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1. Introduction

This User Manual was developed to assist the Junior Certificate Examination centres as they use the
Malepa Application.

2. Scope
The manual will assist in the implementation of the following procedures;

e Logging in to the system and navigation
¢ Change your password

e Registration

e Entry Amendments

e Capturing of Forecast Grades

e Capturing of Coursework Marks

3. References

Malepa System.

4. Terms and Abbreviations

41 Terms and Definitions

4.1.1 Malepa

The BEC husiness system used for processing data for all national examinations that BEC conducts.
4.1.2 Series

A group of examinationsin the range with the same closing date for entries and timetable period.

4.2 Abbreviations

BEC Botswana Examinations Council

DP Data Processing

EAC Examinations Administration and Certification
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5. Malepa Minimum Specifications
5.1 Internet

The user interface to the Malepa application is web browser based; therefore you require internet access to
use the application.

The minimum internet Speed/Bandwidth required to access Malepa application is 512 kbps but a
Speed/Bandwidth of 1Mbps is recommended.

5.2 User Interface
Currently to access the Malepa application you need the following web browsers;
» Microsoft Internet Explorer version 8 and above. The latest version recommended is version 11.
» Mozilla Firefox or Google Chrome
When using Microsoft Internet Explorer version 8 and above ensure that the compatibility view is enabled.
6. How to logon to Malepa Application

e Type the link below on the address bar of your browser (as shown in the screen below)
https://Malepa.bec.co.bw/

e The following screen will appear,
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m}l = Whttps://malepa.bec.co.bw/

File Edit View Favorites Tools Help
% B Suggested Sites v 8 Amazon.co.uk- OnlineS.. &) WildTangent Games fo.. » & Cyril's top 10 urgencies v

Botswana National Examinatio

MALEPA
]

Botswana Examinations Council (BEC) is mandated under Section 5 of the Botswan
examinations and any other examinations for the Ministry of Education and issue certificates in re
development, administration, accreditation and certification of schools examinations in the priman

O~ @ C || @ malepa.bec.cobw

Vision
To be a provider of accessible and globally competitive qualification.

Mission
To provide effective and responsive quality centred assessment and examination system.

MALEPA General Application

MALEPA BGC9E Private Candidate Registration
MALEPA JCE Pl\ivate Candidate Registration
MALEPA PSLE Arivate Candidate Registration

e Click on the MALEPA General Applicationlink to login
e Enter your user name and password on the Login Panel shown below;
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i: Botswana National Examination Processing System

= MALEPA
.

Login Panel
@ < e
User Name Z > dl 0 ./'/
|| -
Password

Botswana Examinations Council (BEC) is mandated under Section 5 of the Botswana Examinations Council Act
0. 11 of 2002, "to conduct schools examinations and any other examinations for the Ministry and issue certificates in respect
oRsuch examinations." BEC's key business activity Is the development, administration, accreditation and certification of

<
e Then click on the Login button
e After successful login, select theExam Series you want to work with.
2 Malepal agin 1] |
% Botswana National Examination PpaCessing System

Z MALEPA

Biam Seree
Xenoenber/ats <]

e

Botswana Examinations Council (BEC) = manated undsr Ssttior Saf fie Batswarna Examinaions Councd At Na. 11 682002, o conduct schocls examnations and eny oiher
sxamirafions for the: knisiry and issue cerfficates in respect of such samnations " 3ECS ey business actviy s e devsopment, aiminsiration, accreditation and cerifcaion of schoos
examrabiors in T primary eed secondary educaiion sub-3ecior

Vision
Tir be 2 pronvider of axcessile and ghobaly competiive oualficaiion

Mission
To provite &fective and responsive qualy cenlred assessment and examinglion sygien
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NOTE: COMPATIBILITY VIEW
There are two Options to make your browser compatible
Option 1

v If Internet Explorer recognizes that the webpage is not compatible, you will see the Compatibility View button
on the Address bar. At this stage the series will not be available for selection.

v" Click on it; It will take you back to the login panel

The Compatibility View button

v' Login again
¢ Now the series will be available for selection.
e You should now be able to view your Menu on the left of your screen

Option 2

On the Menu bar, Click on the Tools icon, select Compatibility View Settings as shown below;

& httpsy /maiaps beceo b MA

Fie Edt Vew Fovorte [REaal Help

@ B SuggestedSites v 8 | Daets browsing Wstory...

=

' Cyril's top 10 urgencies ~

~mC “ 22 Malepe Logn

Carls Shift- Dot
Ctd-Shifts P

d v Pagew Safetyw Tookw @b

h-8-@

| >nal Examination Processing System

Recpen last hiowsing sessiar

Add site to Start menu

Viow downloads

Pop-up Blocke »
SenartScreen Fiter »
Manage add-ons )
Compaiteiity View setrings b - g - -
User Name - "
Password Performance dashboord Cteshitey
F12 Developes Tacls
OneNote Linked Notes
Send to Onehlcte
Report website problers o~ / /
Intemat options
Botswana Examinations Council (BEC) is mandated under Section 5 of the Botswana Examinations Council Act
No. 11 of 2002, "to conduct schocls examinations and any other examinations for the Ministry and issue centificates In respect
of such examinations.” BEC's key business activity is the development, administration, accraditation and certification of
< >
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On the Compatibility View Settings pop-up, type bec.co.bw under Add this website. Then click Add to
add the BEC website to compatibility view.

- k=akodled |

a | & wtps fmslepa bes cobw/MALERAGeness! D~ @ £ Mslepo Login . R |
le THt Ve e o Help

vi B Suggested Sites v @ Amazon.couk - Online5.. &) WildTangent Games fo... v & Cyrd's top 10 urgencies ~ 2 v B 2 oM v Pagev Sefetyv Tookv v

A

ility View Seftings E . . - .
e mese == National Examination Processing System

|y Cnenae Corpatibiity vizn Settigs

Add ths webate:

Webeites you've added tu Compatibiity View: [
bec.cobw Refmave

V] Display intrenst sites in Compathelby Yiew
V] Us= Mcrosoft compabbiity ists

Learn more by reading the [ninrret i s tern
Cose
( ) ¢ / / /

Botswana Examinations Council (BEC) is mandated under Section 5 of the Botswana Examinations Council Act
No. 11 of 2002, "to conduct schools examinations and any other examinations for the Ministry and issue certificates in respect
of such examinations," BEC's key business activity Is the development, administration, accreditation and certification of

>

e Check all check-boxes. Then click the close button.

b= cicue |

m & bitpsmelese beccobmw/MALEPAGerers \O - & G| Moleps Login |
= : e ks sl ) 'Cmnpdbnhty\/le\v&tﬁr\gs g‘ S
Js B Suggested Sites v 8 Amezonicouk-Online 5. 2 Wild\ : N ov B v s v Pagev Saletyv Took v @i+
\ g Change Compathity Wew Settings ‘ a
é: Botswana bn Processing System
Acd this website:
R MALEPA
I - I
ool Reive
| Login Panel
@ 9
0
User Name % > ~’/./
iD\sphyr\u*fsunthMty Vew
Password ¥ Uss Mirasoft compatbiity st
Leam more by readng the Intemet Evainrar vivacy statevent
Login foCose |
- / / /
Botswana Examinations Council (BEC) is mandated under Section 5 of the Botswana Examinations Council Act
No. 11 0f 2002, "to conduct schools examinations and any other examinations for the Ministry and issue certificates in respect
\ of such examinations." BEC's key business activity is the development, administration, accreditation and certification of
L¢ >
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Successful completion of these steps means your browser is now compatible with the Malepa
application.

7. Steps to change your Malepa password
° Logon to MALEPA Application

Select a Series
Click on the Change Passwerd button

Botswana National Examination Processing System o
MALEPA

ICE-Movembes /2015 Tuor Canificate Examination

@ System Management A ZO K
& Masters

- Setup

i Candidate Ragisremon
B~ Mats

-

Ml 7z & 9 (o 12w
M 15 1% 17 1% 1%

W o2 n aBbn W
L 'm m w o=n

&N

00w

WORKDESCRIPTION

Inactive ProcessRepors

Mo data to deplay

The following window will open for you to enter your new password,;

Page 11 of 61

This document is the property of the Botswana Examinations Council (BEC). It is strictly confidential and may on no account be
reproduced, copied or divulged to any third party without prior authorisation by BEC Management.
This document is only valid for the date and the time that it was printed.
© BEC 2018




/ Directorate Examinations Administration and Certification
- Function Data Processing
’ S
v Document Type Manual
BOTSWANA Document No. BEC/EAC/DP/Man01.v2
EXAMINATIONS :
COUNCIL Effective Date 2018-02-27
Title Malepa User Manual for JCE Centres
: Botswana National Examination Processing System ~
=z MALEPA
JCE-Mavember/2015 Junior Cartificate Examination o Halp Change Password I Logout -
f - Systern Management -~ [(criange passwora
& Regitratior Login user name 2 |
Managermsent/ Tracking Login passwor L 1 |
B Appaimtment of Examining Parsan Canfirm password |
&~ Pre-Exam
E- Post Exam
B Result Management
B Repors Supmit Cancel
B Help
B Orack Busmess Intelgence
° Enter your ngw password, then confirm the new password by entering it again
° Click on the Submit button to save your new password
° If you have complied with the BEC Guidelines for Password, your password will be changed

successfully, otherwise you will be advised to comply.
8. Candidate Registration

8.1 Centre Candidate Registration
Navigation: Candidate Registration ->Centre candidate Registration

o Click Candidate registration at Centre/BEC
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$ Botswana National Examination Processing System
| = MALEPA

1 Candidate Registration
& Centre candidate registration
B~ Entry amendments
& Roparts

- Pre-Exam

JCE-Hovember/ 2014 Runior Certr Tt Help I changs Password l Logout -

Header
Woark To Do
Fobriarn 2015 (Rl
|qu a column here,.. i ""{ﬁ"‘f T —
| o data to dispiny | 1 2 3 4 5 6 7
u 9 10 11 3z 13 1
5 16 17 48 19 30 3
b33 [33] 24 23 28 37 3
Vi 2
E
| '
RN S
Szheduler E
WORKDESCRIFT ION
Ho dats to disploy

e Click on the New button;

- \
l @ Candidate registration atc... * | | \

% Botswana National Examination Processing System
s MALEPA

Gaofenngwe keakie

JCE-Novem ber/2014 Juriior Certificate Examination

[T CRG R  SESERE | T B

\
- System Management A/ | | Candidate registration at center[BEC
E-d i I New | Search | Export I Help |
- Setup
- Candidate Registration G
- Centre candidate registration Drag a column header here to group by that calumn
— Candidate

reqistration at ey Edit ‘ Delete‘

The screen like the one below will appear for you to fill candidate details
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$ Botswana National Examination Processing System
|===  MALEPA
Tehata T Mokrms JCE-Hovember2014 E | ninatioed Halp I Change Password I Logout -

i Kamdisaie Regsetstion candidate registration at center/BEC {Add}
= Cenme candidate registaton

Candidate registration at ce

- Centre
fi- Entry amendments
i T candidate Surmame NEWANE
3 Reports
- Pre-Exam TR NGWANAKE

Candidate Middle name

SRS 1-Male [+ | Canditate categary C-Centre candidate -
Contacts ﬁEC Specal Need Type Accass Arrangemant Syllabug Do:umh
Date of birth 04/02/2008 ~|

Is citizen of Botswana? il

Birth certificate number

DMANG number

Fasspart number

Submit

Click on differgnt tabs (personal, special need type, syllabus) and fill candidate details
Click submit button

The screen like the one below will be displayed.
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Botswana National Examination Processing System
|===  MALEPA

i

Halp I Change Password I Logout -

& Candidate Reqistration
= Centre condidate registraton
rathan at ce

#- Entry amendments candidate registration at cen
#- Reparts

& Pre-Exam Cantre
candidate Sumame
candidate First Name
Candidate Middie name

Gender late category

Group Syllabus Syllabus code Syllabus ophan

r

' ) I

Click OD%o(mplete the registration of the candidate.

8.2 Registration Corrections

8.2.1 Editing Candidate Registration Record

To correct candidate details select by clicking Candidate Registration at Centre/BEC.

‘; Botswana National Examination Processing System

Canditate vegisiration at centes/ BEC
N Segch | Export Halp

Click search button.
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= Botswana National Examination Processing System

== MALEPA

envamber/2014

- candidate Registration
& O & candadans

- Pre-Exmm

Halp, l Change Fassward l Logoit -

| search
Centre

nil Cancal

Click the Find button.

The screen like the one below will be displayed.

é; Botswana National Examination Processing System

= MALEPA

YENovember/ 2014

Juriey Certficatz Examination

(hangs Passwand

Systarn Maracement A
Maites

S

Cardidete Regietration

£ Canfre candidat regsiratin

. |

- Drivate Carcicates aushinis
- Private Cancigate PRssaord
~ hcet fess corfimnatior: o

4

Generete T and fai gl

Candidate reqistration at center/BEC

oo [ [,

Drag a column header hers to group by et column

| | - =
Editi.Ddﬁtq Centre ame & | Surhiame: &/ | Nam Of The Cand Middle Name %
| i i

Ganter & | Candidate Categon

i

It ol 9 g

e | s, | Bobonong Junior
i [edt Secandary Schaal

Female FrivgteCancidate

Click Edit and the below screen will be displayed, then you will be able to make corrections.
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When you have completed making the corrections, click on the Submit button to save the changes.

£

MALEPA

Tehota T Molame

& Candifate Registration

womber/2014

inie Certificate Exammation
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8.2.2 Delete Candidate Registration Record
To delete a candidate registration record, click on Delete.
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The screen below will appear.
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Click the Delete button to complete deletion.
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8.3 Entry Amendments
Navigation: Candidate Registration->Entry Amendments

Under Entry Amendment you will be able to do the following (as displayed by the screens below);

a. Change Syllabus/option
b. Request for withdrawal
c. Change Candidate details
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8.3.1 Change Syllabus/option

3 Botswana National Examination Processing System

JCEHovemb/ 2005 Murior Certfcate Examation E dp | orangemsnent | toms -

& System Managament | | Request for Syllabus Change | Withdrawal {Add} A
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To amean a syllabus for a candidate

on the left, select the Entry amendmel

R -

use the Candidate Registration module by clicking on the plus sign

Change/Withdrawal activity. Select centre on the drop down menu, enter candidate number and click

Check button.

On the “Request Type” field select Syllabus/Options on the dropdown menu if you want to mak

syllabus option change.

1ts process and click on the Request for Syllabus

the

1%
Q

To remove a syllabus, uncheck the ticked box along the syllabus you wish to remove. To add a syllabus
tick the box along the syllabus you wish to add.
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A Check

Candidate Sumame
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Candidate Middle Name

Request type =]
Change In Surmame
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Change in Middle name

Reason for withdrawal

Syllabus Sylisbus code Syllebus option |
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Mathematics 13

Sciente i -

T

Social Studies 15
Agriculture 16

Ceclgn and Tachnoogy 17

thbbhb:
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Moral Education 18

Submi Resat Canced

\

Click on Submitbelow thesyllabus list once you have completed your request.

NOTE: A syllabus change will require AUTHORISATION from BEC. Do not print reports before an amendment is
authorised.

8.3.2 Request for withdrawal
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To withdraw a candidate, use the Candidate Registration module by clicking on the plus sign on the left,
select the Entry amendments process and click on the Request for Syllabus Change/Withdrawal
activity. Select centre on the drop down menu, enter candidate number and click the Check button.

On the “Request Type” field select Withdrawal on the dropdown menu. Type a reason for withdrawing the
candidate under Reason for withdrawal.

et TRaDUN D0 Sfatnt 000N r

Englah
Mt harraticn

S

> F OF »

okl Sy
Aaritulture

Diwsign. ana Techoakogy
Mteral Eehscamen

=
LR AR LR T YA
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Click on Submit below the syllabuses once you have completed your request.

NOTE: A Withdrawal will require AUTHORISATION from BEC. Do not print reports before a Withdrawal amendment is
authorised

8.3.3 Change Candidate details

To make changes to a Candidate’s personal details (i.e. name change; gender; date of birth; citizenship;
capturing of birth registration number, Omang number and passport number, use the Candidate
Registration module by clicking on the plus sign on the left, select the Entry amendments process and
click on the Candidate Details Amendments activity.
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e; Botswana National Examination Processing System A
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Candidate Details Amendmants ~
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Request | hange Edit
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To make an amendment click on Search, a screen like the one below will appear.

é Botswana National Examination Processing System n

| MALEPA
el | cangerasseord | Lo -

Maduin Mmopd
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Select centre from drop down menu then cIick\Find. A screen like the one below will appear.
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\ Botswana National Examination Processing System A
| = MALEPA

| Madulo Mmap MCE-Novemberf2015 Junior Certficaie Examination Heln I Onange Pagaword l Logout -

i Candidat= RegisTation A | candidate Datails Amendments ~
- Coanfrs canddate registraton
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A list of all candidates in a centre will appear. To identify/search a candidate whose details need to be
amended enter a four (4) digit number under the Candidate Number.

Click on Editon the left to open the candidate’s record.

%; Botswgna National Examination Processing System ~

Madulo Mmopi ICE-Hovember/ 2015 Junior Certificate Examination

| Candidate Details Amendments ~

| search | Export | telp |

Drag 3 column header here to group by that column

Ed.iLl Centre Name % | SurName & | Mame Of The Cand Maddle Mame & |Ga'|ner #: | Candvdata Number| Date
| |

| |7 w 2l J%] |7 [ozzd <o

4. | Moeti Juncr
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The amendment screen below will display showing candidate personal details.
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JCE-Kovember/ 2015 Junior Ceriificate Examinabon

e Candidate Details Amendments {Update]}
- Mastars

Canire : I — i T— |
Candidata number

Candidabs Surmams SAMARAL |

Candidste nams SAMARAL |

Candidate Middie name |

Gendsr M-Male [7] Candidate category’ | c-Gentre candidate [+

-

Date of birth | 1500411908 [=]
Is citizen of Botswana? .|7_

Syrth Registrabon Numbsr (2 diaits gnly) |

OMANG Numbes [

Fassnart number

&~ Special needs pregaratiors
B Repots
B~ OMR Regi
i & Manzgamer
H) Appaincment of Examining Personns

ol Pre-Exam |
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Make all the required changes for the selected candidate and click onm-Submit.

NOTE: that for Candidate Details Amendments when you get a confirmation message that “Record updated
successfully” then the changes have effected and THEY DO NOT REQUIRE AUTHORISATION FROM BEC.

You may print required reports after these changes.

8.4 Reports

8.4.1 Generating the Registration List Report

Navigate: Candidate Registration->Reports -> click Posted Registration List for Centres

The screen below will be displayed, select the centre from the drop down list.
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CIickSho@rt.

Botswana Nati
MALEPA

| kil Mmeni CE-Movemben (2015 Junior Cerlificate Examination Helo I Change Passwond l Logout -

i

al Examination Processing System ~

Registration List for Centres

Lenre ICOO2E--Most] Juniar 55

@ Result Maragement
G- Regolts

The registration list will be generated as shown in the screen below.

To pﬂrlt'_e:_r'(_a'gg_rt;ld&an_the_printer icon. To export the report into different formats click the export icon.
ST L3 s s ietss oo

| Main Report |
Botswana Examinations council
Qualification Junior Certificate Examination
Exam JCE-November/2015
Registration List by Centre affter amendment
JC0028 Moeti Junior Secondary School
Shud Sex - Hams ] 11 |12 [ 13| 1a]as [ 1e [ 17 [1a ]2 |25 [ 28 |31 [az ]2z ] aa]as
0002 | M | BAHITI MOKAULENGWE 28/01/1998 A A A A A A3 A A )
LAWRENGE
0002 | M | BAIPHATHI ROMALD 2E/02/1998 A A A A A A3 A A A
0004 | F | BAHUMA JESSIGA THUTO 15/0S/2000 A A A a A FE a a
00DS | M | BAHUMISENG MOAGI D4/M1/1997 A A A A A A3 A AZ A
0DDE | F | BALCY! NAMETSO LAURYN | 17/01/2000 A A A A A A3 A A A
o007 | F | BAROMA KESEGOFETSE 17/07/1959 A A A A A Az A A A
0008 | M | BATSHEGI MOMPOLOKI TO021 99 A A A A A A3 A A A
ooDe | M| BAYVEI THED D1/0S/195S A A A A A A3 | A A A
o010 | M | BOIMA MOTSHEGETSI 21/01/1999 F A A A A A3 P AZ A
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Main Report

Botswana Examinations council

Qualification Junior Certificate Examination
Exam JCE-November/2015 Export x
Registration List by Centre
File Format:
JCo028 Maoeti Junior Secondary School
[POF ]
ﬁt:d sx flame L 1|12 |13 | 1 Page | [ Click here to access File Format: options l
¥ PDF I —
0002 | M | BAHITI MOKAULENGWE 28011338 |A |A (A |A ®
LAWRENCE Microsoft Excel (37-2003)

0003 | M | BAIPHATHI RONALD 280211898 |A (A (A |A Microsoft Excel (87-2003) Data-Only

Microsoft Excel Workbook Data-only [

0004 | F | BAHUMA JESSICA THUTO 15/05/2000 A A A A

Fo

Microsoft Word (57-2003)

D005 | M | BAHUMISENG MOAGI o4minee7 (A (A |a |a BAcroeCiiNord (SIS E d=bie
Rich Text Format (RTF) xport
D00 | F | BALOYINAMETSO LAURYN | 17012000 A |A |A |A Character Separated Values (CSV)
XML
0007 | F | BAROMA KESEGOFETSE | 170711388 |A |A |A |A |A | a3
DODS | M | BATSHEGIMOMPOLOKI | 100211988 |A |A |A |A |A |A3 A |A A
D003 | M | BAYEI THEO 0iDs13ss (A |A |A (A |A |A3 [a |A A
0010 | M | BOIMA MOTSHEGETSI 21011338 (A A |[A [A [A [A3 A A3 A

After selecting a file format, click Export and the report will be displayed with a different format.
8.4.2 Generating the Statement of Entry report
Navigate: Candidate Registration->Reports -> click Statement of entry

The screen below will be displayed.
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H- Reports
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Select Céntre and candidate number from the drop down lists.
Click Show report and the statement of entry report for the candidate selected will pop up.

You may choose to view statement of entries for the entire centre by clicking on show report without
selecting a candidate.

The report like the one in the screen below will be displayed.
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9. Results Reports
To access Centre / Candidate results, follow the guidelines below;
o Generate Subject Grade Listing for Centre results
o Navigate: Reports ->Reportl->Subject Grades Listing By Centre And Ranges

e Select Centre then click on Show report to view and print report.

: Botswana National Examination Process
| o MALEPA

XCE-Hovember (014

- Systern Management A

Ing System
Jurwor Certificate Eaaminaton Change Fasswand I Logaut -
Subject Grade Listing
fentre [icnnntBckarry Dkt Sucrdary Sch <[] fance

Managa keng

18- Anpoinkment of Examining Persornet
B Prefiam

8- Post Bxam

18- Resuk Managament

8- Raports

10. Forecast Grades
Forecast grades are captured before the final examination.

Navigation: Pre-Exam ->Forecast Grades
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&« .‘ & it 1086 0 WLEPAT Hirm g
Botswana National Examination PrGCeSS“'ig System
MALEPA

VIRKDESCRIFTION

Under Forecast Grades, you will be able to do the following:

a. Entry of candidates forecast grades
b. Generate forecast grades
c. Bulk Entry of Candidate Forecast Grade

10.1 Entry of Candidates Forecast Grades

Navigation: Pre-Exam -> Forecast Grades ->Entry of candidates forecast grades
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{5 it 1086, 3 NLEPAT Himm

i

MALEP

Botswana National Examination Processing System

Header

Click on the Entry of candidates forecast grades.
The screen below will appear.

[ P S—————

Sanrch | Eeport | Weip

Drag 3calumn header hara £2 group by that colume

rilin

Click on the Sear

ch button.

The following screen will appear with the Centre field already populated.
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= Botswana National Examination Pmcesslng System
| e MALEPA
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Select the syllabus you want to enter forecast grades for from the syllabus drop down as illustrated
below.

% Botswana National Examination Processing System

| = MALEPA
art EAL s Hotswana fieneral Certficate of Secondary Eduratin o | Chnge\Passwmri ] Logou -
\

@ Caiidgane RegEmatan = N ey
& PreExam
; Cortre i

sykbus [ =
Fnd | Cancel Lirrature n Englsh ¥
Mathemetics:

Moral Education

Music

L Physical Educaton

Plyses

Redigius Education =

List of Syllabuses

After selecting the syllabus, then click Find button.

The following screen will appear, showing a list of candidates who are registered for the syllabus selected.
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List of candidates

EANE -

10.2 Searching for a candidate

You can use the following search methods to identify the candidate you want to enter forecast grades for:

a. Select candidate from the list
b. Type the candidate name on the ‘Name of Candidate’ field
c. Navigate through the pages
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e Select candidate from the list
You may select the candidate you may want to enter the forecast grade for by clicking Edit button next to
the identified candidate.

o Type the candidate name on the ‘Name of Candidate’ field

& Botswana National xamination Processing System
Hnmana Genarl Carmficata of Sacandary EGumaan [ | Change Fasswuil J Looout -
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B Course vk prcti Marks o
O Forecr Grades
Ertry of candeiates foracs Drag a calumn feader here to grous by that cobumn
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[Fecmpetee” |5 2 v 7| = =
EdE  Keorepetze M 050471955
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i

Type the candidate name under the Name of Candidate field.
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Then click the Edit button to enter the forecast grade.

¢ Navigate through the pages

Botswana National Examination Processing System
MALEPA

HGCSE Jansny 2012 Batywars General Cardicsta of Saconcs ation sen | Change Passwors | -

Entry of condidates forecast grades
Search | Beport | Hep

Drag 3 column header here to group by that column
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i s Ly T ﬁ 2
07/12/1594
23/12/1993
20/04/1654
26/06/1993
16/02/1834
/a7 1554
237031995
20/12/1694
03/01/1935
Da/08/1835

i | LETLHOGONDLO
¢ KEDUMETSE
LdE | Matshwenyego

£ Lydia

ammlmaz x|z
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Select the page by cficking on any of the pages at the bottom of the candidate list to identify the candidate

you want/to enter the forecast grade for.

Click Edit button to enter the forecast grade.

After selecting the candidate you want to enter the forecast grade for using either one of the above search
methods, the screen below will appear with the centre, syllabus and candidate fields already populated.
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Select the Grade you want to enter for the candidate from the Grade drop down as illustrated below.

12 BwopiFrogeen| 2 - 2 € % S Forecsst grade entry.

Cuntra

Sflbus
Caridate nuriher
Grade

Sub || Res=t Cancel

Entry of candidates forecast grades {Update}

Botswana National Examination Processing System
MALEP

T

List of Grades

EANE -

Click Submit to save the information.

NOTE: For the modification/amendments of any forecast grade, you have to follow the Entry of Forecast Grades

process.
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10.3 Generate Forecast Grades Report

Navigation: Pre-Exam -> Forecast Grades ->Generate forecast grades

Click on the Generate forecast grades link and the next screen will appear with the centre field already
populated.

Botswana National Examination Processing System
MALEPA

Forncast Grades

Cantre

Sylibus

cavcitate

Select the syllabus’by clicking on it.
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Then click on the Show qut button.

Botswana National Examinatio\Processing System
MALEPA

e | Changs Bassnid
- GandlidaTa Regitrmton = | N Pem—
B~ Pre-Exam
Cantra
Sristiss EroRh =
Candidate
Show Report
| KN Z —

The following report will appear.

NOTE: The report allows you to view the forecast grades for all candidates doing the selected syllabus.

@ a T W W 1f %1 Mun Raport = % af  100% -

Botswana Examination Council

Ouaification:  Eotgwana Gengral Cenfeats of Secondary Eguciion
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&1 Englizh 7 Moalans viendy Kellumieze valenting
o8&t English ] Waremi Sherly
0561 Enghsh 9 Mathibad Lesago Watihogonak:
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g6t English 1 Crikwelae Matnagencio
1581 English 12 Pula Jaszica Segapotsa
0561 English 13 BHOSHONG GORATA CINDY
0551 English 1e THABAMGANA BUSISIWE
o8&t English 15 TLHOWE DHNEILE
et English 16 TLHOWE KEDIBONVE DIAMA
0561 Enghsh 1w Batsile Modirsdi Dikgang

To select the candidate you want to view forecast grade for, click the Candidate drop down.
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Select the Candidate Number by clicking on it.

Then click on the Show Report button.
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The following report will appear.

NOTE: The report allows you to view the forecast grade for the candidate doing the selected syllabus.

10.4 Bulk Entry of Candidate Forecast Grades
Navigation: Pre-Exam -> Forecast Grades ->Bulk Entry of Candidate Forecast Grade

)| 8 niny 710861 30/ MALEP A _BEHome s3pa — D-(‘JA“_,:Hnme |

= | Get more Add-ons +

File  Edit  Miew Fousines Took  Help
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ér: Botswana National Examination Processing System
MALEPA

e T | R -

S Header o

o cluron hara...
g 3 coluron hara LEZ 4

\as 26

WIRKDESCRIETION,

Click on the Bulk entry of candidates forecast grade.
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Then click on the new button on the next screen.

- Botswana Natipnal Examination Processing System

Botowana Beneral Cartiicaba of Secordary Educaton Heb I Change Password I Logaut -

Bulkjentry of candidate forecast grade -~
[ [ search | export | melp

Drag a column header here ko group by that column

Edit

The screen below will appear, with Centre field already populated.
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Select the syllabus from the syllabus drop down as shown below.
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Select the Syllabus by clicking on it
< > < >
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Then click on the Filter button, and the screen below will appear with a table populated with candidates’
numbers, names and spaces for entering forecast grades.
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Select the forecast grade from the Forecast Grade drop down as shown below.
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After selecting the forecast grades, click on the Submit button to save the information.
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The screen below will appear with the confirmation message.
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10.4 Forecast Grades Report
Navigation: Pre-Exam -> Forecast Grades ->Forecast Grade — Report

Botswana National Examination Processing System
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| 53 £ i

Click on the Forecast Grades Report
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The screen below will appear, with Centre field already populated.
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Click on the Show Report button to display all candidates with forecast grades for the selected syllabus.
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A report showing all candidates with forecast grades for the selected syllabus.
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A report showing forecast grade for the selected candidate and syllabus.

= 2T R I [~ TP Td B | i [100%

Botswana Examination Council

T Botswana 4 Education
Sarias BECSE-Januanyzi12
Caarre: BwElL Waeding Collegs

Forecast Grades
0863 Mathematics
Candigate Bumber  Name Forecant Grage

0002 BRANI GOBAITSE LORATO -
Total Candidates for 0563 Mathematics | 1

NOTE: For the modification/amendments of any Forecast Grade you have to follow the Bulk entry of candidate
forecast grade process

To modify a forecast grade, select the grade from the list, as shown in the next three screens.

LT ... e R — | . i

[ 9 Wito 186130/ MALEPA BE/FRE g PRC Farcest sl B = oﬂ B Forecat Gradie . | 5 e

File Edit View Favorites Tools Help

i 38 Microsoft Security Essenti.. [ Suggested Sites = B Amazeniceaik— Dnling S 8 HP Bames - Top Garmes = 2] Get more Add-oes =

g; Botswana National Examination Processing System
| MALEPA

Maiapa Support wE01ZE ate 3t Heky l Crangs Passward l Logout. -

B Candiate Ragsration ~
- bro.Exam

Bulk entry of candidate forecast grade {Add} £

Centre number [Hame Forecast Grade
+—tinscng folags [ [BAFIE] B =
Sybbis | |LESEGD &l
[HELET
- LS 000z BICAN] c =
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|GAFAGNE N =
000 (DITSHETELD AT
{CHDRELLA o
|cacwsARaLA
{poos |LEPHOI
|KELETSO a

0003 DESAL I3 T P
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|ALICTA
[oooe [MASERE & ~
|onkDkAME
INanCY
[oug7 [MOATSHE E =
| [WENDY .
|KEITUMETSE
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Select the new forecast grade
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Click the Submit button to save the changes.

Then re-print the forecast grade report to verify the correction(s) that you made.

A report showing the corrections.
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0002 BIKANI GOSATSE LORATO
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11. Coursework/Practical Marks Capture

Navigation: Pre-Exam ->Coursework/practical Marks capture

% Botswana National Examination Processing System -
== MALEPA

Mahulo Mmopi JCE-November/2015 Junior Certificate Examination

R e
[ st g g
e 1 3

Nn dats o deplay [
ity & 2 & =
| b & 14 15 16

won on B
F. Twow om oW

B —wmws —
Bcheduls

| WORKDESCRIPTION

Under Coursework/practical marks capture, you will be able to do the following:

Entry of candidate coursework marks (Teacher)
Generate Coursework summary marksheet (Coursework)
Generate summary marksheet (Practical)

Generate Individual candidate coursework marksheet
Generate Individual candidate practical marksheet

®ao0 o

STEP 1: Coursework Summary Mark sheet

Navigation: Pre-Exam -> Course work/practical Mark capture ->Coursework Summary Marksheet
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Select the syllabus, from the syllabus drop down, you want to view the coursework summary marksheet
for as shown below.

< Botswana National Examination Processing System A
[#= MALEPA
| Maduin Mmop! ICE-Novemberi 2015 luninr Carmficata Examination Help I Oranpe Fassword I Logout -
- Candidats Ragizration ~ C e
B Pre-Exam
B~ Courss workjoractical Marks cag Cenbre
|- G ksh Syllabug [ A -]
Companent Apriodture A |
Art
- [ Commencs and Accounting L
Indnicuzi ¢ Commencs and Office Procedunes
u:l el Maragemant Desigr: and Technology
- Reports Home Economics
Music |
List of JCE coursework Syllabuses Select the Syllabus by clicking on it
W

Then select the component from the Component drop down as shown below.

%: Botswana National Examination Processing Systems
|7 MALEPA

Madulo Mmop: JCE-Nopamber/ 2015 Junaor Cestificate Examination

@~ Candidate Rapisration ~ [e
&~ Pra-Exam
Centre iC
Syllzbus Agricultura. \A El

O | |

=]

None

iz
/

List of Components

Select the Component by clicking on it
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Then click on the Show Report button to display the report.

P e e | e g e\ | g e s . oy e Puge meeap e -

Madul Mmapi ICE-Novemberf 2015

M- Candidats Regisration . o 3 Ll
G- Pre-Exam
=] Centre r Y SNardary Sohoo
2 5D Svllabus Agriculture |
L Companznt Paper 3
x Show Rapost.

L Indnadus

Wi Result Maragamant
&- Reparis

A summary marksheet for the selected syllabus component will be generated and appears as the report
below. Print the marksheet to capture marks (physically) before capturing them into the system.

[ S 1| = | [Fnd || Cya[Teriz  |<[MD0% |«
[ i Report |
- JCE-November/20186
—v‘.‘ 16/3 , Agriculture
- Summary Markshest
Ee
Centre :  JCO028 Moeti Junior Secondary Scheol
i Taotal mark Total mark
Landuleie {Centre mark] (External moderation)
D002 BAHITI MOKALLENGWE LAWRENCE
D003 BAIFHATH| RONALD
o004 BAHUMA JESSICA THUTO
D005 BAHUMISENG MOAG]
D006 BALOYI NAMETSC LAURYN
Wl BARCMA KESEGOFETSE
D008 BATSHEGI MOMPOLOK]
009 BAYEl THEQ
o010 BOIMA MOTSHEGETSI
DO11 BONTHUTENG PATIENCE
D012 BOTSWANG LACNE INNOCENT
D013 CHANDA GAAMANGWE JAMES
D014 CHARLES ABELANANG

Page 56 of 61

This document is the property of the Botswana Examinations Council (BEC). It is strictly confidential and may on no account be
reproduced, copied or divulged to any third party without prior authorisation by BEC Management.
This document is only valid for the date and the time that it was printed.
© BEC 2018




/ Directorate Examinations Administration and Certification
- Function Data Processing
S
iv Document Type Manual
BOTSWANA Document No. BEC/EAC/DP/Man01.v2
EXAMINATIONS :
COUNCIL Effective Date 2018-02-27
Title Malepa User Manual for JCE Centres

STEP 2: Entry of candidate coursework marks (Teacher)

Navigation: Pre-Exam -> Course work/practical Mark capture ->Entry of candidate Coursework marks
(Teacher

To open the activity for capturing marks click on the Entry of Candidates Coursework Marks (Teacher).
Click New to open the form for capturing marks.

%; Botswana National Examination Processing System ~
[=  MALEPA

Madulo Mmopi JCE-November/2015 Junar Ceryficate Examinaton = Crange Fassword I Logout -

@ Candidate Regitration AN gntry of candidate Coursework marks (Teacher) Lz}
e MR ek

WM tham | wew | oo | e

B Course workfpractical Marks capture ——

Drag 2 column header here te group by that column

Drag 3 column hara.,,

H100% -

The screen below will appear, with Centre field already populated.

@ Botswana National Examination Processing System ~
[ MALEPA
Junor Certificate Examination =in Cnange Fasswond I Logourt -
@ Candidate Repisration ~
T Entry of candidate Coursework marks (Teacher) {Add}
=] tt:u:__qe Centre . _ mﬁdnwwfte-ﬂame Marke

Syiabue

| =]

| ] =

& Result Management =
Appointmsrt Tyfe

i
Comganant |
[
@ REpOIts | |
[

Examining personnal

|

|

|

i

|

‘ : 1
Fier ]

L |
| |

| submie Raser | cancel
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Select the Syllabus from the syllabus drop down as shown below,

% Botswana National Examination Processing System
[#= MALEPA

Madulo Mmopi ICE-Kovember/2015

Junior Cartificate Examination

Entry of candidata Coursework marks (Teachar) {Add]}

l:’.em:-e. : - :umbet MM arks
Syiabus | |
[ [ ]
@~ Result Maragemart

Commerca and Accounting
Commerca and Offica Procaduras

|
™ e
Dezign and Technolngy | |
Homg Econonics - ————————
[+ 5 | |
Music y, —_———
|
1
I

it fiepors

List of Syllabuses

Submit Haset Cancel

Select the Syllabus by clicking on it

Select the Component from the component drop down menu as shown below.
Select the Appointment type from the Appointment Type drop down menu as shown below.

Select the Examining personnel from the Examining Personnel drop down menu as shown below.

g Botswana Natlonal Examination Processing System
s MALEPA

| Maduo Mg ICE-Mewsnbes 2015

Turier Catificale Bxaeniration

Entry of caindicdate Coursework marks (Teacher] (At}

Cane

_ o i Marks
sishs ]
it Bl ¥
ikl b vl | |2 1 Select component
@ has:n:aecs.vr?ﬁ ik /
RS Bppaintment hpe . . . ..

it i gt gd &l Select the Appointment Type by selecting Chief Invigilator
Examining pernnsel 4—/"
ke Mg x « I i

H Select Name of Examining Personnel

K1k -

Click on the Filter button, and the screen below will appear with a table populated with candidates’
numbers, names and boxes for entering marks.
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St eagener Entry of candidate Coursework marks (Teacher) {Add}
Masters
B Pre-Ex
o . | Centre |Cancidate number IName/™ T\ |status Mark]
B Course work/practical Marks
{Generate coursemork Inc | ‘ ‘1 \ HRML?DABOM \ |H il m]
(Generate Summary mark pEIE ‘ ‘3 HB“S*\KO KEFILWE |H P-present v ]D
Generate coursework lab |Cumponent ‘3 H MoomleLE |H Pr— EHD
Mamcafnd\d;tzsahsengir | ‘ ‘ N H W T |H - D
Entry of candidate Cours
s mw; Appoitment type : ek OO PO 720 [ s V]D
Generate emor it fr co | — ‘ ‘6 HBAH?GEFSWE\HRGINLA I |H P-Presant ]D
Hodfeetion o cureio rﬁmmg e | i [twoorsaiEion [ Fopeen VHD
Entry of endidate practic |
Import oractical marks ‘8 / H %_IOMANEEMMAH MAR}f-IA |H il D
Valdaton of practical mz ‘9 } HBOTSM’@ME% |H P-Present V]D
Generate emor g for o i HCHAENDALEEOGANGGALALEFSANG | poes E
Modification of practical 1 _ —
BRC 14 Conerin of Page 1 of 21 (21 ftems) 234367890200
PRC 14 C Generafion of st || Rest | Gl
Pogt Bxam
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Enter the candidate marking the space provided as indicated below.

While you are entering marks you are also able to capture absent candid as indicated below.

B System Memagemet #  Entryof candidate Coursework marks (Tescher) {Add}
4 Mamerm
Y S e Candidate numbar Neme
4 Cancidate Regetraton Co005-8 a i MOGAR, TTIRELENE
2 Fredum 5,1=h_xs = RO IETETE
fi- Markng Venes - —
o " i VORNTATE
4 Bar e [nspecton Corponart GOTHUSAMUNG
o Course workpractcal Marks =0 k= i Wi
Generars coursework Indiic fippointment bype s
2 SUTITET Mk 57 T 118 WOMKITLHAT
i s EATLERD
Eaminng pesomel VADGELE
c g WOKAO
: I
i ] e MORGANED
Na‘}n::cnof:\.l.zm il
Canarars emor i of murss (ABEDNICD
Enory oF carvidate pratics o2} VORGOTHIANE pY " [+
Impart precical ek o BHLATHE i
WD
Vaidatier of pracice marks YEOLFBOGRE
Genewe ey Efroas 22 VIKEOTHIVANE PePresent G @
i CHALETHATA
Modficzron of precic! ma - v
Genergz eror [ of oractc Iﬂlm E Pt | i
Coursemerk Summan Mark: > |
ety 2 1 4 A niE
Ieividsl Ganddre Merieh RelonRes Uil 23 LW B8 - 2820
i 5 Fack ; v
Incividez Canddats racc ¥ )
| € > ¢ >

After entering the marks, click on the Submit button to save the information.

The following screen will appear with the confirmation message.

Lal
Maduin Mmapl XE-Novambar/ 2015 Jurior Zartficta Examinabon Help I Thange Password I Legoit. -
B Canddate RagisTation ~
- P Fecord saved sucoassflly |_0K
I Cotrsa workfpra
x Entr d ursEworik aach d
Centre |Candidata Mama T
" | umibar Marks
s Sylabs | | 1]
- Rasut Managemen | ]
B Repots Can " | | i
7
Agpcintment type | _l
| |1
Examining persannel | [
I | [ ]
| =
[ [1]
| [ ]
| v

E
[
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NOTE: For the modification/amendment of any coursework mark you have to follow the entry of coursework mark
(Teacher) process.

To modify a mark, highlight and delete the mark, then type the mark you want to capture, as shown on the
screen below,

F sterm Managament .
i i::: T Lo Entry of candidate Coursework marks (Teacher) {Add}
o Slers
= Pre-Bxam Gt &
| Cand Name Status
&~ Course work/practical Marks + d - i L L
=3 t 11 P-Present
Generals coursework In; [T L R —" |
= = ; syllahus 3 DIKALATE PATRICIA Presen [T >
— Gengrate summary mark; L \u\ RICIA KEABFTSNE P L wI[EE Lo
= 5 DINGALD GORATAMANG P-Prasent @‘l ET] i
14 DENKD MATSHIDISO TSHIDT KHANVAZILE ppezrs  / = ED
Apoaintment tyme 15 | DINTLE OLERILE P-Pfem/ [+
L torhicn. paic 6 ”BLNTLE THAPELD ppraghe ~ |42
E r—— Evarrining gersornel =
odification of coursews 17 |nwrm EEFILWE DALISTER. Ppfecant - |[[42
o s andaale pacts i DT QUEEN y — B EB
<t = 155 =Y
19 EDWARD MOGOMOTS] P-Present @I 42
20 ELTAS PRECIOUS / PPrecent [
Page20f21 (M items) [«](¢] 1 [2] 3 4 5 6 7 19 10 ;/l:]»
| t | Rest || Cancel /
it}

Select by highlighting the mark and press delete (or backspace)

Click the Submit button to save the changes.

Page 61 of 61

This document is the property of the Botswana Examinations Council (BEC). It is strictly confidential and may on no account be
reproduced, copied or divulged to any third party without prior authorisation by BEC Management.
This document is only valid for the date and the time that it was printed.
© BEC 2018




