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Key Issues for Discussion

Data Quality Assurance

LTSM Capturing

Finances

Emis Expectation  / Report



Data Quality Assurance
The following constitute the data quality on SASAMS

Module 1 – 1.1 General School Information

Schools Contacts
School Telephone Number – Schools that are not having 

working number.
School Email Address – Schools that are not using 

department email regardless of them assisted to use the 
email.
Emis Officer Updated on Menu 1.1



School Telephone: 
 It should be a different number from principal’s contact number. 
 This number is accessible to all stakeholders and is allocated in the administrator’s office. 
 Only working contact number should be used on SASAMS, if number is out of service it should be 

removed from SASAMS on contact field.
 Schools should at least provide means to ensure that there is a working contact number (Tjarara-

Phone).

Principal’s Contact Number:
 At least ONE contact number that principal need to use for communication with district be listed.
 Do not provide contact that is having WHATSAPP ONLY as the contact number.

School Email Address: 
 All school email address (fsschoolsportal.gov.za) will be regarded as first school email address. 

Only email on the first email field on SASAMS is regarded as school email address.
 Schools’ email addresses spelt incorrectly.
 Schools that are persistently deliberately use other email regardless of
      assistance offered by district officials. 

Schools Contacts



Update Pay-Point and Persal Component Number

Please use the paysheet to check for Pay-Point and 
Persal Component Number 



Menu 1.7 Is used when there was no school based on 
the reasons on drop list.



Module 2 - 
1. Dashboard: This shows that attendance for staff and educators is still incomplete.
 This occurs if replacement during leave and document required is YES

NB:
Leave MUST be 
updated before 
archiving 
Educator and 
Staff



Leaves in RED show that they are still not updated.
NB: If Educator or staff is absent and leave should be marked, then YES for document 
required can be used, but once the leave is submitted then document required should 
be ticked NO on SASAMS then the leave date will change to BLACK and leave is 
COMPLETE.



Edit LEAVE: For Educator / Staff member select NO or YES
For leave documents Required then click Not Required



1. Verify that all educators are captured on SA-SAMS. Archive personnel 
that left the institution with correct date. 
2. Verify and update the following fields with the correct latest information: 
 Personnel position and Post level. 
 The SACE number of all teaching staff (Page 2) 
 The number years of Teaching experience 
 The qualification levels of the educators. 
 Indicate if the teacher benefitted from the Fundza Lushaka scheme 
 The subject Specialisations of the Educators 
3. Complete the Teaching Load for all Educators 
 



Remember!!
1. Educator Code:  
Use first three digit of Surname and 
01, 02. 
E.g. Motaung = Mot01;
         Motloung = Mot02

2. Date Joined Staff: 
Date as appears on Persal – 
appointment date – it goes with 
Years of Teaching Experience.

3. Years of Teaching Experience:
This may be as per date joined staff 
or differ if other experience before 
joining staff. 

4. SGB paid Posts are not 
Permanent but Temporary



Teaching Load, Subject Specialisation and Subject 
Not Qualified to Teach  in AAPR

Teaching Load: 

- Subject and Grade currently assigned to educator.

Subject Specialisation:

- Subject Educator Actually qualified to Teach.

Subject Not Qualified to Teach: AAPR

- Difference between Subject currently educator is teaching and  the 

subject of the Specialisation. 



Module 3 – Learner Information

 All learners MUST be captured on SASAMS.
 Learner admission number should be different from ID number.
 Learner names should be correctly captured. 
 First Name Field should be used to capture on ONE NAME.
 Nickname may be used to differentiate learners.
 DO NOT use numbers anywhere in names fields, e.g. M0loi.
 Learner parents must be updated if system shows none.

Capture Learner Information Captured Learner Information

https://leboneti.co.za/My-Documents/workshops/learner%20empty%20form.png
https://leboneti.co.za/My-Documents/workshops/Learner%20Details%20Filled.png


Undocumented Learners

1. Learners without the ID;
- Parent should submit the Affidavit confirming the age of the learner 

to be admitted.
- Learner should be captured in SASAMS on admission and allocated 

grade, class and subject.
- All queries and problems should be directed to Circuit Manager.
- Use Menu 3.5.11 to verify learners without ID

https://leboneti.co.za/My-Documents/workshops/Learners%20without%20ID.png


Invalid ID - 
 If wrong ID is captured on SASAMS, the system will reflect such ID Invalid. The 

DHA algorithm of generating ID is used in SASAMS. 

Check the following;
- Check if ID number is correctly captured on SASAMS.
- Check that the gender on SASAMS corresponds with the gender on ID doc.
- ID may look as correct but falls within the wrong age. E.g. 120115 5687 087 is 

ID of person born in 1912 January 15
- Alert the parents if ID is invalid to go to Home Affairs.

ID Not Validating
 School may opt for selecting ID Not Validating if ID is invalid or is existing.
 Parents may not get the ID from Home Affairs.



ID is already Exist

 School should be careful if ID is captured and shows ID already 
Exist – this means the record of learner is available in the 
backend of the system.

 School should not recapture the learner but restore the learner from 
Archives on Menu 3.1.15, if there is a problem to retrieve such learner 
profile, please seek assistance from SASAMS Trainer.



SNE Learners
 All learners with SNE should be captured on SASAM.
 Grade 12 learners with concessions should also be captured on 

SASAMS.

Learner Pregnancy
 Learner pregnancy should be captured before withdrawing learner 

from the system. Menu 3.6.1 should be used.
 This information is reported to portfolio committee and to the 

Minister of Education. 
 Non-Submission of this information is the contravention of law.



Learner Attendance
 Learner attendance marked has no reasons, schools are using (No 

valid Reason) just for saving attendance. Valid Reasons

https://leboneti.co.za/My-Documents/workshops/Valid%20Reasons%20Section%20E.pdf


Marking attendance with reasons schools can do the following;
 - Use the weekly attendance Register.
 - Create Codes for each type or reason which appears on SASAMS for    

teachers to mark learners.
Who Should Marks Attendance? Section 48 A,B

https://leboneti.co.za/My-Documents/workshops/Who%20should%20Mark%20Attendance.pdf


How Reasons can be used as Codes for capturing 
on SASAMS



Using Period Registers for marking 
learners on SASAMS

 School should use the form as appears in Learner Attendance 
Policy of 2011, Pg 48.

 Educators can also report learners absent during their period on 
SASAMS, schools should make access to computers to educators.

 List of all learners 
Period Register

Marking Period Attendance Register on SASAMS

https://leboneti.co.za/My-Documents/workshops/Period%20Registers.pdf
https://leboneti.co.za/My-Documents/workshops/Marking%20Period%20Register%20on%20SASAMS.png


Reporting LTSM on SASAMS
Questions that need to be answered 

Do we have LTSM 
Committee?

YES

NO

APPLY LTSM POLICY

IS LTSM CAPTURED NO

ESTABLISH ONE

APPLY LTSM POLICY

YES

Congratulations NO

NO
SOMEONE MUST BE ACCOUNTABLE FOR 

NOT CONTROLLING LTSM



GUIDELINES HOW TO SIMPLIFY LTSM CAPTURING ON SASAMS

Collaboration between Admin and Educators

Ensure that Information is available

Follow the STEPS that are provided

1

2

3



Step 1

Ensure that the following information should be available.

1.Delivery Note
2.Invoices
3.Books Delivered or Available
4.SASAMS Past Loans – Menu 14.1.18
5.SASAMS Inventory List –  Menu14.1.11



Books previously Allocated to learners or 
Educators. Print the list



Select the second option (LSM Detail Inventory List 
for  books already in the system and Print



Books can be printed by grade or all grades

Books Inventory

https://leboneti.co.za/My-Documents/workshops/Books%20Inventory.pdf


 Remove Past Loans 
Step 2

Use Menu 14.1.8 to remove past loan
Select the book’s ISBN from past loas list
Select search
Type full ISBN or partial



E.g. Use ISBN – 9781415424469 or Partial ISBN: 424469, 
(last six numbers)



Ensure to untick School Subject for all books in the catalogue to populate, then   
   click on the book and Issue/Return button

1 2

34

5 6



Total Book on Stock, on Loan , Written Off and Available will show, then 
click books that must be returned from learners, please check the date 
loaned. 



Step 3
Update the quantities of books on SASAMS

Open Menu 14.1.4 for 
updating stock or write off  
books.



Ensure to untick School Subject for all books in the catalogue to populate, then   
   click on the book and Stock Quantities or Write Off Stock button



All Books added will show here



Step 4
Assign Books to individual learner – 
   EASY WAY

Print SASAMS Design List on Menu 3.1.6.
Issue List to Subject Educator.
Tick Learners who received books, or write the Book Number 

next to learner.
Take the list back to Office.
Use Menu 14.1.7 to assign learners book as per list.



Use Blank Column to create Personalised Columns for 
Capturing Books.

Please SAVE the 
Template for future 
use.



Use this list to mark the learners who received books



Books can be ticked or 
use the book number

x

x

x

x
x

School may decide to tick 
books issued or use the book 
number next to each learner 
with book.



Open Menu 14.1.7





Step 5

 Use Menu 14.1.6 to view full history of learner books.
 Print Individual Books Completed Form, to be signed  by 

learner and parent. 
 Book numbers can also be added manually.





Click Print Issue Form , then select All and print learner form

Learner LSM Issue Form

https://leboneti.co.za/My-Documents/workshops/Learner%20LSM%20completed%20form.pdf


SASAMS Security
 School principal are requested to take care of SASAMS 

Security.
 All administrator username not used by other users.
 Principal appoints Emis Officer to be school administrator.
 All users MUST sign the SASAMS Access Form.
 Emis Officer should allocate the user rights on SASAMS.
 All forms should be in SASAMS File for audit.
 Emis Officer MUST ensure to keep the backup.
 Database can be put to One-drive as backup.

Emis Officer Form Access Form 

https://leboneti.co.za/My-Documents/workshops/New%20Nomination%20Form.pdf
https://leboneti.co.za/My-Documents/workshops/SASAMS%20Access%20Form.pdf


Please use and complete 
these forms



FINANCES UPDATE
 ALL schools are trained on capturing the finances.
 Schools capturing on finances is not satisfactory.

What is the big Problem??



What is updated on SASAMS
 QMS  (Menu 2.28) is now updated and ready for use. 

- School clerks cannot access the module.
- Educators will use their login details to access their profiles.
- No one can see other’s information to effect changes.

 AAPR (Menu 7.3) is integrated on SASAMS.
 Errors and Omissions (Menu 17) integrated on SASAMS
 System Error and Omissions (Menu 16.19) integrated on SASAMS.



What is Coming soon on SASAMS

New Modules on SSE and SIP:
Module 10 reserved for these modules. 

NSNP is still under development it is not yet final.



Thank You
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