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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.

ag)

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.

st 17 Fils eyl HE
Import ATF File Wizard

7. Click Next.

8. From the Intake Group drop down box, select the [==es
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.

NPT TR e =ard) HE
Import ATF File Wizard

Fick. the intake and admission group pou wish to import the
applicants into and click next to perform the import,

[ <Back | [ Meds | [ Cancel

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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imporiAlishiledVizard ._jkj
Import ATF File Wizard

The following applicants witkin the ATF fle have been matched with exising people. If you
believe that the system has matched a person conectly, please indicate that a new appiication
should be created for that person If the person already has an application you may choose to
uodate the erfsting apoicalion rather than crealing a new aoolication

Name Reference DOB Gender | Maiches | Action

Jzke Smith 937-2007-03:K-0064  01/03/1939 Male v Newperson

™ New &pplication
Stephen Geshan 937-2007-09£0064  25/03/2000 Male ¥ Newpeison

7 MewAppleation

[ <Back [ Mew> | [ Cancel

1. Scroll across the screen to see the “Duplicate” record and a possible match held
in SIMS .net.

IporyATTEIEWizard [?]x] Import AT e Wizarg [?][x]]

Import ATF File Wizard Import ATF File Wizard
;“‘E f”"”;“‘"ghﬁpp"ﬁﬂ"“hw‘t“i" ‘hi ‘;TF file have ‘“‘-E"I mﬂ‘f’“d Wg" criting people. If you The following applicants within the ATF fils have been matched with sisting peaple. If you
befi 11t lre systers s moloned o person carost,plecee dede hal 2 rew splalion belleve thl the cyatam has matched & psison conesth, plsass indbate that & new applaiin
should be crealed lor thal persan, If the person slieads has an applic shauld be created for that person, IF the person aheady has an application pou may choose to
o 2l S R \pelate the existing aoplieafion 1ather than ereafing 3 new applieation
Matches | Action Hame DB Gender | Fioke
Jake Smith 937-2007-09-K-0064  01/09/1933 Male v New person 2 m
[ Nowappioaion [ Now hpsion Jake Srith 18061333 Male St
Stephen Geshan S37-2007-09K-0084  25/03/2000 Male [ New person - ox Eipeication Skelomil el ucent
™ Mewdpplision Mo person
™ Now Appliostion Stephen Geshan Male  Contact

[ <Back J[ Mews> | [ Cancel

<Back ][ Mew> | [ Cancdl |

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.

Vi

Iisipiein AT Fil

yzard) Jd
Import ATF File Wizard

The fallawing applicants within the ATF fle have been matched with existing people. If you
believe that the system has matched a person correctly, please indicate that a new application
should be created for that persan. If the person sheady has an application you may choase ta
update the existing aoplication rather than creating a new aoolication,

Name Reference D08 Gender | Matches | Action
Karen King 881-2007-03K-0100 16/10/2002 Female v Update Apphed Applicati
New person

[T Mewdapplcation

[ cBack J[ Mews | [ Cancal

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.

liuar e STF Rl Wieiped

[?][%]

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

izard

he ATF file have been matched with existing people. If you
ched a person corectly, please indicate that a new application
n. |f the person alieady has an application you may chooze to
lather than creating a new aoolication.

Joan Clarke Mrs

John Adams Mr

John Clarke Mr

Mary Jones Mrs

Susan Adams  Mis

Matches | Title Mame Addre
v Mis Joan Clarke Tes:L
I MNew person
v i John Adams Tes:L
[ MNew person
7\ M John Clarke 2242
[v New person
-
v If the person is a new contact,
r | select New person check box.

[ < Back ][ et > ] [ Cancel ]
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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.

| linpoet ST Filzfizared

Import ATF File Wizard

The results of the import are shown belo.

Mumber of applications in file

Mumber of applications processed

The file imparted but with warmings.

Mumber of new applications

Application Reference

Mg

937-2007-09-K-002822
937-2007-09-K-001 487
937-2007-09-K-001689
937-2007-09-K-001 391
937-2007-09-K-001 266
937-2007-09-K-001542

997 N7 NGV A 390
|

Surnanne
MNAA
Jones
Jones
wood
Ealz
Gill-Swift
Fovey
[T

Forename
MNAA
Sophie
illiarn
Alexander
Benjamin
Zachary
b olly

Bl mtlmnind

2]

E Save

=1 Print

SEN errors as no SEN data is imported via the ATF.

Import Error Log

Applications

Emror
m

61253

61255

61346

61347

61347

61347

61348

Application Ref
Number
881-2007-09-K-
010002
881-2007-09-K-
010001
881-2007-09-K-
010001
881-2007-09-K-
oloool
821-2007-09-K-
010002
881-2007-09-K-
010002
RR1-2007-09-K-
010001

7. Click Yes.

Pupil

Forenamne

Karen

L

L

Wil

Karen

Karen

L

Pupil

Yesecripti

Surname Description

. The review date of the free school meal information in the file has been given but the applicant has not been marked eligable for
e free school meals. Mo free school meal information will be imported.

Adams The start date of the applicant's free school meal eligibility has been inferred from their proposed admission date

Adams The number 070123 for Contact John Adams has been set as the main telephone number

\Adams The number 666555 for Contact Mary Jones has been set as the main telephone number

Eing The number 01823 999444 for Contact John Clarke has been set as the main telephene mumber

Eing The number 01222-999555 for Contact Joan Clarke has been set as the main telephone number

Adams The number 787878 for Contact Susan Adams has been sct as the main telephone number
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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.

é 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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Warwickshire County Council

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 WelLearn365 portal login.

] Office 365

Sign in with your work or school account

3. Select the Documentation menu option from the MIDAS homepage.



http://bit.ly/midaspages

http://bit.ly/midaspages



MIDAS

Management Information Development, Advice and Support

Home Documentation Mews Calendar Training Support Meetthe Team  Services

Click on the required module or process to take you to that
download area.

End of Year Key Stage School Census Workforce Preparing The Pupil Premium
Census Curriculum

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.

D Mame

¥ primary, Special and Nursery 3

[ secondary and Specials 3

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.
File Edit View Favorites Tools Help
OBack M > | ? /-': Search 5 Folders E\'
3. Select Make a New Folder from the left margin.
4. The new folder will appear in the main list with the name highlighted.
File and Folder Tasks A
‘_} Make a new Folder
id Share this Folder
5. Name the folder ICTDS.
Option 2

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

1.

2.

3.

4.

5.

From My Computer navigate to the Shared drive.
Right click in the main white box.

Select New from the menu that appears.

Select Folder.

Name the folder ICTDS.

The Adobe file you downloaded will now be referred to as your Census
eBook.





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.

Flowcharts

Flowcharts [CINOK &

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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Warwickshire County Council

End of Year

Using the CTF Match
Screen

For School Administrative Staff
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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.

Summer Procedures 2





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

Select the CTF import type..

Import Type

General

Add Data for Mew Pupils Only

Add Data for Bxisting Pupils Only

Add F5SP data for Existing Pupils Only
Add K51 for Existing Pupils Only

Add K52 for Existing Pupils Only

Add Phonics Data for Existing Pupils Only

o Select || 32 Cancel

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.

SIMS .net 3

3. Click Select.

- | Matching Scale 2 selected.

A message W|" appear aSklng tO ! ¥ Do youwish to change the CTF Matching Scale?

confirm whether you wish to change
the matching scale.

3 Using the CTF Matching Screen





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.

m CTF Matching Scale @

CTF Matching Screen: Scale 2.

Match Similar Surname, Match Similar Surname and Match first character of Surname
Match Surname and Forename Forename Similar Forename Separately and Forename

1 2 3 4

CTF Matching Screen Scale 2: Selecting scale 2 will set the CTF Matching Screen to include: Set Scale
1. Exact match on Surname, Forename and where middle name in SIMS is included in Forename of CTF record

e.gd. Forename: Sally-Anne in CTF and Forename: Sally Middle Name: Anne in SIMS

An

2. Potential match on (Surname, Forename) will include similar Surname and Forename together
&.g. Ben Abbot and Benjamin Abott

Please note that Date of Birth and Gender will always be mandatery in the CTF and match the SIMS record to be a match

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.
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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.

Using the CTF Matching Screen






When importing a CTF, the enrolment status in a pupil/student's school history
is set to <null>.

Import CTF (General)

1 Data to be Imported 2 Import Selection 3 Exception Log

1 Data to be Imported

Student Basic Details =) Student Address =) Student Contacts ] Looked After =}
SEN Information ] Assessment Data ] School History ] External Exam Results =}
Attendance Summary =) Frogramme of Study(PoS) FSM History ]
Assessments
2 Import Selection

CTF File [ |
Flace new pupils in +  Effective Date

Pre-Admission Group Admit On Year Group

2016/2017 - Summer Year 7 (A) 01/09/2016 Year 7

@ Proceed For Match Import

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.

1 Datato be Imporied

[Student Basic Details | ] Student Address =] Student Contacts = Looked After =
SEN Information Tncludes the following: Schoal History [l External Exam Results [l
Attendance Summary | UPN FSM History [

Unique Learner Number

Former UPN

2 Import Selection
Preferred Surmname

CTF File Former Sumame

Preferred Forename
Place new pupils in Middle Names p/2015

Mational Curriculum Year

Pre-Admission Groy  Ethnicity
Ethnicity Source .

ELEET Languages Information (Language Type and Languages) I
Medical Flag

Disabilities

Enrolment Status

Pheones

Email

& Proceed For Match Jmport

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.
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2 Import Selection
CTF File CACTFs\9194679_CTF_8234321_001 xaml |

Place new pupils in On-Rall ~ | Effective Date |15/10/2015 ll'—Ll

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.

‘e CTF import e and SIMS. The CTF fle can be imported at any point
tches identiied in the ‘Selected Pupil column vill be applied.
ofthe page.

uton at the battom cf the p

CTF Pugil

- e
()
‘m aaaaaa . H

-«
.Il @B Eaweme fcoka a
'l FB  Vinsl_Acton o data foun lodatafound [l InvalidPupi
. H il o daafound |

Potertial Matches

-
@B Ecweme Acobs
m

DDDDDD
aaaaaaaaaa

() PreCTFImportReport | (& import 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 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.

7 Using the CTF Matching Screen





1. Click the Indicator link to display the CTF Matching Indicators dialog,
which shows a detailed description of each indicator.

m CTF Matching Indicators @

=
%

Walid CTF record with only one positive match.

Valid CTF record witha positive match and also potential match(es)

CTF record contains invalid data. Pupil will not be imported. Please see Error found for CTF Pupil’ box for further
information

Valid CTF record with no positive match but with potential match(es) with errors. Please see ‘Error found for CTF
Pupil box for further information

Valid CTF record for & new pupil.

Walid CTF record with no positive match but with potential match{es).

A0 40 0

Walid CTF record with no pesitive or potential match(es) but record conflicts with existing dats. Please see Error
found for CTF Pupil’ box for further infermation.

Valid CTF record with positive and potential match{es) but record conflicts with existing data. Please see ‘Error
found for CTF Pupil’ box for further information.

T

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.

Indicator CTF Pupil Pre-Admission Pupil Admitted Pupil Selected Pupil

- ] - -_
E  Dorman_Aboud M8  Dorman_Aboud €¢g» Dorman_sboud <¢{®> Dorman_Aboud
[1] 01

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.

-] CTF Pupil Details

Names Details Details

UPN N913467903128 No data found
Former UPN

Sumame Aboud

Former Sumame

Forename Dorman

DOB 20/02/2000

Gender M

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

- CTF Pupil Details 2 Error found for CTF Pupil Edit Pupil
Names Details Names Details

UPN E823432111004 Andrew_»Abbot UPN (E8234327111004) not imported because it already exists for pupil Abbot. Andrew

Former UPN

Sumame Aboud

Former Sumame

Forenams Doman

DOB 20/02/2000

Gends M

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.

S CTF Pupil Details = Matched On-Rell Pupil Details Edit Pugil
Names Details Names Details =
UPN Q823432111003 UPN
Former UPN Former UPN
Sumame Abbot Sumame Abbot
Former Sumame Former Sumanm:
Forenam: Benjamin Forename Benjamin
DoB 20/07/2000 DOB 20/07/2000
Gend " Gender "
Mismtcl h =

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.

- CTF Pupil Details - Matched Pre-Admission Pupil Details

Edit Pupil
Names Details Names Details =
UPN V823432114001 UPN
Former UPN Former UPN
Sumame Abbot Sumame Abbot =
Former Sumame Former Sumame
Forename Francis Forename Francis
DoB 23/03/2005 DoB 23/03/2005
Gende: M Gender M
Mismatch =

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

el CTF Pupil Details - Pre-Admission Pupil Details

Edit Pupil
Names Details Names Details =
UPN MN919467903128 UPN N919467903128
Former UPN Former UFN
Sumame Aboud Sumame Aboud
Former Sumame Former Sumame
Forename Dorman Forename Dorman
DOB 20/02/2000 DOB 20/02/2000
Gende: ] Gender ™M
Mismatch 2

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.

Pre CTF Import Report - General

This report is designed to show the results should user decide to import the CTF.
Once the user is satisfied with the report the 'Impart CTF button can be selected.

Security Message: This report contsins sensifive information.
CTF Filename: DACTFs201519184678_CTF_8234321_002:cml

Total Pupils: 3 New Pupils: 0 Updated Pupils: 3

New Pupils

CTF Former Sumame CTF Forename UPN

Updated Pupils

Not Imported Pupils: 0

Date of Birth

oTF ©TF CTF  UPN  Date of Birth Gender  SIMS Matched Pupil SIMS Matched Pupil SIMS Matched Pupil
Sumame Former Forename Surmame Former Sumame Forename
Surname
Updated Pre-Admission Pupils
oTF ©TF oTF UPN Date of Birth = Gender  SINMS Matched Pupil  SIMS Matched Pupil = SIMS Matched Pupil
Sumame Former Forename Surname Former Sumame Forename
Surname
Aboud - Dormsn | NB1G467803128 | 20/02/2000 M Abwd | - |Doman
Acoba Ekwueme PO18467003312 | DBID/2001 M Acoba - Ekwueme
Acton - Vinal BE19467002657 | 25/12/1867 M Acton
Not Imported Pupils
CTF CTF Former CTF UPN Date of Birth Gender Errer Message

Gender

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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CTF Import Report - General

Security Message: This report contains sensitive information.
CTF Filename: D:\CTFs\201519104679_CTF_8234221_002.=zml
Date Imported: 20/02/2015

Total Pupils: 2 New Pupils: 0 Updated Pupils: 3 Not Imported Pupils: 0
New Pupils
CTF Surname CTF Former Surname CTF Forename UPHN Date of Birth Gender

Updated Pupils

CTF CTF CTF UPN Date of Birth Gender SIMS Matched Pupil SIMS Matched Pupil SIMS Matched Pupil
Sumame Former Feorename Surname Fermer Surname Ferename
Surname

Updated Pre-Admission Pupils

CTF CTF CTF UFN Date of Birth Gender SIMS Matched SIMS Matched SIMS Matched

Surmmame Fermer Feorename Pupil Pupil Pupil
Surname Surname Farmer Surname Farename

Aboud = Diorman NB18467303128 | 20/02/2000 M Aboud = Dorman
Acoba = Ekwueme | PR18487803312 M Acoba = Ekwueme
Acton - Winal B910487002887 | 25/12M1007 M Acton - Vingl
Not Imported Pupils

CTF CTF Fermer CTF UPN Date of Birth Gendar Error Message

Surname Sumame Feorename

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.

4 Exception Log

Number of students in file: Number of students processed: Number of students not exported: [0 |

UPN Prefemed Sumame  Prefered Forename  Gender  Date of Bith  Emor Description File Name ~| Elsave
B820200106061 Baker Jade F 01/04/2004  SENstatus of 5. P. Eor Khas been tr 8232999%_CTF_8234321_011 & Frint
B820200106061  Baker Jade F 01/04/2004  SENstatusof S, P, Eor Khasbeentr . 8232989 CTF_8234321_011

B820200106061 Baker Jade F 01/04/2004  The Sth point for FSP CLL AS1hasb... 8232939 CTF_8234321_011

T820200106073 Davis Jean F 07/01/2004  The Sth point for FSP PSE AS3 has 8232999%_CTF_8234321_011 =
J820432100043  Eliot Gadiry M 04/01/2005  Attendance data not exported as miss...  8232989_CTF_8234321_011

F820200106083 Jones Joe M 17/05/2004  The Sth point for FSP PSE ASZhas .. 8232999 _CTF_8234321_011

C820200106081 Mugarsanwa Sylivia F 26/11/2003  SENstatus of 5. P. Eor Khas beantr 8232599_CTF_8234321_011

1820200107041  Wise James M 27/05/2004  No MAT Results exported since ther . 8232993_CTF_8234321_011

L820200107041 Wise James M 27/05/2004  No MAT Results exported since ther... 8232999 CTF 8234321 011 i
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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.

England Version Build 13
Public-LIK Prirmary X.XX Database build
CAPITA

ks @ Copyright 19242007 Capita Business Services Lid Al rights reserved

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.
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1.

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

page.

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.

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.

Click Close.

—@' Pastoral Structure

+<? Year 7

+<f,'> Year 8
1@ Year 9

+<? ‘fear 10

+<? fear 11

= -3t Pastoral Stucture

< Year 7

<@ Year B
- Year 9
- Year 10
@ Year 11

—_\J Year 12 ear 13
- Year 12
- Year 13
+_| Registration Group

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.
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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.

Personal Details || Professional Details || Emplayment Details
Employee Details - Julia Estophan

Sa Undo (23 Print . Suspense
1 Employment Details

(1) 1 Employment Details

Teaching Staff [~} Teacher Number 83/22284
Teacher Category Qualfied Teacher - Qualified Teacher Status fCusified] -~

Employment Dates Employment Start  Leaving Date ~ Cont Service Stat LA Start Previous Employer  Next| [ New
01/04/1989 Teacher Trainin % Open

9 Delete

Check Check Clearance Date: Clearance: Level [5 Hew
Lt 99 14/06/2004 List 99 Cleared 2 0pen

CRB Check 28/02/2002 CRB Enhanced Clearance 4 Delete

Contract Status  StaiDate  Post Service Tem Scale Farrt [ New
= 01/09/2002  Post of Respons... Teachers 6 [ Open

92 Delete

13 Clone

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 315t 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.
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8. Click Save.

The following message will appear.

[ SIMSInet)

2 reminatng s conrac coses lcotroct o tis

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.

2 Login Delails

Userame seive @
Password [VXCQRITTNN |[E Reset] Ena

4. Deselect the Active check box.

2 Login Details

Username | | Active [T}

Password |\IXCOFJ7TNN | Reset

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.

3 Groups
. Group Name Status Start Date End Date ~ | & add
Effective Date
- Administration Assistant Current 23/03/2016 . f Edit
. Admission Officer Current 23/03/2016 % Remove
Application Links User Current 23/03/2016
Assessment CoOrdinator ~ Curent 04/07/2003 £ Copy
Assessment Operator Current 23/03/2016
Attendance Manager Current 23/03/2016 v

5. Click the Remove button to the right of the right of the panel

6. Click Yes on the confirmation panel.

SIMS .net =8

‘_.-' - ".I Do you want to remove the user from the selected group(s) as of the
Y effective date?

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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Adding a New Member of
Staff

1. Follow route Focus / Person / Staff or click the Staff icon at the {3}
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 M save gt
the top of the screen after you have completed each individual panel
of the Staff Details screen.

In the Staff Details screen you must:
e Enter all of the new staff details as far as possible.

e Gender, Date of Birth and National Insurance Number fields are
mandatory.
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e 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).

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

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

o 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.

BasicDoais
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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.

3 Groups

Group Name Status Statt Date End Date &P Add
Effective Date =
™

2. Highlight the relevant Group(s) In the Select ~ Ex«cewo T
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.

Bursar
Capita Cloud Cliert Template

5. Click Save at the top of the screen.

6. Make a note of the Username and Password | | L
and issue them to the user.

[ Goes |

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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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 15t September to the 315t 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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10.

11.

12.

13.

14.

15.

16.

Click Next to display the Define the terms and term holidays for the
academic year page.

At the warning message click Yes.

Enter the dates for all scoitems snatoisays
th ree terms by CI|Ck| ng |n School Term Term Start Date Term End Date Term Holiday
the  appropriate fields. ' ‘:“‘_“"‘“TT””‘ ﬁ;";?iﬁi z;ﬁz E“”S‘":‘-‘lj““““
. pring Term 0. 103y, aster Holiday
S/%ee . ﬁphpendslxh A|2T for Summer Term 08/04/2024 19/07/2024 Summer Holiday
arwicksnire oCcnhnoo erm
Dates).

Choose the Term Holiday from the drop-down menu.

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

Click Next to display the Define half term holidays screen

Category Start Date End Date Description
Half-Term 3010/2023 03/11/2023 Autumn Half Term
Half-Term 12/02/2024 16/02/2024 Spring Half Term
Half-Term 27105/2024 310572024 Summer Half Term

Click the Add Holiday button

Select Half-Term from the Category drop-down [EIESECEESTESE
list. Category

Stert Date B
Enter the Start Date and End Date for the half- | ewoae g
term holiday. Descrpton

Cancel

Description such as Autumn Half Term is
optional.

Click OK.

Repeat this process for all 3 half terms. New Teacher Training Day

Category
Click Next to display the Define Teacher | .. I

Training Days screen. Descrption

Cancel

Click Add to open the New Teacher Training
Day screen.

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

Description such as INSET Day is optional.
Click OK.
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17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

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.

Click Next to display the Define Public Holidays screen.

Click the Add Holiday button.

Mew Public Holiday

Select Bank Holiday from the Category drop-down

Category Bank Holiday B
list

Date 06/05/2024 =)
Descripton

0K

Enter the Date of the public holiday.

Description such as May Day is optional.
Click OK.

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

Click Back to make any changes.

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.

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.

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

Validate Memberships

Your group memberships are currently being
checked and group membership rules enforced .
This is to support the annual promotion process.
Please wait...

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. _
=5t Pastoral Structure
[l Year N2

2. Click the + buttons to expand the pastoral -] Year RAYear 1
structure to see the class you wish to delete. -4 Year 2
ﬁ. Head of Year
3. Right click on the class name and select ag
Remove. © Efg) 2B
: =[] 2GH

4. Click Yes when asked to continue.

El@ Pastoral Structure

7 Year N2

[+ Year R/Year 1
Bl Year 2

. 1fB Head of Year
P Z Supervisors

{5 Registration Group
G- B

H P -7 2GH Associate with Mew Year Group...
[ Year 3
0 Year 4 Remove
0 Year 5 Properties...
0 Year &
-y House Members

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.

7 Creating the New Academic Year





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.

—f@ Pastoral Structure

2. Right click on the word Registration group =& =

. . i @20 Year R/Year 1
and select New Registration group | 9 Yo 2
48 Head of Year
i--[_] Supervisos s
, , I R RER= e oo
3. Complete the Registration Group details 22 New Regitrtion Group..

Reuse old Registration Group...

screen accordingly. EXACE

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:

-3} Pastoral Structure
- Year N2
-] Year R/Year 1
(@ Year 2

@ Year 3

48 Head of Year

P [ Supervisors
=3 Registration Group
-7 310

-7 3CB
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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.

Setup Promotion Mapping from Academic Year 2012/2013 (-0 s

‘‘‘‘‘

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.

28

28

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.

Hame Unusuz Current Year Group  Mext Year Group  Current Mext Registration
Registration Group Group

Current Year Grouy

# Current Year Group: N2
Current Year Group: R

¥ Current Year Group: 1
Abraham, Jane 2 3 2GH ice
Adams, Adam 2 3 2JB o
Anderson, Neo 2 3 2GH CB

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.

Current Year Graup: N2

Current Year Group: R

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.

Summer Procedures 12





In addition, you can highlight multiple pupils using any of the following

methods:

e To select non-sequential student / pupils, hold down the Ctrl key and
single click each student / pupil to be selected.

e 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.

Name Unusual Current Year Group  Mext Year Group  Current MNext Registration

‘Current Year Group:

‘Current Year Group: N2
Current Year Group: R
Current Year Group: 1

=l Current Year Group: 2

Abraham, Jane 2 3
Adams, Adam [} 2 3
Anderson, Meo [} 2 3
Bains, Kirk 0 2 3
Bellic, Mico I} 2 3
Bellic, Roman 0 2 3
Cadilia, Celia 2 3
Carlzsen, Neville = 3

<]

Danny, Abbey

o

Reqistration Group Group

2GH iTo
2JB o
2GH ICB
2GH 3CB
2GH ICB
2GH B
2GH To

3CB

CB

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

13

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.

Intake Group Details: 2023/2024 - Autumn Year R

Blsave SHundo EPrint
HTRERE GISHE 2 Admission Group

1 Intake Group

Admission Year [2023/202¢ ~|  Mame [2023/2024 - Auturmn Year R

Admission Season  [Autumn V| Active [}

Year Group [rear R ~]

Planned Admission (4D |

2 Admis sion Group

Name |2D23/2024 - Autumn Year R (4) |

Date Of Admission  [01/09/2023 [

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.

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).

Select the Year Group to which the admission group will apply.

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. €) Details of at least one Admission Group required.

1.

2.

Click New to the right of the Admission Group panel
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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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.

2 Registration Details
Application Status Appiied

sepliaton Rfsenceliunter [ ]|

-
Date Of Admission | AgeOnEnty

Admission Number [ ] EnvolmentStahs

Boarder Status Late Application

- |

Part-Time
Start Date 1/09/2023 B
End Date 31/08/2024 B

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

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.

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.
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Check your CTF Set up

1.

2.

Follow route Tools / Setups / CTF.

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

8.

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

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.

Click Select.

Say No at the Matching Scale box.

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.

Choose the CTF file to import

Choose and highlight which pre-admission group you wish to place the
pupils in.

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.

Aci \D
o
Admitted P
et —

rrrrrr

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.

B Links ~ @Heb Flpin KO

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.

2 Applications

Currert Appicalion Status  Dffered

Name Gender DOB Applcatian Status Offered Accepted Withdrawal

Male. 16/03/2004 Accepted I

<

» Male| 01,701 72004 Accepted [ v
Male 1/08/2002 Oftered [
Female 14/02/2008 Offered [V
Male. 211/2003 Withdrawal [ v
Female 29/06/2004 Oftered IV
Male, 2112008 Offered I
Female 2110/2003 Offered I

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.

2 Registration Details
Application Status Applied
Intake Group 2021/2022 - Autumn Year R~ |:|

Year Group [Year R }

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.

Gender

o \

Female

Male
Femdle
Female

rrrrr

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 1.

6. Click Save.
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Allocating Admission
Pupils to Classes

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

- -@‘ Pariosl Fiuches
w P Veu N2

2. The Effective Date defaults to the start =51
date of the next academic year. Change + 9 ey
this to the proposed Date of Admission 573
for your Accepted Pre-Admission %! propers...
pupils. gy R —

% | National Cumcubam Ve Taught In

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.

e 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.

e 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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| eavers

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

-_—

Follow route Routines / Pupil / Leavers.
2. Browse for the Year Group to leave and click Search.

3. Click Select.

Find Pupil(s)
4. Choose the All option to add the pupils to the [##* =™ e
Pupils panel below. i J NN b

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.
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e 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.

e 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.

u Select Academic Year

Description

Academic Year 2023/2024
Academic Year 2022/2023
Academic Year 2021/2022
Academic Year 2020/2021
Academic Year 2019/2020
Academic Year 2018/2019
Academic Year 2017/2018
Academic Year 2016/2017
Academic Year 2015/2016
Academic Year 2014/2015

Start Date

01/09/2023
01/09/2022
02/09/2021
03/09/2020
02/09/2019
01/09/2018
01/09/2017
01/09/2016
01/09/2015
03/09/2014

31/08/2023
31/08/2022
01/09/2021
02/09/2020
01/09/2019
31/08/2018
31/08/2017
31/08/2016
31/08/2015

0K

Cancel

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.

SIMS net WATERS EDGE BRIMARY SCHOOL —
Wi

Curent Charge

4. Highlight the existing charge in the Charges panel.





5. Click Open.

BB Add/Edit Meal Charge

Basic Details
Start Date 01/09/2020 d
End Date 25/07/2023 B
Charge |2.10 \
0K Cancel

6. Enteran 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.

BB Add/Edit Meal Charge

Basic Details
I 135
Charge [215 |
oK Cancel
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 2" 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.
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Staff: Current and
Leavers

Leavers and Existing Staff

e Ensure that any known Absences, whether it is for existing staff
or leavers, are up to date and entered into SIMS Personnel.

e Ensure that an end date has been entered if the absence has
ended.

e Ensure that the Working Days Lost field has been entered for all
absences.

Leavers

When entering leaving dates in the staff Employment panel:

e Ensure that there is an end date in the Contract / Service
Agreement, Role, Salary Records and Allowances Iif
applicable.

Current

e Check for any Missing Contract / Service Agreements.

e 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.

e Ensure Qualifications are up to date (for teaching staff only).

e Ensure there is a Latest Pay Review Date entered in Teachers
contract screens (for teaching staff only).

3 Creating the New Academic Year





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.
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Admitting Applicants

The admittance of applicants is the final stage in the admission process. ltis
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.

8 Unks -~ @Hep Furp

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 [éssmPemsnentUeN | ghove 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).

2 Applications

Applcation Status | dcoepted [(tssign Pemanertupn_| | Admitall ]

Gender | Date Of Bith Date Of Admission  Errolment Status  Appication Status  UPN Assign UPN Aditted Withcrawal
Mae | o1/m1/13 07/03/2008
Male |31/08/138 07/08/2008
Female |14/02/19%8 07/09/2008

Adrited Mo Change
Adrited Ho Changs
itherawal Mo Change
Male (2171171397 07/03/2008 Adrited Mo Change
Female |29/06/1958 07/09/2008 Admited Mo Change
Male  |2171071397 07/03/2008 witherawal Mo Change
Female |21/1011367 07/08/2008 Single Registiaion  Aditied Mo Change

NN

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

-_—

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. Inthe list of applicants highlight the appropriate applicant again.

6. Click Delete. 0

A warning message will appear 55 et
9
</

Deleting Applications wil affect your annual statistics and is ireversible.

Are you sure yau wish ko continue?

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 o
specifically concentrate on the Applicant and Application

Admission process. These are Application, Admission Grops
. . . . . Adriggion Enguiry
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. Inthe Select Data Area section of the design process, go to o .
Admissions. Ao Polcy

Admizsion Enguirg
Cumrent & Previous Schools &2
Wigit

Fees Student

A list of the areas that you can design your report on will be [ 1
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.

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

Click Continue.

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

Highlight the required student and click Open.

A warning message will appear. [Fratent s s

2 ) The selected student s 3 lesver, Do you wank to re-adnitthe studert

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

The student’s details will be displayed.

7.

8.

Complete the mandatory fields (will be highlighted in red)

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.

2 Registration
Class DAK ] House =
Year Group Yesr A [0 YearTaughtin Curiculum Yest R [~]
Enralment Status Single Registration D Jnarder Skaiig D
Admission Date Admission Number |UUUS45 ‘
Farmer UFN l:l Attendance Mode All day [~]
| |
Part Time Details Start Date End Date D New
05/09/2006 2040742007 T
%2 Delete

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.

Define Filter

@ and.. E0r.

5 4

-------- Admizzion number beging with " [7] “Admizzion number beging with:"
&t Surname beging with " [7] "'Sumame begins with:"

EAD ‘ear group iz [7]"ear group iz

én Reg group is [?]"'Reg group is:"

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.
3R Wil il €uilediiion =

Focus [Pupl ]

Find & Fulist Enler/edi condiion phiass
A
5 Regsialon..

Condtion | between

Start 26 Mach 2008

and
End 26 Mach 2008
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11. Click Save As Eisa=4 - 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

Admission Register (Roll Book)

Location: Focus | Student
Description: A register of those pupil/students who have been admitted to the school. This report replaces the old Roll Books that schools used to maintain
Run Time Parameters: | Admission number begins with, Surname begins with, Year Group, Reg Gréup.
Sort Order: Admission number, Surname, Forename:
Output Type: Word Mailmerge.
Sample: WmWﬁﬁﬁwﬁﬁﬁPﬁ—‘
T Fe o L T b e b [T W E A T7 T B, e, o
199 Homoer gemsmr Eﬁ?:"r E?mlaﬁaw: e 423521
Schaol

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.

Validate Memberships

Your group memberships are currently being
checked and group membership rules enforced .
This is to support the annual promotion process.
Please wait...

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.

u Select Academic Year

demic Years
Description Start Date End Date Cumrent Q
Academic Year 2023/2024 01/08/2023 30/08/2024
Academic Year 2022/2023 01/08/2022 31/08/2023
Academic Year 2021/2022 02/09/2021 31/08/2022
Academic Year 2020/2021 03/09/2020 01/09/2021
Academic Year 2019/2020 02/08/2019 02/08/2020
Academic Year 2018/2019 01/08/2018 01/08/2019
Academic Year 2017/2018 01/09/2017 31/08/2018
Academic Year 2016/2017 01/08/2018 31/08/2017
Academic Year 2015/2016 01/08/2015 31/08/2016
Academic Year 2014/2015 03/09/2014 31/08/2015 v
QK Cancel

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.
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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.

| selectail | | Deselectall |

Enter "Not Required' codes
@ Attendance required in mornings only Attendance required all dav

Aftendance required in afterncons only Apply a weekly pattern of Neot Reguired codes

MonAM  MonPM  TueAM  TuePM  WedAM ‘WedPM ThuAM  ThuPM  Fri AM Fri FM

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.

Map calendar dates to timetable days X

Period  |[Academic Year 2023/2024 Date Range |01/08/2023 - 30/08/2024

Timetable Model Date [Status [Timetable day [ &

01/03/2023 Fri Mone
Cycle 01/09/2023 - 30/08, *) 02/08/2023 Sat None
03/03/2023 Sun Mone
04/03/2023 Mon Full
08/09/2023 Tue Full
0B/09/2023 Wed Full
07/09/2023 Thu Full
08/09/2023 Fri Full
09/09/2023 Sat Mane
10/09/2023 Sun Mane
11/09/2023 Maon Full
12/03/2023 Tue Full
13/03/2023 Wed Full
14/03/2023 Thu Full
18/03/2023 Fri Full
TRANDIINIT Sat Mane

Date Range

From [01/09/2023 E
To  [a0m67202¢ |
Method

" Select start point

04/09/2023 maps to Timetable day:
Man A

Click on the *Status' or 'Timetable day' column of a row o edit
Apply the: status or timetable day

CEEEEEEEEEEE R

v
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3. Check that the Date Range is correct for the academic year that you are
applying the timetable for.

. 04/09/2023 maps to Timetable day:
4. You will need to ensure the correct date maps to | £ Jy

the correct Timetable day in the appropriate

area. Apply

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

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

Date |Status |Timetable day | -
01/09/2023 Fri Maone
02/09/2023 Sat Maone
03/03/2023 Sun Mone
04/09/2023 Mon Full
05/09/2023 Tue Full
06/09/2023 ‘wed Full
07/09/2023 Thu Full
08/09/2023 Fri Full
09/09/2023 Sat Maone
1040942023 Sun Mone
11/09/2023 Mon Full
12/09/2023 Tue Full
13/09/2023 ‘wed Full
14/09/2023 Thu Full
15/09/2023 Fri Full

) o o o o o o o o e

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.

it GOV.UK i iof\about pupils
Sitenews SearchNPD Search pupil bupll list Sign out
Data downloads /

m This is a new service = your feedby

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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6.

Import Pupil Premium

1 Premium Type 2 Premium Type to update Pupil Premium Indicator 3 Pupil Premium

1 Premium Type
Deprivation Pupil Premium

Premium Type Service Child Premium
Locked After Premium
Adopted from Care Premium

2 Premium Type to update Pupil Premium Indicator

Premium Type
Indicator

Use Deprivation Pupil Premium to update Pupil Premium Indicator
Use Service Child Premium to update Pupil Premium Indicator

Use Looked After Premium to update Pupil Premium Indicator

Use Adopted from Care Premium to update Pupil Premium Indicator

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.

Click the Choose File open file icon in Panel 3.

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.

Click Yes when the dialogue box appears.

Import Pupil Premium

1 Pupil Premium

1 Pupil Premium

Choose File: Chlsershtze\Documents'\Pupil Premium and FSM\DPP_8234321 csv

SIMS .net

_,-" 22/10/2013, do you wish to import?,

& This file contains Deprivation Pupil Premium Records and is dated

Click the Import button.

A temporary table will appear depicting what is contained in the csv file.
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Import Pupil Premium
1 Pupil Premium 2 Exception log
1 Pupil Premium
Choose File: C:\Users\htze\Documents\Pupil Premium and FSMADPP_8234321 cev
LastUpdated On: 221022013 |mport
UPM Surname Forename Gender DOB FTE FY Start Date FY End Date  Premium Type -
b BB23432110001 |Abbey Grenetta E 24/07/2000 1|01/042013  |31/03/2014  |Deprivation Pupil Premiun—
BB20432109001 |Abbey Jimmy M 17/04/1958 1|01/042013  |31/032014 | Deprivation Pupil Premiun
EB23437111004 | Abbot Andrew M 13112/2000 1|01/042013  |31/032014 | Deprivation Pupil Premiun
Q823432111003 | Abbot Benjamin M 20/07/2000 1|01/042013  |31/03/2014 | Deprivation Pupil Premiun
P823432109001 |Abbot Hannah E 231211998 1|01/042013  |31/03/2014 | Deprivation Pupil Premiun
Q820432105002 | Abbot Susan F 21/06/1998 1|01/042013  |31/03/2014 | Deprivation Pupil Premiun

7. Click Save at the bottom of the table.

This will populate the permanent table.

2 Excephion log
UPN Surname Forename Gender DOB Error message -
B823432110001 |Abbey Grenetta F 24/07/2000 Pupil record is already imported L
Q823432110002 |Abrahams Jacqui F 12/10/1939 Pupil record is already imported
HB823432111006 |Ackrington Robert M 29/12/2000 Pupil record is already imported
E820200703002 |Anderson Jacob M 231051997 Pupil record is already imported

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 Pupill
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.

Maintain Pupil Premium

E Save ‘5 Undo

Report

Premium Type to update Pupil Premium Indicator

Premium Type
Indicator

Use Deprivation Pupil Premium to update Pupil Premium Indicator

Use Service Child Premium to update Pupil Premium Indicator
Use Looked After Premium to update Pupil Premium Indicator
Use Premium - Other to update Pupi Premium Indicator

Use Adopted from Care Premium to update Pupil Premium Indicator

Surname

YTl Al

PPAcadYear1 <Any> =

UPN

XB820200107009
AB20200107013
M820200107003
B220200107004
PE20200107014
D820200107015

Forename ‘

PP Acad Year 2
Sumame Forename Gender DOB
Americana Kari Female |30/07/2004
Barbousci Harold Male 2410672004
Bellic Nico Male 06/05/2005
Bellic Roman Male 06/05/2005
Barnett Gary Male 14/02/2004
Barnett Gemma Female |14/02/2004

YTl

(

]
6)

@

=T=T&

5)
5)

M Class Al

<Any: v FremiumType  <Any>

Reg FTE FY Start Date
(BKH) 1(01/042014
(BKH) 1(01/042014
6KH 1|01/042014
6KH 1 (010412014
(BKH) 1 (01042014
(B8VC) 1|01042014

- FY Start Date  <Any>

FY End Date
3103205
31032015
311032015
311032015
311032015
31103205

AcYrd

201314
201314
201314
201314
201314
201314

(O Search |

AcYr2 Premium Type

201415 Deprivation Pupil Premium
201415 Deprivation Pupil Premium
2014115 Deprivation Pupil Premium
2014115 Deprivation Pupil Premium
201415 Deprivation Pupil Premium
201415 Deprivation Pupil Premium

Links - @Help %E\os-

£ Remove

n

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.

Pupil Premium Indicator
for year 201820159

bl Notes|

|[Q

Page 4





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.

Maintain Pupil Premium
Save Undo = Report

Premium Type to update Pupil Premium Indicator
E‘;ﬁz\;g’r\ Type [ Use Deprivation Pupil Premium to update Pupil Premium Indicator
[ Use Service Child Premium to update Pupil Premium Indicator
[ Use Looked After Premium to update Pupil Premium Indicator
[ Use Premium - Cther to update Pupil Premium Indicator
[ Use Adopted from Care Premium to update Pupil Premium Indicator

2.  Click Report at the top of the Maintain Pupil Premium panel.
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3. Select a Destination Folder by clicking on the magnifying glass.

sins Print Pupil Premium

Destination Folder |

45| Report Cancel

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.

Page 1





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.

1 Basic Details
Legal Forename [chis | Photograph
Middle Name(s) ‘
Legal Surname [Aaron |
Preferred Surname [Aaron ‘
Preferred Forename ‘Chns ‘
Dsect it B
Age ‘13year=, 1month ‘
Gender ‘ Male v ‘
Birth Certificate Seen [m]
[P)reolt;% r‘from Bulk Data EE
B Quick Note

2. Tick the Protect from Bulk Data Deletion

check box.

3. Click Save.

Protect from Bulk Data
Deletion

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.

% Bulk update Student

e

Bulk Update
Student Population

Group Type YearGow ]
Group [Year 8 V2]
Effective Date 12/10/2018

Update Data ltem

Data liem [Protect from Bulk Data Deletion |

Effective Date not applicable

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.

Bulk Update Protect from Bulk Data Deletion - Year Group: <ANY> (as at 12/1072018)
ave ndo () Print
1 Members

1 Memb

=
)

Name Year Group |Assigned

Aaron, Jason 8 No
Aaron, Liz 8 No
Aaron, Sophie 8 No
Abbess, Graham n No
Abbey, Sean 11 No
Able, Cameron 13 No

INNYNNNNYS

Ackrington, Robert 13 No

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.

Bulk Delete Student Data

1Delete Status 2 Datato be Deleted 3 Students
1 Delete Status
Start Delete Stop Delete Background Delete Status: No delete is running
2 Datato be Deleted
Note: To minimise potential disruption to other users. you may wish to run the bulk deletion routine outside school hours

Delete data for students who left within or before the academic year: ~

Delete All Student Data ]

Conduct Data [m] SEN Data [m] Performance Data m] Partnership Data ] Interventions Data [
Attendance Data a Homework Data o Alerts Data (] Concessions Data [ Communication Data  [J
Exclusions Data a Curriculum Data m] EMA Data m] Fees Billing Data m] AD Provisioning Data []
B Sesrch

3 Students

Number of matching students: 0  Number selected: 0

[0  Academic Yearcf leaving CumentAge  Name Gender Date of Bith  Protected

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.

2 Data to be Deleted
Note: To minimise potential disruption to other users. you may wish to run the bulk deletion routine outside school hours
Delete data for students who left within or before the academic year: [2000*2001 v ]

Delete All Student Data [

Conduct Data [m} SEN Data m} Performance Data (=] Partnership Data O Interventions Data (]
Attendance Data m} Homework Data m} Alerts !J’atrai i B br br 7] Concessions Data [ Communication Data [
Exclusions Data [m] Curriculum Data 7] EMA Data 7] Fees Billing Data ] AD Provisioning Data [
M Search

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.

3 Students
Number of matching students: 343 Number selected: 270
[w] Academic Year of Leaving  Curent Age  Name Gender Date of Bith  Protected Ever SEN
O 201072011 25 Abu-Koash, Frederk Male 05/08/1995 Yes
201072011 26 Adair, Geoffrey Male 22/05/1994
D 2010/2011 27 Adam, Briony Female 21/03/1994 Yes
201072011 26 Adams, Louise Female 01/10/1984

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

SIMS .net X
You are about to permanently delete data for 2 students who
! left within or before Academic Year 2010/2011
All data from the following areas will be deleted: Conduct,
Attendance, Exclusions, SEN, Homework, Curriculum,
Performance, Alerts, EMA, Partnership, Concessions, Fees
Billing.
ox
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10.

11.

12.

13.

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.

sws Bulk Data Deletion Agreement

Read th e B u I k Data De I eti on As the Data Controller, it is the responsibility of the School to demonstrate compliance with the

current Data Protection Legislation description of 'Lawful Basis for Processing'.
Agreement. g uonc il rsponb oot you oot et
Please note that where data is deleted, this may impact the accuracy of historic data reporting.

You are advised to take a backup of your data prior to deleting it from SIMS.

Select the check box Please

read the above statement glr:ctsglr:?ec?:;:gu—l‘aho;s(Géiia)rfrlzizztrarebesxsdvlsedIt’t‘):esl\jfsl?;t:\o;:\efocr:‘:t:;n:r:alheICO
fully and tick to confirm

you agree in order to
continue.

ions/guide-to-the-general-data-protection-regulation-

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

Cancel

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

Click Continue.

1 Delete Status

Start Delete @ Stop Delete 0/2 Status: A delete is running. Started by marianne franklin on 14/10/2018 at 11:21

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

Click Yes to stop the delete process.

Are you sure you want to stop this delete (which was started
by marianne franklin)?

Yes Cancel

1z
5]

1 Delete Status

Start Delete Stop Delete Background Delete Status:  Stopping. please wait...

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.

The background delete task has finished. 2 students had data
deleted successfully.

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 o

1 Options 2 Overwiite Options 3 Students

existing Information for the | ... 20verwi i
Update Parental Salutation Update Parental Addressee ] Dverwiite
selected students.

isting Information for the selected students a

Generated Add

g

esses Cha Remove

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.

Mrs § ANDERS,

His ANDREWS Mrs E ANDREWS

Mis Ansel
i and Mis Antas
i Aoeren

FE55555555555555555558585 &

Mrs R dnsel
M and Mis L &n,
nnnnnnnnn

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.

Follow route Tools / Housekeeping / General.

1 Name Format

Apply To UPPERCASE  Title Case

Students / Applicants Preferred Sumame -~

Staft Legal Forename: -~

= &
=] “
Contacts 2} Mididle Name(s) r &
] &

Agerts Prefenied Forename

Example Peler o O'Malley Smith

Using the check boxes select who you wish the changes to apply to i.e.
Students, Staff etc.

Using the radio button selection area, select either UPPERCASE or Title
Case accordingly.

Click Apply.

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.

Housekeeping Routines





1. Follow route Tools / Housekeeping / General.

2R
2 . Cl |Ck th e Re set P are nta I B al Iot JZ::' i ks Cortacts o e 1 e e el ey 5 o ahers of ol s o v et esprsbit) an
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.

. 3 Update Mailing Point
2 . Cl |Ck on th e U pd ate This routine identiies one pupil ot each address as the maiing paint. Other chidren at the same address wil be marked 25 NOT the maiing
point

Mailing Point hyperlink. e Dt MeingPort [Dkea Erl

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: OIld 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.

* Census Return for Spring 2023 Term [Fileset ID: 2300 (SIMS.net)]

D Mew H Search Open Delete Mext Previous Copy

i |Spring 2023 - | Census Folder [E:\5ims\CENSUS Retums

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 #<Delete gt 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.

Delete

MNumber of unlinked persons: 22 MNumber selected: 0

Title  Home Address Telephone
20, Market Place, Ely, CB7 4NT
Cookson, Hamy Pusey House, St Giles, Oxford, OX1 3LZ
Dennis, Tommy 23, Peckover Close, Peterborough, PE2 8LG

Dixon, Stephanie 18, Pingle Lane, Northborough, Peterborough, PEG SBW
Dolittle, Susan &, Penwald Close, Crowland, Peterborough, PEG 0AQ

2. Select the check box at the top of the left-
hand column to highlight the list.

Mame
Cameron, fara

To highlight individuals to be deleted click SR

the check box in the left-hand column.

TRIERIET [

Dennis, Tommy

3. Click Delete #¢Delet= 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.

Copy Agont ks @ Copp Studen ks CopyDocumerts @

151 2 Mtain Agent 155 3 Agenttobe merged
oo [:Bomest ] Mome =)
(& Hige Det s @ & HideD ety ¥
L Basic Detals ) (1 Bosic Dutsibs
4 l:] 4 :l
Tekstire I Tekshons
Other Roea. ¥ ther Rokes. ¥

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.

o Agent detal: merged succeaseiully. Minor Agent has best deleted fom bhe spslan
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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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Merge Agencies
S Print % Merge
1 Options 2 Main Agency 3 Agency to be merged

10ptions
Copy Agertlinks [ Copy Stugentlinks

31 Hide Details 5 [ Hide Details
[ Basic Details 53 [ Basic Details

Address

Address

7 Linked Agents (1) 9 F Linked Agents (2)
Agert Name Job Title. Agent Name Job Title

Belingham, Hrs Hlaine Extemal Specialist Mason, Nr Paul Social Services
Franis, Ms Stella Social Services

© © LT €]
Name Relation Name

Feetcher, Trstan
Nagy, Wayne
Bistol, Andrew

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.

3 Groups

Effective Date

‘ Group Name Status Statt Date End Date ‘ &P Add
Edit

2. Highlight the relevant Group(s) In the Select =~ Ex=cew e
Group(s) box. —
3. Click OK. s ot
4. The group is added with a Start Date B e Terize
matching the Effective Date which defaults to
today. This can be changed if necessary. ) o
5. Click Save at the top of the screen. Tt
Template
Template
Template
6. Make a note of the Username and Password | | s Tewlie -
and issue them to the user. —
Cancel

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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2 Login Details

Uearame e g
Password [062AKTHGLM | [ Resat] =

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.

"W Find User
[B New @ Search % Open 3 Delete (= Print GNext Previous
S e ] e B I S

Name Usemame Passwod  Acive  SIMS Rolefs) Groups)

3. Click Delete on the browser toolbar.

IMS net [—

AR M Steven Dumbell has other roles. Their user role can be removed if
&' they have never logged in. Do you want to go ahead?

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.

2 Login Detsils
Leerane e @
Password [VXCGRITTNN | Reset] Ema
4. Deselect the Active check box.
Username | | Active |:|
Password [VXCQFITTHN | Reset Ema
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.

3 Groups

Status

Current
Current
Current
Current
Curent
Curent

Effective Date

23me2016 || B

Start Date

23/03/2016
23/03/2016
23/03/2016
04/07/2003
23/03/2016
23/03/2016

End Date

~ | e Add

& Edit

% Remaove
[ Copy

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

SIMS et G

‘-" 7"‘| Do you want to remove the user from the selected group(s) as of the
&Y crtective date?

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 Flow Chart - Nursery
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End of Year 2023/24

Warwickshire County Council

Date of Birth Age Ranges

AGES - Academic Year 2023-2024

A1

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 age4-5
Year 1 (KS1) 1/9/17 - 31/8/18 | Infant or Primary age5-6
Year 2 (KS1) 1/9/16 - 31/8/17 | Infant or Primary age6-7
Year 3 (KS2) 1/9/15 - 31/8/16 | Junior or Primary age7-8
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 ffg‘;gi?a?’ bth Form | 06 16 - 17
Year 13 (KS5) | 1/9/05 - 31/8/06 gfg‘;g‘if‘a? 6th Form | 196 17 - 18
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Warwickshire Schools’ Calendar 2023/24

Mo| Tu|We|Th |Fr |[Sa|Su | Mo| Tu|(We|Th | Fr |Sa|Su | Mo| Tu|We|Th | Fr |Sa |5y |
1123 1 1123 |45
4 |5(6|7(8|9]|10 2( 3| 4| 5| 6| 7| &8 6 |7(8 |9 (101112
11|12 |13 (14 |15 |16 |17 9 (10|11 |12|13| 14| 15 13 |14 (15 (16 |17 |18 (19
18|19 (20 (21 |22 |23 |24 16| 17| 18| 19| 20| 21| 22 20 (21|22 (23 (24 |25|26
25|26 |27 |28 (29 |30 23| 24| 25| 26| 27| 28| 29 2712829 (30
30|31
March2026 |
Mo| Tu|(We|Th | Fr (Sa|Sy Mo| Tu|We| Th | Fr |Sa |Su Mo| Tu|We|Th |Fr |Sa|Su
11213 |4|5|6|7 11 2| 3| 4 1123
8|9 (10(11|12|13|14 5 6 7| 8|9 |10/ 11 4 |56 |7|8|9 |10
15| 16|17 (18 |19 |20 |21 12131415 16| 17| 18 11 (1213 (14 (15 (16|17
22| 23|24 (25|26 |27 |28 191 20| 21| 22| 23| 24| 25 18 |19 (20 (21|22 |23 (24
29| 30(31 26| 27|28 |29 25|26 |27 (268129 |30 31
Mo| Tu(We|Th | Fr ([Sa |5y Mo| Tu(We|Th |Fr [Sa|5u Mo| Tu|We|Th |Fr |Sa|Sy
112 (3 (4|5 1 2 112|345 |6 |7
6 |7 (8|9 (10(11]12 3| 4 5 6 7| 8| 9 8|9 (1011 (12 (13|14
13|14 (15 (16 |17 |18 |19 10| 11| 12| 13| 14| 15| 16 15 |16 |17 |18 (19 |20 | 21
2012122 (23|24 |25 |26 17| 18| 19| 20| 21| 22| 23 22 (23|24 25|26 |27 |28
27 (282930 |31 24| 25| 26| 27| 28(29| 30 29 (3031
Weekend Half Term Days Total days
School Holiday ; ;; Autumn Term 76
Teacher Days (+3 to be set by School) 1 3
Induction Day b 34
The 195 days shown are inclusive of the 5 Teacher Days. 6 35
Pupils will therefore attend for 190 days. Total 195
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Documentation List

For Primary, Nursery and Special School
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





