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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;

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

o Registration

e Entry Amendments

o Capturing of Forecast Grades

e Capturing of Coursework Marks

3. References

Malepa System.

4. Terms and Abbreviations

41 Terms and Definitions

411 Malepa

The BEC business system used for processing data for all national examinations that BEC conducts.
41.2 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

¢ 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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e Click on the MALEPA General Applicationlink to login
o Enter your user name and password on the Login Panel shown below;

Page 7 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
Document Type Manual
Document No. BEC/EAC/DP/Man01.v2
Effective Date 2018-02-27
Title Malepa User Manual for JCE Centres

e Then click on the Login button
o After successful login, select theExam Series you want to work with.
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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;
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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.

e Check all check-boxes. Then click the close button.
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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
o Select a Series
° Click on the Change Passw button

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

Click Candidate registration at Centre/BEC
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e Click on the New button;

The screen like the one below will appear for you to fill candidate details
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Tshoto T Molome

Botswana National Examination Processing System

MALEPA

JCE-November/2014

Junior Certificate Examination

Help I Change Password I Logout -

= Centre candidate registration
Candidate reqistration at cer|

©- Entry amendments

B Reports

& Pre-Exam

B~ Candidate Registration w

Candidate registration at center/BEC {Add}

Centre

Candidate Surname NGWANA

Candidate First Name NGWANAKE

Candidate Middle name

Gender

n

M-Male Candidate category

| c=Centre candidate

&

Contacts EC

Documm

Special Need Type Access Arrangement Syllabus

Date of birth

Is citizen of Botswana?

04/02/2008

Birth certificate number

OMANG number

Passport number

Submit Rf% Cancel

o / / i
</ / I v

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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2 Botswana National Examination Processing System
= MALEPA

JCE-November/2014

Tshoto T Molome Junior Certificate Examination

Help I Change Password I Logout -

E- Candidate Registration |

= Centre candidate registration Eecondsavedi Ty

Candidate registration at cer|

P 4

D Entry amendments Candidate registration at center/BEC {Add}

T Reports

®

Pre-Exam Centre

Candidate Surname

Candidate First Name

n

Candidate Middle name

Gender

Candidate Fee(Including Sylabus):110

Syllabus Fee:90

Group Syllabus Syllabus code

Syllabus option

. 7

e — v AT

Click OPKmpIete 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.

Click search button.
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Click the Find button.

The screen like the one below will be displayed.

g; Botswana National Examination Processing System

= MALEPA

JCE-Novemberf2014

Jurior Certficate Examination

Help

(hangs Password

-

Click

System Management A || Candidate registration at canter/BEC

Vet I New ’ Search ’ Export ’ Help ‘

Sefup

£ Candidate Registration

- (et cndie egktmtin Drag a column header here to group by that column

Candidateregistaton o Edt | Delete Centre Name ¢  Surflame | Name Of The Cand Middle Name | Gender | Candidate Categon
Private Candicates authoris
Privte Candicate Passiiord | = ‘? ‘ W | ‘? ‘ W | ‘? ‘ W
Aeeet fees confimation fo ’;m Delte ngﬁ:ﬁyg&;l A 0 Female PrivateCandidate
Generate UCT and flg gue 1
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When you have completed making the corrections, click on the Submit button to save the changes.

= Botswana National Examination Processing System
= MALEPA

Tshoto T Molome JCE-November/2014 Junior Certificate Examination Help I Change Password I Logout -
B Candidate Registration T N - -
9 Candidate registration at center/BEC {Update}
- Centre candidate registration
Candidate reqistration at cer| Centre

#— Entry amendments

1 Candidate Surname OFELO

- Reports

& Pre-Exam Candidate First Name. OFELA
Candidate Middle name
d Enter candidate name |
Stz M-Male Candidate categOry™ | G~Centre candidate I~
1 Contacts BEC Special Need Type Access Arrangement Syllabus Documents
Date of birth 10/12/1996
Is citizen of Botswana?
Birth certificate number ‘ 8826563748
OMANG number [
Passport number ‘
Submit Reset Cancel
« m » ] . '

8.2.2 Delete Candidate Registration Record

To delete a candidate registration record, click on Delete.

JCE-November 2014 Tunior Certfi ate Examination Help I Changs Passord I Logout -
System Management Al | | Candidate registration at center/BEC A
B
8- Mesters I New I Search I Export ’ Help ‘
Sefup
B Candidate Registration f
& Cenlre candidate regitration Drag a column header he%uup by that column

Candidate reqistration af cef Edit | Delete Centrewi SurName % | Name Of The Cand: Middle Name + | Gender +| | Candidate Categon

Private Candidates authoris: | | 0 ‘ ‘ P ‘ ‘ 0 ‘ ‘ 0 ‘ ‘ 0 | | 0

Private Candidate Password

Accept fees confimiation fro Edit De_ggzgggggrgyjsu:ﬂzgl AB (i1} Female PrivateCandidate

Gengratie UCT and flag dupl

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

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

= Botswana National Examination Processing System

A
EACEAC JCE-November/2015 Junior Certificate Examination Help I Change Password I Logout -
@ System Management A Request for Syllabus Change / Withdrawal {Add} A
- Masters
Setup Centre | 3c0001--Babonong Jurior Secondary Schoal =]
- Candidate Registration Candidate number Check
Centre candidate registration .
Candidate Sumame
& Entry amendments
Request for Sils Chana Candidate First Name
Approve Syllabug Change | | Candidate Middle Name
Capture the Reduests from | Request type [sylabusfoptons [
Authorization fof Registratio G ST
Candidate Addrgss or Gende N
cl in First N
Request for Carjdidate DOB T
Approve Candidete DOB che |+ |  Change in Middle name
Request for Cajdidate Numl Reason for withdrawal
Approve Candidate Number TS v = =
- Syllabus Syllaus code Syllabus option #
Candidate BTSJor DOSET C
Social Studies 15 A &)
Candidate Detls Amendime A
Special nesds prepprations Agriculture 16 A
Reports Design and Technology 17 A
OMR Registration Moral Education 18 A
Materials Management|Tracking v
| N Religious Education 1 A <1
®10% -

To amean a syllabus for 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

Check button.

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

syllabus option change.

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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~
] Check
~ ~
Candidate Sumame
Candidate First Name
Candidate Middle Name
Request type =
Change in Sumame
‘Change in First Name
‘Change in Middle name
Reason for withdrawal
Syllabus Syllabus code Syllabus option #
English 12 A ~
Mathematics 13 A
Science 14 A
Social Studias 15 A
Agriculture 16 A3
Design and Technology 17 A
Moral Education 18 A 7
Submit Reset Cancel
v v
1l < \ > v

\

\

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

%E Botswana National Examination Processing System A
== MALEPA

JCE-November/2015 Junior Certificate Examination Help I Change Password I Logout -

Request for Syllabus Change / Withdrawal {Add} ~

Centre | 3C0001--Boboneng Junior Secondary School &

Candidate number
Check Select cantre |

Candidate Sumame:

Candidate First Name
Candidate Middle Name

Request type Withdrawal ]
Change in Sumame

Change in First Name

Change in Middle name

Reason for withdrawal absconding |

Syllabus Syllabus code Syllabus option Ed ‘

‘Commerce and Accounting 26 A3

Commerce and Accounting 26 A4

Oooog

French 32 A

I
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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.

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

= Botswana National Examination Processing System A
Madulo Mmopi JCE-November/2015 Junior Certificate Examination Help I Change Password I Logout -
& Candidats Registration A Search

‘Cenfre candidate registration
& Entry amandments Centra JC0028—Moeti Junior Secondary Schaal ]
Request for Syllabus Chana
Cancel
Candidate Address or Gende
Reguest for Candidate DOB
Candidate Details Amendme;
Reports
Pre-Exam
Result Management
Reports
\ 4

Select centre from drop down menu then click\Find. A screen like the one below will appear.
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= Botswana National Examination Processing System ~

MALEPA
Help I Change Password I Logout -

JCE-November/2015

Junior Certificate Examination

Madulo Mmopi

&~ Candidate Registration A| | | candidate Details Amendments ~
& . A
@ Centre candidate registration
&~ Entry amendments
Request for Syllabus Chanagt «
Candidate Address or Gende Drag a column header here to group by that column
Reguest for Candidate DOB Ed\t‘ Centre Name ‘ SurName - | Name Of The Cand‘ wMiddle Name | Gender - ‘ Candidate Numhar| Date €
Candidate Defails Amendme|
- | & | #| | 7| ol
Edit | Mosti Junicr BAHITI MOKAULENGWE  LAWRENCE Male 0002 28/01,
Pre-Exam 2L gecondary School ~
Result Management
9 Edit !DE“ j“”“"s hogl  BAIPHATHI RONALD Male 0003 26/02,
Reports econdary Schoo!
Moeti Junior
Edit | o ondary School  BAHUMA JESSICA THUTO Female 0004 15/05,
«
Moeti Juniar
Edl gorondany Gchool | BARCMA KESEGOFETSE Female 0007 17/07,
Moeti Junior
EO G ondany School BONTHUTENG PATIENCE Female 0011 21/11,
Edit  Moeti Junior CHARLES ABELANANG Male 0014 18/10,
Secondary School
.. Moeti Junior
Edt oo ondary School  BAHUMISENG MOAGI Male 0005 04/01,
Moeti Junior
Ot o ondary School | BATSHEGT MOMPOLOKI Male 0008 1ufusz
~ ... Moeti Junior T N —— P

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 E

Madulo Mmopi

o

Botsws
MALEPA

]

JC=-November/2015

diton the left to open the candidate’s record.

na National Examination Processing System

Junior Certificate Examination

Help I Change Password I Logout -

Candidate Registration

‘Centre candidate registration

&~ Entry amendments
Request for Syllabus Chanag
Candidate Address or Gende
Request for Candidate DOB
Candidate Details Amendme|

~ Candidate Details Amendments

Drag a column header here to group by that column

Ed\t‘ Centre Name & ‘ SurName

- | Name Of The Cand‘ Middle Name | Gender

+ ‘ Candidate Numbar| Date €

. \ o] 2| o] 2| L I .
Pre-Exam Ydit !:‘;;é::;”szhml SAMARAL SAMARAIL Male 0230 15/04,
Result Management
Reports

The amendment screen below will display showing candidate personal details.
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Help I Changs Password I Logout -I\

JCE-November/2015

Junior Certificate Examination

System Management ) Candidate Details Amendments {Update} A
Masters
Setup Centre | |
&~ Candidate Registration ) - |
Centre candidate registration
= Entry amendments Candidats Sumame | SAMARAL |
Reguest for Syllabus Changs Candidate name | SAMARAT |
Approve Syllabus Change /! Candidate Middle name | |
Capture the Requests from { Gender
Authorization for Registratio HMale Conddats category C-Centre canddzte
Candidate Address or Gende B Contacts BEC
Reguest for Candidate DOB
Approve Candidate DOB che  |* BEEEIET 15/04/1998
Request for Candidate Num| 1s citizen of Botswana?
Approve Candidate Number Birth Registration Number (9 digits only) ‘ ‘
Candidate BTS or DOSET Ck OMANG Number ‘ ‘
Candidate Details Amendme Passport number ‘ ‘
Spedial needs preparations
Reports
OMR Registration
Materials Management/Tracking
Appointment of Examining Personnel
Pre-Exam
Post Bxam v ‘Subilt Reset Cancel Vv

Make all the required changes for the selected candidate and click orm-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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CIickShostort.

= Botswana Nattenal Examination Processing System ~
== MALEPA

Madulo Mmopi JCE-November/2015 Junior Certificate Examination Help I Change Password I Logout -

& Candidats Registration A
Centre candidate registration
Entry amendments Centre 1C0028—Moeti Junior Ssagdary School v
B~ Reports
Annual comparison of candiv w Report
Candidate Entries by Svllab
Candidate Numbers by Sess
Number of candidates by nu
Reaistration list for centres
Reaistrations by Gender
Posted Registration list for ¢
Spedial need candidates by 1
Statement of Entry. N
Candidates With Spedal Re
Candidate count by Centre ¢
Candidate count by Syllabug|
Special need candidate cour,
Pre-Exam
Result Management
Reports

Registration List for Centres

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

To print a report, ch inter icon. To export the report into different formats click the export icon.
=] - ___lam [ ynlaor3o =

Main Report

Botswana Examinations council

Qualification Junior Certificate Examination
Exam JCE-November/2015

Registration List by Centre after amendment

JC0028 Moeti Junior Secondary School
Stud Sex Tame ooE 11 12z [ 13 | 14 | 15 | 1e [ 17 [ 18 [ 21 | 25 | 26 | = 3z | 33 | 34 | 35
DODZ | M | BAHITI MOKAULENGWE 2E/D1/1988 A A A a A A3 A A A
LAWREMCE
0003 | M | BAIPHATHI ROMALD 26/02/1998 A A A A A as | a a a
ooo4 | F | BAHUMA JESSICA THUTO 15/05/2000 A A A A A A3 | A A A
0ODS | M | BAHUMISENG MOAGH D4/01/1957 A A A A A A3 A A3 A
DODE | F | BALOYI NAMETSO LAURYN | 17/01/2000 A A A A A A3 A A A
0007 | F | BAROMA KESEGOFETSE 17/0711958 A A A a A A3 A A A
DODS | M | BATSHEGI MOMPOLOKI 10/02r1998 A A A A A A3 A A A
ooDE | M | BAYEI THEO D1/05/1988 A A A a A A3 | A A A
o010 | M | BOMA MOTSHEGETSI 210171999 A A A A A A3 A A3 A
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R " Y Y e T

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 ]
ﬁ%‘d TET s 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

F

Microsoft Word (57-2003)

D005 | M | BAHUMISENG MOAGI o4mifee7 (A (A |a |a BAcroeCiiNord (SIS E d=bie
Rich Text Format (RTF) xport
D006 | F | BALOYINAMETSO LAURYN | 170172000 (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 oimssss (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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= Botswana National Examination Processing System A

== MALEPA

Madulo Mmogpi JCE-November/2015 Junior Certificate Examination Help I Change Password I Logout -

©- Candidate Registration ~

Statement of Entry
Centre candidate registration

Entry amendments Centre ‘
B Reports
Annual comparison of candidate entries Candidats ‘ v |
Candidate Entries by Svllabus
Candidate Numbers by Session
Number of candidates by number of papers
Reqistration list for centres
Registrations by Gendsr
Posted Registration list for centres
Special need candidates by Centre
Statement of Entry
Candidates With Special Reguirements
Candidate count by Centre and Component
Candidate count by Svilabus Options
Spedial need candidate count by Centre and |
Pre-Exam
Result Management

N

Show Repert

Reports

Select C@nd car@e 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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|& ’t|é|||-—md___ |8 Cx o[ 1071 |+ |s0% |-
I Main Report l

Botswana Examinations Council
Qualmcatian : Jurlor Cernficale Examiration
Sarles JCE-Movamben201s
statemant of Entry
Canbe:  JCOIZE Mio=d Junior Eecondary School
Candidats 0002 MTHAILENEINE LAWRENCE BAHITI

e M Dats of Birin 22011558 ATy 431724

Py, Canidl Mo

Ak
Fid
Fi
AR
AR

£z zdz 2 zz 232

Page 28 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
Document Type Manual

Document No. BEC/EAC/DP/Man01.v2
Effective Date 2018-02-27

Title

Malepa User Manual for JCE Centres

9. Results Reports

To access Centre / Candidate results, follow the guidelines below;

Generate Subject Grade Listing for Centre results

Navigate: Reports ->Report1->Subject Grades Listing By Centre And Ranges

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

10.

o8-8 0 8 0@

Candidate Registration
Materials Management/ Tracking

Appointment of Examining Personne!

Pre-Exam

Post Exam

Result Management

Reports

Checking Reports

ICE Publication Reports
PSLE Publication Reports
&~ Reportl

Absentee reported and scon
Actual entries and numbers
Appintment and Activity Fe

Centre Group Listing
Centre Score Form Blank

Centre score sheets Blank
Candidates With Names Sep

Centres without data

Dimension aredes - national

Enguiry on Inspection Criter ¥

= Botswana National Examination Processing System
S MALEPA
ICE-November/2014 Junior Certificate Ecamination | Change Password | oo -
System Management ~ SLIh]'ECt Grade |J'§|ill(]
Masters
Setup Centre *[]| Range

&pum

Forecast Grades

Forecast grades are captured before the final examination.

Navigation: Pre-Exam ->Forecast Grades
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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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Click on the Entry of candidates forecast grades.
The screen below will appear.

Click on the Sear

ch button.

The following screen will appear with the Centre field already populated.
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Select the syllabus you want to enter forecast grades for from the syllabus drop down as illustrated
below.

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

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

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

Select the page by

Navigate through the pages

you want/to enter the forecast grade for.

Click E

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.

it button to enter the forecast grade.
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Select the Grade you want to enter for the candidate from the Grade drop down as illustrated below.

List of Grades

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.

To select the syllabus you want to view forecast grades for, click the Syllabus drop down.

Select the syllabus’by clicking on it.

Page 37 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
Document Type Manual
Document No. BEC/EAC/DP/Man01.v2
Effective Date 2018-02-27
Title Malepa User Manual for JCE Centres

Then click on the Show Report button.

The following report will appear.

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

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

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

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.

List of Syllabuses

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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S

List of forecast Grades

Select the forecast grade by clicking
on it

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.

10.4 Forecast Grades Report
Navigation: Pre-Exam -> Forecast Grades ->Forecast Grade — Report

Click on the Forecast Grades Report
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The screen below will appear, with Centre field already populated.

Select the syllabus from the syllabus draop down as shown below.
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Click on the Show Report button to display all candidates with forecast grades for the selected syllabus.

A report showing all candidates with forecast grades for the selected syllabus.
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/

List of candidates

Select the candidate by clicking on

Click on the Show Report button to display forecast grade for the selected candidate and syllabus.
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A report showing forecast grade for the selected candidate and syllabus.

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.
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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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11. Coursework/Practical Marks Capture

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

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

© o0 oTo

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

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

s MALEPA

Madulo Mmopi JCE-November/2015 Junior Certificate Examination

Help I Change Passward I Logout -

Candidate Registration
- Pre-Exam
& Course work/practical Marks cap.

Generate summary mark sh
Entry of candidate Coursew
Coursework Summary Mari|
Individual Candidate Markst
Individual Candidate Practic

Result Management

Reports

~ e Summary

Centre |

Syllabus

Component Agriculture

Art
Commerce and Accounting

Commerce and Office Procedures
Design and Technology
Home Economics
v
Music

List of JCE coursework Syllabuses

Select the Syllabus by clicking on it

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

/{

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.

= Botswana National Examinatiot\Processing System ~
s MALEPA

Madulo Mmopi JCE-November/2015 Junior Ca: tificate Examination Help I Change Password I Logout -

Candidate Registration ~

C Summary
& Pre-Exam

©- Course work/practical Marks cap Centre [ |
Generate summary mark sh Syllabus |Agriculture ‘
Entry of candidate Coursewy
Entry of candidate Coursew Component | Paper 3 ‘
Coursework Summary Marig|
Individual Candidate Markst Bl

Individual Candidate Practic
Result Management
Reports

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.
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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.

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

= Botswana National Examination Processing System A
s MALEPA

Madulo Mmopi JCE-November/2015 Junior Certificate Examination Help I Change Password I Logout -

Candidate Registrati
i~ Candidate Registration ~ Entry of candidate Coursework marks (Teacher) {Add}
- Pre-Exam
- Course workfpractical Marks cap Centre |Candic N
Generate summary mark sh number s
¢ D l
R N —
~
Individual Candidate Markst ‘Cu " ‘ ,—
mponent
Individual Candidate Practic ‘ = ‘ ,ﬁ
~
Result Management AT ,ﬁ
ppaintment type
Reports ‘ ‘ ,ﬁ
v
Examining persennel
\ |
Filter
Submit Reset Cancel
v
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Select the Syllabus from the syllabus drop down as shown below,

= Botswana National Examination Processing System A
= MALEPA

Madulo Mmogpi JCE-November/2015 Junior Certificate Examination Help I Change Password I Logout -

Candidate Registration ~
& Pre-Exam

Entry of candidate Coursework marks (Teacher) {Add}

B Course work/practical Marks cap

Centre |candi Name
Generate summary mark sh | |numher Marks
Entry of candidate Coursewt
S5 s Syllabus
Coursework Summary Marks
~
Individual Candidate Marksk -
Agriculture N
Individual Candidate Practic at ~
Result Management 5
Commerce and Accounting
Reports

Commerce and Office Procedures

Design and Technology v\

Home Economics

M M
usic J

List of Syllabuses

Submit Resst 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.

:  Botswana National Examination Processing System A
% MALEPA

Madulo Mmopi JCE-November/2015 Junior Certificate Examination Change Password

Eanri\dateRemstmtmn A Entry of candidate Coursework marks (Teacher) {Add}
- Course work/practical Marks cap, . =
Generate summary mark sh ‘C“ ‘ ﬁﬂfn"!?‘e ‘"ame Marks
o] | = | [ —
e Agriculture -
Individual Candidate Markst
. . Componerk 1 Select component
Individual Candidate Practic
Result Management ‘A';:rr\tfw\wne _
e ET] o o) | Select the Appointment Type by selecting Chief Invigilator
Examining personnel <4
* E =T
i | Select Name of Examining Personnel
) oy e—
\ [
ibmit Reset Cancel

®100% v

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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System Management

Masters

B Pre-Exam

B Course work/practical Marks

Generate coursemork Inc
Generate summary mark
Generate cowrswork b
Mark candidates abeanth
Entry of candidate Cours
Validation of Coursework
Generate error fst for cor
Modification of coursewo

A

Entry of candidate Coursework marks (Teacher) {Add}

Entry of candidate practic
Import practical marks fr
Validation of practical me
Generate error fgt for pre
Modiication of practical 1
PRC 14 A Generafion of
PRC 14 C Generafion of
Pogt Bxam

Submit | Resst  Cancel

Centre |Cancidate number IName/™ T\ |Status [Merks
| BT N ]
ylsbus i \ HmsiqxoxEﬂLWE ! | Pt VHD
memm | ‘3 H fa0 OWpHLE | P ]]D
| | ‘4 H proraiG oW = D
Apgintment type ‘5 HEATE\IEGIGOHSEONEGOFAONFBOFELO | P VHD
!Examinng personngl ‘ ‘6 HRA“%GHSWE e ’ |H = ]D
I | ‘7 HBE D OTSOGILE ADAM / | P VHD
i/ [gomE 2 = D
‘9 } HBOTB:‘GGIEIME% | poesa v ]D
i HCHAENDA LEOGMGEHAETSNG | pece E

Page 10f 21 (2 items) (<[ [1] 23 4567 .02 A0
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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 candida

System Management || Entryof candidate Coursework marks (Teacher) {Add} A
Masters
Setup Centre Candidate number Name
4 Candidate Registration 114 MOGAP! ITIRELENG
6 Pre-fm Slebus 1 MOGORGSI KEITUMETSE
4 Marking Venuzs
116 MOGUNYATE
Exam centre Inspection Companent GOTHUSAMANG
3 Course work/practical Marks czg 17 MOIKWADT
Gznarate courszor Indi Appaintment type i
Ganerate summary mark sh s MOKOTLAAT
- KATLEGO
Entry of candicate Coursam Examining personnel MADGELINE
Validstion of Coursework mi 19 MOKAD
Generate eror st for cours ¢ =T GAOLEFLUFA
i " . v} MOKGANEDI
M sewrk |
Modification of courseark BOTUMELD
Ganerate error st of course ABEDNICO
Entry of candidte practical m MOKGOTHWANE P-Prazent v
. i GAOLATHE %
MADUG:
Validztion of practical marke KEOLEBOGILE
Ganerate error st for orecf] 1 MOKGOTHWANE P-Prezent g
o o OHALETHATA
Modification of practicel mai
Generate ervor st of pracfic i Eﬂ%K:gTHWME Fofrasent |i| L)

Coursework Summary Marks

Indhical Candidte Mtk Page 120f 22 (Ritems) (40[¢) 1 2 3 . 11 [12] 13 84 - A A 2 [2[¥

Intidel Cordes eV | | [ oo o [ s }
¢ > || £ ,

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

The following screen will appear with the confirmation message.
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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,

System Management
et o ~ Entry of candidate Coursework marks (Teacher) {Add}
Masters
&~ Pre-Exam
& Course workfpractical Marks « Centre Candidate number Name Status |[Marks]
11 {DTEGANG REORAPETGE X
Generate coursework Inc | b | / P-Presen _>
Generate summary mark |SV e | 12 \J[DIKALATE PATRICIA KEABETSWE P-Present [
Generate coursework |ab P " 13 [DINGALO GORATAMANG P-Prasent 39 Tl
- mponent ]
Mark candidates absent/t 1
:“Tk ‘i"d‘d:tjstahée" ! | | 4 [DINKO MATSHIDISO TSHIDI KHANYAZILE ppesent ) m
ntry of candidate Cours: 4
Validation of Cour " Appointment type =5 [DINTLE OLERILE p,presem/ 44
Generate error list for col | | 16 [DINTLE THAPELO P-Prasyﬂt 42 |
Examining personnel =
Modification of coursewo | | 17 DINTV/A KEFILWE DALISTER -0t =
Entry of candidate practi( ‘ =
Import practical marks fr: = el [ present E:
Validation of practical me 19 [EDWARD MOGOMOTSI P-Present 42
Generate error list for pry 20 ELIAS PRECIOUS / P-Present a1 ||
Modification of practical 1 —— fe— -
PRC 14 A Generation of | Page2of21(21ftems) (][<] 1 [2] 3 4 53 6 7 .. 19 20 %L/‘lﬂil
PRC 14 C Generation of ¢ ot | e /

Post Exam

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

Click the Submit button to save the changes.
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