[image: image1.png]L —————_

ZFI: View General Debtors _Marks_Wat List_Window_Help

5|65 €| £ 2 AE Y|

Grade Selecton Update Progess
Yeat ¥ 1 Leame Cycles
Instiuton:  [STAThe Best School- 2008~ | | ¥ 2 Subject Classes
e THC - High School ~| | | W 3 Leamer Subjects [V a Comment oy Subjects v b Co-Curicular Subjects
Grade: 608 - Grade 8 1| |1 & Makbooks
FromCycle  [N01 - Term 1 -Marks & Outcomes =] | | [~ 5 Marks
ToCycle NO2- Term 2 - Marks & Outcomes | | | [~ . Cycle Comments
ovemie T~ Z Sublect Comments.
T~ 8 Mark page comments.

T219p | oo | oeates | [ooes [s [vum [0 [of




TERM ROLLOVER PROCEDURE


TERM ROLLOVER PROCEDURE
STEP 1:  SET UP CYCLES
1)
Go to MARKS / MAINTENANCE / CYCLES.  

2)
Check that the YEAR is 2010.    
3)
Select the INSTITUTION by using the drop down menu.    
4)
Select the CAMPUS by using the drop down menu.    
5)
Select the GRADE by using the drop down menu.    
6)
Check that NO2 (Cycle 2) has been entered.  If not, add the cycle by doing the following:

· Click on ADD.

· CYCLE CODE

NO2  

· DESCRIPTION

Term Two / Cycle Two

· DEFAULT WEIGHT

(How much the cycle counts towards the year-end mark).  

· START DATE

13-04-2010 (for example)
· END DATE


9-06-2010 (for example)
· DISPLAY SEQUENCE
02

· Tick if the cycle is a COMPOSITE.  

· Select the composite cycle this cycle is LINKED TO.

· Click on SAVE.

STEP 2:
SET UP NEXT CYCLE
In this option you roll over to the next cycle.  This must be done at the end of each cycle, and must be done for each grade.

1) Go to MARKS / SPECIAL FUNCTIONS / SET UP NEXT CYCLE.  

2)
Check that the YEAR is 2010.    
3)
Select the INSTITUTION by using the drop down menu.    
4)
Select the CAMPUS by using the drop down menu.    
5)
Select the GRADE by using the drop down menu.    
6) Select NO1 as the FROM CYCLE.      
7) Select NO2 as the TO CYCLE.    
TIP:  If the cycle you require is not appearing in the drop down menu, go back to MARKS / MAINTENANCE / CYCLES and check that the cycle is not marked as locked.

8) On the right hand side under UPDATE PROGRESS, you will have the following options:
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Options 4-8 are generally not ticked, as you do not normally want to take over this information to the next cycle.  

TIP:  If these options are ticked, all marks and comments entered in the first cycle will be copied to the next cycle.

9) Click on GO to start the copying.  A box appears, “Complete.”  Click on OK.
STEP 3:  ALLOCATE THE CYCLE TO ALL LEARNERS

1)
Go to MARKS / LEARNER MARKS / LEARNER CYCLES.  

2)
Check that the YEAR is 2010.    
3)
Select the INSTITUTION by using the drop down menu.    
4)
Select the CAMPUS by using the drop down menu.    
5)
Select the GRADE by using the drop down menu.    
6) Select the REGISTER CLASS by using the drop down menu.      

7) You will now have a list of the learners in that grade and class.  If there are no learners, click on GO to bring up the learners.
8) Select the CYCLE you require, NO2.    
9) Click on RESET CYCLES on the right hand side of the screen.  A box will appear, “Create cycles for all learners in Grade <grade selected>?” with options YES, NO or CANCEL.  Select YES.

STEP 4:  SELECTING LEARNING OUTCOMES FOR THE CYCLE

This should only be done if you use Learning Outcomes and/or Assessment Standards

1) Go to MARKS / MAINTENANCE / SUBJECTS/LEARNING AREAS / SUBJECT DETAIL Tab.  

2) Click on the ASSESSMENT STANDARDS button.

3) Tick the relevant LO s and AS s for the term.

4) Go to MARKS / CAPTURE / OUTCOMES-CLASS.

5) Check that the YEAR is 2010.  

6) Select the INSTITUTION by using the drop down menu.   

7) Select the CAMPUS by using the drop down menu.  

8) Select the GRADE by using the drop down menu. 

9) Ensure that the CYCLE is NO2.

10) Select the first SUBJECT CLASS on the left hand side.

11) Click on REFRESH on the top right hand side.  A message will come up: ‘Refresh all Learning Areas’.  Click on YES.

STEP 5:  NEW LEARNERS

If you have no new learners, you can ignore this step!

5.1 ADDING A NEW LEARNER

1) Go to GENERAL / FAMILY /PARENTS/ LEARNERS.

2) Click on QUICK ADD to add a new learner and fill in all required fields.

3) Click on SAVE.

5.2 UPDATING AGE GROUPS

1) Go to GENERAL / MAINTENANCE / AGE GROUPS.

2) Click on UPDATE AGE GROUPS.

5.3 ALLOCATING SUBJECTS TO NEW LEARNERS

1) Go to MARKS / LEARNER MARKS / LEARNER SUBJECTS.  

2) Check that the YEAR is 2010.    
3) Select the INSTITUTION by using the drop down menu.    
4) Select the CAMPUS by using the drop down menu.    
5) Select the GRADE by using the drop down menu.    
6) Select the REGISTER CLASS by using the drop down menu.      

7) Select the CYCLE you require, NO2.  

8) Click on the LEARNER you require.

9) Click on ADD to add a new subject to the learner.  

· Select a SUBJECT using the drop down menu.

· Select a SUBJECT CLASS using the drop down menu.

· The default GRADE will be selected.

· Type in a WEIGHT.  The default weight will be 100.

· Click on SAVE.

10) Select the SUBJECT CLASS for each subject using the drop down menu.

11) Click on SAVE.

12) Check the subject weights have been correctly allocated by looking at the weight given to subjects of an old learner.

13) Allocate the current cycle to the new learners as per Step 3 above.

STEP 6:  NEW TEACHERS

If you have no new teachers or changes to teachers, you can ignore this step!

6.1 ADDING NEW TEACHERS

1) Go to GENERAL / STAFF MEMBERS.

2) Click on ADD and complete all required fields.

3) Click on SAVE.

6.2 ALLOCATING SUBJECTS TO NEW TEACHERS

1) Go to MARKS / MAINTENANCE / STAFF SUBJECTS.  

2) On the left hand side of the screen, you will have a list of all the staff members.

3) Select the INSTITUTION by using the drop down menu.    
4) Select the CAMPUS by using the drop down menu.    
5) Click on the teacher/staff member you require.

6) Click on ADD.

7) Select the GRADE of the subject being taught, (e.g. grade 12).    
8) Select the SUBJECT being taught, (e.g. Physical Science).    
9) Click on SAVE.

6.3 CHANGING STAFF MEMBERS IN CURRENT SUBJECT CLASSES

This is used if the new staff member has replaced an old one, (e.g. old teacher on maternity leave).  We advise that you either change the previous cycles to the new teacher as well, or leave the old teacher as the current teacher – problems have been experienced when running year end reports if this is not followed.
1) Go to MARKS / LEARNER MARKS / SUBJECT CLASSES / CLASS SETUP.

2) Check that the YEAR is 2010.    
3) Select the INSTITUTION by using the drop down menu.    
4) Select the CAMPUS by using the drop down menu.    
5) Select the GRADE by using the drop down menu.    
6) Select the REGISTER CLASS by using the drop down menu.      

7) Select the CYCLE you require, NO2.  

8) Click on the SUBJECT CLASS you require.

9) On the right hand side of the screen, select the new TEACHER using the drop down menu.

10) Click on SAVE.

STEP 7:  SUBJECT CHANGES FOR TERM 2 (for grades 10 to 12)

This is used when a learner drops one subject and picks up another.

1) Go to MARKS / LEARNER MARKS / LEARNER SUBJECTS.  

2) Check that the YEAR is 2010.    
3) Select the INSTITUTION by using the drop down menu.    
4) Select the CAMPUS by using the drop down menu.    
5) Select the GRADE by using the drop down menu.    
6) Select the REGISTER CLASS by using the drop down menu.      

7) Select the CYCLE you require, NO2.  

8) Click on the LEARNER you require.

9) Click on the SUBJECT you wish to delete.  (Click on the number column, which will highlight the whole row.)

10) Click on DELETE.  A message will appear, “Are you sure you want to delete <Subject> and all its marks?” with options YES or NO.  Click on YES.

11) Click on ADD.

12) Select the SUBJECT you want to add using the drop down menu.    
13) Select the SUBJECT CLASS using the drop down menu.    
14) Select the GRADE.

15) Type in the WEIGHT for the subject.

16) Click on SAVE

STEP 8:  CHANGES IN SUBJECTS / LEARNING AREAS FROM TERM TO TERM

Some schools / grades change subjects from term to term.  If your subjects remain the same, you can ignore this step!

8.1
CREATING A NEW SUBJECT OR LEARNING AREA

1) Go to MARKS / MAINTENANCE / SUBJECTS/LEARNING AREAS.

2) Click on either the SUBJECT or LEARNING AREA option at the top left hand side of the screen.

3) Click on ADD.

4) Type the SUBJECT CODE, (e.g. ENG).     

5) Type the SUBJECT DESCRIPTION, (e.g. English first language).    
6) If you have erroneously added a subject, and it should be a learning area, click on the LEARNING AREA box and it will transfer to learning areas.
7) CROSS GRADE SUBJECTS – ignore

8) If you want this subject to be a COMMENT ONLY subject, click on the box.
9) If you want the subject to be marked as a CONTAINER, click on the box.

10) Click on SAVE.

11) Click on the CAMPUS SUBJECTS Tab.
12) Select the CAMPUS you require.

13) On the right hand side under SUBJECTS you will have the following:

· A list of SUBJECT CODES.

· The codes at the top represent the different levels or grades, (e.g. 00, 01, 02)

14) Tick on the corresponding grade blocks for the relevant subject (for that campus).

15) Click on SAVE.

16) Click on the VALID SUBJECTS Tab.

17) Select either the SUBJECT or LEARNING AREA option on the left hand side.

18) Select the INSTITUTION by using the drop down menu.    
19) Select the CAMPUS by using the drop down menu.    
20) Click on the GRADE on the left hand side.

21) On the right hand side under SUBJECT COLUMNS you will have the following:

· A list of SUBJECT CODES.

· The codes at the top represent the different levels or grades.

22) Tick on the corresponding grade blocks for the relevant subject.

23) Click on SAVE.

24) Click on the SUBJECT DETAIL Tab.

25) Select either the SUBJECT or LEARNING AREA option on the left hand side.

26) Select the INSTITUTION by using the drop down menu.    
27) Select the CAMPUS by using the drop down menu.    
28) Select the GRADE by using the drop down menu.

29) Click on the SUBJECT or LEARNING AREA.

30) The SUBJECT CODE is the code that you have given the subject.  It appears in yellow and is for read only purposes.

31) The SUBJECT DESCRIPTION is the description you have given to the subject.  It appears in yellow and is for read only purposes.

32) Check that the YEAR is 2009.    
33) Select the SUBJECT GROUP to which the subject belongs.    
34) Type the SUB GROUP.  All subjects belong to sub group 1 with the exception of second languages, which belong to sub group 2.    
35) Mark the subject as ACTIVE if it is currently in use.

36) PREDEFINED ASSESSMENT STANDARDS refers to assessment standards that have been set up.  If this is ticked, a list of the assessment standards will appear in the bottom block.

37) On the right hand side of the screen under AVAILABLE:

· Tick the box next to the GRADES that the subject is available on.  Grades 1 to 12 must be O.

· AGGREGATE MARK (ORDINARY) is for grades 1 to 12.  This is normally 100 as aggregate is not applicable.

38) Click on SAVE.

39) If you want to set up LEARNING OUTCOMES for a learning area:
· Type in the NEW row

· Type in the CODE, (e.g. LO1)

· Type in the number of ASSESSMENT STANDARDS that make up that LO, (e.g. 3)

· Type in the OUTCOME, (e.g. EMS LO1 –The learner will be able to demonstrate knowledge & understanding of the economic cycle within the context of ‘the economic problem’.)

· Type in the same DESCRIPTION as that of the OUTCOME above or CONTROL C (Copy); TAB; CONTROL V (Paste)

TIP:  Refer to the Education Department’s required Learning Outcomes and Assessment Standards, or ask the teachers what they require.

40)
Click on SAVE.

41)
If you want to delete a Learning Outcome, click on the number column to highlight the Learning Outcome.  Click on DELETE.

8.2 ALLOCATING THE SUBJECT TO A STAFF MEMBER

Follow the instructions for Step 5.2

8.3 ALLOCATING THE SUBJECT TO THE LEARNERS

1) Go to MARKS / LEARNER MARKS / SUBJECT ALLOCATION / SUBJECT TO GRADE. 

2) Check that the YEAR is 2010.    
3) Select the INSTITUTION by using the drop down menu.    
4) Select the CAMPUS by using the drop down menu.    
5) Select the GRADE by using the drop down menu.    
6) Select the REGISTER CLASS by using the drop down menu.      

7) Select the CYCLE you require, NO2.    
8) Select the SUBJECT by using the drop down menu.  
9) Select the GRADE that the learners are doing the subject on.  

· Grade 1 to 12 should have O for Ordinary grade

10)
Type the subject WEIGHT if you do not want the default weight of 100.    
11) Click on GO.  You will now have a list of the learners who do not have the subject.
12) To select all the learners on the list, click on SELECT ALL.

13) To select individual learners, click on the box next to the learner’s name.

14) To unselect all the learners, click on UNSELECT ALL and the boxes will be blank.

15) To unselect individual learners, click on the box next to the learner’s name.
16) Click on ALLOCATE.

8.4
CREATING SUBJECT CLASSES

1) Go to MARKS / LEARNER MARKS / SUBJECT CLASSES / CLASS SETUP.

2) Check that the YEAR is 2010.    
3) Select the INSTITUTION by using the drop down menu.    
4) Select the CAMPUS by using the drop down menu.    
5) Select the GRADE by using the drop down menu.    
6) Select the REGISTER CLASS by using the drop down menu.      

7) Select the CYCLE you require, NO2.  

8) Click on ADD at the bottom right hand side of the screen.

9) Select the SUBJECT you require using the drop down menu.

10) Select the TEACHER you require using the drop down menu.

11) Type in the TEACHING GROUP.

12) Click on SAVE.

13) Click on the LEARNER Tab.

14) Select the subject class you require on the left hand side.

15) Click on ADD to bring up the learners.
16) To select all the learners on the list, click on SELECT ALL.

17) To select individual learners, click on the box next to the learner’s name.

18) To unselect all the learners, click on UNSELECT ALL and the boxes will be blank.
19) To unselect individual learners, click on the box next to the learner’s name.
20) Click on SAVE.
STEP 9:  MARK ENTRY

1)
Go to MARKS / CAPTURE / MARK ENTRY – CLASS 

2)
Check that the YEAR is 2010.    
3)
Select the INSTITUTION by using the drop down menu.    
4)
Select the CAMPUS by using the drop down menu.    
5)
Select the GRADE by using the drop down menu.    
6) Select the CYCLE you require, NO2.    
7) You will have a list of the subject classes for that grade and cycle.  Click on the subject class and staff member you require.

8) Check on the MARK BOOK tab that only the SUBJECT MARK is ticked to PRINT.  (If you require other mark pages to be printed, tick them to print as well.)

9) Enter the marks on the MARK ENTRY Tab.  Remember that you cannot enter marks on the SUBJECT MARK page. 

10) If no learners appear on the page you have selected, click on REFRESH.

11) Enter the marks and SAVE.

12) Click on RECALCULATE to update the marks.   (This step is not necessary if you are only entering 1 mark per subject, as the marks will be recalculated when you run averages.)

STEP 10:  MARK THE CYCLE AS COMPLETED

1)
Go to MARKS / MAINTENANCE / CYCLES.

2)
Check that the YEAR is 2010.    
3)
Select the INSTITUTION by using the drop down menu.    
4)
Select the CAMPUS by using the drop down menu.    
5)
Select the GRADE by using the drop down menu.    
6) Select NO2 as the CYCLE.

7) On the right hand side, mark the cycle as COMPLETED.

8) Click on SAVE.

TIP:  Remember to mark the cycle as LOCKED after a certain deadline date, if you have multiple users who enter marks.

STEP 11:  GRADE PROMOTION CRITERIA

Check that your Grade Promotion Criteria is set up correctly.

The following Grade promotion criteria are the requirements of the GDE as documented in Gazette 29626, 12 Feb 2007, Gazette 29851, 30 April 2007 and Circular 60/2007, 20 August 2007:
NOTE:  New criteria for Grades 1 to 8 were launched in 2009 which were then retracted.  According to the GDE Memorandum from Prem Govender of 10 August 2009, “Schools are also informed that the progression requirements for grades 1 – 8 and the promotion requirements for Grade 9 contained in the Assessment and Qualification Policy for Schools in the GET Band (Gazette 29626) will remain in force for 2009.”  These criteria will be listed at the end of this section for setup in 2010.  PencilBox will inform our clients when the new criteria should be applied. 
This document sets up the Promotion Criteria assuming that the subjects have been placed in subject groups as follows.

Subject Groups:

	GRADES 7 to 9
	GRADES 10 to 12

	A - Official Languages
	1 - Official Languages

	B - Mathematics
	2 - Mathematics

	C - Natural Sciences
	3 - Designated subjects

	D - Other languages
	4 - Other subjects

	E - Humanities
	5 - Life orientation

	F - Additional Subjects
	


Suggested grouping of subjects for Grades 7 to 9:
	SUBJECT GROUP
	SUBJECTS
	SUB-GROUP

	A - Official languages
	· First (Home) Languages

· Second (First Additional) Languages
	1

2

	B - Mathematics
	· MLMMS (Mathematics)
	1

	C - Natural sciences
	· Natural Sciences – Biology, Science
	1

	D - Other languages
	· Third (Second additional) Languages
	1

	E - Humanities
	· Social Sciences – History, Geography
	1

	F - Additional subjects
	· Arts and Culture

· Economic Management Sciences

· Life Orientation

· Technology
	1

1

1

1


Suggested grouping of subjects for Grades 10 to 12:
	SUBJECT GROUP
	SUBJECTS
	SUB-GROUP

	1 - Official Languages
	· First (Home) Languages

· Second (First Additional) Languages 
	1

2

	2 - Mathematics
	· Mathematics

· Mathematical Literacy
	1

2

	3 - Designated subjects
	· Accounting

· Agricultural Sciences

· Business Studies

· Consumer Studies

· Dramatic Arts

· Economics

· Engineering Graphics & Design

· Geography 
	· History
· Information Technology
· Life Sciences
· Music
· Other Languages
· Physical Sciences
· Religion Studies
· Visual Arts

	All subjects: sub-group 1

	4 - Other subjects
	All other subjects (e.g. CAT, LO, Civil, Tourism and Hospitality Studies) not listed above including Add Maths
	1

	5 - Life orientation
	Life Orientation
	1


1) Go to MARKS / MAINTENANCE / GRADE PROMOTION CRITERIA.  

2) Change the YEAR to 2010. 

3) Select the required INSTITUTION and CAMPUS.  

4) Select the required GRADE.  

11.1 GENERAL TAB

	
	Grades 7 to 9
	Grades 10 to 12 

	BEST TO COUNT
	99
	7

	MINIMUM AVERAGE   
	0
	0

	MINIMUM AGGREGATE
	0
	0

	MINIMUM SUBJECTS TO PASS
	7
	0

	MINIMUM PASS MARKS (PER SUBJECT)

	- ORDINARY GRADE
	29.5
	29.5

	- HIGHER GRADE
	
	

	- STANDARD GRADE
	
	

	PASSED / FAILED DESCRIPTION

	- PASSED
	Type in what you want to have on the report, and the symbol you want to appear on the report card, (e.g. Pass or Achieved, with symbols P or A)

	- FAILED
	Type in what you want to have on the report, and the symbol you want to appear on the report card, (e.g. Fail or Not yet competent, with symbols F or NA)


11.2 MINIMUM MARKS TAB

· Grades R to 9, this is not used. 
· Grades 10 to 12, Home language / First languages must be entered here.

1) Click on ADD.

2) A box will appear with the subject code and description.  Select the subject you require using the drop down menu.

3) A table MINIMUM MARK REQUIREMENTS will appear with the following columns:

	
	Grades 10 to 12

	
	First Language

	CODE
	These two fields will be filled in from step 2 above

	SUBJECT
	

	ORDINARY
	39.5

	OVER
	Tick the box


4) Click on SAVE.

11.3 SUBJECTS TAB

· Grades R to 9, this is not used.  

· For Grades 10 to 12, only First languages must be ticked. 

1) A list of subjects available for that grade will appear.

2) Click on the MUST COUNT column if you require a subject to count.
3) Click on SAVE.

11.4 PASS / TRANSFER TAB

Grades 7 to 9

The current promotion requirements (Gazette 29626, 12 Feb 2007) for Grade 9:

· At least a Moderate Achievement (Level 3 – 40%) in one of the Official Languages offered and Mathematics.

· At least an Elementary Achievement (Level 2 – 30%) in the other Official Language offered.
· At least a Moderate Achievement (Level 3) in four other learning areas.
The condonation rules (Gazette 29626, 12 Feb 2007) for Grade 9:
Condoned Pass (Maths):

· At least a Moderate Achievement (Level 3) in one of the Official Languages offered.

· At least an Elementary Achievement (Level 2) in the other Official Language offered and Mathematics.
· At least a Moderate Achievement (Level 3) in four other learning areas.

Condoned Pass (Languages):

· At least a Moderate Achievement (Level 3) Mathematics.

· At least an Elementary Achievement (Level 2) in both Official Languages offered.
· At least a Moderate Achievement (Level 3) in four other learning areas.
Condoned Pass (Other):

· At least a Moderate Achievement (Level 3) in one of the Official Languages offered and Mathematics.

· At least an Elementary Achievement (Level 2) in the other Official Language offered.
· At least a Moderate Achievement (Level 3) in three other learning areas and an Elementary Achievement (Level 2) in one other learning area.
OPTION 1: 
Pass - P1 (for Grades 7 to 9)

OPTIONS TAB

1) Click on ADD OPTION.  

2) Select PASS.  

	
	Grades 7 to 9

	NUMBER
	1

	DESCRIPTION
	Pass

	PRINT
	Pass

	SHORT
	P

	NUMBER OF SUBJECTS
	7


3) Click on SAVE.

4) Click on the DETAILS Tab.
DETAILS TAB

1) Click on ADD DETAILS.

2) Select USE SUBJECT GROUP option.

We will use a table to show the different details that you must enter:

	FIELD
	A1-A2
	A1-A2
	B1-B1
	C1-F1

	NO. OF SUBJECTS
	1
	1
	1
	4

	FROM SUBJECT GROUP
	A
	A
	B
	C

	FROM SUB GROUP
	1
	1
	1
	1

	TO SUBJECT GROUP
	A
	A
	B
	F

	TO SUB GROUP
	2
	2
	1
	1

	MINIMUM MARK
	39.5
	29.5
	39.5
	39.5

	DIFFERENT 
	Leave blank

	COMPULSORY
	tick
	tick
	tick
	leave blank


3) After each set of details has been added, click on SAVE.

4) Continue to ADD DETAILS until you have completed your requirements.

OPTION 2: 
Transfer 1 - T1 (for Grades 7 to 9) – Condoned Maths
OPTIONS TAB

1) Click on ADD OPTION.  

2) Select TRANSFER.  

	
	Grades 7 to 9

	NUMBER
	1

	DESCRIPTION
	Condoned (Maths)

	PRINT
	Condoned Pass

	SHORT
	C or T1

	NUMBER OF SUBJECTS
	7


3) Click on SAVE.

4) Click on the DETAILS Tab.
DETAILS TAB

1) Click on ADD DETAILS.

2) Select USE SUBJECT GROUP option.

We will use a table to show the different details that you must enter:

	FIELD
	A1-A2
	A1-A2
	B1-B1
	C1-F1

	NO. OF SUBJECTS
	1
	1
	1
	4

	FROM SUBJECT GROUP
	A
	A
	B
	C

	FROM SUB GROUP
	1
	1
	1
	1

	TO SUBJECT GROUP
	A
	A
	B
	F

	TO SUB GROUP
	2
	2
	1
	1

	MINIMUM MARK
	39.5
	29.5
	29.5
	39.5

	DIFFERENT 
	Leave blank

	COMPULSORY
	tick
	tick
	tick
	leave blank


3) After each set of details has been added, click on SAVE.

4) Continue to ADD DETAILS until you have completed your requirements.

OPTION 3: 
Transfer 2 - T2 (for Grades 7 to 9) – Condoned Languages
OPTIONS TAB

1) Click on ADD OPTION.  

2) Select TRANSFER.  

	
	Grades 7 to 9

	NUMBER
	2

	DESCRIPTION
	Condoned (Languages)

	PRINT
	Condoned Pass

	SHORT
	C or T2

	NUMBER OF SUBJECTS
	7


3) Click on SAVE.

4) Click on the DETAILS Tab.
DETAILS TAB

1) Click on ADD DETAILS.

2) Select USE SUBJECT GROUP option.

We will use a table to show the different details that you must enter:

	FIELD
	A1-A2
	B1-B1
	C1-F1

	NO. OF SUBJECTS
	2
	1
	4

	FROM SUBJECT GROUP
	A
	B
	C

	FROM SUB GROUP
	1
	1
	1

	TO SUBJECT GROUP
	A
	B
	F

	TO SUB GROUP
	2
	1
	1

	MINIMUM MARK
	29.5
	39.5
	39.5

	DIFFERENT 
	Leave blank

	COMPULSORY
	tick
	tick
	Leave blank


3) After each set of details has been added, click on SAVE.

4) Continue to ADD DETAILS until you have completed your requirements.

OPTION 4: 
Transfer 3 – T3 (for Grades 7 to 9) – Condoned Other
OPTIONS TAB

1) Click on ADD OPTION.  

2) Select TRANSFER.  

	
	Grades 7 to 9

	NUMBER
	3

	DESCRIPTION
	Condoned (Other)

	PRINT
	Condoned Pass

	SHORT
	C or T3

	NUMBER OF SUBJECTS
	7


3) Click on SAVE.

4) Click on the DETAILS Tab.
DETAILS TAB

1) Click on ADD DETAILS.

2) Select USE SUBJECT GROUP option.

We will use a table to show the different details that you must enter:

	FIELD
	A1-A2
	A1-A2
	B1-B1
	C1-F1
	C1-F1

	NO. OF SUBJECTS
	1
	1
	1
	3
	1

	FROM SUBJECT GROUP
	A
	A
	B
	C
	C

	FROM SUB GROUP
	1
	1
	1
	1
	1

	TO SUBJECT GROUP
	A
	A
	B
	F
	F

	TO SUB GROUP
	2
	2
	1
	1
	1

	MINIMUM MARK
	39.5
	29.5
	39.5
	39.5
	29.5

	DIFFERENT 
	Leave blank

	COMPULSORY
	tick
	tick
	tick
	leave blank
	Leave blank


3) After each set of details has been added, click on SAVE.

4) Continue to ADD DETAILS until you have completed your requirements.

Grades 10 to 12 

The following criteria need to be met in order to pass the FET phase:
                                                        Home Language 
            at 40%

2 Subjects  

at 40%

3 Subjects 

at 30%
1 Subject 

a fail  
OPTION : 
Pass - P1 (for Grades 10 to 12)

OPTIONS TAB

1) Click on ADD OPTION.  

2) Select PASS.  

	
	Grades 10 to 12

	NUMBER
	1

	DESCRIPTION
	Pass

	PRINT
	Pass

	SHORT
	P

	NUMBER OF SUBJECTS
	6


3) Click on SAVE.

4) Click on the DETAILS Tab

DETAILS TAB

1) Click on ADD DETAILS.

2) Select USE SUBJECT GROUP option.

We will use a table to show the different details that you must enter:

	FIELD
	11-11
	12-51
	12-52

	NO. OF SUBJECTS
	1
	2
	3

	FROM SUBJECT GROUP
	1
	1
	1

	FROM SUB GROUP
	1
	2
	2

	TO SUBJECT GROUP
	1
	5
	5

	TO SUB GROUP
	1
	1
	2

	MINIMUM MARK
	39.5
	39.5
	29.5

	DIFFERENT 
	Leave blank

	COMPULSORY
	Leave blank


3) After each set of details has been added, click on SAVE.

4) Continue to ADD DETAILS until you have completed your requirements.

STEP 12:  GRADE ENDORSEMENT CRITERIA

NB:  Remember that Grade 12 must be changed from the 2007 criteria

5) Go to MARKS / MAINTENANCE / GRADE ENDORSEMENT.  

6) Change the YEAR to 2009.  

7) Select the INSTITUTION by using the drop down menu.  

8) Select the CAMPUS by using the drop down menu.  

9) Select the GRADE by using the drop down menu.

12.1 Endorsement Tab

	
	Grades 10 & 11 & 12

	MINIMUM AVERAGE
	0

	MINIMUM AGGREGATE
	0

	NO ENDORSEMENT DESCRIPTION
	National Senior Certificate

	SUB MINIMUM MARKS (PER SUBJECT)

	Ordinary Grade
	0


1)
Click on SAVE.

12.2 Criteria Tab

Grades 10 to 12
The National Education Department’s Minimum Admission Requirements for Higher Certificate, Diploma and Bachelor’s Degree document states that in Grade 10 the following criteria need to be met in order to achieve an endorsement:

Any four subjects from the designated group (including languages and Maths or Mathematical Literacy) at 50%.

OPTIONS TAB

1) Click on ADD OPTION.  

	
	Grades 10 & 11 & 12

	CODE
	E

	DESCRIPTION
	University Endorsement

	PRINT DESCRIPTION
	University Endorsement

	SHORT
	E

	NUMBER OF SUBJECTS
	4

	NUMBER OF GROUPS
	1


2) Click on SAVE.

DETAILS TAB

1) Click on ADD DETAILS.

2) Select the USE SUBJECT GROUP option

We will use a table to show the different details that you must enter:

	FIELD
	11-31
	11-31
	11-31
	11-31

	NO. OF SUBJECTS
	1
	1
	1
	1

	SEQUENCE
	01
	01
	01
	01

	FROM SUBJECT GROUP
	1
	1
	1
	1

	FROM SUB GROUP
	1
	1
	1
	1

	TO SUBJECT GROUP
	3
	3
	3
	3

	TO SUB GROUP
	1
	1
	1
	1

	MINIMUM MARK
	49.5
	49.5
	49.5
	49.5

	COMPULSORY
	
	
	
	

	ORDINARY GRADE
	1
	1
	1
	1

	STANDARD GRADE
	0
	0
	0
	0

	LOWER GRADE
	0
	0
	0
	0


3) After each set of details, click on SAVE.

4) Continue to ADD DETAILS until you have completed your requirements. 

 STEP 13:  RUNNING AVERAGES

1)
Go to MARKS / SPECIAL FUNCTIONS / CALCULATE AVERAGES.  

2)
Check that the YEAR is 2009.    
3)
Select the INSTITUTION by using the drop down menu.    
4)
Select the CAMPUS by using the drop down menu.    
1) Select the GRADE by using the drop down menu.    
2) Select the CYCLE you require, NO2.    
3) Under CURRENT STEPS on the right hand side of the screen the following options will appear:
· MARK BOOK PAGES

· ATTENDANCE REGISTER

· LEARNER SUBJECTS

· SUBJECTS PASSED

· LEARNER POSITIONS

· LEARNER CYCLES

· CYCLES PASSED

· LEARNER POSITIONS

· LEARNER PROMOTIONS

All of the options will be selected.  

TIP:  To ensure that the averages are run correctly, do not ‘untick’ any of the above boxes.

4) Click on the GO to run averages for the information selected.

STEP 14:  LEARNERS WITHOUT A SUBJECT CLASS

If a box appears on the screen while running averages warning you that there are learners without subject classes, do the following

1) Go to MARKS / REPORTS / STANDARD REPORTS / LEARNERS WITHOUT A SUBJECT CLASS.  Print that report.

2) Go to MARKS / LEARNER MARKS / LEARNER SUBJECTS.

3) Check that the YEAR is 2009.    
4) Select the INSTITUTION by using the drop down menu.    
5) Select the CAMPUS by using the drop down menu.    
6) Select the GRADE by using the drop down menu.    
7) Select the REGISTER CLASS by using the drop down menu.      

8) Select the CYCLE you require, NO2.  

9) Click on INCLUDE ALL LEARNERS if any of the learners on the list are leavers.

10) Click on the LEARNER you require.

11) If the learner is a leaver, or a current learner who has dropped the subject, delete the subject from the learner.

12) If the learner is still in the school, put him or her into a subject class by using the drop down menu.

13) Click on SAVE.

STEP 15:  CALCULATE ENDORSEMENT

This option will only be used for grade 10 to 12 to calculate the university endorsement.  

1)
Go to MARKS / SPECIAL FUNCTIONS / CALCULATE ENDORSEMENT.

2)
Check that the YEAR is 2009.    
3)
Select the INSTITUTION by using the drop down menu.    
4)
Select the CAMPUS by using the drop down menu.    
5)
Select the GRADE by using the drop down menu.    
6) Select the CYCLE you require, NO2.    
7) Under CURRENT STEPS on the right hand side of the screen the following options will appear:
· AVERAGES & AGGREGATES

· ENDORSEMENT RESULTS


All of the options will be selected

8) Click on the GO to calculate endorsements for the information selected.

STEP 16:  CHECKING MARKS WITH MARK SUMMARY

Before you run your reports, check the results with the Mark Summary Report. 

1) Go to MARKS / REPORTS / STANDARD REPORTS / MARK SUMMARY.

2)
Check that the YEAR is 2009.    
3)
Select the INSTITUTION by using the drop down menu.    
4)
Select the CAMPUS by using the drop down menu.    
1) Select the GRADE by using the drop down menu.    
2) Select the REGISTER CLASS by using the drop down menu.    
3) Select the SUBJECT GROUPS required (you should show all).

4) If you have used CONTAINERS, select one of the following 3 options:

·   
ALL SUBJECTS

·     CONTAINERS

·  
NO CONTAINERS

9)
Select whichever of the following OPTIONS you require:

·  
AGGREGATE

·  
BY CLASS

·  
SPLIT SUBJECT GRADES

·  
ALPHABETICAL

·  
POSITION IN GRADE

10)
Select which LEARNER option you require:

·  
ALL

·  
FAIL ONLY

·  
PASS ONLY

11)
Select the CYCLE/S you require.

12)
Click on GO to bring up all the learners.

13) Click on SELECT ALL.

14) Click on PRINT PREVIEW.  The report with all the required information will be shown.

STEP 17:  RUNNING REPORTS

Once you have checked the learners’ results, and followed up on any discrepancies, you can run your reports.

1) If you are using one of the standard Pencilbox reports, go to MARKS / REPORTS / STANDARD REPORTS and select the report you require.

2) If you are using a report designed for your school, go to MARKS / REPORTS / ADDITIONAL REPORTS.  Click on FILE and then on REPORT CARDS.   Select the information you require.

TIP:  The report cards sometimes allow for the report to be printed in two languages.  If you are a single medium school, select LANGUAGE 1.

These options are normally ticked.  It may be appropriate to deselect Co-Curricular Subjects.
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