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PLEASE NOTE THAT THE PICTURES IN THIS HANDOUT DEPICT A 
PRIMARY SCHOOL STRUCTURE.  IF YOU ARE A SECONDARY, 
SPECIAL OR NURSERY SCHOOL THEY WILL/MAY BE DIFFERENT 
FROM YOUR SCHOOL SETUP BUT THE PROCESS IS EXACTLY THE 
SAME. 
 
ALSO PICTURES DEPICTED MAY NOT NECESSARILY BE IN 
CORRILATION TO THE ACADEMIC YEAR YOU ARE CREATING.  THEY 
ARE FOR INFORMATION ONLY 


 


Create 2023/2024 
Academic Year  


 
Creating the academic year in SIMS is the routine where you define all 
your Term dates for the coming year.  It will create Attendance records 
for every pupil due to be on roll in the following year.  The process may 
take a while whilst all the attendance marks are created for the next academic 
year. 
 
NOTE: We strongly recommend that all other users log out of SIMS because 
of the amount of processing resource required when creating an academic 
year. 
 
When creating an academic year, the start and end dates of the year are 
based on the term dates that you supply during the process. It is therefore, not 
necessary for the year to run from the 1st September to the 31st August. 


 
1. Select Routines / School / Academic Year to open the Define an 


Academic Year Wizard. 
 
2. Click Next to display the Define the school working week screen.  


 
Your system should look like the diagram.  If not, please contact the 
Service Desk. 


 


 
 
First Day of the Week should show Monday.   
 
There should be ticks in all the AM and PM sessions for each of the days 
Monday through to Friday. 
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3. Click Next to display the Define the terms and term holidays for the 
academic year page. 
 
At the warning message click Yes. 


 
4. Enter the dates for all 


three terms by clicking in 
the appropriate fields.   
(See Appendix A2 for 
Warwickshire School Term 
Dates).  


 
5. Choose the Term Holiday from the drop-down menu.  


 
Errors displayed here have to be resolved before clicking the Next 
button. 
 


6. Click Next to display the Define half term holidays screen 
 


 
 


 
7. Click the Add Holiday button  
 
8. Select Half-Term from the Category drop-down 


list. 
 
9. Enter the Start Date and End Date for the half-


term holiday. 
 
Description such as Autumn Half Term is 
optional. 
 


10. Click OK.  
 
11. Repeat this process for all 3 half terms. 
 
12. Click Next to display the Define Teacher 


Training Days screen. 
 


13. Click Add to open the New Teacher Training 
Day screen. 
 


14. Select Staff Training Day from the Category drop-down list. 
 
15. Enter the Date of the training. 


 
Description such as INSET Day is optional. 


16. Click OK.  
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17. Repeat for all the required teacher training days. 


 
 
Note: Any INSET days to be added after the creation of the Academic 
Year will need to be added via the School Diary. 
 
 


18. Click Next to display the Define Public Holidays screen. 
 
19. Click the Add Holiday button. 
 
20. Select Bank Holiday from the Category drop-down 


list  
 
21. Enter the Date of the public holiday. 


 
Description such as May Day is optional. 
 


22. Click OK. 
 
23. Click Next to display the Ready to Update the Academic Year screen. 
 
24. Check the summary of the data displayed.   


 
Click Back to make any changes. 


 
25. Click Create when you are satisfied that all the dates are correct. 


 
 
NOTE:  Please be aware that the Create the New Academic Year 
routine can take some time while the system creates attendance marks 
for next year.   
 
A message will appear advising you of this. 
 


26. Click Yes to continue 
 
A progress bar displays to indicate activity on your system. 
 
Once complete, the wizard will display a page stating that the Academic 
Year was successfully updated.   
 


27. Click Close to close the wizard and complete the creation of the New 
Academic Year. 
 
 







5  Creating the New Academic Year 


Check Group 
Memberships 


 
You will now need to ensure group memberships are correct. 
 
1. Follow route Tools / Validate Memberships. 


 
2. Click Ok on the Information box. 


 


 
 
This process may take a few minutes.   
 
The screen closes automatically on completion. 


 
 
 


How to change the 
Pastoral Structure 


 
If you need to make any changes to the pastoral structure in preparation for 
next year, please contact the ICTDS Service Desk for further guidance.  This 
includes changing from or to a mixed age structure and adding in new, never 
previously used, Year Groups. 


Amending Registration 
Group Details  


 
It is not essential to assign teachers to classes at this stage, if the information 
is not yet known. 
 
If you want teachers to move up with their students in the next academic year, 
this can be achieved as part of the pastoral promotion process.  
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The next academic year must have been created before the next year’s 
pastoral structure can be set up (creating next years’ classes).  


 
1. Follow route Focus / School / Pastoral Structure / Next Academic 


Year Structure  
 
This will display the Next Academic Year Pastoral Structure page. 
 
 


  WARNING   
Do not edit the names of existing classes in the newly created academic 
year’s structure. Any changes to the current class name will be reflected 
in the historical data and therefore, changing the current name will mean 
every current and historical instance of the name will be changed.  
 
e.g. If a class is called 4FGT and is changed to 4ASW, ALL instances of 
4FGT will be replaced with 4ASW including all historical and current 
data. 
 
 
 
We recommend a generic class naming convention that does not 
include the teachers’ initials so that from year to year the class 
names remain the same and all that is necessary is to change the 
teacher if required and allocated to that class name. 
 
 
If class names are by teacher’s initials and that teacher moves to teach a 
different year group, then the old class would need to be deleted and a 
new one set up. 
 
  


Adding / Editing 
Registration Groups 


 
 


To change the names of particular registration groups, you must delete the 
incorrect ones and add new ones with the correct names.  This will commonly 
be the case where teacher’s initials are used as the registration group name.   
 
For example, a teacher has registration group 8ATM this year and will be 
taking 9ATM next year.  There will be a new year 8 Registration Group next 
year called 8RJC.  To deal with this situation, in next year’s Pastoral 
Structure, you must delete registration group 8ATM and add two more 
registration groups of 9ATM and 8RJC. 
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Deleting a Registration 
Group 
 
1. Follow route Focus / School / Pastoral Structure / Next Academic 


Year Structure. 
 
2. Click the + buttons to expand the pastoral 


structure to see the class you wish to delete. 
 
3. Right click on the class name and select 


Remove. 
 
4. Click Yes when asked to continue. 


 


 
 
 


Adding a New 
Registration Group 


 


Before Adding a New Registration 
Group 


 
1. Navigate to the year group in which you wish to add the new group. 
 
2. Right click on the word Registration Group and select Reuse Old 


Registration Group.   
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Check the list to see if the class name already exists and if it does you 
will need to use this one as apposed to creating a new one. 


 
 


Adding a New Registration Group 
 


1. Navigate to the year group in which you wish to add the new group. 
 
2. Right click on the word Registration group 


and select New Registration group 
 
3. Complete the Registration Group details 


screen accordingly.   
 
 
Note:  For the initial set up you will need to include Short Name and 
Full Name. 
 
You can add the Registration Tutor at any stage in the process up until 
the first day of term. 
 
 
Note:  If the registration group name that you are trying to use already 
exists in the system then you will get a message asking if you wish to 
use this group.  Confirm Yes. 
 


4. Click Save. 
 


Adding a Joint Main Supervisor 
 
1. Navigate to Focus / School / Pastoral Structure / Next Academic 


Year Structure. 
 
2. Navigate to the Registration Group that requires the Joint Main 


Supervisor adding to it: 
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3. Right-click and select Properties 
 
4. In the Class dialog box that appears, click on the Add New Supervisor 


icon that is located to the right of the Supervisors panel 
 


A new window will appear labelled Supervisor Properties.  
 


5. In the Role drop-down list, select Joint Main Supervisor.  
 


6. In the Person field, click Search (a magnifying glass icon) and search 
for the member of staff that would like to add to the class. 


 
7. Once you have completed these steps, double-check that the member of 


staff has been added to the class by clicking on the ‘+’ symbol next to 
the Registration Group. Next to Registration Tutor, both teachers 
should appear. 


 
 


 


Set up the Promotion 
Mapping for the Next 
Academic Year 


 
Setting up the promotion paths for the pastoral structure is a main part of the 
end of year procedures.  It ensures that student / pupils move from their 
current year and class into the correct year and class for the next academic 
year.  
 
This process can be carried out any point as the promotion itself occurs at the 
beginning of the next academic year (September). You can also repeat the 
process a number of times until you are happy that all the student / pupils 
have been allocated to the correct classes. 
 
 
Note:  To promote year groups and classes, the next academic year must 
have already been set up and the Registration Groups need to be set up for 
the next year. 
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1. Follow route Routines / School / Promotion.  
 
A Promotion Data Check message screen will appear advising that 
pupil data needs to be prepared. 
 


2. Click OK and the Validate Memberships process will commence. 
 


 
Note:  This process may take some time to complete. 
 


 
Once complete, the Setup Promotion Mapping screen will be opened. 


 
3. In the Promote from box select the current Academic Year from the 


drop-down list.  It is important to select the correct academic year 
otherwise any changes made will be very difficult to rectify. 


 
4. Click the Load button to populate the Year Group and Class panels 


with information from your pastoral structure. 
 


5. Select both the Override Memberships check boxes the first time you 
carry out the promotion mapping process.  If you do this any other time 
than the first time, then it will lose any information you have already set 
and the system will revert back to how it appeared at the beginning of 
the process.  
 


 
 
 
Note:  The Promotion Path is populated with a default set of promotion 
paths (where one year is promoted to the next, i.e. Year 1 is promoted to 
Year 2 and so on). If you have made changes and wish to return to this 
path setting at any point, click the Set Default button. 
 
 


6. In the Year Group panel, it is unlikely that you will need to change the 
promotion path from the default, but you can do so if required.  Click on 
the year group in the Promotion Path column and select the required 
year from the drop-down list. 
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7. In the Classes panel set the promotion path for each class.  Using the 
Promotion Path column select the class the student / pupils will be in 
next academic year from the drop-down list.  
 


8. Repeat for all the classes in the grid. 
 


 
 
Note: It is possible to leave the promotion path blank if the pupils are 
being promoted into different classes. If a mixed year group is promoting 
to different classes, leave the Promotion Path blank, and assign pupils 
individually to the correct class as described in step 11-14. 
 


9. The Registration Tutor column displays the name of the current 
Registration Group Tutor. If you want the current registration tutor to be 
promoted with the class, select the Promote Registration Tutor check 
box.   


 
10. If you wish to repeat this process, you can decide whether to overwrite 


the existing memberships by selecting the check box as required. For 
example, if you had originally stated that student / pupils in the 2A 
registration group were to be promoted to 3A and subsequently wanted 
to go from 2A to 3B, you would need to select the Override 
Memberships check box.  Selecting Override Memeberships will reset 
the system back to how it appeared at the start of the process, removing 
any changes previously made.   You can do this as many times as 
necessary during the Summer Term as promotion does not take place 
until September. 


 
11. Click Finish to save the settings. 


 
The system will display the Promote Pastoral Groups page, which lists 
the current year groups.  


 


 
12. Click the + icon adjacent to the required current year to view the 


promotion path for each student / pupil.  (If you cannot see the + button 
then double click on the appropriate row) 
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You can choose to group the student / pupils differently by clicking on 
the drop down beside Customise  
 


13. You can click the Map  button on the toolbar at any point to return 
to the Setup Promotion Mapping dialog.  
 


 
 
 
14. Once expanded, you can change the year or class for any individual 


pupils by clicking in the appropriate column and selecting a different year 
or class from the drop-down list. The change will appear in red and the 
Unusual check box will be selected. Repeat as required.  
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In addition, you can highlight multiple pupils using any of the following 
methods: 
 
• To select non-sequential student / pupils, hold down the Ctrl key and 


single click each student / pupil to be selected. 
 


• To select sequentially listed student / pupils, single click the first 
student / pupil in the list, hold down the Shift key, then single click 
the last student / pupil in the list. 


 
 


15. Click Save once you have assigned the necessary pupils.  
 


A warning dialog will be displayed if there are any unusual promotions 
selected. Click the Yes button to accept the warning. 
 
 
Note:  This may take some time to save. 
 
 
The class memberships will automatically change at the beginning of the 
next academic year.  
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PICTURES DEPICTED MAY NOT NECESSARILY BE IN CORRILATION TO 
THE ACADEMIC YEAR YOU ARE CREATING.  THEY ARE FOR 
INFORMATION ONLY 


Creating an Admission 
Group  


 
Before admitting new pupils, it is essential that Intake Groups and associated 
Admission Groups have been set up in your system.  You may need more 
than one admission group and separate groups need to be created for each 
year into which you will receive new pupils. 
 
New pupils joining your school should then be entered into the Admission 
Group by either CTF, ATF, or by manually entering them. 
 
 
1. Follow route Routines / Admission / Admission Groups / Setup. 


 
Before you create a new Admission Group, use the SIMS browse 
functions to ensure that it has not already been created.   
 


2. Click New at the top of the screen to create a new group. 
 


 
 


You will see that the screen is split into two areas.  
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Intake Group Panel 
 


The top panel is the Intake Group panel.   
 


1. The Admission Year will pull through as the next academic year.  It is 
possible for you to change this if required by clicking the dropdown arrow 
to the right of the box. 


 
2. Enter the Admission Season applicable for the new group.  Click on the 


dropdown arrow to make your selection. 
 
 
Note: The Admission Season enables you to create more than one 
admission group to an Intake Group if required (e.g. staggered intake). 
 
 


3. Select the Year Group to which the admission group will apply. 
 
4. Enter the number of children you expect to admit to this intake group in 


the Planned Admission field.  
 
 
Note: It is useful to overstate the number in the Planned Admission 
area.  It can create problems later in the process if you have a smaller 
number indicated here. 
 
 
The Name field is populated by the system when you click in the box. 
 
The Active area is automatically populated when creating a new 
admission group.  By taking the tick out of the box the group will then 
become de-activated and you will not be able to use it. 


 
 


Admission Groups Panel 
 


An Admission Group needs to be created before you can save your Intake 
Group.  If you try and save before completing this area an error message will 
appear in the bottom left area of your screen.   


 
1. Click New to the right of the Admission Group panel 
 
2. Enter a Name for the group and the Date of Admission.   


 
These can be amended at a later stage if required.  The Date of 
Admission must be on or after the first day of the Academic Year. 
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3. Click OK.   
 
4. Click Save. 


 
 
Note: You can create multiple Admission Groups for an Intake Group 
to cope with staggered intakes. 
 


 
 


Adding Applicant Details 
 


You may add admission pupils by importing an ATF, CTF, manually adding 
the information or a combination of these.  
 
This section will guide you through the manual entry process. 
 
 
Note: We advise that before you enter a new applicant you check that they 
are not already in the system by using the SIMS browse functions. 
 
You can search for admission pupils by Application Status, Intake or 
Admission group as well as the usual Surname and Forename. 
 
 
 
1. Follow route Focus / Admission / Application. 
 
2. Click New. 
 
3. Enter the applicant’s Surname 
 
4. Click Continue. 


 
The system will search to check whether this may be a duplicate of an existing 
pupil and presents you with matched people if there are any.   
 
 
Note: At the matched people screen ensure you do not select a person with 
the role of Contact or Parent. 
 
 
If there are no matched applicants’, it will take you straight into the 
Application screen.  
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1. Enter the information required.   
 
The compulsory fields are Legal Forename, Date of Birth and Gender. 
 
If you are the first school a pupil is attending, you will need to issue a 
UPN. 
 
Once you have entered the basic details click the Registration hyperlink 
to take you to the appropriate section.   
 
 
Note: You will not be able to save the record until information has been 
entered into the Registration section. 
 
 
Compulsory fields are Intake Group, Date of Admission, Admission 
Group and Year Taught in. 
 


 
 
Enrolment Status defaults to Single Registration but can be changed 
manually. 
 


2. Enter the Year Taught In.   
 
Any other information can be entered as required, including manually 
amending the date of admission and the class (registration group).  If 
you have different class names next year you will not be able to 
allocate the class at this stage. 


 
3. Click Save. 
 


Other information relating to ethnicity, UPNs etc will be populated from 
importing a CTF if the pupil is coming from a previous school.  If you are 
the first school a pupil is attending, you will need to collect this 
information and complete the appropriate area of the record.  Complete 
all address and contact information in the usual way. 
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Part-Time Applicants 
 


If the applicant will be attending school on a part time basis then you will need 
to put a tick in the Part-Time box.  This can be found at the bottom of the 
Registration panel. 
 
1. Tick the Part-Time check box to activate the Start Date and End Date 


fields. 
 
2. Enter the appropriate dates. 


 
 


Note: Part-time attendance is usually only applicable to nursery school 
children but is permitted for all ages and is considered as anything less than 
10 sessions per week.  It refers to part time education and NOT part-time in 
one or more establishments which is known as Dual Registration.  Part-time 
arrangements outside of Nursery will be subject to LA agreement. 


 
 
 


Importing Pupil Data via 
Common Transfer File  


 
It is statutory for all schools to transfer pupil information electronically.  This is 
done by producing a Common Transfer File (CTF) and sending it to another 
school using the DfE Secure Pupil Transfer site.  This site is available through 
the DfE website. 
 
You can use CTFs to transfer information as often as you like – it will not 
duplicate information but will update what is already there.  The DfE envisage 
that primary schools will send information to secondary schools in both 
January and July. 
 







 


7  Prepare for the New Year Students 


Check your CTF Set up 
 


1. Follow route Tools / Setups / CTF. 
 
2. Select which areas of data to import and export by default. 


 
Directories can be anywhere on your shared drive e.g. 


 
CTF Import Directory: 
Z:\SIMS\STAR\CTFIn (or CTFOut) (or C:\ wherever your SIMS 
system is installed). 
 
Or: 
 


CTF Import Directory: 
Y:\ MIS \ CTFIn (or CTFOut). 
 
 


Importing a CTF 
 


1. Follow route Routines / Data In / CTF / Import CTF. 
 


2. Make the appropriate selection for the CTF to be imported, i.e. General 
(used to import all details) or Add Data for Existing Pupils Only (used if 
the child has already been entered into SIMS and the data is just to be 
updated. 


 
3. Click Select. 


 
4. Say No at the Matching Scale box.   
 
5. Select the information you wish to import from the CTF at the top of the 


screen.  If data already exists in SIMS it may be overwritten when it isn’t 
required, i.e. Student Address and Contacts.  


 
6. Choose the CTF file to import 
 
7. Choose and highlight which pre-admission group you wish to place the 


pupils in. 
 
8. Click Import CTF. 


 
The number of total pupils in the CTF file, the number of pupils processed and 
those which are new pupils are shown in these boxes. 
 
Any exceptions that occur during the import are displayed in the Exception 
Log. 
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Changing the Status of 
Admission Pupils 


 
Any admission pupils that are imported via CTF will automatically be given an 
application status of Offered.  Those imported via ATF will be issued a status 
of Accepted. 
 
Any admission pupil entered manually has a default Application Status of 
Applied.  This can be changed at the point of data entry. 
 
An individual admission pupil’s Application Status can be changed in their 
applicant record. 
 


Finalising Offers 
 


1. Follow route Routines / Admission / Finalise Offers.   
 
2. Select your intake group by using the browse facility in the usual way. 


 
At the top of the screen is a summary of your Admission group and the 
section below will list all those pupils that have been assigned to it.   


 


 
 


On the list of Pupils, you will see their status is depicted with a tick in the 
Applied box.   


 
3. Change the status by ticking the appropriate box (unfortunately you 


cannot select more than one at a time. 
 
4. Click Save. 


 
You will need to repeat this process for all the admission groups you have set 
up. 
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Accept Applications 
 


Once your admission pupils have an Application Status of Offered, the next 
stage of the admissions process is a status of Accepted where appropriate. 
 
 
Note:  Pupils must have an application status of Accepted before they can be 
admitted in September. 
 


 
1. Follow route Routines / Admission / Accept Applications. 
 
2. Select your intake group by using the browse facility in the usual way. 


 
At the top of the screen is a summary of your Admission group and the 
section below will list all those pupils that have been assigned to it.   


 
 


 
 


On the list of Pupils, you will see their status is depicted with a tick in the 
Offered box.   


 
3. Change the status by ticking the appropriate box (unfortunately you 


cannot select more than one at a time. 
 


 
 


It is also possible to indicate at this stage whether an applicant has 
Withdrawn their application. 


 
4. Click Save. 


 
You will need to repeat this process for all the admission groups you have set 
up. 
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Changing the Status of an Individual 
Application 


 
It is possible to change the status of an individual applicant in the Application 
focus. 


 
1. Follow route Focus / Admission / Application. 
 
2. Search and select the required Applicant using the SIMS browser 


panel. 
 
 


Note: Only applicants with a current Application Status will be displayed by 
default. i.e. those without Withdrawn, Rejected or Admitted. 


 
 


The current status of the application is displayed under Registration Details. 
 


 
 


3. Select the appropriate status by clicking the drop-down arrow to the right 
of the box. 


 
4. Click Save. 


 
 


Note: It is possible to select any Application Status and a status can be 
skipped if required.  There is no need for the statuses to be selected and then 
saved in order. 


 
 


This procedure can also be followed for changing an individual’s Intake 
Group or Admission Group. 
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Transferring Applicants to 
a Different Group 


 
 


During the admission process, you may need to transfer applicants from one 
intake group to another, e.g. if the applicant has been recorded in the wrong 
admission group, or you are changing to a staggered intake. 


  
1. Follow route Routines / Admission / Admission Groups / Transfer 


Applicants. 
 


 
 


The screen is split into two areas.  The left-hand side is where you select the 
intake group to transfer from and the right-hand side is where you select the 
intake group to transfer to. 
 
By default, the page displays the first available intake group together with any 
applicants that have been assigned to the group. 


 
2. Select the Intake Group and Admission Group on the left-hand side of 


the screen, from which you wish to move the applicants from. 
 
A list of pupils will then appear in the box below. 
 


3. Select the Intake Group and Admission Group on the right-hand side, 
selecting where you wish to move the applicants to. 


 
4. Select the applicants to be transferred on the left-hand side using the 


Ctrl or Shift keys if appropriate.  
 


5. Click the Forward button   to transfer the selected applicants.   
 
If any are transferred in error, click the Backward button .   
 


6. Click Save. 
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Allocating Admission 
Pupils to Classes 


 
There are two ways to allocate pre-admission pupils to classes, either: 


• Individually through the Pre-Admission Pupil Details page (if class 
names are staying the same as next year), or;  


• In bulk using the following instructions: 
 
 


1. Follow route Focus / School / Pastoral Structure / Next Academic 
Year Structure. 


 
2. The Effective Date defaults to the start 


date of the next academic year.  Change 
this to the proposed Date of Admission 
for your Accepted Pre-Admission 
pupils.  


 
3. Click Go. 


 
4. Expand the Pastoral Structure by click on the +. 
 
5. Right-click the required Registration Group folder and select Members 


from the pop-up menu to open the Allocate Pupils/Applicants dialog. 
 
6. Click in the cell for the required Registration Group to place a tick in the 


box. 


 
 
• The pupil’s Name, Gender, current Year Group and Registration 


Group will be displayed together with the total number of pupils 
allocated to each class at the bottom of the grid. Right-click on any 
column heading to change the order. Clicking an individual class 
heading can be useful to identify whether there are any blanks. 
 


• Additional columns can be displayed by clicking the Actions button 
and selecting an item from the drop-down menu such as House, 
Ethnicity, Previous School, etc. 
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Leavers 
 


Individual Leavers 
 


There are numerous different ways of marking pupils as leavers.  The first is 
via the School History panel of the Pupil Details screen.  This method tends 
to be used for one-off leavers through the school year.   
 
During the Summer Term of an academic year it is more appropriate to use 
the ‘batch’ facilities for removing groups of individual pupils - or whole year 
groups.   


 


Removing a whole year group 
 


1. Follow route Routines / Pupil / Leavers.  
 
2. Browse for the Year Group to leave and click Search. 
 
3. Click Select.  
 
4. Choose the All option to add the pupils to the 


Pupils panel below. 
 
If you do not wish to make all of the pupils leave, then you can select the 
appropriate ones in the browse and then choose the option Select / Selected. 


 
5. You will now see your chosen leavers in the bottom part of the screen, 


known as the Leaving Information panel. 
 
6. Enter the Date of Leaving. 
 
7. Select the Reason for Leaving.  
 
8. Enter the Destination after Leaving.  
 
9. If the details selected apply to a selection of pupils highlight the required 


pupils using the Ctrl key and single-clicking. 
 


10. Click the Assign to Selected button or Assign to All button as 
appropriate. 


 
11. Repeat this process for the various destination options that are 


applicable to all leavers.  
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12. If you make an incorrect entry for a pupil, highlight the pupil and click the 
Clear button to remove the information and enter the correct information. 


 
13. Click Save. 
 
14. Click Yes to update. 


 
 


Note:  This may take a while to update as other modules are also updated. 
 


Editing leavers details 
 


If a pupil changes their Destination school after you have followed the above 
routine, change the details on the Pupil Details / School History panel. 


 


Exporting Pupil Data 
 


It is a statutory requirement that you create a CTF for all pupils who are 
leaving your school and they should be created for the school to which they 
are going. 
 
You will need to check your CTF Setup as detailed on Page 7.   


 


Exporting a CTF 
 


1. Follow route Routines / Data Out / CTF / Export CTF.   
 


2. Select General and click Select. 
 
The list of pupils can be sorted by clicking on the headings. 
 


3. If exporting a whole year or registration group filter on the applicable 
Group using the dropdown list. 


 
4. If you have previously exported information for pupils’ then you will need 


to click the Include Pupils Already Exported box and then click the 
Refresh Pupils button. 
 


All current pupils are displayed by default.   
 







 


15  Prepare for the New Year Students 


• Select the Destination School from the appropriate drop-down list. 
This can be done on a pupil by pupil basis, or you can select multiple 
pupils using the Ctrl or Shift keys accordingly. 


• To select all the pupils, right-click anywhere in the table and choose 
Select All from the pop-up menu. 


 
5. Select the Destination School by clicking in the appropriate column and 


selecting from the drop-down list. 
 
 


Note: You can use this area to create all of your CTFs at one time for the 
different schools / areas that your pupils are moving on to.   


 
 


6. If the School you wish to choose is not available in your dropdown list, 
go to Links and choose Schools.  Add or update the school information 
and on saving it will be available in the drop down.  You will need to 
close and re-open the Export CTF screen if it was open when adding 
the new school. 


 
7. Once you have completed allocating schools to pupils, click Export CTF. 


 
 
8. Make a note of the filename(s) that appears once your CTF has been 


created. 
 
9. Create a CTF for pupils leaving other year groups also. 


 
 
 


Note:  There is no need to create a CTF for those pupils leaving Education. 
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Printing Class Lists for 
Next Year 


 
 


1. Follow route Reports / Run Report. 
 
2. Expand the Pupil Focus and double-click the pre-defined report entitled 


Registration Groups (dated with columns). 
 
3. Select the required Start Date using a date on or after the proposed dae 


of admission to include any new students. 
 


 
Note: If your classes for the next academic year do not pull through you will 
need to go back and tick the Show All box in the Registration Groups area 
of the Apply Filter option. 
 


 
4. Click Ok.   


 
 


Reports for Diocesan 
Returns 


 
 


If you are required to print any reports in order to complete Diocesan returns, 
for example printing a report for your leavers and their religions, then we 
advise that you print them out before the end of this school term. 
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Printing Registers for the 
First Weeks of Term  


 
You will need to print Registers for the First Week of next academic year 
(2023/2024). 


 


Setting the Academic Year to 2023/2024 
 


1. Follow Route Tools / Academic Management / Set Academic Year. 
 
 


 
 


2. Select Academic Year 2023/2024. 
  
 
NOTE: If you cannot see the correct Academic Year in this screen then it 
has not been created.  You will need to do this before you can go any 
further. 
 
 


3. Click Ok.   
 


4. Click Ok at the confirmation screen. 
 
 


 







 


Printing OMR Registers 
 
 


1. Follow route Attendance / OMR Entry / Print OMR Registration Sheets. 
 


2. Tick the Include Accepted Applicants check box. 
 
 
 


Printing Manual Registers 
 


1. Follow route Reports / Attendance / Manual Entry / Print Registration 
Sheet. 
 


2. Tick the Include accepted applicants check box. 
 


3. Tick the Include Existing Marks box if you wish to see any marks that 
may already be entered. 
 
Once printed, change the academic year back to the current one through 
route Tools / Academic Management / Set Academic Year 
 
 
 


Completing Information 
for 2022/2023 


 
 
REMEMBER: Once the registers have been printed for the first week of the 
new term, the Academic Year will need to be set back to the current academic 
year.  Please follow the Setting the Academic Year section in order to do 
this. 
 
 
Carry on manually entering Attendance and Reasons for Absence marks or 
reading your OMR Forms as usual until the end of term. 
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PLEASE NOTE THAT THE PICTURES IN THIS HANDOUT MAY NOT 
NECESSARILY BE IN CORRILATION TO THE ACADEMIC YEAR YOU 
ARE CREATING.  THEY ARE FOR INFORMATION ONLY 


 
Universal Infant Free School 
Meals 


 
From September 2014, all pupils in Reception, Year 1 and Year 2 in state-
funded schools in England will be eligible for free school meals.  This will 
include Academies, Free Schools, Pupil Referral Units as well as Maintained 
Schools.  This has not changed and all Infant pupils, Year R to Year 2 will still 
be eligible for a UIFSM. 
 
NB:  Existing entitlements to free school meals for disadvantaged pupils 
in nursery classes and at key stages 2-4 will continue as before, based 
on the existing free school meals eligibility criteria. 
 
Following on from last year’s issues with certain reports, we are confident that 
these have now been resolved. 
 


Reconcile Pupil Balances 
 


Before you start it is essential that all pupil and staff balances be reconciled 
before the end of the Academic year.  However, it is more important that all 
your leavers have a zero balance.  If necessary, any existing balances (either 
debit or credit) for your leavers can be transferred to siblings still at the school. 
 
Any existing monies either credits or debits for your pupils who will be in 
school in the next academic year, can if necessary, be carried over to new 
academic year.   
 
Produce appropriate letters for pupils with outstanding balances. 







 


Amending Price Changes - 
Universal Infant Free School 
Meals 


 
If you created these last year for your pupils and put an end date in, you can 
simply delete the end date as obviously there will still be a 0 charge for the 
next academic year. 
 
If your school uses coloured meal patterns e.g. Red, Green etc., you will 
need to remove the end date from each of them. 


 
 


Amending Price Changes - 
Pupils and Staff 
 
For Junior and Primary schools for years 3, 4, 5, 6 and all Adult meals, 
we strongly recommend that you amend any price changes as soon as 
possible and certainly before the end of this academic year.  
 
NB:  If your school dinner charges are not changing from September, you can 
ignore the guidance below. 
 
You will also need to amend price changes to Adhoc or Other Sales if used 
and appropriate. 


 
1. Select Tools / Dinner Money / Pupil Meal Definition  
 
2. Search to view existing definitions.  
 
3. Highlight and Open the appropriate Meal Definition.  
 


 
 
4. Highlight the existing charge in the Charges panel. 


 







 


 
5. Click Open.   


 


 
 


6. Enter an End Date, e.g., the last day of the Summer term.  
 


7. Click OK. 
 


8. Click New to the right of the Charges panel. 
 


9. Enter an appropriate Start Date (the date must be on or before the first 
day when the pupils will be back in school).   
 


10. The End Date may be left blank. 
 


11. Enter the new cost that the school will be charging. 
 


 
 


12. Click OK. 
 


13. Click Save. 
 
 


Note:  Once you have updated your pupil meal definition charges, you will 
need to edit the Staff Meal, Adhoc and Other Sales (If you use them) charges 
using the same method but using route Tools / Dinner Money / Staff meal 
Definitions.   
 
 
Complete your banking in the usual way. 
 
For further advice and guidance on running reports to assist you with 
reconciling credits/debits, please refer to your Dinner Money 7 manual. 
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SCHOOL WORKFORCE CENSUS 
2nd November 2023 


 


Introduction  
 


For the academic year 2023/24 the School Workforce Census return will be 
on 2nd November 2023. 
 
The Census is an annual statutory requirement for all schools and is required 
to be run by English schools in the maintained sector. 
 
To help you with this process, in this document we have listed some of the 
tasks that you could do during the Summer Term in preparation. 
 
We highly recommend that you use your Welearn365 admin email account as 
this is the most secure method of sending and receiving any confidential 
information.  All school personnel have been issued with a Welearn365 email 
account and the email address will formatted as adminxxxx@welearn365.com 
with the four x’s relating to the schools DfE number.  If you prefer for us to use 
a different Welearn email account, then please let us know by contacting the 
Service Desk on 01926 414100. 


 
 


 
 


Staff Leavers and Adding 
New Members of Staff 


 
Instructions on how to do this can be found in the End of Year procedures 
Book 2 – Prepare for the New Year – Staff Information.  If you do not have 
a copy from this book then please download it from the MIDAS or Downloads 
pages, the details of which can be found below. 


 
 
 



mailto:adminxxxx@welearn365.com





3  Creating the New Academic Year 


Staff: Current and 
Leavers 


 


Leavers and Existing Staff 
 
• Ensure that any known Absences, whether it is for existing staff 


or leavers, are up to date and entered into SIMS Personnel. 
 
• Ensure that an end date has been entered if the absence has 


ended. 
 
• Ensure that the Working Days Lost field has been entered for all 


absences.   
 


Leavers 
 
When entering leaving dates in the staff Employment panel: 
 
• Ensure that there is an end date in the Contract / Service 


Agreement, Role, Salary Records and Allowances if 
applicable. 


 


Current 
 
• Check for any Missing Contract / Service Agreements. 


 
• Check for Fixed Term Contracts and check when they expire 


and whether they need updating or extending.  If you have 
created a fixed term contact for a staff member check if it has 
automatically entered a leaving date in the Employment Dates 
panel of their record and check if they are leaving or if they need a 
further contract entering. 


 
• Ensure Qualifications are up to date (for teaching staff only). 
 
• Ensure there is a Latest Pay Review Date entered in Teachers 


contract screens (for teaching staff only).   
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New Members of Staff 
 


New members of staff can be added into SIMS Personnel during the Summer 
term with a start date in the future.  Obviously, they will not appear as a 
current member of staff on any lists / registers until their start date has been 
reached but can be used within the SIMS Pastoral Structure to assign them to 
appropriate classes. 


 
 
NB:  Absence / Missing Contracts / Fixed Term Contracts or Staff 
Data Collection Sheet reports are available on the MIDAS / Downloads 
pages for schools to download and import into SIMS.  Instructions on 
how to complete this process are also available. 
 


 
 


MIDAS / Downloads 
Pages 


 
MIDAS pages (or the downloads Page if you do not subscribe to Warwickshire 
Broadband services) can be accessed as follows: 
 


MIDAS Pages: 
 
http://bit.ly/midaspages 
 
Please follow route Documentation / Workforce Census / SWC 2023. 


 


Downloads Page: 
 
http://wsd.we-learn.com/downloads 
 
 
Please follow route School Workforce Census. 
 
 


 



http://bit.ly/midaspages

http://wsd.we-learn.com/downloads
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Admitting Applicants  
 
 


The admittance of applicants is the final stage in the admission process.   It is 
only possible to admit applicants who have a current application status of 
Accepted.   
 
Admitting an applicant will give them an admission number, and from the date 
selected, they will be included on the school roll.  You should only admit those 
applicants who actually arrive at your school. 


 
 


1. Follow route Routines / Admission / Admit Applications. 
 
2. Select your intake group by using the browse facility. 


 
At the top of the screen is a summary of your Admission group and the 
section below will list all those students that have been assigned to it.   


 


 
 


It is possible at this stage to issue a UPN for applicants.  The Assign UPN 
box will have No Change as default. 


 
3. Click on the Assign Permanent UPN button  above the 


box.  The Assign UPN box will then change to Assign Permanent UPN 
on Save. 


 
4. Click the appropriate box to change the status of an applicant i.e. 


Admitted (unfortunately you cannot select more than one at a time). 
 


 
 


5. To admit all of your applicants click Admit All   at the top of 
the box.   


6.  







3  September Tasks 


This will put a tick in every box.  If you include any students who are not to be 
admitted, click on the tick and it will be removed from the box. 


 
7. Click Save. 


 
 


You will need to repeat this process for all the admission groups that you have 
set up. 


 
 


Deleting Applicants 
 


If an applicant has been entered in error or has been offered a place but 
never arrived in school they can be deleted from SIMS. 
 
Note: Please be very sure that you wish to delete the records before doing so.  
All deletions are irreversible so if performed in error all details will need to be 
re-entered. 
 


 
1. Follow route Focus / Admission / Application. 
 
2. Search for and select the required Applicant. 
 
3. Open the record to ensure you are deleting the correct applicant. 
 
4. Once you are sure the correct record has been found, click Browse at 


the top of the screen. 
 
5. In the list of applicants highlight the appropriate applicant again. 
 
6. Click Delete.    


 
A warning message will appear 
 


7. Click Yes if you are sure that you wish 
to delete the record 
 
Once the system has deleted the record a message will appear stating 
The application has successfully been deleted.  
  


8. Click Ok. 
 
Repeat the process for any other applicants that you wish to delete. 
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Admission Reporting  
 


There are some pre-defined reports set up in the Run Report route. 
 


1. Follow route Reports / Run Report. 
 
2. Under the Focus browse there are three areas that 


specifically concentrate on the Applicant and 
Admission process.  These are Application, 
Admission Groups and Admission Enquiry. 
 
 
 


If the report that you require does not appear in the appropriate folder under 
the Focus area, then it is possible to create your own report. 


 
1. Follow route Reports / Design Reports. 
 
2. Select Create a New Report. 
 
3. In the Select Data Area section of the design process, go to 


Admissions.   
 
A list of the areas that you can design your report on will be 
listed. 
 


4. Continue to design your report using the usual SIMS report design 
functions. 
 
 
 


Re-Admitting Pupils 
 


Any students / pupils who have left your school, and then subsequently return, 
must be re-admitted rather than added to the system again. This ensures that 
the student’s / pupil’s educational History is maintained.  
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IMPORTANT NOTES: 
• It is essential that you follow this process for re-admissions and DO NOT 


remove the Date of Leaving as a method of re-admitting.  However, if a 
Year 11 student has been issued with a leaving date and then returns 
immediately to Year 12, you may then delete the leaving date.  If it is not 
an immediate return you must re-admit the student. 


• It is perfectly acceptable for there to be a gap between the Date of 
Leaving and the date of return and this will be reflected in SIMS in the 
School History section of the student record. 
 
 
 


1. Follow route Focus / Student / Student Details.  
 
2. Click New. 
 
3. Enter the student’s / pupil’s known details into the Basic Details panel. 
 
4. Click Continue. 
 


A list of Matched People matching the search criteria entered will be 
displayed.  


 
5. Highlight the required student and click Open.  


 
A warning message will appear. 
 


6. Ensure you have the correct student / 
pupil and then click Yes.  


 
The student’s details will be displayed.  
 
7. Complete the mandatory fields (will be highlighted in red) 
 
8. Click Save. 
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Add one off New Arrivals 
 


Add new arrivals that have not been in a pre-admission group as you would 
throughout the year.  You will need to do this through the Student Details 
screen and by clicking on the New button. 


 
 


Change the Attendance 
Mode and Part Time 
Status 


 
 


You may need to change the Attendance Mode for any of last year’s Part 
Time students / pupils. 


 
1. Follow route Focus / Student / Student Details  
 
2. Browse for the relevant student. 
 
3. Click Search 
 
4. Double click to open the student record. 


 
 
 
 
 
 
 
 
 
 
 


5. Select All Day for the Attendance Mode (all students over 5 must have 
this status) 


 
6. Ensure that you have the correct End date for Part time details. 


 
Repeat this process for all relevant students. 
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Print Roll Book 
 


There is an Admissions Register (Roll Book) within the library of reports.  It 
needs amending to suit your requirements.   
 
Please check your SIMS Reporting list to see if this report was created 
last year, if it was then you can just run the report without making the 
amendments below.  If this report was not created last year, please 
follow the instructions below. 


 
1. Follow route Reports / Design. 
 
2. Select Open an Existing Report.   
 
3. Click on the + button next to the Focus folder and click on Student.   
 
4. Find the report Admissions Register (Roll Book) in the list and double 


click on this to open it in design view. 
 
5. At the Refine Data Area screen select All Students. 
 
6. Go to the Define Filter screen. 
 
7. Select Students Where and click the Delete button to delete all existing 


filters. 
 


 
 


8. Add a new filter for Admission Date ‘between’  
 


9. Add a new OR filter for Leaving Date ‘between’ 
 
10. Tick Prompt at run time. 
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11. Click Save As  and enter your initials before the report name. 
 
12. Click OK. 


 
When you run the report choose: 


 
Value 1: 05/09/22 
Value 2: 31/07/23 
 


 
 


 
 
 
 
IMPORTANT NOTES: 
This is an Admissions Register (Roll Book) only and has been designed only 
to show any new starters and leavers in an academic year. Therefore, this 
report does not contain existing pupils that are on-roll and is a different report 
to the requirements of the ACE Team. 


 
 


 


Discover Dynamic 
Groups 


 
If you use the SIMS Discover package and make use of the Dynamic Groups 
area, then it is important that you create any new annual Dynamic Groups in 
the September of a new Academic Year.  Dynamic Groups will only work from 
the date in which they have been created onwards so if they are required to 
produce full year analysis then will need to be created within the first couple of 
days of the new year. 
 
For more information on how to do this please contact the Service Desk on 
01926 414100. 
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Running Validate 
Memberships  
 
Once all your students / pupils have been admitted and all the September 
term tasks have been completed, it is recommended that you run the Validate 
Memberships routine.  Running this routine at the beginning of the year will 
ensure that group memberships are refreshed and up to date. 
 
1. Follow route Tools / Validate Memberships. 


 
2. Click Ok on the Information box. 


 


 
 
This process may take a few minutes.   
 
The screen closes automatically on completion. 
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Setting the Academic 
Year to 2023/2024 


 
 
1. Follow route Tools / Academic Management / Set Academic Year. 
 
 


 
 
2. Select Academic Year 2023/2024. 
  
 
NOTE: If you cannot see Academic Year 2023/2024 in this screen then 
you have not created the Academic Year.  You will need to do this before 
you can go any further. 
 
 
3. Click Ok.   


 
4. Click Ok at the confirmation screen. 
 


 
 







3  September Tasks - Attendance 


Print Official Registers 
 
 


Print the Official Registers for July 2023. 
 


1. Ensure you have dealt with missing marks and add any reasons for 
absence for the whole of the academic year 2021/20223. 


 
2. Follow route Reports / Attendance / Whole Group Student / pupil 


Reports / Official Register Report. 
 
3. Ensure that you have printed Official Registers for the whole year. 


 
 


Part-Time routines for 
Adding Attendance Not 
Required Codes 


 
 


The following routine enables you to add Not Required Codes to part-time 
student / pupils, e.g. nursery children.  
 
 
Note:  This routine can only be used for non-compulsory school age children 
e.g. Nursery and Years 12 and 13.  You will not need to perform the following 
routine for those student / pupils that are in school full time. 
 


 
1. Follow route Tools / Setups / Attendance Setup / Part-Time Pupils. 
 
The Part Time Pupils screen will appear. 
 
2. Select the appropriate group in Group Type. 
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3. Change the From w/b and To w/b dates as necessary. 
 
4. Highlight the required group. 
 
5. Click Search. 
 
6. Using the bottom section of the screen select the appropriate radio button. 


 


 
 


The choices are as follows: 
 
Attendance required in mornings only – this will enter an Attendance 
Not Required code for the afternoon sessions for those student / pupils 
selected. 
 
Attendance required in afternoons only – this will enter an Attendance 
Not Required code for the morning sessions for those student / pupils 
selected. 
 
Attendance required all day – no Attendance Not Required codes will be 
entered.  If you do have full time student / pupils’ then you do not need to 
perform this routine. 
 
Apply a weekly pattern of Not Required codes – this option allows you 
to set your own pattern of Attendance Not Required codes. 


 
 


7. Use the option Apply a weekly pattern of Not Required Codes over a 
shorter date range for Reception intake where the student / pupils are 
part time for the first few weeks. 


 
 


Note: OMR Registration Sheets can be marked and read in by the usual 
method even though some student / pupils may still be recorded as admission 
student / pupils. Admission student / pupils will not show on OMR Absence 
sheets so you must have admitted them all to the school by the time of 
printing the OMR Absence sheets. 
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Dual Registered Student / pupils 
 


If you have Dual Registered student / pupils who are educated off site or 
elsewhere for part of the week, you can set up a weekly pattern of marks 
through Focus / Attendance / Enter a weekly pattern.  (Refer to your 
Attendance 7 Manual for more details). 


 
 


Setting the Academic 
Year in Attendance 


 
THIS SECTION IS FOR SECONDARY SCHOOLS ONLY 
 
 
It may be necessary for you to perform the following procedure in order to see 
your classes in Lesson Monitor and Attendance 7.  Apply it using your Server 
machine in the first instance and if it still does not work try running it on one of 
the Admin machines.  If data still does not pull through to Lesson Monitor call 
the ICT Development Service, Service desk. 


 
 


1. Follow route Tools / Academic Management / Apply Timetable. 
 
2. Click Yes at the message asking if you are sure if you wish to apply the 


timetable. 
 


The Map Calendar dates to timetable days box will appear. 
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3. Check that the Date Range is correct for the academic year that you are 
applying the timetable for. 


 
4. You will need to ensure the correct date maps to 


the correct Timetable day in the appropriate 
area. 


 
5. Click Apply once you have checked that the dates match. 


 
The right-hand side of the screen will then populate. 


 


 
 
 


6. Check that the information has mapped correctly i.e. the day in the date 
column matches that of the Timetable day. 


 
7. Click Save. 


 
Your timetable has now been applied in Attendance so you should now 
see it in other areas of the system including Lesson Monitor and 
Attendance. 
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DfE Pupil Premium Files 
 


 
Annually, the DfE compile csv (comma separated value) files for each school, 
listing pupils who have attracted the Pupil Premium. The DfE calculates pupil 
premiums, based on the October census data. There is often a significant time 
lapse before these files are made available. It may be necessary to update 
pupil premium indicators in SIMS manually and then to later import the DfE 
pupil premium file electronically into SIMS. 
 
The DfE upload Pupil Premium files onto the GIAP (Get Information about 
Pupils’) website. To access your schools’ file, you will need to use your  DfE 
Secure Login that you use to access the School to Schools S2S) website. 
 


 
 
Once logged in, you will need to navigate to Downloads to find your latest 
Pupil Premium file. If you cannot locate the latest Pupil Premium file, you may 
need to submit a Service Request to the DfE. 
 
Download and save your Pupil Premium file into a shared drive on your 
workstation and into a Pupil Premium folder. 
 
Importing this file into SIMS will not disturb student records which have 
previously been updated manually.  
 
 


Import Pupil Premium File 
into SIMS 


 
 
1. Follow route Tools / Pupil Premium / Import. 
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2. Tick all Pupil Premium types in panels 1 and 2.  
 


Panel 1 allows users to import Pupil Premium types separately if schools 
wish to produce individual reports for each type of Pupil Premium.  This 
is usually unnecessary as users can easily separate out PP types at a 
later stage in Excel.   


 
3. Click the Choose File open file icon in Panel 3. 
 
4. Navigate to where you have saved the DfE csv file you downloaded.   
 


Remember that SIMS can’t “see” your desktop and so it is best to have 
saved the file in a shared drive. 


 
5. Click Yes when the dialogue box appears. 
 


 
 
6. Click the Import button. 
 


A temporary table will appear depicting what is contained in the csv file. 
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7. Click Save at the bottom of the table.   
 


This will populate the permanent table.  
 


 
 


 
The Exception Log will display records that have already been imported 
and also records where the student does not exist in your SIMS 
database. 
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Maintaining Pupil 
Premium 


 
This routine allows schools to view all previously downloaded Pupil Premium 
files as well as being able to edit existing records or enter completely new 
manual records.   
 
All entries contained in the Maintain Pupil Premium table will update Indicators 
for the correct academic year on individual student records once the Premium 
Type Indicators have been selected and saved.  


 
1. Follow route Tools / Pupil Premium / Maintain. 


 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 


You can Add or Remove entries if necessary from this table but the 
need to do so would be extremely rare.  
 
 
 
Note: You should expect to see Leavers in the table as funding is 
based on those pupils that were on roll at your school, on October 
census day (past). New pupils who were not on roll at your school on 
January census day will not be in your pupil premium file, i.e. New 
Reception pupils. 


 
 
 
Note: If you remove an entry from the Pupil Premium table, a pre-
existing premium tick on a student record will not automatically be 
removed. This will have to be done separately. 
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Reporting on Entries in 
the Pupil Premium 
Maintain Table 


 
It is only possible to report on those entries in the Pupil Premium table that 
have been saved. 
 
1. Follow route Tools / Pupil Premium / Maintain. 
 


 
 
 
2. Click Report at the top of the Maintain Pupil Premium panel. 







Page 6 


 
3. Select a Destination Folder by clicking on the magnifying glass. 


 


 
 


 
4. Navigate to the required location for the report output. 
 
5. Click Ok. 
 
6. Click Report on the dialogue box to produce the report.  
 


The report will then display in your web browser.   
 


7. Right click on the report and select Export to Microsoft EXCEL if 
required. 
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Introduction  
 


To assist schools in being GDPR compliant, it is possible to bulk delete 
SIMS pupil/student data in line with any data retention policies.  The 
routine allows for both individual and multiple pupils/students, who have 
an Enrolment Status of Leaver, to be deleted with the functionality of 
protecting any that may need to be retained, for further information on 
who should be retained speak to your Data Protection Officer (DPO).  
The process cannot be used to delete pupils/students currently On Roll. 
 
The Bulk Delete functionality can be run in the background enabling 
users to continue working in other areas of SIMS.  It is recommended 
however, to minimise any performance issues, larger bulk deletions, e.g. 
attendance records, are run over night. 
 
 


Taking a SIMS Backup  
 


It is strongly advised that prior to commencing the Bulk Data Deletion 
process a manual backup of the SIMS database is taken.  If there are 
any difficulties in undertaking this process please contact the Service 
Desk.  This should not replace your usual backup schedule; it is an 
additional backup.  To do this you must create an SQL backup in SIMS 
using the following instructions. 


 
1. In SIMS follow the route Focus / System Manager / System 


Manager 6. 
 
2. Close the Welcome screen.   
 
3. Go to the Tools menu  
 
4. Select Create Backup. 
 
5. Type a backup description.  E.g. Pre Bulk Data Deletion. (The 


filename will be created for you).   
 
6. Click Create when it becomes available.   


 
7. Click Yes.  A screen will be displayed whilst the backup is created: 
 
Once complete, you may get a message that the backup has been 
created.   
 
8. Click OK to finish. 
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Protecting from Bulk 
Deletion  


 


Individual Protection for New Pupils/Students 
 


Individual protection for a new pupil/student can be set when entering 
their details through Focus / Pupil (or Student) / Pupil (or Student) 
Details.   
 
1. Click the Basic Details hyperlink. 


 


 
 
2. Tick the Protect from Bulk Data Deletion 


check box.  
 


3. Click Save. 
 


 
Individual Protection for Existing Pupils / 
Students Using Bulk Update 


 
The facility to Bulk Update pupil/student information enables the facility 
to simultaneously assign values to a group of pupils/students.   
 
1. Select Routines / Pupil (or Student) / Bulk Update. 


 


 
 


2. Select the Group Type from the drop down list. 
 


3. Select the Group from the drop down list. 
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4. Select Protect from Bulk Data Deletion in the Data Item drop 


down list. 
 


The Protect from Bulk Data Deletion data area is not a dated item, 
therefore ignore the Effective Date area that will display the current 
working date.  Effective Date not applicable will be displayed under the 
Data Item area. 
 
5. Click Search. 


 


 
 


6. Click the Yes cell of a specific pupil/student to change their individual 
value. 
 


Note: It is possible to select a whole column for a value change by right 
clicking on the column header and selecting Check All.  
 
 
7. If necessary, undo any changes by clicking Undo at the top of the 


panel. 
 


8. Click Save once all the necessary values have been changed. 
 
 


Using SIMS Reports to Identify Records to 
Protect 


 
It is possible to create basic SIMS Reports through the Report / Design area, 
to identify those records that need to be protected.  These basic reports 
should be designed with the All Students selection in the Refine Data Area 
selector.  
 
The MIDAS Team also have some basic reports designed that are available 
for schools to import into their SIMS systems.  For a copy of these reports, 
please contact the Service Desk on 01926 414100 or by mailing 
ictdsservicedesk@warwickshire.gov.uk. 
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Using Bulk Data Deletion 
to Delete Pupil/Student 
Data  


 
Only academic years from over three years in the past can be selected 
in the Bulk Data Deletion routine, this is due to the impact on other areas 
of the SIMS system.  If a school does not have over three years of 
pupil/student data, no academic years will display in the selection area. 


 
1. Select Routines / Pupil (or Student) / Bulk Delete Pupil (or 


Student) Data. 
 


 
 


2. Select the required academic year from the Delete data for pupils/ 
students who left within or before the academic year drop down 
list. 


3. Select the check box of the data area(s) you would like to delete, 
e.g. Curriculum Data, EMA Data etc. 


 
 
4. Click Search. 
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IMPORTANT INFORMATION:  
Only pupils/students who are not marked as Ever In Care, Ever SEN or 
those who are Protected are selected by default.  


 
 


 
 


 
The Ever SEN column indicates whether the pupil/student has ever 
been recorded as having a Special Educational Need or has 
Gifted/Talented record. (The link to gifted/talented will be removed in a 
future upgrade). 
 
Any pupil/student with Yes displayed in the Protected column cannot 
have data deleted. 
 
Any pupil/student with a Yes displayed in the Ever In Care or Ever SEN 
columns must be intentionally selected to avoid accidental data deletion 
of In Care or SEN pupils/students. 
 
5. Only pupils/students who are not marked as Ever In Care, Ever 


SEN or those who are Protected are selected by default.  
 


6. Select and deselect the check boxes adjacent to the relevant 
pupils/students.  


 
It is possible to bulk select or deselect via the check box in the 
column header. 
 


7. Click Start Delete. 
 


8. A confirmation message will be displayed.  Read the message and 
click OK. 
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NOTE: If you have selected any Ever In Care or Ever SEN 
pupils/students, an additional warning message is displayed. If this 
box does display, click OK to continue with the deletion. 
 
PLEASE REMEMBER THAT THE DELETION PROCESS IS 
PERMANENT AND DATA CANNOT BE RECOVERED. 
 
 
 


9. Read the Bulk Data Deletion 
Agreement. 


 
10. Select the check box Please 


read the above statement 
fully and tick to confirm 
you agree in order to 
continue. 


 
 
 


 
 
11. Click Continue. 
 


 
 
12. Click Stop Delete at any time during the process if you wish to 


cancel the deletion process. 
 
13. Click Yes to stop the delete process. 
 


 
 


 
 
 
NOTE: Deletion occurs on a pupil/student by pupil/student basis, 
deleting all data from the relevant areas for an individual before moving 
onto the next.  If you click Stop Delete the deletion process will stop 
when it has completed deleting all selected data areas for the individual 
in progress. 
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14. Click OK at the process successful message. 
  
 


 
 
 
NOTE: After the data has been deleted, if the only SIMS role is that of 
pupil/student, then the whole record will be removed from the system 
(this will come into effect after the SIMS Spring 2019 Update, prior to this 
the record will be retained).  If, however, there are other roles assigned, 
e.g. Contact or Staff, then the record will be retained in the appropriate 
area but with the selected data delete fields removed. 
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Update Parental Salutation 
and Addressees 


 
1. Follow route Routines / Student (Pupil) / Update Salutation/ 


Addressee / Parental. 
 
2. Search for the appropriate Year or Registration Group.  
 
3. Click Search. 
 
4. Click the drop-down arrow next to Select. 
 
5. Select All. 


 
 


Note:  You can also select individuals and selections in the normal way. 
 


6. In the Options panel, select the relevant check boxes to Update Parental 
Salutation or Update Parental Addressee.  Both options can be 
performed at the same time, if required.  


 
7. Select to Overwrite any 


existing Information for the 
selected students. 


 
Be aware that any manual 
changes you have made will be 
overwritten. 
 
8. Click Remove to take anyone 


out of the list who should not 
be updated. 


 
9. Click Generate. 
 
10. Click Save. 
 
11. Repeat this process for the Contact option under Routines. 


 
 


Note:  If you have a parent without a first name or initial, or their address 
details do not contain the House icon  next to their name the addressee 
cannot be automatically updated.  You can manually enter these through the 
Family / Home panel of the student / pupil record. 
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Name Format Tidy 
 


This routine allows you to ensure the names of individuals entered in the 
system are all displayed in a uniform way.  


 
• Changes can be applied to a combination of students, staff, agents and 


contacts or globally, as required. 
• Case changes can be made to either upper case or title case depending 


on the selections made. 
 
 


1. Follow route Tools / Housekeeping / General. 
 


 
 
 
2. Using the check boxes select who you wish the changes to apply to i.e. 


Students, Staff etc. 
 
3. Using the radio button selection area, select either UPPERCASE or Title 


Case accordingly. 
 
4. Click Apply. 
 
5. Click OK at the confirmation message. 


 
 


Resetting Parental Ballot 
Flags 


 
This routine will set the Parental Ballot check box on the Contact’s Basic 
Details to ‘True’. By default, all parents who have a child registered as ‘on roll’ 
at the school are eligible.  
 
 
Note:  The term ‘Parents’ includes natural parents and anyone else who is 
defined as having parental responsibility.  
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1. Follow route Tools / Housekeeping / General.  
 
2. Click the Reset Parental Ballot 


Flags hyperlink. 
 
3. Enter the required Effective Date.  
 
4. To include pre-admission students not yet on roll tick Include accepted 


pre-admission students due to be on roll on the effective date.  
Change the effective date to one after the date of admission of the pre-
admission students. 


 
The Effective date option also allows you to use a date in the past if it is 
required. 
 
5. Click Apply.   
 
6. Click OK at the completion message. 
 


Updating Mailing Points 
 


In order to save resources many schools only send one letter home per 
family.  This routine allows you to bulk select which member of the family 
receives the letter by marking a flag in the appropriate field on the child’s 
record. 


 
1. Follow route Tools / Housekeeping / General.  
 
2. Click on the Update 


Mailing Point hyperlink.  
 
3. Enter the required Effective Date. 
 
This effective date only checks if the student is an accepted pre-admission 
student, so any date in September can be used.  Note that it is also possible 
to change the date to one in the past if required. 
 
4. The Default Mailing Point drop-down list defaults to Oldest Child but 


can be changed to Youngest Child if required. 
 
5. Click Apply. 
 
6. Click OK at the completion message. 


 
 


Note:  This functionality only works if siblings show correctly under Family 
Links in the Family/Home panel of a student (pupil) record.  
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Delete Old CTF Files 
 


When CTF XML export and import files are created, they are saved to the 
CTF Export or Import Directory in your Z:/ SIMS (or C:/) or Y:/ MIS folder. 


 
Export Files: The first seven digits of the file Name represent your LA and 
Establishment Numbers as the sending school, the other seven digits 
represent the destination school’s LA and Establishment Numbers.  
 
Import Files: The first seven digits of the file Name represent the sending 
school’s LA and Establishment Numbers the other seven digits represent your 
LA and Establishment Numbers. 
 
Your system stores all files imported and exported so it is worth deleting older 
files on a regular basis. 
 
Your Export and Import Directories have been set up to the following 
locations: 
 
(They are usually found under Z:/ but this may vary depending on where SIMS 
is installed. For Prime Servers they are under Y:/ MIS).  


 
1. Navigate to the appropriate directory through the My Computer icon. 
 
2. Highlight the CTFs no longer required from the list displayed 
 
3. Follow route Edit / Delete to remove those no longer required.   
 
You may wish to delete all those created before the previous academic year 
 
 
Note:  Old Key Stage return files will appear in the CTF Export folder 
alongside any CTFs.  These will also need to be deleted but it is advised 
schools check with their DPOs as to how long these need to be retained.  
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Delete Old Census Files 
and Reports 


 
When created via the Census returns screen, the Detailed reports contain 
personal and sensitive data, this applies to both the Pupil and Workforce 
Census.  These reports will fall under the GDPR rules as your system will 
store all files created and therefore they need to be deleted on a regular basis.     
 
This does not include the Summary reports or Census files as they do not 
hold personal data, these should be kept for a specific amount of time and 
your DPO can advise you on this. 
 
The Census Folders where the files are stored can be found in the Browse bar 
of the appropriate Census Return screen. 
 


 
 
1. Navigate to the appropriate directory through the My Computer icon, they 


may appear in either the Data folder or the Archive folder. 
 
2. Highlight the files no longer required from the list displayed 
 
3. Right click on the list and select Delete or click delete on your keyboard. 
 
4. Say Yes to any pop up messages that may appear asking if you wish to 


continue.   
 
You may wish to delete all those created before the previous academic year 
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Delete Unlinked Contacts 
 


This routine enables schools to delete contacts who are no longer linked to an 
individual in SIMS, e.g. a pupil/student, agent or member of staff.  The link 
may now be obsolete because the pupil themselves has been deleted 
resulting in these contacts having no active role to justify them remaining in 
the system. 
 
Contacts who are linked to pupils who have previously left the school cannot 
be deleted even if they have no other links to a current pupil. 


 
 


1. Follow route Tools / Housekeeping / Delete Unlinked Contacts. 
 
2. Click Search to display all unlinked contacts.  (It is possible to search for 


an individual contact by searching for their name). 
 
3. Click the Arrow to the right of the Select button. 
 
4. Select All. 
 
Note:  If there are a large number of unlinked contacts then it may be easier 
to delete a few contacts at a time, e.g. surnames beginning with A then B etc.  
Deleting a large amount can take a while and slow your system down.  
 


 
5. Click Delete  at the top of the Unlinked Contacts to be Deleted 


panel. 
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Delete Unlinked Persons 
 


Unlinked persons must be deleted from SIMS.  These may be applicants, 
agents, pupil, employees, contacts or any other individual whose historical 
personal data should no longer be retained in line with GDPR guidelines. 
 
Unlinked persons could still be present because at the time of deletion, a 
secondary role for the individual may have existed within SIMS. 


 
 


1. Follow route Tools / Housekeeping / Delete Unlinked Persons. 
 
The number of unlinked persons recorded in SIMS will be displayed. 
 


 
 
2. Select the check box at the top of the left-


hand column to highlight the list. 
 
To highlight individuals to be deleted click 
the check box in the left-hand column. 


 
 


3. Click Delete  at the top of the Delete Unlinked Persons panel. 
 


4. Click Yes at the confirmation message. 
 


 
 
Note:  To assist schools in being GDPR compliant, it is strongly advised to 
delete all unlinked persons identified by this routine.   This deletion process 
may take some time to run depending on how many appear in the list. 
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Tidying Agencies and 
Agents 
 
Agents and agencies can be created in SIMS and pupils linked to them. The 
most commonly used agents and agencies are medical centres and doctors. 
However, the SEN module also makes use of agents and agencies such as 
Educational Psychologists and Speech Therapists, and the organisations 
where they are employed. 
 
Over time the database of agents and agencies will grow and sometimes this 
can lead to duplicate information being added.  
 
To ensure a tidy database, duplicated agencies and agents can be merged to 
ensure that all pupils are linked to the same agent. 
 


Tidying Agents 
 
All agents are linked to agencies in SIMS and it is good practice to ensure that 
duplicate records are not created. 
 


Checking Agent Details and Duplicates 
 


1. Select Focus / Person / Agents. 
 
2. Click Search. 
 
All the agents contained in the SIMS system are listed. 
 
3. Click Print at the top of the screen. 
 
4. If there is more than one instance of an Agent, they will need 


investigating. 
 
5. Open each instance of the Agent. 
 
6. Check the information recorded for the Agents to see if they are the same. 
 
7. If the records are one and the same, they should be merged. Make a note 


of which record you wish to keep. 
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Merging Duplicate Agents 
 
Before this task is carried out it is useful to explore the agents in SIMS as per 
the Checking Agent Details and Duplicates section. 
 
1. Select Tools / Housekeeping / Merge Agents. 
 
The screen is split into two sections. The left-hand side is for the agent to be 


kept and the right-hand side for the agent to be merged.  
 
2. Click Find Agent to the right of the Main Agent Name panel.  
 
3. Either click Search or browse for the appropriate Agent. 
 
4. Highlight the Agent that you wish to keep. 
 
5. Click Ok. 
 
6. Repeat this process on the right hand side of the screen, selecting the 


Agent to be merged. 
 


 
 


The screen displays any linked pupils at the bottom.  
7. Click Merge at the top of the screen. 
 


A message is displayed to confirm whether or not to proceed.  
  
8. Click Ok. 
 


The status bar at the bottom of the screen displays a confirmation 
message. 
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Tidying Agencies 
 
All agents are linked to agencies in SIMS and it is good practice to ensure that 
duplicate records are not created. 
 


Checking Agency Details and Duplicates 
 


1. Select Focus / Agency / Agencies. 
 
2. Click Search. 
 
3. All the agencies contained in the SIMS system are listed. 
 
4. Click Print at the top of the screen. 
 
5. If there is more than one instance of an Agency, then they will need 


investigating. 
 
6. Open each instance of the Agency. 
 
7. Check the information recorded for the Agencies to see if they are the 


same. 
 
8. If the records are one and the same, they should be merged. Make a note 


of which record you wish to keep. 
 


Merging Duplicate Agencies 
 
Before this task is carried out it is useful to explore the agents in SIMS as per 
the Checking Agency Details and Duplicates section. 


 
1. Select Tools / Housekeeping / Merge Agencies. 
 
The screen is split into two sections. The left-hand side is for the agent to be 
kept and the right-hand side for the agent to be merged.  
 
2. Click Find Agency to the right of the Main Agency Name panel.  
 
3. Either click Search or browse for the appropriate Agent. 
 
4. Highlight the Agent that you wish to keep. 
 
5. Click Ok. 
 
6. Repeat this process on the right hand side of the screen, selecting the 


Agency to be merged. 
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The screen displays any linked agents and pupils at the bottom.  
 


7. Click Merge at the top of the screen. 
 


A message is displayed to confirm whether or not to proceed.  
 


8. Click Ok. 
 


The status bar at the bottom of the screen displays a confirmation message. 
 
 
 


Managing SIMS Users in 
System Manager 


 
System Manager is used to manage a school’s users of the SIMS system 
including access rights. Users must be assigned membership of a user group 
in order to access SIMS and specific levels of access are applied to the group 
of which users are a member. 
 
As well as assigning new SIMS users using System Manager, it is also 
important to remove SIMS access from any users that no longer require 
access, e.g. Leavers and changes in role. 
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Adding a New User 
 
This process will assign any new members of staff a new SIMS Login.  It is 
important to remember that they will also need to be assigned group 
permissions as well. 
 
1. Follow route Focus / System Manager / Manager Users. 
 
2. Click Search and check the list to ensure the user does not already have 


an account. 
 
 
Note:  It is important to search to ensure the user does not already appear in 
the SIMS system.  This not only has a impact in SIMS Personnel but also on 
the assignment of school staff email accounts.   
 
3. Click New. 
 
4. Enter the details of the individual. 
 
5. Click Continue to display a “Matched People” list. 
 


 
 
 
 
6. Highlight the relevant person. 
 
7. Click Open. 
 


If the relevant person does not appear and you are certain they do not 
appear in SIMS with a different name then click New. 


 
8. Enter any details as necessary. 
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Adding a User to a Permission Group 
 


A Group controls what SIMS permissions a User has access to and what data 
within it they can see or amend.  For example a user with Class Teacher 
access can take a register and see attendance data where an Attendance 
Manager can use and amend all areas of attendance.   
 
When defining permissions you should take into account the intended use and 
also the role of the user.   
 
This assumes that the Focus / System Manager / Manager Users screen is 
still open. 
 
1. Click the Add button to the right of the Groups panel. 
 


 
 
2. Highlight the relevant Group(s) In the Select 


Group(s) box. 
 
3. Click OK.  
 
4. The group is added with a Start Date 


matching the Effective Date which defaults to 
today.  This can be changed if necessary. 


 
5. Click Save at the top of the screen. 


 
6. Make a note of the Username and Password 


and issue them to the user. 
 


When they first log in the user will be instructed to change the password. 
 


Assigning and Resetting a User’s Password 
 


The following process can be used to reset a user’s password if it has been 
forgotten or if it needs to be changed for security reasons.  The system 
randomly generates a 10 character password which the user will then be 
asked to change on login. 
 
1. Follow route Focus / System Manager / Manage Users. 
 
2. Search for and open the user whose password you wish to reset. 
 
3. Go to the Login Details panel. 
 
4. Click Reset next to the Password field. 
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A new password will be displayed 
 
5. Click Save to keep the details. 
 
6. Make note of the new password and pass to the user. 
 
SIMS will force the user change the password the first time they log in. 
 
 


Deleting a User 
 


At some point it may be required to delete a user, e.g. if they have left the 
school or have no further need for access to SIMS.  
 
A user can be deleted only if they were added as a new person through 
System Manager and they have never logged into SIMS. If a user has logged 
in to their SIMS account, the account cannot be deleted but the user can be 
made inactive. 
 
1. Follow route Focus / System Manager / Manage Users. 
 
2. Search for and highlight the appropriate user to be deleted. 
 


 
 
3. Click Delete on the browser toolbar. 
 


 
 
4. Click Yes at the confirmation screen to delete the user. 
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Step by Step – Making a User Inactive 
 
You cannot delete a user from System Manager 7 if the user has ever logged 
into SIMS or they were not originally created in System Manager (for example, 
if they were already in the SIMS database before they were made into a SIMS 
user). However, these users can be made inactive so that they can no longer 
access SIMS. 
 
1. Follow route Focus / System Manager / Manage Users. 
 
2. Search for and highlight the appropriate user to be marked inactive. 
 
3. Go to the Basic Details panel.  
 


 
 
4. Deselect the Active check box. 
 


 
 
5. Click Save. 


 


Step by Step – Removing Group Permission Memberships 
 


If a SIMS user no longer needs membership of a particular permissions group, 
the group membership can be removed.  
 
1. Follow route Focus / System Manager / Manage Users.  
 
2. Search for and open the user whom you wish to remove permissions 


from. 
 
3. Go to the Groups panel.  
 
4. Highlight the group that you wish to remove. 


 
 
5. Click the Remove button to the right of the right of the panel 
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6. Click Yes on the confirmation panel. 
 


 
 
7. Click Save. 
 


Note that the group membership that you have removed is still listed in the 
panel, but it will now display an End Date.  
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End of Year 2023/24 
 


Date of Birth Age Ranges 
 
  
 


AGES - Academic Year 2023-2024 
    


Year Dates of Birth School Type Age 


Nursery (N1) 1/9/20 – 31/8/21 Nursery Below 3 


Nursery (N2) 1/9/19 – 31/8/20 Nursery Below 4 


Reception 1/9/18 - 31/8/19 Infant or Primary age 4 - 5 


Year 1 (KS1) 1/9/17 - 31/8/18 Infant or Primary age 5 - 6 


Year 2 (KS1) 1/9/16 - 31/8/17 Infant or Primary age 6 - 7 


Year 3 (KS2) 1/9/15 - 31/8/16 Junior or Primary age 7 - 8 


Year 4 (KS2) 1/9/14 - 31/8/15 Junior or Primary age 8 - 9 


Year 5 (KS2) 1/9/13 - 31/8/14 Junior or Primary age 9 - 10 


Year 6 (KS2) 1/9/12 - 31/8/13 Junior or Primary age 10 - 11 


Year 7 (KS3) 1/9/11 - 31/8/12 Secondary age 11 - 12 


Year 8 (KS3) 1/9/10 - 31/8/11 Secondary age 12 - 13 


Year 9 (KS3) 1/9/08 - 31/8/10 Secondary age 13 - 14 


Year 10 (KS4) 1/9/08 - 31/8/09 Secondary age 14 - 15 


Year 11 (KS4) 1/9/07 - 31/8/08 Secondary age 15 - 16 


Year 12 (KS5) 1/9/06 - 31/8/07 Secondary: 6th Form 
or Special age 16 - 17 


Year 13 (KS5) 1/9/05 - 31/8/06 Secondary: 6th Form 
or Special age 17 - 18 
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Administrative Staff 
 


Flowchart for appropriate school phase 
 
Summer Term Tasks: 
Document 01 - Before you Start 
Document 02 - Prepare for the New Year - Staff Info 
Document 03 - Creating the New Academic Year 
Document 04 - Prepare for the New Year Students - Pri 
Document 07 - Attendance 
Document 08 - Dinner Money Housekeeping Routines 
Document 09 - Prepare for the SWC 
 
Autumn Term Tasks: 
Document 10 - September Tasks 
Document 11 - September Tasks - Attendance 
Document 13 - September Tasks - Pupil Premium File Import Guide 
Document 14 - September Tasks – SIMS Data Compliance - GDPR     
                         and Pupil Bulk Data Deletion 
Document 15 – SIMS Data Compliance 
 
Note: Please note there are no books 05, 06 or 12 as these are 
Secondary School phase books only. 
 
Appendices: 
Appendices - A1 - Date of Birth Age Ranges 
Appendices - A2 - Warwickshire Term Dates 
Appendices - A3 - Documentation List 
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Overview  
 
 


There are three main steps to importing an ATF into SIMS. 
 
1. Download the ATF from Synergy / SAM (School Admissions Module) website 
2. Save ATF in a folder outside of SIMS. 
3. Import the saved ATF into an Admission Group in SIMS. 


 
 
 


Before you Start 
 


You must have created an Admission Group for your new intake before you 
commence with the Admission Transfer File process.  Please see Document 04 for 
instructions on how to do this. 


 
 


Downloading the ATF 
 


The ATF is available to download through the Synergy / Schools Admissions Module 
(SAM).  For further details please use the Synergy / SAM guidance manual. 
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Importing the ATF 
 
 


1. Follow route Routines / Admissions / Import ATF. 
 
This will open the Import ATF File Wizard. 
 


2. Click Next. 
 


3. Click Browse. 
 


4. Navigate to where you have saved the downloaded ATF. 
  


 
 
 
The Admissions Transfer File will be in the format:  
 
937LLLL_ATF_9371234.19002.XML 
  
If the downloaded file has CTF in place of the ATF then the correct file needs to 
be downloaded. 
 


5. Highlight the ATF. 
 


6. Click Open. 
 
You will be returned to the Import ATF File wizard.   
 
You will notice that the file name has appeared in the panel.  Ensure that this is 
the correct file before you continue.   
 


7. Click Next. 
 


8. From the Intake Group drop down box, select the 
Admission group that you have previously 
created. 
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Ensure you select the correct Admission group to match the intake year as this 
must match details contained in the ATF file. 
 
The Admission Group panel will be populated. 


 
 


9. Click Next. 
 
 


Dealing with Duplicate 
Applicants 


 
The system may find duplicate records and these records appear if you have 
previously added pupils into admission groups manually.  These records may be 
matched before you import the ATF.   
 
 
Note:  Any incorrect matches will also appear in this section where the applicant 
may have the same name as a contact or it may match with a child who shares the 
same name. 
 
You will need to determine that the match is true to treat them accordingly. 
 
 
If you do have any duplicate applicant queries the following screen will display, 
giving all the available details for you to choose an option.   
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1. Scroll across the screen to see the “Duplicate” record and a possible match held 
in SIMS .net. 
 


  
  


Note:  The ATF file is sequenced alphabetically by Forename whereas the 
display in SIMS it is sequenced alphabetically by Surname.  For this reason, 
you may wish to run a SIMS .net report for applicants in forename order 
 
 
The system will make an informed choice but you have the option to overwrite 
this choice.   
 
 
Note:  If you have entered a different date of birth select Update Applied 
Application and the admission record will be updated with the information in 
the ATF file. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Selection Options are as follows: 
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Update Applied Application If you have already added an applicant manually 


before you receive the ATF file and the record is 
a match.  Note: Any additional data will be added 
and existing data updated. 
 


New Person If an applicant is completely new and not already 
in SIMS .net.  E.g. the matched person on the 
right hand side of the screen is completely 
different (possibly a contact or a different date of 
birth.) 
 


New Application If an applicant in the ATF file (showing on the left 
hand side of the screen) is or has been in an 
intake group for a different year. 
 


 
2. When you have resolved all the possible duplicates / matches by placing your 


tick in the correct box, click Next. 
 
This will take you to the contacts screen.  The system attempts to match 
contacts held within the ATF file with contacts already held within your SIMS 
system.  You can choose to match these to avoid duplicate contacts or create a 
new contact record as follows:   
 
Check the entries carefully.  If you choose to match persons, the contact details 
in SIMS .net will be updated with address details contained in the admissions 
file.   
 
 


Note:  It is possible to delete duplicate, unlinked contacts in SIMS .net following 
the route Tools / Housekeeping / Delete Unlinked Contacts. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


If the person matches 
an existing contact, 
select this check box. 


If the person is a new contact, 
select New person check box. 
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3. Click Next when you have resolved all the possible duplicate contacts. 


 
Your ATF file will be imported. 
 
A screen will appear showing the results of the import.   
 
There may be a message:  The file imported but with warnings. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


4. To view the results of the warnings, select the Print button. 
 


5. Accept the default options and click OK to print. 
 


6. Use your printed copy of warnings to update any pupil data if necessary.  Ignore 
SEN errors as no SEN data is imported via the ATF. 
 


 
 


7. Click Yes. 
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View Imported 
Applicants 


 
You will now be able to view the applicants in SIMS .net.   
 
1. In SIMS .net follow the route Focus / Admission / Application. 
 
2. Search for your intake group.   
 
3. All your applicants will have the status of Offered. 


 
You can proceed in the usual way with your admission process.   


 
 


  PRIMARY SCHOOLS   
 
Pupils on roll in your Nursery who have been added to a Reception Admission group 
from your ATF import will need to be deleted from this Admission group.  
 
In SIMS .net follow the route Focus / Admission / Application.  Search for the 
Reception Admission group and delete the Applicant(s) in question from the browse 
display.   
 
The End of Year procedure will promote your Nursery pupils into Reception.  
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How to Access End 
of Year & Key Stage 
Documentation  
For All Schools 
 
How to download your electronic 
End of Year Documentation 


 
1. Open internet explorer and navigate to:  
 
http://bit.ly/midaspages 
 
 
Note: It is useful to save this web address as a favourite in your Internet 
Explorer  
 


 
2. Log in using your usual WeLearn365 portal login. 


 
 


 
3. Select the Documentation menu option from the MIDAS homepage. 
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4. Select End of Year or Key Stage as appropriate.  
 
5. Click on eBooks. 
 
6. Click on the appropriate school phase folder. 
 
 
Note: Nursery schools need to use the Primary eBook and Special Schools 
will need to use the one appropriate to the school structure. 
 


 
7. Right click on the appropriate school phase eBook. 
 


 
 
8. Select Save Target As. 
 
9. Navigate to the ICTDS folder on a shared drive. 
 
10. Click Save. 
 
11. If you do not have an ICTDS folder then please create one using the 


following instructions.  
 
 







Creating an ICTDS Folder 
 


Option 1 
 


1. From My Computer (this could be Computer) navigate to the Shared 
drive.   


 
2. Select the Folders icon from the toolbar.  
 


 
 
3. Select Make a New Folder from the left margin.   
 
4. The new folder will appear in the main list with the name highlighted. 
 


 
 
5. Name the folder ICTDS.  


 
 


Option 2  
 
If you do not have the previous described options, please follow these 
instructions. 


 
1. From My Computer navigate to the Shared drive.   
 
2. Right click in the main white box.   
 
3. Select New from the menu that appears. 
 
4. Select Folder. 
 
5. Name the folder ICTDS.  
 
The Adobe file you downloaded will now be referred to as your Census 
eBook. 
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How to use the Electronic Census 
Book 


 
1. Navigate to the ICTDS folder. 
 
2. Open the eBook file. 


 
You will then be presented with the End of Year folders and documents 
contained in the eBook. 


 


 
 


3. Open the desired folder / document by double clicking. 
 
4. Select File / Print on a highlighted document to print out a paper copy. 
 
Note: It is strongly recommended that you start with the Flowchart as this will 
direct you to the books required for each process. 
 
5. Click the  in the top right of the document to close it down and return to 


the main screen. 
 


When finished with a document, you can move to the next document by using 
the left and right arrows at the top of the screen to navigate between 
documents 
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IF YOU WISH FOR THE CTF MATCHING PROCESS TO BE AVAILABLE 
ON YOUR SCHOOL SYSTEM THEN PLEASE CONTACT THE SERVICE 
DESK ON 01926 414100 FOR THE NECESSARY PATCH TO BE RUN. 


Introduction  
 


This handbook provides information on the steps necessary in importing the 
required data via a CTF. 
 
The Match and Import panel on the Import CTF page enables you to 
examine the data stored in SIMS against the information in the CTF and 
decide which information should be imported. 
 
 
NOTE: The data items contained in the CTF file have not changed. 
 
The functionality provided by the Match and Import panel on the Import CTF 
page is entirely optional. If you do not wish to use this enhanced functionality, 
you can continue to import a CTF using the original method. 
 
When using the Match and Import panel on the Import CTF page, you are 
strongly advised to use a screen resolution of 1280 x 1024. 
 
In order to use the Match and Import panel, you must have Microsoft .NET 
Framework 4.0 installed.  
 
 


 


Importing a Common 
Transfer File (CTF) 
 
The CTF Matching routine enables you to define how a record in a CTF is 
imported into SIMS. It also enables you to select a record in the CTF that 
matches a record in your SIMS database then update the SIMS database with 
any missing details. 
 
The method used to match a record in the CTF with a record in the SIMS 
database can be changed, enabling you to be as strict or as flexible as 
necessary. 
 
The Core data (UPN, Surname, Forename, Gender and Date of Birth) is 
mandatory and is always imported. 


 







3  Using the CTF Matching Screen 


1. Select Routines / Data In / CTF / Import CTF to display the Select the 
CTF import type dialog. 


 


 
 


This dialog enables you to create the following types of CTF: 
 
General - imports a full CTF export file. 
 
Add Data for New Pupils Only - imports data for pupil/students who do 
not already exist in SIMS. 
 
Add Data for Existing Pupils Only - imports data in the CTF for 
pupil/students who already exist in SIMS. 
 
Add FSP data for Existing Pupils Only - imports Foundation Stage 
Profiles data in the CTF for pupil/student who already exist in SIMS. 
 
Add KS1 for Existing Pupils Only - imports Key Stage 1 data in the CTF 
for pupil/students who already exist in SIMS. 
 
Add KS2 for Existing Pupils Only - imports Key Stage 2 data in the CTF 
for pupil/students who already exist in SIMS. 
 
Add Phonics Data for Existing Pupils Only - imports Phonics Test 
result data for pupil/student who already exist in SIMS. 
 
 
Note: Secondary schools in England are provided with additional options. 
The Add ULNs for Existing Pupils Only option imports only the ULNs 
for pupil/students who already exist in SIMS. 
 


 
2. Highlight the required CTF import type. 
 
3. Click Select. 


 
A message will appear asking to 
confirm whether you wish to change 
the matching scale. 
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This message relates to the Match and Import panel on the Import CTF 
page, which enables you to examine the data stored in SIMS against the 
information in the CTF and decide which information should be imported. 
 
The scale defaults to level 2, indicating that the system will match on similar 
surname and forename. 
 
Selecting No: 


 
4. If you wish to remain on level 2 of the matching scale, click the No button. 
 
5. Import the CTF.  


 
The page name is appended with the option selected in the previous dialog.  
 
Selecting Yes: 


 
6. To change the matching scale, click Yes. 


 
The CTF Matching Scale dialog will appear. 


 


 
 


This screen enables you to select the required scale from the following: 
 
Scale 1 Match Surname and Forename 
Scale 2 Match Similar Surname and Similar Forename 
Scale 3 Match Similar Surname and Similar Forename Separately 
Scale 4 Match first character of Surname and first character of 


Forename 
 
 


The corresponding number indicates the level of matching you wish to 
carry out, with level 1 being the most strict and 4 being the most flexible. 


 
7. Select the required matching scale by clicking the required heading. 
 







5  Using the CTF Matching Screen 


8. Click the Set Scale butto to confirm the new matching scale. 
 


Points to Consider Before Importing a CTF: 
 


Data Category Description 
Student Basic Details Not all ethnicity codes can be transferred between 


England and Wales. 
 
As some schools use Main ethnicity codes, this 
can affect the accuracy of the transferred ethnicity 
data. If the school that sends the CTF and the 
destination school use different ethnicity codes, 
SIMS attempts to find the closest match. The 
Exception Log displays any instances of inexact 
or failed matches. 
 


SEN Information Only SEN Statuses of N - No Special 
Educational Need or S - Statement transfer from 
schools in England to schools in Wales, and vice 
versa 
 
If the pupil/student already exists in SIMS and has 
a SEN Status, this may cause the data to not be 
imported from the CTF. If this is the case, a 
relevant entry is displayed in the Exception Log. 
 
If the pupil/student already exists in SIMS but the 
SEN statuses in SIMS and the CTF differ, SIMS 
assumes that the SEN Status with the most 
recent Start Date is correct. The status with the 
older Start Date then terminates the day before 
the Start Date of the more recent status. A 
message is displayed to confirm this. 
 
If the SEN Status in the CTF is not recognised in 
SIMS Lookups, then the data is not imported and 
an entry is recorded in the Exception Log. 
 
SEN Needs cannot be transferred between 
countries. 


 
 


Selecting the CTF Import File 
 
The categories of data that can be imported via CTF are displayed in the Data 
to be Imported panel. Any data item where the adjacent check box is 
selected indicates an item that will be imported by default. 
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When importing a CTF, the enrolment status in a pupil/student's school history 
is set to <null>. 


 


 
 


1. Amend the default settings by selecting or deselecting the appropriate 
check box(es), if required. 


 
TIP: Hover the mouse over each check box to view a list of the data in 
each section, as shown in the following graphic. 


 


 
 


2. Click the file brower button to select the CTF File you wish to import. 
 
3. Navigate to and highlight the required CTF. 
 
4. Click Open. 
 
5. Select whether you wish to place the pupil into a Pre-Admission group or 


On-Roll from the drop-down list. 
 


If you wish to place them in a Pre-Admission group, highlight the 
required group in the table. 


 
If you wish to place them On-Roll, select an Effective Date. 


 







7  Using the CTF Matching Screen 


 
 
If you leave the date as the default, CTF import creates membership 
information as of the day of import. 


 
6. Click the Proceed For Match Import. 


 


 
 
 


The CTF Matching routine enables you to define how a record in a CTF is 
imported into SIMS. It also enables you to select records that  matches a 
record in your SIMS database then update the SIMS database with any 
missing details. 
 
The method used to match a record in the CTF with a record in the SIMS 
database can be changed, enabling you to be as strict or as flexible as 
necessary. 
 


 
Note: The functionality provided by the Match and Import panel is entirely 
optional. If you do not wish to use this enhanced functionality, you can 
continue to import a CTF using the original method by clicking the Import CTF 
button in the Match and Import panel without making any changes in this 
panel. 
 


 


CTF Matching Indicators 
 
The Match and Import panel displays indicators that help you to identify 
whether the CTF record has any conflicts and shows how the pupil/student 
record will be imported into SIMS. 
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1. Click the Indicator link to display the CTF Matching Indicators dialog, 


which shows a detailed description of each indicator. 
 


 
 
Exit the CTF Matching Indicators dialog to return to the Match and Import 
panel. 
 


 


CTF Matching Scale 
 
The Match from following panel includes a link that can be selected to show 
the CTF Matching Scale. 
 
Two grids are displayed in the Match from following panel. 
 
Positive Match – the record the CTF would match upon import if no action is 
taken. 
 
Potential Matches – could display more than one potential match from either 
the pre-admission or on-roll records. 
The cell you select in the Match and Import panel will determine what is 
displayed in the Match from following section on the right-hand side of the 
panel. 
 
The users can agree with the system that the positive match is correct and 
leave as the Selected Pupil or they can double click on a potential match and 
then that match will become the Selected Pupil which is the CTF record that 
will be updated. 
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Additional Functionality 
 
If you decide that the Selected Pupil and/or potential student/pupil(s) are 
incorrect matches, then right-click the Selected Pupil and select Remove 
selection to change the selection to a New Pupil or a Conflicting Pupil. 
 
If you right-click the CTF Pupil column and select Add as a new pupil, the 
content of the Selected Pupil column changes from Positive Match or 
Manual Match to New Pupil. 
 
If you right-click the CTF Pupil column and select Do not import this pupil, 
the selected pupil will not be imported. 
 
The number under the symbol reflects the number of matches found. The first 
name in the grid is displayed in the pupil cell but all matches are displayed in 
the Match from following grid. 
Refreshing 
 
Clicking the Refresh button when data in SIMS has been changed affects the 
pupil/students in the Match and Import panel. 
 
The following is an example of a change you may wish to make in the Match 
and Import panel. 
 


 
 
Search for and highlight the required pupil/ then click the Delete button in the 
browser to delete the record. 
 
Once the record has been deleted, click the Back button to return to the 
Match and Import panel and click the Refresh button to remove Dorman 
Aboud from the Pre-Admission Pupil column and allow the UPN to be 
imported against the admitted record upon import of the CTF. 
There are two panels at the bottom of the Import and Match panel. The first 
panel contains information about the CTF pupil/student that is taken from the 
CTF file. These include: 
 
UPN 
Former UPN 
Surname 
Former Surname 
Forename 
DOB 
Gender. 
 
When you select a different pupil/student, the CTF Pupil Details panel 
changes. 
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The details in the second panel will differ depending on what cells you select. 
 
If the pupil/student selected does not have any conflicting errors with SIMS, 
the following graphic is displayed. 
 


 
 
If the pupil/student selected has conflicting errors with SIMS then the Error 
found for CTF Pupil panel will be displayed. 
 


 
 
If the pupil/student selected in the Selected Pupil column is admitted or has 
ever been admitted, the Matched On-Roll Pupil Details will be displayed. 
 


 
 
If you select a pupil/student in the Selected Pupil column and they are a pre-
admission pupil then the Matched Pre-admission Pupil Details will be 
displayed. 
 


 
 
If you select a pupil/student in the Pre-Admission Pupil column then the Pre-
Admission Pupil Details box will be displayed. 
 


 
 
If you select a pupil/student in the Admitted Pupil column then the On-Roll 
Pupil Details box will be displayed. 
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Running the Pre CTF Import Report 
 
The Pre CTF Import Report can be run to indicate what exactly will happen if 
you decide to import the CTF. 
 


 
 


 


Importing the CTF 
 
When you are satisfied with the selections that you have made, you can 
import the CTF by clicking the Import CTF button. 
 
The CTF is imported and the CTF Import Report is displayed, which explains 
what happens to the CTF pupil/student record once it is imported into SIMS. 
The report is saved in the Import CTF directory. 
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Exception Log 
 
Once the CTF file has been imported, the Exception Log panel is displayed. 
This panel provides information on any errors that occurred during the import 
of the CTF file. 
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Perform Spring Release 
2023 Upgrade  


 
It is important that you have performed the SIMS Spring Release 2023 upgrade.  
The notes were sent to you earlier this term.  To check that your system has been 
upgraded go to the Help menu and select About SIMS.  
 


 
 
 
 
 
 
 
 


The version should be Version 7.210 (or higher). 
 
If your system is not at the latest version, please contact the Service Desk. 


 
 
 


Check the current academic 
year Pastoral Structure 


 
AT THIS STAGE YOU DO NOT NEED TO MAKE ANY CHANGES TO THE 
PASTORAL STRUCTURE.  THIS PROCESS IS FOR INFORMATION ONLY TO 
CHECK THE PASTORAL STRUCTURE FOR THIS YEAR AND TO START 
CONSIDERING ANY CHANGES FOR NEXT YEAR. 
 
YOU CANNOT MAKE CHANGES TO NEXT YEARS PASTORAL STRUCTURE 
UNTIL YOU HAVE CREATED THE NEW ACADEMIC YEAR. 
 
Before creating the new academic year, it is important to check your current pastoral 
structure and make any required changes before proceeding.  The new pastoral 
structure will be based on the existing one, so it is important that it is set up correctly 
before proceeding further. 


 
 
 


Version 
X.XX 
       


Build 13 
Database build 


 







 


3                                              Before You Start 


1. View your existing structure by selecting Focus / School / Pastoral Structure / 
Current Structure to display the Current Academic Year Pastoral Structure 
page. 
 


2. The Effective Date defaults to today’s date and does not need to be changed. 
Click the Go button to display the current pastoral structure. 
 
Click the + button next to Pastoral Structure to expand the view. 
- 


3. Most schools are set up for 
registration groups where 
children are all in the same 
year group (horizontal setup) 
- as the example opposite 
shows. 
 
Please ensure that all the 
year groups within your 
school type are included. 
 


 
 


 
 


4. If you have any registration 
groups which have students 
from different years within 
them, then registration groups 
will have students from mixed 
year groups.  The structure 
will look similar to this 
example. 
 


 


5. Click Close. 
 


 
 
NOTE: At this stage this is for checking purposes only and you will not need to make 
any changes to your Pastoral Structure this early in the process.  Changes cannot be 
made to the Pastoral Structure until you have created the new Academic Year. 
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Gather information for next 
year's classes 
 


To help you prepare for the changes that a new academic year will bring about, you 
should take the opportunity to ensure that your current SIMS information is accurate 
and up to date.   
 
We suggest you print current registration group lists for the whole school.  From 
SIMS select: 
 
1. Reports / Run.   
 
2. Double click on Focus / Student and select and run the report School List by 


Reg Group.   
 
3. Select the following parameters: 


 
On Roll pupils 
Accept All on Year Group and Reg Group. 


 
 
Request the information as to which registration group each child will be in for the 
next academic year. 
 
 
 
NOTE: It is highly recommended that you do not change the Pastoral Structure once 
an academic year has commenced. Therefore, we recommend that you use generic 
names for Registration Groups as opposed to ones containing teacher’s initials.   
 
Should a class teacher change part way through a year it is not advisable to change 
the class name. 
 







 


5                                              Before You Start 


Backing up 
 
 


Please back up your SIMS database at this stage, before going any further with your 
End of Year Procedures.   
 
This should not replace your usual backup schedule; it is an additional backup in 
case of any problems later.  To do this you must create an SQL backup in SIMS 
using the following instructions. 


 
 


1. In SIMS follow the route Focus / System Manager / System Manager 6. 
 
2. Close the Welcome screen.   
 
3. Go to the Tools menu  
 
4. Select Create Backup. 
 
5. Type a backup description.  e.g., EOY before promotion. (The filename will be 


created for you).   
 
6. The Create button will then become available.   
 
7. Click Create 


 
8. Click Yes. 
 


A screen will be displayed whilst the backup is created: 
 


 
 


Note: There will be no message to advise you that the backup has completed.  
Once the status bar disappears the backup will be complete.   
 
 


9. Click OK to finish. 
 


 
 
NOTE: If you cannot access System Manager 6, then please contact the 
Service Desk for further assistance. 
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Staff Leavers  
 


1. Follow route Focus / Person / Staff or click the Staff icon at the top of 
the screen.  


 
2. Browse to the member of staff who is due to leave. 
 
3. Click on the Employment Details tab. 


 


 
 
 


4. Enter a Date of Leaving (which could be a date in the future) in the 
Employment Dates panel. 
 
If the member of teaching staff is leaving at the end of term, the leaving 
date should be recorded as 31st August.   
 
As with students, staff will continue to appear on lists until the day after 
their date of leaving.   
 
 
Note:  If you are recording contractual information in Personnel, then 
you will be warned that the staff member has un-terminated contracts - 
all of these will be closed automatically and given the same end date as 
the date of leaving.  
 
Saying Yes to this message will enter the date of leaving in the contract 
area. 
 
 
 


5. Open the current contract for the member of staff and enter  
 
6. the appropriate Destination from the drop-down list. 
 
7. Enter the leaving date in the Contract End Date and the Role end date. 







3 Prepare for the New Year – Staff Information 


8. Click Save.  
 


The following message will appear. 
 


 
 
9. Say Yes to the message. 
 
10. Click Save.   


 
 


Removing SIMS Access 
 


Once a member of staff has left the school any access to SIMS will need to be 
removed, this is done by marking their account as Inactive and removing any 
Group Permission Memberships they have.  By performing both of these tasks 
any access to SIMS will be revoked. 
 


Making a User Inactive 
 
1. Follow route Focus / System Manager / Manage Users. 
 
2. Search for and highlight the appropriate user to be marked inactive. 
 
3. Go to the Basic Details panel.  
 


 
 
4. Deselect the Active check box. 
 


 
 
5. Click Save. 
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Removing Group Permission Memberships 
 


1. Follow route Focus / System Manager / Manage Users.  
 
2. Search for and open the user whom you wish to remove permissions 


from. 
 
3. Go to the Groups panel.  
 
4. Highlight the group that you wish to remove. 
 


 
 
5. Click the Remove button to the right of the right of the panel 
 
6. Click Yes on the confirmation panel. 
 


 
 
7. Click Save. 
 


Note that the group membership that you have removed is still listed in the 
panel, but it will now display an End Date.  


 
 
 
 
 
 







5 Prepare for the New Year – Staff Information 


Adding a New Member of 
Staff 


 
1. Follow route Focus / Person / Staff or click the Staff icon at the 


top of the screen.  
 
 
Important Note: Before you enter in a member of staff it is advised that 
you search the database using the browser panel, to ensure their details 
have not already been entered. To do this you will need to use the All 
Status when using the browse function. There should be no duplicate 
records in the Personnel area as records can be re-issued using the 
Employment Dates area.  Duplicate records also cause issues in the 
System Manager area when assigning new staff access to SIMS. 
 
 
Note: Remember to change the Status to All when searching. 
 
 


2. Click New.  This will display the Basic Details page. 
 


 
 
 


3. Enter the employee’s Surname, Forename, Gender and Date of Birth.  
 


4. Click Continue. 
 


 
 
Note: Please note that we advise you to click the Save button  at 
the top of the screen after you have completed each individual panel 
of the Staff Details screen. 
 
 
In the Staff Details screen you must: 
  
• Enter all of the new staff details as far as possible. 


 
• Gender, Date of Birth and National Insurance Number fields are 


mandatory. 
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• Ensure you enter the member of staff’s initials in the Staff Code field 
to assign initials to the staff member.  This must be a unique code 
and must match the staff code that is used in Nova-T6 for teachers 
(Secondaries only). 
 


• Complete the Employment Start Date to ensure the member of 
staff’s details pull through into other areas of the system.   
 


• If the new person is a teaching member of staff, remember to tick the 
Teaching Staff box and enter in their Teacher Number. 
 


• Staff will not appear in the current staff browse if their date of 
appointment is in the future: Change the view in the Staff browse to 
All to view staff who are joining later (or who have left). 
 


 
 


Assigning SIMS Access for a New 
User 
 
This process will assign any new members of staff a new SIMS Login.  It is 
important to remember that they will also need to be assigned group 
permissions as well. 
 
1. Follow route Focus / System Manager / Manager Users. 
 
2. Click Search and check the list to ensure the user does not already have 


an account. 
 
 
Note:  It is important to search to ensure the user does not already appear in 
the SIMS system.  This not only has a impact in SIMS Personnel but also on 
the assignment of school staff email accounts.   
 
3. Click New. 
 
4. Enter the details of the individual. 
 
5. Click Continue to display a “Matched People” list. 
 


 
 







7 Prepare for the New Year – Staff Information 


6. Highlight the relevant person. 
 
7. Click Open. 
 


If the relevant person does not appear and you are certain they do not 
appear in SIMS with a different name then click New. 


 
8. Enter any details as necessary. 
 


Adding a User to a Permission Group 
 


A Group controls what SIMS permissions a User has access to and what data 
within it they can see or amend.  For example, a user with Class Teacher 
access can take a register and see attendance data where an Attendance 
Manager can use and amend all areas of attendance.   
 
When defining permissions, you should consider the intended use and also 
the role of the user.   
 
This assumes that the Focus / System Manager / Manager Users screen is 
still open. 
 
1. Click the Add button to the right of the Groups panel. 
 


 
 
2. Highlight the relevant Group(s) In the Select 


Group(s) box. 
 
3. Click OK.  
 
4. The group is added with a Start Date 


matching the Effective Date which defaults to 
today.  This can be changed if necessary. 


 
5. Click Save at the top of the screen. 


 
6. Make a note of the Username and Password 


and issue them to the user. 
 


 
When they first log in the user will be instructed to change the password. 
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Managing SIMS Users in 
System Manager 
 
System Manager is used to manage a school’s users of the SIMS system 
including access rights. Users must be assigned membership of a user group 
in order to access SIMS and specific levels of access are applied to the group 
of which users are a member. 
 
As well as assigning new SIMS users using System Manager, it is also 
important to remove SIMS access from any users that no longer require 
access, e.g. Leavers and changes in role. 
 
Further details on how to complete these tasks can be found in Book 15 – 
Housekeeping Routines.  It is important that there are no duplicate staff in 
Personnel for this to work correctly. 
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