
How to capture Provincial Common Paper for Grade 3 

Step: 1 

Open Programme of Assessment on Menu 12.3.11 and select grade 3 and subject. 

Step: 2 

- Click Add New Task 

 

Step: 3 

Add description, Type (Common Test), Date, Common Test and Raw Total ONLY. Then SAVE 

 

 

 

 

 

 

 

 

 



 

STEP 4 

Once the Common Paper has been added, then Click Weight and Validate. 

 

STEP 5 

Please Click Save/Validate, NOTE: DO NOT AUTO-CALCULATE 

 

PLEASE NOTE: 

- This Common Paper is not replacing formal assessment Task for learner report and is not part of the SBA. 

- DO NOT Auto Calculate as this will reflect the negative numbers, which will affect the calculation of the 
SBA mark if the weightings are fixed. 
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