EVERY CHILD IS A NAT!ONAL ASSET

ABCIOF.-

PEINYSICALIRESOURCES
M
O
D
U
L
E

14

&&b
basic educatlon

__:qr
4 B IEd tI

REPUBLIC OF SOUTH AFRICA




Published by the Department of Basic Education
222 Struben Street

Private Bag X 895, Pretoria, 0001

Website: www.education.gov.za or Thuthong

© Department of Basic Education - January 2013 (All rights reserved)

For use in publication please obtain the written permission of the Department.
ISBN:

2 » 5 I8

|

ABC] =
B i _ ' 4


http://www.education.gov.za/

A. Introduction 4

1. Physical Resource And School Infrastructure Register 4
1.2 Learner Support Materials 5
1.2.1 Adding Resources to the Main Inventory Master List 7
1.3 Issue & Maintain LSM School Stock 9
1.3.1 Adding Stock to the Resources 9
1.3.2 To View the Current LSM Stock 12
1.3.3 To Issue Books Out Of Stock to the Educators 13
1.3.4 Remove LSM Item 13
1.3.5 Return Items Received From Educators Back Into Stock 15
1.4 Educator LSM Loan Details 16
1.5 Detailed LSM Inventory List 17
1.6 LSM Inventory Summary per Grade 18
1.7 Blank LSM Issue Form 19
1.8 Print LSM Stock Write Offs 19
2. FIXED ASSETS 21
2.1 Maintain Master List of Assets 21
2.2 Maintain Venue List 23
2.3 Allocate Stock Items (Fixed Assets) To Venues 24
2.4 Issue and Maintain Fixed Assets 25
2.5 Detail Fixed Assets 27
2.6 Summary Fixed Assets 28
2.7 Print Fixed Asset Stock Registers 28
2.8 Print Fixed Assets Stock Write Off 28

v

[ ‘ v et o ‘ 77 Vi
4 ABC of... Physical Resources (

(



3. | Physical infrastructure 29
4. FlowChart Summary Diagram 31

Feedback/Contact Form 33

General Instructions on using SA-SAMS Manual:

[ 1 Click on the menu option to open the required screen.
[ 1 Click on Save to update all capturing.

[ 1 Click on Done to exit the screen.

The following symbols are used in the manual to indicate the required action with every

screen:
a — S
[ o e \
o o=
WA B & &
Background Data used in Options in Screens Printouts and Summary and
Information other modules drop-down that require Reports Stats screens
or pre-captured tables capturing
data needed
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A. Introduction

The Physical Resources module assists the school’'s Procurement or Stock Control Officer to register and
manage all the resources belonging to a school, this includes school chairs, desks, computers, etc. Information
from the learner module and the human resources module is required for the successful use of this module.
This module has the following distinct functions:

0 Learner Support Materials (LSM)

@ 0 Fixed Assets

o Physical Infrastructure Register

The Infrastructure Register has all the details 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

1. PHYSICAL RESOURCE AND SCHOOL INFRASTRUCTURE REGISTER

1.1 GETTING STARTED

To start using this module, click on the Physical Resource button from the Main Menu (see Fig 14.1
below).

e
CLEVER KIDS PRIMARY SCHOOL u basic education
2014 )l Depatment:
QD)) BasicEducation
[eere—— W.Z# REPUBLIC OF SOUTH AFRICA
SA-SAMS : School Administration and Management System
MAIN MENU
1. General School Informatian 11. Financial Assistant
2. Human Resource Information 12. Cumiculum Related Data
3. Leamner and Parent Information 13. Timetabling Assistant
4. Learner Listing 14. Physical Resources
5. Goverance Information 15. Library Module
6. Standard Letters and Forms 16. Security and Database Functions
7. Export Data 17. Luiits Approval Module
8. Annual National Assessmen t
User Pref |
SA-SAMS : Department of Basic Education - South Africa
Lodin: Administrator [3) Marks Security: Off About EXIT

Figure 14.1: SA-SAMS Main Menu
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14.1. Learner Support Materials

SA-SAMS : School Administration and Management System
14. PHYSICAL RESOURCES MENU

¢
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& Department:
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14.11. Export LSH |

14.3. Fixed Aszets

14.5. Infrastiucture Register

14.7. 5tock Reconciliation to GL

14.8. Stock Taking Certificate

SA-SAMS : Department of Basic Education - South Africa
Logir: Administrator [8] tdarkz Security: Off

14.12. Export Fixed Assels |

<< MAIN MENU I

About | EXIT |

Figure 14.2: Physical Resource and School Infrastructure Register

The Physical Resources (Figure 14.2 above) screen shows the following categories in this menu:

0 Learner Support Material (LSM)

0 Fixed Assets

@ 0 Physical Infrastructure

0 Stock (Reconciliation & Certificate)

0 Exports

1.2 LEARNER SUPPORT MATERIALS

There are 5 main functions for which you may want to use the Learner Support Materials Module:

* You may want to add a book / other to your master register list

* When you receive books / other you will want to add this quantity to your stock (either new

stock or existing stock)

« 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.

* When these books / other are being returned, you will be want to book them back into stock

so that they are available again

* When books / other are lost or damaged you will need to permanently remove these books

out of stock

\/
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1.3 Maintain General LSM Master List

Click on Maintain General LSM Master List button.

There are already subjects / learning areas added on this list for your convenience. If there are
subjects / learning areas that are being taught at your school but is not on the list below, do the
following:

Click on Maintain LSM Subject areas button (top left hand of screen)

Click on Add New Subject Area / Discipline to the list memo box and type the name of the
subject you wish to add.

Click on the Save button

Click on the Delete a Subject Area button to delete a subject which does not apply to your
school

by
m CLEVER KIDS PRIMARY SCHOOL u basic education

2014 \ :
@) s

[S—— w REPUBLIC OF SOUTH AFRICA

SA-SAMS : School Administration and Management System
14.1. LEARNER SUPPORT MATERIALS

14.1.1. Maintain General L5M Master List

14.1.2. lssue & Maintain L5M School Stock

14.1.3. Educator L5M Loan Details

14.1.4. Detailed LSM Inventory List

14.1.5. L5M Inventory Summary per Grade

14.1.6. Blank LSM lssue Form

14.1.7. Print L5M Stock Write-Offs

<< Physical Resources Menu I

SA-SAMS : Department of Basic Education - South Africa
Lagir: Adriristratar (5] Marks Security: OFF About | EXIT |

Figure 14.3: Maintain LSM Master List




Maintain Subject Areas for LSM

Click on a subject to edit or delete

Subject Area I Add New Subject Area/Discipline to the list
Accounting

Afrikaans

Ans & Culture
Business Economics
Computyping
Economics Cancel Save ]
Economics & Business Science
English

Geography

:_Si;zhc?r?sntation Delete a Subject Area |
Mathematics
Natural Science
Needlework
Social Science
Technology

Done

Figure 14.4: Maintain Subject Areas for LSM

1.2.1 Adding Resources to the Main Inventory Master List

You can now continue to add books / other to the Subject Areas / learning areas:

« 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

- Ifitis already on the list, do not re-enter but you can click on the Edit Item button to edit the Item

if required.
Figure 5 (Below): Learning Area Support Materials
LSM Master List
Learning Area Support Materials ]
Maintain LSM Subject Areas Accounting
al;?:luoir:.sig;r:?;:sSumed AISEIO GradeFiter: [ ] Category Filter: | ~|
g Books -
Afrikasns = Educator Resources
Ans & Culture - Accounting new era . New Era . Grade: 11
Business Economics Adveance in Accountency : MML : Grade: 12
Computyping Advance in Accounting : Nasou : Grade: 11
Economics Advance with Accounts : MML - Grade: 10
Economics & Business Science Balans Stoet : Fisichem : Grade: 10
English Balansstaat gr12 Higher Grade : Fisichem : Grade: 12
Geography Balansstaat gr12 Standard Grade : Fisichem = Grade 12
isixhosa Ken en verstaan Gr11 & 12 : Roedurico - Grade: 12
Life Orientation Ken en verstaan rekenkunde : : 0947465936 Grade: 10
Mathematics New generation Accounting : New Generations - Grade: 11
Natural Science Rekeningkunde Logiese Benadering (key) | Nasou . Grade: 12 =
Needlework Rekeningkunde wvir st8 : Nasou : Grade: 10
Social Science Study & Master Accounting : Roedunco : Grade: 12
Technology Hkitrekenningkunde | MML - 063604839x Grade: 12
[ Learner Textbooks
Accounting - Alogical Approach : Nasou: Grade: 10
Accounting - A logical Approach : Nasou: Grade: 11
Rekeningkinde en Logiese Benadering : Nasou : 0625025385 Grade: 12
Rekeningkunde st10 : Nasou : 06256025385 Grade: 12
Rekenkunde -'n Logiese Benadering - Nasou : 0625020790 Grade: 10
Rekenkunde -'n Logiese Benadering  Nasou : 0625023560 Grade: 11
Rekunningkunde Logiese Benadering : Nasou - 0625024206 Grade: 10
Learner Workbooks
- Readers o

Click on an ltem to Select the Item for Editing

Add New LSM ltem Remove LSM Item Edit tem | " Collapse Tree ( Expand Tree Done




LSM Master List
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Figure 14.6 : Add New LSM/Maintain Support Materials

= Itjumps 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)
0 Title of Book —enter details
0 Year Published — enter year
0 Publisher — enter details
0 Author/s — enter details
0 ISBN —enter details (e.g. 0 623 00980 3)
- Select Category of Support Material (there are 6 categories)
0 E.g. Learner Textbook
0 Language of item (optional) — enter
0 Grade relevance - Grade to Grade — enter details
- Orifitis other for Item (if equipment is to be registered as part of LSM)
0 Item description - enter
0 Manufacturer - enter

o Year manufactured — enter

i / 7=

[ v = 3
... Physical Resources (
. - 1



Click on the Save button.

Click on the Ok button.

Click on the Done button.

To continue adding items to this subject, click on Next Iltem button

To add items to new subject, go back to LSM Master List (fig 14.4) and select the subject before

adding the item.

1.3 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 stock to these resources.

1.3.1 Adding Stock to the Resources

&

Click on Issue & Maintain LSM School Stock.

There are 4 pages (tabs) at the top of the screen:

o View School LSM Stock

0 Add LSM Stock Quantities

o View Loans & Return Items

0 Issue/Remove (write-off) LSM Item
| earner Support Matenals
Vicw School LSMW Slock [ Aol LM Stock U anfites T it Loang & Helur Hems ] lzzugMarrova LS e

Categary Mlen: || ﬂ
E-ucstor Suides/Fatararces
Grode Fil er. [y e
(Startgrade | rANATYrkhonks
Meld o) eders

i Aoz
Click on o Gen Cictona-izs

AZZIUING Cther
AT kaans

Atz & Culturc
B.zness Economics
Cornpayping
Ezamerics
bzoncrics & Business S-once
Faylish

Gecgiephy

155hoss

Life Cirievation
tethzmaics

Matural Scicrce

Ilee dlewrork:

Sl Buene
“=chnclooy

il lzrns wehie e sloZ< hos Leen add=2e are cisalooed

MRsrt plinh

Fuhizhar Garares

ALTE

Click an an item to see avnilabls
slock

Aod Stozs Cusntites |

Cone

" y (18
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Figure 14.7 : View School LSM Stock




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 7 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 be added from the Select item to add drop down list

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 button.
Click on Ok, and Done buttons
o0 If a mistake has been made it can be removed by
Entering Line number to be removed

Click on Remove Line button

] ) S~

j . @ Asc o Physical Resources (
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| earner Support Materals

Wigw Schoal LM Sock I Add LSM Stock Quantifics T Wigw Loans & Helur Hems ] lesueMHemrove LSk ftam

l o add school stock . you must tirst locale the dem in the MAL | ER stock hisl. You can usc the Filter or Search aption.

" Her Opticr = “or Loacling Maste - stack [tems Gearchfora spacific tzmto add Sicck

Saler SubjRrt Araet |Af'i<a=|Fns: ﬂ Fart al/Full Tilz of kerr: |

. . Optonol slor grode fie d
Saloc Grade: [FHASES - | (Op 3 J=EM numba- o ftar: ’7
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CE

MNow select the itamn from the list below and then add the quantity and price of the stock.

Select a Stock ltem from the Macter List

Selact tam to Ad: w | e Sicek tom o Mastor _ct |

v | S=lect Dtz [mrmsmi ma v|| Al A Rliews Clumn iy

Celect Stock Register: |

S1ock Details far :

Dabe Addzd Hegister Uty Adddcd I Licct | st Nvrte Ot | wbihe U oot | | otal Cosd I ctal tom Valuc | & |

RS PR ¥

Line: Faamowe Line Sanve Stock Daa Ciore

Figure 14.8: Add LSM Stock Quantities
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13.2 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 (1% tab)

= Choose the category filter — learner textbooks

e Click on Subject — e.g. Afrikaans

« Click on Resource — e.g. Afrikaans Ons Taal

« Asmall screen on the top right hand corner of the screen will highlight

- Stock: quantity/ On Loan : quantity / Available : quantity (see fig below)

Learner Support Materials

View School LSM Stock ] Add LSM Stock Quantities ] View Loans & Return ltems ] lzsue/Remove LSM tem

Category Filter: |LearnevTex1books LJ lAfvikaans Leamer Textbooks Grade 8 ISlock :50: On Loan : D : Available : 50

Grade Filler [Grade 8 LJ Only tems where stock has been added are displayed
Description Publisher Grades Authors
(Start grade

field only) ClearFilters Afrikaans ons Taal MML 8108

| Click on a General Subject Area to Start
Accounting

Afrikaons

Arts & Culture

Business Economics
Computyping

||Economics

|| Economics & Business Science
||English

|| Geography

|lisiXhosa

||Life Orientation

|| Mathematics

|| Natural Science

|| Needlework

Social Science

|| Technology

Click on an item to see available

stock Add Stock Quantities Done

Figure 14.9: View Stock Quantity

Vi
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1.3.3 To Issue Books Out Of Stock to the Educators

« Goto View School LSM Stock (tab 1)
& « Choose the Category Filter — e.g. Learner Textbooks
e 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 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

e Click on the Ok button




Learner Support Materials

View School LSM Stock ] Add LSM Stock Quantities ] View Loans & Return ltems ] Issue/Remove LSM Item

Stock ltem: [Afrikaans ons Taal

® lssue Stock Total Stock: [50—
" Remove Stock permanently Quantity Available for lssue: [5[)—
~Issue Stock —Remove from Stock
Issued To: [PHOLOSA Lydia ~| || RemovalAuthorised by: | ~|
Loan Venue: ~| Reason for Removal I ~]

Quantity Issued: |30 Add New Venue

Date Issued: I2m3’:m/gq LI |

from Stock:

Removal Date: [2013/0104  ~| |

Purchase History of ltem

Expected Retun | L]
Date: l2[|1 301/04 :.J I {please select against which purchase date and price you are writing off
the itern)
Average Condition
of tems lssued: =l Quantity Removed: l_ CosttoWrite Off: [

Save Stock Issue | Save Write Off |

Done

Figure 14.10: Issue / Remove LSM Item

1.3.4 Remove LSM Item

You can also Remove LSM Item on this page.

=

0

0

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 ltem

Quantity Removed

Cost to Write Off — cost of purchase
Save Write Off

' ABC of




1.35 eturn 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)

« |tems 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)

Learner Support Materials

View Schoal LSM Stock 1

Add LSM Stock Quantities ] View Loans & Return ltems ] Issue/Remove LSM itern

Outstanding Loans for this Item

Item to be returned: [Afrikunns ons Taal

Click in the check box of a line item to return stock

*ltem i

Date Loaned | *Loaned To | Quantity l Returned I Outstanding |

Afrikaans ons Taal 2013/01/03 PHOLOSA Lydia 30 i} 30

Date of Retumpwnte Off: Izm 3/01/04

Number of items being retumed: (20|

If an item has been lost or damaged, please include it in the return quantity and then go to the write <
off section and remove the item from the system. Vs

L! I201 3/01704 ® lterns have been counted and checked for RETURN

Done

- \

Figure 14.11: View Loans and Return ltems
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1.4 Eductor LSM Loan Details

« To start Educator LSM Loan Details sub module, click on the Educator LSM Loan Details
button from the Physical Resources main menu on Figure 2 above.

Printouts
« All Educators

 Select Educator

Educator Loan Details

Educator Loan Details

" Select Educator ’ __|

v Dutstanding Items |~ Loan History

Print | Done |

Figure 14.12: Educator LSM Loan Details

¢ & # o1z | 1 oft I
Done
Preview ]

ABCHICGH: CHOOL EMIZ 5O. 120456
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Deccrpern of Town Lesn Duce Eapeceed Foosm Dace Quaneer Cendewn e czue : Quancey eaumed eo DaceFasmed
' dace

Beskz enLesn

Buraber ol Tewa: SellenLesn - SO

. CLABAYT, Zandee Enech
Lesn Dace Eapecced Foarm Dace Quanciy Clendrwn se czue ' Qusncey easmed o DaceFosmed

4 dses

Beskz enLasn

Buraber ol Tewn: deillenLesn - 35

Tarene: 1

Figure 14.13: Outstanding ltems Report
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Or:

E1% - 1
= 'g of 1 4 Done
Preview l

ABCHIGHS CHOOL HLE . 120456

LOAF FRCOETE F0 B L (LML ATHFL AL

Cownz#nLasn Te:  EEEN, Nencebs Diphdierin
Ducergpcien o Toun LosnDuce  Eopaeed Faorm Duce Quencir  Chndiien se izus . Qusnciy ormed e Do csFasumed
'

dner
Bk anLasn

Buinkar +[ Towa: ScillenLasn : 55

Figure 14.14: Loan History

1.5 Detailed LSM Inventory List

- To start Detailed LSM Inventory List sub module, click on the Detailed LSM Inventory List
& button from the Physical Resources main menu on Figure 2 above.

Printouts available:
< Inventory List Per Grade

« Inventory List per Subject

Detail Inventory List

" inventory List Per Grade: 7 Inventory List Per Subject

Stock Details per Grade

@ Print Al
" Print Per Grade

Select a Gradel v

Print I Done

Figure 14.15: Detail Inventory List

'\ v y 18
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1.6 LSM Inventory Summary per Grade

e To start LSM Inventory Summary Per Grade sub module, click on the LSM Inventory Summary
Per Grade button from the Physical Resources main menu on Figure 2 above.

Print Reports

&G & Flw o[ |0« 1 oft » M o= || dh Dane |
F’reviewl

Testack Invenbry

[Tt T T T T e [ mases [ e |
F] I I | I

Figure 14.16: LSM Inventory Summary Per Grade print out
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1.7 Blank LSM Issue Form

e To print Blank LSM Issue Form sub module, click on the Blank LSM Issue Form button from the
Physical Resources main menu on Figure 2 above.

S & Flox - 1 oof1 4 Done

Preview ]

Te rtBuok caie Form and Leamer & Undsrbiking

ev:xp(lewr Wheaders. e o7 Baok Fraue ot Teued | Fedim | condon | Frive |
[Engila
EAhaan:
T anguage
Fitiemata v
[t crienton
Jatiral Eelenas ¢
AT e
Ertee curtire
[Escnomio c & Buc, al.
Fechnelagy
[Bctenar
Ao
JGINTE T4 oral URderBFIg by LAMAT, Farents and cumrdan BRI

Figure 14.17: Print Reports

1.8 Print LSM Stock Write Offs
% e To print Blank LSM Issue Form sub module, click on the Blank LSM

» Issue Form button from the Physical Resources main menu on Figure

2 above.




" Filter by Subject
Filter by D ate

From | 2005/05/27 ~| To |2005/05/27 +|

Subject _v_|

Print ] Done I

Figure 14.18: LSM Stock Write-Offs

- Select Filter by Date or Filter by Subject
- Select Date From and Date To from Filter by Date drop menu if using date
- Select Subject from Subject dropdown Menu if using Subject.

e Click on Print button

EN-NAGEEE 1 oft [} Done

Preview l

Figure 14.19: LSM Stock Write-Offs print out
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2. FIXED ASSETS

In this section there are 5 main functions for which you may want to use the Fixed Assets Module
< You may want to add some equipment or fixed asset to your master register list

« When you receive assets you will want to add this quantity to your stock (either new stock or
existing stock)

< 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 retrieval at a later date

« When these assets are being returned, you will be want to book them back into for stock so that
they are available again

« When assets are lost or damaged you will need to permanently remove these books out of stock

< Inthis way we are going to process some purchases and allocate them to a specific venue.

2.1 Maintain Master List of Assets

- To start the Maintain Master List Assets sub menu Click on the button ‘Maintain Fixed Assets
Items’ button from the Physical Resources main menu no Figure 2 above.

Maintain Master List of Fixed Assets

Maintain Fixed Asset Items T Create Venue Asset List for Stock Count
Select a Filter Option to View Master Asset List

Select Items to View: v View by Code:  Code between and oK |

Stock Items

*Description | *|tem Code ] Average Cost | @ Add New Stock Item
Bunsen Burner 2m 5
Highback Chairs 1 500
Test Tubes 200 15 Add New Item to Master List
Description
I
Item Code Average Cost

— ——

Save Details to Master List |

Click on Item in the List to Remove

Remove Item from Master List |

Search List For Stock Item
s Other " Stock Item Description

@ Search: |

GO
Done

Figure 14.20: Maintain Master List of Fixed Assets

" y (18
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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
 Click on Ok, and Done to finish
= 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




2.2 Mintain Venue List

& - Go to ‘Maintain Venue List’

VMaint'ain Venue List

Select ltems to View: ﬁg

Filter by Category: I

Show All Venues

Venue

“Description

Category Room

Grade 84

Classroom 40

”'OZF Add New Venue

Add New Venue

Description

Category

I 5|

Room Number

Save Venue I

|~ Click on a Venue to Remove

Remove Venue I

Search List For Venue

Search |
& =
Done

Figure 14.21: Maintain Venue List

 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:

0 Enter Description e.g. Grade 1 class

o Enter Category e.g. Classroom

0 Enter Room number e.g. Room 1

« Click on Save Venue, and Ok

« You now do this for every room in your school

Note: 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.
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2.3AIIocate Stock Items (Fixed Assets) To Venues

Click on ‘Maintain Master List of Assets’ button on the Physical

Resources main menu

Now go to the TAB ‘Create Venue Assets List for Stock Count’ (Tab 2)

Maintain Master List of Fixed Assets

Maintain Fixed Asset Items

I

|Labolal0l_v

Venue Types

Click on a Venue Type to create a Master Stock
Take List

Description l

Classroom
Computer room
General room
Kitchen area
Laboratory

Library and Media area
Office area
Specialist classroom
Store area

Utility area
Woarkshop

Print Options

& Print All " Print per Group

Select a Group:

=

Print

Select Items for this Venue Type

Create Yenue Asset List for Stock Count

=

Filter Drop Down List by v Clear Filter

Stock Items
*Description I *Item Code ] Average Cost |
Bunsen Burner 2m 5
Test Tubes 200 15
Click on Item to remove and then select the Remove Button Remove Item
Save ‘ Done

|

Figure 14.22: Maintain Master List of Fixed Assets

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

Click on Save, Ok, and 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:

o Remove item.
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0 Print Options:

0 Printall
0 Print per Group — select a Group

o Print

2.4 Issue and Maintain Fixed Assets

< Click on ‘Issue and Maintain Fixed Assets’ button from the Physical Resources main menu

« Click on TAB — ‘Add stock to Venues’ (Tab 1)

Maintain Inventory Stock per Venue

Add Stock to Venues ] White Off Stock tems ] Move ltems between Venues ] ltems Movement History

Select a Venue -

Select a Venue to Maintain Stock Quantities: Il LI Add to Venue List

Add Assets for the Venue
Select Asset Register Date Of Purchase Stock Code:  Select Fixed Asset ltem to Grid Quantity
[ ~[aarzmpa <] ~] Add
I
Ars Asset Qty Oty Write -
‘ Date Code Description Register Cost Added off Totel Cost | Venue Value J
|

[

Line: Remove Line J Print Grid J Save to Venue Done I

Figure 14.23: Maintain Inventory Stock per Venue

e 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
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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

« Click on Save To Venue and Done buttons.

Note: 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’ and on Save To Venue button.

WRITE OFF STOCK ITEMS

< Click on ‘Issue and Maintain Fixed Assets button from the Physical Resources main menu on
Figure 2 above

e Click on TAB ‘Write off Stock Items’ Tab 2

e ‘Select Venue for write off’; choose

« Click on item to be written off: select

Note: 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, and Ok

= You will see the stock written off under screen on Figure 22
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Maintain Inventory Stock per Venue

Add Stock to Yenues T Wite Off Stock Items
Select a Yenue
Select a Venue to Maintain Stock Quantities:  |Biology lab LI Add to Venue List
Add Assets for the Yenue
Select Asset Register Date Of Purchase Stock Code:  Add Fized Asset Item to Grid:
£00/003 Other Fived Assets > |ao0sm05m v faot 201 Bunsen Bune ~|
P Asset Oty | Oty Wirite
Date | Code Description Register | Cost Added off Total Cost = Venue Value ]
1 2005/05/27 200 Test Tubes 600/003  15.00 5 75.00 75.00
2 | 2005/05/27 201 Bunsen Burner 6007003 5.00 10 10 0.00 75.00
3 2005/05/27 201 Bunsen Burner 6007003 5.00 10 50.00 125.00
4 2005/05/31 201 201 Bunsen Bumner 6007003 5.00 125.00
« | » [
Line: Remove Line I Print Grid 1 Save to Venue I Done 1

Figure 14.24: Maintain Inventory Stock per Venue: Add Stock to Venue

2.5 Detail Fixed Assets

& e Order by Item code —

0 Print all venues
0 Print per venue

0 Print per group (category)

- Alphabetically by Item Description —
0 Print all venues
0 Print per venue

0 Print per group (category)
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* Print&llVenues " Print PerVenue " Print Per Group

Select Venue J

Print I Done

Figure 14.25: Detail Fixed Assets

2.6 Summary Fixed Assets

M
Ill « This will give you a summary total of number of pieces (Assets) in each venue

2.7 Print Fixed Asset Stock Registers

! :E = Printall or Print per register (per account number)

2.8 Print Fixed Assets Stock Write Off

« Filter per date — (from ... t0 ...)

& < Filter per stock item — (Code between ... and ...)

» Filter per register: (Choose account)




3. PHSICAL INFRASTRUCTURE

s

Current Infrastructure Register

| Infrastructure Reaister Part 1 [Page 1 to 4] l

Infrastructure Register Part 2 (Page 5to 9) I

Registers from previous years

Select year to view past [—Ll Cancel
Infrastructure Registers |

Done

Figure 14.26: Maintain Infrastructure Details

& « Select the Infrastructure Register from the Physical Resources Submenu. (Figure 2).

Physical Planning Submenu

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.

School Register of Infrastructure

SCHOOL INFRASTRUCTURE REGISTER : PART 1 2013
Page 1 ] Page 2 ] Page 3 ] Page 4
1. Specify the status of the electricity supply of the school |

(1 =Wired and supplied by ESKOM, 2 = Self-generated using generators,
3 = Solar panels. 4 = No electricity)

2. Does the school have drinking water?

(1 = Indoors (piped); 2 = On site (piped notindoors); 3 = On site (delivered); 4
= Communal tap; 5 =Walking distance. 6 = None; 7 = Other)

Distance to closest water source km

Quality of the water " Unpurified " Borehole/Fountain " Purified
3.Specify the itation (toilet) situation at the school (Tick = yes; blank = no)
[7 Flush system to main sewer [ PitLatrine
[T Flush system to septic tank [~ Bucket System

[™ Ventilated improved pit [~ No sanitation facilities

PART 1
YEAR

2013

Next Page

Pan 2

Figure 14.27: Part 1 School Register of Infrastructure
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Infrastructure Register

SCHOOL INFRASTRUCTURE REGISTER : PART 2

Page 5 ] Page 6 ] Page 7 1

Page 8 l

Page 9

categories

12. Please indicate the number of instruction rooms according to the given

Onthe Premises

Parmanent|

Pretab

Under
Construction

On another
site or other
premises

General Classrooms (single classrooms "

Classrooms used by more than one class
group (Le. rooms drided to accommodate

l

l

more than one class group. Indicate number of I
groups accommodated in the rooms

Biology and/or Science Laboratory I

Specialistrooms (Includes art fyping,
home economics, technical drawing etc) I

Workshops l

Mullipurpose rooms |

Computer room/Laboratory I

I

I

Meadia Centre/Library I

l

I

The number of 'General Classrooms' should indicate total individual classrooms. Should a room be
divided into 2 or 3 instruction areas i.e. accommodate 2 or 3 class groups; indicate the numbers of
class groups accommodated in the next category 'Classrooms used by more than one class groups

Figure 14.28: Part 2 School Register of Infrastructure

Note: All nine pages must be filled in

PART 2
YEAR

]201 3
Next Page

Pan1

Done

- To view past Infrastructure Registers, click on the Registers from Previous Years — select the
relevant Year button (either PART 1 or PART 2).

» Click Done to complete the task.
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4. FlowChart Summary Diagram

Resources Module

LSM l Fixed Assets |l Physicallnfrastructure \
| 1

Maintain
I Infrastructure
ssue
I.Ssu‘.a an_d Register
Inventory Maintain List of
) Fixed Assets )
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Feedback/Contact Form

Your feedback is important to us. Please leave any comment that you want. If you are
struggling with anything in this module, please send us an email and remember to also
give us a number or email to contact you back with.

Contact Name:

Email Address:

Cellphone Number:

Version of SA-SAMS:

Operating System:

District / Province:

Comments / Problem Details:

Send Email
Contact Person Telephone Email
Carinne van der Westhuizen 0123573832 vanderwesthuizen@dbe.gov.za
Pauline Ramphele 0123573287 ramphele.m@dbe.gov.za
Lebogang Mveke 0123573396 mveke.l@dbe.gov.za
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