Key Stage One
User Manual

Medway

COUNCIL

Serving You

Key Stage One Guidance

Management Information — 30/04/2010 Page 1



©CoNok~wdE

Key Stage One
User Manual

Contents
USer DefiN@d GrOUPS ..uuieuieiiurieniinsisssisassssa s ss s sas s ssassanssassenssssssnssenssnssnnns 3
Downloading the Key Stage WizZardsS .....cicuvieiieiiiriiiiiesniisnssssssssssssssssssssssssnsssnsenns 4
Importing the Key Stage One Wizard into Assessment Manager ........covveevennienieenenns 5
Running the Key Stage ONe Wizard ......cccvieiiiiiiiiniiiiisnisnsrsss s ssssssnssssssnsssnsenns 6
Entering Results on the Marksheet..........cooiiiiiii 7
ENLEriNg P SCalES....uiiiiiiiiiiiiii i s e e e 8
Returning your results to Management INformation.........cccveevieiiinniiineesiennsssnesnsennnenns 9
Creating an XML (CTF) iN SIMS.NEL c.uivuiiiiiiiiiiiiiiiir s s en e 10
ReNamMing the CTF ... s e s s e s s r s e eas 13

Management Information — 30/04/2010 Page 2



Key Stage One
User Manual
Assessment Manager

Please note that you will have to have at Least version 7.128 to carry out this return. To check this you need

to complete the following steps Help/ About SIMS.net. If you do not have this version your SIMS will need to
be upgraded.

1. User Defined Groups

Before importing the KS1 wizard, you need to consider whether you need to set up a User Defined Group.
This is used when

* You have pupils who are not of ‘normal’ Year 2 age taking the Key Stage One assessments.
OR

If you have pupils who have left your school for whom you still need to report statutory results for.
To see whether any of your pupils fall within this category see page 42 of the QCDA Assessment
and Reporting Arrangements booklet for Early Years Foundation Stage and Key Stage One.

If neither of the previous points apply to your school skip to section 2.

Go to Focus/ Groups/ User Defined Groups and the following screen should appear

Click on the ‘New’ button

|m SIMS .net: WATERS EDGE PRIMARY SCHOOL

BEX]
Focus  Reports  Routines  Tools  Window  Help
<= % | . d = ‘N =l R (7 BC
& G pock « | R e CWEANBRBERS O HQ8
SIMS Shortcults * Maintain UserDefinedEm.ps
Applications [ New | 8 Search ' i @ Help 9 Close
Aictive State <Ay ||
Description Shart M ame Active State

|ﬂ SIMS .net: WATERS EDGE PRIMARY SCHOOL

Focus  Reports Routines  Tools  Window  Help

@ - S5 RerEYHMBC2ZSDDRE
SIMS Maintai i
Applications - | [ New (5l Browss

User Group Details

[F 8ave | %5 Undo = Print
1 Group Detalls 2 Membership

1 Grous Deale Enter a short name
Gioup D sscription Kep Stage 1 2010 Active State Active |
Shor Name K1 2010 CuremMainsuperior | |[&]]

Notes. Pupils taking Key Stage 1 assessment 2010

If you wish, add a brief note

A

2 Membership

Effective Date Rangs |12/09/2009 - 01/09/2010 Academicesr | Aoademic Year 2003/2010 oo

To add member slick on the
“action” button then add
“member”

= d
T Zoom HsAstion. N

Member

Sep [Oct |Noy [Dec [Jan [Feb |Mar Ao [May [um [l [Aug |..

The screen on the following page will then show the select members screen
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Change the Group Type to ‘National Curriculum Year Group’ and then click ‘Search’. The page should then
refresh.

ﬁ Select Members B@
B Search @ Help

GowpType  NaonalCurcubmvea|v| Gow [ ][Q] Effective Date  [16/04/2010

National Curticulum ‘Yeal »
Mame Assessment User Define Gender Current Group
Ethniicity Category
Attendance Lser Define
Boarder Status

Hause

MNew Intake Group
Registration Group v

i) 18 matches found

To ensure that each year group are shown together click on the Current Group Header, this will then sort the
year groups into order.

To select all the relevant KS1 pupils click on them whilst holding the shift key down.

From this screen you can also select the pupils who need to be reported but aren’t in year 2. Once all pupils
are selected click on the OK button.

The membership screen should now be populated with the pupils selected in the previous step. As shown
below

2 Membership

Effective Date Fange | 02/09/2003 - 01/03,2010 Academic Year | Academic Year 2009/2010 -
ey B 01/07/0001

[icfZoom % Actian...

Member Sep |Oct  [Mov [Dec |an |[Feb  [Mar  JApr [May  Jun ol JAug e

Jackson, 5arah

Baggley. Chriz

Gardener, Harry

Medaid, Justin

Cleaver, Julie

To add the pupils who have left click back on the ‘action’ button and then ‘add members’. Select ‘All’ from the
group type filter and then click on search. Find the relevant pupil(s) from the list and highlight them using the
same process as before and then click on ok. Click on Save and then Close.

2. Downloading the Key Stage Wizards

All Key Stage wizards will be imported on to your system when you install the 7.128 release from CAPITA
either from the CAPITA SOLUS website or a CD from EIS.

If you have any problems with this release please contact the EIS Helpdesk on 01622 672779 (if you have a
current support contract).
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3. Importing the Key Stage One Wizard into Assessment Manager

Go to Routines/ Data in/ Assessment/ Import and the following screen should appear

m Import

Select the file toimport from

| EJ

Header comments from the impart file:

Dverwiite with default values [

Please Note

If the screen below appears select how you see
fit. If you have any problems contact EIS on
01622 672779 or by emailing
eis.support@kent.gov.uk

Cancel

s Import Assessment Manager Resources

21X

There are rew/updated Assessment Manager Resources
available for import. Do you wish to update your system 7
1 Plzaze note that thiz may take some time.
4 Do not close SIMS until this import process is complete.
Using some areas of SIMS during import may cause & system crash.

AMPARK Resources

Tracking Templates and Grids

Vs ‘ | No H Fiemind me later

Select the magnifying glass and the following screen should appear

&

Open
Losksin: | £ 1S, et o=
Y | AMPA j ConnexionSchemeSchema, sl
< |SicTF [=] ConnesxionsSchemeStuderiie
by Recent ;D\nnErMnney jCnursenndYaarGrnupSchema.
Documents B AddressList.xml 3 CourseSchema.xml

Deskiop

el
3

My Computer

.

My Metwork

Places

r_j AttendanceCodeSchema.xml

a AttendanceReturnErrorResolution, xml
|-:1 AttendanceVearSchema,xml

rﬂ CensusErrorResolutions. xml

a CESEwW _Configuration, xml

!j ChosenCodesReportSchema. xml

B ClassAndYearGroupSchema. xml

B ClassRegisterReportSchema. xml

a ConnexionschemeCourseschema,xml

%]
File ramne:
Files of type: ;§<m\ Files [ xml]

["] Open as read-only

=] Coursesschema, xml
|| DENIOE-Laokup i

The system should default to
SIMS.net.

If this does not happen you will have
to navigate to it by clicking on the
drop down arrow.

=] DENIErrorResalutions. xml
3 DMHistoryOF AttendanceSchema
=] DMStudentUPNSchema, zml

E‘ dynamichelp.ces. xml

[=] Eatlizstmarkschemeschems ml

Fj ELWaAutumnErrorResolutions. <1

=l
Tor] -m

| Cancel

;] EarliestMarkSchemeMembersche

Within the screen shown above you should see an AMPA folder. Double click on this and then open the
following folders England Primary (and Middle Deemed Primary) and then Assessment Manager.

The following screen should be displayed with the wizards included. Click on Key Stage 1 wizard England

2010 and then open.

%]

Open
Lok in: | =3 Assessment Manager v © G il i
N |[=] v Pt Stare Cale Templates AM? i [P scale Templates Key Stages |
<) (=] EAL A Aspects.aml =] ch Test Templates k2 2008,
My Recent (=] En K51 Templates.xml =] DA Test Templates kSz 201)
Dacuments =) €n k52 Templates.xml
= =) EYFS Prafile Detail vizard 2009 xml
Lj j EVFS Profile Detail Wizard 2010.2ml
Deskip (=] EVFS Profile Summary Wizard 2009, xml
=] EFS Profile Summary Wizard 2010, xml
= [=] Key Stage 1 Wizard England 2009.5ML
P"-g [=] key Stage 1 Wizard England 2010,%ML
o m dter | [ZKey Stage 2 wizard England 2008, 401
il (=] Key Stage 2 Wizard England 2010.4ML
< ()P Scale Templates Key Stages 1-3 2009 - Special.xml
by Network :
Files of type: [+l fles * sl [v] Cancel

[ Open as isad-only

The import screen will now be shown. Please make sure that the Overwrite with default values box is
ticked and the select finish followed by Yes to start the import process and finishing by selecting close.
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4. Running the Key Stage One Wizard

Click on Tools/ Performance/ Assessment/ Wizard Manager and the following screen will appear to which
you need to make sure the filter says incomplete. Select Key Stage 1 England 2010 and then click on
Next.

rm Wizard ‘
Select Wizard

Filter Incomplete hd
MHame Edit Date Complete

| Key Stage 1 England 2004 [Full] 04/12/2004 L]
Ken Stage 1 England 2005 3140 /2006 B
K.ey Stage 1 England 2008 01401 /2008 B
FKey Stage 1 England 2009 01401 /2008 B
Key Stage 1 England 2010 01/01/2010 .4}
Key Stage 2 England 2004 [Full] 100272004 B
Key Stage 2 England 2005 31/01/2006 B
Key Stage 2 England 2006 01/01 /2008 L]
FK.ey Stage 2 England 2007 AM7 28/01/2007 [}
Keuw Stage 2 England 2009 01401 /2008 B
Key Stage 3 England 2008 01/04,/2008 B

The next step is to select a group of pupils to work with. You do this by selecting the magnifying glass. Once
the magnifying glass has been selected the screen shown below will appear.

If you followed the previous section - user defined group click on the + symbol next to user defined groups.
Select from this the name you gave in section 1 (Key Stage 1 2010) and then apply.

If you did not create a User Defined Group select the + symbol next to Year Group and then select year 2
and apply.

ﬁGruup Selector

Select the effective Group date

Exam Seazon Candidates
Course
Ethricity
Home Language
First Language
MNew Intake Group
Riegistration Group
Special Meeds
“eal Group

AllYear Groups

Year 1

Year 2

Year 3

Year R
National Curriculurn ' ear
Agsessment User Defined
Exam Performance Cohort
Uszer Defined Groups
House

(R e e s B

7

F

Apply ] [CIEaISeIect\on H Cancel

Doing this will take you back to the wizard screen and this is where you select next to take you to the
marksheet.

Management Information — 30/04/2010 Page 6



Key Stage One
User Manual

5. Entering Results on the Marksheet
There are two statutory marksheets that need to be completed

» KSI1 A. Teacher Assessments 2010
e KS1B. P Scale Data Entry 2010

To enter/edit the marksheet click on KS1 A. Teacher Assessments 2010 and select the green pencil shown
below

& Wizard - Key Stage 1 England 2010 B

Marksheeis

Filter: Incomplete v Please select a Marksheet and click on the pencil to enterfedit data.

Template Group Last Uged Complete &
K51 A Teacher Assess. |Year 2

K51 B. P Scale DataEn.. |ear 2
K51 C. Test Outcomes... |Year 2
K51 D. Broadsheet [Re... |Year 2

Oonooono

K51 E. Awerage Paint 5. |Tear 2

The image below is that of the KS1 A Teacher Assessment 2010 marksheet. Results need to be entered into
the first eight columns for every pupil.

1 Basic Details

>

Motes This Marksheet can be used toenter the outcomes of Teacher Aszessments in English Maths and Science i
Key Stage 1in 2010,

1.Enter the AT Levels for English and Science as well as the Maths Subject Level

2 Click an 'Calculate’ and the Science Subject Level will be aggregated up from the component AT entries, o

Last Lsed :I

Diata enitry for this Markshest is complate 1

2 Marksheet
Result Date |16/04/2010 |[ L | Gioup Membership Date [18/04/2010 |[ X % Refresh (1) Summary ot Manow G Zoom

Group Filter ‘ |

ey Stage 1 Validated Result

=
B
2
P
e
el
i
[=%
[
-
-1
=z

Key Stage 1 Validated Result
Key Stage 1 Validated Result
Key Stage 1 Validated Result
Key Stage 1 Validated Result
Ken Stage 1 Validated Result
Keun Stage 1 Validated Result
Kew Stage 1 Validated Result
Key Stage 1 Validated Result

Mé T b aths Subject
SC AT Scientific Eng
SCAT2 Life Processes
SCAT4 Phys Process
SC TA Science Subject
Missing Entry Check.

EM AT2 Reading
EM AT 3 Wiiting
SC AT 3 Materials

Students

BAGGLEY, Chris
CLEAVER. Julie
GARDEMER. Hary
| JACKSOM, Sarah
MCDAID, Justin

Please note

EN2 Reading, EN3 Writing and Maths you must enter 2A, 2B and 2C instead of 2.

ALSO

If you have a pupil with SEN at level W, you must enter W on this marksheet as well as entering the P Scale
level on the P Scale marksheet.
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The message below will appear if an incorrect level is put into any column on the previous page. The codes
below are the valid codes to use. Then select close and re enter the chosen level.

m\’iew Select Grade
Select Grade for current cel
Grade Description
[ Level B
] Level 5
a4+ Lewvel 4 or greater for HNDC
4 Level 4
3 Lewvel 3
2 Level 2
1 Level 1
W ‘whorking towards Level 1
o] Dizapplied
A Abzent
Applyent ] [ skin

Once the marks have been input for your pupils please click on the calculate button which is situated at the
top of the page. Clicking this button will calculate the science subject level and if for any reason you miss
entering a level a fail message will appear. To check for any fail messages right click on the missing entry
check column and select order rows descending.

Once the missing marks have been input the marksheet needs to be calculated again. If all is correct this

time click in the box stating that the data entry for this marksheet is complete, click the save button and close
the marksheet.

6. Entering P Scales

Do any of your pupils have a W in the KS1 A. Teacher Assessments 20107 If the answer is yes then this
section applies to you, if not please skip to section 7

Make sure that the box next to the KS1 A. Teacher Assessments 2010 is ticked.

Please note that P Scales for pupils with SEN at Level W is statutory this year.

Click on KS1 B. P Scales Data Entry Marksheet and then the green pencil. If you any reason you had to
close SIMS you can find the marksheet by following section 4. Levels only need to be entered for those who

are working at a level W and who have also been identified as having SEN. (Below is a completed version of
the P Scales marksheet).

W Marksheet Entry g
:KS1B. PScaleDataEl 2010:Yea 2
= Print 48] Expart ~ [ Caloulats @ Help o Favourites 3% Clase
1BasicDetals 2 Marksheet 4
1 Basie Details
Motes This Marksheet enables you to erter 3 P Scale assessment for pupils are sl working towards Level 1 in -~
Maths, Science, Spesking & Listering, Resding, and Wiling. Ta help identfy thess pupls, existing entries
2re: displayed in read-only cobrns
For students with & Maths Level of %/ please ensure that there s 2 P scale entiy for Maths or one of ite =
Diata entry for this Marksheet is complete 0
2 Markshest
Result Date |16/04/2010 |[ 1] | Group Membership Date  [16/04/2010 |[ ] | 5 Refresh (1) Summary 5ok Hanow & Zoom
Group Fiker | | G
] ~
i H g g ki g g g H g of £2 i g g
@ [ @ @ ey [ @ == ey [ =y @ [y o @ 3
o - o o o - o - o - =3 Lo - T o =
ok B E x B B E i ok B Sk 8L i £ z 2
25 o of 5 B ] 5 5 o ] 5 i ;] 3% 5 3
= 25 2 b of - b =z &5 §E b frr] = =5} »3 2
2% Em £ ] =] = i) i) el B En ) ) TH 2% =
E> 1= 5> = == > E£= e 3= 2> 2= &= £> L= 5= z
= = it & z & (o = B = o = B & e =
E= &% Y o i » i Py g B 3% 5 b A 8% - 2
2 ab & - ab 5 & ) - 5 & - -] -] -3 - s 8
£ g R iR 28 &g g iR i g o &g iR &g o g iR 2 2
5 Hin ki B Sin 55 g5 Rin Bin 26 Lk Rin 5 B £ Rin z 5
=4 Lz o g o @ 2 F el £ @@ @ F ey L o @ o g ils @ w I}
& ey (i~ o fraiv 0 Far o [l ptvd (i o [iiv4 il [ [l > =
BAGGLEY, Chiis 2 1 1 28 2 3
CLEAVER, Juiie 1 | 2 3 3 | |2
GARDENER, Hary W P& P8 W P7 W P& P2i W F7 Pa P4 P3i L4 P4
IACKSON, Sarah 1 o 1 2 2
MCDAID, Justin 7 3 1 1 13
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The valid P Scales for each subject are:

P Scales Subject Valid Entries

English P1i, P1ii, P2i, P2ii, P3i, P3ii, EAL
Reading P4, P5, P6, P7, P8, EAL

\Writing P4, P5, P6, P7, P8, EAL
Speaking P4, P5, P6, P7, P8, EAL
Listening P4, P5, P6, P7, P8, EAL
Mathematics P1i, P1ii, P2i, P2ii, P3i, P3ii, EAL
Number P4, P5, P6, P7, P8, EAL

Using and Applying Maths P4, P5, P6, P7, P8, EAL

Shape Space and Measures |P4, P5, P6, P7, P8, EAL
Science P1i, P1ii, P2i, P2ii, P3i, P3ii, P4, P5, P6, P7, P8, EAL

= If a pupil is at Level P1ito P3ii in English, then reading, writing, speaking and listening levels are not
appropriate.

= If a pupil is at an overall English level of P4-P8 then you need to enter levels for reading, writing,
speaking and listening, but not an overall English level.

= The position is the same for the Maths subjects.

= If achild is recorded as “W” for reasons other than SEN (e.g. being unable to speak English), the P
Scale code “EAL” (available in the drop down menu) will need to be entered in the relevant subjects.

As before if you enter an invalid code a message box will appear with the valid codes listed. Close the box
and input the level.

Once all levels have been entered tick the Data entry for this marksheet is complete, save then close.
On the screen marksheets make sure that both KS1 A. Teacher Assessments 2010 and KS1 B. P Scales

Data Entry Marksheet are ticked select next. Say yes to the complete status has been changed. Do you wish
to save changes. Select all pupils then select next , finish and then yes.

7. Returning your results to Management Information

The final step is to create an XML file (in the form of a Common Transfer File) that will contain all of your Key
Stage One Results.

Please Note:
There is an extra screen to the wizard that creates an export file to return to either the LA or NAA. Please do
not go through this process.

The XML file needs to be attached to an email and sent to Management Information via
plasc@medway.org.uk or maninfo@medway.gov.uk by no later than 25 June 2010

Instructions for this procedure follow on the next page.
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From the SIMS.net main page; go to Tools / Setups / CTF. The following CTF defaults page will appear:

|m SIMS .net: WATERS EDGE PRIMARY SCHOOL

Ea

Focus  Reports  Routines  Tools  MWindow  Help

e - « I3 BWEN BDRBEERSDBIB

<
E

SIMS Shortcuts
Applhications

CTF Import Directory:

CTF Export Directory:

Cunfigure CTF Defauks

1 Directory Details

1 Directory Cetals 2 Data to be Imported by D efault 3 [Data to be Exported by Default

CTF impait directony ‘C “Program Files\SIMSASIMS  netsCTRACTF IN

|

CTF export directay ‘C “Program Files\SIMSASIMS netsCTFACTF OUT

L=

4 Altemative Destinations

@ Help 3\2 Close

Make a note of these two file [
paths here, as you will need to
know what they are later on in
the process.

If the boxes are blank you will need to set up the directories. Click on the magnifying glass next to each box
and navigate to where the SIMS.net directory is.
It will probably follow the path: Program Files\SIMS\SIMS.net\CTFIN

The third section on the page is entitled Data to be Exported by Default.

Documentation -

3 Datato be Exported by Defauk

Student Basic Details Student Address
Aszessment Data
&
it el CElE s e SR
Attendance Summary Looked &fter
Collect Attendance ISIMS Attendance Module j
Data From

Student Contacts

Schoaol Histary

3]

Please ensure that
these four options are
the only ones that are
ticked.

Once the data on this screen is correct, select the Save button. The CTF now needs to be created.

Go to Routines / Data Out / CTF / Export CTF. The following screen will appear.

|ﬁ SIMS .net: WATERS EDGE PRIMARY SCHOOL

Eocus  Reports Roubines  Tools  Window  Help

ke -

@ - s erElBRER2DBR®
SIMS Shortcuts Export CTF
Applications "
1Daotatabe Exported 2 Student Opfions  3Students & Exception Log
1 Datatobe Exported
Student Basic Details (] Student Address
e B e
Attendance Summary =) Looked éfter
2 Student Options
Effective Date [T View |Curent students
3 Students
PN Preferzd Sumame Prefened Forename
MB20200106060 Acton Jorden
£820200102001 |Bhmad Afa
UB202001 04004 Amed Mohan
OBZ0200105003 | Aloia Paclo
820200103001 Al Tanzeel
EE20200103002 Anderson Jacob
HBE20200102003 Andiens Josh
UB20200103003 Ansel Richard
HEZI200103004 | Atas Seraei
XE2000103005 Aperen Alex
ABICODIOROEY | Arauip Hitesh
UBZIROOOZ002 | Atieri Camela
E620200105004 |Bagnal Keith
REZ0200102004 Baiey Annalisa
BE0Z0010E06T |Baker Jake
UB20P00T05005 | Wendy

Management Information — 30/04/2010
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RegGip
[AM)

|14ES)

145L)
1A5H)

liarm
|BKH)
|[688]
|145L)
|BvE)

14ES)

iace)
1588)
|0aK)

150T)

|[PM]
|ASH)

Student Contacts

Schaol Histary

{inchude students
{alieady exported

Veal Gip
M2
(4

W ([ ReheshStuderts

Vear Taught
M2)

(4

(4

1

(3

(4

(8

“

(8]
(4]
(3]
(5]
(1]
(5]
(N2)
()]

Firstly, make sure the view is
for Current Students.

Then ensure that the Include
Students already exported

e 0o DOX 1S ticked and click the

Refresh Students button.

Now click on the Year Group
arrow and select Year 2

v

€ Exporl CTF
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The Year 2 Pupils will now be filtered as shown below.
|m SIMS .net: WATERS EDGE PRIMARY SCHOOL
Focus  Reports  Routines  Tools  Window  Help
=] 1 3 e 3 B& = =
= G oeck - -« | B RPWENBBEE
SIMS Shortcuts Export CTF
Applications - El Links =
1Datatabe Exported 2 Student Options 3 Students 4 Exception Log
1 Data to be Exported
Student Basic Details ] Student Addiess =] Student Contacts [~
Aszezsment Data [
SEM Infarmation [l Ineluda KG1 Tasks/T asts 0 School Histary [l
Attendance Summary bl Looked After [l
2 Student O phions e it
Effective Date  |16/04/2010 o | Wiew |Cunent students | ;;:d:;i;{;; bl [#] Relresh Students
3 Students §
UPN Preferred Surname Preferred Forename Feg. ear.. Year Tau.. |3 Previous Destination Destination LA/Dther Destination Schaol
» [PE2020071050E8 Bagagley Chirig 1[21B] 2 |2 Mediay
AB20200105038 Cleaver Julie 1[21B] 2 2 Medway
T820200105043 Gardener Harry |[2J8) 2 2 Medway
L&20200105066 Jackson |Sarah 1[2JB] 2 2 | Medway
R220200105052 Medaid Justin [2GH] 2 2 Medway

To transfer results to Management Information:

= Left-click once in the Destination LA box for the first pupil.

= Right-click in the same box and choose Select All. The grid will now be outlined in blue.

= Click on the down arrow in the Destination LA box for the first pupil

= Scroll down the list of LA’s until you find Medway (the list should be in alphabetical order).

= Click on Medway and all pupils will now have this destination. The Destination School column does not

need to be completed.

Check that all pupils have been given Medway as a destination. Whilst testing the software it has been found
that pupils at the bottom of the screen have been assigned a different destination or no destination at all.

To do this, left-click once on the Destination LA heading. This will sort the column into Ascending order (an
up arrow will appear next to the header). Any pupils who have not been assigned to an LA will now be at the

top.

Click on the down arrow for each blank pupil and select Medway manually.

Now, left-click once, again on the Destination LA heading. This will now sort the column into Descending
order (a down arrow will now be displayed next to the header). Any pupils who have been assigned to an

incorrect LA will now be at the top.

Again, click on the down arrow for each incorrect pupil and select Medway manually.

Management Information — 30/04/2010
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|ﬁ SIMS _net: WATERS EDGE PRIMARY SCHOOL
Focus  Reporks  Routines  Tools  Window  Help
& . ) -y w e E? ﬁ - =3 & =
= <:| Back’ = g ﬁ d Bwe ?’E A ‘L_ = l-Q =e]r= k=
SIMS Shortculs Export CTF
Applications - El Links =
1Datatobe Exported 2 Student Options 35tudents 4 Exception Log
1 Data to be Exported
Student B asic Details (=] Student Address vl Student Contacts vl
Azzezzment Data Il
SEN Information [l el e S Task T et O School History [l
Attendance Surnmary [l Looked &fter [l
2 Student Opbions nclide tudent
Effective Diate  [16/04/2010 1 | Wiew |Curent students |»] ;;:d::x%n?tgnj ] [8] Refresh Students
3 Students )
UPM Freferred Surname Freferred Forename Reg.. Tear.. ear Tauw. || Previous Destination Destination LasOther Destination 5 chool
¥ [PE202001 05068 B aggley Chiis 1[21B] 2 |2 M ediway
AB20200105038 Cleaver Julie l[218) 2 2 Medway
TE202001 05043 Gardener |Harry ;[ZJB] 2 = | Medway
LBZEIZEIEH E|5EIEE :Jacksgn :Sara_h [ZJB] | o 2 :Medwa}l
RE20200105052 | Medaid |Justin [2GH) |2 2 |Medway

When you are sure that all the relevant pupils have Medway as the destination LA, of if you had no errors,
you can continue.

If you had pupils taking the Key Stage One assessments who were out of year you will now need to add a
destination for these pupils as well.

= Click on the arrow in the Year Group column and select All.

= The extra pupils will have to be selected individually. Click in the Destination LA box for the relevant pupil
and then click on the down arrow that appears.
=  Select Medway

Once complete, select the Export CTF button; this will export the CTF to your chosen file location and may
take a few seconds.

When the export is complete there will be a message appear in the bottom left-hand corner of the screen
and the Exception Log will show the number of pupils in the file and the number processed.

The Exceptions Log will also display any problems the export may have encountered.

EE SIMS _net: WATERS EDGE PRIMARY SCHOOL

Focus  Reports  Routines  Tools  Window  Help

& y £ N R E hl 2 & | e B0
@Eac" - & ¢ ] b v o ‘i 2= @ _0 L‘J« jre ) ‘._—;
SIMS Shortcuts Export CTF
Applications - & Links ~
1Datalobe Expotted 2 Student Options 3 Studenls 4 Exception Log
4 Exception Log
Mumber of students in file Mumber of shudents processed Murmber of students nat exported: D
UPN Prefened Surmame Prefened Forename | Gender | Date of Bith  Emar Description File Mame Lad usave
SPint

The CTF will have exported to the location specified in the CTF configuration defaults that were looked at
earlier.
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The CTF filename as shown below consists of the following:
= The first 7 digits are your school’s LA and DCSF Number
CTF states that it a Common Transfer File

004 in this case states that this the fourth version of this file
xml is the file extension

JCTF OUT

887LLLL states that the destination of the CTF is Medway LA DCSF Number 887

Key Stage One
User Manual

File Edit Wiew Fawvarites  Tools  Help

GBack T p | ff

Address |[Z2) CH\Program Files)SIMS\SIMS .net\CTFYCTF OUT
m 8232001 _CTF_887LLLL_019.xml

p ) search | Folders

-

File and Folder Tasks ¥ a 8232001 _CTF_S&7LLLL_020,xml
|=]a2z3z001_CTF_8a7LLLL 021 .xml
Other Places ¥ |=)azazool_CTF_sa7LLLL_022.xml
=) &232001_CTF_8&7LLLL_023.%ml
Details A 78232001 _CTF_887LLLL 024

8232001_CTF_8S87LLLL_D24,
#ML File

j 8232001 _CTF_887LLLL_024.xml

Management Information will be receiving many CTFs this summer; in the form of Key Stage One and FSP

returns.

We are therefore requesting that the name of these files is changed before attaching and sending by email.

9. Renaming the CTF

Firstly, using the location noted earlier from the CTF Default paths; locate the created CTF via My Computer.

When you have located the file; highlight the filename and right-click with the mouse. The following drop-

down list will appear.

ﬂ 8232001 _CTF_B&7LLLL_024,xml
Open

Scan with OfficeScan Client

Cpen With 3
Send To 4
Cuk

Copy

Create Shorkcut

Delete
Rename

Properties

Select Rename

A flashing cursor will
appear at the end of the
filename.

Change the ‘CTF’ part of
the filename to ‘KS1’ as
shown.

,

j 5232001 _K51_887LLLL_024.xml

This will distinguish the file as being your school's KS1 CTF file; it does not alter the file.

Please attach this renamed file to an email and send it to Management Information using
plasc@medway.org.uk) or maninfo@medway.gov.uk by no later than 25 June 2010

If you experience any problems or would like further advice please call Management Information on

01634 331047, 331048, 331068 or 331355.
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