onthe Learning Barriers button. Background screen will open. Any
other barriers a learner may have will be listed in the list view;
i Clickon Add to add new information. Front scree n will open. Fillin
info rmation using dropdown menu. Save ;
I To edit click on existing barrier in list view then click Edit button; and
I 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

Learner Participation in Arts and Culture Activities

YIEW Previous Year

Learner: |Darren, DREW | * Curent Year ™ Previous vear
Art and Culture
2005 Enter comments on learner’s extra mural
participation levelsz or zpecial achievements.

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

[ Athletics [~ Bowing

[ Chair [ Cricket

[v Debating society [~ Drama [ Hockey

[ Karate [ Music [ Metbal

[ Rughy [v Soccer [ Saftball

[ Tennis [ Wisual At [ %aoley ball

[ Clap Pigeon Shooting [ " ater Sports [ Other

Specify Other | Save Dane
Figure 20: Learner Participationi  n Art and Culture
1 Sport, Art and Culture activities that learners are involved in can be
recorded here;
I To add, change or delete an activity from a learner click the Arts and

Culture button to take you to the page;
9 Tick in the box next to the relevant activity to add. Remove a tick to
change | earnerds pretttamdences or to del e
1 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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Learner Transcript

Progrezz Cycle Reszults

= Detail " Annual Promation

CASS

™ CASS results Far one pear

" Specific Year | J

Print | Done |

Figure 21: Learner Trans cript

1 The Marks Archive keeps records of all the marks a learner attained for all
cycle tests or exams

1 The marks would have been captured onto the system under the
Curriculum Related Data module

1 There are various selection options to print

1 This provides a history of the learners attainments

1 The transcript can be printed and produces a Learner Transcript

2.1.8.1 Marks Archive Printout

& & £ 100% | || 4 ¢ b ||
Praview l
. S v Ve T et e e o
P O Box 9876 cnrEastDrive & Wast Place
Jappe Jappe
| Johannaeshurg Johannashurg
2000 2001

Tel 011 - 444 9630

Learner: DREW, Darren

Yuar

Grade:

Cyole: TERM 1
Sulbject Level OBE Key Symbol Marke
Englan Fiat Language HG 22 B 222

Ascounting WO

Atrxaans 8 HG B 218
Ho c 180
HO ] a2
WO - s
Promation Recislan:
e L R O P,
Cyale: TERM 3
Subjeot Lovel OBE Key Symbol Mark
) T3] Y T
HE ¢
HG c
HO -]
=G A
o o

-<
Figure 22: Marks Archive Printout
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2.1.9 View Family

Learner's Family Details

Learner's Details Siblings cumrently enrolled at the School

Learner: |Frank FORSTER | Surname | Mame | Grade | Class

Class: CARSOM Carrie 10 104,

Address: |'I 21 WValley Crezcent |

@ |J eppestown |
‘ >

Parents related to thiz Learner

Double Click on a Parent to View Parent Detailz

Surname | Title | M ame | Tel | Account Paver Status
.‘CAHSDN kr Collin 011 4443633 Tes
Remove Parent Add Parent Done
Figure 23: Learnero6s Family Details

1 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 rinthe
Learner Enrolment window and select the View Family button at the

bottom right of the screen to view the selected
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2.1.10

Update Parent Data

Update Parent Data

General Information
=Compulsory Fields

“Title: |pds | nitialz: [y

Commeszpondence Details

Title + Initials: [Ms

Surname: [AMTA

“Surname: [4NTA

“First Mame: [vialet

=Gender ( Male & Female

“*Home Language: |SeF'edi

|

“Hace: |.-’-‘-.fric:an.-"ElIac:k j

1D Mumber/Passport:

Postal Address: [135 BLOCK LL

Suburb/City: [SOSHAMGLUWE

Code: 0152
Tel Mumber [Home]:

Shieet Address: [135 BLOCK LL

Tel Humber [ ork]:

Citw/Suburb: |SDSH.-’-\NGLI\-"E Fax Murnber: I— '7
Code: W [~ Copy to Postal Address Cell Murnber: I—
Oecupation: | Spouse tel fwork): [
Ermployer: | Spousze tel [cell]: l—

Detailz of 2nd Parent Living at same address E -M ail: |
Surname: Felationzhip to

l Learnerss: |M0ther j
First Marne: | bdarital Status of Parent: | j
Occupation: | Powverty Indicator: | ﬂ

1D Mumber/Passport: |
Gender + Male " Female Wipetis | Feme
Figure 24: Update Parent Data

2.1.10.1 Updating or Viewing Parent Details

E ]

Guidelines for using SA

Select the Parent Information
menu.

button from the Main Learner Information

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

accordi to the

ng

first | et t e lectihd dedirdd e

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

Edit Parent Details button

t the

to view or update

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
The Parent Listing per family
The Parent Listing per Parent

on the Learner Information Menu

window opens
page serves an important function as all

active parents on the system are listed here

Parents living together are listed separately for

purposes

-SAMS Learner and Parent Module

voting or counting

t

parentds s

he

Page 22 of 60
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Parent Listing per Family

i+ [Parents of Active Learners| " Parentz of Archived Learners

Filtar Farsnt Listing: -

RS LrrEme | M ames | Title | Addiess | Suburk | Tal
AMDREWS Angus bdr & M1z FOBox 1812 Joharnes.,., 9541601
BROWHN Brariwgn [GE] F 0 Boy 54738 Joharres,,  AT2Z0312
CARSOMN Callin bdr & Mrs P 0 Box 4466 Joharnes... 4449633
LREW [ alman [GE] F [ Box 313438 Roksbuig RY23471
ELLIS Erio Mr & Mrs P 0 Baox 4667 Joharnes... 6741907

Edlit Parert Detale |

Wiews Learnars in Family |

Farant par Family Printauts |

{ﬂ Search List for Parent by Surname |

Go

Farant Listing per Farsnt |

Done

Figure 25: Parent Listing per Family

2.2 Learner Applications

1 Click Learner Applications

button from the Learner Information Menu

(Figure 26 below. ) to start the Learner Applicatio

appear.

Guidelines for using SA  -SAMS Learner and Parent Module
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Learner Information Menu

Learner Data Files Learner Attendance Data Learner Demerit Merit

| 1. Leamner Information |

10. Frint Blank Daily Attendance Fegister | 20. Demerits and Merit Module |

2 LeamemppﬂM
. Al
——

3. Learner Grades and Classes |

12. Print Daily Absentees | 21. Learner Bus Routes |

4 5185 for SME leamers |

13. Yiew Individual Learner Absences | 22 Assign Mentar to Learner |

Family Data Files |

14, Learner Attendance Printauts 23. Reporting Language |

5. Parent Infarmation |

6. Learner Family Report | Statistical Data and Reports Year End Learmner Promotions

| 15. Enmclment Printouts + Class Lists | 24. Process ahd Maintain Learner

7. Learner Parent Export Pronotians

1E. Learner Age + Houze Group Listz |

Archived Data

2. Learner Archives | 17. Details of SNE learmers |

18. Learner Detail Data Printouts |

Delete Leamner

9 Delete Entire Leamer Record | 19, Learner Agaregated Data Printouts | w

Figure 26: Learner Information Menu

Luarnur applications for entrance 1o Lhe school

Maintain Appli t
Laainers whi have applind for admission (o the school, but am not yet registaned lnamaie L e [ L= Lo

Al lmarmer applications to the sohool should be ortored into thiy seobion ay a reoord of sohool apphoations and A M Applioant |
ax a rmcord of learmers who wers not admitted to the school for audit purpozss.

T |_Mame |_rGrade | Gonder | Diate of Btk | " Shatug | Vimw AR dlit Applicant |

Dmlwts Applicant ]

Enrcl Laarmnarn

Ewlect Aegivtration Date
[zooa-om-z0 = |

Fmgiztar ths Lsamss ]

Application Printauts |

[ Bl &ppl .F'urm!

Dons ]

Click on a Laamar to salact the leamern

Figure 27: Learner Application for school entrance

1 New learner applications for future admission into the school may be
captured onto the system.

1 This section is notto 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.

1 Selectthe Blank Learner Applications button from the Learner
Information menu to open the Applications window.

1 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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I e e e i

L — 13 T O TR CHTNS
3 IATH I Y ot Tt & B Y S

Figure 28: Blank Application form

2.2.1 Add a New Application

Details of Application

- Lmarnur's Datailx - Contact Detailz for Parent
Grade Appled For [frade 6w Surname of Parent: [RLSHMORE
Ve Applied For [2006 Title: [Mr & Mrs
Application Date: [Z005/04/23 | Initisls: (7 [ Los Physical Address
Sumame of Leaer. [HEMRY Fastal dddress: | 369 Filmaore Cresoent
Firat Mame: [Hendristte |G ardenview
Date of Bith: [1332 Month[01 Day [0 Ciy/Sububs [Boksbg
Gandar, ©° Mals = Ferale Postal Code: 2302
Racs: IW'hIto j' Telephaone Murmber: W
Home Language: [Afikaans -1 Additiohal Contact Mumber: [3783091]
Physical dddess. [363 Filmore Cresoent
Application 5tatus
[Gaidermienw & Application Pending Appiication Accepted
Cityssubut: [Boksbur 7 Application Refused ¢ Applioation CanosledAwithdiawn
Postal Code: |2302 ::'n:::; :"
Fumclar Schoal: Foodor Sohoal 2 ;I Carcallation
Muimnber of EIBIInglEI:hI:;! a i Doke

Figure 29: Applicationtothe  school

1 Select the Add New Applicant button to open the data capture window.
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T Complete all the Intharelevantfiéldsardle t Savd gour
data.

222 Updating or Viewing an Applicantds Detail

1 Inthe Learner Application window, click on the name of the
learner/applicant that you wish to update or view.
1 Once you have highlighted the name of the relevant learner, click on the

View/Edit Application button to view or update the | earne
1 Rememberto Save your new data if you add to or change an y of the
l earnerb6s detail s.

2.2.2.1 Status

Application Status
f+ Application Pending & Application &ccepted

" Application Refused Application CancelledAfithdrawn

Feazon for
Fefuzal or
Cancellation

Save Done

Figure 30: Status

9 Users must capture the Status of the application when adding an
application (see Figure 30 above)

2.2.2.2 Update an Application

9 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.

91 Application will be pending until a learner has been accepted and the
registration date into the school has been selected

1 For applications that are refused or withdrawn /cancelled, click on the
learners name and select either option.
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Application to the School

Details of Application:

Learner's Details Contact Details for Parent

Grade Applied For: |[ElEEE

Sumame of Parent: |APHANE

Year Applied For: | 2009 Title: ke & Mrz
Applieation Date: | 2005.02-23 :IY Initials: |JF [~ Use Physical Address

Sumame of Leamer: [4PHANE Postal Address: [1286 BLOCK %

First Mame: | Clintele Puleng [

Date of Bith: [1392  Month[12  Day [11 City/Suburt: [SOSHANGUVE
Gender: ( Male @ Female Postal Code:| 0152
Race: |Aftican/Black A

Telephone Mumber:
Additional Contact Mumber: |0335732270

Application Status

Home Langusge: [|sidebele |

Physical Address: [1286 BLOCK X

" Application Pending ' Application Accepted

City/Suburb: |SOSHANGLIVE " Application Refused " Application Cancelled/w/ithdravn
Postal Code: |0152 Reason for
Refusal or
Feeder Schaol: | | Cancellation
Mumber af S|bl|ngség1ht0h:|: 0 Save Done
Figure 31: Edit Application
2.3 Learner Grade and Classes
9 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)

Class Options Sub Menu

Azzign Learners to Grades |

Azzign Learners to Clazzes |

Deszign Blank Class Lists |

Clazs Statistics |

Figure 32: Class Options Sub Menu
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1 These options are found on the Sub Menu once

2.3.1 Assign Learner to Grade

Learn er Classes button

has been selected.

il

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.

= Maintain Isarnere in correct gradee and clazzoe

E:L?tal;:ruuul grads and class lof sach leainar and SAVE o 0 B dale — Order Alphabetizaly — Bors ]

Accmzzion Lmarrimr Clmnder | Datm of Birth Ciraclm Clazx =

1 |5E328 [=l=pyels] b sl 19300707 Grade 2 e =
2 nFag FAATHE. Maojalela bA sl 19941009 Girade 7 - |7E =
3 [RIEIRE] TALIAARD, Lizahn Farmale Taa41107 irade 7 3 =1
4 [A[RIRF FOLIFIE , Arrmando A alem THRAT Lirades £ B Eav =]
151 [A[R1SE) FMASEMUOLA, Ernmst Al 19950124 Liracls / = | Ll
B |[0040 WERTER, Jandré bl 19950303 Cirmclm 7 =175 =
7 |07El HORSMAM, Joxh I il 19950516 Cirmclm 7 = |7E =
A (0104 MASERMOLA, Tumslo Famals 19950526 Cirace 7 = |7E =
g  |00&q GERMAMDT, Hairg b ale 1995061 4 Girade 7 =1L =
10 | 0OFED HEREBST. Monigue Faimale 19950619 Grade B = |EL =
11 00365 HATTIMGH. Dewald b ale 193960807 Girads 7 = |7s =
12 0077 MIEMABER. Mailizé Farmnale 193560810 Grades 7 = ]|7L =
13 0023 SLABBERT. Degerd Farale 19360310 Grade 7 I by =
14 0093 MGOBEMI. Disinly b sl 19951011 Girade 7 = |7E =3
165 0098 SEFLIBUILA . M ojalets hA sl Taas101a Girade 7 - |7l - |
16 |04 LLOLAS . Mica b ale TS0 Lirades £ = =
17 |oans FALLIGA, M ansazs A ale Taas110/ Liracls £ = =
18 (002 SMIT, Aillmm Al 19951115 Cirmclm / = |~ |
13 0088 MALEFE, Fatlmgo bl 19951121 Cirmclm 7 = |7E =
20 | 00EF STEYM, Etimnnms [SET 19951121 Ciracm 7 =7 =
21 0013 Ak DER MERWE, Hairrich b als 19951124 Girade 7 e =
a2 oz FRAEGOTHD, Mdulbsi Famale 19951209 Girade 7 = |7E =
23 005z STRYDOM. Claiissca Famale 193561209 Giade 7 = 7= =]
24 | 0007 LUOS. Mantis b ale 193561211 Grades 7 e e =
25 |00E0 DE CLERFK. Barnardt b ale 19361218 Grade 7 =L =
26 | 0058 CaMERDOM. Brandoh b sl 19981222 Girade 7 |7t =
27 |0n4a4a BOCMZASIE R, Merses Farmale 199512265 Girade 7 - |75 -
28 |[omy HOSHOFE, Melisss Farmale RESE IR R Lirades 7 3 =
29 |duo4 ARG AR SLILIPTE M, Pl A ale THanaTaa Liraces £ v =

a0 | ooeg LE JALER, [ awvis bA e 19960111 Lirmclm / = | /5 -

Figure 33: maintain le arner in correct grade and class

1 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

1 These options are found on the Sub Menu once Le

Once do ne click on the

Save button.

2.3.2 Assign Learner Classes

arner Classes button has

been selected.

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

of
learners, particularly after promotions have been done and all

learners are just placed in grades
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Assign Learners to Classes

Goloct a grade to start, Seloct tho class you want to azsign loarners to, Y'ou can select lsarnoers for this class from the loft hand
list. Learners appearing in the right hand list are already in the seleocted olass.
Click on a Grade to [
woik with
Master List [ Selmat Al Class List
rade
Grade 10 Surhanme |_Mame | Clags | Surnams [ Mame | Class
Girade 11
Grade 12
£ |
Gaolact Class for
Learners
* Learners alieady assigned to a class = Blue Bons
® Learners not pet assigned to a class = Black
Figure 34: Assign Learner to classes

1 To assign learners to classes, follow the instructions given at the top of
the screen.

1 Clickona Grade to work with by selecting the required grade from the
Grade drop down list.

I The classes in this grade appear in the field below and the lists of learners
in this grade appear in the Master List column.

1

Click onthe Class N ame then select learners form the Master List to
place in this class.
T The | earner sb

names jClassplLiso column.i nt o t he

2.3.3 Design Blank Class Lists

Guidelines for using SA  -SAMS Learner and Parent Module
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Flamde Chaws Gorial

Sedel Class = Mﬂb.nlﬂﬂ-:n:;m:bp;-]ll Mo Tnlllw:cr__hr-m-l Prik Claves Lk
c : wrmed 67.5
¢ Dide dlobabeticaly By Gended Conmnwiamn |67 T
4 Cobumn Headiegs map be yped disctly onto Geid i iegquinsd o Cok may b lufl blank. [ -
i EE 3
s E
4l |

Figure 35: Blank Class List

I The above list can be utilized for a variety of functions at school level.
1 Users can design the form specifically for the task at hand.

2.3.4 Class Statistics

Class Statistics

School Class Statistics for 2005 Dt Stafistics -
Mumber of Learmers placed in Claszes: lII Mumber of Learners not yet placed in Classes: lII Done
Humber Grade Class Total Learners Male | Female Eclucator Room t

1 Grade & Y 3 2 1 SMITH, 5% BS -

P Grade & Y 1 1 BROWN, S B10

3 Grade 10 104 1 1 GUWEDE, L LB

4 Grade 11 114 1 1 MSIMANGA, M3 B11

5 Grade 12 124 1 1 ABRAHANMS, PP A4

6 LSEN LSENA, 1 1 MOoosAs M Special 1

7 Remedial Remé 1 1 PADAYACHEE, R Special 2

Total Learners in all Classes 9 B 3

Figure 36: Class Statistics

1 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)

~ Support nesds assessment (SME Learners)

Pleass select a dala year
Support Nesds Asesssmsnt |
Smimct Dats vmar: |E_ -
Flmports |
Lanmrranr s
Miimber of SHE Learnsis: I 5]
I Leaire I Aocegsion Mo I Grads
1 BEL&MI © R Ansliza 5209 LSEM
2 BLITEMDAG © G Dadl 2205 LSEM Do
] Pl ™ 5 Einkle [SEIREN) LS
a FOTILEMI B Partunia 5309 LSEM
] STEMGILE © B Masiphi 2907 LSEM
Search [or Learmar in the sl abowve,
| ==
i Accmxzion Mumbsr 0 Hame Search J

Figure 37: SIAS for SNE menu

1 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

1 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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= [Parsnts of Active Loamors| " Parents of Archived Learners Filter Frarert Lizting: x

“Suihame [ Mame [T it [ addiess [ Subuib | Celiphone = : :
ALLEN B VIR E dit Parsnt Distails |
AMBOROS 2] Dir i Mrs .
AMUEAN 5 Dir & Mis .. Edit Prarent Learrss
ASLETT L Mz L Halationships
ALUCAMP J b & b
BADEMHORST & i & b
BAILE'Y Laanis M i bdrs | View Leamers in Famly_|
Bl [E] BT & Mrs L
B MO & [T TEa Fatant per Family Printouits |
BaRMARD J b & ksl
BaRMaRD J tir E bre Farmnt Lizting per Parsnt |
BEARMARD J M & iz J
BaARMMARD i e & brs
BARMARD Matian M & ML Parent/s with Leamer |
BARMARD A e & i
BECKER A Mrn & Mr.. M arags Farmily |
BESTER E Me & ke E
BEZUIDEMHOUT F B & M,
Bl AshA Ry br & brs ¥
EHAMIEE & BAr & bra &
BLIGHALT 8} b & Mr,,,
BOIEHUTSO M Mz MA e

< | I

@ Search List for Parent by Surmname | i Lione

Figure 38: Parentinformation Menu

2.5.1 Parent Information

1 Parentinformation can be edited using this system.

1 Toedit par e niffosmation , clickont he Edit Parentl nformation

button and the following menu will open

Lpdate Parent Data

General Information

ST e
HHS Lrnami

“*Firzt Mame:

10 Mumber/Fazzport:

Gender:

"Compulzory Fialds

Me= “lnitials |B
[LLEM
[k

0+ Male " Famales

Conmezpondence Datails

Title + Irnitials: |Me & Mz B

Surmame: [ALLEM

Pogtal Addiess |

“Gander  Male & Female |
“Home Language: [afikaans =] SuburbATity: |
“Race: [white - Code: [
10 Murmber/Fassport:
| Tl Murnber (H o] |
Stroet Address: |
| Tl Mumber Pwiork]: |
Cit/Suburbs: | Fax Mumber: | |
Codm [ Copy o Postal Addiess Cell Humber: |
Oecupation: | Spouse tel (work): |
E mployer: | Spouzea tel [call]: |
Detailz of 2nd Parent Living at zame addriess E-Mail: |
Surname: | Ralatiorzhip to | - |
Learmesrds:
Firzt M arne: | b arital Statuz of Parent; | d
Oscupation: | Poverty Indicator: | - |

L ot |

Done |

Figure 39: Parentinformation  Sub Menu
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1 Change or edit the relevant parent info rmation once done click on the
Update button

1 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

1 To editthe parentlea rner relationship click on the Edit Parent Learner
Relationship button and the following menu will open (Figure 40 below)

Change Account Payer,

Select Grade: |Glade 1 j Select Learner: |ALLEN, Cherize : 0654 j

Leamer: |ALLEM, Cherise : D654

Account Mumber : |504

Click on a Parent to select

Surmame | Firgt Mame Title Account Payer Residential Parent
ALLEM B te es
Set Parent as Payer | | Set Parent as Parent that [earner resides with I Done

Figure 40: Parent information Sub Menu

Selectthe 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

Family Details

Seloct Family Lo Wi

{ﬂ Filber B |E| ...-| Sales=i Parami: |E|ADENH|:|F|5T P -—-| (E]a] ]

f
f

Family [Fatails

FParenl: [Mor & Miz A A BADENHORST ]

Fastal Address: || | Hesidential sddress: | |
Tty /S Lo | | CitpeSuburb: | |
Fogtal Code: Fostal Code:

L — L —

Foegistered Learmers related (o this Paresnt Bl indicates (utuins registiation
Surname | Mame Girade | Ciass | Fleg 0 ate | Acc Paper
BADEMHORST Creris [ 6s 2003/01/01 res

Femowe Learresr From this Famils | Ciarim

Figure 41: family details Menu
1 Select the filter by option and choose and alphabet, choose a paren tand

then click on the yellow Go button, this will show you a registered learner
related to thisp arent.
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1 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

Parent Printouts

" Alphabetical Parent Listing for the Whole Schaool

i+ Parent Ligting per Clasz 1E -

i Parent with related Learnerds [Family Groups]

Done |

Figure 42: Parent printout Menu

1 From the three opti  on given choose the re  levant option and click on the
Print button

1 The parent information menu also gives you an option to view a list of all
active parents on the system
1 Toview the parents list click on the Parent Listing Per P arent button

and the followi ng screen will appear

Parant Listing por Parant

All aotlve parents on the system aie llstad - parents living together are leted separately 107 Yollng of CoURting pUIBO#E ™
Harme Buiirrame [EETNE [[ERTE) Tel Cll = Murt f Blank
i lm ALLEM Famals bt af blar
2 M AMEROS Ml ——  columnz to print (0 - 3]
a 5 AbLSEN F alm
4 L ACLETT Female
5 o AlCaMP Male
B |A BADEHHORST i ale
7 Lmiiie Bl EY Female
] o] [FEANeRY] b sl
& Im BTy i Export to Excal
0 |d BAFMHARD Farnsla
i1 d BAFTHARD el
12 L BARMARD Farmals
13 | Matian BARMARD Mals
T4 W BAHMAHL Male
15 |Andre BELEEH Male
16 | E BESTER Famala
17 | F BEZLIDEMHOUT tale
18 v RH&k tale
18 & RH&MIEF b sl
Y] RLIG AT b ke
3 2] BOIFEHUTSO Farmale
22 |d BOOMZAAER b ale
23 |M BOoYsE H als
24 E BOOYSEMN Farrisls
EEEEA BULYSEM F slm
IR BUSUH Falm
&F M pogCH Male
2m | BOSHOFF i ale
am | s ROTES b b - Dane ]
a1 | ]

Figure 43: Parent information Sub Menu

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

1 The parent information menu also gives you an option to view a list of all
parent with learner pe  r grade

1 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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-
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Figure 44: Parent information Sub Menu

f
f

Select gra de to view parent for from the Select G radeto 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

1 Toremove a learner from the parent click on the
ill appear (See figure 45 Below)

and the following screen w

Manage F amily button

Family Details

Solect Family to YWiew

iﬂ Filter By | A —

Family Datailz

Select Parent: |A|_L|=M e B

| GO |

Parent: [Me & Mris B B ALLEN

Foztal Ssddress: | |

ity S uburk: |

Foszstal Code:
Telaphornes W

Registered Learners related to this Parent

S LIFFaTe | M
BOTHA E rorivenin
allLEM [ S TETY ETE]

Ramove Learmear fram thizs Family |

Razidantial Addrezs

o
I |
City#S uburb: |

Fostal Code:
Tetephons 4 ]

Bl irclicatss Tutune iegiztiatiomn

| Grace | Clazs | Amg Date | Ace Payer |
3 Tt 200901 401 e
1 T 2009401401 Yms
Darne

Figure 45: family details Menu

1 Select an alphabet from the

parent drop down list box and click on the

Guidelines for using SA

-SAMS Learner and Parent Module

Filter By dropdown list box and select a
Go button.
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2.6 Learner Family Report

“Learner Family

(]

View Leamer Family Datails:
| Ywstersosshos | _Expentmevea |
Girade: |Grade 2 = | Clazs: | -] Sl Famil M Ciane
Learrer Court | Priat

Leamner Family Detail

Learmar Inlormation | Parsht |hlcrmation | -
Surnama |Mames | oo Ma. | Girade | Surname | Marne |TelH
AMUSAN Urnorola uEzg Lirade 2 AkUSAMN 5
AMUSAN Urnatols uogd Lirads £
AMISAN Olabimpe 0405 Girade 4
AbLIGARN Ormosola 0500 Cirade 2
BARMARD Donowvan 053z Girade 2 DARMARD L
BLARMARD [RELET 0887 Girads 2 BARMARD [SEUET
RECKER Liza 546 Giracls 2 RECKER Aridrd
BEZUIDEMHOUT [ alanm 0598 Grade 2 RICHARDS-BEEZUIDEMHET J
BLIGHALT Mijarikm 0549 Graca 2 BLIGMALT s}
BLIGHALT davan 0327 Grade 4
BLIGHALUT Simorl 0241 Grade 5
BEOOYWSEM Ricardo osg2 Giade 2 BOOYWSEM W
EOOVSEM Diirle o145 Giade &
EOTHA Mkl [slEpie) Giade 2 ERIEL A
BHEMT-MEEF. [ EaTyTCe THES) assn Grade 2 BHREMT-MEEFK. R
EREMT-MEEF. Heuben [KlEpe] LGirade & .
ERUMMEH Sanrioo [Nl o) Lirade 2 BHUMMER J
CAMERDOM Calvin 0422 Girade 2 CAMEROM W
CAMERDM Brandon oS Girade 7
CHAPMAN Liarmn 05a3 Girade 2 CHAPMAN W &2
F 2

Figure 46: Learner family details  Menu

1 Learner family report allows you to view
one can also be able to print the list of the family details

2.7 Learner Parent Export

both learner and parent/s details;

I Al Grades ¥ Al Languagss Trhlo ma""’“i‘y‘;"‘ tnumbgr
Select Grade: [Grade 3 = | Gelect Language: g,ﬂ,;,:L”:cﬁ‘ia D, e, Ewpaort lo Excal | Rzt |
the grade option to . ;
Simlact Class |35 =] rnduncn the Eumnnr. Brint Erd J =hlal ) I
LEAHMER DETAILS FATHER DE =
'E 5 urname First Name i i Class Languages M Suan
= @ =
1 ERAMND F.mmrumr M |Grade 3 |35 Alniloa arix
2 CHRISTOFH Siread F |Grade 3 |35 Afrikaats d CHRISTOFE
a COETSER Fludoiph b |Grade 3 |35 Afrikanns
4 DiMEL E.uirtiz b |Grade 3 |35 Afrikaanz
=] ELS Chiiati F |Grade 2 |35 Afiikaans C MOSTERT
G EMGELERECHT Matasha P |Girade 3 |25 Afrikaans [5] EHGELBRED
7 FOLRIE J D b |Grade 3 |35 Afrikmmanz ] FOLRIE
2 GROEMEWALD Pelizas F |Grade 3 |35 Alila s [ GROEME WY
9 JGROOTHOF “wilrnarie F | Girade 3 |35 Afrikaans W GROOTHOF
10 |HAMSEM A M |Gradm 3 |35 Afrilmmrz Hmriclril, HAMSEM
11 |HEREEST Allaind F |Grade 3 |35 Al st [l HEREST
T2 [JAMSEM Halph kA | Lirade d | H5 Atrnkasng
153 |EOTZE Frail b |Giradm 3 |35 Afrilmmnz
14 [MCGRATH Chaiizaa F |Giade 3 |35 Aliilaans
15 [MEADE'S Jandid b | Lirade 3 |05 Afrikaats H MEALDES
16 [MOSTERT Fatricia F |Grads 3 |35 Afrikaanz A MOSTERT
17 [MAGEL Jhiry M |Giade 3 |35 Afiikaans Johannes HAGEL
19 MEL Ardrd b |rede 3 |95 Alrikasahg & MEL
19 |MEL Walizza F|Grads 3 |35 Afrikaans & HEL -
< ] »

Figure 47: Parent expo Menu
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1 Learner parent expo rt givesyou a n option to export the parent and
learner details  to excel.

1 To export the parent and lear ner list to excel , click onthe Learner
Parent Expo rt button and the above screen will open (See Figure 47)

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

2.8 Learner Archive

< Shos AL Date Latt BEatrmens | _J oend | ]
Srbact Datas 10 Vike . s =
Raaion ForLaweg  Fiasson For Laasng | | Vam Gradisied

¥ Reedine Losres Poard L osiost Trageles Conds Neccte Lawnas

cadirary -

P Sumere | Harrm | *Damben L
£ MOATSHE “Leas X i

O arviang
L) aPrane
O amane
0 BaLE
Ooace
DaaLom
(= [ETRCS
O aaLow
I saLon
OuaLom
0 8aLom
O eaLom
Oraom
£ aaLom
O
D) eaLon
Onarown
O aaiow
DsaLy
O uaiom

« »

Ay Claws | p

L

|vososas -
Fartorm

Leorrwn Ancords

a6 Losere D etk J
&7 Ve F urrdy |
Alusbon MGy

M s Aichoe

(8 samch Lt 301 Lanmas by Sumema | Go | Archwns List Prevcats | Core

Figure 48: Learner Archive

1 Alllearners who have left the school and have been archived are stored in

this folder.

1 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.

I Select date from  New Registration Date , iIf aleaner is registering for the
first time.

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

1 Click in the box next to the learners name

1 Complete the details under Restore Learner

1 Clickthe Restore button once details have been completed

1 Learner will appear under Current Learners list

1 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

1 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.

1 Click on Pri nt Learner Transfer Card radio button, Select  Date of
Issue and clickon Print to print the Learner Transfer card. (Se e Figure
49 below)

1 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

i Clickthe Dele te Entire Learner Record button in the Learner
information submenu to delete a learner from the program

1 Select a grade click on the Ok button .

M Tick in the box next to the identified learner then click on the Delete
Learner button .

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

9 Click on Clear Selection to select the next learner

i Clickon Done to exit
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