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✓Recording Learner Misconduct.

✓Capturing and updating Finances on SASAMS.

✓Capturing and updating LTSM and Assets.

✓ LURITS update.

What issues for discuss



Brief Background on SASAMS

- Department needed the standardised system for all 
provinces that can collect data from all schools.

- Concluded in the meetings between HEDCOM and CEM that 
such system be implemented. (Full report is available online 
https://pmg.org.za/committee-meeting/8576  ( COPY)

- Funding was allocated for the project for provinces which 
were ready, Free State was one of them.

- In March 2008, group of 6 SASAMS Trainers were appointed 
in Free State.

https://pmg.org.za/committee-meeting/8576
file:///C:/Users/Isaac/OneDrive - Free State Department of Education/Documents/NEW ADMIN TRAINING/Education Management Information System...pdf


Legislative Framework

It is the duty of institutions to provide information to the 
education departments and the public in terms of Section 
59 of the South African Schools Act, 1996 (Act No.84 
of 1996).

National Education Policy Act, 1996 (Act No. 27 of 
1996), the Minister of Education must monitor and 
evaluate the standards of education provision, delivery 
and performance, to a large extent through 
the use of national education statistics



- Promotion of Access to Information Act, 2000 (Act
No.2 of 2000 PAIA). – Access to information.

- Statistics Act, 1999 (Act No.6 of 1999). Section 14.
 – For set quality standards.
- Protection of Personal Information Act 4 of 2013.

- Safeguarding Personal Information. 
- State Information Technology Agency Act 38 of 2002. 

– Application of IT for improved service delivery.
 - Bath Pele for Service Delivery to the public
- South African Qualification Authority – for creating 
National Learner Records Database (NLRD).



SASAMS INTEGRATION IN EDUCATION

➢ SASAMS as a tool to provide information to the entire 
education system for better planning and decision 
making.

➢ Data quality is therefore the priority.
➢ Key role players in the system at school level.
➢ Educators
➢ School Management Teams
➢ Administrators 



Roles of Administrator on SASAMS



• All SASAMS Modules are accessible to Administrators.
• It was recommended that Administrators should not 

capture marks, instead process them for reports and 
schedules.

• It is also recommended that where there are two or 
more administrators all should execute SASAMS 
Modules. (Schools do separate duties on SASAMS).

• SASAMS is controlled and managed by Principal and 
Emis Officer not Administrator (Clerk).



Key areas that schools are 
not giving attention on 

capturing. 



School Contact Details
Administrator should update school contact details 
every time there is a change in;

▪School Telephone number.

▪Principal’s cellphone number.

▪School email address (prefer to use department email 

for first field), MOST of schools are not using it.



Use Menu 1.1 on SASAMS to 
update School contact details.

https://leboneti.co.za/My-Documents/Presentations/Materials1/Contact%20Details%201.png


How to Access the department email Address

➢Use the internet and browser (Microsoft Edge or Google Chrome).

➢Use the address: https://outlook.office365.com

➢ Type in the department email address:

12345678@fsschoolsportal.gov.za  and use password Pass@123 if 

you never used the email before, or use forget password for IT to 

reset it for you, someone may contact to confirm the reset.

https://outlook.office365.com/
mailto:12345678@fsschoolsportal.gov.za


Type your email address and the password 



Identifying Learners who Participate in Farm 
Schools Project on SASAMS

Farm Schools

Identifying Learners who are benefiting on 
Learners’ Transport

https://leboneti.co.za/My-Documents/Presentations/Materials1/Farm%20Schools%20Project.png
../OneDrive - Free State Department of Education Schools/PRESENTATIONS/NEW ADMIN TRAINING/Farm Schools Project.png
https://leboneti.co.za/My-Documents/Presentations/Materials1/Bus%20Route%20Capturing%20on%20SASAMS.pdf


Attendance
1.Capturing Learners Attendance
Learner Attendance Policy, Section 48 A

• SASAMS generated attendance register for a term should be 
printed, bind in a booklet and issued to educators.

• No loose sheet should be used as this cause Audit Query.
• Encourage to Print Monthly Attendance Register

Note: 
1. Sometimes attendance register does not show learner names. (Click)
2. If learner is achieved or admitted at the earlier date then attendance 

should be updated from that date.

https://leboneti.co.za/My-Documents/Presentations/Materials1/Learner%20Attendance%20Policy%20Section%2048.png
https://leboneti.co.za/My-Documents/Presentations/Materials1/Attendance%20Register%20Blank.png
https://leboneti.co.za/My-Documents/Presentations/Materials1/Attendance%20Register%20Blank.png


2. Educator and Staff Attendance

- Schools have the tendency of just saving attendance on the 
System for the sake of doing online submission.

- During the Data Quality Assurance monitoring in some schools 
we found leaves on time-register differ from leaves in SASAMS.

- There are schools that still not on 100% attendance capturing 
on SASAMS from January to 25 August 2023. 

Educators and Staff 
Attendance

https://leboneti.co.za/My-Documents/Presentations/Materials1/Thabo%20Mofutsanyana%20Educator%20Admin%20Staff%20Attendance%20from%201st%20week%20in%20Jan%20per%20School%2019%20September%202023.pdf


How to capture 
Learner Misconduct 

on SASAMS



▪ School will decide on the capturing tool to record 
the misconduct or may use Emis design tool.

▪ Tool should contain details of misconduct that will 
be usable for capturing. 

Recording Tool

https://leboneti.co.za/My-Documents/Presentations/Materials1/MISCONDUCT-RECORDING-TOOL.pdf
https://leboneti.co.za/My-Documents/Presentations/Materials1/MISCONDUCT-RECORDING-TOOL.pdf


WHEN TO RECORD MISCONDUCTS ON SASAMS?

➢ Schools may decide on frequency of capturing such 
misconduct in the system, preferably daily or weekly.

➢ It is advisable to use levels codes when recording both 
misconduct and disciplinary actions taken.

➢ Anyone may record and reported misconduct at school.
➢ LEVEL 5 misconducts should be captured by principal or 

designated person, preferable Deputy or HOD.



School should use the Misconduct Codes to 
report the learners Misconducts, the codes should 
be included in the School Code of Conduct.

The appropriate disciplinary action may also be applied 
and selected from the list. 

https://leboneti.co.za/My-Documents/Presentations/Materials1/Misconduct%20Demerit.png
../OneDrive - Free State Department of Education Schools/PRESENTATIONS/NEW ADMIN TRAINING/Misconduct Action.png


Capturing Individual Misconduct

1.Identify the learner
2.Click on disciplinary record
3.Add either Demerit or Merit

file:///C:/Users/Isaac/OneDrive - Free State Department of Education/Documents/NEW ADMIN TRAINING/Adding Demerit.png


How to handle Level 5 Misconduct on SASAMS

▪  Only principal or designated person may capture 
level 5 misconducts on SASAMS.
▪Security should be used to assign only designated 

persons the right to capture level 5 misconduct on 
SASAMS.
▪Menu 5.5.4 should be the one used to capture level 

5 misconducts. 

../OneDrive - Free State Department of Education Schools/PRESENTATIONS/NEW ADMIN TRAINING/Assign User Rights.png
../OneDrive - Free State Department of Education Schools/PRESENTATIONS/NEW ADMIN TRAINING/Misconduct Capture.png


Capturing of Finances on SASAMS

As from January 2024 all schools are required to capture 
their finances on electronic system, such as SASAMS, Pastel 
and other systems currently used. Refer to Circular 2 of 
2023, school administrator who seeks assistances should 
report to DEO (District Emis Officer).

../OneDrive - Free State Department of Education/Documents/NEW ADMIN TRAINING/Circular no 2 of 2023 Guidelines for the preparation of the Financial Statements.pdf
https://leboneti.co.za/My-Documents/Presentations/Materials1/Circular%20no%202%20of%202023%20preparation%20of%20the%20Financial%20Statements.pdf
https://leboneti.co.za/My-Documents/Presentations/Materials1/Circular%20no%202%20of%202023%20preparation%20of%20the%20Financial%20Statements.pdf


What challenges were experienced 
on capturing finances on SASAMS?

❖Financial period capturing is not completed and not CLOSED.

❖Transactions that are manually captured may not comply 

when captured electronically on system. E.g. Patty Cash

❖Schools do not capture budget on SASAMS and cannot 

compare their spending.



1.Previous financial period must be closed.
2.Add the new period
3.Archive the previous financial period.
4.Update the bank accounts (Main Account and NSNP)
5.Add Receipt Books.
6.Add Deposit Books.

1. Setup Accounts



2. Setup Charts of Accounts 
 Menu 11.2

• All the incomes and expenses should be directed to 
the specific account on COA.

• Income Accounts starts with 0
• Expenses starts with 280
• School can add or edit accounts according to their 

school need.
    Show COA



3. Budget

- School should update the budget amounts 
on SASAMS after approval by parents.

- Budget on SAMS is able to show how much 
is spend from the budgeted amount.



Transactions
All transactions are on concluded on Menu 11.4
1. Menu 11.4.1 – Receipts
2. Menu 11.4.2 – Deposits
3. Menu 11.4.3 – Income
4. Menu 11.4.12 – Direct Deposit
5. Menu 11.4.13 – Petty Cash
6. Menu 11.4.14 – SGB Salaries
7. Menu 11.6 – Bank Reconciliation

../OneDrive - Free State Department of Education Schools/PRESENTATIONS/NEW ADMIN TRAINING/Transaction 1.png


Capturing LTSM on SASAMS
• School LTSM Inventory is not updated.

• Schools are required to capture LTSM continually on 
SASAMS.

• Books that are stolen, old or damaged are not 
written off from the system.

• Books are not issued to individual learners and keep 
manual records.



4. LTSM CAPTURING  - ISSUING AND RETURNING

Books can now be issued to all learners in the class per subject. 
Menu 14.1.7

5. LTSM CAPTURING  - BOOKS RETURNING

Books are retrieved from all learners per book issued from past 
loan. Search the issued with name or ISBN number

Menu 14.1.18

Click to Open

https://leboneti.co.za/My-Documents/Presentations/Materials1/Issuing-Books.pdf


Use the ISBN 9781431014729 to retrieve the book on the list



Click on Issue / Return





Click ALL learners with loans, number of books returned 
should be 1 (ONLY one copy issued to learners)



Capturing Assets on SASAMS



❑First update the venues for your school, each room has 
the number just above the door. Menu 14.3.2

❑ Add Items  with serial numbers on description. 
      Menu 14.3.1

❑ Print  the items assigned to each room. Menu 14.3.6

file:///C:/Users/Isaac/OneDrive - Free State Department of Education/Documents/NEW ADMIN TRAINING/Adding Venue.png
file:///C:/Users/Isaac/OneDrive - Free State Department of Education/Documents/NEW ADMIN TRAINING/Add Items.png
file:///C:/Users/Isaac/OneDrive - Free State Department of Education/Documents/NEW ADMIN TRAINING/Items per Room.pdf
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