SA-SAMS SA: School Administration and Management Information System User Notes

________________________________________________________________________________


[image: image1.png]School Administration and Management System

Select an Option to Continue

I~ Use an Exising Database. I~ Statt aNew Database
Select your Schools Database

Your System Year is set to:

7005
[ —

Compactthe database. Continue.

To use tis opton, there must aleady be an exsting database on another computer fnked to this
compute via a network

I e

Continue.

Discliner R





Department of Education

USER Guidelines on:

How to get started with

SA-SAMS SCHOOL ADMINISTRATION AND MANAGEMENT INFORMATION SYSTEM 

January 2006

Notes prepared by DEVED TRUST

CONTENTS PAGE

1. Introduction……………………………………………………
3 

2. General Suggestions for Use……………………………
 4

3. EMIS Focus and Programme Linkages……………………….
 6

4. Start Up Page and Logging in…………………………………
  7

5. Main Menu………………………………………………
 10

6.
   Module 1:  General School Information
……………………………………11

7.
Module 2:  Human Resources Information…………………
 26


8.
Module 3:  Learner and Parent Information
 47


9.
Module 4:  Governance Information
 80


10.  
Module 5:  Standard Letters and Forms
 93


11.
Module 6:  Export Annual Survey Data
 96


12.
Module 7:  Financial Assistant
 107


13.
Module 8:  Curriculum Related Data
 182


14.
Module 9:  Timetabling Assistant
 220


15. 
Module10:  Physical Resources and LSM
 240


16.
Module 11:  Security and Database Functions
 262


17.
Conclusion…………………………………………………
 271

INTRODUCTION

What is SA SAMS?

SA SAMS is a robust computer application specifically designed to meet the management, administrative and governance needs of public schools in Southern Africa.  The programme has a strong EMIS focus to assist schools in the completion of the Annual School Survey.

Why was SA SAMS developed?

Many schools were using different management applications for different school functions e.g. schools were using a financial package to control the school finances, a separate timetabling package to do timetables and class lists were being manually generated. This resulted in the same data being input into three or more separate systems and all these systems needed to be updated every time a change occurred.

SA SAMS was therefore developed to provide schools with a cost effective, easy to use and fully integrated computer solution containing all aspects of school management requirements. It also incorporates a Timetabling Assistant to assist the schools with the complicated task of allocating educators to subjects to classes. 

The user interface is specifically adapted to cater for non computer literate users. A button interface and user prompting mechanism is used as opposed to more complicated menu structures.

SA SCHOOL ADMINISTRATION AND MANAGEMENT INFORMATION SYSTEM 

GENERAL SUGGESTIONS FOR USING SA-SAMS 

· Use your mouse to click on various buttons to explore the program
· Whenever you enter new data or update existing data in the program, remember to click on the SAVE or UPDATE button. Your data will not be saved in the database unless you click on a SAVE or UPDATE button

 IF YOU ARE WORKING ON THE SA SAMS PROGRAMME AND WISH TO ACCESS INFORMATION FROM ANOTHER PROGRAMME, CLICK ON THE WINDOWS LOGO ON YOUR KEYBOARD AND SELECT YOUR DESIRED PROGRAMME.  THERE IS NO NEED TO SHUT DOWN SAMS.  YOU CAN WORK BETWEEN THE TWO PROGRAMMES FOLLOWING THIS PROCESS.

PRINT OPTIONS

There are numerous sections in the programme which allow for the print function.   School data can be obtained at the press of a button.  Make sure you explore the print functions as well.

Viewing Printouts

· Printouts are viewed in the Print Preview window. 
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The following toolbar appears at the top of the print preview window.

[image: image311.png]Save

Nest Page

Previous Page

Menu

Piint Page.

adidi

Entiy Codes

i

T4B butionta
mave belween
contals

ENTER to move
betvesn cells an

Fi to see gid
navigation keys




[image: image312.png]Please select options for the New Financial Period

Yea [pi5  v] StatMonh [uay o]  EndMonh [Decenie ]

1f your System Date is incorrect, please
Your system date s set as: [2008/01/11 reset this date in your Windows Control
Panel




[image: image313.png]Assign School Fees to each Grade

Select Grade/s Schaol Fees Per Grads.

Grade | Fees
Gadel RS
Giadel  R7S
Grade2  RES
Grade2  R7S
Grade3  RES
Grade3  R7S
R Graded  RES
Graded  R7S
Grade5  RES
Grade5  R7S
Grade RS
Grade  R7S
Grade?  RES

e Giade? RS

Enter text to appear at the bottom of leamer statements

Schaol Fee Amount for
selected Grades

Alemalive Afikaans Test




[image: image314.png]General Ledger Account Detai

Select Account

Select Account:
orenter

Search Options

e I

‘

-Account Budget

‘Account Number: 6o

e 2001  IndccountName B Tiarsacionlia  Deleted lems
Date Ao [ Subhce DocNo | Desciption Debit | Credit [ Souce Tians
w4z 98 0 =] Suspense Account 5000 Recept: Fecept 001 40.. &
w4z 700 24 Rdvse Debiorccount 5000 Receipt: Recept 001 40.. 4

Account Balance

Budget Reconciiation

Debit Credt

Debit [0.00 Credt

Under

Over

General Ledger Repotts

& CutentYear € Another Year

Show Al Transactions

Dore.




[image: image315.png]Print Reports.

|* & 7 |1« Lo

v |

KHOLOFELO PRIMARY SCHOOL

> o=

EMISNO: 345670

P

10102002
SUBJECTS OFFERED BY THE SCHOOL:

Subject Code Growp SchoolReference Key
Foundation Phase
Life Skl oBE 15
Literaey oBE ur
Jr— oBE wm
Intermediate Phase
Art, Coltue and Lifo Orirtation oBE acLo
Bunan, Soeial, Ecorensiz sod Mansganet Sciences oBE HSEM
Languge, Literacy and Commmurication oBE LLC ()
Mattematical Litrasy, Matireaties ad Matlematical Scierses oBE MM ()
Matural Scisrce and Techuology oBE nsT
Senior Phase
At s Culhre oBE ac
Econonic and ianagereentSciemces oBE s
Hunan and Sccil Seerees oBE BsS
Languge, Literacy and Commmurication oBE LLC (Sen)
Lift Orientation oBE 0
Mattematical Litrasy, Matireaties ad MatlematicalScierses oBE MMM (Sex)
Maturel Scisrces oBE s

mern _'_I





· Select the printer icon (picture) to print the actual report. (1 above)

· Set the size of the text in the preview window by clicking on the drop-down arrow next to the percentage drop-down box (2 above). This resizing only affects the size of the text in the preview window and does not change the size of the printed text. Increase the percentage if the text is too small, or decrease the percentage if the text is too large.

· If the report is spread over multiple pages, you can use the scroll arrows to move from page to page (3 above).  If the scroll arrows are greyed out, then the printout only consists of 1 page.

· Use the binocular icon to search for a particular entry in a printout.

· Select DONE to close the print preview window.

Very Important: Please remember to BACKUP your data on a regular basis. These processes are explained later in the manual.

Running SA-SAMS on your computer

Once you have installed SA-SAMS from the CD, you can start the programme:

a) Click on the Windows START menu

b) Select the Programs option

c) Scroll through your Programs Menu until you find the item called SA-SAMS

d) Click on the SASAMS menu item to start SA-SAMS on your computer

OR Double click on the SA-SAMS icon on your computer desktop

If you do not have a shortcut ICON on your desktop:

e) You can also create a shortcut to the programme by sending the SA-SAMS icon to your desktop

f)  Do this by holding your cursor on the SA-SAMS item name in your Programme Menu 

g)  A picture of the SA-SAMS icon appears 

h)  Hold your cursor over the picture and right click on your mouse

i)  From the menu that opens, select Send To
j)  From that menu that opens, select Desktop (create shortcut)

The SA-SAMS icon will now appear on your desktop, and the programme can be opened from here.

EMIS FOCUS AND PROGRAMME LINKAGES

Although the SA School Administration & Management System (SAMS) Programme is a computer application designed to meet the management, administrative and governance needs of schools, it also meets the identified needs of the Education Department, at Circuit, District and Provincial level  in the gathering of data from schools that informs decision making at all of these levels.

This has been achieved through the development of a strong EMIS focus so that EMIS information required by the Education Department can be captured at school level and exported into the SA Tool (Electronic Annual School Survey).  The Tool has a built in verification process to assist schools to get their data as accurate as they can before submitting to the Education Department in electronic format

In the SAMS programme itself data is captured progressively thus creating data linkages between modules.  One of the many examples of the linkages is the Cycle Information and Class Information captured in the General School Information Module.  This data is required in the Learner Information Module in order for learners to be placed in grades and classes.  Another example of the linkages is the Human Resource Module where educators are captured.  Educators are captured in this module but are required further down the line for register classes, for curriculum issues,  for LSM and for Timetabling.

Within SAMS programme there is also an Export Data Field to MS Excel which allows for a particular data field to be selected and exported to Excel for further use by the school.

START UP PAGE

Fig. 1 

ENTERING THE PROGRAM FOR THE FIRST TIME (Fig 1)

· At the top of the Start Up page there are two options:  Use a Database on this Compute, which refers to a stand alone computer.  The other option: Use a Database on a networked Computer, would apply for computer work stations connected to a server.  Make your selection in the checkbox depending on which option your computer falls into.  This is the first step to opening the programme.  

· The first time you enter the SA-SAMS program, you will be required to create a new database for your school.

· Using your mouse, click in the checkbox with the caption Start a New Database  (Fig. 1)

· Then click on the yellow Continue button

· The following screen will appear:
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Fig. 2
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· You create a new database the first time only 

· Enter the name of your school into the required text box, e.g. TestHighSchool, Valleyview Primary School

· Click on the OK button to continue. Your database will now be created and you are ready to start using the program.

· The program will now load the User Login screen

Fig. 3
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LOGGING IN TO YOUR SCHOOL DATABASE (Fig 3)

· Enter the user name and the password for your school database in the required field, the default log is:

User Name: 
administrator

Password:
admin

· Click on the Log In button

· The Main Menu screen will now be loaded (Fig.4)

· Passwords can be changed.  This is explained under the Security Function in the manual

BEWARE!   IF YOU CHANGE THE PASSWORD AND THEN FORGET THE NEW PASSWORD AT A LATER STAGE, YOU WILL NOT BE ABLE TO ACCESS YOUR SCHOOL INFORMATION

ENTERING THE PROGRAMME ONCE YOUR SCHOOL DATABASE HAS ALREADY BEEN CREATED 

· Once your school database has been created, you will always click in the checkbox with the caption Use an Existing Database
· The list of school databases in the white box will now become active
· Besides having your real school database on which you will work, you can also make a copy of the school database on which to do testing of sections of the programme you are unsure of.  Ensure that the names are different and know which is your correct database
· Click directly on the name of your school database in the list. The database name will now be highlighted in blue
· Click on the CONTINUE button to log in to your school database 
· The programme makes a copy of your database for backup purposes once you click Use an Existing Database
· A tick automatically appears in the checkbox that says Make a copy of the database before opening (Marked with arrow) and this database is stored in the SAMS folder in a yellow folder called Backup
· This copy is a backup.  Should anything go wrong with the database you are using which is found in the DATA yellow folder, this copy can be placed into the data folder and you can continue working on the programme.  A new backup will be started 
· It is also important to compact your database at least once a month for optimum performance.
THE MAIN MENU (Fig 4)

· The Main Menu screen provides you with access to all the modules that make up the programme, and it also takes you out of the programme via the EXIT tab.

COMPULSORY DATA

· In order to start using the program, there are certain compulsory data elements that must be captured onto the system
· Once these sections have been captured, any module you wish to work in can now be opened
· The compulsory data areas are located under the General School Information module and only have to be entered into the system once.

· Compulsory data:

· School Details 

· Cycle Information

· Class Information

· Compulsory data for School Attendance records

· Setup School Terms

· Setup School Days

· Compulsory data for curriculum issues

· School Subjects

THE MAIN MENU

Fig. 4
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THE DONE BUTTON TAKES YOU OUT OF EACH PAGE YOU ARE WORKING ON 
The process after capturing any data is:

· SAVE

· OK

· DONE

MODULE 1: GENERAL SCHOOL INFORMATION 

The General School Information Module captures basic information that is necessary for the use of other modules.  In order to use the Human Resource module the class information data would need to be captured.  In order to use the Learner Information module class information is necessary.  School subjects are necessary for the Timetable module and the Curriculum Related module.  School Term dates are necessary for the reporting cycles in Curriculum.  

The programme data is captured progressively.  What is captured up front will be required further down the line to complete an entry.  It might be necessary at times to back-track and check whether information required down the line to complete an entry has been left out.   

Moreover, the EMIS focus of the SAMS programme captures information that can be exported directly into the SA Tool, which is the electronic version of the Annual School Survey.  Sections within the General School Details, the Survey Details, SGB Status, Cycle Information , Class Information all feed into the Tool.   

Click on the General School Information tab on the Main Menu 

The following sub menu General School Setup opens.   Use this menu to enter details for each item in the compulsory information sections.

GSI Fig. 1
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SCHOOL DETAILS

· Click on the button School Details to enter the general information about your school such as official name, address, contact information etc.(Fig. 2)

· The compulsory fields are marked in blue, but it is important to enter as much data as possible.

· Please enter data for all five pages of this section:                                                                                                                                        

-
Contact details

-
Survey details 1

-
Survey details 2

-
SGB Status

-
Twinning Details

· Once you have completed entering the data, you must click on the SAVE or UPDATE button to save your data to the database.

· Once you have saved your data, you will see a confirmation message. Click on the OK button to acknowledge this message.

· Click on the DONE button to return to the General School Setup Menu.

USE THE TAB BUTTON ON THE KEYBOARDTO GO FROM ONE CELL TO THE NEXT AND THE ARROW BUTTONS ON THE KEYBOARD FOR DROPDOWN MENUS

SCHOOL DETAILS

GSI Fig. 2
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CYCLE INFORMATION

· Click on the Cycle Information button and the screen picture below will open to enter details about the grades and teaching hours at your school.

GSI Fig. 3
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· If you want to use separate classes for LSEN or Remedial learners that are not in the mainstream, you must select these options as indicated in Fig.3

· Complete the relevant data required under teaching hours for either the GET Band or the FET Band or both depending on the grades in your school. Remember to SAVE your data before returning to the General School Setup Menu

· If your LSEN learners are absorbed into the mainstream classes then tick the No option 

CLASS INFORMATION 

· Select the Class Information button from the General School Setup menu to load the class information for your school.

GSI Fig. 4
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· You have already selected the Grade range

· To add classes to each grade for the first time, click on a grade name in the treeview.

· Select either State or SGB, depending on the type of class

· Type in the number of classes you want for the particular grade and click on the Create Classes button.

· The program will load the names of classes in the appropriate grades into the treeview.

GSI Fig. 5
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· Should you wish to, you can rename a class name by clicking directly on the class name in the treeview.  Then type in the new class name in the textbox provided and click on Save Class button to effect the change.

· To delete a class, click directly on the classname in the treeview and select the Delete Class button. A class can only be deleted if no learners have been assigned to the class.

· Should you select the incorrect class for deleting or re-naming simply click the Cancel button

· You can choose to Expand all Grades to see the full list of classes in your school.  The Collapse all Grades option collapses all classes and shows grade names only.

· To show just one grade with classes, you can select the grade in the combo box and choose the Filter by Grade option.   

· Once you have completed your General School Details, Cycle Information and Class Information, you are ready to start working on any module you wish to or you may choose to continue entering data in the General Information section.

THE DONE BUTTON TAKES YOU OUT OF EACH PAGE YOU ARE WORKING ON.  

SCHOOL SUBJECTS (Fig. 6)

· Click on School Subjects button
· There are two pages on which you will work to set up your school subjects:  Subjects Offered by the School and Master Subject List.

· Because OBE Learning Areas are National Policy you will see that they have already been loaded by the system.

· On the Master Subject List page you can:

· add a subject offered by your school that is not in the master list e.g. Additional Languages in GET phase, by clicking on  Add Subject not on list button

· the subject will now appear on the list of subjects selected for your school in the Subjects Offered by the School page but not in the Master List page

· select a subject for your school by clicking on the name of the subject 

· print your school subjects list

· School subjects are required for adding stock for Learner Support Materials and for using the Curriculum module 

GSI Fig. 6 
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SELECTING SCHOOL SUBJECTS 

· Once you have selected your school  subjects from the Master Subject List, click on the button Subjects Offered by the School
· You now have a view of your school subjects 

· To remove a subject from your school list, click on the subject name and click the Remove Subject from School List button. 

· When working with OBE subjects, please ensure that you select all the subjects required for each phase

· You can use the Filter Options to view specific lists to check that subject  selections are correct

Editing a Subject

· You can only edit subjects that have been selected for your school

· Editing includes changing the name of a subject, e.g. Human and Social Sciences to Social Sciences or adding subject names in Afrikaans

· To Edit or enter Afrikaans names, click on the subject name in the view list for Subjects offered by the School and then click Edit School Subject button

· The subject details will appear on the edit form. Change/update the details

· For Afrikaans names, the English name for the subject appears in the top field

· Type in the Afrikaans name in the relevant field

· Select the correct phase within which the subject falls (Senior, FET)

· SAVE
· Follow this process for all subjects that must get Afrikaans names

FEEDER SCHOOLS
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· Click on the button Feeder Schools to enter the general information about schools from whom you obtain your learners 

· Once you have entered the details click on the yellow SAVE button to save the data. The data is then shown on the left hand side of the screen in alphabetical order

· To edit a feeder school details; click in the tick box to the left of the school name. Now correct the school details shown on the right of the screen. Save the amended data by clicking on the yellow SAVE button

· To delete a feeder school’s details; click in the tick box to the left of the school name and click the Delete button. A User Question box will open to clarify that the correct school is being deleted.

· To print a list of feeder schools; click on the Print Feeder Schools button.

DISCIPLINARY CODES 
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Maintain Disciplinary Codes

· On the General School Setup menu select the Disciplinary Codes button 

· On this page the Disciplinary Codes and the Disciplinary Actions can be selected

· These codes are the standard codes utilized under the learner section to record learner misconduct and the resultant disciplinary consequences

· The learner misconduct and disciplinary actions code lists may be printed out by clicking on Print Codes
· There are five standardized levels of code that may not be amended. Only additional descriptions may be added, edited or deleted from the levels

· Additional descriptions of Disciplinary Codes and Disciplinary Actions can be Added, Edited or Deleted by clicking on the relevant buttons

· Click on Add New Code to add new descriptions

GSI Fig. 10
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DISCIPLINARY ACTIONS
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· Use the Expand all levels in  Disciplinary Codes and Disciplinary Actions to view descriptions under each level and Collapse all levels to view levels only

MAINTAIN SPORT / HOUSE GROUPS
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Maintenance of House Groups

· Sport / House groups are the groupings schools use to allocate learners to compete internally in sport, cultural or academic activities

· You can Add, Edit and Delete house groups

· Please note: Educators data is needed in order to fully populate the required data fields

· To add a new house: under House Group Details on the right hand side you can type in the new house details, then click on SAVE
· To edit an existing house: select the house to be edited by clicking in the check box. Change the details, then click SAVE.

· To delete an existing house: select the house to be deleted by clicking in the check box and click the Delete button. The User Question box will appear asking you if you are sure of the deletion. Click Yes to delete item.

· A printout of learners allocated to house groups may be obtained by clicking on the House Group Printouts button. Various options may be selected (See Fig. 13)

HOUSE GROUP PRINTOUTS
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Printout Options

· Print All: This option allows you to print all learners allocated to houses, per house and age group

· Print Specific House: This option allows you to select a specific house to be printed and will give you all learners allocated to the specific house, per age group

· Print Specific Age Group: This option allows you to select a specific age group of learners to be printed and will give you all learners within the age group, per house.

· Each printout lists the learners surname, name, date of birth and class allocation

SETUP SCHOOL TERMS
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TERMS FOR THE YEAR

· Click on the Setup School Terms button in the General School Setup menu to capture school terms

· Please Note: Accurate data capturing of dates for this section is important for the completion of the attendance registers for learners and educators

· These are the dates that will reflect term start  and term end dates on the learners’ reports

· On the Term Dates menu, select a year to enter term dates, using the drop down box

· The program allows you to input data for three or four terms depending on the province. If you have only three terms then leave the block to the left of Term 4 blank

· Click in the small white box to the left of the term number

· Select the provincial dates for start of term and end of term under the From Date and To Date  columns using the drop down calendar option 

· SAVE once you have entered all the three or four terms data  (SAVE, OK and DONE)

SETUP SCHOOL DAYS
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· Click on the Setup School Days button in the General School Setup menu to capture the non teaching days occurring in each term,e.g. Sports Day, Tour days.

· Please Note: In order to correctly reflect attendance data for learners and educators, the accurate capturing of dates for this section is necessary

· Select the Year and click on the yellow GO button. The terms which you captured previously appear on the screen

· Click on the term name to allocate non-teaching  days falling within the term 

· Select the Month and the Day on which the non-teaching day falls from the drop down calendar.

· The date will fully appear in the Date Selected text box

· In the next text box type in the Reason for the holiday

· Click the SAVE button

· The Clear button can be used to remove an incorrect entry before saving

· The Delete button is used to remove unwanted days from the screen

· The program automatically allocates holidays to the days of the month that fall outside of term time (e.g. if the term ends on a Thursday, the Friday will be highlighted as a holiday)

· The number of Teaching Days per term is indicated on the left screen.  Click on the term name to see non-teaching days per term

· To exit this form, and return to General School Setup menu, click on DONE button

YEAR PLANNER
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· Click on the Year Planner button in the General School Setup menu to access the year planner

· The year planner is a useful tool to assist the SMT / Principal / HODs in planning the school year including the terms, functions, reporting deadlines, exam schedules, etc for both internal and external usage. 

· The General Planner is for external usage (i.e. utilized to inform parents and pupils of events, important school dates, parent meetings, etc)

· The Educators Planner is for internal usage (i.e. utilized to inform educators and staff of events, important dates, deadlines, staff meetings, etc)

· You can Add or Edit an event by selecting the event Date, allocating a Start and End Time (optional) and entering a Description of the Event.
· When you add or edit Fig. 17 (below) will open

· The event can then be allocated to the appropriate Planner category of either General Calendar or Educator Calendar.
· The event can then be categorized as a Compulsory Category (Yes) or not (No)
· The individual event needs to be saved by clicking on SAVE, OK.
· Click on DONE when all events have been added

· The planners can be viewed or printed out for the entire year or for a specified period by clicking on either the All Events option or  Selected Dates to View option and selecting the From / To dates  e.g. per term

· To print the planner, click on the Print Planner button. When printing the planner you have the option of entering your own title for the report or utilizing the default title

· Events can be deleted from the Year Planner  by clicking on the Delete Event button 

ADDING/EDTING YEAR PLANNER
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SETUP MENU PAGE

GSI Fig .18 
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Setup menu page   

· Allows you to use your own school logo/emblem as the picture for the Main Menu.

· The image can be selected to go onto the progress reports you’ll be giving to parents

· From the three options you are given choose Own Image and then click Browse to find the image wherever you have stored it, e.g. in My Documents or off a CD or off a Removable Device.  JPEG images have to be opened in Paint and saved as BMP type

· You can also choose your own colour for this screen as seen in Fig .19
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MODULE 2: HUMAN RESOURCE INFORMATION

Educator Information is required for assigning classes to educators, educator representation on the SGB, to complete the Timetable, for Curriculum Related Data, for the distribution of LSM, to keep the attendance register and to keep training records up to date.

This clearly shows the link between modules that exists within the programme.

· Select the Human Resources Information button from the Main Menu to open the menu

· The following submenu opens

· As you click on each of the submenus below further menu lists will appear

· Data should be captured for all and updated as changes in educators’ status occurs to ensure current record keeping

HR Fig 1
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Maintaining Educator Information

· The Human Resource Module is where all employee information is captured

· This includes educators, non-teaching staff and all public servants employed at the school

· Educator information is captured separately from other staff 

· Start capturing educator information by clicking on the Educator Information button., the screen picture  below will open

HR Fig. 2
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· The menu list on the right indicate the amount of educator data that can be captured

ADDING AN EDUCATOR

HR Fig. 3
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Adding Educator Details

· Click the Add New Educator button to open the educator data capture window.

· Complete all the educator details in the relevant fields and SAVE your data.

· Remember, there are two pages of data to capture

·  All fields marked in blue are compulsory fields and must be completed before you can save the data. 

UPDATING OR VIEWING AN EDUCATOR’S DETAILS

HR Fig. 4
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Editing an Educator

· From the Educator Window, click on the name of the educator that you wish to update or view.

· Once you have highlighted the name of the relevant educator, select the Edit an Educator button to view or update the educator’s details.

· Remember to SAVE your new data if you add to or change any of the educator’s details.

REMOVING/ARCHIVING AN EDUCATOR

HR Fig.5
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· In order to remove an educator from the current staff of a school, you have to archive the educator. Educators cannot be deleted from the system without first being archived.

· An educator archive is maintained for record keeping purposes.

· From the Educator, click on the name of the educator that you wish to archive.

· Once you have highlighted the name of the relevant educator, click on the Archive an Educator button.

· You will now be required to give a reason for the educator leaving the school. 

· If death is the reason for archiving, the cause of death must be selected from the dropdown menu

· Click on the Archive button to archive the educator

RESTORING AN ARCHIVED EDUCATOR/STAFF MEMBER

· This part has been included to save on recapturing an educators information should the archived educator wish to return to the school

· On the screen where all  Educators are listed Fig 2, (also on Other Staff screen, Fig 13) there are two option buttons:

· Current Educators (Current Staff Members)

· Archived Educators (Archived Staff members)

· Select the option Archived Educators 
· The screen with all archived educators will open

HR Fig. 6
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· The Restore Educator button is listed on the right

· Click on the name of the educator you wish to restore 

· Click on the button Restore Educator
· Respond to the User Message 

· Return to the Current Educators screen and the selected educator can once again be viewed on this list

· Follow the same procedures to restore Other Staff from the Archive

SUBJECT SPECIALSATION

HR Fig. 7
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Subject Specialisation

· This section records an educator’s subject specialization at College/University level

· It is particularly useful information when timetabling educator allocations

Add/Edit Training Records

HR Fig.8
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To Add Training Records

· Click on Add/Edit record to enter/edit training records

· To delete select the record and click on Delete Records
· Click on the subject that the educator has been trained on 

· Enter training years

· Enter Years of Teaching Experience and click SAVE

LEAVE AND ABSENCES

HR Fig. 9
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Leave and Absence

· This does not form any part of the attendance register or vice versa

· The above form should be completed when educators return after an absence from school

· These forms are part of the record keeping system that schools should implement, as educator leave and absence has departmental implications

· First print absentee dates for all staff members off the View Individual Staff Absences 

· With this record in hand complete the leave details for educators

· Click on Add Leave Details  to enter the reasons for absence

· To delete you select what you want to remove and then press delete

· You can print Leave and Absence details

HR Fig. 10 
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· Select date of leave 

· Select what Type of Leave

· Type in the number of days on leave

· Complete replacement information.  SAVE
ANNUAL TEACHING DETAILS

HR Fig. 11
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Annual Teaching Detail
· This gives a complete record of each educators workload as well as build up a record of subject specialisation 

· At a glance one can see the number of learners per grade, per subject that an educator is teaching

· On the View Educators page click on the name of the educator

· Click on the Annual Teaching Details button

· Select year and click GO
· Select subject and click OK
· The subject appears in the Subject/Learning Area taught column

· Type in ‘E’ if its examinable

· Type in the number of learners per phase

· Type the number of years teaching the subject

· Type in the number of training years

· Mark with an ‘X’ the level you teach

· Put in the hours

· SAVE

Educator information captured on this form fills into the Annual School Survey.  The EMIS printouts on educator reports can be printed and circulated before new survey data has to be captured so educators can update their data

ASSIGN REGISTER CLASSES

HR Fig. 12 

[image: image34.png]Educators.

View Educators Assign Register Class

Select a Class Select an Educator Classes with Assigned Educators

Classes Eduoators s Code_| "Suname Iniis | Foom
ABRAAVE PP ABFAH TR ABR. ABRAMAMS PP AT
GUMEDE. L GUMED e Sl SMITH N
FIDD5A - MOOSA LSENA M. MOOSA M Speciat
MSIMANGA, M5 - MSIM
PADAYACHEE F - PADAY
SMITH. S5 SMITH

Click on a Class and an Educator and then select Accept Select a row and then click on the button below to
re-assign a class and educator

Clse Educatr e | P asign lss nd Educalr
Regte Room umber [ Cenie  CancellCea s





Assign Register Classes to Educators

· Click on the class and then click on the educator

· Both appear at the bottom of the screen

· Type in register room number

· And then click on Accept
· To remove a class from an educator, click on the class name in the right hand column then click on Re-assign Class and Educator

EDUCATOR CONTACT LIST

· To print out or view the contact list of educators for the school, select the Educator Contact List button from the main Educator window.

· The Print Setup window will open from where you can select your printer and paper layout options.

· You can select your options or simply press OK to continue to the Print Preview window.

· The Preview window gives an indication of what the printed report will look like

· This screen can be enlarged by selecting the percentage size in the top left corner

· You can either print the report or select DONE to return to the program. 

STAFF INFORMATION

Maintaining Other Staff Member (Public Servant) Information

HR Fig. 13
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ADD NEW STAFF MEMBER/UPDATE STAFF MEMBER DETAILS

HR Fig. 14 


· Select the Add New Staff Member button to open the page

· Complete all the staff member details in the relevant fields and SAVE your data

· All fields marked in blue are compulsory fields and must be completed before you can save the data

· From the Staff Member window, click on the name of a staff member that you wish to update or view 

· Updating staff information is important for the process of record keeping

· Once you have highlighted the name of the relevant staff member, select the Edit a Staff Member button to view or update the staff member’s details.

· Remember to SAVE your new data if you add to or change any of the staff member’s details.

· You can also enter staff qualifications by clicking on the Qualification button in the bottom left of the page

QUALIFICATIONS

HR Fig. 15 
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· You type in the staff member’s qualifications and SAVE the data.

REMOVING A STAFF MEMBER

· In order to remove a staff member from the current staff of a school, you have to archive the staff member. Staff members cannot be deleted from the system without first being archived.

· A staff member archive is maintained for record keeping purposes.

· From the Staff Member window, Fig 13 click on the name of the staff member that you wish to archive 

· Once you have highlighted the name of the relevant staff member, click on the Archive a Staff Member button.  The screen picture below will open.

· You will now be required to give reason why the staff member left the school 

· Select the Archive button to archive the staff member.

LEAVE and ABSENCE


Leave and Absences for Staff Members follows the same procedures described for Educators.

STAFF MEMBER CONTACT LIST

· To print out or view a contact list of staff members for the school, select the Staff Member Contact List button from the main Staff Member window.

· The Printer Set-up window will open from where you can select your printer and paper layout options.

· You can select your options or simply press OK to continue to the Print Preview window.

· The Preview window gives an indication of what the printer report will look like.

· You can either Print the report or select DONE to exit. 

MAINTAIN TRAINING CATEGORIES

HR Fig. 16
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· There are 2 options under which to record training either Curriculum Based Training or School Management.
· Click on Maintain Training Categories from the HR menu.

· The Training Categories window will open.

· All categories already added will be listed

.

Adding a New Category 
· Select the Add New button

·  Select either the Curriculum Based Training (Inset Training) or the School Management button

· Type in the new category in the space at the bottom of the screen and SAVE the data.

Editing/Deleting Existing Categories
· From the list of category names in the window, click on the name of the category you wish to update or delete.
· Once you have highlighted the chosen category, click on the Edit/Delete button to perform function.
· Remember to SAVE your new data if you add to or change any of the categories.
· Press DONE to complete the task.
Maintain Inset Training Records

INSET training is a vital part of educator development.  Educators attend workshops/seminars/ discussion groups given by the Education Department or by contracted Service Providers.  The INSET training is aimed at developing the skills and knowledge of educators and non- educators to become effective in the classroom and within the school  

HR Fig. 17
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Training Attended

· Click on Maintain INSET Training Records on the HR menu 

· Select either Educator or Non-Educator by pressing the correct button.

· Click on the staff member’s name

· To add records of training attended for individual educators click the Add New Record button. The Training Attended detail page will open. Fill in the details. Fig.17 above.  Press Save.

· To view or change existing training records, press the Edit Record button. Remember to SAVE your new data if you add to or change the existing training.

· To delete existing training records, click on the selected training you wish to delete. Press the Delete Record button.

· Press DONE to complete the task.

By maintaining records of educators who have attended development training sessions, it is easy to identify those who still need training and prevents the same educators going to training sessions repeatedly

Maintain Development Appraisal Interview Records

DA falls within the IQMS that all educators have to receive.

HR Fig. 18
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· Click on Maintain DA Interview Records on the HR menu

· Select either Educator or Non-Educator option button

· Click on selected staff member’s name

· Click on Add New Record to add a record 

· Complete relevant information

· To view or change existing records, press the Edit Record button. Click the yellow SAVE button to save the data if you have made any changes

· To delete any records, click on the record you wish to delete. Press the Delete button to delete it. Press DONE to complete the task

Add Appraisal Interview Records

HR Fig. 19 
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Printout of DA Interview Records

HR Fig. 20 
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· Click on Printout of DA Interview Records on HR menu.

· Select Educators or Non Educators
· Select the dates you want for specific staff

· Tick in box if you want to select All (when All is selected dates are inactive) 

· Press Print to go to Print Preview window.

· The Preview window gives an indication of what the printer report will look like.

· You can either print the report by clicking on the printer icon in the top left hand corner, or select DONE to return to the program.

Attendance Records

HR Fig. 21 
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Print Blank Attendance Register

· Click on Blank Attendance Register on the HR menu.
· This window give you the opportunity to print blank attendance register for Learners, Educators and Other Staff

· Select the month you wish to print by clicking the downward arrow until the correct month is found.

· Select the grade in the same way, by clicking the downward arrow until the correct grade is found.

· To print Learner Attendance Register, click on Print Attendance Register.
· To print Educator Attendance Register or Staff Attendance Register, click on either Print Educator Attendance Register or Print Staff Attendance Register.
· Remember: when you press Print, the Printer Set up Window will open from where you can select your paper and printer layout options.

· You can select your options or simply press OK which will take you to the Print Preview window, which shows you what your printout will look like.

· You can either print or press DONE to return to the program.

Maintain Weekly Staff Attendance

HR Fig. 22
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Maintain Weekly Staff Attendance

· You cannot proceed unless school terms and school days have been set-up in General School Information 

· Click Maintain Weekly Staff Attendance.  The Weekly Attendance page opens 
· Click on the name of the term in which you are marking, e.g. Term 1
· Select the Weekending Date (has to be on a Friday) from the dropdown calendar box and then click on the yellow button Mark Attendance
· The attendance page will open 
Staff Attendance

HR Fig. 23
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Educator and Non Educator (Staff) Attendance

· Staff Attendance will only appear after you click on Mark Attendance.
· Click on either Educator or Staff, whichever it is that you are marking.

· The register page will open

· The day and date is stated above each column

· To mark an educator/staff member absent, select the date column and move down until in line with the educator/staff member’s name, then click in the field

· Mark people who have been absent for that week then SAVE
· Should there be no absentees that week just click the SAVE button

· The weekly statistics will be indicated at the bottom of the screen

· If no educator is absent for that week, just click the SAVE button and the statistics should indicate 100%

· YOU MUST SAVE ATTENDANCE FOR EACH WEEK EVEN IF NO STAFF MEMBERS ARE ABSENT.

View Individual Staff Absences

HR Fig.24

[image: image45.png]Staff Absentees Records

Select Category & Educalor " OtherStalf | View Archived Staf ® S imenEg

Cick an Staf Member

Suame  Fiter by Date

Sumame Name.
‘ABREHAMS Paul Peter IPADAYACHEE
MODSA Mariam

s Marired Sello e i | e

SHiTH Saly e Days Absent |5

From [2008/01/10 +.
Name

60

Date Absent
200501 /12
200501 /13
200501 14

- Pt Abseriee Dates

Selected Staf Member

AllStaft Members





Staff Absentee Records

· Click on View Individual Staff Absences to view individual staff absence records

· Choose whichever staff member you wish to view

· Click on Filter by Date to view a specific period.

· Select the From date and the To date then click on Go to view

· For printout options, you can click on Selected Staff Member to print just one staff member

· Or click on All Staff Members to printout the whole staff

Staff Leave Summary Printout

Staff Leave Summaries are the records of educator attendance for a certain period of time.  These records can be used by management to follow absentee patterns and trends of educators and are easily accessible should the Education Department ask for them.

HR Fig. 25 
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· Click on Staff Leave Summary Printout under the Statistics section

· Select either Educators or Non-Educators by clicking on the relevant button.

· Select dates to print by clicking on the downward arrows until the correct dates are found

· Press Print to print or DONE to return to the program.

Attrition Register:  Educator and Other Staff

Educator/Staff Attrition Registers are printouts of the aggregated data for all educators/other staff who have been archived.  This data can be requested at Circuit/District or Provincial level and inform these offices of the current status of educators 

HR Fig. 26
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EMIS HR PRINTOUTS

HR Fig 27
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STATISTICS

The EMIS HR Printouts is the data captured in the SAMS programme that feeds into the Annual School Survey.  This data is exported from SAMS into the SA Tool.  Schools can print this data straight from SAMS, existing records in the different sections can be checked against updated details and changes can be made to keep the system information current.  

Aggregated Data at school level is easily accessible for the Education Department and can be used to influence decision-making and future planning.

Above all, these printouts can be used when completing the Annual Survey to check that data being captured is correct.

· Click on Emis HR printouts
· There are two columns:  Raw Data and Aggregated Data

· The EMIS data is listed under each 
· To print any of these, click on the correct button, for example Appointment Register
· The print setup screen opens.  Click OK
·  The print preview page opens.  One can either view or print

STAFF LEAVE SUMMARY PRINTOUT

The Staff leave Summary Printout gives the status of educator absenteeism per quarter.  The summary can also be between selected dates, i.e. on a monthly basis.  This data can be used to track educator absenteeism patterns and inform management of direction should absenteeism be a problem at a school.

These quarterly statistics are also required by the Education Department for purposes of record keeping

HR Fig 28
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MODULE 3: LEARNER AND PARENT INFORMATION

The Learner and Parent Information module captures vital information which feeds into SA Tool (Annual School Survey) that has implications for school funding.

Learners are linked to the CURRICULUM RELATED MODULE and the FINANCE MODULE, amongst others. Details like Grades, Classes, And Account Payers, captured under learner information feed through to these later modules. 

· Select the Learner and Parent Information button from the Main Menu to open the Learner Information Menu (Fig. 1)

· The sub-menus on the Learner Information Menu display all the information that has to be captured for learners 

LP Fig. 1
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LEARNER INFORMATION


LP Fig. 2
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· Click on the Learner Information button to open the main Learner Enrolment screen.

· This 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 class drop down list

· To view all learners in the school, select SHOW ALL CURRENT LEARNERS button in the top left 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

· The headings listed on the right of the screen indicate the options for data capturing of learner information 

ADD NEW LEARNER
LP Fig. 3
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· Click on Add New Learner button to open the Learner Information window.

· Complete all the learner’s details in the relevant fields and SAVE your data. All fields marked in blue are compulsory fields and must be completed before you can save your data

· Please ensure that the Reporting Language option  is completed

· Learner’s photographs can be scanned and stored on the computer or browsed for from another location. 

· Once you have saved the learner’s details, it is compulsory to add at least one parent onto the system for each learner.

· You may add a new parent for the learner or you may link the learner to an existing parent. (Parent previously added to the system for another learner)

ADDING A PARENT TO A LEARNER 

· Once you have saved the learner’s 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.

· The Search Parent Option window opens 

LP Fig. 4
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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 would 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 parents on the system. (See Fig 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.

· Once you have selected the correct parents for the learner, click on Save Parent to Learner to save the relationship

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

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

LP Fig. 5
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· If you are adding a new parent for a learner click on Add New Parent.  Complete the parent information on the page that opens.

PARENT INFORMATION PAGE TO ADD NEW PARENT TO LEARNER

LP Fig 6  
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· 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 parent’s 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 greyed out Learner Information page

· You can now choose to add another learner by clicking on the Next Learner button or you can return to the Learner Enrolment window by clicking on the DONE button.

VIEW/UPDATE LEARNER

LP Fig. 7
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Update an existing learner

· In this window you can update a learner’s details
· You can change the accession number or other information that the learner needs to have updated
· Click the update button to save the information

ARCHIVE A LEARNER

LP Fig. 8
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Remove a learner

· In order to remove a learner from the current 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.

· 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 (Fig.8).

· If the reason for leaving is death, you must also state the cause of death

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

DISCIPLINARY RECORDS

LP Fig. 9
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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 view

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

· A parent slip/newsletter can be printed and sent to the parents to keep them informed of their child’s behaviour at school. 

ADDING OR EDITING A RECORD

LP Fig. 10

[image: image60.png]Disciplinary Records

Misconduct
Date: [EE/2/18

Level of Misconduct: [Cevel 4

Code and Descipton: [:02  Threatening with a dangeraus weapan

Fieported by: [PADAYACHEE Raien

Disciplinary Action

Discipine Opior: [Suspanded

Action Level: [Level 4 <

Code and Descipton: [4:03: Applcation to department formted suspensian

Comments: Threatened female educator with physical vilerce.

Discipined by: [MSIMANGA Marired Selo

Ouiside Referal Agency:

Tem of Suspension: [5 Days





· Enter necessary details selecting from the dropdown menus 
· Click on the SAVE button to save your data 
· Click Done button to exit
INCIDENTS

Fig. 11
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· Click on Incident under Learner Enrolment 

· You can add, edit, delete and print on this form

· Incidents, other than disciplinary, can be recorded here

· SAVE any data entered

Learning Barriers

Fig. 12
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· Records of learners with Learning Barriers are kept so that the learner’s progress can be trailed 

· New educators the learner encounters can have 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 screen will open.  Fill in information using dropdown menu. SAVE
· To edit click on existing barrier in list view then click Edit  button

· To delete barriers select an existing barriers and then click on Delete
SPORT, ART AND CULTURE 

The information captured here automatically populates the SA Tool once it is exported from SAMS

Fig. 13
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· 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 learner’s preferences or to delete 

· Remember to save your data always, by pressing the yellow SAVE button. Press DONE to complete the task.

MARKS ARCHIVE

Fig. 14
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· 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
MARKS ARCHIVE PRINTOUT
LP Fig 15
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FUTURE REGISTRATIONS


LP Fig 16
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· Learners who wish to enrol for the new term/new year can be captured here

· All the required information is recorded

VIEW FAMILY

Fig. 17
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· 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 learner in the Learner Enrolment window and select the View Family button at the bottom right of the screen to view the selected learner’s family structure.

UPDATE PARENT DATA

Fig.18
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UPDATING OR VIEWING PARENT DATA

· 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 parent’s 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, select the Edit Parent Details button to view or update the parent’s 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 Parent 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

Fig. 19
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PARENT PRINTOUT

Fig. 20
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· Click on Parent per Family Printouts button to view the various options for printing parent details.

LEARNER APPLICATIONS 

Fig. 21
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Applications

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

· This section is not to be used for current learners, but to record the details of applications received for admittance in to the school in the following academic year.

· Select the 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

ADD A NEW APPLICATION

Fig. 22
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· Select the Add New Applicant button to open the data capture window.

· Complete all the learner’s details in the relevant fields and SAVE your data. 

UPDATING OR VIEWING AN APPLICANT’S 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 learner’s details.

· Remember to SAVE your new data if you add to or change any of the learner’s details.

STATUS

Fig.  23 continued
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Update an Application

· This section is found in Fig. 22

· For accurate statistics 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. 

LEARNER CLASSES

Fig. 24
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Fig. 25
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ASSIGN LEARNER 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 list of learners in this grade appear in the Master List column

· Click on the class name  then select learners form the Master List to place in this class

· The learners names jump over into the Class List column

DESIGN BLANK CLASS LISTS

Fig. 26
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· The above list can be utilised for a variety of functions at school level

· Users can design the form specifically for the task at hand

CLASS STATISTICS

Fig. 27
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· The above statistics page is important for immediate requests for breakdown of learner information

ARCHIVED DATA

Fig. 28
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· All learners who have left the school and have been archived are stored in this folder. 

· 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 Archive List Printout gives a complete list of all archived learners between dates selected

ENROLMENT PRINTOUT

Fig. 29
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EMIS DETAIL DATA PRINTOUTS

Fig. 30
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· The above page supplies the data to view in the dropdown box at top right

· All the data in the dropdown box is data that is required to complete the Annual School Survey

· If all data fields for learners are completed in the capturing of Learner Information these statistics are automatically populated as a result of the linkages in the programme

· This data can be exported to Excel 

· EMIS data per learner is readily available 

EMIS AGGREGATED DATA FEEDS INTO THE SA TOOL (ASS)

Fig. 31
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· The Print options within the programme are phenomenal and can produce data

· To keep the schools’ record keeping current 

· To have information on hand to inform decision-making at management level

· To deliver to the Education Department current data on request 

· Each of the tabs above have a printout to view aggregated data on learner information

· All EMIS data is captured under Learner Information and populates these aggregated reports

 MAINTAIN ATTENDANCE

Fig. 32
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WEEKLY ATTENDANCES

· In Learner Information click on Maintain Weekly Learner Attendances 
· The Learner weekly school attendances will appear

· Select a term and select the week-ending form the dropdown calendar 

· Click on Mark Attendance to mark weekly attendances

· All classes are listed in red because none have been marked

· Once a class has been marked for a particular week the class name turns black

· There is a selection to mark the register alphabetically, when all names appear in this order, or by gender when list will open with males first

· On this form you can also view or print detailed statistics per class

MARK ATTENDANCE

Fig. 33
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LEARNER ATTENDANCES

· Click on class name and a list of the learners will appear

· The days and dates for that week are listed across above the grid

· To mark absentees click in the grid line under the relevant day/date for the learner

· If there is a 100% attendance just click the SAVE button

· Weekly Class Statistics are indicated at the bottom of the page

· In instances where a user prefers to keep attendance records outside of the classroom there is the option to print a Blank Daily Attendance Register which can be selected for a month.  The list has the learners’ names and the days of the month

VIEW INDIVIDUAL LEARNER ABSENCES

Fig. 34
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Learner Absentees Records

· Select grade and class to view learners

· Click on learner to view days absent

· You can also view by Filter by date

· You can print absentee dates using the Print Selected Learner and Print All Learners buttons

LEARNER ATTENDANCE PRINTOUTS

Fig.  35
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BELOW ARE THE VARIOUS SCREENS FOR EACH OF THE PRINT OPTIONS LISTED ABOVE

DAILY ATTENDANCE DETAILS PER LEARNER

Fig.  36
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TOTAL DAYS ABSENT PER LEARNER

Fig. 37
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WEEKLY ATTENDANCE SUMMARIES PER CLASS

Fig.  38
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QUARTERLY ATTENDANCE STATISTICS

Fig.  39
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Fig 40    Printout of Quarterly Stats
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· Keeping quarterly attendance statistics, for educators, other staff and learners is part of the administrative functions  of a school and have to be completed because these statistics are required by the Education department

EXPORT FILE FOR LEARNER ATTENDANCE

Fig.  41
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REPORTING LANGUAGE

There are two language options that can be selected by schools for REPORTING purposes:  English or Afrikaans.  By reporting is meant the printouts, e.g.  the end of term reports to parents, the fee statements that parents receive. Should schools choose to do their reporting in Afrikaans, these steps should be followed:

SETTING UP AFRIKAANS FOR REPORTING PURPOSES

Step 1:  Adding Afrikaans names for subjects

1.  Click on General School Information button on the Main Menu

-  The General School Setup menu opens

-  Select School Subjects
-  There are two tabs at the top of the screen Subjects offered by the School and Master  Subject List.  Click on Subjects Offered by the School

-  The OBE Learning Areas are already loaded; choose FET subjects from the Master Subject List
-  To add Afrikaans names for subjects, click on the subject in the school list

-  Click on Edit School Subject button.  The screen opens

-  The English name for the subject appears in the top field

-  Type in the Afrikaans name in the relevant field

-  Select the correct phase within which the subject falls (Senior, FET)

-   SAVE
-  Follow this process for all subjects that must get Afrikaans names 

-  The print screen in the background shows both English and the Afrikaans names that have been added

Fig 42
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Step 2:  Entering of NEW Learners onto the system

-  Click on Learner & Parent Information on the Main Menu

-  Click on Learner Information button.  Learner Enrolment page opens

-  Click on Add new Learner.  Add information for new learner

-  On the right of the screen is the option to select Reporting Language for the Learner

Fig 43             

[image: image93.png]Learner Information

Leamer Registration for @ CumentYear  ( Future Year Leamer Photograph

Personal/Contact Details BedtonalDetals [ WedcalSocia omston

Registration Information Personal and Contact Details

= ecsssion Nurber * Bitth Date: Year Morth [ Day [

Flegistiation date i the actual date that the leamer enters .
the schoal. A leamer wil be ncluded on the enroiment st Gender: M Female
from this date arward. Browse for Photograph.

T —
“Registiation Date: [2008/04/13 | -

o st Identfication Number:
Incsion Status Reporting Language
© o ) Physical Addess: for this Learner
€ LSEN inmainstieam  Afikaans
<LSEN Disabity: Cyssubutc [ & Engish
Code: [

Frovince: leave blank
for non SA resident]

= Grade: =l

<] _cea |

“AYears In Grade: [Tt yoar i this grade |

“Courty of Residence & SouthAfica Dther

“Class: &=l

Ifother, specily

Leamer's Name Telephone Number [ [
e — ar—

s Emergency Number: [ [ Nest Leatner
“Fist Name [ONLY} Isleamer a boarder? -

OtherNames [ C¥Yes N





Step 3:  Changing EXISTING learners reporting status on the system

-  On the Learner Information Menu on the right of the screen there is a tab for Reporting Language per Learner.  Click on this button 

-  The screen below opens

-  You can select a language for the whole class, or you can select individual language per learner 

Fig 44 
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Step 4:
Changing Reporting Language under Curriculum Related Data Module

Click on Curriculum Related Data on the Main Menu

Click on Setup Subjects and Subject Choices
On the right of the screen click on Maintain Subject/Learning Areas
There is an opportunity here as well to add Afrikaans names for subjects

The second button on the right, Maintain Learner Report Languages, provides another opportunity to choose the learner’s reporting language 

On Curriculum Assistant menu, click on Maintain Learner Progress Reports 
The top right of screen has the following three buttons that also require Afrikaans names to be entered. They are: 

         Maintain Progress Report Cycles


If new Cycles - Add


If Existing Cycles - Click on Cycle, Edit Cycle, Afrikaans in Afrikaans

         Maintain Evaluation Keys


Click on Description, Edit Description, Type in Afrikaans

         Maintain Promotion Decisions


Click on Description, Type in Afrikaans

The processes for Afrikaans name changing for the above three bullets is explained under the Curriculum Module on page

YEAR END LEARNER PROMOTIONS

Fig. 45  
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Process and Maintain Learner Promotions

· Click on Process and Maintain Learner Promotions in Learner Information Menu
· Select year that needs to be Processed

· Click on 1.  Place Learners in New Grade to Promote or Not to Promote learners (Fig  46 opens)

PLACE LEARNER IN NEW GRADE

Fig. 46
[image: image96.png]Annual Promotions.

Select Grade

[Z Grade R

GiRA

L& Grade 10
10
L& Grade 11
1A
L& Grade 12

Mark Leamers for Promotion

Click on leamers who have NOT been promoted to change their status

Grade/Class Staisios

Sumame.

O03/1333  THORNTEN
0211993 MABLZA

C104/1333  MANYATHELS
455 Fit

Jennifer
Muolsi
Abbey
Brad

Promoted
Nat Prometed
Promoted

Nat Prometed





· Click on the class name and the learner list appears

· Tick only the learners in the class that are not promoted/repeating the grade
· The following screen appears

Fig. 47
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· Select the correct option

· Click Done.  The name of the selected learner/s will appear in red with the status indicated alongside the name/s

· Follow this process for all learners in each class in each grade who are not promoted

· Once this step is complete

· Click Save for Processing (Fig 48.)
· Do this for each and every class in the school

GRADE CLASS STATISTICS

Fig 48   
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· Once the promotions for each class or grade have been completed, you can click on the grade/class name in the tree view to view the statistics on the page Grade/Class Statistics 

· Once all classes have been saved for processing

· Click 2. Process Learner Promotions to process the promotions

PROCESS LEARNER PROMOTIONS

Fig 49
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· The screen picture above indicates the promotion statistics for each grade

· At this point educators can check that their promotion figures are correct

· Once figures have been checked for accuracy, tick in the box at bottom of screen All learner have been placed in the correct grades and are now ready to be processed
· Select promotion date and click the yellow button Process Promotions
· Your year end promotion screen will now indicate the promotions processed for that year 

PROMOTIONS PROCESSED

Fig.50
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· Click 3. Assign New Classes to assign new classes to learners

· The screen below will open.    

Fig 51
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ANNUAL PROMOTION PRINTOUT

Fig. 52
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· Comparative statistics can be accessed by selecting  the graph type required   

· Below is a screen picture of promotion statistics in the Bar Graph

You can printout the promotion stats

Fig 53  
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DELETE ENTIRE LEARNER RECORD

Fig. 54
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Delete a learner permanently from the programme

· Click the Delete 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 deleted if their financial records are up to date 

· Click on Clear Selection to select the next learner

Click on DONE to exit

MODULE 4: GOVERNANCE INFORMATION

Governance means the development of policy, including Financial Policy, which is in compliance with National, and Provincial Policy.  The monitoring of its implementation is the responsibility of the school Principal and the SGB

The Governance Module keeps records of all issues pertaining to the SGB.  These records should be added and updated regularly so that the SGB can have current data for discussion at meetings.

This module requires the parents, the learners and the educators to maintain its members.  All of this data would have been previously captured under the relevant modules and is now pulled through here.  The progressive capturing of data is highlighted here where what you put in earlier is now needed down the line.

Data captured in the Governance module is also required for the completion of the ASS.

· Select the GOVERNANCE INFORMATION button from the main menu to open 

Governance Menu

GI Fig 1  
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Maintaining SGB Members

· In order to add, edit or delete SGB Members select the Maintain SGB Members Button from the Governance Module menu.

· The SGB Members window will open

SGB MEMBER

GI Fig 2 
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Adding SGB Members

· Select the Add New Member button to open the members’ data capture form.
· The first step to adding an SGB member is to select the type of member from the drop down list (Fig. 2)

· Once the type of member has been selected the available candidates in the relevant category will appear in the listview. (This step will be skipped for co-opted members)

MAINTAINING SGB MEMBER DETAILS

GI Fig 3
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· Click on the name of the person in the listview to be added to the SGB. The member data capture form (Fig. 4) will open automatically with various member fields already completed. (No fields will be completed for co-opted members)

· Complete all the member details and SAVE the person to the SGB by clicking on the SAVE TO SGB button.

· Each member added will appear in the SGB listview on the SGB members form.

Add SGB Member Details

GI Fig 4
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Add/Edit/Delete an SGB member’s details 

· If you are adding a new member, a blank screen as in Fig 4 will open.  Capture all details for this new  member

· If  you wish to update /edit or view a member, in the SGB Members window, click on the name of the member  

· Once you have highlighted the name of the relevant member, Fig 4 above will open with member’s current details.  Select the Edit Member button to view or update the member’s details

· Remember to SAVE your new data if you add to or change any of the details

· To delete an existing member, click on the member’s name in the SGB window then click the Delete button

· The Verify Composition button will give you a breakdown of the members according to title/position on SGB

A full list of SGB Members can be viewed or printed by selecting the PRINTOUT button from the SGB Members form.

MAINTAIN CURRENT SGB FUNCTIONS

GI Fig 5
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· Click on Maintain Current SGB Functions from the Governance Menu, to fill in the School Governing Body Functions.

· You will see that each category has a code.

· Each block must be filled in according to the relevant code for your School Governing Body, as shown.

· There are three pages that must be completed.

· Remember to SAVE your data for each page, before continuing to the next page.

MAINTAIN GOVERNANCE RECORDS

GI Fig 6
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Governance records

· In this section you can add, edit, delete and print records 

· To remove any existing policies, click on the desired policy and press the DELETE button.
Maintaining Policies

GI Fig 7
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ADD NEW RECORD

GI Fig 8
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Add New Governance Records

· Click on Add New Record (Fig. 8)
· Select the  policy from the dropdown menu 
· Select the  dates and click SAVE
MAINTAIN SGB TRAINING RECORDS

GI Fig 9


Training Categories

GI Fig 10
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· You may add new categories to the existing categories by clicking the Add New button

· Fill in the relevant data. Remember to SAVE the data you have entered

· Press DONE when you have finished

· To edit existing categories click on the EDIT button and remember to save your data

· To delete any existing categories, click on the category you wish to delete and press DELETE
· Press DONE when you have finished

Training Courses

GI Fig 11
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Individual Training Records

GI Fig 12
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Individual training

· In order to view the training courses any member has been on or training courses still to be attended you can use the filter options at the bottom of the screen

· Select either Training Received or Training Required to view relevant information

Training Received

GI Fig 13 
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Training Required

GI Fig 14 
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STATISTICS

GI Fig 15 (From Governance Main Menu) 
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PRINTOUTS

· The purpose of printouts is to have current information available (in the relevant file) to access on request

· SGB meetings might require that certain topics requiring SGB decision making are to be discussed.  The printouts pertaining to this can be printed beforehand to be available at the meeting.

· This option allows you to print SGB Composition Register, Register of Governance Records, Current SGB Functions and SGB Training Printouts 

· To print, select the relevant button and press Print to perform the normal printing function.

SEXUAL HARASSMENT

Maintain Harassment Incidents 

· Because of the nature of such  incidents and the confidentiality involved, although the persons involved could be either learners or educators, the records are kept under Governance because decision-making will involve the SGB members

· To add incidents, click on the Add Incident button 

· You will see that the incidents have been coded into 4 Types:
1. Learner to Learner

2. Learner to Educator

3. Educator to Learner

4. Educator to Educator

 Fig 16
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Add an Incident

· When adding an incident select the relevant type of incident from the Type of Sexual Harassment drop down list

· Fill in the remainder of the relevant data under the details section

· Tick in the box next to the appropriate steps taken

· Press SAVE to save your data and DONE to return to the program.

· To view or change an existing incident, click on the relevant incident and click the EDIT button.

·  Remember to SAVE your data if you change anything.

· To delete an existing incident, click on the relevant incident and click DELETE.
· Press DONE to return to the program.

PRINT HARASSMENT INCIDENTS

· Click on the button Print Harassment Incident to get hardcopy records of the incidents

· These are Governance records and have implications for testimonials 

MODULE 5: STANDARD LETTERS and FORMS

Standard Letters & Forms incorporates the correspondence between all stakeholders and creates a record of all correspondence.  

On the SA Main Menu click on Standard Letters and Forms.  The sub menu below will open

SL&F Fig. 1
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Standardised Mail Merge Letter

SL&F Fig 2

[image: image121.png]Create standardised letter

Letters are only available if MS Word is installed on the computer

Select Lotter Recipients

& Paents Total Number of Recipients in Category 7

 Learers Fetent Fiter

© AlPaents & fissaunt Payers A

 Edusators AllParent & oot Payers Orlg
Sumame Fiter

© Other Staft

Sumames stating with <] T UseFier

€ SGB Members

Text of Letter

 Create NewLetter  Seleot Evsting leter

Grade 8 Parerts

The annual Grads 8 school tour for this year wil be to Mpumalanga. This touris schedued for 17 March to 24
March 2005,

e wishto

W

Create Mail Merge Letters

Please wait until the mail
merge has been fully
completed before you view
the letters.

Exit EdusolSAMS and view
the letters in Word or Pross
ALT+TAB to view the letters.

Details

Desciption/Name of Leter

Grade 8 Mpumalangs Tour

Save Lelter Text

Delete this Letter

Text Font

Changs Font Name and Size:

Dore.





· Letters can be sent to a specific target audience by making the pertinent selection

· Parents and learners receiving letters have the filter option to narrow done  the number of recipients 

· There is a selection  option  to Create New Letter or to Select an Existing Letter

· For a new letter, type the heading of the letter in the Description/Name of Letter box

· Then begin typing the content of the letter in the space provided. SAVE letter text
· Once the letter has been typed select the recipients in the Filter section 

· The number of recipients  will be displayed in the box above 

· Click on the button Create Mail Merge Letters
· Wait a few seconds and a Word document will open 

· Wait while the Word document sorts itself

· Letters will show with the name of the recipient , the date and the salutation

· Select pages to be printed

· Existing letters can be used by updating information in the letter before selecting Mail Merge

PRINT BLANK APPLICATION FORMS

SL&F Fig 3
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· Click on  Print Blank Application Forms button 

· This option enables the user to print blank application or registration forms for use by the school

· Blank forms for learner and parent, educators and other staff can be printed and distributed to the relevant parties for completion so that when data capturing begins or if information needs updating it can be gathered in this way

· Alternatively, the user can also print learner and parent data already captured on the system.

· These printouts can then be given to the learners and parents to verify the accuracy of their data.

PARENT DATA FORMS

· Parent data forms are printed by selecting the first letter of the parents’ surname (i.e. alphabetical printing)

LEARNER DATA FORMS

· Learner data forms are printed per grade.

PRINTING DATA FOR ONE PARENT OR LEARNER

· In order to print a data form for a specific parent or learner, select the relevant filter category and click on the PRINT button.

· The Printer Setup window will open. Select your printer options and click on the OK button.

· The Print Preview Window will now open displaying the data for all the learners or parents in the selected category.

· Use the arrow keys to scroll through the data until the page containing the required data is located or use the search icon to locate the desired data. Print only this page.
MODULE 6: EXPORT ANNUAL SURVEY DATA
ANNUAL SCHOOL SURVEY MENU

The exporting of the Annual School Survey data from SAMS to the SA Tool is the key focus of SA SAMS.

It takes all the required General School Information, HR Information and Learner Information within SAMS and automatically populates the relevant sections within the SA Tool to vastly reduce time and errors.  The remaining sections within SA Tool are then filled in manually.

ASS Fig. 1
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National Annual School Survey

· Click on ANNUAL SURVEY DATA button on the SAMS Main Menu

· Select the annual survey year.

· Select the cut off date – the date of the Annual School Survey required

· Click on Create Export – it will show ‘Exporting Data’

· It will then show ‘ Export Completed’

· Click on Done

This information is now in the required format to automatically populate the SA Tool (Annual School Survey instrument).  

The SA Tool is an entirely separate programme that is required to be loaded onto your computer in order to use it.

ANNUAL SURVEY UTILITY 2006

Disclaimer:

This product is supplied free of charge to South African Public Schools. It is supplied 'as is' without any warranty of any kind, express or implied. The developers do not warrant 

that the operations of the product will be uninterrupted or error free, nor do they assume any responsibility or liability whatsoever for any damages suffered as a result of the use of, or inability to use, the product.

Installation:

Installation instructions are included on the CD  

Important Tips about the Program

Every time you enter new data be sure to save it by clicking on a SAVE button or an UPDATE button 

CONTENTS OF Survey TOOL

	1
	Getting Started with SURVEY Tool
	

	2
	Main Menu
	

	3
	Entering Survey Data
	

	4
	Learner Data Sections
	

	5
	Educator Data Sections
	

	6
	Data Verification
	

	7
	Changing your Password
	

	8
	Submitting your Survey
	


1.
Getting Started:

Double click on the Annual Survey Utility icon on your desktop to open the tool

In order to start using the programme you need to enter a password. The default password is:
admin

Passwords are case sensitive so we advise the use of small (lower case) letters

ET Fig. 1
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Enter the password into the password textbox and select OK to start the programme. It’s a good idea to change your password from the default password as soon as possible to ensure confidentiality of data (but be sure to write it down and save it).
The startup screen will now open.

ET Fig 2
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1.1 Using the programme for the First time:

· The first time you enter the program, you will be required to create a new annual survey for your school
· Using your mouse, click in the checkbox with the caption Create New Annual Survey  (Fig. 1)
· Then click on the yellow GO button.
· Type the school’s emis number, name and complete the information in the other fields
· Click on Create File to continue
1.2 Using the programme with an Existing survey:

(Use this option when you have already started entering data)

(
You can choose to update or work on an existing annual survey by clicking in the checkbox with the caption Select Existing Annual Survey (Fig2)

· Click on the yellow GO button

· You can either use the annual survey that appears in the file listbox or browse for an annual survey by clicking on the Browse button
· Click on the Continue button to continue
· Your school details will appear in the School Details frame
· When you are ready to start click on Start Survey 

· To select a different annual survey file click on the Cancel button to clear the form
· Click on Delete to delete the annual survey 

· To exit the program click on Exit program 

Important Note

Do NOT start a new survey file each time you enter the program. Start a NEW survey the FIRST time you enter the program. Thereafter, you must select the file listed so that you can continue entering data and update the data you have already entered.

If you need to restart, then you can delete your existing file and start from scratch, but you will have to re-enter ALL your data again.

2.
The Main Menu

ET Fig 3
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· The Main Menu screen provides you with access to all parts of the program.
· Click on each button to enter your Annual Survey data.
· Enter the General Information section first as this section enters the defaults for the rest of the survey.
· Lowest grade & highest grade in your school must be captured correctly.
3. Entering Survey Data

DO NOT USE FULL STOPS, COMMAS OR ANY OTHER PUNCTUATION MARK WHEN CAPTURING DATA

Each page of the survey has the following command buttons on the right hand side of the page:

ET Fig.  4


· Use the Next Page and Previous Page buttons to navigate through 

      the pages of the survey

· The Menu button returns you to the Main Menu page

· The Print Page button prints a copy of the page

· The Save button must be pressed in order to save the data once 

you have completed a page

· The entry codes button displays the acceptable answers and 

answer codes for the relevant survey questions

To work in the Cells of a Grid you can use the following shortcuts:

· The ENTER key moves you from cell to cell

· The F2 key clears the contents of a cell

To move between different grids on the page you must press the TAB key

4.
Section 2:  Learner Information

The learner information submenu provides access to the different learner data areas of the survey.

ET Fig 5
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If the lowest and highest grades are not entered correctly, data will not be able to be entered into the learner grids.

Enter the data into each learner grid and save.

5.
Section 16: Raw Educator Data

Data must be entered separately for each educator at the school.

The list view provides a list of all the educators at the school. If the listview is empty, then no educators have been added yet.

ET Fig 6
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5.1
Adding an Educator

· Click on Add New Educator to add an educator’s data and the educator data form will open.

· Complete each field and ensure that you SAVE each Educator’s data.

· Once you have saved an Educator’s data, the Educator will be listed in the listbox as shown above.

5.2 Updating an Educator’s ID

· To edit/correct an Educator’s ID, click on Update Educator ID button

· Make the necessary correction

· The Educator’s ID will be corrected on the Educator List and in the General Educator Data

· Remember to press SAVE after you have changed the data
5.3 Updating an Educator’s General Data

· To edit or update an Educator’s data, click on the name of the Educator in the listbox and click the General Educator Data button

· The Educator’s data will be displayed on the form and you can now edit or update the data.

· Remember to press SAVE after you have changed the data
5.4 Teaching Load Data

· This can be completed once all your educators have been captured

· Click on an Educator’s name in the listbox 

· Click on Teaching Load Data
· Complete the information for all the fields

· Click Educator List to return and select next educator

6.
Data Verification

Once you have entered all your Annual Survey data, you can verify your data entry by selecting the Verify Data option from the Main Menu.

The following verification screen will be displayed:

ET Fig 7
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· Click on the Verify Data button to run the verification routine.

· This routine will take a minute or two to complete.

· The words Verification in Progress will pop up on the screen on the bottom left.

· Once the routine is completed, a log file will be listed in the listbox and the words Verification Completed will appear.

· Click on the logfile to select it and then click on the View/Print option to see the results of the data verification.

ET Fig 8
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You can repeat the data verification exercise as many times as required to get the data correct.

· When a Verification Report comes up blank the indication is that all data has been verified 

7.
Security

To change the programme password from the default password of ‘admin’ select the 

Change Password option from the Main Menu.

The following window will open:
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Enter the OLD password in the first textbox.

Enter the NEW password in the remaining textboxes.

Do not forget your new password as you will require it to open the programme the next time you use SATool

Save your changes.

Submitting your survey

The name of your survey file will be in the following format:

2005School56789asfs03.xml

2005 = the year of the survey

56789 = the EMIS number of the school

asfs03 = the dataset used by the Survey

.xml = the file format

The default location of this file is:


C:\ExportData

Please email this file to your district or department or use the official website to upload the file.

You can also print each page and submit your data via hard copy or you can copy this file onto a disk and submit it.

MODULE 7 - FINANCIAL ASSISTANT

NB

Please make a copy of your school data by giving the school another name, e.g. Copy School Finances or Test 1 etc and carry out the exercise at the end of the finance section to grasp the concepts of how the finance section works, before starting to capture your own school information.

You have now completed all the compulsory general school information in order to be able to proceed with the Set-up of the Financial Assistant Module

· To begin using the Financial Assistant module – please click on the Financial Assistant button on the SA SAMS Main Menu 
· The very first time you click on this module, a screen will pop up:  Select Chart of Accounts
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OR

You may get the screen picture below in which case you will click on Select/Change Chart of Accounts, and the above screen will pop up.  This is your last opportunity to change this setting, so ensure that it is correct before proceeding.

FINANCIAL ASSISTANT MAIN MENU

Fig 1
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· Your choice of Chart of Accounts will be determined by the province in which your school is

· If your province is not listed you must choose the Generic Chart of Accounts

· Place a tick in the relevant box

· SAVE

· OK

· Done

ALWAYS READ THE MESSAGES THAT POP UP ON THE SCREEN WHILE WORKING ON THE PROGRAMME

· The first time you are using the Financial Assistant, you will get the following warning (Fig 2.) Click on the OK button to continue.

PERIOD WARNING

Fig. 2 

[image: image134.png]You do ot have  current period on your database,
Please enter your current year through the setup menu

&





· The first button that you select is the SYSTEM SETUP button (SEE ARROW ON MAIN MENU).

· Click on this button (Fig. 1).

· The Maintain System Parameters screen opens (Fig. 3).

SYSTEM SETUP

Fig. 3
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Screen: Maintain Finance System Parameters

· This section is the area where the following key system parameters are input:

· Set up Financial Period

· (Allows the setting up of specific calendar years - January to December)

· (Financial years may be added, deleted or closed)

· Maintain Petty Cash Account

· (Multiple Petty Cash floats are accommodated and controlled)

· Maintain Receipt Books

· (Multiple Receipt Books may be input and are controlled)

· Maintain Bank Account

· (State schools should only have one account – multiple accounts are accommodated)

· Maintain Cheque Books

· (A Cheque Book can only be added if the last Cheque Book is complete)

· (Maintenance of Cheque Book)

· Maintain Deposit Books

· (Multiple Deposit Books may be registered and are controlled)

Please Note: 
The Financial Assistant forces the basic financial control of not allowing any money to be receipted that is not subsequently banked. The receipting and depositing of funds are therefore reconciled.

Set up Financial Period

 Fig. 4  
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For first time set up as well as adding a new period at the end of each completed financial year

· Click on Setup System Period button.

· The View Financial Periods screen opens (Fig. 4).

· Options:

· Add New Period button.

· The Financial Periods screen opens (Fig. 5).

· Delete Period to delete an unused period once data is capture the period will not deleted

· Close Period to close financial year, for the period to close your all your amounts must balance.

Please Note: If your system date is incorrect – please exit the programme completely. Adjust system date on your desktop and then re-enter programme. Refer to Start Up section for more details.

Financial Period 

Fig. 5   
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Period

· Select the correct Year from the Year drop down box (e.g. 2005).

· Ensure that your system date is set correctly (today’s date – see previous page).

· Click on yellow SAVE button to save your input and the DONE button to exit.

Maintain Bank Accounts 

Fig. 6  
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Maintain Bank Accounts


(Add, Edit or Maintain a bank account as well as ADD a new Cheque series and Add new Deposit books)

· Click on Maintain Bank Accounts button in the System setup section.

· The Maintain Bank Accounts screen opens (Fig. 6).

· To add a new bank account to the system, click on the Add New Bank Account button.

· Note the following screen will also open when Edit Bank Account Details is clicked

· The Add New Bank Account Details screen opens (Fig. 7)

· Insert all the relevant bank account details.

· Bank details refer to the BANK Account balance

· Date account was opened  (please note – the Date Account Opened refers to the actual date that the bank account was opened at the bank which may be 2,3 or 5 years beforehand – see fig 7)

· None of the requested details should be left out.

· First cheque number – e.g. if your current cheque book is number from 120 – 160 and the last cheque used to date is no 136, then the first cheque number will be 137 and the last cheque 160

· Click on the yellow SAVE button to save your data.

· Click on DONE button to exit.
· To delete a bank account click on Remove Bank Account and a user question will open (fig. 6)
· Click on Print Bank Account List to print a list of bank accounts
· Click on DONE to return the System Setup screen

· If institution type “Other” is selected as the institution, the relevant details must be entered in the yellow area that will appear.

· If account type Other Account is selected as the account type, the relevant details must be entered in the yellow area provided

· Opening Balance Details - This section is required to run from January to December.  It requires the input of the bank account balance. Accurate month, date and in or out of funds (in overdraft) information is required. Errors made here will have to be corrected using a standard Journal (See Journal section).  

- 
If there are outstanding/ unreconciled cheques from the previous year, then SUBTRACT these amounts from the Bank Statement balance and ADD back outstanding deposits to the Bank Statement Balance.  This should then EQUAL the CASH Book balance on the 31 December pervious year.  This amount should be entered as your Opening Balance Details.

Add New Bank Account

 Fig. 7       
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Remove Bank Account

 Fig. 8  

[image: image140.png]B e vousreyouwan to s ot 31036703

v [k




 

· Click YES to remove the bank account or NO to return to Fig.4
Maintain Petty Cash Accounts

Fig. 9  
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Screen : Petty Cash Accounts

(Add or Edit Petty cash Accounts and maintain Vouchers)

· Click on Maintain Petty Cash Accounts button in the System Setup screen.

· The Petty Cash Accounts screen opens (Fig. 9)

Options:
· Add New Petty Cash Account

· Edit Petty Cash Account

· Maintain Voucher Numbers to add or edit voucher numbers

Add Petty Cash Account

Fig. 10
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Add Petty Cash Account

· Insert all the relevant petty cash account details.

· None of the requested details should be left out.

· Click on the yellow SAVE button to save your data.

· A user question will appear concerning the importance of the accuracy of the petty cash voucher numbering details.

· Click on DONE button to exit.
Edit Petty Cash Account
· click on the relevant petty cash account to be edited and click on Edit Petty Cash Account button.

· Fig. 10 will open to make the relevant changes click on SAVE to save data and DONE to exit

Maintain Voucher Numbers to add or edit voucher numbers

· The Voucher Numbers screen opens (fig. 11)

PLEASE NOTE:  (Refer Fig. 10)
· Balance Details - This section requires the input of the general ledger balance per the petty cash account. This is usually the reconciled closing general ledger balance from the prior year. Accurate month, date and in or out of funds information is also required. Errors made here will have to be corrected using a standard Journal (See Journal section.).

· Voucher Numbers – The voucher number details (First Voucher for this Account, Last Voucher Number Used and Last Voucher Number in Book) must be accurately input. When saving, the system will warn the user to verify the accuracy of the details. Click on YES button to continue saving or click on NO button to continue amending details. You can pre-number all voucher numbers or purchase pre-numbered voucher numbers.

Maintain Voucher Numbers 

Fig. 11 
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Add a New Series of Petty Cash Voucher Numbers

(Cancel or add a new number series of petty cash vouchers)

· Click on Maintain Vouchers button in the System Setup screen.

· The Voucher Numbers screen opens (Fig. 11).

· Click on Add New Series Of Numbers to add another of vouchers

· Input details of new petty cash vouchers sequence in the First Voucher In Book, Voucher Most Recently Used (that will not be in this computerised cash book for the first time) and Last Voucher Number In Book input boxes.

· Click on the yellow SAVE button to save your data.

· To cancel an unprocessed Voucher numbers, select the book (A) and then click on Cancel Voucher
· The Cancel Voucher screen opens (Fig. 12).

· Click on the DONE button to exit.

Cancel Voucher 

Fig. 12 
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Cancelling Pre-Numbered voucher numbers 

· Select the cancellation date

· Enter petty cash voucher number to be cancelled in the Number to be Cancelled input box.

· Enter the reason for cancelling the petty cash voucher in the Reason for Cancellation input box.

· Click on the yellow SAVE button to save your data.

· Click on DONE button to exit.

Maintain Cheque Books 

 Fig. 13 
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Screen : Maintain Bank Accounts

· Click on Maintain Cheque Series to add a cheque account (fig. 3 )
· When an Account type Cheque Account is selected, the Cheque Number Details (First Cheque in Book, Last Cheque Used and Last Cheque in Book) 
· You can also edit the cheque account by clicking on Edit Bank Account Details (fig. 13)
· And remove an account by clicking on Remove Bank Account if it has not been used
· Click on the Maintain Cheque Series button to maintain cheques
· Fig. 5 will open
Fig. 14 
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· A user question (Fig. 14) is displayed concerning the importance of the accuracy of the cheque numbering details.

· Click YES to continue and save or click NO to revise the cheque numbering details.

Maintain a Cheque book

Fig. 15 
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Maintain Cheques
(Add new series of cheques and cancel unprocessed cheques)

· To add a new series of Cheque numbers 
· Select a cheque account in the Bank Accounts list.

· Click on Maintain Cheques Series button.

· The Maintain Cheque Numbers screen opens (Fig. 15).

· Click on the Add New Series Of Numbers button to add a new series of chequebook numbers.

· Input details of new cheque book in the First Number In Book, Cheque Most RECENTLY USED And LAST CHEQUE NUMBER IN BOOK input boxes.

· Click on the yellow SAVE button to save your data.

Cancel Unused Cheque 

Fig. 16
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Cancel Cheques

This is ONLY where a cheque has not been processed and cannot be used, otherwise if it has been processed and still needs to be used -  see under Select a Transaction / Error Correction / Delete Transactions / Cheques)

· Select a chequebook in the Maintain Cheque Numbers screen and then 

· Click on Cancel Unused Cheque button to cancel a cheque 

· Select the cancellation date, enter the cancelled number and the reason for cancellation in the input box (fig 16)

· Click on the yellow SAVE button to save your data.

· Click on DONE button to exit.

Maintain Receipt Book

Fig. 17
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Screen : Receipts Books


(Add or remove receipt books)

· To add a receipt book click on Maintain Receipt Books button.
· The Receipt Books screen opens (Fig. 17).

· Click on the ADD NEW BOOK button.

· Input details of new receipt book in the Title For This Book, First Number In Book, Last Number Used and Last Number In Book input boxes.

· Click on the yellow SAVE button to save your data.

· Click on DONE button to exit.

· As long as a receipt book has not been utilised and no receipts have been processed on the system, you may remove a receipt book from the system by selecting a receipt book

· clicking on Remove Book
· You get a User question message ”Are you sure you want to remove receipt book from the system?” – you cannot remove the Receipt Book if you have already issued receipts from it.

· Click on YES button to remove receipt book or click on NO button to abort receipt book removal.

· Click on Maintain Receipt Numbers for cancellation of items

· The Cancel item screen opens (Fig. 18).  This is not to be used in order to re-issue receipt (see Select a Transaction / Error Correction /Delete Transaction / Receipts)

· Click on DONE button to exit.

Fig. 18a
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Fig 18b
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This will create an Audit Trail

Maintain Deposit Book  

Deposits in a deposit book are not usually numbered from your bank.  It will be up to you to label the Deposit Book e.g. Deposit Book 1 and it will be up to you to number each deposit within the book e.g. 1 – 40 

Fig. 19
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Screen: Deposit Books


(Add or remove deposit books)

Add Deposit Book

· Select a bank account and then

· Click on Maintain Deposit Books button to add a deposit book.

· The Deposit Books screen opens (Fig. 19).

· Click on the Add New Book button.

· Input details of new receipt book in the Title For This Book, First Number In Book, Last Number Used And Last Number In Book input boxes.

· Click on the yellow SAVE button to save your data.

Remove Deposit Book

· As long as a deposit book has not been utilised and no deposits have been processed on the system, you may remove a deposit book from the system by clicking on Remove Book
· You get a user question message ”Are you sure you want to remove deposit book from the system?”

· Click on YES button to remove deposit book or click on NO button to abort deposit book removal.

· For cancellation of an item click on Maintain Deposit Slips
· The Cancellation screen will open

· Enter relevant data click the Save button and Click on DONE button to exit.

MAINTAIN CHART OF ACCOUNTS

Fig. 20
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 (Add, edit, inserting opening balances, viewing and printing chart of accounts)

To Add a New Account 

· Click on Maintain Chart of Accounts button to add a new account to chart of accounts.

· The Chart of Accounts screen will open. (Fig. 20)

· Put your curser onto the Income or Expense Account that you want to add to

· Click on the Add New Account button.

· The Add Account screen will open. (Fig. 21)

· It will show Account Description:

· Account number – first screen will be filled in, it is up to you to decide on sub-account number e.g. Office Stationery  Printing Materials 240 050 Transaction Month: January, Opening Debit or Credit, Save, Done

Go back to Chart of Accounts and it is saved as 240 050
Add Account 

Fig 21
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· And to print click on the PRINT button

PLEASE NOTE:

· The Add Account (fig. 21) screen will open for Add Income Account, Add Expense Account and Add New Account
· When the screen opens for Add Income Account and Add Expense Account – Account Category will change to either INC (Income) or EXP (Expenses) sub-accounts and for the Add NEW Account you’ll have to select the Account Category (except for Income and Expense accounts)

ENTER TAKE ON BALANCE

Fig. 22
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FIRST TIME ONLY

When first starting up the set of books, there will be Take On Balances for many accounts both  Income and Expense Accounts as well as  Balance Sheet Accounts.

Once the system is set up, the Year End roll-over will ensure that all Income and Expense Accounts are NIL and the Balance Sheet accounts should roll over.

General Accounts - Take on Balance

· Click on Enter Take On Balance to open the above screen (fig. 20)

· Data will be entered in the Opening Balance Transaction section

· Select Transaction Months, Current or Prior Year, Date and Opening Credit or Opening Debit. (it will prompt in YELLOW for the usual transaction entry)

· Click on Save to save your data 

· And on the Done button to exit

Debtors Take On Balances

The way debtor opening balances work is:

When a school starts up the system (THE FIRST TIME) you will enter the total amount OUTSTANDING on your debtor accounts into account 701 on the opening balances page (fig 22). 

 

Then you go to Debtors and School Fees Section / Debtors Take on Balance (fig 47) and allocate this amount bit by bit into the individual debtor accounts until it has all be assigned and equals the Debtors 701 opening balance.

Only done ONCE ever when the system is started up
Edit an Existing Account on the Chart of Accounts
Editing Accounts
· Select the account to be edited by clicking on the item in the Account Listing. The selected account will be highlighted in blue

· Click on the Edit Account button.

· The Add Account screen will open. (Fig. 22)

· Edit Account Category and Account Name details.

· You can also edit the opening balance transaction including the balance by clicking on the CHANGE OPENING BALANCE
· Click on the yellow SAVE button to save your edited data.

· Click on DONE button to exit. 

BUDGET 

Fig. 23
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Setting up Annual Budget/ Monthly Budget



(Set-up, print or view current or prior year budgets)
· Click on the Budgets button in the Main Menu screen.

· The Budgets screen will open (Fig. 23).

· You can view Current and Previous year budget when the Budget screen opens.
· Select either an income or an expense account that you wish to add budget figures to by clicking on the correct account. 

· Select either Annual Budget option or Monthly Budget option.
· Click on Input Budget button.

· PRINTOUTS

· Annual Budgets
· Monthly Budgets
· Annual and Monthly Budgets reports can be generated
PLEASE NOTE: (fig.23)

Annual Budget should be used where figures are not broken down per month within the budget and only a single annual figure is required.

Monthly Budget should be used where figures are broken down per month within the budget.

Annual Budgets

Fig. 24
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 Annual Budgets

· If Annual Budget is selected – the Add Annual Budget screen opens (Fig. 24).

· Input Debit or Credit balance. The correct position is highlighted in yellow.

· Click on the yellow SAVE button to save your data.

· Click on DONE button to exit.
Monthly Budgets

· If Monthly Budget selected – the Monthly Budget Amounts screen opens (Fig. 25).

· Input balances per month (January to December).

· If you wish to split a value equally over the full 12 months, enter the total budget value in any month and click on the Automate Monthly Totals button. 

· A warning is given that any previous monthly totals will be lost.

· Click the YES button to continue automation and the NO button to abort the automate sequence.

· Click on the yellow SAVE button to save your data.

· Click on DONE button to exit.

Monthly budgets equally received over full 12 months. Fig. 25

E.g. the school calculates that it should receive R60 000 over the course of the next 12 months for Full Fees
Step 1

Fig 25  
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Step 2

Fig 25 
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If you expect to receive monies in monthly but not equally or not over full 12 month period, then use Monthly Budget but manually enter in the amounts that will be receive in each particular month.

SAVE

Fig 26
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SELECT A TRANSACTION

This area is where most of your processing will take place, the Receipting of monies, the payment of cheques, the depositing of monies into the bank and also where you will generally correct any errors to the above.

Fig. 27
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Screen : Select a Transaction

· The following areas can be found in the Select a Transaction screen:

· Receipt Payment to School

· (Allows entering of payments to the school)

· Deposit Receipts

· (Allows you to select receipt that have been made out to be selected for depositing at the bank s by the school)

· Direct into Bank Account

· (Allows entering records of deposit of interest etc)

· Journal Entry

· (Allows entering of journal entries)

· Error Correction

· (Allows a process of correcting errors in Cheques, Receipts, Petty Cash and Deposits)

· Cheque Payments

· (Allows entering data for cheque payments)

· Direct Payments from Bank

· (Entering data for direct payments made through the bank e.g. debit order on schools bank account)

· Petty Cash Payments
· (Allows entering petty cash payments data)

· SGB Salary Payments 
· (Processing of SGB salaries)

Receipt Payment to School

Fig. 28
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Receipt Payments

· Click on the Receipt Payment To School in the Select a Transaction screen

· The Receipts screen opens (fig. 28)

· Select receipt book, enter receipt total and number

· Select Month, Current Year or Previous Year option and a correct date for the current or previous year.

· Select the correct receipt date using the Receipt Date option

· Insert the amount of the receipt using the Amount option

· Select the type of receipt, either School Fees or Other
· Select the type of Payment Method being Cash, Cheque, Direct Deposit or Petty Cash
· If receipt is for School Fees, Amount, Grade and Select Learner must be completed. Description may be amended

· If receipt is for Other, Amount, Account Selected and Description must be completed.  The Type in Keyword option may be utilised (refer Features below)

· Click on the Accept Processing Details button

· The receipt is now reflected in the bottom grid

Receipts may be split into as many separate amounts as is necessary and may be split between School Fees and Other.

The Amount Still to be Allocated must equal zero before you may save.

Clicking on it and then clicking on the Remove Line button may remove an entry.

Click on the yellow SAVE button.

· Click on DONE button to exit.

Please note:

Keywords – the programme contains a database of commonly used terms, which are linked to general ledger accounts. An example would be, you receive a donation and put the word donation in the Type in Keyword option. The donations received general ledger account will automatically be selected.

Department – This option is currently unavailable.

Clear Form – To clear all input prior to saving, click on the CLEAR FORM button. A Warning is given. Click on YES button to clear or on the NO button to leave as is. This option can also be used once you have saved to clear the screen and to continue processing the next receipt.

Deposit Receipts

· Click on Bank Deposits button to open the above screen (Fig.27).

· Select the correct deposit book using the Select Deposit Book option.

· Select the correct financial period by using the Select Transaction Month option.

· Select Current Year or Previous Year option.

· Select the correct deposit Date for the current or previous year.

· Select receipts to be deposited by clicking in the tick box to the left of the listed receipts

· Select all the receipts that relate to the single deposit slip (this should include ALL receipts listed above).

· Click on the Accept For Deposit button.

· The deposit slip totals will now be displayed at the bottom of the page (The total is split between cash and cheques).

· Click on the Save Deposit button to save the deposit entry.

· Click on the DONE button to exit or click on Next / Clear Deposit button to continue processing.

Directly into Bank Account

Fig. 29
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· Click on Directly Into Bank Account button to open the above screen (Fig.29).

· Select a bank account using the Select Bank Account option.

· Select the correct financial period by using the Select Transaction Month option.

· Select Current Year or Previous Year option and the correct deposit Date for the current or previous year.

· Enter Money received from and Amount 

· Enter Processing Details and 

· Click on the Accept Processing Details button.

· The receipt allocation is now reflected in the bottom grid.

· To remove a line select a line you want to remove and click on Remove Line Item
· Click on the SAVE button to save the receipt entry.

· Click on the DONE button to exit or click on Next / Clear Form button to continue processing.

You should not use this option for the electronic transfer funds by learners as it will not issue a receipt number

Cheque Payments 

Fig.30 – Example of SPLIT cheque
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· Click on the Cheque Payments button (Fig. 30).

· The Maintain Bank Accounts screen opens (Fig. 13 or Fig 31).

· Select the correct bank account in the Bank Accounts grid. The selected bank account will be highlighted in blue (Fig .13).

· Click on Cheque Payment button.

· The Cheque Payment screen opens (Fig. 30)

· Select the correct financial period by using the Select Transaction Month option.

· Select Current Year or Previous Year option.

· Select the correct cheque Date for the current or previous year.

· Insert details of to who the cheque was made out in the Pay option.

· Insert the cheque amount in the Sum of R option.

· The Amount, Account Selected and Description must be input.

· The Keyword option may be utilised.

· Click on the ACCEPT button.

· The cheque allocation is now reflected in the bottom grid.

· Cheques may be allocated to as many accounts as is necessary.

Please Note:

If Account Selected is account 700 (Debtors Accounts Parents) then the Grade and Select Learner options may be used.

· The Total in bottom left corner must equal the cheque amount before you may save.

· Clicking on it and then clicking on the Remove Line button may remove an entry.

· Click on the yellow SAVE button.

· Click on DONE button to exit or click on Next Cheque / Clear button to continue processing.

· If a cheque has been made out to a supplier and the amount covers two or more accounts, then it is a split cheque.  Make out the cheque to the supplier for the full amount, then allocate the correct number for the 1st account and then enter the amount to be allocated to that account.  Accept.  Then allocation the correct number for the 2nd account and then enter the amount to be allocated to that account. Accept.  SAVE

Features

Keywords – the programme contains a database of commonly used terms, which are linked to general ledger accounts. An example would be, you buy stationery and put in the word “pencil” in the Type in Keyword option. The stationery general ledger account will automatically be selected.

Department – This option is currently unavailable.

· Click on Remove Line Item to delete an item 

· Click on DONE to exit or Next Cheque/Clear to continue

Direct Payments from Bank

This section covers payments out from your bank account e.g. debit orders, stop orders

Fig 31 
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Screen: Maintain Bank Accounts
· Click on Direct Payments From Bank in the Select a Transaction screen

· Click on the Bank account to select

· Click on Other Payment in the Maintain Bank Account screen to record payment cheques

· The Other Payment screen opens (fig. 32)

Other Payment 

Fig. 32
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Screen : Payment 

· Enter and select relevant data for Transaction Details 

· Select and insert relevant data for Processing Details including Payment made to Debtor where necessary

· After entering and selecting click on Accept Processing Details
· The payment details will now appear on the grid

· Click on SAVE to save your data

· Click on Remove Line Item to delete an item 

· Click on DONE to exit or Next Payment /Clear to continue

Petty Cash Payment

Petty Cash vouchers do not generally have voucher numbers.  You will need to number the vouchers beforehand in order to keep the records.

Fig. 33
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Click on Petty Cash Payments

Fig. 34 
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· Click on the applicable Petty Cash Account (Fig 34)

· Click on yellow button Make a Petty Cash Payment

· Screen will open

Fig. 34 
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Petty Cash Payments

Click on The Petty Cash Payments button (Fig.33).

Select the correct petty cash account in the Petty Cash Accounts grid. The selected petty cash account will be highlighted in blue.

Click on Make Payment button.

The Petty Cash Payment screen opens (Fig. 35).

Select the correct financial period by using the Select Transaction Month option.

Select Current Year or Previous Year option.

Select the correct petty cash payment Date for the current or previous year.

Insert details of to who the petty cash was paid to in the Pay / Betaal option.

· Insert the petty cash payment amount in The Sum Of R option.

· The available balance in the petty cash float is shown in the Available Balance option.

· The Amount, Account Selected and Description must be input.

· The Keyword option may be utilised.

· Click on the ACCEPT button.

· The petty cash allocation is now reflected in the bottom grid.

· Petty cash payments may be allocated to as many accounts as is necessary.

· The Total in bottom left corner must equal the petty cash payment amount before you may save.

· An entry may be removed by clicking on it and then clicking on the Remove Line button.

· Click on the yellow SAVE button.

· Click on DONE button to exit or click on Next Voucher / Clear button to continue processing.

FEATURES

Keywords – the programme contains a database of commonly used terms, which are linked to general ledger accounts. An example would be, you buy stationery and put in the word “pencil” in the Type in Keyword option. The stationery general ledger account will automatically be selected.

Department – This option is currently unavailable.

SGB Salary Payment

Fig. 35 
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Make Salary Payment (Page 1)

· Click on SGB Salary Payment to open this screen

· Select Staff Category, Salary Account, Transaction Month, Staff Member and Transaction Date

· Enter and select Salary Details and Payment Details
· Click on Process Salary to process salary details

· Click on CANCEL And RESET to start the process of processing a salary

· Click on DONE button to exit.
View Salary Payments (Page 2)

Fig. 37
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View Salary Payments (Page 2)
· Click on the second tab of SGB Salary Payments to view or print salary payments

· To print salary payment select a month and then click on PRINT MONTHLY PAYMENTS 

· Click on DONE to exit

Journal Entry

Fig. 38
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· Click on Journal Entry button (Fig.33).

· The Journal Entry screen opens (Fig. 38).

· Journal Numbers are automatically generated and start at number one.

· Select the correct financial period using the Select Transaction Month option.

· Enter the reason for processing a journal in the Reason for Journal option.

· Select Current Year or Prior Year option and input the Date for the journal to be processed.

· Select the general ledger account for the first leg of the entry using the Account Selected option.

· Input the amount for this leg of the journal entry using the Journal Amount option.

· Select whether a Debit or Credit entry.

· If account 700 Debtors Accounts Learner was chosen, the Grade, Class and Select Learner options may be used.

· Click on the Accept Processing Details button.

· The first leg of the journal will now be shown, repeat procedure starting from Account Selected, etc.

· Once completed and in balance, click on Save Journal button.

· Click on the View/Print Journals button to view or print all processed journals 

· Click on Next Journal button to continue processing the next journal.

· Line items may be removed by clicking on the line item, and by clicking on The Remove Line Item button.

· Click on the DONE button to exit.

View / Print Journals

Fig 39
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· Click on View/Print Journal button (Fig. 38)

· The Journal Accounts screen opens (Fig. 39).

· Journals can be viewed per general ledger account, per journal number or all journals can be viewed.

· To view journals in a selected account – use the Select Account option.

· A Search facility is provided in which you can search for a journal / account by name, by account number or by transaction number. Input the data in the Search option and then click on the GO button.

· To view all journals, click on the Show All Transactions button.

· The selected journal data gets displayed in the detailed grid.

· Journal data may be printed by clicking on the Journal Reports button.

· Journals may be viewed for the current or previous years by selecting the Current or Another Year option.

· Journals can be filtered by month using the Filter by Month option.

· Click on the DONE button to exit.

ERROR CORRECTION

Fig. 40
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Error Correction Menu

· The following areas can be expected in the Error Correction menu:

· Delete Transactions

· (Allows deletion of transactions)

· Re-process Deleted Items

· (Allows processing of deleted items – cheque payments, receipts, petty cash payments, deposits)

· View Audit File

· (Printouts of Audit Trail)

Delete a Transaction 
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Step 1 - Deletion of Transaction

This action is taken when you want to re-use the already processed item when a mistake in processing has been made. 

· Click on Delete A Transaction to open this screen (fig 40)

· Select type of item to Reverse.

· You can filter by month or show all

· Select an item and click on Recycle This Item 
· A User Warning will appear (fig 42)

· You can also view an item’s General Ledger Transactions by selecting one

· Click on DONE button to exit.
User Warning 

Fig 42
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RE-PROCESS DELETED ITEMS 

Fig. 43
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Step 2 - Process Deleted Items

You are now able to re-process the incorrectly processed items.

· Click on Re-Process Delete Items to open this screen

· Click on an item to process it correctly and then

· Click on Process This Item
· Click on DONE button to exit.
Step 3 - View Audit File

Fig. 44
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Print Audit File

This forms the Audit Trail feature within finances

· Click on View Audit File to open this screen

· Select any of the options and then click on Print
· Click on DONE button to exit.
DEBTORS AND SCHOOL FEES

Fig. 45
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The following areas are covered in Debtors and School Fees screen:

· Maintain School Fees (Step 1)

· (Allows enter school fees amounts per grade)

· Debtor Take On Balance (Step 2)

· (Allows entering of debtor balance for first time entering of previous years balance)

· Learner Billing (Step 3)

· (Allows process of billing learners)

· School Fees Exemptions (Step 4)

· (Allows entering of exemptions)

· Debtor Age Analysis

· (Allows view of debtors monthly)

· School Fees Collections

· (School Fees printouts)

· Learner and Account Numbers

· (Allows for selection of learners and their account numbers)

· View/Print Learner Statement

· (Allows viewing and printing of learner and grade statements)

· View/Print Account Payers
· (Allows viewing of account payers and printouts of account payers)

· Learners with No Account Payer
· Archived Learners with Balances
Maintain School Fees

Fig. 46 

Screen : Assign School Fees to each grade

Step 1:
· Click on Maintain School Fees button.

· The Assign School Fees To Each Grade screen opens (Fig. 46).

· Select a grade or multiple grades by clicking in the tick box (small square block) to the left of the relevant grade/s.

· Select the correct year from the Year drop down box (e.g. 2005)

· Insert the school fee amount in the School Fee Amount For Selected Grades input box. E.g. R85.

· Click the yellow Save Fees button.

· A warning is given (Fig. 47) to the affect that if you are amending the fees, it will not affect learners who have already had school fees billed to their accounts (refer to Section – Learner Billing.)

· Click YES button to continue.

· The fees will now be shown per grade on the right hand side of the screen (School Fees per Grade).

· Repeat above steps until all grades have school fees allocated to them.

· Click on DONE button to exit.

FEATURE:

There is a Text Box if you would like to add any commentary to all the Learners statements / Afrikaans Text alternative available

Warning 

Fig. 47 
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This means that if you have already entered learners and fees for the current year, these fees will not be affected.  It will only affect new learners that are entered from NOW on for the current year for example reduced rates for half year

Debtor Take On Balance

Fig. 48
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Debtor Take On Balance

Step 2:

The way debtor opening balances work is:

When a school starts up the system The First Time you will enter the total amount on your debtor accounts into account 701 on the opening balances page (Fig 48) Take on Balances. 

 

Then you come to this section Debtor and School Fees (Debtor take on Balance) section and allocate this amount bit by bit into the Individual Debtor Accounts until it has all be assigned and equals the Debtors 701 opening balance.

Only done ONCE ever when system is started up

· Select a grade 

· Select one of the two options to order by

· Select account for transaction

· Select transaction date

· Click on Process Transaction button

· Click on DONE button to exit

Learner Billing

Fig. 49
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Screen : Process Fees for New Year

Step 3
· Select grade

· Select transaction date

· Select one of the three options

· If you select Annual School Fees the fees will automatically appear in the Amount input box

· If you select Monthly School fees or Other you’ll have to manually enter the fee in the Amount input box

· You can leave the Reason For Billing reason or you can put in your own information

· Select account

· Click in the checkbox with a caption Select All or select an individual learner

· Click on Process Transaction
· And click on DONE to exit

Carry out this process for EVERY grade in the school

School Fees Exemptions 

Fig. 50
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Adjust Individual School Fees 

Page 1 – Adjust Individual School Fees

· Select a class to view or click on Show All to view all classes

· Click on a learner to view debtor balance

· You can also search on this screen

· Click on Fees Exemption Printouts to print exemption fees

· And click on DONE to exit

Fig. 51 
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Page 2 Maintain Exemption
· Click on the selected learner in the Select Learner for Exemption screen

· Click on the page Maintain Exemption to maintain exemption

· Select application date

· Mark the type of exemption applied for and if it was granted mark with an X
· Enter the Exemption amount in the Full Fees Line And Last Column and click on SAVE 

· And click on DONE to exit

Fig 52
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DEBTOR AGE ANALYSIS

Fig. 53
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Debtor Age Analysis
· Click on Debtor Age Analysis
· The Debtor Age Analysis screen opens (fig. 53)

· Select grade 

· Filter by selecting a class

· Select one of the two options

· Select a month and click on the GO button

· Click on Print Grid to print

· Or Click on Export To Excel to open Excel with your data in it

· And click on DONE to exit

School Fees Collection

 Fig. 54
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School Fees

Options:

· Summary Per Grade

· Full Balance Details per learner per Grade

· School fees printouts for Selected Grade

· Print

· Done

Learner and Account Numbers
Fig 55
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Screen : Debtor / Learner Account Numbers

· Either select by Grade or by Surnames
· Click GO
View / Print Learner Statement 

Fig. 56
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· There are various options to choose from

Options:

· View of Print an Individual Learner Statement

· Select Grade to Print

· Summarise Current Year

· Total Number of Learners per Language

· Print ONLY statements with balances

· Print all statements for a whole grade

STATEMENTS

Fig 57
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Screen : Statements

· Click on View / Print Learner Statement to open fig. 56
· Select grade and learner and click on the GO button to view learner
· Click on Print Learner Statement to print a statement for individual learners

· Click on PRINT STATEMENT FOR A WHOLE GRADE to print statements for a grade

· Click on DONE to exit

View Account Payer

Fig. 58
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Screen : Account Payer Details (Page 1)
· Click on View Account payer to open (fig.58)

· Select a letter to filter or click on Show All Payers at the bottom of the page

· You can search parent/account payer by surname in the search panel

· You can also print by clicking on Print Accounts In List
· Select an account payer and then

· Click on the View Selected Account to look at the payer’s account balance

· The Account Details screen will open (fig. 59)

· Click DONE to exit

View Selected Account
Fig. 59
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Screen : Monthly Account Details
· Select a statement date and then 

· Click on the View Selected Account in the Account Payer Details screen

· The Account payer screen will open (fig. 59)

· Click on Print This Page to print accounts

· Click DONE to exit

Change Account Payers

Fig. 60 
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Change Account Payer

· If the changed Account Payer is not at the same address, Go back to Learner and Parent Information Module, 

· Click on the selected Learner

· Select – Add New Parent at bottom right hand side of screen

· Add new parents details and save

· Go back to Financial Module

· Click on the Change Account Payer in the Debtor and School Fees screen

· The Change Account Payer screen will open (fig. 60)

· Select grade, learner and then highlight parent by click on one and then click on Set Parent as Payer 

· Click DONE to exit

Learners with no Account Payers

Fig. 61
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List of Learners who have not been assigned an account payer

All learners MUST be assigned an Account Payer.  Even if the head of the house is an older sibling or other relative, it is then possible to grant full or partial exemption if it is merited.  The system should not allow learners to be saved without an Account Payer, but if the system fails during input, it is possible to identify which learners have not been fully captured.

· View learners that do not have account payers

· Click on DONE to exit

Archived Learners with Balance

Fig.62
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Screen : Archived Learners that still have a balance on they accounts

· View archived learners that that still have balance on their accounts

· Click on DONE to exit

When fees are received for learners who have already been archived, then Receipt Fees to the Full Fees account (not to the debtor) in the receipts section, and then go to Journals and pass a journal entry to the archived debtor account.

BANK RECONCILIATION

Fig. 63
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Reconcile Bank Statement to System Transactions

Fig 64
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· Select bank account and the last day of the month

· Enter statement number and closing balance on the statement (on the last day of the month only)

· Click on Go
· If there is a lost cheque in the list of items, select one and click on Reverse Stale/Lost Cheque
· Select an item ONLY to reconcile it against the same item in the statement

· Do this for EVERY ITEM that appears on both your system and on the BANK STATEMENT

· And then click on Process Reconciled Items
· Click on DONE to exit

When it has been correctly done, the Balance on Statement (as at last day of month) not yet reconciled to system should state NIL

PLEASE NOTE:

Please process statement items that do not display on left screen via the Transaction Menu – direct deposits; direct payments etc.

View Reconciled Items and Transactions

Fig 65
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· Select the Bank Account

· Select the Statement Number

· Click on Go

· This will bring up all the items reconciled against the selected Statement Number

View List of Bank Statements on System

 Fig. 66
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Print Outstanding Cheques 

Fig 67
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· Select the month to View / Print
· Print

Print Cash on Hand

Fig 68
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· Select the month to View / Print
Print Statement of Investments 

Fig. 69
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View Cash Book 

Fig 70 
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· Click on the View Cashbook button 

· The Cash Book screen opens (Fig. 69).

· Select the correct bank account using the Select Bank Account option.

· The cashbook can now be viewed as at the current system date.

· Two options:

· Cash Book Balances – will give opening Balance, Receipts Balance, Payments Balance, Closing Balance or

· To View cash book for a specific month- click on the month required

· Choose from options:

· Cheque Details

· Direct Bank Payments

· Bank Deposits

· Direct Bank Receipts 

· Receipts

Print Cash Book

Fig 71   
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· Printing Options
· Or Export To Excel

View Financial Statement 

Fig 72  
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Actual Receipts and Payments 

Fig 73
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Monthly Income Statement 

Fig 74
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Fig. 75
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Detailed Year to Date Statement 

Fig 76
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Summarised Year to Date Statement 

Fig 77
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Screen : Year to Date Statement

· Choose month to show Actual to Budget with Variance

Annual Statement
· Full Schedule per month

Total Fees Raised to Debtors Accounts

Fig 78
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Screen : Total Amount Raised to Debtor Accounts per Income Account

View Trial Balance 

Fig 79 
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Screen : Trial Balance : Year to Date

Balance Sheet to Date 

Fig 80
[image: image213.png]Print

Balance Sheet Date.

Dete [ <]





Screen : Print Balance Sheet Date

PRINTOUT WCED043 (Western Cape Education Department) 

Fig. 81
This is applicable only to the Western Cape schools unless you would find this useful for your particular school
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EXPORT TO XML FILE (SA DMS SYSTEM)
This is for exclusive use of exporting to SA DMS system if this is in place in your district or province.

Functions:

EXPORT EXPENDITURE

EXPORT BUDGET

TRANSACTION PRINTOUTS
View Receipts

Click on View Receipts button

The View receipts screen opens

Receipts can be viewed per receipt book by clicking on Receipt Book option.

Select a receipt book to view using the Receipt Book to View option.

Click on the OK button.

Receipts can be viewed per receipt book and receipt number by clicking on Receipt Book and Number option.

Select a receipt book to view using the Receipt Book to View option as well as inserting a slip number in the Slip Number to View option.

Click on the OK button.

Receipts can be viewed per month by clicking on Month option.

Select a month using the Select Month to View option.

You may also select only Deposited receipts or Not Deposited receipts or leave blank for all.

Click on the OK button.

The selected receipts data is viewed in the detailed grid.

Receipts may be viewed for the current or previous years by selecting the Current or Previous Year option.

To print receipts (numerous reports) click on the Receipt Reports button.

Click on the DONE button to exit.

View Cheque Payment
· Click on View Cheque Payments button

· The Cheque Payments screen opens

· Cheques can be viewed per bank account by clicking on the Bank Account option.

· Select a bank account to view using the Bank Account to View option.

· Click on the OK button.

· Cheques can be viewed per bank account and month by clicking on the Bank Account and Month option.

· Select a bank account to view using the Bank Account to View option as well as the month by using the Select Month to View option.

· Click on the OK button.

· Cheques can be viewed per month by clicking on the Month option.

· Select a month to view using the Select Month to View option.

· Click on the OK button.

· The selected cheques data is viewed in the detailed grid.

· Cheques may be viewed for the current or previous years by selecting the Current or Previous Year option.

· A Total Cheque Payments balance is shown at the bottom of the page. 

· To print cheques (numerous reports) click on the Print Reports button.

· Click on the DONE button to exit.

View Petty Cash Payment

· Click on View Petty Cash Payments button

· The View Petty Cash Payments screen opens

· Petty cash can be viewed per petty cash account by clicking on the Petty Cash Account option.

· Select a petty cash account to view using the Petty Cash Account to View option.

· Click on the OK button.

· Petty cash can be viewed per petty cash account and month by clicking on the Petty Cash Account and Month option.

· Select a petty cash account to view using the Petty Cash Account To View option as well as the month by using the Select Month to View option.

· Click on the OK button.

· Petty cash can be viewed per month by clicking on the Month option.

· Select a month to view using the Select Month to View option.

· Click on the OK button.

· The selected petty cash data is viewed in the detailed grid.

· Petty cash may be viewed for the current or previous years by selecting the Current or Previous Year option.

· A Total Petty Cash Payments balance is shown at the bottom of the page. 

· To print petty cash (numerous reports) click on the Print Petty Cash Reports button.

· Click on the DONE button to exit.

View Bank + Petty Cash Deposits

· Click on View Bank Deposits button.

· The View Bank Deposits Payments screen opens

· Bank deposits can be viewed per month by clicking on the Month option.

· Select a month to view using the Select Month to View option.

· Click on the OK button.

· Bank deposits can be viewed per deposit book by clicking on the Deposit Book option.

· Select a deposit book to view using the Deposit Book to View option.

· Click on the OK button.

· Bank deposits can be viewed per deposit book and deposit slip number by clicking on the Deposit Book and Slip Number option.

· Select a deposit book to view using the Deposit Book to View option as well as the Slip Number to View option.

· Click on the OK button.

· Bank deposits can be viewed by bank account and month by clicking on the Bank Account and Month option.

· Select a bank account and month to view using the Bank Account to View option as well as the Select Month to View option.

· Click on the OK button.

· Bank deposits can be viewed by bank account by clicking on the Bank Account option.

· Select a bank account to view using the Bank Account to View option.

· Click on the OK button.

· The selected bank deposits data is viewed in the detailed grid.

· Bank deposits may be viewed for the current or previous years by selecting the Current or Previous Year option.

· A Total Deposits balance is shown at the bottom of the page. 

· To print bank deposits (numerous reports) click on the Deposits Report button.

· Click on the DONE button to exit.

· View G.L Transactions

· Click on View GL Transactions button fig 82.

· The General Ledger Account Details screen opens

· General ledger accounts details can be viewed per general ledger account, per transaction number or all entries in the general ledger can be viewed.

· To view general ledgers entries for a selected account – use the Select Account to View option. 

· A Search facility is provided in which you can search for a general ledger account by name, by account number or by transaction number. Input the data in the Search option and then click on the GO button.

· To view all general ledgers, click on the Show All Transactions button.

· The selected general ledger data gets displayed in the detailed grid.

· General ledger data may be printed by clicking on the General Ledger Reports button.

· General ledgers may be viewed for the current or previous years by selecting the Current or Another Year option.

· General ledgers can be filtered by month using the Filter by Month option.

· Click on the DONE button to exit.

EXAMPLES OF HOW TO FIND TRANSACTIONS

You can apply the following to a whole range of enquiries by finding the transaction number

PROCESS TO RECONCILE CASH BOOK RECEIPTS TO INDIVIDUAL GENERAL LEDGER ACCOUNTS: DEBTORS

VIEW RECEIPTS 

Fig 82

You get the transaction number, which is Number 4
NOW GO TO GENERAL LEDGER PAGE

Fig 83


GO TO LEARNER STATEMENTS AND SEARCH FOR 204

Fig 84 
This process takes approximately 15 seconds

OTHER EXAMPLES:

E.g.

Parent comes to school advising that they have paid in January; they don’t have their account number (statement), nor their receipt. 

If a parent came in without an account number then the clerk should do the following to get the account number: 

a) Go to the option called Learners And Account Numbers On The Debtors Sub Menu 

b) Do a search for the learner (by surname is the easiest) - you can search by grade, by letter of surname, by start of surname, by the full surname (whatever you type in the text field) and a reverse search to find learner if you only have account number. You can also click on column headings to sort the rows if you get more than one row by surname, account number, class etc. The possibilities are numerous. 

c) Get the account number. 

OR 

a) Go straight to learner statements 

b) Select grade (I am sure parent knows which grade their child is in) 

c) Select surname from grade list and view statement 

There is NO need for a complicated scenario just to get an account number. We have specially added a Whole Learner Account Number Form and search options for easy location of account numbers and or the reverse - find learners if you only have account number. 

E.g. 

Parent comes to school late in the year and advise that they have paid, but does not know what month / s they paid in. 

a) Find account number as above (go to Learners and Account numbers or straight to statements) 

There are also Parent Statements as amount might have gone to wrong learner in Same Family. (Easy search by surname on parent statements) That would be the obvious place to start. The Parent statement shows all learners in the family and you can quickly see if the wrong learner received the money 

b) If learner/parent shows that this family never received the credit then, you would Go To View Receipts and see if you could locate the receipt. (Order columns by amount or date etc as they would have some idea of when they paid even if they couldn't tell you the exact month) 

You Are Obviously Going To Have Problems On ANY Computer System if the parent has NO information to give you. Once you locate the receipt, you can get the transaction number and check which debtor was credited with the amount. You would then have to pass a journal to fix it if the wrong account was credited. 

E.g. 

Parent comes to school with a receipt they have received but it does not show on their account. 

Go to View receipts (NOT General Ledger) and type in exact receipt number and get the exact entry. (No searching through hundreds of entries necessary) 

Locate transaction number, now go to GL and type in transaction number on transaction number search and get the exact transaction details of who or which account was credited. (No searching through hundreds of entries) 

OTHER EXAMPLES – GENERAL LEDGER

Error in carrying out Bank Reconciliation:

An example when an amount from the Department is received, receipted and banked in November 2004r. The transaction number is 4353 on the computer system.  It has not been reconciled at all in the given month.  When the bank reconciliation is finally reconciled in March the following year, the date has been input as in March (it should have been input as of December with correct Statement number).  The auditors pick up that the money has been received but it does not reflect anywhere in the bank.

Solution:

When a transaction is processed to the bank account, it goes to the bank suspense account 800/999. When the transaction is reconciled to the bank, then it is moved to the bank account 800/000. Therefore once the bank account is fully reconciled every month, the balance on account 800/999 should be 0. If it is not 0, then there are items that are still outstanding. It is best to print out both 800/000 and 800/999 to trace all bank transactions.
 

The transaction you are looking for was only reconciled to the bank on 30/03/2005 - transaction number 4353. 
 

The easiest way to trace transactions is to enter the transaction number into the search text box on the GL page and select search by transaction number and then you will see the corresponding entry. 
 

Entries for the amount that you are tracing are:
30/11/2004 4335 800/999 3651-53 Dr
30/11/2004 4335 020/000 3651-53 Direct receipt (Cr)
 

30/03/2005 4353 800/999 3651-53 Cr
30/03/2005 4353 800/000 3651-53 Dr (Bank reconciliation)
 

One of the problems is that this entry was reconciled so late and the recon date was incorrectly input into the system. Even if only reconciled in March 2005, the amount should still have been reconciled against a statement date in 2004.
 

VIEW JOURNAL ENTRIES

Fig 85
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Click on View Journal Entries button (Fig. 85).

Options:

· Print transaction for specific month

· Print transactions for specific account

· Print transactions for a specific account and month
YEAR-END FUNCTIONS

Financial Year End and Archives 

Fig 86
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It is vital that at the end of each year, or at the beginning of the new year, you set about closing your existing financial period.  The system will not allow you to continue and start a new financial period if you have not closed the existing financial period.

To assist you in this process, we’ve attached to the training notes the processes that you would have to follow to close a financial period.  

Step 1:

Check system date

· Ensure that your system date is correct and in line with the actual date (e.g January 2005)

· Correct short date format is yyyy/mm/dd e.g. 2004/01/14.  Check this by going to the Control Panel and clicking on Regional and Language Options.  The Regional Options page will open where you can check the date

Step 2:

Backup before starting

· Ensure that you have a backup copy of your database before you start year end procedures. The system automatically creates a backup for you in the folder C:\Program Files\SASAMS\Backup if you select the COPY DATABASE option when you start the programme.

· Copy your backup to a safe place on your system

Step 3:

Process entries for 2004

· Ensure that ALL entries for December 2004 have been processed (Reconciled) and any other outstanding entries for 2004 have been processed (2004 being the example year.  You would select the relevant year)

On the Finance Menn Menu, click on the button Year End Functions

Step 4:

Click on button Write Off Debtor Accounts (Optional)

· This is an optional procedure. Debtor amounts can be written off if so required OTHERWISE you can leave them and they will roll over in the next year as owing to the school.

· Select the option Year End Functions from the Finance Menu. Select the option Write off Debtor Accounts.

· Select a grade and enter the amount to be written off next to each learner. Process the transaction.

· Only learners with outstanding debtor amounts will appear on the list.

Step 5:
   Click on Process Year End Transactions:  Balance on Account 998/000 

· The screen picture indicating the balance  on this account will open
· The balance on Account 998/000 Opening Balances must be zero to process the year end
· You can also see the balance using the GL transactions page
ONLY IF THE BALANCE IS NOT ZERO FOLLOW THIS STEP

· Write Down the balance indicated on the screen.  Press DONE
· Go to Chart of Accounts on the Finance Main Menu

· Look up the balances on Account 998/000 (Debits – Credits) and record the balance.  If there are split amounts total these to see if the total is the same as the amount you wrote down

· Open a new account under the Balance Sheet section closest to the existing Suspense Account

· Click on Account 998/000 to highlight it

· Click on the button Add New Account.  A page will open

· From the drop down menu Account Category select SUSP

· Put a tick in the box next to Add New Programme and type in a name for the programme, Suspense Account : Opening Balance 2004

· In the Account Number field type in 997 in the box next to /000 (997/000)

· Enter a Take on balance for this new account (the amount must be EXACTLY THE SAME as the amount of the balance on the Opening balances account 998/000 that you recorded )

E.g. If the balance in the opening balances account (998/000) is DEBIT 3565.00 then you must put in an opening DEBIT balance of 3565 into (997/000) and vice versa.

The auditors are then able to easily identify the amount and do the required Journal Entries.

Step 6:

· Go back to Year End Functions and select Process Year End Transactions

· The balance on account 998/000 should now be 0. 

Step 7 : 

Processing the Year End Transactions

· Select the year end to be processed. Ensure that 2004 is selected. Select the date for processing e.g. 2004/12/31 (last
day of the year)
· Tick each block to verify that all printouts have been made, as seen in the screen picture

Fig 87

· Click on the button Year End Actions Confirmed to confirm that you are ready to process the year end transactions.

· Click on the yellow button Run Year End to start the procedure:

· The procedure will take 1 to 4 minutes depending on the size of your database.

· The procedure will first make another backup copy of your database and then ask for confirmation that you wish to proceed.

· Once you confirm that you wish to run the procedure, sit back and wait until it is FULLY completed.

· All balances will be rolled over to 2005.

· Select DONE to return to the year end sub menu.

Step 8 :
 Open a NEW financial period on your system

· Select the option NEW Financial Period from the year end sub menu.

· The following screen picture will be displayed

· Click on the button Close Period
Fig 88
· You will see that the 2004 period has been closed.

· You must now open a NEW financial period for 2005.

· Click on the Add New Period button.

· The following screen will be displayed

Fig 89

· The dates for the new period have already been entered.

· Press SAVE to open the new period

You are now ready to start processing entries for 2005.

ERROR FIXING

· Should you have any entries that still need to be processed for the previous year, you can still process them.

· Ensure that you select Previous Year on the relevant transaction form to process an entry for example 2004. Check that you have the correct processing date selected.

· Should you process entries for 2004, the entry will automatically be rolled over to ensure that opening balances for 2005 remain correct.

· Balances in Income and Expense accounts are carried forward as Retained Income in account 500/000.

· Balance sheet accounts (including debtor balances) are rolled over.

EMERGENCY BACKUPS 

· You should have backup copies of your database in the following folder:

       C:\Program Files\SASAMS\Backup.

· Use one of these databases if you need to start again.

· Rename the database in the DATA folder.

Copy the database from the backup folder to the DATA folder and start again.

DELETE ARCHIVE DATA
Click on Year End Functions button (Fig. 87).

The Financial Year End and Archives screen opens

Click on Delete Archive Data button.

The Financial Remove Financial Data screen opens

Tick each item on Compulsory Steps to confirm that all the necessary reports have been printed.

Select year to delete using Select Year To Delete From Current Database option.

The program will not delete data that is less than two years old.

Click on the Process button to confirm deletion.

Numerous further Warnings are given.

To use Compact The Database – refer Main Menu – Security And Database Function – Database Functions – Compact The Database.
Click on the DONE button to exit.
MODULE 8:
CURRICULUM RELATED DATA

The Curriculum Related Data module is where the structures for recording and reporting on the progress of a learner are set up.  Only the activities selected for continuous assessment, tests and exams, in each of the eight Learning Areas, are recorded here.  School subjects that were captured under the General School Information Module, the learners captured under Learner Information Module, the educators captured under Human Resources Module are all linked here to populate the fields necessary to do the RECORDING of the learner’s marks/code/symbol, and the REPORTING which is the Progress Reports sent to the parents.     

THE CURRICULUM SECTION HAS TWO PARTS:

a) CASS + CTA marks should be entered into the system on a task-by-task basis throughout the year and not all at once. This ensures that the Principal and other School Managers can view a learner's progress on the system at any date in time. 

b) The CYCLE PROGRESS REPORT is a reporting section ONLY. (no mark calculations are done in this section) It allows schools to send a progress report to parents to update them on their child's progress at regular intervals during the year, such as end of term, or on specific aspects of CASS (such as mid year exam)

The current system requires that schools have to ENTER or CHECK the progress/cycle mark or OBE symbol for each reporting cycle irrespective of whether the CASS marks are stored on the system for recording and reference purposes. The mark or symbol entered for a particular cycle should be the cumulative CASS mark of the learner at that particular point in time. (For this reason it is possible to view the CASS mark as at a specific date when completing a cycle end progress report.)

There are two main reasons why the system does not automatically just use the cumulative CASS mark at a given date and print the cycle report without the school having to ENTER or SELECT the cycle mark specifically:

Many schools do not have the resources to enter all CASS marks into the system and would not be able to print progress reports if the system generated reports automatically from CASS marks. These schools are now able to send progress reports home by entering just the cycle result and printing. They now also have a computerised record of these reports, even though their CASS marks are on paper and not in the system. 

To begin using the CURRICULUM Module, click on the Curriculum Related Data buttons on the SAMS Main Menu.  The following screen will open:

CRD Fig. 1
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Each of the main headings listed above has a link to a sub menu which opens on the left once a selection has been made.

GENERAL 

· Click on Set up Subjects and Subject Choices

· A sub menu will pop up on the left indicating all the data sections that are to be captured here 

CRD Fig. 2
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· Click on the first button Maintain Subjects/Learning Areas
· The screen below will open.

CRD Fig. 3
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Maintain Subjects

· Maintaining Learning Area/Subjects is the first step in the process of building the framework for Continuous Assessment

· The screen shot is open to page one; Subjects offered by the School
· This is the list of all the Learning Areas/Subjects the school offers learners 

· The screen picture shows the Filter Option is selected to show the full school list

· Make a printout of the subjects by clicking on School Subject Printout
· Click on a subject to select it, then click on Remove Subject from School List to delete subject 

· The Edit School Subject button allows you to: 

· Edit subject names

· Add the Afrikaans name for the subject

CRD Fig. 4  
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· Schools that  give reports to learners in Afrikaans could make use of this Edit button and enter the Afrikaans names for all the subjects offered by their school so that the Afrikaans names will appear on the learner’s report

· When you click on Select Subject for your School to add a subject not on your list, the screen below opens

· This is the Master Subject List (page two)

· It’s from this list that you select subjects not yet selected or added to your school list

· Click on a subject name to add to subjects offered by the school

· A User Question asking you to confirm your choice pops up

· If the chosen subject is the correct one click Yes

· The subject moves from Master List to School List

Add Subject not on List
· On this page you can add a new subject 

· Should your school offer a subject that is not on the Master List, click on the Add Subject not on List button

· The screen below will open

CRD Fig. 6 
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· Enter the name of the subject 

· Enter the official department code, this code must be unique.  The system will not accept numbers that already exist

· Select a group from the drop down menu 

· Enter Unique Timetable Key that will appear on the school timetable

· You cannot edit the Unique Timetable Key

Adding Learning Outcomes for each subject
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Maintain Learner Report Languages

· This button has implications for printing  when the print function is selected

· Learner reporting language must be selected in order for the programme to identify in which language it should print any report for a particular learner

· Financial statements can also be printed in Afrikaans if the reporting language has been selected

· Click on the button and the screen below opens

CRD Fig. 7  
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· The message at the bottom of the screen gives instructions to select  the language for reporting

· In very small schools where classes might be dual meduim, the Reporting Language for individual learners can be selected 

· Where the whole class has the same reporting language Change ALL learners to: gives the two options and all learners in the class will have their selected language appear alongside their names

· This reporting language grid can be printed by clicking the Print Grid button

Create Subject/Learning Area Sets

CRD Fig 8 
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· Different subject sets are created to accommodate the different choices of subjects learners make, particularly in the FET phase.  Subject name lists can be printed

· At a glance, by clicking on the name of the set, one can see what subjects constitute what set

· Click on Create Subject/Learning Area Sets to open the page

· You have the options to Add, Edit or Delete a set

· To add, select Add New Set.  Click on next

· The following screen will open

CRD Fig 9
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· Enter subject set name in Subject Set Description field

· Click on a subject in the right column to select it

· It jumps into the left column

· Click on Subject Sets (top left of screen) to go back to page one to view the list of sets created

· To Edit click on the set name.  The subjects will appear in the left column

· Click next

· You can now add to or remove subjects on the subject set list by clicking on them

· To delete click on the set name, select Delete Selected Subject Set
· A User Message will ask you to confirm your decision.  Click next. Click Yes.  Subject set is deleted

Assign Subjects to Individual Learners

There are three ways in which subjects can be added to learners:

· Adding a subject set to the whole class at once

· Adding a subject set to an individual learner
· Adding individual subjects to individual learners
· There are three tabs (pages) indicated at the top of the screen: 
1.
Class List

2. Master Subject List

3. Subject Sets

· You will work between the three tabs

CRD Fig 10
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· Click on the class name.  Learner list of names appears

· Click on Subject Sets (page/tab three)

· List of sets you created appears

· Click on the name of the set

· The screen changes to bring in the tabs Add set to Class and Add set to Learner
· If adding set to whole class, select the class
· Select the subject set
· The class name appears in the field in the middle of the screen

· Click Add set to Class

· To Add a set to a specific learner, click on the class name, from the name list.  Select the specific learner

· Learner’s name appears in field under Learner Details.  Subject  set  name appears in field

· Click Add set to Learner.  The subject names appear under Learner Details

CRD Fig 11   

[image: image227.png]Assign Individual Subjects to Learners,

Select a Grade and Class. Click on a leames o view the leamer's subiects. Add additional subiects from Master List

Grades and Classes

Click on a Class to Select

Class List

Master Subject Lit

Grade©

Grade
@

L& rsce 10
10

L& Grsce 11
1A

L& crsce 2
T2

g Lsen

LSENA

& Remedil

Rem

Subject Sets

FET Busness
FET General
Itersen

Class: 3

Desciption

Code

Business Econorios
Accourting

Afkaans Second Language
Engish Fit Language.
Commercial Mathemalics
Compuyping

a2
an
102
104
a3
2

Add Set to Class

e

Leamer Details

Name: [Frank FORSTER

Accession Nt

Subjects for this leamer

 Didineyy Grade

3

Subjects

Remove Subiect

‘Accouting

Afkaans Second Language
Business Econorics
Commercial Mathematics
Compuyping

Engish Firs Language

from Leamer

=]

Number of Learring
Areas/Subjects

3

P





· Add additional subjects to a learner’s set by clicking on the subject in the Master Subject List listing, 

· The subjects will now appear in the Subjects for this Learner list.  There are three options of level to choose from

· To remove a subject from the learner list, click on the subject in the list and then click the >> button.

· Use the Collapse or Expand options to view the Grades and Classes listed in the Grades and Classes list.

· Right click on a specific subject of a learner to set it as a language option

Create Educator Subject groups

Educator subject groups are created for ease of identification of learners linked to a particular educator.  An educator can print a list with the names of only the learners she/he teaches in a particular subject, instead of the whole class list and then having to filter names.  

CRD Fig 12  
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· To create an educator group click on Add new Group
· Select grade,

· Select subject and educator,

· Enter the name of your group

· Click on Edit to alter information

· Click on Delete to remove the entire group
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· The learner list of names for the grade appears

· Use the Filter by Class option to choose a particular class or individual learners in a particular class

· Click on the identified learner s’ names

· Names jump into the left hand column as group is selected

· If the whole class is selected click on Move All

· To remove a learner from the group click on the learner’s name

· The search option can also be used to find any particular learner by typing in either the full surname or the first letter of the surname

Print Educator Mark Sheet per Group

CRD Fig 14 
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· Click on Print Educator Mark Sheet per Group 
· The first print option: Register Class List,  allows you to print a full class list for each class in the school

· The print options under Subject Class Lists are available if the educator groups have been set up

· Print per Grade, prints all the groups set up for the grade

· Print per Subject , prints all the groups set up in that particular subject

· Select an individual mark sheet prints only the selected subject group

View/Print Learner Subject Allocation

CRD Fig 15
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· Select whichever option is wanted and click Print
CONTINUOUS ASSESSMENT:  SET UP AND MAINTAIN CASS
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Set up CASS Programme of Assessment
CRD Fig 20   
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· Select each grade and each subject and add the Assessment tasks 

· Assessment tasks must be linked to Learning Outcomes for Grades 1 to 9
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· Enter the description name of the task

· Complete the required information in each of the three fields
· SAVE

· Go back to description name of the task and enter the next task 
From the main List of tasks page:

· Tasks can be Edited and Deleted by selecting the task name and clicking on the intended button

· The task grid can be printed and used for the following purposes:

· to give to educators in the LA so that they can pace themselves with the years work

· to give to learners so that they can get a picture of what is expected of them for the year in this LA

· to give to parents so that they can monitor the work ethics of their children 

· You can also Export to Excel.  Once in Excel, remove the “Read-only” status via Protection submenu in Tools and you can then work on the grid 

Enter Learner CASS Results

The grid is used to enter Learner Marks/OBE codes.  There is also opportunity for the educator to make comments about the specific task assessed.  The Filter option in the top right hand corner gives indication of the level of the subject.  

· Select information from the drop down menus, i.e. grade, subject, task, class

· Click on the yellow GO button

· Learner names appear

· Enter CASS mark

CRD Fig 23
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· There is also an option to Export to Excel.  Once in Excel, remove the “Read-only” status via Protection submenu in Tools and you can then work on the grid

· Click on Print Grid to print 

Print Details of Performance Tasks

· This printout can be given to learners, parents and educators

· Click on tab Print Details of Performance Tasks
· The following screen will open
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Print Learner CASS Results
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· There are two options from which to choose to print: Detailed Portfolio or CASS Summary

· The Detailed Portfolio printout gives details of each and every task mark as seen in the screen picture below

· Select the grade and then  select  how you wish to print the information from the options available
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· The  CASS Summary printout gives only the total for each Learning Area/Subject section and the total mark for the learner as seen in the screen picture below
CRD Fig 28    

[image: image240.png]Print Reports

DNTINUOUS ASSESSMENT SCHEDULES





COMMON TASKS FOR ASSESSMENT (Gr 9):  SETUP AND MAINTAIN CTA

Tasks are entered in the same way as CASS results

CRD Fig 30   
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· The CTA tasks to be added would be given to you by your Provincial/District/Circuit office

· Capture these CTAs under Add New Tasks
· The converted total for the CTAs has been loaded onto the system already

· You enter the possible mark for each task

PROGRESS REPORTS:  MAINTAIN LEARNER PROGRESS REPORTS

CRD Fig 32   
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Maintain Progress Report Cycles

Report Cycles are set up at the end of a period of assessment.  These are normally at the end of a term/quarter.

· Click on Maintain Progress Report Cycles

· The screen picture below opens
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· To add an evaluation cycle click on the Add Cycle button

· The following screen opens
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· Enter the required details in the various fields

· For  reports that will be printed in Afrikaans, first type in the English description of the cycle in the Description field and then the Afrikaans name in the Afrikaans field

· Click on the SAVE button.

· To edit a cycle click on the Edit Cycle button  

· To delete a cycle click on the Delete Cycle button.

Maintain Evaluation Keys

The Evaluation  Keys are the OBE Codes determined by National Education Policy that reflect the level of achievement a learner has attained for each Learning Area at the end of an assessment period.

CRD Fig 35 
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· Descriptors can be Added, Edited or Deleted

· For Afrikaans users, each level descriptor has to be renamed in Afrikaans

· Click on the name of the descriptor to highlight it

· Click on the Edit Descriptor button

· The English version will populate the Description field below

· Type in the Afrikaans name in the Afrikaans field

· SAVE

Maintain Promotion Decisions

CRD Fig 36 
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· Click on Maintain Promotion Decisions to open this form

· To add other promotion descriptions click on Add, type in the new Promotion Decision 

· For Afrikaans, first type in the English description and then the Afrikaans option

· SAVE
· To delete click on a description and then click on Delete 

ENTER LEARNER CYCLE RESULTS

CRD Fig 38   
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· Select the grade, the cycle, the subject, the class

· Click on the yellow GO button

· List of all learners in the class appears

At this point there are two options for the entering of the cycle mark:

Option 1:  Use the CASS marks

· For users who have entered all the CASS marks for all the tasks for the selected Learning Area

· Select either the option to Use the cumulative CASS mark to date or the CASS% for the term

· This evaluation code is then manually entered into the Cycle Result column

· Move screen to left and right and enter comments both on learner progress made and skills gained 

· These are the comments that will appear on the report

· Save your results

Option 2:  Cycle Result only

· For users who have not made use of the CASS processes on the system, but who have kept manual records of all tasks, tests and other assessment activities

· Have your OBE evaluation code or your cycle total mark for the Learning Area

· Enter the OBE evaluation code or the cycle mark directly into the relevant Cycle Result column

· Enter progress comments and comments on skills gained for the learner

· Save your results

PRINT LEARNER PROGRESS REPORTS

· Click on the Print Learner Progress Report button

· The following screen picture opens

CRD Fig 40  
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· Select grade, select class, select cycle

· There are two options to select from for printing:  Whole Class or Individual Learner

· When selecting Individual Learner, first click this option then click on the learner’s name

· This screen also indicates the language option in which to print

· If this option has not been captured earlier in the programme, a 0 will appear in both the language boxes and the programme will not print

· The options for the report layout will be dependent on the grades with which you are working

·  Blank Report Covers per Phase can also be printed by choosing your phase option, selecting the language to print in and clicking the Print Blank Report Cover button.

· Click on the DONE button to exit

Please note:   Blank covers should be printed for all classes in each phase and then re-inserted into the printer so that the evaluation can be printed on the internal portion.

Additional Survey Statistics:  Data Required for Annual Survey

(Curriculum data required by the Annual Survey that cannot be produced automatically)

· Click on the Annual Survey  button and the screen picture below opens

CRD Fig 42 
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· Click on Languages as Subjects
CRD Fig 43 

[image: image250.png]Learner Enrolment : Languages as Subjects : 2005

Languages in GET Band: Number of learners according to languages as subjects and phase

IsiXhosa
Tshivenda
Sign Language

Subject
Lovel
Primay
Languege
[Addtional
Languege
2nd Addiianal
Languege
Primay
Languege
[Addtional
Languege
2nd Addiianal
Languege

R)

Foundation
Gr1-3 (oxel. Gr

Intormediate
Gras

T4B butionto
mave belween
contols

Language

[Addtonal

Languege
2nd Addtonal e
Languege gids

Frimary
Languege F2 o clearcell
[Addiional T
Languege

F1 to see gid

Total
(GET Band)

2nd Addiianal
navigalion keys
Language igalion keys





· Insert the required data in the grid and click on the SAVE button.

· Click on the MENU button to exit.

PRINTOUTS:  CURRICULUM RELATED PRINTOUTS

CRD Fig 44 

[image: image251.png]



·  The printouts available are listed on the right
· Open each one to explore the contents and the usefulness
The Curriculum Related Data menu has been designed to assist educators with the RECORDING and REPORTING functions vital to Continuous Assessment.  

Once each LA/Subject performance task grid has been completed a further opportunity is then created for HODs to view these grids and to plan Homework timetables so that homework tasks don’t clash and learners are given a fair distribution of homework tasks across the timetable.

MODULE 9:  TIMETABLING ASSISTANT
Please note that these notes refer to the LEGACY MANUAL timetable. The AUTOMATED timetable must be installed by installing the SA-SAMS patch. The HELP file for the AUOTMATED timetable can be accessed INSIDE the Automated timetable section of the programme

TT Fig. 1 Timetabling Assistant Menu
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Timetable Assistant Menu

Timetables are at the core of curriculum.  The timetable is the answer to a fully functioning or non-functioning school

· On the timetable menu you’ll be able to Add Subjects
· Edit the timetable

· Delete each subject or an entire timetable

· You’ll be able to add periods for both the educators and classes

TT Fig. 2 LOCKED/ADMIN PERIODS
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Locked/Admin Periods are periods that occur on the timetable at the same time of day on the same day within the cycle.  If your ASSEMBLY period falls on Day 1 Period 1 for each cycle then you would lock the period. Locking fixed periods on the timetable as the first step, prevents this period from being mistakenly used for other subjects/learning areas during placing.
· Click on Timetable Locked/Admin Periods button to open this page

· Select locked subject.  If the looked subject is not on the list

· Click on Add Locked Subject to List
· Once locked subject is added, SAVE. DONE
· Locked subject now appears in drop down box
· Select individual grade  or  tick in the box next to All Grades
· Mark the checkbox if the timetable is registered with educators

· Remove tick if subject is general supervision

· Click on Get Available Periods
· Click on white blocks and period is registered on the grid as in screen picture below

TT Fig. 3
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· Click Save and Done  

· Click on Manage Locked Periods button to manage the periods (Fig. 4)

· This page allows you to perform the functions as indicated by the buttons on the right of the screen picture

TT Fig. 4 Manage Locked Periods
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· All Locked periods/Admin periods that have been allocated can be viewed here

· Select the option View all Classes
· Delete by clicking  on desired line and clicking Delete button 

· You can either choose to delete single locked period or delete the entire locked periods
· To go back to add locked periods click on Place Locked Periods
· You can also assign educators to periods on this form by clicking on Assign Educator to Period 
· The screen picture below opens



TT Fig. 5  

                                                                                        


· There are two options: School-based or Other educators

· Other could include visiting educators/therapists who need to have periods locked according to their availability

· Once the period for the relevant class/grade has been locked it can be assigned to the individual educator

TT Fig. 6 GROUP/TIE PERIODS
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· Click on Timetable Group/Tie Periods on the Main Timetable Menu

· Click on Class/es involved in the Tie Subject

· Select Subject/s from drop down menu

· Select an educator or two in the master list 

· To remove an educator from the group, click on educator name in Selected Educator and Subject window.  Classes can also be removed the same way

· Click on Place on Timetable 

· The following screen picture opens 

TT Fig. 7 Place on Timetable
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Group/Tie Subject

· Enter a unique group code

· Click the number of periods for the cycle in the white blocks 

· Click on Save for all Classes and Educators
· Press DONE to return to the previous screen (Fig 6)

TT Fig. 8 View/Delete Group Periods
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· Once you’ve returned to Fig  6, click on  the tab View/Delete Group Periods 
· Click on a group code to view or delete group subject

· To remove class from group click Remove Class and 

· To remove an educator click on Remove Educator and Subject
· To delete a group subject from the timetable click on Remove a Group Subject from the Timetable
· You can also add or remove periods from a group by clicking on Add/Remove Periods for this Group
TT Fig. 9 MULTICLASS/GRADE PERIODS
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Timetable MultiClass/Grade Periods (Build Group)

· Click on Timetable MultiClass/Grade Periods in the Timetable main menu to open this form

· On this form you’ll select an educator who will be teaching more than one grade or class a subject

· Firstly select an educator for the group 

· Select a grade/class
· Select the subject and then click on Accept
· Select the grade/class again
· Select the same subject again and click on Accept
· Now click the yellow tab Get Available Periods
· The following screen picture in Fig 10 will open

TT Fig. 10 Place on Timetable
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Place on Timetable

· Provide a name for multigrade/class group subject

· Click on white blocks to add multigrade/class periods

· When you are done click on the yellow button Save To All Timetables 

· Click OK 
· To edit/add/remove multigrade/class periods click on Manage MultiClass Periods
· The screen picture below opens

TT Fig. 11 Manage MultiClass Periods
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· On this form you can view or delete Multigrade/class subjects or classes by clicking on Remove Class and Subject from Group  

· View or remove the group from the timetable by clicking on Remove Multiclass Group from the Timetable  

· Add/edit/remove periods by clicking on the relevant group code and then clicking on Add/Remove Periods for this Group
· The screen that opens will have the selected subject group periods in blue

· Click on periods to remove or the available white blocks to add periods

· To remove a class or an educator use options in Administrative Functions
TT Fig. 12 INDIVIDUAL PERIODS
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Timetable Individual Periods

· Click on Timetable Individual Periods to open this form

· Both educator grid and class grid opens

· Select educator, Select class and then Select subject

· Click on the educator’s grid to add subject and then click on the Save to Database yellow button

· On this form you can view or compare educator’s timetable with class timetable

· You can click on the class grid to view related timetable

· You can Print Educators’ timetables

· You can Print Class timetables 

· You can view statistics for both the class and the educator to check maximum or minimum periods allocated  

· You can also print educator codes

TT Fig 13 View Educator Statistics
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· You can click on View Educator Statistics to view stats

TT Fig.14 View Class Statistics
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· On this form you’ll able to view the allocation of periods

TT Fig. 15 Multiple Grids

· Click on View Multiple Grids to view more than one educator or class at a time
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View Multiple Grids

· Click on View Multiple Grids (Fig. 12 top right tab)

· On this form you can view more than one educator’s timetable 

· More than one class can also be viewed

· Any period marked in red may be removed by clicking on it

TT Fig. 16 TIMETABLE EDUCATOR ADMIN PERIODS
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· Click on Timetable Educator Admin Periods in the Timetable Main Menu to open this form
· On this form you can schedule educators for meetings or admin periods on the timetable
· Three options to choose from:
-  Individual Educator 
-  All educators timetabled to teach the selected subject

-  All educators for selected grade
· And then click on Get Available Periods button
· The screen picture below opens
· Periods where all the selected educators are free at the same time will be the white blocks on the grid
TT Fig. 17 Educator Administration Periods
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· Enter description for administration period

· Click on the grid to add an admin period on the timetable for selected educators

· Click SAVE.  All the yellow periods are the admin periods

· Click on DONE or Manage Admin Periods

TT Fig. 18 Manage Admin Periods
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· Select an educator to view individual admin periods. Click on OK
· Click View Admin Periods for all Educators to view all 

· You can choose to delete single admin period by clicking Delete Admin Periods 

· To delete an admin subject from the entire timetable by clicking on Delete Entire Admin Subject 

· Click on Timetable Admin Period to go back to Select Educators to Timetable 

TT Fig. 19 ADMINISTRATIVE FUNCTIONS
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· Click on Administrative Functions to open this form

· On this form you can manage tasks under the three sections: 

( Individual Class Timetables  

( Individual Educator Timetables

( General Functions

· Each section has a sub menu listing the functions that can be managed

· Your selection of any of these functions will be determined by your intention

· When you are finished click on DONE
TT Fig 20 REPORTING FACILITIES
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· This Reporting facility gives you the option to print under the sections indicated above

· The Master timetables for both the school and the educators can be printed here

TIMETABLES SHOULD BE PRINTED AND DISPLAYED FOR ALL TO SEE

MODULE 10: PHYSICAL RESOURCES AND SCHOOL INFRASTRUCTURE REGISTER (INCLUDING (LSM) LEARNER SUPPORT MATERIALS)

The linkages discussed earlier in the manual are again evident in this module.  Information from the learner module and the human resources module is required for the successful use of this module.

You will notice on this screen picture that the module has three distinct functions:

· Learner Support Materials

· Fixed Assets

· Physical Infrastructure

The Physical Infrastructure Register is all the detail required for the ASS and exports from SAMS directly into the SA Tool.  This data can be printed and handed out to educators to check for current status so that changes can be made to update records

PR&LSM Fig 1

PHYSICAL RESOURCES SCHOOL INFRASTRUCTURE REGISTER
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Open the Physical Resources & School Infrastructure Register (Fig 1) on the Main Menu.  The screen shows the following categories in this menu:

· Learner Support Material

· Fixed Assets

· Physical Infrastructure

· General 

· Exports

A
LEARNER SUPPORT MATERIALS

There are 5 main functions for which you may want to use the Learner Support Materials Module

1. You may want to add a book / other to your master register list

2. When you receive books / other you will want to add this quantity to your stock (either new stock or existing stock)

3. When you have books / other, you will want to distribute these learning materials through the educators and on to the learners.  You will want to keep a record of where they are for retrieval at a later date

4. When these books / other are being returned, you will be want to book them back into stock so that they are available again

5. When books / other are lost or damaged you will need to permanently remove these books out of stock

Step 1: ADDING SUBJECTS / LEARNING AREAS TO THE MASTER LIST
Click on Maintain General LSM Master List 

There are already subjects / learning areas added on this list for your convenience.  If there are subjects / learning areas that is being taught at your school but is not on the list below, do the following:

Click on Maintain LSM Subject areas (top left hand of screen)

Add New Subject Area / Discipline to the list

SAVE

You are also able to Delete a Subject Area if it does not apply to your school

Maintain Subject Areas for LSM

PR&LSM Fig 2 
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Step 2:  ADDING RESOURCES TO THE MAIN INVENTORY MASTER LIST

You can now continue to add books / other to the Subject Areas / learning areas:

PR&LSM Fig 3  Master List
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Click on the subject to add a book to (Each main subject area has a list of books already captured on the system).  If the book you want to add is not already captured here:

Click on "Add New LSM Item" button at bottom of page

If it is already on the list, do not re-enter but you can Edit Item if required.

PR&LSM Fig 4                Add New LSM / Maintain Support Materials
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It jumps to the next page and will show Subject: (this is the one you have chosen on previous page)

Select type of item to add – Book / Other (other learning support material)

Title of Book –enter details

Year Published – enter year

Publisher – enter details

Author/s – enter details

ISBN –enter details (e.g. 0 623 00980 3)

Select Category of Support Material (there are 6 categories)

· E.g. Learner Textbook

Language of item (optional) – enter

Grade relevance - Grade to Grade – enter details

Or if it is Other for Item (if equipment is to be registered as part of LSM)

Item description - enter

Manufacturer - enter

Year manufactured – enter

TAKE NOTE OF HOW THE OPTIONS • Book OR • Item ACTIVATE THE RELEVANT FIELDS TO BE COMPLETED

Click on SAVE.

OK

DONE

To continue adding items to this subject, click on Next Item

To add items to NEW subject, go back to LSM Master list (fig 3) and select the subject before adding the item.

ISSUE & MAINTAIN LSM SCHOOL STOCK

Now that you have the Subject / Learning Areas and items / resources under each subject / learning area captured you are now ready to now stock to these resources.

Step 3:  ADDING STOCK TO THE RESOURCES

Click on ISSUE & MAINTAIN LSM SCHOOL STOCK.  

There are 4 pages (tabs) at the top of the screen:


· View School LSM Stock

· Add LSM Stock Quantities

· View Loans & Return Items

· Issue/Remove (write-off) LSM Item

PR&LSM Fig 5                         View School LSM Stock 
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Select the Category Filter (7 selections)

Select the Grade

Click on the Subject Area: e.g. Afrikaans

At the bottom of the page click on tab Add Stock Quantities or click on the second tab ‘Add LSM Stock Quantities’

This takes you to the next page (see fig 6 below)

Select Subject Area: enter details (e.g. Afrikaans)

Select Grade

Select LSM Category – dropdown box – (e.g. learner textbooks)

Click on OK

Select item to add

Click on drop down box OR Add Stock Item to Master List e.g. Afrikaans Ons Taal (this will only show if you have already added it to the master list)

Select Stock Register:  e.g. 750/002 Textbooks and LSM

Select date:  enter

Click on Add new quantity:

Go to cell Quantity Added and enter amount of stock received e.g. 100

Item cost: enter e.g. R50

Press tab button  – it automatically calculates the amount of total purchase of this item e.g. R5000

Click on SAVE STOCK DATA.

 OK. DONE

If a mistake has been made it can be removed by

Entering Line number to be removed

Click on – Remove Line

PR&LSM Fig 6                  Add LSM Stock Quantities 
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Step 4:  TO VIEW THE CURRENT LSM STOCK

Once you have added stock to a resource it is advisable to go back and check that it has been correctly entered. This can also be done at any time to check stock records.

To do this go back to View School LSM Stock (1st tab)

Choose the category filter – learner textbooks

Click on Subject – e.g. Afrikaans

Click on resource – e.g. Afrikaans Ons Taal

A small screen on the top right hand corner of the screen will highlight

Stock: quantity/  On Loan : quantity / Available : quantity (see fig 7 below)

PR&LSM Fig 7       View Stock Quantity 
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Step 5:  TO ISSUE BOOKS OUT OF STOCK TO THE EDUCATORS

Go to View School LSM Stock (tab 1)

Choose the Category Filter – e.g. Learner Textbooks

Select the Grade – e.g. Grade 8

Click on the General Subject Area – e.g. Afrikaans

Click on the resource in the right hand screen – e.g. Afrikaans Ons Taal

Now go to Issue / Remove Maintain LSM School Stock (Tab 4) 

(see fig 8 below)

Stock Item will show – e.g. Afrikaans Ons Taal

Click on  

· Issue Stock

It will show – Total Stock

It will show – Quantity Available for Issue

Issued to – select the educator 

Quantity issued – enter amount issued

Date issued: select the date issued to educator

Expected return date:  select the date that the educator should return the book

Average Condition:  select

SAVE STOCK ITEM 

OK

PR&LSM Fig 8          Issue / Remove LSM Item 
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REMOVE LSM ITEM

You can also Remove LSM Item on this page 

Go to ‘View School LSM Stock’ (Tab 1)

Click on Subject – e.g. Afrikaans

Click on resource – Afrikaans Ons Taal

Go to TAB ‘Issue / remove LSM Items’ (Tab 4)

Click on Remove Stock Permanently

Authorisation By

Reason for Removal

Removal Date

Purchase History of Item

Quantity Removed

Cost to Write Off – cost of purchase

Save Write Off

Step 6: TO RETURN ITEMS RECEIVED FROM EDUCATORS BACK INTO STOCK

As soon as an educator brings back resources they should be entered immediately back into the stock records.

Click on TAB ‘View School LSM Stock’ (Tab 1)

Click on Subject Area – e.g. Afrikaans

Click on resource on right hand screen – Afrikaans Ons Taal

Click on TAB ‘View Loans and Return Items’ (tab 3)
Items to be returned:  resource ‘Afrikaans Ons Taal’

Tick in the applicable educator box

Date of write-off: select date

Number of items being returned: e.g. 40

(if there are still 5 books outstanding as they have been lost by learners but you have to log it as all books as having been returned and then go to ‘remove LSM’ tab to remove it from stock)

PR7LSM Fig 9                      View Loans and Return Items 
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REPORTS AVAILABLE

EDUCATOR LSM LOAN DETAILS

Printouts

· All Educators

· Select Educator

Either by Outstanding Items or Loan History

PR&LSM Fig 10               Educator LSM Loan Details
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PR&LSM Fig 11               Outstanding Items Report
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Or:

PR&LSM Fig 12              Loan History [image: image282.png]Print Reports
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DETAILED LSM INVENTORY LIST

Printouts available:

· Inventory List Per Grade

· Inventory List per Subject

PR&LSM Fig 13 Detail Inventory List 
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LSM INVENTORY SUMMARY PER GRADE

BLANK LSM ISSUE FORM

PRINT LSM STOCK WRITE OFFS

PR&LSM  Fig 14 LSM Stock Write-Offs 
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B
FIXED ASSETS

In this section there are 5 main functions for which you may want to use the Fixed Assets Module

1. You may want to add some equipment or fixed asset to your master register list

2. When you receive assets you will want to add this quantity to your stock (either new stock or existing stock)

3. When you have assets, you will want to distribute these assets through the school.  You will want to keep a record of where they are for retrieval at a later date

4. When these assets are being returned, you will be want to book them back into stock so that they are available again

5. When assets are lost or damaged you will need to permanently remove these books out of stock

In this way we are going to process some purchases and allocate them to a specific venue.

Step 1:  MAINTAIN MASTER LIST OF ASSETS

Click on the button ‘Maintain Fixed Assets Items’

PR&LSM  Fig 15               Maintain Master List of Fixed Assets 
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Click on button – ‘Add New item to Master List’

Description: enter item description e.g. High back chairs

Item code: e.g. 001

Average Cost: e.g. R500 each

Click on Save Details to Master List

OK. DONE

Carry out this function for all items on your Fixed Assets register

You now have created the Master List of Assets.  You can always add to this list as you receive assets

Other functions available on this screen:

· Select item to View (alphabetical listing)

· View by Code (code between   and   )

· View All Master Items

· Remove Item from Master List (this function is available if the school sells the item, or it is lost or stolen)

· Search List for Stock Item

Step 2:  MAINTAIN VENUE LIST

Go to ‘Maintain Venue List’

PR&LSM  Fig 16              Maintain Venue List 
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Click on ‘Add New Venue’

There are 11 categories of venues in the drop box to choose from (please identify them first in order to decide which rooms fall under which Category

Enter Description e.g. Grade 1 class

Enter Category e.g. Classroom

Enter Room number e.g. Room 1

SAVE VENUE. OK

You now do this for every room in your school

You have now created all the venues in your school so that you can go on to the next step and log where the assets are going to be registered at.

Step 3:  ALLOCATE STOCK ITEMS (FIXED ASSETS) TO VENUES

 Click on ‘Maintain Master List of Assets’


 Now go to the TAB ‘Create Venue Assets List for Stock Count’ (Tab 2)

PR&LSM Fig 17                       Maintain Master List of Fixed Assets 
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Click on  venue type – e.g. Laboratory – and it jumps into the top cell

Click on - Select items for this venue type – drop down box – 

Select Items for this Venue Type – e.g. Bunsen Burner

Click on Accept Item for Venue

SAVE. OK. DONE. 

Do this for all items selected for this venue – one by one

Do this for all venues – one by one

You have now allocated types of assets to specific rooms in your schools so that you know where they should be found at any stage

Other functions available on this screen:

REMOVE ITEM

Print Options:

Print all

Print per Group – select a Group

Print

Step 4:  ISSUE AND MAINTAIN FIXED ASSETS

Click on ‘Issue and Maintain Fixed Assets’

Click on TAB – ‘Add stock to Venues’ (Tab 1)

PR&LSM Fig 18    Maintain Inventory Stock per Venue 
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Click on ‘Select a venue to Maintain Stock Quantities’ 

Drop down box:  select e.g. Principals office

Select Asset Register: e.g.  600/001 Furniture & Fittings

Date of Purchase: e.g. 16/01/2005

Add Fixed Asset to grid: select item e.g. high back chair

Stock code – it is automatically populated after having highlighted high back chairs

(This Information pops automatically into the first line of the grid)

Tab across to Quantity added:  e.g.1

TAB across – this populates the Total Amount

SAVE TO VENUE. DONE

This adds the quantity of any item and the total value to the venue where they should be found.  This should be done for every item and quantity of every item that you have allocated in the school. 

If you have made a mistake and entered an item twice or entered incorrectly then go to the bottom of the page.  Enter in the line number which you would like to delete and Press – ‘Remove Line’

SAVE TO VENUE

WRITE OFF STOCK ITEMS

Click on ‘Issue and Maintain Fixed Assets

Click on TAB ‘Write off Stock Items’ Tab 2

‘Select Venue for write off’:  choose

Click on item to be written off:  select

· this populates the right hand side of the screen

Number of items to be discarded: enter quantity

Reason for write off: 3 Options: Broken,  Stolen or Lost

Select date:

Write off stock. OK

You will see the stock written off under screen

PR&LSM Fig 19            Maintain Inventory Stock per Venue: Add Stock to Venue 
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DETAIL FIXED ASSETS

1. Order by Item code –

Print all venues

Print per venue

Print per group (category)

2. Alphabetically by Item Description – 

· Print all venues

· Print per venue

· Print per group (category)

PR&LSM Fig 20   Detail Fixed Assets 
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SUMMARY FIXED ASSETS

This will give you a summary  total of  number of pieces (Assets) in each venue

PRINT FIXED ASSET STOCK REGISTERS

Print all or Print per register (per account number)

PRINT FIXED ASSETS STOCK WRITE OFF

· Filter per date – (from … to … )

· Filter per stock item – (Code between … and … )

· Filter per register:  (Choose account)

C
PHYSICAL INFRASTRUCTURE

· Select the INFRASTRUCTURE REGISTER from the Physical Planning Submenu. (Fig 21).

PR&LSM Fig 21             Maintain Infrastructure Details
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· You will see that there are two parts to the register. Both parts must be filled in.

· To fill in the register use the example given  Enter the correct data for your school, using the codes and your own data to fill in the text blocks.

· When each page is complete, press NEXT PAGE to continue. When all 4 pages are completed, press the yellow SAVE button to save your data. Press DONE to complete the task.

PR&LSM Fig 22           Part 1 School Register of Infrastructure 
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PR&LSM Fig 23     Part 2 School Register of Infrastructure 
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All nine pages must be filled in

· To view past Infrastructure Registers, click on the Registers from Previous Years – select the relevant Year button (either PART 1 or PART 2). 

· Press DONE to complete the task.

MODULE 11: SECURITY AND DATABASE FUNCTIONS

There are several areas of security for your computer.  Some of these involve the:

· Physical security

· Software security (Anti-virus packages)

· Programme security

· Back-up, restoring and storing of your data

The processes for securing the programme which covers the security or access to confidential data are discussed below.  The school SMT and SGB will not want unauthorised persons accessing the information on this particular computer  

· Click on Security and Database Functions button on the Main Menu 

· The Select Option screen opens 

· Two options are available

SDF Fig 1 
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· Click on the Maintain System Users button

· The Maintain Users window will open

· You will see that you can add a new user, delete an existing user or change an existing password or user

· You may also update a user’s access rights

SDF Fig 2  
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· The Administrator has been given ALL user rights and is normally the person who works on the programme on a full time basis

· Once you click on the user’s name the sections allocated to that user turn blue.  There are four sections of data, and many sub-sections to be allocated to different users

· You can Add new user, Edit user name/password, Delete user and SAVE user’s rights

· To add new user click on Add New User 
· To edit user name or password click on Edit User/Password 
SDF Fig 3  Add New User
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SDF Fig 4
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· Once a section/sub-section has been allocated to a user, the user has access to that specific section only

· All other sections will be inactive

SDF Fig 5     Edit User/Password
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SDF Fig 6   
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SDF Fig 7   
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Database Functions

Database functions include:

· Export Data Fields to Excel

· Compacting the Database

· Microsoft Backup Utility

SDF Fig 8  
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SDF Fig 9  
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· Click on Export Data fields to MS Excel
· The following screen picture opens
SDF Fig 10
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· Select from the dropdown menu in the screen picture whichever field you want to export

· The dropdown menu has a list of options not in the screen picture.  Scroll down to see other options

· Select data from list that appears in left column by ticking in checkbox  

· Selected fields pop over to right column

· Click on Export Data to MS Excel.  You will be asked if you want to view the Spreadsheet now

· Select Yes, and Spreadsheet opens 

· Should

· Compact your database (You may have to exit and re-enter first)

· Back up your database (Windows Backup)

The Backup process is vital to any computer.  Backup files should be stored in a safe place away from the computer.  Should anything happen to your computer and a new computer or reformatted one is brought in the programme would have to be re-installed.  

Once the installation is complete, backup files can be restored.

BACKUP

The backup function of the programme is vitally important.  If your physical equipment is stolen or damaged, or the software programmes are damaged by virus or other causes, which DOES happen, and you have backed up your data / information regularly then when the computer is replaced or repaired, then the data is restored back onto a computer and the school is able to function again in a short time.  If you do not back up the data, and something happens to the computer system, then all the information has to be entered again.  

The steps below outline a backup onto stiffy disks.  Nowadays there are CDs and Removable devices that one can use as well.

· The information is backed up onto a disk called a stiffy disk (or A: drive or floppy disk).  This small disk /s stores all the information that you have stored in the SA SAMS programme.  

· It is important to learn and practice the backing up of data.  Go through the SA programme and find out where this function is and note it down here.


PROCESS

· Take a minimum of 3 stiffy disks and number them SA 1, SA 2, SA 3.  This system tells you that you will backup first on 1 (this will make it the oldest disk – it will be called grandfather), the next time or day that you backup you will backup on 2 (this will make it the newer disk and be called father), then next time or day that you backup you will use 3 and it will be the newest and called son.  The next time you back up you will use 1, then 2, and then 3 etc etc etc.  DO NOT DEVIATE.

· When you have entered your data or information for the day, then take the appropriate stiffy disk, insert into the thin slot in the front of your computer, and follow the back up procedures.

· When you find that you need more than one disk to save on, ie. Computer will prompt you to put in a second disk, then PLEASE label the old disks as SA 1.1, SA 1.2 and SA 1.3 The new/ extra disks required as SA 1.2, SA 2.2 and SA 3.2.  If the computer prompts you to enter a third disk when you save, then you will have to get more disks and label them SA 1.3, SA 2.3, and SA 3.3

You will save on 1.1, 1,2 and 1,3

The next time you will save on 2.1, 2.2 and 2.3

The time after that you will save on 3.1, 3.2 and 3.3


RESTORE

This facility is available for when the WORST happens.  

· If for instance, the computer is stolen and is replaced or the hard drive crashed and you had to purchase a new hard drive and have to start from scratch putting programmes on to it, or your information has been wiped out by a computer virus, you will take the most recent disk that you have saved your SA information on and restore the information back onto your computer BEFORE you carry on with capturing of information.  This is important- as when you restore information from the stiffy, all the information sitting in SA on your harddrive will be wiped out totally. 

· Remember – back up regularly (every time / every day that you use the SA programme)
· Also remember, that the backup process that we have taught you is for the saving of SA information, it will not back up all the information that you may have on other programmes on your computer.  You will need other sets of disks (same concept) for each programmes’ information that you wish to save.
TO RESTORE

1. On the SASAMS Programme set up a New Database with exactly the same name as the one on the Backup file and the same password

2. Capture compulsory school data as detailed on page 9

3. Open the Security module 

4. Click on Microsoft Backup Utility

5. On the Backup or Restore Wizard, select Restore Files & Settings
6. Read the screen that opens

7. Restore from – File A:drive

8     Click on Next

9.    Click the box next to what you want to restore – highlight – Ok

10.
Click the check box next to the item you want to restore.

11.
Click on My computer and then click on [+]C:drive

12.
Click on [+]Programme File

13.
Click on SA SAMS folder

14.
Double click on Data folder

15.
Click on box next to your school name

16.
Click Next

17.
Where to restore – Original Location

18.
Always replace the file – start

SAVE

DONE

CONCLUSION

Provided that you have captured all your school data, you now have a powerful tool at your disposal.

The initial data capturing phase requires commitment , but once the data has been captured all that will need to be done in future is to update information and statistics on a regular basis to ensure that data asked for by any person wishing to find out about your school will be current information.

ENJOY EXPLORING SA SAMS














































Create a New Database
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Enter your unique user name


Enter new password


Enter the new password again in – Confirm Password


Log off programme and re-enter using your new password


PASSWORDS ARE CASE SENSITIVE.  WE SUGGEST YOU USE SMALL LETTERS FOR BOTH USER NAME AND PASSWORD






































Names of persons will appear here.  Click on person to be added to SGB
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Click on Daily Attendance Details per Learner in Attendance Printout


In Print Absentee Data you have three options


You can choose to print per week


Or between two dates


Or you can just print them all 


You can only choose one option then click on Print button














Click on Learner Attendance Printouts to print attendance reports using the options listed


The Quarterly Statistics will be of particular interest to Education Officials




















To change a password, click on the user’s name


Click on Edit User/Password button


Enter the existing password e.g. admin in the field provided then click OK


The screen below will open

















Current learners are the learners presently enrolled at the school











Process of back up:


Click on Safety & Security button on Main Menu


Click on Database Functions 


Click on Microsoft Backup Utility


Read the User Message and click Yes


The page Welcome to the Backup Wizard opens


Click next 


Select Back up Files and Settings.  Click next


Select the option Let me choose what to backup.  Click next.


Tick in the little box with the cross next to My Computer


Tick in the little box with the cross next to Local Disk (C:) 


Tick in the little box with the cross next to Programme Files


Tick in the little box with the cross next to Edusol SAMS


Under Edusol SAMS, click directly on the yellow Data Folder


On the right screen the school database/s will appear


Tick in the box next to the school name you wish to backup


Click next


You will be asked the backup destination and name


Browse for the place you wish to send the files to e.g. A-Drive (3½ floppy); or CD-Drive(D:)


Type in the name of the file e.g. 31 Jan2005


SAVE


This information is confirmed in the specific fields


Click next


If you are using stiffy disks to backup you will need quite a few.  As each one 


fills, the user message will inform you when to insert the next one.


Please label your disks/CD and store in a safe place














This screen is specifically for printing


It indicates all the printout options available  under Learner Enrolment


Class Reports give two options for printing:


Class lists populated with learner information


Class lists with learner names only and blank columns which can be used at users discretion











Learners who have entered their names onto the waiting list can be captured here








Select the required information from the drop down menus


Click print


And the following screen will open giving you the full list of the tasks, dates, total mark and the activity











There Are Various Options 


Reconcile Bank Statement to System Transactions


Print Bank Reconciliation per Statement


View Reconciled Items and Transactions


View List of Bank Statements on System








In  this section communication with all stakeholders can be maintained through the Standardised Mail Merge Letter option


Proactive measures for future registrations at a schools can be implemented by making use of the Blank Application Form option














The information found in the three options under statistics is completed under the Learner Information  module


 However, because these are areas that require decision making by the SGB, they are stored here 


To print or view statistics from the Learner Misconduct Register, press the Learner Misconduct Register button on the Governance Menu


Click on the relevant month and year from the drop down options.


Press Print to print or DONE to return to the program.


For Summary of Learner Misconduct and Fee Exemption Statistics, do the same as above.














Select the Training Required button from the SGB Training Menu


Tick in the box next to the course/s still to be trained on


Click on the SAVE button to save your data. Press DONE to complete the task.


 








Training Received





Select the Training Received button 


Tick in the box next to the course/s trained on


Click on the SAVE button to save your data. Press DONE to complete the task 











This option allows you to record all training courses that educators/other staff/parents on the SGB have received


One can Add new records after course training has been received by capturing all the data in the relevant fields














Maintaining SGB training records





Click on Maintain SGB training records from the Governance Menu.


You will see that you can select to either Maintain SGB Training Categories/Courses or Individual Training Records








Maintaining Governance Records





To maintain an existing policy, select the Maintain Policies button


You will see that you can add new policies to the existing policies by pressing the Add New button


Then fill in all the new details in the field below


SAVE your data once you have entered it


To view or change existing policies, press the EDIT button. Remember to save any changes you make.














Receipt clearly indicated on this debtor





NOW you get the debtor account number which is 204





Enter Number 4 and search by transaction number





A





Financial Assistant





Export File





Click on Export Learner Attendance in Learner Information Menu 


Select a year and a term for Export


This export function is to export, via email, your attendance statistics up to the web-based  Department EMIS so that at provincial level officials would be able to view learner attendance at school level


Click on Create Export 


Such statistics are normally requested by the Education Offices








Click on Weekly Attendance Summaries per Class to print


You can choose print monthly, weekly or between two dates











Click on Total Days Absent per Learner to print 


You can choose to print monthly absentees


Or between dates











If SAMS will be running off a server





•  Click on Database Functions


•  The screen picture below opens











Once you’ve closed the SAMS programme, click on the icon and re-enter using the new user name and password


You’ll see that only the section/s assigned to the user are accessible. In the screen picture this user has access to the timetable module only.  All the other modules are inactive.


The administrator is the person who has access to the entire programme and should have a unique password.  Other users must be assigned only the module they will be working on














































































































This school information captured in SAMS, populates the Annual Survey, thus saving schools time on re-entering data   































































































































































































































































































-  These options are found on the Sub Menu once Learner Classes button has been selected





-  The first 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


























By clicking on Assign Educator to Period this frame will


open for you to assign educators to periods





�








-  Select the Staff Information button from the HR menu to add, view or edit non-teaching staff details





-  The Non Educator Staff page displays the list of staff members on the system


 


-  The user may select to view either the current staff members at the school (Current Staff Members option) or a list of other staff who have left the school (Archived Staff Members option).








Select the archive button to remove the educator from the current staff





Quarterly Attendance





Select year


Select one option at a time


Quarterly Stats to print quarterly and


Percentage Summary to print the percentage of attendances


If you select Percentage Summary you’ll have two option to print per grade or all the grades














APPLICATION STATUS
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