CAPTURING OF GRADE 1-6 TASKS

Grade 1-6 subjects are CAPS subjects that contain official tasks and are already implemented in the system.

Steps on how to edit a task, link topics and validate the task

12.Curriculum Related Data

12.3 Maintain School
Based Assessment

12.3.11 School Based Programme
of Assessment

Grade: |Grade 1 v] Subject: JEninsh Home Language [Gr 11

T Taszk Description [English] ooy .Activit_l,ﬁ Topic | Planned | By | el | Ii:cfl':uﬁd.: i
i [rellow = Official Task] '_I'I_est:' Count | Count Date _Task | Weﬁlght- “fear Wilght
ask Total| % Mok =
arl
Terml |1 - Official _, no | 3 [=013/0315] 10 [100.00] Yes | 25.00
T Term 1 Totals:| 10 [100.00
Term2 |2 - Official | No [ ® 20130522 10 [ 5000 | wWes | 1250
Term2 |2 - Official | Ho | @ 2o010522] 10 [ s000 | Wes | 1250
| Term 2 Totals:| 20 [100.00
Term3 [4 - Official | No | © 2o01amaz2] 10 [ s000 | ves | 1250
Term3 |5 - Official | Mo | o 20130az3| 10 [ s000 | ves | 1250
| Term 3 Totals:| 20 [100.00
Term4 [6 - Official | No | © 2013/11/22] 10 | 0.00 | ¥Wes | 1250
Term4 |7 - Official | No | © 20131122 10 | 000 | Wes | 1250
SBA Year Mark - Convert Marks using Weight: 100% 0 [100.00 100.00
Term 4 Totals:| 20 [100.00

Subject has not be\an Yalidated.

| T Maxview

Add MNew Tasks

Edit Tazk

Delete Task

wieights # % alidation

Calendar View
Common Cluarterly
Testz/Tasks Gr1 o3
Print Task Grid
E=port to Excel

Capture Marks

Done

1. Select a Grade and q Subject.

2. Click on the Task Description to highlight the official task and click on the Edit Task button.

3. The following screen will display:




— Topics/Skills e ton

[English Home Language [Gr 1] | Grade1

D eszcription: |1 Wernacular: |1

Aifrikaans: |1

Type: IN.-"A LJ Cormmon Tezst/Tazk [For Common T azks /
[ Exams # Quarterly Tests, select to print a
Tem [Termi:2013/014/09-2013/03/20 |  Dater [zo1303m1s > distribution report per level.]

& oy these hields may be changed - YWou may also maintain Topics/Skills and Achivilies. —l |
k. Type: - T th:j 5 - I Test/Tazk: Taszk Raw Total:
azk Type |N.-’.-'3. _J ask Date: |2p13m03015 ommon Test/Task: [ azk Raw Tota 10 | _>

== Figed: Cannot change during “weights Calculations.

0 = Mot Fixed.
Faw Tatal: 10

| Fixed Faw Toatal: o

Fixed Term ‘Weight 2 i)
Include in SBA Year Mark ? [v |
Fi=med SBA Year Weight % o

m

Activities for T;k -

Activity (YAIIUW = Dfficial) Date Mark Weight % The Weightings for all activities must add up to 100,

Listening / Role—pla')( - Official 20130315 T 33.33 T maintain the DatesM ark 20 eigths:

Oral - Official \ 2013/03M5 7 33.33 - Click 'Maintain Task Activities'

precs e = = - Click 'Maintain D ates/M ark s wfeights

Wisming Dol \ 20N TS E5 b - Capture the D atez/M ark= " eigths

\ FORAL 21 200,00 DR Click *&uto Calculate wWeight'
- Double Click on Date Cell to use Calendar
- Click 'Sawve'
M aintain Task Activitie I Save | Done I

3.1 Choose the Task Type, choose the Task Date, tick if it is a Common Test and change the Task Raw
Total(optional).

3.2 Tick the Topics/Skills that are required for the specific task. It is compulsory to link each task to
related Topics. This will assist the Educator in reporting and will be available for next year (Do it once off).
3.3 Click on the Save button.

4. Some of the official tasks have activities that are already implemented for you. Therefore you can add to

existing activities or change the existing Date, Mark and Weight.

4.1 Click on the Maintain Task Activities button. You can Add, Edit and Delete activities. NB: You cannot
delete an official activity.
Activities for Task :
Activity (rellow = Official) Date Mark Weight % The WeightinggAor all activities must add up to 100,
Listening / Role-play - Official 2013!03«'}{ 7 33.33 To maintainthe Dates/Marks/ weigths:
Oral - Official 201%1 5 7 33.33 - Click 'Maintain Task Activities'
Py - - Click paintain D ates/Markz W eights'
1 - 5
Writing - Official 2/0/(3!03-'1 5 7 33.34 - Capflre the Dates/Marks/wlsigths
TOTAL| 21 100.00 Click "suto Caleulate weight
-Daouble Click on Date Cell to use Calendar
- Click 'Save'

</Add—;c;ty | EditActiviy |m

taintain D ates/M ark e sights




4.2 Remember :that the weightings for all activities must add up to 100. If you are not sure of how to
calculate the weight click on the Auto Calculate Weight button it will automatically calculate the total

weight of all activities to 100.

The wWeightingz for all activities must add op o 100,

To maintain the D ates/M arksSw eigths:
- Click ‘Maintain Task activities'
- Click "M aintain D ates/Mark s weights'
- Capture the D ates/Marke W eigths
OF Click ‘Auto Calculate Weight!
- Double Chck on Date Cell ko use Calendar

- Click 'Save’

Activities for Task:

Activity (Yellow = Official) Date WMark Weight %
Listening / Role-play - Official 20130315 6 \ 26.09
Oral - Official 20130315 10 \ 43 43
Writing - Official 20130315 ¥ 3043

TOTAL 23 T 0o
]

Auto Calculate Weight |

Save ‘ Done

4.3 Click on the Save button.
4.4 Click on the Done button.

5. The colour of Topic Count column have changed to white for the edited task. NB: The Topic colour will change
after each task has been edited. You need to at least link one topics in each task for the

your tasks.

ole year to validate

Grade: JGlade1 v] Subject: JEninsh Home Language [Gr 1]

Include SHA

G : Common |, . . : (Raw | Tem | |
Tam|  TeiDe o o Actv Toske | Pred |12 wagh R334 wisgh
= Tazk |Tatal| = Mark 4
arl
Terml [1 - Official [ no [ 3 (C 10 Drotzmans] 1o [1o000] ves [ 2500
Term 1 Totals:| 10 |100.00
Term2 |2 - Official [ Ho [ © 23/05z2] 10 [s50.00 | ves | 1250
Term2 |2 - Dfficial [ v [ ® 201305:22] 10 [ s0.00 | wes [1250
Term 2 Totals:| 20 |100.00
Term3 [4 - Official [ No [ ®© z0130822] 10 [ so00 | ves [12s0
Term3 |5 - Official [ mo [ o 2013/0823] 10 [ soo0 | ves [1250
Term 3 Totals:| 20 | 100.00
Termé [6 - Dfficial [ no [ © 20131122 10 [ ooo | wes [12s0
Termd |7 - Dfficial [ wo [ o 20131122 10 | 000 | wes | 1250
SBA Year Mark - Convert Marks using Weight: 100% 0 [(100.00 100,00
Term 4 Totals:| 20 | 100.00

6. How to validate your tasks?

6.1 Click on the Weights/Validation button to validate your tasks.

_vJ ™ Man Wiew

Add Mew Tasks
Edit Task
Delete Tazk

wieights /% alidation

Calendar Yiew

Common Huarterly
Teste/Tasks Gr1tod




6.2 Click on the Save/Validate button.

Grade: [Grade 1 Subiject: JEnglishanuage [Gr] - I Max Wiew

l} Include
— Task Description [English) DU pctivity| Topic | Planned |[Faw | Term | Ggpa || SBA
llows = Oifficial T ask] Count | Count Date | jeag “ear 22
e T ask |Total | = =5
| b ark
Term1 [1 - Official [ me [ >_[ 10 [zo13/wans]| 1o [1o0000] ves Z5.00
Term 1 Totals:| 10 | 100.00
Termz |2 - Official [ me | ®© 20130522 | 10 | S0.00 res Z.50
Termz |2 - Official | ne | o 2013/05/22| 10 | 50.00 res 12,50

Termh\g Totals:| 20 [ 100.00
Z01™g8/22| 10 | 50.00 | wves 2.50
Zo130De3| 10 | S0.00 | ves [ 1250

Term 3 Totalsn, 20 | 100.00

Term4 |6 - Cificial [ mo | o Zoiz122| ™| o.00 Yes 12.50

Term4 |7 - Official | ne | o Zo13/11/22| 10 0.00 es 1z2.50 |

I SBA Year Mark - Convert Marks using Weight: 100% ‘INW 100.00
100,

Termz [4 - Official [ nMe [ o
Termz |5 - Official | mne | o

o
Term 4 Totals:| 20

uto Calculate

Sawve /A Walidate
Subject has not been Yalidated. —D?ne—]

6.3 If the following error occurs it means you have not linked at least one topics in each task for the whole year to
validate your tasks.

- = 3 ~
User Message — s ﬁ

% Weights changes (if any) have been saved.

ject cannot be validated as each Tasks must have at least one lin
Topic/Skill.

Edit the Task, lin

6.3.1 Click the OK button.
6.3.2 Click the Done button.

6.4 To link topics for all tasks for the year refer to number 2, 3.2 and 3.3. Repeat for every task until term 4. The
colour of the topic count column should displays as white with all the tasks for the year.



Grade: |Grade 1 v] Subject: JEninsh Home Language [Gr 1] - I Maxview

Add M T ask
| Raw | Term |Imeluds| cp, | S

Cornmon

Teerm TawS’;nEzS:C [grlr';?:TaﬁETnagslf]h ) Lost! St fLone\ | Famee | Task wieight) "EES | wicight | Edit Task
ask Total | k- bl aarke b=
Term |1 - official [ nwe | = J| 10 \zoizwm3ns] 10 [100.00] ves | 2500 Delete Task
Terfn 1 Totals:| 10 | 100.00 #
Term2 [2 - Official [ no | o] = bo13/05/22| 10 | S0.00 “es | 1250 P e e e
Term2 |2 - Official [ me [ o] = bo13/0s22| 10 [ s0.00 | wes | 1Z50
Term 2 Totals:| 20 | 100.00
Term3 [4 - Official [ nwo [ o] & [koizwarzz| 10 [soo00 | ves | 1250
Term3 |5 - Official [ no | o[ =2 [Poiamams| 10 [ so.00 “Yes | 12.50
Tergn 3 Totals:| 20 |100.00
Term4 [6 - Official [ noe [ o] =2 [poiznnizz] 1o | ooo Yes T T
Term4 |7 - Official [ nwo | o V[ 2 Jooizmzz] 1o 0.00 ¥
SBA Year Mark - Convert Marks using Weight: 100% \ 1 0 [100.00
| efm i Totaisi| 70 [100.00 S

Print Task Grid

E=port to Excel

Capture Marks

Subject has not been Yalidated. *}

6.5 Now let us validate: Refer to 6.1
6.5.1 Refer to 6.2 and click on the Yes button.

6.6 The message "Subjects has not been validat does not display and the colour of the Weights and Validation

button is not yellow anymore.

7.How to capture marks?

7.1 Click on the Capture Marks button to capture the marks for the specific subject.

7.1.1 If you did not validate the tasks the following message will display(Refer to number 6.1):

User Message ﬂ

Subject has not been Validated.

Pleaze Contact Your Administrator.




7.2 The Grade and Subject is already default depending on the grade and subject you last opened and validated.
Choose the Class, the Term and click on the Go button to display your learners according to their tasks and its

activities.

Grade: |Grade 1 - Subject: |Eng|ish Horme Language [Gr 1]

=

Class: | 14 LJ

Enter -1 to indicate absence

Temn: [Terml : 13/01/09-13/03/20 = |

Subjsct Total: 10 Mumber of Learners:| 32

Sorting:

Marks Security: OFF

Alphabetical - ] _

I MaxView

TASK 1 =
TASKS
Activities |Oral Listening / RqWriting
Weighting 43.48 26.09 3043 100
Total Mark 10 [ o 10
Include in SBA Year Mark Yes ATl Term
wheighted 5t Swmbol
Term Termvl Mark. %
FDate |2013/0315) 201340315 201 3/03495 | 201 3/03415 L)
Ho | Acc Mo |[Learner Gender T1:A1 T1:A2 T1:AZ T 100
1 10150 DINGALD, Khanya (Khanya) Female 10 4 6 9 86.96 86.95 7
2 12126 LANE, Tebogo (Tebza) Male 7 6 7 2] 86.96 86.96 7
3 12124 LEEUW, Tshiamelo (Tshia} Female g 5 4 & F8.26 78.26 E
4 10188 LEPOTA, Bokamoso (Bokamoso) Female o 0 o o 0.00 0.00 1
5] 12123 LESHORO, Lehloo (Lhowi} Male o o a o 0.00 0.00 1
E 12135 MACALA, Sithembile Female o o o o 0.00 0.00 1
7 121386 MAFALE, Lesedi (Jabu} Male o o o o 0.00 o.o0 1
g 11055 MAGAGULA, Oreratile (Ratiy Female o o o o 0.00 0.00 )
9 12102 MAKHONGOANA, Karabelle (Pontso) [Male o o o o 0.00 0.00 1
10 12120 MALOKA, Bophelo (Phelo) Female o o o o 0.00 000 1
11 10164 MASIU, Sabata (Sabata) Male o o o o 0.00 0.00 2!
12 11038 kAT, Charmaing Female o 0 o o 0.00 o.oo 1
13 10217 MOJAPELO, Kgobudi (Kgebudiy Male o o o o 0.00 0.00 1 -
“wieighting Info { Symbols | E=port to Excel Frint arid for mark entry Frinit with mark.s Save Done

7.3 Click on the Save button.
7.4 Click on the Done button(x2).

8. How to Transfer SBA marks to Learner Reports and Schedules?

12.Curriculum
Related Data

12.7 Maintain/Print
Learner Progress

Reports

Cycle Result

12.7.16 Maintain
Learner Report

12.7.16.3 Maintain
Results per Subject




8.1 Choose the Grade, Subject, Class, Cycle and click the Go button.

Subject: |English Home Language [Gr1] L]
Class: [14 _w| Cycle: [TERMT: 2013/01/09-2013/03/20 | i

-~ Number of Leamers: 32

Sorting: |&lphabetical
Captured |_> [ Shaw Tasks

Jacc Mo Learner Gender | oa/oc Lceilgl % |Lewvel|Lang Select Comment =
1 [10160 |DINGALD, Khanya [Khanya) Female | 87 T a7 i B -
2 [12126 |LAME. Teboge (T ehza) Male 87| 7 |87 | 7 E -
3 12124 |[LEEUMW, Tshiamelo (T shia) Female | 78 | B [78 | & E -
4 |10188 [LEPOTA, Bokamaozo [Bokamoszo) Female | 0 1 u] 3 E -
5 [12123 [LESHORO. Lehloo [Lhowi) tale a 1 a 1 E -
6 12135 [MACALA, Sithembile Female | 0 1 a 1 E -
7 12136 [MAFALE, Lesedi [Jabu) bale 1 i a il E -
g 11055 [MAGAGULA, Dreratile (R ati) Female | O 1 1] 1 E -
9 [12102 |[MAKHOMGOANA, Karabello [Pontzo) |Male 1 i a il E -
10 (12120 [MalLOkS, Bophelo [Phelo) Female | O 1 0 1 B -

11 |10164 |MASIU. Sabata [Sabata) bale 1 i a 1 E - |
12 11038 |MATIL Charmaite Femals | O 1 a 1 E -
13 10217 |MOJAPELD, Kgobudi [Kgobudi) bale a i a 1 E -
14 11286 |MOKOEMA, Boitumelo [Tumil Male a 1 a 1 E -
15 11092 [MOLETE, Busizive Female | 0 1 ] 3 E -
16 (12145 |MONTSITSI Ciwton [Lebo] tale a 1 1] 1 E -
17 (11087 |MOTSOMI, Luckyboy Male a 1 a 1 E -
18 [12146  |MPHAMNYA, Kulloano b ale a i a il E -
19 [11121 |MPHOHLE, Lerato Female | O 1 1] 1 E -

2112147 IMPOTA Kearahetuwe Fermals n 1 n 1 F - B

<] | o[

Levels Export to Excel | Print Grid Save Done |

8.2 Click on the Save button. NB: repeat for every subject
8.3 Click on the Done button.

9. How to print the Learner Report?

12.Curriculum 12.7 Maintain/Print 12.7.19 Print
Related Data Learner Progress Learner Progress

Reports Reports




9.1 Select Grade, Class, Year, Cycle and click on the Go button.

5 i phions -
ade:|Grade 1 LJ Elass:|m

Lj Year:|2013 LJ C.'.'C|BZ]TEHM1 : Foundation

i Learners -
[Click. on the box to select a learner)

| Gelect Language To Prnt

s
CEEs 5508 umber of leamers for the

Mame [ Langu... | G " afikaans | 0 0 & English| 22 0 specific language indicated)
1 DINGALD, Kharya E [ [ e
[ LANE. Tebogo E < ™ Filter Dptions
I LEEUMW, Tshiamelo E * ‘whale Class " Selected Leamer/s
[JLEPOTA, Bokamoso E ' Report Format
[ LESHORO. Lehloo E
I MACALA, Sithembile E lj
- . Senior Phase Format - Single Term "
LI MARALE, Lesesd ’ & - 02 Intermediate Phaze Format - Single term T
I MAGAGULA, Dreratile E 3 (3. Foundation Phaze Farmat with Dutcomes - All Terms
[ MakHONGOAMA, Karabello  E 04. Progress Format with Outcomes - All Terms
] MALOKA, Bophelo E . Progress Farmat with Averages - Al Terms - Landscape
[ MASIL, Sabata E e
[ MAT. Charmnaine E 0a. rmat without &verages - All Termns - Landscape ™
g mgf&FéENLE,BKDgEIJ-:;ID E Drefault Printed LelterH}aﬂ Page Margin Right [rmm;
] MOLETE, Busisive E - :
I MONTSITSI, Clyton E ~ Blank Report ers per Phase -
[ MOTSOMI, Luckyboy E wh Phaze (" Intermediate Phase ¢ Senior Phase (" FET Phasze
1 MPHANYA, Kulloano E
I MPHOHLE, Lerata E Coer Language: { Afikaan: (¢ English Prirt Blank Repart Cover J
[11POTA, Kearabetswe E
[ MTHIYA, Bokang z
MEATLO, Bohlokwa )
E RIK T IMGUAARLA Missta Review Leamer Average Print Progress Repart Done I
9.2 Either select the Whole Class or the Selected Learner option.
9.3 Select the Report Format and click on the Print Progress Report button.
9.4 Print Learner Reports.
A= & [+ 4« 1 ofls Y dh
Preview
10. How to print Marks Schedules?
12.Curriculum 12.9 Curriculum 12.9.12 Internal 12.9.15
Related Data Related Schedules Cycle Mark OR Departmental Mark
and Printouts Schedule per Grade Schedule per Grade




10.1 Select Grade, Class, Cycle and click on the Go button.

D

rade: | Grade 1 _vJ Class: J‘IA LJ GO Export ta Excel

Cycle: [TERMT =] T Marview PiintGrid | Dore |

Sorting: |Alphabetical
T [~ Report Split Show: (7 Levels %

VOORWAARTS GET SCHOOL
Internal School Mark Schedule
For: Grade 1, Clas=s:A, Cycle: TERM1 2013

Home

Learner Hame Report General Comment

Number
Aocession
Humber
Gendex
Learner Mode
{most frequent
rating scale)
Langquage (Gr

Engl
Lanou

Afrik

i)
=

10ME0|DINGALD, Khanya
12126|LAME. Tebogo
12124|LEELM, Tshiamelo
10188|LEPOTA, Bokamoso
12123|LESHORD, Lehloo
12135|MACALS, Sithembile
12136|MAFALE, Lesedi
11055| MAGAGULA, Dreratile
9 [12102|MakHONGOANA, Karabello
10 |12120{ MaLOKA, Bophelo

11 |10164|MaSIU, Sabata

12 111038|MATI, Charmaine

Q0= (o [ LR

[=RE=3 =4 F=13{=1F=1 {=] F=3 =]

(=RE=3 F=1 =1 (=] p=3 =1 F=14 (=1 F=1 =1
~i ||

D\Q\Dccccocm_\,_\,

10.3 The schedule can also be set to show thé individual marks for the subject split on the report.



Grade: |Grade 1 LJ CIass:J‘]A

GO

Cycle: | TERM1

Max View

Export to Excel

Prirt Grid | Crone

Sarting: | Alphabetical -

Show:  Levels (* Marks

VOORWAARTS GET SCHOOL
Internal School Mark Schedule
For: Grade 1, Class:1A, Cycle: TERM1 2013

-

Learmer Hame

Humber
Accession
Humber

Gender

Learner Mode

{most frequent

rating scale)

Language |{

Skills (Gr

Lite

Artas

Creat ive

Mathemat ics [Gr

)

Report General Comment

10160|DINGALD, Khanya

sl
=]

12126|LAMNE, Tebogo

12124| LEELM, T shiamelo

10188|LEPOTA, Bokamoso

12123|LESHORO. Lehloo

12135| MACALS, Sithembilz

12136|MAFALE., Lesedi

11055 | MAGAGULA, Oreratile

Lol el Bt R pl Ra i o RN BN By

12102 | MAKHONG OANA, Karabello

12120|MALOKA, Bophelo

o i
Sla

10164| MASIU, Sabata

T Z|(Z || Z[(n|mZ|™
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