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Key Issues for Discussion

»Data Quality Assurance
»LTSM Capturing

> Finances

»Emis Expectation / Report
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Data Quality Assurance

The following constitute the data quality on SASAMS

Module 1 -1.1 General School Information

v'Schools Contacts
v'School Telephone Number - Schools that are not having
working number.
v'School Email Address — Schools that are not using
department email regardless of them assisted to use the
email. Dars® educatiﬂﬂ
v'Emis Officer Updated on Menu 1.1 j @ %J

FHI ‘S-T\TF PROAVIMCE

www.fs.gov.za




School Telephone:

O 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.

O Only working contact number should be used on SASAMS, if number is out of service it should be
removed from SASAMS on contact field.

O Schools should at least provide means to ensure that there is a working contact number (Tjarara-
Phone).

Principal’s Contact Number:

O At least ONE contact number that principal need to use for communication with district be listed.
U Do not provide contact that is having WHATSAPP ONLY as the contact number.

School Email Address:

O 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.

O Schools’ email addresses spelt incorrectly.

O Schools that are persistently deliberately use other email regardless of

assistance offered by district officials.
Schools Contacts

www.fs.gov.za



Update Pay-Point and Persal Component Number

F
School Information (1.1)

All data helds under Contact Details and Survey Details are required data fhields for the Annual Schoo

Contact Details | Survey Details ] Survey Details | SGBE Status ] Twinning Details

Persal

Persal Pay Paint Nufnber: {12345 **Persal Component Nuiber: 1917396

Double Shifts
*Does the school have double shifts? | Yes v Mo

Please use the paysheet to check for Pay-Point and

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

Setup School, Educator and Staff Terms Days (1.7)

MNor-Teaching Days per Term
Year: |2024 LI School Terms j GO Date Reason
I —I 2024/08/03 Mational Womens Day
— Termns
Chck on a Term to Select and View Non-T eaching Days
Term Start End Teaching Days
Tem1 2024/MAN7 2024/03/20 46
Tem2 2024/04/03 2024/06/14 51
Tem3 2024/07/09 2024/09/20 53
Termd 202410/ 20241211 52
ITenl3 Delete Day
~ Add New Non-Teaching Day
Date Selected: |2024/07/24
<l July 2024 ~
Reason for school closing:
/1 2 3 4 5 B Ll .
708 9 10 11 12 13 COVID1S education
14 15 16 17 18 19 20 Community Strike Biwparimmnt o
22 B3 W BB A E o and Floack FREE STATE PROVINCE
28029 30 N 1 2 3 | Epidemic
| www.fs.gov.za
< o Today: 2024/08/10 E xtra-mural
Click on a date to select . [Other




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

\FRICA

b
WORKSHOP COMBINED SCHOOL | basic education
2024 | 7 4 Department:
\aﬁ@; ) Basic Education
"' HR Dashboard
Click Column Header to Sort LRl | P | Done
Date 2024/08/11 =
Mumber of Educators absent for the day 0
Mumber of Staff members absent for the day 0
Murnber of Educators absent for the year to date 13
Murmber of Teaching days lost due to absence a7
Murnber of Staff members absent for the year to date 3

Employees that have not submitted the required leave documentation: 22

nititials

Date of Absence

Start

End

Type of Leave

2024/02/15

2024/02/16

Sick [Educator)

2024/02/19

2024/02/23

Sick [Educator)

2024/02/23

2024/02/23

Family Responsibility Leave [E ducator]

2024/02/06

2024/02/07

Sick [Staff]

2024/04/03

2024/04/04

Family Responsibility Leave (E ducator)

2024/04/13

2024/04/13

Sick [Educator)

2024/01/25

2024/01/26

Sick [Educator)

2024/01/23

2024/02/01

Sick [Educator]

2024/02/05

2024/02/09

Special Leave: Training [Staff) -

CECEEE

NB:
Leave MUST be
updated before
archiving
Educator and
Staff

~education

Ldepariment of
Educatisn
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Leaves in RED show that they are still not updated.

NB: If Educator or gtaff is absent and leave should be marked, then YES for document
required can be uged, 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.

Leave and Absentegf/Details

Leave Recorfls fﬂl:' F‘ersaINn:-_ * Cument " History

Leave Takgn

D ate Fr | Date Ta Days Type of Leave | Documents Comment

2024/0215 20240216 2 Sick Edit Leave Detalls ‘
2024/0219  2024/02/23 B Sick

Nelete | pave Netails |




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

: Edit Leave Details (2.1) /
| Leave From: [ 2024702715 To:

Type of Leave: 5 I

¢ Mo

I- alate
Leave Documents: (¢ Required Mot Required

Docurnent Submitted: I

‘




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.

1 The SACE number of all teaching staff (Page 2)

1 The number years of Teaching experience

] The qualification levels of the educators.

1 Indicate if the teacher benefitted from the Fundza Lushaka scheme

1 The subject Specialisations of the Educators

3. Complete the Teaching Load for all Educators

jfrﬁ“l“;i ed ucatmﬂ
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rauln.nu'u\u "

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

Educator Information (2.1)

e |

RAdtinal Dethis )

Detail Qualification Types

“E ducator Code: |J3 [max 5 characters)

S urnanme:
Previous Sumame:
“First Names:
*|nitials:

“(aender;

*Home Language:
*Instruction Language:
“Race:

“Date of Birtk:
“CA Citizen:
“*Country of Citizenship:

**|dentity Murnber;
“work Pemit:

“Persal Number: t

[not compulsory for SGB post)

“Date Joined Staff: | 2013/01/01 | |2013/01/01

“Nature of Appointrment: |Permanent Ll

*Duration: (¢ Fulit'm'ne'ﬁ F‘art-lima
AreMwere pou a Funza Lushaka Bursar ¢ Ye: & No

“Personnel Position:

Actual |Educatnr L] Acting: ||-||j[j :J

*Past Level m ﬂJ

Educator Teaching Level ;
— Select option where educator spends most time
| Pregrade R | Remedial/Special Needs

[ GradeR [ Other
[ Primary [v Secondary I Guidar

**ears of Teaching Experience: |10

[ Intermediate

**Hemuneration:

(+ PaidbyEducaton ¢ PadbySGE  Paid by Other

.' “(Jualification REQY Level

|FIEQ'\.'r 14: D [Matric + 4 s training) :_J

“Highest Qualification Type
|F irst Academic Qualification _vJ

Educator LURITS Number: |352855

' Reasons for computer usage [Multiple options allowed)

School : Curriculurn
v Administration v Teaching v Admiristration
[ Other

Educator Photograph

EXTERNAL
PICTURE
FOLDER

NOT
FOUND

Additional Details

Qualification Details

Save

Done |




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

Teaching Load:

- Subject and Grade currently assignhed 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

www.fs.gov.za

subject of the Specialisation.
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Module 3 - Learner Information

All learners MUST be captured on SASAMS.

_earner admission number should be different from ID number.
_earner names should be correctly captured.

~irst 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. MOloi.
Learner parents must be updated if system shows none.

Capture Learner Information Captured Learner Information ji }%J education
AT T e
S FREE STATE PROVINCE



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

jfrﬁ“l“;i ed ucatmﬂ
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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 bornin 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 EXxist

= 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.

B%J education
[ E5 by )} Dwperiemmnt ol

Laucatian
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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.

www.fs.gov.za



Learner Attendance

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

valid Reason) just for saving attendance. Valid Reasons

Reasons for Learner Absence from School (3.3.3)

Class : 3A : Week - 202470712

Aeasons in Blue are New or have been Change:

Spht Learner Start Date End Date Reason for Absence

2024/07/03] 2024/07 /09| Mo Valid Reason
2024/07/09]2024/07/03|No Valid Reason
2024/07/03] 2024/07 /03| No Yahd Beason
2024/07/09]2024/07 /03| No Valid Reason

4 |4 |4 |4

LD D —



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.

Reasons for Learner Absence from School (3.3.3)

Who Should Marks Attendance? Section 48 A,B

Class - 3A - Week - 202470712

Reasons in Blue are New or have been Changed.

Splt Learner Start Date End Date Reason for Absence

2024/07/09| 202420709 R L -
2024/07/09(2024/07 /09] Access to ransport
2024/07/09|2024,07 /09| Act of Nature |

Appontrent at Court
2024/07/09 | 2024/07/03 Approved as Comorbidity

Attending extra murals
Death of Family Member

£ Ll [P —



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

How Reasons can be used as Codes for capturing
on SASAMS

WORKSHOP COMBINED SCHOOL

1-S - Sick - lliness

LEARNER WEEKLY ATTENDANCE REGISTER 2-Ct - Court Appearance
3-Hs - Hospitalised

From: 2024/07/08 To: 2024/07/12 2024/08/12 ga; - ﬁ%?tgégoﬁ?en&”y

EMIS NO: 445100000

Class: 3A

Mon Tues Wed Thurs Fr1
Learner Name 08/07 09/07 10/07 11/07 12/07 COMMENT
1 1-S
2
2-Ct

3-Hs 3-Hs 3-Hs 3Hs




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.
= Listof all learners

Period Register

Marking Period Attendance Register on SASAMS

education

LollC aLiden
FREE STATE PROVIMNCE



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 ‘[ IS LTSM CAPTURED ] ‘
Committee? __

APPLY LTSM POLICY

U

[ ESTABLISH ONE ]

YES

Congratulations J
SOMEONE MUST BE ACCOUNTABLE FOR

L APPLY LTSM POLICY ‘“‘ 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

education

Deparims ril ¥
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Step 1

Ensure that the following information should be available.

1.Delivery Note

2.lnvoices

3.Books Delivered or Available
4.SASAMS Past Loans - Menu 14.1.18
5.SASAMS Inventory List- Menu14.1.11

%J education
BT 5 1.’..' J Education.
L e FREE STATE PROVINCE




LSM Items: Past Due Loans |14.1.1Bi

[ incl Archived lterms — T Max View —

Y

- :
o o Pt oie Lowww Books previously Allocated to learners or
| 2 == Educators. Print the list _
B I Quantities: _
no |Expected Retumn | ltem Details | Dutstanding
| Issued Loan Details lssued
129p | .. 2024/04/06 | Book: Headstart Mathematics Grade 5 Leamer's Book (ISBN:3780193096233) .| . .. L
2024/04/06 Learner. MOSEA, Sanelisiwe 1
1291 | .. 2024/04/06 _ | Book: Platinum English First Addkional Language Grade 5 Leamer's Book (I5BN:3780636135703) | L
2024/04/06 Leamer. MADUNA, Amohelang 1
1297 | .. 2024/04/06 | Book: Headstart Mathematics Grade 5 Leamer's Book (ISBN:3780199006233) | ___ | .___. L
2024/04,/06 Learner: MOSIA, Lebohang 1
193] -.. 202311430 ___ | Book: Platinum English First Addkional Language Grads & Learmer's Book (ISBN:37806361%710) | LI
2023/01/09 Leamer: TSHABALALA, Karabo [Archived) 1
1294 | - 292311730 _ | Book: Platinum Engiish Fist Additional Language Grade 6 Leamer's Book (ISBN:3760636135710) | L
2023/01 /08 Learner: RAMMILE, Karabo [Archived) 1
1og5 | ... 2023011730 _ 1 Bock: Platinum English Fist ddbional Language Grade 6 Learner's Book (ISEN: 3780636107100 _ 1 LI
2023/01./09 Learner: MOTLOUNG, Rethabile [Archived) 1
1ogg | - 2021170 1 Book: Fistnum Englsh Frst Addbionsl Language Grade B Leamer's Book 1SEN.SFB0RIB1 07100 _ 1 LI
2023/01/09 Learner. RAKHOMO, Kamohelo [Archived) 1
12q7 ... 2023711730 | Book: Platinum English First Additional Language Girade & Leamer's Book (ISBN:3760636135710) | | LN




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

L5M: Reports (14.1.11)

~ LSM: Loan Details [ dncl Archived Items
Type: (¢ Leamers ( Educators ( Staff

Grade: Iﬁrads R w| Class: ¥ | Learmer: i
(¢ Dutstanding Items ¢ Loan History Print |
~LSM: Detail Inventory List [ Incl. Archived ltems —

Type: (& |nventory List per Grade ( Inventory List per Area

Grade: || Print |
| LSM: Inventory Summary per Grade I Incl. Archived ltems -
Grade: I - | Flease note that some LSM Items may be linked to multiple Grades Print |
— and as such may be counted multiple times.
LSM: Print Stock Write-Offs 7 Incl. Archived ltems
Fiter: (+ byDate  byArea
From |2024/08/01 _~| To |2024/08M12 = Print

~LSM: Prnt Blank lssue Form




Books can be printed by grade or all grades

Pt . 2l 8 ——— LI EIARE L —_—
LSM: Reports (14.1.11)
I ~LSM: Loan Details [ Incl. Archived ltems —
Type: (¢ Leamners ¢ Educators
arade: IGracls A LI Class: | j Laamer:l ;I
1 .
(* Dutstanding Item Loan History Print |
~ LSM: Detail Invent [ Incl. Archived Items
Type: (& | List per Grade (" Inventory List per Area
Grade: |Grade 04 |
: LSM: Inventory Summary per Grade [ Incl Archived Items
Grade: Please note that some LSM Items may be linked to multiple Grades :
“ I Al ;I and as such may be counted multiple times. ﬂ‘
LSM: Print Stock Wnite-Dffs [ Incl. Archived ltems
Fiter. & byDate " byArea
From |2024/08/01 _~| To |2024/0813 =] Print |
~LSM: Print Blank Issue Form A
pirt_| cation
Books Inventory
 E PROVINCE


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

Step 2
= Remove Past Loans

»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

j{@é& e-:j ucatiﬂﬂ
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LSM Items: Past Due Loans

2024/08/13
...... Dates: Quantities:
no |E¥pected Retun | Item Detalls | Dutstanding
Issued Loan Details Issued
y |...2024/04/06 | Book: Via Afika Sesotho Puo ya Lapeng Kereti 6 Padiso (ISBN:9761415424469) | LIS
2024/04/06 Learner: MOSEA, Katleho 1
5 |...2024/04/06 | Book: Via Afka Sesotho Puo ya Lapeng Kereti 6 Padiso (ISBN:9781415424469) | L
2024/04/06 Learner MOTAUNG, Tokelo 1
q |...2024/04/06 | Book: ViaAfrika Sesotho Puo ya Lapeng Kereiti 6 Padiso [ISBN-3781415424469) | LIS

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

education

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

LSM Items: Issue / Return (by Item) (14.1.8)

............

I School Subjects Group: | Al j

Area | Al j

Grade & Subject: | A l, I Al

~
Type: (& Books © Others  Category: [ Al =l
Language of Item: | )l LI Search Fields: v

— Search Fields
Partial/Full Title of [tem: Clear |

ISBN quma " Full (s Partial
° Tishers | [l \e

Authors | | Al

GO I

Click on an Item to Select the ltem. Items: | 1 ﬂ _|

- Books View ltem
Core Reader (1)
- Yia Afrka Sesotho Puo ya Lapeng Kereiti B Padiso : Pub: Via Afrika : ISBN: 3781415424469

a lezue / Hetum




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
loa ned LSM Items: Issue / Return (by Item) (14.1.8)

Item: | Via Alnka Sesotho Puo ya Lapeng Kereiti b Padiso : Pub: Via Alnka : ISBN: 9781415424469
Total Stock: | 210 Loans: | 295 Wwhite OIf: ] Avallable: | -85

Mode: (¢ Return ¢ View Full Loan History
Outstanding Loans for this Item: Count:| 295
I *Date Loaned | * Loaned To | Quantity ‘ Retuned | Outstanding |

[ 12024/01/02 Leamer: 1 ] 1
[]2024/M/02  Leamer: 1 0 1
[] 2024/01/02 Leamer: 1 0 1
[] 2024/01/02 Leamer: 1 0 1
[]2024/01/02 Leamer: 1 0 1
202120701 Leamer: 1 0 1
202120517  Leamer: 1 0 1
2021/05A17  Leamer 1 0 1
2021705117  Leamer: 1 0 1 |
202105817 Leamer: 1 0 1
20210517  Leamer 1 0 1
2021/05M17  Leamer: 1 0 1
[T 2021/05417  Leamer 1 1] 1

Click in the check box of ltem(s] to return stock. If an item has been lost or damaged, please include it in the

return quantity and then go to the write off section and

Date of Returnw/nte Off: [ 202420718 LJ [ 2024/0718 remove the item from the system.
Number of items being retumed: |1 v Items have been counted and checked for RETURN Save —




Step 3
Update the quantities of books on SASAMS

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

14.1.1. LSM Subject Areas: Maintain 14.1.11. LSM Reports |

14.1.2. LSM Items: Maintain

Open Menu 14.1.4 for
14.1.4. LSM ltems: Maintain Stock Quantities updating StOCk or Write Off
books.

14.1.6. LSMH Items: Issue / Return [by Persons)

14.1.7. LSH ltems: Issue [by Grade / Subject)

14.1.8. LSM Items: Issue / Return [by Items) 14.1.18. LSM Iltems: Past Due Loans




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

LSM Items: Maintain Stock Quantities (14.1.4)

|V Filters | Max View

I School Subjects Group: | 4] L’
Area | Al |
Grade & Subject: | All j | Al :I |
Type: (& Books ( Others  Category: | Al =~
Language of ltem: | 4 vl Search Fields: [V
~Search Fields
Partial/Full Title of Item: Clear |
ISBM rumber of ltem: |424¢53 " Full ¢ Partial
Publishers | | Al
Authors | [a Go |
Chck on an ltem to Select the |tem. Items: |1— ﬂ _I
- Books Yiew ltem |

~ Core Reader [1
& Via Alnka Sesotho Puo ya Lapeng Kereti b Padiso : Pub: Via Afnka : ISBN: 9781415424469

Stock Quantities

Write Off Stock '




LSM Items: Maintain Stock Quantities (14.1.4)

v Filters I~ Max View

I_-LSM Itermns: Maintain Stock (14.1.4)

Item: | Via Afrika Sesotho Puo ya Lapeng Kereiti 6 Padiso : Pub: Via Afrika : ISBN: 9781415424469 '
Total Stock: | 210 Loans: | 295 WniteOif: | 0 Available: | -85

Lines:| 4 :
Line = Date Added Reqister Uty Added ltem Cost Oty WnteOff WiteOff Cost | Total Cost | Total Item Yalue
1 2023/M/31  750/002 40 12390, ... 0 . 0.00; 4956.00 4956.00
2 2020/06/16  750/002 100 11335, o 0.00; 11335.00 11335.00
3 2015/08/07  750/002 50 B5.79; o 0.00; 3287.50 3287.50
4 2013/05/23  750/002 20 15990, o 0.00; 3158.00 3138.00
c All Books added will show here
Add Stock Quantity —— |
Stock Register: |750/002 Text Books and LSM v| DateAdded |2024/07/10 v || 2024/07/10 L fdd
Qty Added: 120 Cost [Per Item): 156 Totak | 18720.00 Done




Step 4

Assign Books to individual learner -
EASY WAY

v'Print SASAMS Design List on Menu 3.1.6.

v'Issue List to Subject Educator.

v'Tick Learners who received books, or write the Book Number
next to learner.

v'Take the list back to Office.

v'Use Menu 14.1.7 to assign learners book as per list.

jfrﬁ“l“;i ed ucatmﬂ
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Use Blank Column to create Personalised Columns for
Ca ptu ri ng Boo ks. Design Learner List (3.1.6)

[ MultiPrint [ Max View
Template: [ <Mews E‘ Sorting: [Alphabetically E| Grade: | All v

Field Selection
Select additional Columnz (in the order required). Click to Remove [Yellow = Locked).

Blank Column Number
P le ase S AV E t h e Address ‘ Accession Number

Birth Date [Age] Learner Surname

Boarder Leamner First Name
Template for futu re Boarder HNumber Gender

Cell Phone Number »> Blank Column: Book 1
use. Citizenship >> Blank Column: Book 2

Class »> Blank Column: Book 3

Clinic Hospital Account/Ref No

Clinic/Hospital Name
Date Registered
Disabilities

b

Sample Header

Click on Orange Columns to change Caphions. Resize Columns: | Count: 8
c ]
[ o L L @ L E -
] = 5 & E @ & - o ™
7] 1]
= @ £ E® E =z b= = 5 =
5 8 3 8 E ] & <1 o =]
i 2= e = E & @ m m
L

Template: [Ennks Issue-2024 Save View Gnd >> Done ‘ l




U§e this list to mark the learners who received books

Design Learner List (3.1.6)

FREE STATE DEPARTMENT OF EDUCATION

THABO MOFUTSANYANA
Emis No: I

Learner List
2024/08/13

All Grades, Sorted Alphabetically

[ a
[ - .E [ - L @ (- E e —
£ ig 3 £ 3 ] . 2
= 25 [ = ] 5 8 8 ]
z gz 2 a SE Q @ @ @
[
4 82812022 BOHATA Kopano M
5 221-036 BOHLALE Maledi F
6 2247201 BOROTHO Karabo M
7 2020/40 BOTSANE Mpho F
8 220-019 BUTHELEZI Kamohelo M
9 224-05 BUTHELEZI Thabang M
10 2231234 BUTHELEZI Tehepiso F
11 21272022 BUTHELEZI Tshireletso F
12 2020026 CELE Maureen F




Design Learner List (3.1.6)

FREE STATE DEPARTMENT OF EDUCATION

emis No: NN

Learner List

2024/08/13

I School may decide to tick
THABO MOFUT SANYANA

books issued or use the book

number next to each learner
with book.

All Grades, Sorted Alphabetically

- @
= = - O L E e —
£ i E B 23 1, i 2
= 25 s E ] 5 2 8 2
Z gz 3a 5P o] @ @ @
e
- 828/2022 BOHATA Kopano M
5 221-036 BOHLALE Maledi F X
6 2247201 BOROTHO Karabo M X
7 2020/40 BOTSANE Mpho F
8 220-019 BUTHELEZI Kamohelo M X
9 224-05 BUTHELEZI Thabang M
10 2230234 BUTHELEZI Tshepiso F X
1 21272022 BUTHELEZI Tshireletso F X
12 2020026 CELE Maureen F




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

14.1.1. LSM Subject Areas: Maintain 14.1.11. LSM Reports ‘

14.1.2. LSM ltems: Maintain

14.1.4. LSH Items: Maintain Stock Quantities 0 pe 1] M enu 1 4. 1 .7

14.1.6. LSM Items: Issue / Return [by Persons]) ‘

14.1.7. LSM Items: Issue [by Grade / Subject) |

14.1.8. LSM ltems: |lssue / Return [by Items) ‘ 14.1.18. LSH ltems: Past Due Loans ‘

s T —




LSM Items: Issue (by Grade / Subject) (14.1.7)

~ Select Grade/Subject
Grade: |Grade 04 | Subject |Engiish First Additional Language (Gr 04) |
| Available Item(z] to lssue Euunl:|T I
Click in the check box of Item(s] to lssue. Only Items with Available Qty >0 are shown.
Item Available
| 7] Book: South African Dictionary : Pub: Macmillan - ISBN: 0797805451 7 I
[ ] Book: &dventure in the Desert : Pub: Juta and Company : ISBN: 9780702192029 10
"] Book: Dad's Place : Pub: Juta and Company : ISBN: 9780702192036 10
[ Book: Different Villages : Pub: Juta and Company : ISBN: 9780702192043 10
] Book: Making a Choice - Pub: Juta and Compary : ISBN: 9780702192031 37
["] Book: Race to the Finish : Pub: Juta and Company : ISBN: 9780702132104 38
[7] Baok: Mew Successful English Leamers book : Pub: Osford : ISBN: 0195714262 150
[l Book: Platinum English First Additional Language : Pub: Maskew Miller : ISBN: 9780636735697 12
Book: Platinum Enaglish First &dditional Language Grade 4 Leamer's Book : Pub: Maskew Miller Longman [Pty) Ltd : ISBN: 978063... 197

~ lssue Item(s)

Type: (¢ Leamer ¢ Educator ( Staff 9 learmers selected out of 39
Grade: | Grade 04 ﬂ Class: I:I.B. ;l Learner:
Loan Verue: | None |
Quantity Issued: |1
Average Condition of
Items lssued: Average ;I

School's Term 4 ends 2024/12/13
Date Issued: | 2024/02/05 ~| | 2024/02/05  Expected Retun Date:{200412/13 ~| | 202411213




Step 5

= Use Menu 14.1.6 to view full history of learner books.

" Print Individual Books Completed Form, to be sighned by
learner and parent.

= Book numbers can also be added manually.

j{@é& e-:j ucatiﬂﬂ
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LSM Items: Issue / Return Items (by Persons) (14.1.6)

~ Person - iﬂa”me'“*—
Type: (¢ Leamner ( Educator ( Staff

I =
~ Mode
Select: " lssue ( Retun (¢ View Full Loan History ¢ Print lssue Form
4~ Full Loan History Count:)] 21 o

“Date Loaned | * ltem lssued | Retumed | Outstand

2024/04/06 Book: Matural Science and Technology Platinum

2024/04/06 Book: Platinum English First Additional Language Grade 4 Reader
2024/04/06 Book: Platinum Social Sciences Grade 4 Leamer's Book

2024/04/06 Book: Study & Master Lite Skills Grade 4 Leamer's Book

2024/04/06 Book: Yia Afrka Sesotho Puo ya Lapeng Kereiti 4 Buka ya moithuti
2024/04/08 Book: Viva Mathematics Grade 4 Leamer's Book

2024/0215 Book: ditharollo tsa bohle Sesotho Kreiti 4 Buka ya Moithuti

20240215 Book: Platinurm English First Additional Language (Grade 4 Leamer's Book
20240215 Book: Platinurn English First Additional Language Grade 4 Leamer's Book
2024/0215 Book: Platinum Enaglish First Additional Language Grade 4 Learner's Book
2024/0215 Book: Platinurn English First Additional Language Grade 4 Leamer's Book
2024/02415 Book: Platinum English First &ddibional Language Grade 4 Leamner's Book
20240215 Book: Platinur English First Additional Language Grade 4 Leamer's Book
20240215 Book: Platinurm English First Additional Language Grade 4 Learner's Book
2024/0215 Book: Platinurn English First Additional Language Grade 4 Leamer's Book
20240215 Book: Platinum Enalish First Additional Language Grade 4 Reader
20240215 Book: Platinur English First Additional Language Grade 4 Teacher's Guide
20240214 Book: ditharollo tsa bohle Sesotho Kreiti 4 Padiso

2024/02/14 Book: Natural Science and Technology Platinum

20240214 Book: Platinum English First Additional Language Grade 4 Leamer's Book
2024/02/13 Book: Via Afnka Sesotho Puo ya Lapenq Kereit 4 Padiso

— ke et ek el e e ek e el e ek e el e ek ek
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LSM Items: Issue / Return Items (by Persons) (14.1.6)

~Person [ MaxView -
Type: & Leamer ¢ Educator ( Staff

Mode
Select: " lssue ¢ Retun ¢ View Full LoanHistory  * Print lssue Form
~ Dutstanding Loans Euunl:l 10 1
*Date Loaned | * ltem Dustandingj_

Iv] 2024/04/06 Book: Platinurm Social Sciences Grade 4 Learner's Book

[v] 2024/04/06 Book: Study & Master Life Skills Grade 4 Learner's Book

2024/04/06 Book: Via Afnka Sesotho Puo va Lapeng Kereit 4 Buka ya moithut
2024/04/06 Book: Viva Mathematics (arade 4 Leamer's Book

2024/02/15  Book: ditharollo tsa bohle Sesotho Kreiti 4 Buka ya Maithub

2024/02/15  Book: Platinum English First Additional Language Grade 4 Leamer's Book
|v] 2024/02/15 Book: Platinum E nglish First &dditional Language Grade 4 Reader

lv] 2024/02/14 Book: ditharollo tsa bohle Sesotho Kreiti 4 Padiso

2024/02/14  Book: Natural Science and Technology Flatinum

2024/02/13 Book: Via Afnka Sesotho Puo va Lapeng Kereit 4 Padiso

[ R R [ [ — (i — N — N — N — (g —

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

Learner LSM Issue Form

Chck in the check box of Item[s) to be Included in the lssue form.

i Select All

............................

Select Mone | Print I



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. ﬁ:@i Eiffatimﬂ

m FREE ‘S-TI.:\TF IF"H('}"-.'I'*J{I
Emis Officer Form Access Form

4
-t



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

Maintain Users (16.12)

User Prohile Filter 1~ Selected Users
DR || | O Level | | Login / Name:
I~ Click on a User —User Details
o All {* Current " Archived ** Required Data
Linked to: | Nothing v
Annak (L3) I J
| “* Sumame: |

Berlinahi [L3)

** Eirst Names:

BongekileM [L3) 1st Mame and 1st letter(s) of each word of Surname

and if required a Nurmber.

**= | ogin Mame: [
Dikeledil [L3) User Profile: |

;I Usged to azsign nghts
in the system.

Dimakatzoh [L3)

Dinec L3 Please use and complete

Ditabakd [LE)

FikileM (L3) these fOI’mS

Goitsimangtd [L4)

sinisisiniviuinivie

HlaudiM IL3) Note, ‘U ights” agé now set under ‘User Profiles” "System Rights' tab.

Users with Level less
than your user level [8).

ition

TOVINCE

g
o~ ¥

Add Print EMIS Dfficer Form | Print Ulser Application Farm Done |




FINANCES UPDATE

= ALL schools are trained on capturing the finances.
= Schools capturing on finances is not satisfactory.

What is the big Problem??

j{@é& e-:j ucatiﬂﬂ
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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.
&gfrﬁﬂ% education
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What is Coming soon on SASAMS

v"New Modules on SSE and SIP:
Module 10 reserved for these modules.
v'"NSNP is still under development it is not yet final.

aos “:—%J education
fES - ;‘ . :_.::hl.l.l:.l:::";;” = .




Thank You

education

Depariment of
Educatisn

FREE STATE PROAVIMNCE
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