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Manual compiled for 

PencilBox version 9.09.0003 or Later
INTRODUCTION

The Education Department now requires all South African schools to submit specified information about their school and their learners to LURITS (Learner Unit Record Information and Tracking System).  By looking at Appendix A and B, you will see what information is to be captured and whether it is compulsory.  Some of the data required to generate the LURITS files is already available within PencilBox, in other instances Additional Fields will need to be created to capture new data.

The above version of PencilBox contains the functionality to generate the LURITS files by linking the LURITS fields to the Standard Fields and to Additional Fields on both the Family/Parents/Learners screen and Staff screen.

REQUIREMENTS
· PencilBox version 9.07.0011 or later – download and install this version of PencilBox.

· LURITS Interface – this will be available as a result of the installation of PencilBox version 9.07.0011 or later.

CHECKING STANDARD FIELDS FOR LEARNERS, PARENTS AND STAFF
Standard fields refer to the fields found on the Learner Details, Parent Details and Family Details screens in Family/Parents/Learners and on the Detail screen in Staff.  Some of the Standard fields have been used to supply information to LURITS.  Therefore it is necessary to check that the information entered in these Standard fields is correct.  In addition to this it is critical that each of your Staff members have a Home Campus otherwise Staff will not export in Step 7.  The following Standard fields have been used:
	 Learner Details
	 Parent Details
	 Staff Detail

	Surname
	ID Number
	Surname

	First Names
	ID Number 2 *
	First Names

	Gender
	H Address Line 1 (LURITS field StreetName)
	Title

	ID Number *
	H Address Line 2 (LURITS field Suburb)
	Gender

	Date Of Birth
	H Address Line 3 (LURITS field TownCityID)
	ID Number **

	Date Admitted
	H Postal Code *
	Date Of Birth

	Immigrant
	 
	Date Admitted

	Race
	 
	Telephone (H) *

	Disability
	 
	Cell Number *

	Home Language
	 
	 

	Language of Instruction
	 
	 


* Although these Standard fields are used to supply information to LURITS, they are not compulsory.  This means that the LURITS Export will not fail if these fields do not contain information.
** Each Staff’s ID Number must be correctly entered as this is the number used by LURITS to reference the staff at your school.
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STEP 1: CREATING & UPDATING STAFF DIVISIONS

Please ensure that you have at least PencilBox version 9.09.0003.

1. Go to General / Maintenance / Staff Divisions.

2. If there are no divisions created, create these for the school, e.g. ADM – Administration; ACA – Academic; SUP – Support staff; COA – Sports coaches; GRO – Ground staff.

3. Tick the Lurits block for the Academic staff only.  (The default will tick every division – untick the relevant non-academic divisions.)  
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4. If there are divisions already, simply untick the relevant non-academic divisions.

5. Go to General / Staff Members.

6. Ensure that every staff member is allocated a staff division.  Click on Change and allocate a Staff Division using the drop down menu.

STEP 2: CREATING THE LURITS ADDITIONAL FIELDS
Following Step 3 will create many of the Additional Fields required to capture LURITS information.
1. Go to General / Maintenance / Additional fields.

2. Select Tables option on the top left.
3. Select the Table Details tab and click on the Lurits button.  Click Yes to Create all the tables required for LURITS.
The tables that are created all start with “L” followed by “A” for all, “E” for educator or “L” for Learner.
4. Select the Learner Fields option on the top left and click on the Lurits button.  Click Yes to create all the add fields required for LURITS.
The fields that are created all start with “LL”.
5. Select the Staff Fields option on the top left and click on the Lurits button.  Click Yes to create all the add fields required for LURITS.
The fields that are created all start with “LE”.
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6. Click on Exit.

7. Go to General / Special Functions / Update/Repair Tool and click on Go to create all missing Additional fields.

8. Return to General / Maintenance / Additional fields and select the Learner Fields option.

9. For each of the LURITS fields listed below:

a. Select a Default Value from the dropdown box and click on Save (e.g. select the Additional Field Deceased Parents and select the Default Value ‘No Parents Deceased’).
b. Click the Fill Empty Values button – this will give every learner who hasn’t already got a manually captured entry, the default for the particular Additional Field.
c. Go to General / Family/Parents/Learners and select any learner who should have a different entry to the default value set for the particular Additional Field.  Click on the Additional Fields tab of Learner Information and click on Change.  Select the correct entry from the Additional Field dropdown box and Save (e.g. if a learner’s mother has passed away, then select that learner, and select ‘Mother only Deceased’ for the Additional Field Deceased Parents). 
(Note:  The Learner Export is very useful in checking this information.)
	Field Code
	Description
	Possible Default

	LLDP:LLDP
	Deceased Parents
	No Parents Deceased

	LLIS:LLIS
	Learner inclusion status
	1 – Mainstream

	LLLB:LLLB
	Learner boarding
	3 – No

	LLPP:LLPP
	Pre primary program
	1 – Formal (Can Leave Blank)

	LLPR:LLPR
	Pre-gradeR Class status
	Pre-GradeR (SGB / R3) (Can Leave Blank)


10. Select the Staff Fields option and repeat the above points a-c for each of the LURITS fields listed below:

	Field Code
	Description
	Possible Default

	LEDA:LEDA
	Duration of appointment
	1 – Full time

	LEDS:LEDS
	Disability status
	7 – None

	LEER:LEER
	Remuneration
	1 – State

	LEHL:LANG
	Home Language
	ENG – English

	LENA:LENA
	Nature of appointment
	1 – Permanent

	LEPC1:LEPC
	Actual personnel categories
	4 – Educator

	LEPC2:LEPC
	Acting Personal Categories
	Leave Blank

	LEPG:RACE
	Population group
	WHI – White

	LEPL:LEPL
	Post Levels
	1 – Educator

	LEQC:LEQT
	Qualification category
	3 – Professional degree

	LEQT:LEQL
	Qualification type
	14 – REQV 14 (Matric + 4 years training)

	LETL1:LETL
	Teaching level 1
	Dependent on school

	LETL2:LETL
	Teaching Level 2
	Leave Blank

	LEYExp
	Years experience
	No Default available


STEP 3: CREATING THE LURITS TABLES
Following this step, will create all the entries required by LURITS for Race, Disability, and Language.

1. Go to General / Maintenance / Tables.
2. Select the Race tab and click on the Lurits button at the bottom, middle of the screen to create all the entries required for LURITS.
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3. Click on the Disability tab and click on the Lurits button to create all the entries required for LURITS.  Use the steps in the Tip above to remove duplicate disabilities or to allocate a school defined disability to Other – 19 is the Lurits Value for the disability Other.

4. Click on the Languages tab and click on the Lurits button to create all the entries required for LURITS.  Use the steps in the Tip above to remove duplicate languages or to allocate a school defined language to Other – 13 is the Lurits Value for the language Other.

STEP 4: SETTING UP GRADES/REGISTER CLASSES

1. Go to General /Maintenance / Grades/Register Classes.

2. Select the Grade Details tab.

3. Fill in the Lurits Code for each Grade according to the following table:

	Lurits Value
	Grade

	1
	Pre-Grade R

	2
	Grade R

	3
	Grade 1

	4
	Grade 2

	5
	Grade 3

	6
	Grade 4

	7
	Grade 5

	8
	Grade 6

	7
	Grade 5

	8
	Grade 6

	9
	Grade 7

	10
	Grade 8

	11
	Grade 9

	12
	Grade 10

	13
	Grade 11

	14
	Grade 12


STEP 5: CREATING THE REPORTS

The Reports created in this step, enable you to link the specific fields required by LURITS to the corresponding information in PencilBox – in other words you are telling the LURITS field where to go in PencilBox to find the required information (the information can be located in PencilBox because of the previous steps or because of existing standard PencilBox fields).  Appendix A gives the list of LURITS Fields and Values.  
Once the Reports have been created, the links for all compulsory fields will also be in place.  Some of the LURITS fields that are not compulsory at this stage have been set to <None> - in other words, there is no link to the information in PencilBox or to any value and therefore the information will not be sent through to LURITS.  Some of the links setup on creating the Reports, will not need to be adjusted e.g. the link from the LURITS field LearnerSurname to the location of the Learner’s Surname in PencilBox – the Standard  field Surname.
However, depending on the nature of your school, some of the links may need adjusting e.g. the LURITS field NutritionProgrammeID  (wanting to know if the learner benefits from the Primary School Nutrition Programme) has been linked to the value “No” for every learner – if this information is known, you may wish to create an Additional Field to capture it and then link the LURITS  field to it (this process will be described in more detail in the following steps).
1. Go back to General / Maintenance / Additional fields.
2. Click on the Reports button at the bottom of the screen.

3. If there are any reports that already exist, delete them first by clicking on the Delete button at the bottom right of the screen – the Reports drop-down box at the top of the screen should contain no information.  This must only be done once, on the initial setup.
4. Click on the Setup button at the bottom left of the screen to create the two LURITS definitions – LE-Lurits (Educator) and LL-Lurits (Learner) will now be visible in the Reports drop-down box at the top of the screen.
5. Select the LL-Lurits (Learner) from the Reports drop-down box at the top of the screen:
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The following columns are visible:
· Code:

The code required by LURITS
· Interface:

The fields required (and as named) by LURITS.

· Description:
A description of the LURITS field in the Interface column

· Comp:

The box will be ticked if it is a compulsory LURITS field.

· Table:

The screen in PencilBox which will supply the required LURITS information.  The available Tables to choose from the dropdown list are:
F – Family



(provides list of standard Family fields)
FA – Family add fields

(provides list of Family additional fields)
P – Parent



(provides list of standard Parent fields)
PA – Parent add fields

(provides list of Parent additional fields)
L – Learner


(provides list of standard Learner fields)
LA – Learner add fields

(provides list of Learner additional fields)
Y – Learner years


(provides list of Learner Grade Year info)
T – Static value 


(used if the same value as defined in the field column is          





to be given to all learners)
S – Staff



(provides list of standard Staff fields)
SA – Staff add fields

(provides list of Staff additional fields)
Note: Standard fields refer to the fields found on the Learner Details, Parent Details and Family Details screens in Family/Parents/Learners and on the Detail screen in Staff.  All Additional fields can be found on the relevant Additional Fields tabs of Family/Parents/Learners or Staff.
· Field:

The field on the chosen screen in PencilBox that will be linked to (and that can supply the correct information for) the LURITS field specified in the Interface column

6. The LURITS field in Row 001 is LearnerSurname.   The Table selected in the Table column is L – Learner as this is the screen where the Learner’s Surname is stored in PencilBox and the Field that is selected in the Field column is System003 – Surname.  Check each row to ensure that the correct Table in the Table column and the correct PencilBox field in the Field column has been selected.
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7. Select the LE-Lurits (Educator) from the Reports drop-down box at the top of the screen.  Similarly check each row to ensure that the correct Table in the Table column and the correct PencilBox field in the Field column has been selected.
How to create additional fields and link the LURITS field to this field
(We have used Secondary Barriers to Learning 1 as an example )
1. Go to General / Maintenance / Additional Fields.
2. Select one of the options Learner, Parent, Family or Staff to determine where you want to create the field – in this case select Learner.
3. Click the Add button.  

4. Enter the Field Code of at least three uppercase letters (e.g. SBL1).   

5. Enter the Description, this will display as a label for the new field (and should be user-friendly e.g. Secondary Barrier to Learning1).  Tab to Friendly name to fill in the same description.
6. The Field Sequence sets the order in which fields are displayed, which is important when there are many fields.  An error will occur if the Field Sequence is blank.  (If you do not wish to specify a sequence, it can be left as 0.)
7. Select the relevant Field Type – in this case System Table - Disability.  This is important and relates to the type of information to be captured.  The following field types are available:

· Character refers to information that you are capturing, telephone numbers, names etc.  Any data can be entered, e.g. alphabet characters, numerical digits, punctuation characters etc.

· Date refers to capturing a date (e.g. Date of Registration). The data will only be accepted if it is a valid date.

· Number refers to capturing a number. Only numerical digits can be entered. 

· Yes/No creates a mini dropdown list with only Yes and No options.

· Tables will bring up a list of the tables that you or PencilBox have created. 
8. Mandatory – if ticked, this prevents an edited/new record from being saved if the field is not filled in. If ticked, then ensure that a Default Value is specified.

9. Click on Save before setting the Default.

10. Reselect the Additional Field you created – SBL1.  Default Value is used mostly in Yes/No and Table field types, where you can choose the most commonly used item to appear when a new record is created.  You can also choose No Default – in this case select NON-None or select the most common Secondary Barrier to Learning 1.
11. Click on Save.
12. Go to General / Special Functions / Update/Repair Tool and click on Go to ensure that additional field records are properly created for every learner.  Click on Exit.
13. Return to General / Maintenance / Additional Fields.  Select the Learner option and the Additional Field you created – SBL1and click on the Fill empty values button – this will fill in the default value in the Additional Field SBL1 for every learner.
14. Go to General / Family/Parents/Learners and select any learner whose Secondary Barrier to Learning 1 is different from the default value set for the Additional Field SBL1.  Click on the Additional Fields tab of Learner Information.  Click on the Change button and select the correct disability from the Secondary Barrier To Learning 1 dropdown box.  Click on Save.
(Note:  The Learner Export is very useful in checking this information.)
15. Return to General / Maintenance / Additional Fields and click on the Reports button.  Select the LE-Lurits (Learner) from the Reports drop-down box at the top of the screen.  For the LURITS field SecondaryBarriersToLearning1ID select LA – Learner add fields in the Table column and SBL1-Secondary Barrier to Learning1 in the Field column.  Click on Save.
 SHAPE  \* MERGEFORMAT 



STEP 6: COMPLETING INSTITUTION CAMPUS INFO

1. Go to General / Maintenance / Institution/Campus.

2. Select the Campus tab and select a Campus from the Campus box on the left.
3. Click on the Lurits button at the bottom of the screen:
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Note:  The EMIS number and EMIS Province fields are extremely important.

4. Refer to Appendix B for LURITS values and compulsory fields and fill in the relevant information.

5. Repeat for any other campuses you may have.  
Note:  If you have more than one Campus, but your school is registered as only one Campus, simply repeat the information for all your campuses.
STEP 7: LURITS INTERFACE

The LURITS Interface will create the necessary files required for LURITS.

1. Click on Start / All Programs / PencilBox School Administration / LURITS Interface.
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2. The following message appears, if a new version of LURITS Interface has been installed.  Click Ok and the following window will appear:
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3. Select a Campus from the Campus dropdown box.

4. The Stats section will give the following information: [image: image12.png]#5) LURITS Interface : Ver 1.000059
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5. Flag the options as shown in the picture above.  (Export Learner Promotion will only be used at the end of the year as requested by LURITS.)
6. Click on the Export button to verify the information setup in PencilBox for LURITS.
7. If there is an error, a message box will indicate what it is.  Return to PencilBox and correct the error.  

8. Go back to the LURITS Interface and click on the Export button again.  Repeat points 7-8 until the files are verified.
9. In order to verify the information setup in PencilBox for LURITS for all learners, remove the flag from Top Ten while keeping the flag on Create verification files only?  Again click on the Export button and repeat points 7-8.

10. To send to LURITS, please refer to the Sending to LURITS notes.
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TIP: If there are many learners without data for the Standard fields - Race, Disability, Home Language, and Language of Instruction, then:


Go to General / Maintenance / Tables and select the Races tab.


Select the most common race in the school from the list on the left, set it as the default by clicking on the Default checkbox, and Save.


Click the Fill Empty Values button – this will give the default value to every learner who hasn’t already got a manually captured entry for the Race field.


Go to General / Maintenance / Family/Parents/Learners and select any learner who does not belong to the Race group set as the default.  Click on the Learner Details tab of Learner Information and click on Change.  Select the correct entry from the Race dropdown box and Save.  �(Note:  The Learner Export is very useful in checking this information.)


Repeat the above steps for the Disability and Languages tabs.








TIP: LURITS only requires information on academic staff – the rest of the staff will be omitted from the information sent to LURITS.





TIP: You must create the LURITS tables first before creating the LURITS Learner Fields and LURITS Staff Fields.  Should you try to create the latter fields first a message will appear instructing you to create the tables first.





TIP: A duplication will occur if a Race Group has already been in use, with a different code to that of the LURITS entry that has been created (and they are equivalent groups) – e.g. the school’s Race Group is AFR – African and the Lurits Race Group is BLA – Black African.  To remove the duplication:


Click on the school’s Race Group e.g. AFR – African and click Delete.  The following message will appear:


�





Click on Yes.


Select from the drop-down list the item to move records to e.g. BLA – Black African.


Click Move – all learners who previously had been allocated the Race Group AFR – African will now be BLA – Black African.





If a Race Group is in use which is not one of the lurits Race Groups then the Lurits Value will be X (select the Race Group and look at the information on the right).  Should you wish to retain the school’s Race Group, change the Lurits Value of this Race Group to 5 (5 being the Lurits Value for the Race Group Other).





TIP: See Appendix A for a list of LURITS Field Names and Values.





TIP: 1. All compulsory LURITS fields need to have a PencilBox field attached.  For those compulsory fields for which it is unlikely that the school has information captured, the Table chosen in the Table column is T-Static value – this will fill in a specific value from the Field column for every learner without linking to any Standard or Additional Field. No data then needs to be captured for that item of the report.  The value in the Field column will be equivalent to “No” or “None” e.g. the value in the Field column for the Lurits field NutritionProgrammeID  is “0” which in Appendix  A is equivalent to “No”; the value in the Field column for the Lurits field SecondaryBarriersToLearning1ID is “22” which in Appendix A is equivalent to “None”.  Should this information be known and you wish to capture it, it will be necessary to create an Additional Field into which the information can be captured and then link the LURITS field to it.


2.  Similarly, for non-compulsory fields which have been set to <None> (i.e. the information is not being sent through to LURITS), should you wish to capture the information and send it to LURITS, it will be necessary to create an Additional Field into which the information can be captured and then link the LURITS field to it.  If the Additional Field already exists, it would simply be necessary to select the correct Table in the Table column and the correct PencilBox field in the Field column e.g. many schools have the SACE number of their Educators captured in General / Staff Members – Additional Fields tab.  (Note:  The Convert to Table button on Learner Fields and Staff Fields options of General / Maintenance / Additional fields can be very useful in tidying up a field that has Field Type set to ‘Character’.)


(Examples of how to create Additional Fields follow.)





TIP: You should have no need to create any tables for the purposes of LURITS, but should it become necessary, a table can be created as follows:


Select Tables from the options in the top left.


Existing tables are listed in the long panel on the left.  To create a new table, select the Table Details tab and click on the Add button at the bottom right.  Enter a Table Code and Table Description (e.g. MARS - Marital Status).  Click on Save.


The new table will appear in the list on the left – select the new table, and select the Contents tab.


To add items to the table, click on the Add button at the bottom right.  Enter a Field Code, Description  and Lurits value(e.g.M – Married, D – Divorced etc.)





Note: When creating a Table, it is necessary to exit from the Additional Fields screen, and then re-enter the screen to update the list of Tables in the Field Types dropdown list.





School’s EMIS Number





The number of new learners/staff being submitted to LURITS





The number of learners/staff already submitted to LURITS whose information has changed





The number of learners/staff already submitted to LURITS who have left





TIP: The Export button will be inactive if the LURITS Interface is waiting for feedback files – i.e. files have already been exported to LURITS and not yet returned.  This will be indicated by a number to the right of the Stats section.  If you hold your mouse over the number then a tooltip will appear indicating as such:


�





TIP: The LURITS Interface will not resend any learner already uploaded to LURITS, unless changes have been made to the Learner’s Information – a change will be indicated by ‘=’ to the right of the learner’s LURITS number on the Family/Parents/Learners screen.  A change made to the Parent Information will cause all learners attached to that family to be flagged.
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