
EDUCATION MANAGEMENT INFORMATION SYSTEM 
How to export and Import marks using SASAMS spreadsheet 

Guideline 

 

The following guideline is the for. 

• Improved electronic capturing of marks.  

• Beneficial for faster and more accurate capturing of marks at own time. 

• It is paperless and can save on printing of empty record sheets. 

• Forget Password???? No need to user username and password. 

Exporting marks sheets to excel for capturing marks electronically without login the SASAMS (offline) capturing marks at the most 
suitable time, and place even at home. This method of capturing off-loads the system from jamming. It is more user-
friendly to areas where electricity is the problem for connected computers, one computer with database can do. This 
system is much faster to import the marks and save for reports. 

 

How to use the Export and Import functionality in SASAMS? 

STEP 1: Firstly, ensure that security is switched on Menu 16.13. 

- Assign users (admins) the rights to export and import marks in Menu 16.11 
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- The two additional taps will be activated, Menu 12.3.12.1 and 12.3.12.2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STEP 2 

- Ensure that total and dates for tasks are updated as they cannot be changed once import has been carried. 

- All tasks for the term should be opened before importing the record sheets. Click change Task Status to open 
the tasks. 

 

Update Tasks Dates Date 
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STEP 3: 

Create a folder on the desktop: e.g MARKSHEETS Term 1 -2022 

Click on Menu 12.3.12.1 to Export Mark-sheet to Excel to the created folder 
 

 

STEP 4; SELECT THE FOLDER, GRADE, CLASS, SUBJECT, TERM FOR THE MARK-SHEET, then 

click EXPORT 
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STEP 6: Now copy the file into the memory stick and give to subject teacher for 

entering marks on excel file. 

 

 

STEP 5: Rename exported marksheet by right click and add only class name before .xls 

Mark-sheet name screen will then appear, Please do not rename the mark- 

sheet except adding class name before .xls, e.g A for 7A 
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STEP 7: Educator will enter marks on excel mark-sheet, please put (-1) if learner was 

absent with valid reason. DO NOT LEAVE ANY BLANK SPACES, then Save marks. 
 

STEP 8: IMPORTING 

Marks will be imported the same way the mark-sheet was exported. 

- Click on item 12.3.12.2 to import 

- Browse from the memory stick after and click on the file you want to import. 
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pick the correct file from the memory stick, do not worry about other files in 

the stick, then select the file to be imported. 

STEP 9: Select the folder FROM memory stick where the file is available, the system will 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Now all the changes will appear in RED on the system, click IMPORT and follow 

the normal processes after capturing marks. 

 

 
STEP 10: Click IMPORT BUTTON (yellow) 
 



EDUCATION MANAGEMENT INFORMATION SYSTEM 
How to export and Import marks using SASAMS spreadsheet 

Guideline 

 

STEP 11:  

Once marks are imported go to Menu 12.3.12.11 (Marks imported will appear) and save if 
there are any marks in RED 
 

 
 

Please note: 

- Mark-sheet can only be imported once. 

- Marks still need to be controlled by HOD. 

- Empty mark-sheet may not be printed for capturing marks. 

- Educator may print from excel mark-sheet for HOD signing. 

- Administrators may import marks after HOD approval. 

END 
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