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Exporting - Importing Marksheets

Introduction:

Marksheets may be exported into Excel for Printing or Saving onto a shared
area/network.

Option a) - Marksheets once exported into Excel, may be printed and handed to
teachers for the results to be entered manually. Once the results have been entered,
they are handed back or given to normally the admin staff who will then enter those
results into the appropriate SIMS key stage Marksheet. The results once entered are
calculated in the same way.

Option b) — Marksheets, once exported into Excel may be saved onto a shared network,
enabling teachers to navigate to that area and enter their results directly into the excel
marksheet

Option b1l) - Once the process has been completed, admin staff will then be able to
import the results back into SIMS whereby they will be checked and calculated. See
Importing Individual Mariksheets at the end of this booklet

NB: If using Option b, please see Note to Teachers at the end of this book (pge 6)

The following instructions work for all Key Stages. Use the specific guidance detailed in
each key stage wizard booklets to get the marksheets open. Our example screen shot
shows KS1 Teacher Assessments marksheet exported into Excel.

To access to this process, use route: Tools / Performance / Assessment / Wizard
Manager then:

e select the key stage,

e select the year group/assessment user defined group

e open the marksheet.

BB if you are a school with two or more registration/classes per year,

Example: Year 1, Class A, Class B and Class C (all Year 1 pupils), you will need to add a
registration group to the columns within the marksheet before exporting to Excel. This will
allow you to create a separate marksheet for exporting into Excel for each of your registration
groups/classes.

See A3 Adding a Registration Group column in the marksheet

Once this process has been done, you can carry on with the rest of the instructions.

If your school only has one registration group/class per year, please go to next step.
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If you are unsure of the process below for Step 1, use the relevant key stage booklet
for further assistance on getting to the marksheet screen

Exporting Marksheets for Printing

Step 1 - Tools / Performance / Assessment / Wizard Manager
e Select the relevant Key Stage
e Select the group (pupils)
e Select the marksheet (if more than 1 marksheet displayed) you wish to export

Step 2 - With the marksheet open, click on Expor
than one class per year group, to add a Registratio

. (Remember if you have more
roup column first.

This will open Excel and the marksheet with the the r
group/class and the appropriate pupils displayed.

‘E Save "9 Undo

uired registration

Print 4
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|-} = Marksheet Formatted xml| ~

NB: If the Print button is used, it
Fl ] 2rwetren 5 Fommul be opens the marksheet but the display

File Home Insert Page Layout Farmulas Data Review View Help

e 2] Gidines [ Headlings is very small and sends the
i marksheet directly to the printer. It
is therefore advisable to use the

Sheet View Wiorkbe
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B < o E F G H
) — Export button which opens Excel
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4 ABRAMS Paul
4 AINSLEY Chariotte
10 ALBERTS Courtney
11 ANDREWS Ching
12 ATKINS Portia
13 BARNES Isaac
11 BARNWELL Emma-Jane

Option a) - Once exported into Excel, the marksheet at this stage may be printed. Eg: File /
Print and given to teachers to enter their results.

Exporting marksheets for Saving

Option 2 b) - If teachers are to enter their results directly into the marksheet via the
computer, Click File / Save As. (For easy identification, it is recommended that the
marksheet is saved as either the Class Name or Class Teacher’s name.

Save the file in a secure location and where teachers are able to navigate to.

T = C > Users > ycal > AppData > Local > Temp

| Mrs Jones ‘

XML Spreadsheet 2003 (*.xml) - [ save

Step 4 - A number of formatting messages may appear, click Yes
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Note to Teachers:
When teachers are ready to enter their results, they must first open Excel

e Click File/ Open and navigate to where the marksheet has been saved and enter
their results.

o When the results have been entered,
click Save to save the marksheet

When the results have been entered, teachers must just click Save and_not File / Save As
as they will be renaming the marksheet and SIMS will not recognise the marksheet when
attempting to import it back into the software.

Repeat the above process for all key stages
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Importing marksheets into SIMS

Option b - Once teachers have entered their results into the marksheets, schools will be
able to import these marksheets back into SIMS

When importing results, the system will use Unique Pupil Numbers (UPNs) to match the
pupils in the incoming file with pupils in SIMS. If there are unmatched pupils, you will be
given the opportunity to match them manually.

1. Select Routines | Data In | Assessment | Import from Spreadsheet to display the
first page of the Import wizard.

B Import From Spreadsheet (8 [

Select the file to import from

[ ] &)

2. Click the Field Browser button to display the Open dialog. You will need to navigate to
and locate the teacher’s marksheet you wish to import.

- i e L2 i

Select the file to import from
[C:\Users'\spar6\Desktop \Keystage 1 Miss Smith.xml | @D

Next> | Finish Cancel

3. Highlight the file and click the

4. Open button to return to the wizard. The name of the selected file will now be
displayed in the Select the file to import from field.

5. Click the Next button to continue. An Activity Log is displayed, showing any
information that will not be imported.

6. Click the Close button to display the next page. This page displays the data in the file
that is to be imported into SIMS Assessment, e.g. pupils, Aspects, results, etc.
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= Import From Spreadshest S
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e wnewz o There will be a number of columns displaying pupil
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Matching Pupil/Students

The system will match pupil/students on Surname, Forename, Gender and DoB
automatically. You can then accept these matches or carry out a manual match. Where
a ‘best guess’ match has not been possible, the Students from the database field will
be blank and you will need to match the pupil/student manually. Where more than one
match for a pupil/student is found, you will need to carry out multiple matching.

= Impert From Spreadsheat ?

o As the import file was originally exported through your
@= = own system, In the unlikely event that there are any
b unmatched pupil/students, please log a call.

uPH Sumame Forename =
MEZI299920001  ABBAS Ltk
2323238521021 ACKTON Sman
BAZ3239920002  ANDREWS Meli
Q823099920003 ANDREWS Melasa
NEZ309%521022  BHANDARI Finz
C3237921023  BLAKEMORE Vingent
DEZ3299919061  BOCETTI Mateo
TE3415062  BORDET Pera
REZ329%32102¢  CARTWRIGHT Civer
FB21299921025  CHERN Chynna
VB23299921025  CHIDIADI Kba
CLARKE Coutney

7 CONNELL Joseph
COOK Jemmaine
HEZ3099320006  DERI Aeon
YBZIZ39921028  DWIGHT Eizabeth
MB23299321029  EDMUND Otvia

< | (G P | [ ]

7. Click Finish to proceed with the import of results.
8. Close the Activity Log screen.
9. Click Yes to display the Activity Log.

| Activity Log »  x  The Activity Log will include details of
@ int [ 500 - results that failed to import.

Activity

Assessment Manager Import from Excel ~

Date : 12/05/2022 03:12:24
35 Result(s) imported

D Resuk) mred. 35 oot Updaed) The imported results can be viewed or edited
€ following Resuits could ne € imported as the Resutt is blani . . .
e e S0 SchoolAesesamert - EVFS. Reosibeter12/05/2022 in existing or newly created marksheets
. containing the relevant Aspect columns.
Result Set: School Assessment - EYFS ResultDate: 12/05/2022

Student Name: ANDREWS Meili Asp EYF: Managing Self . .

e N emul Set School Assessmert - EYFS  ResulDate. 12/05/2022 If incorrect results are entered via the Excel
e g byl = b 8 marksheet, they will not impor

Student Name: ANDREWS Meili Aspect: EYF: Gross Motor Skills
Result Set: School Assessment - EYFS  ResultDate: 12/05/2022
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