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The following guideline is the for.

e Improved electronic capturing of marks.
e Beneficial for faster and more accurate capturing of marks at own time.
e Itis paperless and can save on printing of empty record sheets.
e 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

Maintain User Pofiles (16.11)

Click on a User Profile Selected User Profile |
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- The two additional taps will be activated, Menu 12.3.12.1 and 12.3.12.2
12.3.12.11. SBA Results - Capture
12.3.12.2. Admin: Import SBA Results from Em:el‘/l 12.3.12.12. SBA Results - HOD Verification I
12.3.12.13. SBA Results - Principal Verification I
12.3.12.15. SBA Results - Print |
12.3.12.16. SBA Results - History I
P T s | T
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.

School Based Assessment for 2016 (12.3.11) /

Update Tasks Dat

//

/]
(Grade:[Grade 07 | Subiect: [Economic M7{37érnent Sciences (Gr 07) | I MaxView
/] /
/ /
‘ : Include Add New Tasks I
St . Ci | P ; aw Tem | SBA
Task Description (English) |Activity| Topic | Planned [vasoigs| inSBA .
Tem [Yellow = Formal Task) Sta est/ Count | Count| Date ask| Weight Year Weht Edit|l ask
- Task Total| % Mark %
Term1 |1 (Assignment) - Formal [ No 0 | 1 J2016/02/25] 20 | 40.00 | Yes | 8.00 Delety Task |
Term1 |2 (Control test) - Formal Ope Yes 0 1 |2016/03/16] S0 | €0.00 | Yes | 12.00
Term 1 Totals:| 80 |100.00 Weights 4 alidation
Term2 |3 (Case study) - Formal Closed| No 0 1 |2016/06/21] 30 | 40.00 | Yes | 16.00 =\
Term2 |4 (Mid-year examination) - For| Closed| Yes 0 1 |2016/06/21] 75 | 60.00 Change Task Status I
Term 2 Totals:| 105 |100.00
Term3 |5 (Project) - Formal Closed| No 0 1 |2016/07/21] S0 | 40.00 Mark Capturing Status I
Term3 |6 (Control test) - Formal Closed| Yes 0 1 |2016/08/24| 100 | €0.00
Term 3 Totals:| 150 |100.00 Calandar View I
Termé |7 (End-of-year examination) - | Closed| ves | o | 1 [2016/1121] 150 [ 8000 | No |
SBA Year Mark - Convert Marks using Weight: 40% 0 | 40.00
Term 4 Totals:| 150 | 100.00 Common Tests/Tasks I
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STEP 3:
Create afolderonthe desktop: e.g MARKSHEETS Term 1 -2022

Clickon Menu 12.3.12.1 to Export Mark-sheet to Excel to the created folder

SA,SAMS : School Administration and Management System
12.3.12. MAINTAIN SBA RESULTS

£

12.3.12.1. Admin: Export SBA Results for Excel Capturing % 12.3.12.11. SBA Results - Capture

12.3.12.2. Admin: Import SBA Results from Excel

—— =SSR

12.3.12.12. SBA Results - HOD Verification

12.3.12.13. SBA Results - Principal Verification

12.3.12.15. SBA Results - Print

12.3.12.16. SBA Results - History

<< Maintain School Based Assessment Menu |

SA-SAMS : Department of Basic Education - South Africa
Loagin: Administrator (8] Marks Security: On About | EXIT I

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

click EXPORT
Admin: Export ZBA Results for Eyfel Capturing (12.3.12.
I~ Max View

ebone\D esklop\MARKS}(E T5-2016 / /
Grade: |G(ade 07 vI Subject: |Econo ic Management Sciﬁes (Gr 07, LI
Class: |74 v | OR Sulfject Group: | ;]
v

Term: |Te1m 1-2016/01/13 - 2016/03/1

Learners: | 179

Term 1 - 2016/01/13 - 2016/03/18 TASK] TASK] -
Economic Management Sciences (Gr 07) TASKS 1 2 L}
Grade: 7A, Class: 7A
Capturing Marks in Excel:
Only change Marks, any other changes will render the Activities
File unusable for importing back in SA-SAMS.
Marks: -1 = Absent Total Mark 30 50
Date 2016/02/25 | 2016/03/16

No Acc No  |Learner Gender T1 T2

1 0160204 |GUMBI, Sibongakonke Female

2 0110234 |KHAILE, Lomile Female

3 0160208 |KHAMPEPE, Mokhethi Male

4 0081458 |KORTMAN, Thabiso Male

5 0160191 [LEHULA, Thabiso Male

6 0081285 |LEKHOANA, Mpho Male

7 0160196 |LEKITLANE, Bonolo Female

8 00900121 [LEOMA, Katieho Female

9 0160190 |LESESA, Manini Female X
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Mark-sheet namg screen will then appear, Please do not rename the mark-
sheet exceptrra}’d'kng class name before .xls, e.g A for 7A

I~ Max View

|c:\Lke.s‘oesktop\MAnQ-|EETs-zms

AN
N\,

Grade: lG:adeD? b - N\ 5 |

User Question?

1 Export & Spreadsheet Fo ing was Successful. "
File: SASAMS_eSBA_44510888_20160309_2011_Term1_Gr7_EMS7.xls

Please note:

1. Do not rename the File

2. Do not make any other changes in the file besides capturing Marks
3. Do not make any changes in SA-SAMS that relates to these Marks.,
Any deviation of the above will render the File unusable for importing
back in SA-SAMS.

Open Export Folder ?

Yes | No I

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

STEP 6: Now copy the file into the memory stick and give to subject teacher for
entering marks on excel file.

=y vy

e View

& Cut x @ T New item ~ @ open - HHselectall

W] Copy path « ‘f:] Easy access ~ E‘]’ Edit -5 Select none

- Move Copy  Delete Rename  New Properties g ;

[#] paste shortcut T % 2 Folaar o o Hfstory EEJ Invert selection

Organize New Open Select
This PC > Local Disk (C:) > Users > illisbome > Desktop > MARKSHEETS-2016 v O
2 Name { Date modified Type Size
y
SASAMS_eSBA 445100088_20160309_2011_Term1_Gr7_EMS7AxIs 2016/03/09 8:11 PM  Microsoft Excel 97... 66 KB

< by Exporting and
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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.

H - S SASAMS_eSBA_445109043_20160309_2011_Term1_Gr7_EMS7Axls [Compatil
HOME INSERT  PAGE LAYOUT FORMULAS  DATA REVIEW  VIEW

$oo o e |===(9 [Ewaren :
=g Copy ~ -
Paste l% P ~ . B I U ‘ EE] | H- A = = = | & 3= | =] Merge & Center % » | %2 g0 | Cond 1'9na
ormat Painter Formatting
Clipboard m Font Alignment Number
H11 i X v fe] 13
Term 1. 2016/01/13 - 2016/03/18 WA BER
Economic Management Sciences (Gr 07) TASKS 1 2
Grade: TA, Class: TA
Capturing Marks in Excel:
Only change Marks, any other changes will render the Activities
File unusable for importing back in SA-SAMS.
Marks: -1 = Absent Total Mark 30 50
Date 2016/02/25 | 2016/03/16
No Acc No Learner Gender T T2
1 0160204 Female 20
2 0110234 Female 15
3 0160208 Male 10
4 0081458 Male 13
5 0160191 Male Please enter a Whole Number:
6 0081285 Male from -1 (Absent) to 30
7 0160196 Female
8 00800121 Female
9 0160190 Female
10 0160205 Male
1 0110329 Female
12 0090147 Female
13 0160211 Female
14 0090027 Female
« Task Assessments (©) ]

STEP 8: IMPORTING
Marks will be imported the same way the mark-sheet was exported.

- Click onitem 12.3.12.2 to import

- Browse from the/memory stick after and click on the file you want to import.

SA-SAMS : School Administration and Management System
12.3.12. MAINTAIN SBA RESULTS

12.p.12.1. Admin: Export SBA Results for Excel Capturing I 12.3.12.11. SBA Results - Capture |

7123122, Admin: Import SBA Results from Excel él 12.3.12.12. SBA Results - HOD Verification |

12.3.12.13. SBA Results - Principal Verification |

12.3.12.15. SBA Results - Print |

12.3.12.16. SBA Results - History |

<< Maintain School Based Assessment Menu |

SA-SAMS : Department of Basic Education - South Africa
Login: Administrator [8) Marks Security: On
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STEP 9: Select the folder FROM memory stick where the file is available, the system will

pick the corréct file from the memory stick, do not worry about other files in
the stick, theh select\the file to be imported.

Admin: Import SBA Res\lts from Excel (1 23\\<)
\ I~ Max View
Folder: Imh'\Dmtup\MAHKSHRETSQms
File: =l
SA5AMS_eSBA_445109088 20160309 _2011_Terml_Gr7_EMS7A Hs I

TASKS

Capturing Marks in Excel:
Only change Marks, any other changes will render the Activities
File unusable for importing back in SA-SAMS.

Marks: -1 = Absent

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)

Admin: Import SBA Results from Excel (123.122) \
\ I~ Max View
Folder: |p:wsens\“\omop\mnKSHEETs-zms \
File: [SASAMS_eSBA_4451(BIME_201 80309_2m1_Tetm1_GIT_Eh\S?A:ds ~|
‘| Changes: Leamers: | 179 |
Term 1 - 2016/01/13 - 2016/03/118 TASK| T -
E i g t Sci (Gro7) TASKS 1 2
Grade: 7A, Class: 7A
Capturing Marks in Excel:
Only change Marks, any other changes will render the Activities
File unusable for importing back in SA-SAMS.
Marks: -1 = Absent 30 50
16/02/25 | 2016/03/16
T T2
1 0160204 Female
2 0110234 Female
3 0160208 Male
4 0081458 Male
S 0160191 Male
5 0081285 Male
7 0160196 Female
8 | 00900121 Female
9 0160190 Female
10 0160205 Male
11 0110329 Female
12 | 0090147 Female
13 | 0180211 Female =
Import Done I
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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

SBA Results - Capture (12.3.12.11)

| Marks Security: On. Grades/Subjects/Classes selection restricted as per your administrator. H-i Max Viewt
Grade: IGrade 07 vI Subject: IEconomic Management Sciences (Gr 07) ZI

Class: |7A _v| OR Subject Group: [ El Go |
Term: |Tem : 2016/01/13-2016/0318 | Sorting: IAlphabelical vl

Subject Total: | 80  Leamers #: |179

o ic Manag P (Gr 07) ITASK 1 ITASK 2
Class:7A TASKS -
Term1 : 2016/01/13 - 2016/03/18
Status Open Open
Activities
Weighting 40 60
Marks: -1 = Absent, -2 = Not Captured I Total Mark 30 50 TOTAL
Include in SBA Year Mark Yes Yes Weighted Tgm Ll
Term | Teml Term1 Mark -

/Date | 2016/02/25 | 2016/03/16 _
No | Acc No [Learner Gender T1 T2 i 100
1 0160204 I Female 20 26.67 66.67 i
2 0110234 Female 15 20.00 50.00 4
3 0160208 Male 10 13.33 33.33 2
4 00814538 Male 13 17.33 43.33 3
5 0160191 Male -1.00 -1.00
] 0081285 Male -1.00 -1.00
7 0160196 Female -1.00 -1.00
8 0030012 Female -1.00 -1.00
9 0160190 Female -1.00 -1.00
10 0160205 Male -1.00 -1.00 v
WeightingInfo |  Levels | Exportto Excel | Piint gid for mark entty | Print with marks Save Done

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

Compiled by Tl Lebone for EMIS
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