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Contact Details

If you have any problems with the submission of this return, please do not hesitate to contact
any member of the Performance and Intelligence Team on the following telephone numbers:

01634 331048
01634 337086
01634 331068

Alternatively please email maninfo@medway.gov.uk
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Version Number Version Date Created/Amended/ Amendments/
Updated By Updates
1.0 13-05-13 N.Springate
KEY DATES

The teacher assessment deadline for 2013 is Friday 28 June.
This date is slightly earlier than previous years and has been changed to mirror the Key Stage 2 deadline.

Monday 1 October 2012

Test orders section of the NCA tools website opens for schools to order
optional tests for years 7, 8 and 9

Friday 30 November 2012

Deadline for ordering optional tests

4-15 March 2013

Schools that have ordered optional tests receive their materials

Monday 13 May 2013

Teacher assessment section of NCA tools opens for the submission of
teacher assessment and P scale data

Friday 28 June 2013

STA's final deadline for accepting teacher assessment and P scale data
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Assessment Manager

Please note that you need to have at least version 7.150 (Spring 2013 Upgrade) to carry out this return.
To check which version you are currently on, open SIMS and on the menu bar select Help / About SIMS.
If you do not have the correct version, your SIMS will need to be upgraded.

1. User Defined Groups
Before importing the KS3 wizard, you need to consider whether you need to set up a User Defined Group.
A User Defined Group is used when you have pupils:
who are not of ‘normal’ Year 9 age taking the Key Stage Three assessments, or
who have left your school, that have had a final teacher assessment level assigned to them.

If neither of these points applies to your school, skip to Section 2 — Downloading the Wizard.
Otherwise, please follow the guidelines below.

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

sms STMS .net: Green Abbey School

Focus  Reports  Routines  Tools  Window  Help
i L s < = p =Y & Ray (i =2 m ol Bl =
B \‘:‘:I Back - Famward [P | B A ?3]] E'ﬂ h l.l]..__._- l.:;_ @] l,__G Q' L,'—] 5_;
Maintain Uszer Defined Groups
D Mev| B Search Open Dielete Bt [t Frevious
Group Descrption | | Shart Hame
Active State i<.6.ny> Li
Drezcription I Shart Mame | Active State l Include in Bliscover

Click on the New button and this screen should appear

55 STMS _net: Green Abbey School

Focus  Reports  Routines  Tools  “Window  Help

= e : = y 2 - (=3 - e 3
B @ -0orovad B G BWENBEBCRZI0 S8 1) Add a relevant
Maintain User D efined Groups |_— Group DeSCr|pt|On
[F Mew e el Oper Dielets Frrt [l Browse (e Prasinuy and Short Name
User Group D etails:
[Fsave S Unds (= Print 2) Make sure the
1 Group Details 2 Membership / — Active State Is Active
A ionnitictats 3) If you wish, add a
Group Description |Ke_l,l Stage Three 2013 | Auctive Stake l‘ﬁ\CtiVE LI — brlef note
Short Mame |K53 2m3 | Current b ain Supervizor | | @
Motes Pupils taking K.ey Stage 3 assessment 2013« 4) Then CI|Ck on the

// Aption button and
click Add Member

Include in Discover 1

2 Membership

Effective Date lange  [13/03/2012-I2/03/2m15 | [ | mic e |Boademic Year 2012/2013 =]
Cursar Day |W’ednesda_u
Cursar Date [15/05/2013 |
i Zaom %Action...

Sep |Dc:t INov !Dec: [dan IFeb !Mal Apr !Ma_l,l !Jun |Ju| EAug “:
Member |||| NN NN NN AN AN A AN AR AN W
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The next screen will then be the Select Members screen
Change the Group Type to National Curriculum Year Group and click Search then the page will refresh.

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 pupils, click on the first pupil, hold Shift key and select the last pupil.
To select individual pupils click on the first pupil, hold CTRL key and click pupils thereafter.

From this screen you can also select the pupils who need to be reported but aren’t in Year 9.

=10l

H Search Lirks = @ Help

Sumname | | Forename | | Fiole IStudBnt 'I
Group Type INationaI Curriculurn Yealj Group | | I:l Effective D ate

Mame | Gender | Year and Reg Group | Current Group | -~
Woalf, Anthany Male 9E Curriculurn Year 9
Adkine, Richard tale 3k Curriculurn Year 9
Chot lopmatban klale =i} Conenlum ear 9

Once all pupils are selected click on the OK button.

The membership panel should now be populated with the pupils selected in the previous step. See below

s SIMS .net: Green Abbey School

Forus  Reports  Routines  Tools  Window  Help

= - Y ; g = =D - R B
2 G- s 89 BRE N HRCE20D B0
* Maintain User Defined Groups
[B New 0 Sesich | Open  Delete - Frint [l Browss: - Mest, " Previous

Uset Group Details

[Fisave S unda = Pint
1 Group Detall: 2 Membership

1 Group Details

Group Description ey Stage Three 2013 Active State betive ‘I
Shork Marme: K532m2 Current Main Supervisor l:l O\:
Notes Pupils taking Key Stage 3 assessment 2013
Inelude in Discover )
2 Membership

Effeclive Dale Range  [03/03/2012 - 02/03/2013 (G| AcademicVesr |Brademic vear 201272013 =
Eursor Day
Cursor Date 15/05/2013

]ZEZoom %Actlon.

Member

Sep |Uct |Nov !Dec lJan !Feb iMar Apr iMay !Jun Jul EAug -
PR P e T

Abbat, Hannah - 58
Adamg, Melanie - 9D
Adking, Richard - 3E

Click on the Save button near the top left of the screen and close.

2. Downloading the Key Stage Three Wizard
All Key Stage Wizards will be imported on to your system when you install the 7.150 release.

If you have any problems with the AMPA files please contact EIS Helpdesk on 01622 672779.
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3. Importing the Key Stage Three Wizard into Assessment Manager

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

m Import

Select the file to import from

DE

§

Header comments fram the impart file:

(

Cancel

Please Note

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

2]

T ot A

There srenestmdied A LA R
available for import. Do you wish to update your system 7
- Pleaze note that this may take some time.
'I_ Do not close SIMS until this import process is complete.
Using some areas of SIMS during import may cause a system c:aﬁh.__

AMPARK Resources

][ Remind me later ]

Select the magnifying glass and the following screen should appear

]

Look in: [ I3 SIMS net

¥l @@ 2 m-

A CAMPA
L ac
My Recent [ DinnerMoney
Documents (E3)InTouch
= (()Plugins
[ E AddressList,xml
Desktop _3 AttendanceCodeSchema. xml

ﬂ AttendanceReturnErrorResolution, xml
3 AttendanceearSchema. xml

3 AttRet_Configuration.xml

a CensusErrorResolutions, xml

a CESEW _Configuration.xml

ﬂ ChosenCodesReportSchema, xml

®

My Computer

&ﬁ

3 ClassandYearGroupSchem
3 ClassRegisterReportScher|
a ConnexionSchemeCourseS
3 ConnexionSchemeSchema,
a ConnexionsSchemeStuden
E CourseAndYearGroupSche
3 CourseSchema. xml

3 CoursesSchema, xml

E DEMIErrorResolutions. xm|
a DENI-Lookup, xml

3 DMHistoryOfattendancese
[ =] OMStudentUPNSchema, xm
a dynamichelp. ces.xm|

3 | [&]
Iy Metwark
Places File name: | !v] [ Open ]
Flesoftyps: [l fles () v [ Caca |
[C10pen as read-only

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.

Select the AMPA folder. Double click on this and then open the following folders England Secondary
(and Middle Deemed Secondary) and then Assessment Manager.

The following screen should display with the wizards included. Click on Key Stage 3 Wizard England 2013

and then Open.

21|

Lok | 1) Assessment Manager

3 | N A

=] EMA Aspect
[=]En k52 Templates.xml
=] En K53 Templatss. sl

=] Key Stage 2 Wizard England
=] Key Stage 3 Wizard England
=] Key Stage 4 Aspects.xml

[=]Key Stage 2 Templates England 2013 XML

[=]P Scale Templates Key Stages 1-3 2013.xml
=] QCDA Test Templates K52 2013 .
(=] QCDA Test Templates K53 2013,

2013 XML
2013 XML

File name: |

j Open I

Files of bype:
™ Openas

[l fles (%.ml) |

read-only

Cancel

v

The import screen is now shown. Make sure that the Overwrite with default values box is ticked and then
select Finish followed by Yes to start the import process. Finish by selecting Close.
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Click on Tools / Performance / Assessment / Wizard Manager and the following screen will appear.
A list of all the Wizards on your system will be displayed. Make sure the Filter says Incomplete.

Select Wizard

Filter hcomplate

Mame Edit Date: Complete

Key Stage 1 Wizard England 2012 om/ms2ma Oa
Key Stage 2 Wizard England 2012 01/06/2012 O
Key Stage 2 Wizard England 2013 m/m#A20ima Oa
Key Stage 3 Wizard England 2012 /04202 O
Key Stage 3 Wizard England 2013 m/m#A20ima Oa

| < Back | | et » | | Einish | | Cancel |

If you have imported previous
wizards they will also appear
in the list but can be excluded
from future views by ticking
the appropriate box in the
Complete column and filtering
on Incomplete again.

Click on the Key Stage 3 Wizard England 2013 and click on the Next button.

Select Group

siMs Wizard - Key Stage 3 Wizard England 2013

Your group of pupils will now need to be selected. To do this click on the magnifying glass.

If you created a User Defined Group in Section 1, click on the + symbol next to User Defined Groups and
select the relevant name e.g. Key Stage Three 2013 and then apply then next.

If you did not create a User Defined Group select the + symbol next to National Curriculum Year Group
and select Curriculum Year 9 then apply then next.

sis Group Selector

Select the effective Group date

o [EETE] B | 1o [ 6]

[ Refresh |

21

#- Exam Season Candidates

[#- Course

[+ Ethnicity

- Home Language

- First Language

[+ New Intake Group

[+ Registration Group

# Special Needs

[+ Year Group

= National Curriculum YYear

Curriculum Year 9

Curriculum Year 10

Curriculum Year 11

Curriculum Year 12

Curriculum Year 13
Assessment User Defined
Exam Performance Cohort

= User Defined Groups

Key Stage Three 2013
Discover

[+ House

Apply

I I Clear Selection

LCancel \

You will be returned to the Wizard screen with your selected group displayed. Click on the Next button.
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The Marksheets page of the Wizard lists all marksheets for KS3.
zixi| English, Maths, Science and MFL
Marksheets teacher assessments must be recorded

Filter: Ilncomplete vI Pleage select a Marksheet and click on the pencil to enter/edit data. and Submitted to NCATOO'S at
Attainment level.

Templat G Last Uzed | Complet . .
et s e Z | Foundation subjects are recorded at

KS3A EnMaSc TA 2013 Key Stage Three 2013 O .

Subject level.
KS3E. MFL TA 2013 Key Stage Three 2013 O
KS3 C. Subject TA 2013 Key Stage Three 2013 O KS3 A. En Ma Sc TA 2013 reCOde
K53 D. Foundation TA 2013 Key Stage Three 2013 O EngliSh, Maths and Science at Attainment
KS3E. P Scale Core 2013 Key Stage Thres 2013 O level, then calculate for Subject levels,
KS3F. P Scale Faundation 2013 (Key Stags Three 2013 O (non-statutory)
K53 ). Broadsheet Review 2013 |Key Stage Three 2013 O

KS3 B. MFL TA 2013 records MFL

| attainment level, then calculate for MFL

[ <ok [ wo> J[ P [ Cono Subject level, (non-statutory)

There are four statutory marksheets that need to be completed by your school

« KS3C. Subject TA 2013 — can be used record English, Maths and Science Subject levels only
e (Core and Foundation subjects Attainment levels are required for submission to NCATools)

» KS3D. Foundation TA 2013 — can be used to record Subject levels for Art, Design Tech,
Geography, History, Music and PE for reporting purposes. Subject Levels for Citizenship, RE and
ICT may also be recorded here if this is your School’s preferred method of reporting these subjects
to parents

» KS3E. P Scale Core 2013 — any student for whom a W has been entered at any attainment level
must also have P scale assessments entered. Pupils for whom a W has been entered but who do
not have a special educational need should be marked as NOTSEN.

e KS3F. P Scale Foundation 2013 — any student for whom a W has been entered at any attainment
level must also have P scale assessments entered. Pupils for whom a W has been entered but who
do not have a special educational need should be marked as NOTSEN.

5. Entering the Results on the Marksheet

To select a marksheet click on its row and then click on the Edit Marksheet button (green pencil).
This will open the marksheet ready of data input.

sis Marksheet Entry

Marksheet Entry: KS3C. Subject TA 2013 : Key Stage Three 2013

Sawve Undo =3 Print @ Export - I}::’Ealculate
1Basic Details 2 Marksheet

1 Basic Details
Mot This Marksheet can be used to enter the Subject Teacher Assessments for English, Maths and Science at [«
ol Key Stage 3 in 2013,
1. Enter the Levels for each of the Subjects. LI
Drata entry for this Markshest is complete O
2 Marksheet
Resul Date [15/05/2013 Group Membership Date  [15/06/2013 B Reieah B SUmma o Nariow @l Zaom
Group Filter ‘ | Q,

EM Ta English Subject

Key Stage 3 Yalidated Result
Ma TA Maths Subject

FKey Stage 3 Walidated Result
SC TA Science Subject

ey Stage 3 Walidated Result
MF T MFL Subject

Key Stage 3 Yalidated Result
Missing Entry Chech:

Students

ABBOT, Hannah
ADAMS, Melanis
ADKINS, Richard
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Results will need to put input for all columns without an |7 symbol in top left corner (these will auto-fill when
you click the Calculate button which can be found at the top of the screen).

Please Note - If you have a pupil with SEN at level W, enter W on this marksheet (as well as entering the P
Scale level on the P Scale marksheet).

If an incorrect value is entered into a column the message below will appear. This will then supply you with a
valid value to aid you in correcting this error.

m View Invalid Result @
=1 Print IE] Save

The entered result value T is invalid
The valid range of values for this column are:

EREE

Once all results have been input click the Calculate button, and this will populate the formula columns.
Check whether you have any missing results by right clicking on the Missing Entry Check column heading
and selecting Order Rows / Descending.

You must resolve any Missing Entries before returning your data to us. Once you have resolved any missing
marks or errors, click Calculate / Save / Close.

After you have entered the Subject TA data you can then enter assessment levels into the Foundation TA
marksheet. Select the KS3 D. Foundation TA 2013 marksheet and click on the green pencil button.

The only statutory requirement is to return English, Maths & Science TA levels to the LA or DfE.
However, if you enter the foundation subject levels, the report available at the end of the process will contain
all the data you need to report to parents. The screen below should now appear

s Marksheet Entry

Marksheet Entry: K53 D. Foundation TA 2013 : Key S5tage Theee 2013

Save Unda =) Print 'EI Export - Ih:’ Calzulate
1Basic Detail: 2 Marksheet

1 Basic Details
Notes Thiz Mar_ksheet cah be uzed to enter the outcomes of Teacher Aszessments in Foundation Subjects at Key ii
Stage 3in 2013,
1. Enter or amend the Teacher Assessments in the white 'data entiy' columns 'j
Last Used |:I|—___|
Drata entry for this Marksheet is complete O
2 Markshest
Result D ate |_r:'_' Group Membership Date |_r:" S Refresh (1) Surnmary  der Narraw &l Zoom
Group Filter | | Q
£ £

K.ey Stage 3 ¥ alidated Result
D& TA Des and Tech Sub

K.ey Stage 3V alidated Fiesult
Key Stage 3% alidated Fesult
F.ey Stage 3% alidated Result
Fey Stage 3 alidated Result
Key Stage 3 alidated Result
K.ey Stage 3% alidated Result
K.ey Stage 3 ¥alidated Fiesult
Key Stage 3% alidated Fesult

a
=
@0
=
=
(]
(=
(=]
o
(i}
=T
=
i}
o

AR TA At Subject

HI T4 Histary Subject
MU TA Music Subject
PE T& PE Subject
Mizzing Entry Check
Grade check
Citizeriship T4

ICT T4 Subject

RE T4 RE Subject

Students

ABBOT, Hannah
ADAMS, Melanis [
ANKING Rirhard |

Once all results have been input click the Calculate button, and this will populate the formula columns.
Check whether you have any missing results by right clicking on the Missing Entry Check column heading
and selecting Order Rows / Descending.

Once all missing marks have been added click Calculate / Save / Close.
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6. P Scales Data Entry

All SEN pupils that you have entered as a level W in the main teacher assessment marksheet need a
P Scale entered into the relevant marksheet.

Please Note - P Scales for pupils with SEN at Level W is statutory.
There are two P Scales marksheets - KS3 E. P Scale Core 2013 and KS3 F. P Scale Foundation 2013

Click on the KS3 E. P Scale Core 2013 marksheet and then click on the green pencil button.

i
MarksheetEntry : KS3E_P Scale Core 2013 Key Stage Three 2013
Say Undo =3 Print '&\ Export = B& Calculate @ Help lJ._iJ Favourites 32 Close
1Basic Details 2 Markshest &
1 Basic Defails =
Mates This Marksheet can be uzed to enter P Scales for those students for whom futher assessment is necessany. |~
Biefore pou save, please snsurs Hiat pou have clicked on e Calculate! button and have investigated
instances where attention has been drawn to possible problems. Such problems might include P Scales Ll
—
Diata entry for thiz Marksheet is camplets O
2 Markshest
Resul Date [16/05/2013 || L | Group MembershinDate  [15/05/2073 || 1 | &3 Refiesh (1) Summary 2 Nanaw G Zaom
Group Fiter | | @

biect K53

Key Stage 3 Valdated Result

ated Result

alidated Result
ated Result

EM Té& English Subject K53
Key Stage 3'alidated Result
Key Stage 3 Validated Resul
Keyp Stage 3 Valdated Result
M TA Maths Subject K53
Key Stage 3 Validated Resul
Key Stage 3 Valdated Result
Key Stage 3Validated Result
Key Stage 3 Validated Resul
Mo. of possible prablems

P Scale: Speaking
P Scale: Reading
P Scale: Use Maths
P Seale: Mumber

P Scale: Shape

Students

ABBOT, Hannah
ADAMS, Melanie |
AMKING. Richard |

You can now enter P Scales for the pupils who are working at Level W and who have also been identified as
having SEN. You do not need to enter values for any other pupils.

The valid P Scales for each subject are:

P Scale Subject Valid Entries
English P1li Plii 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 P1li Plii P2 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 & Foundation Subjects Pli P1lii P2i P2ii P3i P3i P4 P5 P6 P7 P8 EAL

« If a pupil is at Level P1ito P3ii OVERALL in English, then recording Reading, Writing, Speaking and
Listening levels is unnecessary. Just enter P1i to P3ii in the P Scale: English column.

e If a pupilis at Level P4 to P8 OVERALL in English, then you need to enter levels for Reading, Writing,
Speaking and Listening (where appropriate, the pupil may not be W in all of these subject strands),
but not an overall English level.

« Recording of Mathematics subjects follows the same model.

e 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.

The same process will need to be completed for KS3 F. P Scale Foundation 2013 if you have SEN pupils at
Level W.
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7. Returning your results to Performance and Intelligence (C&A)

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 Three Results.

The XML file needs to be uploaded to the NCA Tools website https://ncatools.education.gov.uk/.

Please Note - There is an extra screen to the wizard that creates an export file to return to either the LA or
NAA. Do not go through this process, just keep clicking Next until the wizard closes.

8. Creating an XML (CTF) in SIMS.net

From the SIMS.net main page; go to Tools / Setups / CTF. The following CTF defaults page will appear:

sms SIMS .net: Green Abbey School

Focus  Reports  Routines  Toals  window  Help
~ 2 - o E 3 & | mollta U =
B - B BREN HBCEZ O EQB
Configure CTF Defauls
Save Unda
1 Directory Detaile 2 Data to be Imported by Default 3 Datato be Exported by Default. 4 Altemative Destinations
SAECLIY RS This repart containg sensitive infarmation, M ake a note Of
CTF impart diectony. [CASIMEACTRCTFIN [ secuiy Message .
' L: these two file paths;
CTF ewpont diectory  [CASIMSHCTRACTF OUT I | Default Message yo uwi || need to
know them later on
2 Data to be Imported by Default .
Studerit Basic Details b Studerit Address 7} Studarit Contacts m} In th e process .
SEM Informatian O Assessment Data 4 School History O
Atterdancs Summany O Loked After O FSM Histary O
3 Datato be Exported by Default
Student Basic Details ] Student Address =] Student Contacts
" Axsessment Data 7} "
SEN Informatiory O Includs K51 TaskedTasts 0O School History O
Altendance Summary | Looked After O FSM Histary
Collsct Attsndancs  [SIMS Attndsrics Module =
Data From
4 Alternative Destinations
Code [ Description I [ Hew
MasLLLL Mational &3zessment Agency )
+ Open
3 Delete

Import Directory:

CTF Export Directory:

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. This will probably be: Program
Files\SIMS\SIMS.net\CTFIN.

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

3 Data to be Exported by Default
Student Basic Details [l Student Address [l Student Contacts | Make sure the
SEN Information ) Assessment Data = School History O correct 3 options
Include K51 Tasks/Tests O .
are ticked.
Attendarice Summary O Looked After O FSh Histom
Collect Atiendance SIS Attendance Module Rd|
Drata From

Once your screen matches this, select the Save button. The CTF now needs to be created
(if you made no changes, the save button is not activated, so just click the Back button).

Performance and Intelligence (C&A) Page 11 of 14
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Go to Routines / Data Out / CTF / Export CTF, then in the type box, highlight General and click Select.
The following screen will appear

sims SIMS net: Green Abbey School

Focus  Reports  Routines  Tools  Window  Help

=) <:Z| B = e "‘ : S w‘ - ~j-{] & a2 | == |.—_T - | ﬁ- a 'ﬁ:;

Ep S Back Forsard &g o &—/_‘ e o R 4 (2 LB 5 = -
Export CTF (General 1) Make sure the view

is set for Current and
Leavers this year.

1Datatobe Exported 2 Student Options 3 Students 4 Exception Log

1Datatobe Exportsd 2) Ensure that the

Student Basic Details =] Shudent Address = Student Contacts O
Include Students
SEM Information (| ] = School Higtorny (|
Include K51 Tasks/Tests [ already exported box
Attendance Summary O Looked After O F5M Histary (| iS t | c ked an d c | | Ck the

Refresh Students
button.

Optional Data Descriptor for a parlial CTF - Please enter
free text e.g. Update to K52 assessments for QCDA,
which will appear in the Datalescriptor tag within the CTF

header.
SRR / o - 3) Click on the
Effective Date  [15/05/2013 | B | View |Eurrent students :J ;T;:J:LLQ;{:; [l | %]  Befresh Students Year GI’OUp arrow
and select Year 9
3 Students
UPM Prefened Sumame | Preferred Forename |Reg G |E| Year & B‘;ﬂaught Ei Previous Destination
BE23432110001 Abbey Grenelta [7F] [7] [7] Green Abbey Schoal
BE20432103001 Abbey Jirrirriy 104 10 10

Your Year 9 pupils will now be filtered as shown below

ss 5IMS .net: Green Abbey School

Forus  Reports  Routines  Tools  Window — Help

& - . i - 2 Ray i 53 & -

B @ -ired B33 BWENHBERZS D S0B
Export CTF [General]

1Datatobe Exported 2 Student Options 3 Students 4 Exception Log

Optional Data Descriptor for 2 partial CTF - Please enter
free text e.0. Update to K52 assessments for QCDA,
which will appear in the Datallescriptor tag within the CTF
header

2 Student Oplions

Effective Date  |15/05/2013 | ,:' | View IEunent students

already exported

_vJ Lo ST e [l |':J Refresh Students

3 Students
UPN Prefenied Sumame | Preferred Forename: |Feg G. [7]Year Gip (=] Year Taught [+ Previous Destination Diestination L, /Other Destination 5 chaol -
6823432109004 Ainzworth Alizon ac ) 2 . |
WEZ3432103005 Andrews Bethany SE 9 2l
RPN ARANR finATAR Al qF q q

« Left-click once in the Destination LA / Other 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 / Other box for the first pupil
e Scroll down the list of LA’s until you find National Assessment Agency (NAA),
the list should be in alphabetical order
« Click on NAA and all pupils will now have this destination
e The Destination School column does not need completing

Now, scroll down the list to check that ALL pupils have been given NAA as a destination. Whilst testing the
software it has been found that pupils at the bottom of the screen may have been assigned a different
destination or no destination at all. If so, click on the down arrow for each pupil and select NAA manually.

When all the pupils have NAA as the Destination LA / Other, and you have no other errors, you can
continue by selecting the yellow Export CTF button on the right below the pupil list.

During the export you will see a message about an Address Tidy. Click on the Yes button to proceed.
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This will export the CTF to your chosen file location and may take a few seconds. Once the file has been
created the following screen will appear. Please make a note of the file name as you will need this later and
then click on OK.

- Export complete. CTF file(s) created:

8234321 CTF_NAALLLL_001.3ml

CTF File Name

The Exceptions Log will now appear. Please check that within this screen the Number of students in file
matches the Number of students processed and that it is what you were expecting from you original
documentation. The Number of students not exported should be zero.

If not, go back and check your User Defined Group.

All errors relating to UPNs or KS3 teacher assessment must be corrected within your MIS and a new file
created. If there are any errors relating to EYFS they can be ignored and you can process to the next step.

If you experience any problems or would like further advice please call
Performance & Intelligence Team on
01634 331048, 337086 or 331068.

For support using NCA tools, contact the National Curriculum assessments helpline on
0300 303 3013, email assessments@education.gov.uk or typetalk 18001 0370 000 2288.
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9. Reports

Key Stage Three
Guidance

Within the Key Stage Three wizard there is a facility to produce reports and compare them to the previous

years National results.

To access the reports click on Tools / Performance / Assessment / Wizard Manager.
Click on Key Stage Three Wizard England 2013 and then next
Check that the correct group has been assigned — Year 9 or Key Stage Three 2013 —

then select next twice.

The next screen should be “Individual Reports”. Within this screen there are three reports

= KS3 P1 Student England 2013 - shows individual pupil reports
= KS3 P2 School TAs England 2013 - shows school teacher assessments compared to National
= KS3 P3 Comp TAs - Gender England 2013 - shows the same information but split by gender

Preview
Print

sims Wizard - Key Stage 3 Wizard England 2013 ﬂﬂ
....................................................................... 1
0 <
K53 P2 School Tas England 2013 0140142013 =
K53 P3 Comp Tés - Gender England 2013 0140142013 @
Membership Dates for Group : Key Stage Three 2013
From 15/05/2013 To [15/06/2013 || & | | Refresh |
Group Filter | |
Students
I Surnarne | Farename | DOB | Feq Grp -
Abbot Hannah 2341241998 o]
O zdams Melanie 06/06/1999 a0
O Adkins Richard 234031999 5E
O tinzworth Alizon 28/05/1999 ac
O andrews Bethany 16401419399 SE
O aperen Alexandra 16406419399 SE -
| Selectdll | | Deselectal
< Back | | Mewt > | | Einish | | LCancel |
Z

Please select the relevant report and the option that best suits you by clicking on the icon next to the reports.
This may take some time depending on the number of students selected in the Students panel.
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