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A practical guide for school setup, marks capture, analysis and reporting

This brochure introduces the key Classmate workspaces used by schools to
manage setup, academic controls, performance intelligence and school reports.

I For school heads, deputies, heads of department and teaching teams.
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3" Designed to help schools understand and adopt Classmate quickly
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01 / GETTING STARTED

Get started and
find your way around

Classmate opens with secure login and a school-wide dashboard.
Once signed in, users can move between profile, configuration
and reporting workspaces from the main menu.
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Classmate login Classmate dashboard
Sign in with your assigned school account. Your school-wide starting point after login.
Quick start
Follow these steps to get started in Classmate.

1 Sign in with your 2 Confirm your access 3 Open the Dashboard 4 Use the left menu
assigned school role and school name to review school-wide to reach School Setup,
login details. after login. status cards. Academic Controls,

Performance Intelligence
and Reports.
Main navigation
Key areas available from the main menu.
aa Dashboard overview o My Profile School Configuration Marks & Reporting
oo View school-wide status (] Manage your profile Access school setup, workspaces
and key information. and contact details. subjects, timetables Access academic
and users. controls and reporting
workspaces.
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02 SCHOOL SETUP

Set up your school
foundation

Before reporting begins, Classmate helps the school confirm its
profile, classes, subjects, staff, learners and teacher assignments
from one connected workspace.
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ACADEMIC PERFORMAMNCE INTELLIGENCE

Your intelligence centre is ready for completed marks.

Complete registered-subject marks to activate school-wide performance intelligence.
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What to confirm
School profile School identity and reporting details
Classes Class streams and structure
Subjects Approved school subject list
Staff accounts Authorised user access
Learner register Active learners
Teacher assignments Class-subject responsibility
Q Good practice
Complete setup first so marks capture, reporting and analysis use the correct school structure.
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03 / ACADEMIC CONTROLS

Managet
academic workflow

Academic Controls helps schools define the reporting period,

track readiness and manage core stages of the academic cycle
from one control centre.

Classmate
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@ i Classmate  School Setup SchootHead o Clou Online
School profile, classes and grading. g '
ACCESS ROLE
School Head T
School Institutional Setup Centre 100%
Complete school setup through Classmate itself, Complete the school profile, academic structure, staff, SETUP READINESS
) learners and teacher assignments from one place.
88 Dashboard
R My Profile > School profile Review " F:iasses Retha o) Subjects A Revi
Identity and confact detalls saved 24 class streams configured 18 subjects configured
SCHOOL CONFIGURATION " "
7 Staff accounts Reviow & La.nmer register Reviow o '_reachor assignments Review
56 active staff accounts 8B5S active learners 315 class-subject assignments
Subi s Operating model: Classmate provisions the schoal tenant and first School Head, The school then maintai stitutional setup
m Ribgect Setup and rout afl onboarding from these workipaces. H.0.D relaing lamaer-entry autharity; academic ain ownid by the Institutional setup complote
assignad teacher
= Academic Con...
B Timetable School Profile & Institutional Identity Class Streams
Maintain the school identity, reporting period and contact information used Create the school class structure heve. Subjects are maintained independently in
.Q{S Users & Roles throughout Classmate. Subject Setup.
1  Bulk Upload SCHOOL NAME HEAD [ PRINCIPAL LEVEL STREAM
Donga CJSS Mr Mphuthe Form1 - 11 ~
= Students This name will appear on the official
report header after saving. - ¢
Add Class Stream Add Form 1-3 Streams Open Subject Setup
TERM YEAR
Core work areas
@ Setup @ Completion [o)) Submissions Attendance
define term and monitor marks N follow teacher .25 subject attendance
assessment settings readiness submissions context
| ! Missing Marks [% Publishing < Promotion
identify follow-up manage approval - support academic
items and release

year movement

Recommended workflow

1 Configure 2 Capture 3 Validate 4 Review

Use the control centre to keep responsibilities visible before reports are prepared.

5

Publish
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04 / PERFORMANCE INTELLIGENCE

Turn marks into
usable insight

Performance Intelligence helps schools move from raw marks

to evidence-based review by combining
and analysis views in one workspace.
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How to use this workspace

" Choose the assessment period + Filter by form, class, subject,
and academic year. teacher and completion status,

Main views i | Executive Overview
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Prepare, review and
publish reports

Term Report Cards combines learner details, subject results and
teacher comments into a clean printable school report workflow.

©

=  Academic Con...

Clssmate  fermReport Cards ot s o

Preview, bulk print and A4 reports.

(R Timetable

Term Report Cards
Reports now pull live learner names, marks, grades, peints, comments and teacher names from Marks Entry and
&, Users & Roles cefup dats.
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1 ulk Up
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Current report school name: Donga CJSS. This report pulls

rom the student register, student subject metadata, marks captured, grading scale, grade g

AARKS & REPORTING teacher assignment and report comments Edit School Profile
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Report Data Check: Incomplete report - 1 registered subjects - 01 marks captured - Assessment: Term 1
Missing marks: English
iy Class Results
Subject registration rule: expected marks are calculated dynamically from the selected learner's registered subjects only.
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Basic reporting flow

1 Select the class, learner and term or assessment.

2 Choose the report template to use. @ Before publishing

8 Printor save the official report. Check the report data status
and resolve missing marks

4  Add subject and class teacher comments where required. before releasing the final report.

5 Publish the student report when all information is ready.

g Combine results Flexible templates Share with confidence
and comments o0 ’ ; . !
’ : . 'R Use your schoal's report Review all information and
Pull learner details, subject templates for a consistent publish the student report
results and teacher comments and professional format. when it is complete.

into one official school report.
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