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1. Introduction

This User Manual was developed to assist the Primary School Leaving Examination (PSLE) centres
to effectively use the Malepa Application.

2. Scope

The manual will assist in the implementation of the following processes;

. Logging in to the system and navigation
. Change of user password

. Registration of candidates

. Entry Amendments

. Generation of reports

3. References

Malepa Application System

4. Terms and Abbreviations
4.1 Terms and Definitions

4.1.1 Malepa

The BEC business system used for processing data for all national examinations that Botswana
Examinations Council (BEC) conducts.

4.1.2 Series
A group of examinations in 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
PSLE Primary School Leaving Examination
Page 4 of 24
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5. Malepa Minimum Specifications
5.1 Internet

The user interface to the Malepa application is web browser based; therefore requires internet
access or connectivity to use the application.

The minimum internet Speed/Bandwidth required to accessing 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;
e The latest recommended Microsoft Internet Explorer version is 11.
e Google Chrome

6. How to logon to Malepa Application

¢ 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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mﬁ i< Jhttps://malepa.bec.co.bw/|

File Edit View Favorites Tools Help

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

7% B Suggested Sites v @ Amazon.co.uk-OnlineS.. &) WildTangent Games fo... v & 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

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 BGCEE Private Candidate Registration
MALEPA JCE Private Candidate Registration
MALEPA PSLK Private Candidate Registration

e Click on the MALEPA General Application link to login

e Enter your user name and password on the Login Panel shown below;
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@lﬂ-&g
mw]@ hittps://malepa.bec.co.bw/MALEPAGeneral/ £~ @ ¢ || @ Malepa Login x ‘ [ oy T el
File Edit View Favorites Tools Help
55 B Suggested Sites v '8 Amazon.co.uk-OnlineS... £ WildTangent Games fo... v £ Cyril's top 10 urgencies v o~ v [ @ v Pagev Safetyv Toolsv @v

A
|

g; Botswana National Examination Processing System
A MALEPA
. ]

Login Panel
\
€ 0 SN )
- >
User Name -~ "
> o’ \
[ |
Password \
-
- / / /
otswana Examinations Council (BEC) is mandated under Section 5 of the Botswana Examinations Council Act
11 of 2002, "to conduct schools examinations and any other examinations for the Ministry and issue certificates in respect
of s\ch examinations." BEC's key business activity is the development, administration, accreditation and certification of
< >
e Then click on the Login button
o After successful login, select the Exam Series you want to work with.
e |
m\ @ nttps://malepabeccobw/MALEPAGeneral/ O~ @ C |[ @ Malepa Logi/ X ﬂ oA 2 |
File Edit View Favorites Tools Help
<5 I Suggested Sites v '@ Amazon.co.uk-OnlineS.. &) WildTangent Games fo... # & Cyril's top 10 urgencies ~ X v B v @ v Pagev Safetyv Tookv @v

A

Login Panel \ ‘ News...

Exam Series
PSLE-November/2018 [ |

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

NOTE: COMPATIBILITY VIEW
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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

e 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;

mwj@ https: ‘malepabec.(o.bWeneraV £~ @ ¢ || @ Malepa Lagin x
File Edit View Fovorites JLEId] Help

<5 1Bl Suggested Sites v @ | Delete browsing history... Ctrl+Shift+Del | &7 Cyril's top 10 urgencies + B v B v d@ v Pagev Safetyv Tooksv @~
InPrivate Browsing Ctrl+Shift+P
Turn on Tracking Protection I E - - P = S A
é': s bnal Examination Processing System
Fix connection problems.
orymane
e Reopen last browsing session
Add site to Start menu
e Pop-up Blocker »
Login Panel \ SmartScreen Filter »
| Manage add-ons \
Compatibility View settings b v »e w o
User Name Subscribe to this feed, > -~ -y
l | Feed discovery >
———————————————— Windows Update
Password e Ctrl+Shift+U
F12 Developer Tools
OneNote Linked Notes >
Send to OneNote
Report website problems o / /
Internet options
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
< >

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.
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- e
m‘ e https"'maIepa.bec,co.bw"MALEPAGen;rari £ - @ ¢|[ @ MalepaLogin x| | IIPARLE |
Y b;uggeﬂedsite;v a Av‘naznn.cn.u‘k—DnIineS... 2] WildTangent Games fo... v £ Cyril's top 10 urgencies v -~ v (2 dh v Pagev Safetyv Toolsv @~
\
A

ey Sese SSINational Examination Processing System |

]/_'\/Q Change Compatibility View Settings
)

Add this website:

== —> e

ebsites you've added to Compatibiity View:

bec.co.bw [ Remove |

[¥] Display intranet sites in Compatibility View \
Use Microsoft compatibility lists
Learn more by reading the Internet Explorer privacy statement

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.

==
m‘ @ hitps://malepa.bec.co.bw/MALEPAGYeral/ po-ac H @ Malepa Login x| | S ALY |

\ L

Edit View Favorites Tools Help
Compatibility View Settings =) =

<5 B Suggested Sites v |8 Amazon.co.uk - Onli

o~ v [ dsh v Pagev Safetyv Toolsv @~

)N Processing System |

[N Change Compatbiity View Settings
(4]

~
~

Add this website:

Websites you've added to Compatibilty View:

Reoye I_

Login Panel
\
@ @ )
o ~
User Name -~ "
> > \
’ ] Display intranet sites in Compatt ‘\‘.
Password [¥] use Microsoft compatbiiity lists \
l ‘ LegrTTore by Tews Dlorer privacy statement \
\
Cl
.
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 ‘
< >
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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 Password button

= Botswana National Examination Processing System
s MALEPA

PSLE-November/2018

Primary School Leaving Examination

Help I Change Password I Logout -

Header

Work To Do

@

andidate Registration

®

Drag a column here...

ppointment of Examining Personne
Pre-Exam

®

No data to display

®

Post Exam

@

Result Management
Reports
Inactive Process/Reports

B

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

~

P
T
Mo T::‘:%Tlm Fri Sat Sun
12 2 4 5 5 7
8 3 10 11 12 13 14
15 16 18 19 20 2
2 133 24 25 26 27 28
LVl om0 om

a N

@

System Management ~ Change password

@

Masters

@

Setup

Login user name
Candidate Registration

@

Login password

@

Materials Management/Tracking
Appointment of Examining Persor

Enter login passwerd

Confirm password

a8

Pre-Exam

®

Post Exam

@

Result Management
Reports

Help

Oradle Business Intelligence

@

Submit Canx

2 8@

Examining Personnel Payment Sy:

@

Inactive Process/Reports

e Enter a new password; confirm the new password by entering it again.

e Click on the Submit button to save new password.

e 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->Candidate registration at

Centre
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¢ Click Candidate registration at Centye/BEC

= Candidate Registration =
=— Centre candidate registration

Candidate registration at c®r

H— Entry amendments
- Reports
*— Pre-BExam

e Click on the New button;

é; Botswana\\National Examination Processing System
s=w. MALEPA

PSLE-November/2018 Primary School Leaving Examination

]

@

Masters

System Management ~ |\§:ididate registration at center/BEC

ew Search Export Help

@

Setup
Candidate Registration

0]

© Centre candidate registration Drag a column header here to group by that column

Candidate registration at cel Edit | Delete

The screen like the one below will appear for you to capture candidate details (Candidate
Surname, Names, Gender, Centre Category);
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Botswana National Examination Processing System ~
MALEPA

PSLE-November/2016 Primary School Leaving Examination velp | coange password | Logour -

®

System Management ~

Candidata reqistration at center/BEC {Add} ~
Masters
& Setup Centre [ PS0101--Bobanong Primary Schoal =
& Candidate Registration )
Candidate Sumame [PravagY ]
©- Centre candidate registration
Candidate registration at ce G A ETE [STuDENT ]
Candidate Middle name ‘ |
Private Candidate Password
G M-Male Candidate category | C—Centre candidate =)
Accept fses confirmation fro

Generate UCT and flaq dupli nta:ts BEC Special Need Type Access Arrangement Syllabus Documents =

Modify entry for duplicate U

Allocate candidate numbers Date of birth 01/01/1998  x
Manually allocate candidate = [¢ Is citizen f Botswana?

Registration Posting

Export Gata o ¢ Birth son Number (9 digits only) ‘

View posted candidate reqis

Reinstate Candidate ‘OMANG ndmber (9 digits only) |:|

Generate UCI for Private Ca

Change Candidate Number ; passport nkmber [
Generate UCI for Private Ce
Entry amendments

¢ Click on different tabs (e.g. personal and syllabus) and fill in candidate details. Note that
Applications for Access Arrangement are handled outside the system with consultations with
the BEC EAC Special Needs Unit. To select syllabuses for a Candidate, click check boxes

against each syllabus (as shown below);
~
S M it
P System Management & ‘Candidate registration at center/BEC {Add} =
Masters
)
- Setup Centre | PS0101--Bobenong Primary School |
&~ Candidate Registration e
[ urname
& Centre candidate registration |DRIMARY ‘
Candidate registration at ey Candidate First Name |5TUDENT ‘
Private Candidates authoris: Candidate Middle name [ |
Private Candidate Password Gander " -
M-Male || Candidate category C-Cantre candidate v
Accept fees confirmation fro |
Generate UCI and flag dupli Personal Contacts BEC Spedial Need Type Access Arrangement W Documents
Modify entry for duplicate U v
Allocate candidate numbers Group Syllabus | Syllabus code ‘
Manually allocate candidate ¢
) ) Core Exempt Setswana o1
Reqistration Postint
Export Registration data to | Core English 02
View posted candidate regis Core Mathematics 03
Reinstate Candidate o e o
Generate UCT for Private Ca T
Change Candidate Number Core Socil Studies o
Generate UCI for Private Ca Optional Agriculture 06
Enfry amendments Optional Religious and Moral Education 07
Reports
OMR Registration
Appointment of Examining Personnal ¥ it Resst Cancel v

e Click Submit button to add the candidate’s registration in the Centre.

The screen like the one below will be displayed.
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& Candidate Registration T

5 Centre candidate registration Record saved successfully

Candidate registration at cer

@ Entry amendments
- Reports

@ Pre-Exam Centre

Candidate Surname

Candidate First Name

Candidate Middle name

Gender

Candidate registration at center/BEC {Add}

m

Candidate category ‘

el Type i i

s Fee(Induding Sylabus):11( Syllabus Fee:90

Syllabus Syllabus code ‘ Syllabus option

—~

¢ Click OK to complete the registration of the candidate.

8.2 Registration Corrections / Delete a Candidate’s Record

8.2.1 Registration Correction

To correct candidate registration details select by clicking Candidate registration at centre/BEC.

= Candidate Registration

Centre candidate registration

Candidate registration at cer

#— Entry amendments

#— Reports
1 1
& Pre-Exam

Candidate registration at center/BEC

| New/¢ Search

Export Help

L Drag a column header here to group by that column

Edit

o Click search button. The screen like the one below will be displayed;

Mo data to display

(£~ System Management Al | | Search
[ Masters
(- Setup Centre
& Candidate Registration )
_ o Find
B Centre candidate registration
Candidate registration at cel

e Click the Find button

PS0101--Bobonong Primary Schoal

Cancel

The screen like the one below will be displayed.
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System Management A Candidate registration at center/BEC A
Masters | New | Search I Expart I Help |
Setup
2~ Candidate Registration P
B- Centre candidate registration Drag a column header here to group by that column
Candidate registration at E|:+ Del% Centre Name w| Surllame ‘ Name Of The Car{ Middle Name | Gender - ‘ Candidate Camg4 Candidate Appm‘i
Private Candidates autho
I | i 2| o] i 2| i ks
Private Candidate Passwe
s 4 Dele Sobenong PRIMARY STUDENT Mal did 4
Accept fees confimation. f— D28 primary School ale CentreCandidate | Approve
Ganarata 11T and fian di
¢ Click Edit and the below screen will be displayed, you will be able to make corrgctions.
e Click on the Suhmit button to save the changes.
~
System Management ~ candidafe registration at center/BEC {Update} ~
Masters
Setup Centre
& Candidate Registration @ S
B~ Centre candidate registration ‘
Candidate reqistration at cel (T SIS AT ‘
Private Candidates authoris: Candidafe Middle name ‘
Private Candidate Password Gender =
Accept fees confirmation frg ‘
Generate UCT and flag dupli Contacts BEC Specal Need Type
Modify entry for duplicate U
Allocate candidate numbers
Manually allocate candidate | |¢ Is citien of Botswana?
Registration Posting
Export Registration data to { Birth Registration Number (9 digits only)
Export JCE Reqistration datz
View posted candidate reqgis OMANG number (9 digits only)
Reinstate Candidate
PRCO.1B Passpprt numbar
PRCO3.1H
PRCO3.11
Generate UCI for Private Ca
Change Candidate Number : Submit Reset Cancel
Details of Pavment By Cand ¥ v

8.2.2 Delete Candidate Registration Record
To delete a candidate registration record, click on Delete.

/
System Management ~ Candidate registration at center/BEC
@
(B~ Masters | New I Search I Export/{/ Help |
Setup /
- Candidate Registration /
& Centre candidate registration Drag a column %F here to group by that column
Candidate registration at En:* DE'% Cer%ame +/| SurName  # | Name Of The Car{ Middle Name + ‘ Gender * ‘ Candidate Categn{ Candidate Appm\‘
Private Candidates autho
N 2| 2| |#| |2 2| 2| A
Private Candidate Passwe
Accept fees confirmation Ed Dele Eﬁﬁ’?anr‘;ngchool PRIMARY STUDENT Male CentreCandidate  Approved
Renarate 1CT and flan

The screen below will appear.
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Click the Delite button to complete deletion.

\ A
System Management ~ Candidate registration at center/BEC {Delete} A
Masters
Setup Centre
& Candidate Registration Candidate Sumame =
- Centre candidate registration

. S Candidate First Name: TUDENT

Private Candidates authoris Candidate Middle name

Private Candidate Password Gender Candidate category C_Centre candidate ‘

Accept fees confirmation fro

Generate UCI and flag dupli Contacts BEC Special Need Type Access Arrangemeant Syllabus Documents

Modify entry for duplicate U

Allocate candidate numbers EEEEAITT 01/01/198

Manuslly allocate candidats Is citizen of Botswana?

Reaistration Posting

Export Registration data to { Birth Registration Number (9 digits only)

Export JCF Reqistration datz

View posted candidate reqis OMANG number (9 digits only) l:|

Reinstate Candidate

PRCO318 Passport number ‘

PRCO3.1H

PRCO3.1]

Generate UCI for Private Cs

Change Candidate Number : Vouete Resat Cancsl

Details of Payment By Cand] ¥ v
< D ) < > v

8.3Entry Amendments

Navigation: Candidate Registration->Entry Amendments

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

» Change Syllabus/option

» Request for withdrawal
» Change Candidate details
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8.3.1 Change Syllabus/ Option

~
System Management | | | Request for Syllabus Change / Withdrawal {Add} A
Masters
setup Centre PS0101--Bobenong Primary School
& Candidate Registration Candidate number Check
Centre candidate registration
Candidate Surname
- Entry amendments
Reguest for Syllabus Chang| s R
Approve Syllabus Change / ! Candidate Middle Name
Capture the Requests from | Request type Syllabus/Options
Authorization for Registratio @i ST e A
Candidate Address or Gende .
Request for Candidate DOB Changs in First Name
Approve Candidate DOB che| |* Change in Middle name
Reguest for Candidate Numl Reason for withdrawal
Approve Candidate Number
Candidate TS or DOSET C Sylatnis Slabus code &
Candidate Details Amendme Setswana 01 UJ
- Special neads preparations English 02
Reparts Mathematics 03
OMR Registration
@ Materials Management/Tracking T o ‘r
Appointment of Examining Personnel Sodial Studies 05
Pre-Exam Agriculture 06
fas: F)fa.rr 2 Religious and Moral Education 7 v
< > < > v
To[amend a syllabus for a candidate use the Candidate Registration module by clicking pn the
plus sign on the left, select the Entry amendments process and click on the Request for Sy|labus

Change/Withdrawal activity. Select centre d

click the Check button.

n the drop down menu, enter candidate number Jand

On the “Request Type” field select Syllabus/Options on the dropdown menu if you want to make a
syllabus option change.

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.

o &8 e

B-8-8a

System Management ~

Masters

Setup

Candidate Registration

Centre candidate registration

& Entry amendments

Request for Svllabus Chanag
Approve Syllabus Change /1
Capture the Requests from {
Authorization for Registratio
Candidate Address or Gende
Request for Candidate DOB
Approve Candidate DOB che
Reguest for Candidate Num|
Approve Candidate Number
Candidate BTS or DOSET CF

Candidate Details Amendme

Special needs preparations
Reports

OMR Registration

Materials Management/Tracking
Appointment of Examining Personne
Pre-Exam

Post Exam v

Candidate Surame
Candidate First Name
Candidate Middle Name
Request type

Change in Surname
Change in First Name
Change in Middle name

Reason for withdrawal

Setswana
English
Mathematics
Science
Social Studies
Agriculture

Religious and Moral Education

Submit Reset Cancel

Pl

58

Syllabus/Options

Syllabus

Check

Syllabus code

BERERAO®*

e Click on Submit below the syllabus list once you have completed your request.

Page 16 of 24

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
# -
v Document Type Manual
BOTSWANA Document No. BEC/EAC/DP/Man03.v1
EXAMINATIONS
COUNCIL Effective Date 26-01-2018
Title Malepa User Manual for PSLE Centres

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

8.3.2 Request for Withdrawal

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 humber and
click the Check button.

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

\ ~
System Management \
o [l Request for Syllabus Chynge / Withdrawal {Add} )
Masters
Seti
- sep Centre | PS0101--Bobonang Primary Schoal ‘
& Candidate Registration
Candidate number heck
Centre candidate registration cl
- Entry amendments Candidate Sumame
Reguest for Syllabus Changg Candidate First Name — —
Approve Syllabus Change /1 )
Capture the Requests from { SR
Authorization for Registratio Request type Withdrawal ‘
Candidate Address or Gende Change in Sumame
Request for Candidate DOB Change in Firet Name:
Approve Candidate DOB chz [* -
Change in Middle name
Reguest for Candidate Num|
Approve Candidate Number Fleszey iy iz
~
oGt T = Chack
System Management ~ A~
Masters Candidate Sumame PRIMAR
Setup Candidate First Name T T
& Candidate Registration Candidate Middle Name
Centre candidate registration
Request type Withdrawal ]
Change in Surmame
Change in First Name
Capture the Reguests from | Change in Middle name
Authorization for Registratio T ] | ‘
Candidate Address or Gende
Request for Candidate DOB Syllabus Syllabus code # |
Approve Candidate DOB chz |¢ Setswana o m
q i 2
Reguest for Candidate Num| English 0
Approve Candidate Number
Candidate BTS or DOSET CF raiEmiE 03
Candidate Details Amendme Science 04
Spedial needs preparations Social Studies 05
Report:
i ports Agricultura 06
OMR Registration -
Materials Management/ Tracking Religious and Moral Education 07
Appointment of Examining Personnel
Pre-Exam Submit Reset Cancel
R () ¥

e 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.
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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.

&~ Candidate Registration A| | | Candidate Details Amendments ~
Centre candidate registration WWW
& Entry amendments
Reguest for Svllabus Change / Withdrawal \
Candidate Address or Gender Change Drag a column header here to group by that column
Request for Candidate DOB chanae ﬂ

Candidate Details Amendments
Reports
Pre-Exam
Result Managsment
Reports

No data to display

To make an amendment click on Search, a screen like the one below will appear.

System Management ~ Search

Masters

Setup Centre PS0101—Bobonong Primary School "‘
& Candidate Registration

Find Cancel
Centre candidate registration

&~ Entry amendments

Request for Syllabus Chanag
Approve Svilabus Change /!
Capture the Reguests from |
Authorization for Reqistratio
Candidate Address or Gende
Reguest for Candidate DOB
Approve Candidate DOB che |
Request for Candidate Num
Approve Candidate Number
Candidate BTS or DOSET Ct
Candidate Details Amendme

Special needs preparations
Reports
OMR Registration

Materials Management/Tracking

Select centre from drop down menu then click Find. A screen like the one below will appear.
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System Management -~ C i Details A ts
)
§ Masters [sesren | oxoon | nelp |
Setup
& Candidate Registration a
Centre candidate registration Drag a column header here to group by that column
&- Entry amendments Ed|t| Centre Name |+ | SurName - | Name Of The <:and| Middle Name [+ | Gender - ‘ Candidate Numher‘ Date C
Request for Syllabus Chanag
v & w - - -
Approve Syllabus Change /! ‘ - | | | | | | | | | | | |:
obonon
Capture the Reguests from 1 Edit | pmary S chool SETLHANTSWENG  CLYDE BAKANG Male 0001 20/11,
_— Edit Eﬁ:‘f::"gchml MASOPA GOFACNE Female 0002 18/0%,
Candidate Address or Gende
Request for Candidste DOB Edit Eﬁ?r?;;"_gchool DIKGANG BOLOKANG Male 0003 25/05;
Approve Candidate DOB che |4
N Edit | Beponong PITSO KEAMOGETSE Female ooo4 0z/03,
Reguest for Candidate Numl Primary School
Approve Candidate Number Edit | Bebonong MOTLHAGODI BOIPELO ANITAH Female ooos 12/01,
N =— | Primary School
Candidate BTS or DOSET Ck Bobonong
Candidate Details Amendme Edt | g imary School MOLAFIST GOLEBAGNE Male oooe 19/05;
Special needs preparations Bebonong
B Edit | primary School AMOS KGOMOTSO Male 0007 18/09,
e ports
Bob: KGOMOTSO
OMR Registration Edit | pemary Schosl MOLAMBANE BRITNEY Female oooe 22/01,
Materials Management/Tracking ~ +. | Bobonong R P — - PPN oo
Appointment of Examining Personnel < >
Pra-Exam
Post Exam v Page 1 of 6 (55 items) 112 3 2 5 6
< i i > <

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 Numbey.

¢ Click on Edijt on the left to open the candidate’s record.

System Management ~ [ i Details A
®
- Masters | search | ewport | welp |
Setup
- Candidate Registration “
Centre candidate registration Drag a column header here to group by that column
2 Entry amendments \\ Edit‘ Centre Name |+ | Suriame | | Name Of The cam:q Middle Name | Gender - ‘ Carggiate Number| Date €
Reguest for Syllabus Change ‘ |
2| Bl B = = I
Approve Syllabus Change / !
M Bobonang PRIMARY STUDENT Mal 00s8 01/01,
Capture the Requests from 1 Edit  prriary School ale /oL

Authorization for Registratio
Candidate Address or Gende
Request for Candidate DOB
Approve Candidate DOB chz |4
Reguest for Candidate Numl
Approve Candidate Number
Candidate BTS or DOSET Ck
Candidate Details Amendme|

The amendment screen below will display showing candidate personal details.
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C Details A iUpdatef
System Management ~
Masters Centre | ‘
Setup Candidate number |
- Candidate Registration
Centre candidate registration S | PRIMARY ‘
&~ Entry amendments Candidate name | STUDENT ‘
Request for Svllabus Chanag Candidate Middle name | A x ‘
Approve Syllabus Change /1 Gender X ” Candidate categ ”
ot the Rt e M-Male ndidate category | c-Centre candidate
Authorization for Registratio ‘Personnel Contacts BEC
Candidate Address or Gende )
Request for Candidate DOB Date of birth 01/01/1958
Approve Candidste DOB chz  |¢ s citizen of Botswana?
Reguest for Candidate Num| Birth Registration Number (9 digits only) ‘
Approve Candidate Number OMANG Number [
Candidate BTS or DOSET CF Passport number ‘ ‘
Candidate Details Amendme
Special needs preparations
Reports
OMR Registration
Materials Management/Tracking
Appointment of Examining Personne!
Pre-Exam Submit Reset Cancel
Post Exam v v
Loa . v
< > < >

Make all the required changes for the selected candidate and click on"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 Registration Reports

8.4.1 Generating the Registration List Report
Navigate: Candidate Registration->Reports -> click Posted Registration List for Centres
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The screen below will be displayed, select the centre from the drop down list and click Show
Report.

- A

= Canaiaate Regisranon

Centre candidate registration Registration List for Centres - PSLE
Entry amendments

Special needs preparations Centre [PSD101--Bobonong Primary Schoo x ‘ Range

Reports /
Annual comparison of candi

Show Report

Candidate Entries by Syllabt
Candidate Numbers by Sess
Candidates Lists - Mean and
Discrepancy in Seating arrar
Entries Listing for Session
Gaps in Candidate Numbers
Number of candidates by nu
Numbers of Subiects Taken
Reqistration fees list
Reqistration list
Reqistration list for centres
Reqistration list for centres
Reqistrations - centre/stude
Reqistrations by Gender
Registration list for centres

e}

e}

I

Special need candidates by | M
< > < > v

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

To print a report, click on the printer icon. To export the report into different formats click the export
icon

St | 2 g — % % £ 7o 7 - [100% |-

Main Report

Botswana Examinations council

Qualification Primary School Leaving Examination
Exam PSLE-November/2014

Registration List by Centre after amendment

PS0101 Bobonong Primary School

PRIMARY STUDENT 01/01/1998 ‘

Subject Entry Summary
English

Science

Social Studies

Setswana

Religious and Moral Education
Agriculture

Mathematics

SEERRRS

After selecting a file format, click Export and the report will be displayed with a different format.

Page 21 of 24

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

4 = Function Data Processing
'v Document Type Manual
BOTSWANA Document No. BEC/EAC/DP/Man03.v1
EXAMINATIONS
COUNCIL Effective Date 26-01-2018
Title Malepa User Manual for PSLE Centres

Qualification

Botswana Examinations council

Primary School Leaving Examination

Exam PSLE-November/2014 F— x
Registration List by Centre

File Format:

PS0101 Bobonong Primary School

= - [POF =
b |os |os o7

Page § -

0055 |M | PRIMARY STUDENT D1/01/1988 @I58 FOF A A |a

- Microsoft Excel (97-2003)

Subject Entry Summary Microsoft Excel (97-2003) Data-Only

En_gllsh 55 Micresoft Excel Workbook Data-only

Science 55

Social Studies 55 Micresoft Word (97-2003)

Seiswanz 55 Microsoft Word (87-2003) - Editabl

Religious and Moral Education 55 ierosoft Word (ST- - vl

Agriculiure 55 Rich Text Format (RTF) txport
Mathematics 55

Character Separated Values (C5V)

XML

8.4.2 Generating the Statement of Entry report
Navigate: Candidate Registration->Reports -> click Statement of entry

The screen below will be displayed,

UCT siatistics

Statement of Entry

Candidates With Special Ret
Reqistration entry error repc
Fesa [ist by Centre

Pending fises list by Cenfra ¢
Letter fo Candidate for penc
Letter fo Centre for pending
Candidate having duplicate |

Centra PS0101-Babonong Primary Schoal |

Candidate 5 |

Show Report

Candidate UCT linking fails

10 cards by Centre
Candidate fees payment

Candidate rint

Select Centre 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 number.

The report like the one in the screen below will be displayed.
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" - - - . - -
~ Qualification : Primary School Leaving Examination
Series : PSLE-November/2015
BRI Statement of Entry
COUNCL
Centre:  PSO101 Bobonong Primary School
Candidate 0058 STUDENT PRIMARY
Gender M Date of Birth 01/01/1998 ucl OMANG No.
Prev. Centre Prev. Cand No.
Syllabus Timetabled
Component Code Name Date Time
Agriculture
0611 Paper 1 08110/2015 08:00 AM
English
021 Paper 1 14110/2015 0800 AM
0212 Paper 2 07110/2015 1:00 AM
Mathematics
031 Paper 1 12110/2015 0800 AM
Religious and Moral Education
o7 Paper 1 13110/2015 1:00 AM
Science
041 Paper 1 0910/2015 0500 AM
Setswana
011 Paper 1 09110/2015 100 AM
0112 Paper 2 07110/2015 0500 AM
Social Studies
051 Paper 1 1310/2015 0800 AM

Page 23 of 24

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
9~ Function Data Processing
T
L’v Document Type Manual
BOTSWANA Document No. BEC/EAC/DP/Man03.v1
EXAMINATIONS
COUNCIL Effective Date 26-01-2018
Title Malepa User Manual for PSLE Centres

9. Results Reports
To access Centre / Candidate results, follow the guidelines below;
e 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.

g: Botswana National Exagination Processing System A
Traineg One PSLE-November/2015 Primarv School Leaving Examination Help Change Password Logott .
N\

Candidate Regstration Al || Subject Grade Listing \
Result Management
& Repots Centre PS0101-Babanong Primzry Schodl | Range

- Reportl

Subiect Grades Listing By Centre And Ranges
Reoot? Show Report
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