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Version Log
Version Version Date | Created/Amended/ Amendments/
Number Updated By Updates
1.0 15-10-10 N. Bowers -
1.1 02-11-10 N. Bowers Running Report in Excel
1.2 13-04-11 N. Bowers Update to SIMS — version number and screen shots
Introduction

Early Years Foundation Stage eProfile is designed to help you to:

= record Early Years Foundation Stage eProfile assessments for your pupils;
= produce school level summaries and printouts for parents;

= monitor progress of your pupils through the Early Years Foundation Stage;
= upload completed file to the PLASC/ Maninfo

The software is designed to reflect the layout of the Early Years Foundation Stage Profile pupil booklet produced by
QCDA, each pupil having his or her own electronic “booklet” viewable onscreen for the practitioner to record

assessments against the pupil.

Once an assessment has been recorded it is saved on your computer. Assessments can be added whenever you
wish and scores for components, areas of learning and the overall score are computed automatically for you.

At the end of the Early Years Foundation Stage you will be able to produce a file containing all the information you
are required to return to Management Information at plasc@medway.org.uk or maninfo@medway.gov.uk

The eProfile was developed by Suffolk County Council for the DCSF. However, all queries relating to the eProfile
should be referred to Management Information.

Contact Details

If you have any problems using the eProfile, please do not hesitate to contact Management Information on the
following telephone numbers:

01634 331048
01634 331068

Alternatively please email plasc@medway.org.uk or maninfo@medway.gov.uk
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Downloading and installing the eProfile Version 3.2

N.B Please make sure that if you already have the eProfile installed that an up to date backup of your data has been
made before installing this new upgrade to the software. Details of how to do this can be found in the backup
section (Page 33) of these guidance notes.

Section 1 - Downloading the FSP software Upgrade Ve  rsion 3.2

To download the software go to our Management Information Page or Management Information for schools on the
Schools Forum

Step 1
Click on Early years Foundation Stage. Scroll down to the eProfile and click on version 3.2. The following screen will
appear:

. File Download - Security Warning .

Do you want to run or save this file?

Mame; FIP3z.exe
Type: Application, 3.89ME

From: www.medway.gov.uk

Run ] [ Save l I Cahicel

iy potentially harm your computer. IF you do nat trust the source, do not

Fl while files from the Internet can be useful, this file type can
v T aor save thiz software, What s the risk?

Step 2
Select the Save button
The Save As screen will appear:

Save As rﬂ
Saveir: | ) Version [l Q il [~
.__) My Recent Documents
N =
p, [} Desktop
LJ _‘5 My Computer
My Recent e Local Disk [C:)
TEENE e 1, DYD-RéM Diive (D3]

z impulzed on ‘medcivapp2’ (I:]
__‘f__ ncer on ‘medcivappa’ [M:]

Diesktop

2 snap on 'medcivapp2’ (3]
__‘f__ Crystal_rpt on 'medciviile2' [T:]
. 2 nicola.bowers$ on ‘medusersvm’ (L)
- ,';g 3 el_dir on 'medciviile' [w:)
;.!J' |53 Management_Team
My Caimplier ) Policy_Unit
(53 Management_Info
i) & FsP
My Metwork 3
Places |

Step 3

Select the required location and press the Save button. Management Information recommends saving the eProfile
exe file onto your Desktop so the software is easily accessible. Please do not change the File name as this shows
which version of the software is being used.

The eProfile will now be saved to the desktop. Locate the file on the desktop and double click on the icon shown
below and the following screen will appear:

FSPaz. exe
Management Information 04/05/2011 Page 4 of 42
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Step 5

ﬁ’Setup - eProfile (fsp V3) E]

el Setup - eProfile (fsp V3)

Welcome to the eProfile {fsp v3)
Setup Wizard
Thig will inztall eProfile W3 [3.4] on your computer.

It iz recommended that pou cloze all other applications before
continuing.

Click Mest to continue, or Cancel to exit Setup.

MNexst > I[ Cancel

Select Destination Location
‘where should eProfile [fzp %3] be installed?

/J Setup will install ePrafile [fsp 3] inta the following folder.

To continue, click Nest. [F you would like to select a different folder, click Browse.

Browse...

:WPragram Files\FSH

At least 1009 MEB of free disk space is required.

< Back ” Mext > ][ Cancel

Select Next

Step 6

Folder Exists

b ] The Folder:

-
C\Program Files\FSP

already exists, Would vou like to install to that Folder anywway?

I Yes l [ Mo

The following screen should appear asking you if you want
to save to this folder, although one already exists. Click
Yes
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You should select the C drive as your target directory i.e.
C:\program Files\FSP. This upgrade must be installed in
the same location as the previous versions. Select Next.

Step 7

ﬁ'Selup - eProfile {fsp V3)

Select Additional Tasks
“which additional tasks should be perfarmed?

Select the additional tasks you would like 5etup to perfarm while instaling eProfile [fsp
W3), then click Mext.

Additional icons:
Create a desktop icon
Create a Quick Launch icon

< Back ” Mest > ][ Cancel

Once the next screen is shown tick Create a desktop icon
and Create a Quick Launch icon

Select Next




Step 8
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Step 9

5 Setup - eProfile (fsp V3) E]

Ready to Install
Setup iz now ready to begin installing ePrafile [fzp W3] on vour computer.

Click Install to continue with the installation, or click B ack if you want to review or
change any seftings.

Destination location:
C:\Program FileshFSF

Additional tasks:
Additional icons:
Create a Quick Launch icon

< Back ” Install ][ Cancel ]

Select Install

Section 2 - Opening eProfile

Step 1

43

eyervolile W3

Open the eProfile by double clicking on the icon pictured
above which can be found on your desktop.
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5 Setup - eProfile (fsp V3) [Z]

Completing the eProfile (fsp ¥3)
Setup Wizard

Setup has finished installing eProfile [fsp W3] on vour computer.
_The application may be launched by zelecting the installed
icons.

Click. Finigh to exit Setup.

Select Finish

Step 2

Early Years Foundation Stage eProfile

Select the cohort with which you wish to 15012
work: (identified by the year in which the 2011
cohort reaches the end of the foundation

5010
ta
e 2009

sers are reminded that reference should
be made to the relevant sections of the
eProfile manual in order to ensure
appropriate use of the programme.

Select 2011



Step 3

‘Welcame to Early Years Foundation Stage eProfile [32] (2011 cohart). Please have ready the fallowing infarmation:
‘our official school or setting name
The name of your LA {to select from a lisk)
‘Your school 4 digit DCSF establishment code or 6 digit URN (starts with the digit "5")

Information

L

The initial password is password - you are advised to change this once you have got started.

Click on Y¥es iF you agree ta use this software under licence (na cost) fram DFE

The next screen will ask you to have the following information
ready.

You are now ready to start importing your eProfile children.

Click Yes

Step 5

eProfile Version 3.2
Guidance Notes

Step 4

School details

This is a

+ school " Independent setting (PYI)

e o e |Ni:u|as Test Schoal

LA |57 Medway =

If wour LA does not appear in the drop ,—
down list enter the 3 digit code here
School DFE na, 1234

? Help | xCan:eI

o oK |

Enter your schools’ details, select 887 Medway
as shown on the screen above.

Once your schools’ details have been completed
select OK.

Enter in the password (which, as long as it has not been manually changed will be ‘password’) and select Enter.

Password

Enter the password

Cancel

Step 6

Following the successful installation of this version; 32 will show on the top bar as well as in the status bar at the

bottom of the screen.

%5 Ea'i'.ly'\"éal"s Foundation Stége eProfile [52']-(.20‘1"1' co.hor't'):'HicoIas .Tés.'t school B@E
Administrafion Assessment Manage your work Reporting  Data Collection Help
[ T
|| Select a chart.. a el |
o [ = sttarinment
-5":_&? | '.’.:,_%’ Al dang? :
= = Quality
55 Assurance checks
| Aszsess pupils Il All done? /| Charts Fl | | Printouts

Everyone: 0 pupils  Data appears to be complete Y32 August 2010 (Rel. 0 01/08/10)

13:31:58

Step 7
If you have not started inputting your data for 2011 the eProfile will
details and their assessments.
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Creating a file to import to eProfile

Please note these instructions are based on SIMS.ne

t version 7.138

Schools have the option of either creating a CTF or a CSV file to import the names of their reception children into the

eProfile. Please choose whichever option you feel most comfortable with and follow the relevant step-by-step

guidance notes.
Section 1 - Creating a CSV file

Section 1.1 - Design and Create the Report

Step 1

Within SIMS.net, select Repprts and then Design Reports . This will open the report designer

|W SIMS .ngWATERS EDGE PRIMARY SCHOOL

M|

Focus  Reports  Routines  Tooks  Window  Help

= ) - = - =) o = g

e |3 G BWESHNBEZ2D BRB

SIMS Shortcuts HomePage: Mrs G Grosvenor, 12/04/2010

Applications (=i Print o Configure 1) Documentation @ Help 3¢ Close

WATERS EDGE PRIMARY SCHOOL
No School Bulletins “Naters Ed&‘
Primary Schoo! )

Step 2 Step 3

|m SIMS .net: WATERS EDGE PRIMARY SCHOOL

|ﬂ SIMS .net: WATERS EDGE PRIMARY SCHOOL

Focus  Reports  Routines  Tools  wWindow  Help

<;:| Back -

SIMS Shortculs ED N = Gpen

ssered il

Applicat - e "
LS ‘i Report Designer

Welcome to the SIMS.netreport
designer

| would like to ..
B Cresteanew repart
Open an existing report

® Importa report

Select Create a New Report from the left hand side of

Focus  Reports  Routines  Tools  Window  Help

@ - ssereadbhi
SIMS Shortcuts [ Mew = Open
Applications -

Ei Select Data Area

Choose the focus on which to base your
report

=i People |
- Shudent i
o Staff E
- Contact i
- Data Collection Sheet
- Learnwizse User
- Applicant
*- Cantract

i#- School s

LE ) ;;I'éijcgguén tocuz will became the rows of

<4 Back Newt »»

the screen.
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The Select Data Area screen opens and provides a list
of possible report bases. The report needs to provide all
FSP pupil information, so ensure that ‘Student’ is
highlighted. Select Next.




eProfile Version 3.2
Guidance Notes

Step 4

The Refine Data Area is now displayed and has a drop down lists of further possible report bases. Ensure that ‘on
roll' is selected from the drop down list. Select Next.

|ﬂ SIMS _net: WATERS EDGE PRIMARY SCHOOL

Focus  Reports  Routines  Tools  Window  Help

@ - o B RRES BB
SIMS Shoricuts [ Mew (= Open
Applications -

Eaﬂ Refine Data Area

Refine the Data area that you have
chosen to base your report on

My reportis based on Student

| Orvrall |

Finish

Step 5
The Select Data Fields screen is displayed.

From here we can choose which information is required for the report. The Basic details area has already been
expanded and the first item that needs to be added is the UPN.

Expand Registration and highlight UPN. Using the arrows between the two white boxes, select and UPN will
appear in the right hand box under Student.

[EZ SIS .net: WATERS EDGE PRIMARY SCHOOL B
Focus  Reports  Routines  Tools  Window  Help
= 3 3 3 = =3 M o lre g
5 @k - ¢ |G RREdHMBERSDIGRE®
SIMS Shortculs [ 9 New = Open [P Savass ~ B8Run |1 Previsw @ Help 3£ Closs

Applications - :
E‘i Sz Select fields to be included in the report

Focus [Student J

Here you can choose which iterns of

inforrmation you wantta be displayed as Find B2 Fulllist Caption|JPN ¥ Clear |[E Blank
columns in your report l:l " | | [ — ] Il
B ~ [ ERE
e Name & g @ e LUPN
— - Forename & Sumams @
i) Youmust select at lesst one fisld to St —
includs in your report i . )

- Forename
e Legal Foreramme
- piddle name(s]
Surname & Initial
Initial & Surmame
w Gurname & Legal Forer
- Suthame & Forename
e Legal Suname & Legs

[ << Back | [ Mews> | [ Fiish ‘D”ﬁii'll bith

Load ffam an exisfing report

The same process needs to be completed for the following data items:

Surname — which can be found under basic details and selecting Surname

Forename — which can be found under basic details and selecting Forename

Gender — which can be found under basic details and selecting Gender

Date of Birth — which can be found under basic details and selecting Date of Birth

Registration Group — which can be found under Registration and selecting Reg Group

Ethnicity Code — which can be found by expanding the Ethnic/Cultural section and selecting Ethnicity Code

Free School Meal Eligibility — which can be found by expanding the Dietary section and selecting Eligible for Free
School Meals

SEN Status — which can be found by expanding the SEN section and selecting the SEN Status Code

English as an Additional Language  — which can be found under the Ethnic/Cultural section and selecting English
as additional language

Post Code — which can be found by expanding the Family Home section and selecting Postcode
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Step 6
You should now have a screen WhICh should look like the one below. Please make sure all data items have been
selected.

Zocus  Reports  Routines  Tools  Window Help

w»@eack- Fwwardl&ﬁlE!P ‘BB CE20B0B

Selectfields to be included in the report

Facus [Student

Here you can choose which items of . [Studen |
information you wantto be displayed as i & Fulllist SigslPesoads L
columns in your report I:l & ‘ ]

. . - Legal Sumname & Legal Fnrenan’[ﬂ m S

Initials - UPN B
" Date af hirth + Sumame
@ - Age in years ; ~ Forename:
. - Age fym] 1 Gender

- Days to nesxt bithday Date of birth [DOB]

- Last Updated - Reg gioup [Rea]
-+ Fole Text - Ethnicity
Telephone [own) - Eligible for free meals
Email [own] -~ SEN Status
Quick note - English as additional language

- Quick Note Awallable
- Birth certificate seen
-+ Public Funded

-+ Gender

<< Back | Mest »» Finish |

Step 7
Select Next from the left hand side of the screen and the following screen will appear.

SIMS Shortculs

Here youmay apply afiterto restrict the Bew 00, 7 Wodly 3 Delee

rows in your repart e [ filter]

A filter needs to be applied so that only the eProfile pupils are reported.
To apply the filter, select New under Define Filter on the right hand side.

The following screen will appear:
M1

Focus [Pupil ]

Find l:l [wl Full list Enter/edit condition phrase
At :

[E] Basic detais...

------- Surmame

Legal Sumame
Forename

~we Legal Forename
------- Middle namefs)
Surname & Initial
Iritizls

------- Date of birth

Age in years

Days to nest birthday
e Lagt Updated
------- Fole Texst

Dafault

Cance\
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Step 8
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Find and highlight Date of Birth , which can be found under Basic details. Date of birth will be shown as an

Attribute on the right hand side of the screen. The conditions of this filter now need to be set.
Select the arrow next to Condition , this will display a drop down list. From this list select after.
In the Value field, use the calendar to select 31 August 2005 as below.

—_—
ﬂ Define Filter Condition EEE

Step 9

Select Ok, this will return to the Define Filter screen, where the created filter can be seen.

DG

Find

Focus [Pupi

l:l [wl Full list Enterfedit condition phrase

=]

Basic details...
Sumhame
- Legal Surname

Attribute  [Pate of birth

Forename 31 August 2005
Leqgal Forename

~ Middle name(s)
Sumarme & Initial
Initials

- Date of bith

Age in years

Daays to next bithday

-~ Last Updated

Role Text

Focus  Reports Routines

Tools  Window

Help

L nl il A s3I eredBBCESDBRD

Here you may apply afiterta restrictthe
rows in your report

Step 10

The report needs to be defined further, so select And below Define Filter .

Management Information 04/05/2011

aveds + ({8 Run

|- Fiastits

EBand., 0 Modly 3K Delete
(= v Students where

Date of birth s fter 31 Aug 2005
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This will display the same screen as before. Complete the same process:

= Find and highlight Date of Birth, which can be found under Basic details
= Date of birth will be shown as an attribute on the right hand side of the screen.
= The conditions of this filter now need to be set.
= Select the arrow next to Condition, this will display a drop down list.
» From this list select before

In the Value field, use the calendar to select 1 September 2006 as below.

ﬁ Define Filter Condition =EE
Focus [Pupll ]
Find |:| A Fulllist Enter/edit condition phrase

i Date of bith
e o Awbus
- Sumamng Condiion | befare -
- Legal Sumame
- Forename Value | 01 September 2008 v
- Leqgal Forename
- Middle name(s]
- Surname & Initial
- rittials
- Date of bith
e B0 N pEars 1 Prompt at runtime
w Days ta nest bithday Enter a prompt. ar click "Default”
- Last Updated
- Role Text ha
£ >
) R

Step 11

Again, select Ok. Select Next from the left hand side, this will display the Define Sort Order screen.

The default can be accepted, select Next.

eProfile Version 3.2
Guidance Notes

The next screen will be the Specify effective date. This is another screen that you can simply select next.

Step 12

The following Define Presentations screen will be displayed. Highlight Excel and give the report a title of ‘eProfile

2011’ and select next.
E ‘:::lEack 5

S ersdBBCESDIBRH

[F Mew 7 Open [P Saveds ~ @ Run
Enﬂ Define presentations

Here you can design the settings for
the differenttypes of output

Selsctthe presentation for the report

Fresentation
BF wiard List Report
BY word Maimerge
EdFom Report [RTF)
2 Exeel

& wieb page
=]Text
&, Analysis

0 o e of s ine

| Preview

Enter required settings for report ouiput types

& Help

Repart Title

[ePrefile 2011

Suppress duplicates [

Excel Setiinas

() Standard Portrait

(0 Standard Landscape

() Repoit Template

Allow these settings to be changed

at run-time

[ 4¢ Back ] l Next 3> ]

[ Finish |

The report design is complete. Select Save my report . This will display the following dialog box

Divider T
Frequency 572

Mumber of 0 =
Fixed Columns

[w] Go straight ta Print Preview

[ Group into separalte sheets

[J Record count

Step 13 IWSave Report As E]@
Name [eProfile 2011 |
Private [v]
[ Ok ] [ Cancel ]

Withaut ticking the box to uss these settings, the report will ga straight to Excel. You map need to untick the Suppress Duplicates bow if you expect to see repeated raws.

Give the report a suitable name and select Ok. The Design Complete screen will be displayed again.

Management Information 04/05/2011
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Section 1.2 - Running Report in Excel

Step 1
Select Run my Report . This will open Excel and export all of the FSP pupil details. When Excel is opened the
following message box should appear:

Security Warning

"C:\Documents and Settingsinicola, bowers) iy
DocumentsitempSimsRptiReportData. xls" conkains macros,

|[ Macros may contain viruses, It is usually safe to disable macros, but if the
macros are legitimate, you might lose some functionality,

Disable Macros [ Enable Macros ] [ More Info

Step 2
Select Enable Macros . (If the above message box does not appear please contact Management
Information).

When Enable Macros has been selected, a print preview of the report should be displayed as follows

eProfile 2011
UFH Surnams Fomnam# Gendsr oE FEg Eftinlolty Blglb & T r Tas mealc ZEN thue Englieh acaddifonal Anguags Foctood s
TEIOMOICEOES Aamn chls ] O Sep kember 2005 WENG T P45 S0P
EIO0I0032 Aan L F O Sep kmber 2005 WENG T PO4S S0P
MEX0010503+  Aaon Siophie F O Sep kmber 2005 W EEN T PO4S S0P
QE20200109035  Bames Ly F 13 D& mber 2005 CHME T LKET BKL
BEIONO ICH035  Bames Tommy 1] 13 D mber 2005 MEBO E T LKET BKL
Step 3

Before saving the file; 3 columns need to be added (before UPN) and completed, heading names and DOB format
changed (all shown in the print screen below with examples)

To insert the columns right click on the column heading and select Insert . Follow the previous steps until you have
created 3 columns. LEA, Estab and Year will need to head each.

The following headings will need to be changed:

Reg to Class

Ethnicity Code to Group 1

Free School Meal Eligibility to Group 2

SEN Status to Group 3

English as an Additional language to Group 4

I@ Microsoft Excel - Book1
I“__‘IJ File Edit Wew Insert Format  Tools  Data  Window  Help

IRNEN - RERETIE NN A AP NN R A RACRAL- N RV ] R R - L <10 < |[Blz u [E]= =5
L | 1 | [ 18] | Reply with Changes... End Review... Paste Special...
Al - A LEA
Al B [ c| D | E ] F I H [ [ o | vk [ L | « | W | o
1 LEA!ESTAB Year UPN Surname Forename Gender DOB Class Group 1 Group 2 Group 3 Group 4 Postcode
| 2887 (1234 2011 |Y520200109033 Aaron Chris il 01 September 2005 WENG T PO45 50P
| 3 |B87 1234 2011 320200109032 Aaron Liz F 01 September 2005 WENG T FO45 50P
4 |BEF 1234 2011 M320200105034 Aaron Sophie F 01 September 2005 WEEU T FO45 50P
| & |837 1234 2011 Q520200109036 Barnes Luey F 13 December 2005 CHME T LKkE7 8KL
| B |87 1234 2011 BEZ20200109035 Barnes  Tommy il 13 Decernber 2005 MEOE T LKE7 8KL
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The Date of Birth format has to be changed (This has_to be completed otherwise the file will not import into the
eProfile).

Section 1.3 - Changing DOB format

Step 4 Step 5

] Vs <k -Format Cells E]

Eﬂ b; ;‘:}z‘j\ ;Si\i;mglll::b;atf ‘W‘;‘W:q ?E‘D |8 = -8 4L oo - i 210 s|B.Z U ‘g = Number | Alignment Fant Border | Patterns | Prokection

A= | | | J 121, 8. (g3 ) ¥ Reply it Changss.., End ., Baste Spec) '] Category: Sample

H2 - £ D1 Septerber 2005 General 01 September 2005
AT B [ © | D [ E T _F T 6 ] H | J [ K[ L [ ™[ N Mumber

| 1 |LEA ESTAB Year UPN Sumame Forename Gender DOB Class Group 1 Group 2 Group 3 Group 4 Postcode Currency Type:

[ 2867 1234 2011 YB20200109033 Aaron Chris. M 01 September 2005 WENG T PO45 50P F\ccounting

[3]ee7 1234 2011 JE20200109032 Aaren Lz F 01 Septemt W7 .y T PO45 S0P Date DD-MM-HYY

4 857 1234 2011 MB20200108034 Aaron Sophie F 01 Septemt T PO45 50P S

[E(se7 1234 2011 0820200109035 Bames  Lucy F 13 Dacemb| 3| <Y T LKE7 BKL Time himm:ss AM/PM ~

[ 6 /667 1234 2011 BE20200109035 Bames  Tommy M 13 Decemb| (& Paste T LKE? &kl Percentage Hh:rrm |

17| Paste Special.. raction bh:mm:ss

*i* Insert.., Eclelztlflc ddjmmfyyyy hhimm

1ol Delete. Text ;55

|11 . Special mm:ss.0 I

1 = o N =

16 Pick From Drop-dovn List,

:g Sreatalicty Type the number Format code, using one of the existing codes as a starting

i 2, Hyperlink. paink.

2] & Lookup..

To do this, highlight the column containing the Date of Ensure that the Number tab has been selected. From

Birth . Right click with the mouse and the following menu the menu on the left hand side, select Custom . This

will be displayed will display another menu; scroll down and select
dd/mml/yyyy . Select Ok, this has changed the format

Select Format Cells from the menu and the following of the Date of Birth fields.

screen will appear
If the DOB column does not change click on the first
DOB press “F2” button and then enter. Do this all the
way down to the last pupil.
Save the Excel file in the normal way; by selecting File
from the top toolbar and then Save As.

Step 6
Save the file as Template 2011.csv by changing the Save as Type to CSV (Comma Delimited) as below:

. Save As @
Save jn: (B Desktop V @ - 4@ X Ci B3 - Tods-
v, § My Computer
\_\ﬁ bty Metwork Places
Cimens || @B - work
=
[

My Documents

"‘
My Computer

e

j File narne: Template 2011.xls |

My Mebwork

Places Save as LyPe! | Coy (Comma defimited) (%, csv)
irnil Y

Microsoft Excel 4.0 Warksheet (*,xls)
Microsoft Excel 3.0 Worksheet (*,xls)
Microsoft Excel 2.1 Worksheet (*, xls)
Microsoft Excel 4.0 Workbook (*,xhw) !
WK (1-2-3) (*.wke) v
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Importing the csv file into eProfile

Step 1

Open the eProfile by clicking on the icon as pictured below.

=3

eProfile Version 3.2
Guidance Notes

evebrolile V3

Select 2011 (for the cohort with which you need to work).

Enter the password (which is ‘password’ unless it has been changed manually).

Step 2

<2 Early Years Foundation Stage eProfile will read in pupil names From a Common Transfer Format file from your schoaol's management
O, information syskem (MIS), o from a CSV or kext file if wour setting does not have a MIS. Pupils with incomplete o incorrect details
will not be read in. Check the manual For the Format and order of details.

| cancel

Confirm \

Select the Administration
Names.

tab and then select Import

A confirmation screen will appear as shown above, select
Ok.

Step 4

Step 3
Open @
Laok in: @ E‘)es‘i‘i‘op Teel & % | 'Q A g ] - Tools -
_~: }-My Compuker
,:3 | 1S3 My Metwork Places

[,}ﬂ(u) - Work.
1 i%]Templata 2011.csv

Deskiop

My Documents

|
My Computer
j | Fllename:  |Template 2011.csv [
My Mebwark, == o=, —
Places Files OF EYP&! | Text Files (. pri; *.bxt; *.csv) |3

Locate and open the CSV file you have just created from
SIMS.net

Change the Files of type to read Text or CSV files as
shown below.

Select your file, which should be called
Template2011.csv , and select Open.

This will import the pupil names into the eProfile, shown by the screen below

Early Years...

Data File imparked

A confirmation screen is not displayed but the number of pupils contained within your eProfile is shown in the bottom

left hand corner.

You are now ready to enter the assessments. Guidance on this can be found in the Enter Assessments section of

these guidance notes.
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eProfile Version 3.2
Guidance Notes

Section 2 - Creating an XML (CTF)
Section 2.1 - Creating a CTF

Step 1
From the SIMS.net main page; go to Tools / Setups / CTF . The following CTF defaults page will appear

BB s1MS .net: WATERS EDGE PRIMARY SCHOOL
Focus Reports Routines Tools Window Help

B @ - 0 ereABNBCEZESD ERB

Configure C F Defaults

1 Directory Details 2 Data to be Imported by Default. 3 Data to be Exported by Default 4 Alternative Destinations

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

1 Direciory Delails

A

CTF import directory |C:"-.SIMS'-.CTF"-.CTF IN | @]

A

CTF cxport direstory [C\SIMS\CTR.CTF OUT | (&)

CTF 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.

It will probably follow the path: C\A\SIMS\SIMS.net\CTFin

Step 2
The third section on the page is entittled  Data to be Exported by Default.
3 Datato be Exported by Default
Student Basic Details [l Student Address O Student Contacts
. fAssessment Data = _ Please ensure that all of
Ll i iabcn = include K51 TasksiTests [ Srhooi ey - the following options are
Attendance Summary vl Locked After [l <+ ticked.
Collect Atendance | S|MS Attendance Moduls ™
Data From e -

Click the Save button.
The CTF now needs to be created

Step 3
Go to Routines / Data Out / CTF / Export CTF . The following screen will appear.
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Step 4

I SI115 .net: WATERS EDGE PRIMARY SCHOOL

Eoas Reports Rgutines Tools Window Help.

B Gaout - &5 ErEd HBCESD/BRS

Export CTF

1Datatobe Exported 2 Student Options 3 Students 4 Exception Log

& Links

eProfile Version 3.2
Guidance Notes

Firstly, make sure the view is for
Current Students

(Select Current and Leavers
this year if students have left)

Then ensure that the Include
Students already exported box is

ticked and click the Refresh
Students button.

1Datatobe Exported
Student Basic Details vl Student Address (m} Student Contacts m]
Assessment Data =] :
SEN Information = S Sehool History o
Affendance Summary i} Looked After )|
Optiona Data Descripor fr a parial CTF - lese ener
free text 2.0 Update to KS2 assessments for QCDA,
which vl sppear i the DetaDescriptr g wihn e CTF
2 Student Options e * _ *
Effective Date [13/0272011 ] View [Curent students v] Ssesett @ [[E)_Refesh Sudems
3 Students Y
UPH Preferred Sumame  Preferred Forename. |Reg G. | Year G. | Year Talght | Previous Destination
v va20200108023 paron Chris (M) ) n2)
JEI02001109032 paron Liz (A n2) (2)
ME20200109034  Amron Sophie (A (2) 2
L820892102001 Abraham Jane FNE (R (R Medway
M20200105001 | Ackion Stan @O (3 €]

The Year R Pupils will now be filtered as shown below.

Destination LAQther

Destination School

Now click on the Year Taught
arrow and select Year R

[EZ 1115 .net: WATERS EDGE PRIMARY SCHOOL

Focus Reports Routines Toofs Window Help

B @ - S EREN BBCE2D RUAB
Export CTF

4] Links
1Datstobe Exported 2 StudentOptions 3 Students 4 Exception Log

1 Datatabe Exporied

Student Basic Details ] Student Address (m| Student Contacts O
2 Assessment Data =] .

SEN Information [e) Include KS1 Tasks/Tests [ Schoal History O

Attendance Summary ] Looked After (]

‘Optional Dats Descriptor for @ partial CTF - Please enter
free text e.g. Update to KS? assessments for QCDA,
Mmi]w;“a“mmﬁl? DataDescriptor tag within the CTF

2 Student Dptions Include students

Effective Date [13/04/2011 View |Current and Leavers this year |w| a‘reaa.jmme; B[] Fefresh Swdenis

3 Studenis
PN Preferred Sumame | Preferred Forename  |FegG. - |YearG. - |YearTa. / [w] Previous Destination Destinstion LAVOther | Destination School
» LA 0508 Fax Frederick (PINE ™R A Hledway [
PB20200108016 Frank David (DAK) R R Wedway
4820892102139 Fraser Becky PINE) R R Medway
D820200109017 Giant Nicole (ASH) R R Medway
8820200108006 Smith By (DAK) R R Medway
Step 5

Left-click once in the Destination LA box for the first pupil.
. The grid will now be outlined in blue.

Right-click in the same box and choose Select All

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

completed.

column does not need to be

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.

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

continue.
Management Information 04/05/2011
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eProfile Version 3.2
Guidance Notes

Step 6

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 a message box appears on screen showing the file name and requiring
acknowledgment. The Exception Log will show the number of pupils in the file, the number processed and any
problems that the export may have encountered.

¥ SIMS .net: WATERS EDGE PRIMARY SCHOOL
Focus Reports Routines Tools Window Help

@ o &9 2P BEBERS = 7
B d@e S0 B BDBCE20RRB
Export CTF
£| Links
1Datatobe Exported 2 Student Options 3 Students 4 Exception Log
4 Exception Log
Mumber of students in file: Mumber of students processed: El Number of students not exported: El
UPN Preferred Sumame | Prefered Forename | Gender | Date of Bith | Ermor Description File Name I~ Esave
=1

The CTF will have exported to the locations specified in the CTF configuration defaults that were looked at earlier.
Step 7

The CTF filename as shown below consists of the fol  lowing:

The first 7 digits are your school's LA and DCSF Number

CTF states that it a Common Transfer File

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

The last three numbers state the version of the file. In this case this is the first version of the file

xml is the file extension

.jmom B[E[%]

Flle Edit View Favorites Tools Help o

Qo - ) [F O sewch [ roloers | -

Address |[£5) C1\SIMS\CTF\CTF oUT N ;| Go
a 8873999 _CTF_887LLLL_001 ,xml

File and Folder Tasks
Other Places ¥

Details #

CTF OUT
File Folder

Date Modified: 13 April 2011, |_j 8873999 _CTF_837LLLL_ 001 , xml
09:34

& ohjects 301KB _J My Computer
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Section 2.2 - Importing the CTF file into eProfile

Step 1
Open the eProfile by clicking on the icon as pictured below.

=3

eProfile Version 3.2
Guidance Notes

evebrolile V3

Select 2011 (for the cohort with which you need to work).

Enter the password (which is ‘password’ unless it has been changed manually).

Step 2

Confirm \

<2 Early Years Foundation Stage eProfile will read in pupil names From a Common Transfer Format file from your schoaol's management
O, information syskem (MIS), o from a CSV or kext file if wour setting does not have a MIS. Pupils with incomplete o incorrect details
will not be read in. Check the manual For the Format and order of details.

| cancel

Select the Administration tab and then select Import
Names.

A confirmation screen will appear as shown above, select
Ok.

Step 4

Step 3

Open @

Lookin: 03 CTRoUT vl @ @@ X =i E - Tooks-
[a871234,CTF _ge7LLLL 001 el

My Recent
Dacuments

)
"

[=]

eskio)

a

\\.'

My Documents

=2
_,‘.\
My Computer

‘Eg File: mame: |

My Network

Places Files of type! |l Microsoft office Excel Files (.l * sxds; *xd; * hemg ¥ s |

Locate and open the CTF file you have just created
from SIMS.net

Select your file, which should be called

8871234 CTF_887LLLL_001.xml , and select Open.

This will import the pupil names into the eProfile, shown by the screen below

Early Years...

Data File imparked

A confirmation screen is not displayed but the number of pupils contained within your eProfile is shown in the bottom

left hand corner.

You are now ready to enter the assessments. Guidance on this can be found in the Enter Assessments section of

these guidance notes.
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Editing & Deleting Pupil Details

Section 1 - Editing Pupil Details

Step 1

To edit a pupil’s details, simply select the Administration Tab and then Edit Pupil Details

5 Early Years Foundation Stage ePrafile [32] (2011 cohort): Nicolas Test School

=ex]|

Administraton Assessment

@ shoolderais [{BB  Chonoe
\ = pasvon
25 print setup.. Q CTF preference | @ Add newpu

|

| Schoal and setups

lanage yourwork

Reporting  DataCollscfion  Help

| Q’ Import names

Select |
and

= Editpupi Wetais
Select
remove

pupils =
il :Ej Pupil list pupils

Fupls.

Everyone: 5 pupls Mok yet complste W32 August 2010 (Rsl. 0.01/08/10)

13:07:03

A screen will appear which displays pupil details individually as below:

-

Amend Names

UPN ¥820200 109033|

<B Mext ==

Surname |Aar|:|n
Forenanms Chris
Gender

" Female {+ Male

Date of birth
(ODMMyyyyyy 01/09/2005

Attendance details

Sessions Attendance
Class (optional)
Postcode P45 S0P

Arrived:

My groups <nok se;>

September
|WENG |F October
|N | Nowember

December
Use these boxes to assign pupils to January
other groups for selecting and February
charting, &.q. ethnic, kern of entry, March
ek, April

May

June

July

Unautharised

x Undo changes ko this pupil's details |

? Help j-'L Clase:

eProfile Version 3.2
Guidance Notes

The details shown can be simply overtyped if incorrect. To scroll through the pupils, use the Prev and Next arrow

buttons at the top right hand corner.

If a mistake is made, select the Undo changes to this pupil’s details

amendments, select the Close button and you will be returned to the main eProfile screen.

button. When you have finished making your

You will notice from the Names tab that you can also Add New Pupils who may have joined your school; and also

create a Pupil List .

The Add New Pupils option will display a screen similar to the Amend Names one above; however, there will be no
information within the screen. You can therefore then manually enter the new pupils’ details.

The Pupil List will create a report showing all the pupils that you have within your version of the eProfile; their UPN,

Gender, Date of Birth and Class.
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Section 2 - Deleting a Pupil

Step 1

If you wish to remove pupils from the eProfile click on the Administration

as sh?wn below

eProfile Version 3.2
Guidance Notes

then click on Select and remove pupils

¥ Early Years F jon Stage eProfile [32] {2011 cohort): Nicalas Test School ok
Adminisiralion | Assessmeni  Manageyourwork  Reposting  DataColieciion  Help \ 4
‘ - = T . 1
@ Schoal detak @ cange | [lf Q/; Import names @ Edit pupil details Select
N &% password w Select and |
= = pupils = remove
| Q@ Print setup.. ‘ CTF Preference @ add new pupils "z'] Pupil list pupils
| |
chioal and Selups upils
‘ Sehuol e selups Pusis.
Everyone: 5 pupls Kot yet complete 32 August 2010 (Rel. 0 01/08/10) 13:07:03
Frelp (B=1%]
=]

Hide  Bock  Pint  Dpfions

Contents | fnde |

= (@ Sathee
(2] Introduction - please read
& @ Preliminay tasks
= (01 Managing pupi names
Irperting pupi names

Remove pupils

(2] Adding new pupis manualy
2] Edit pupil detat:
e

B
o @ hsse
# @ Data collsction

# @ Managing data

= @ Other

WARNING

Pupils who have been removed have their assessments removed too, and they vanish
irretrievably from your computer. Deletions cannot be undone except by re-entering
names and assessments again

Have you made a backup recently?

Praceed with caution. Read all messages carefully. Select the pupils you wish to
remove. Confirm or cancel when prompted.

A warning message will appear to remind you that once
deleted, these pupils cannot be retrieved. It is therefore a
good idea that before you edit your database to make a

backup copy.

A message will then appear asking you to select a pupil or
pupils you wish to REMOVE. Click on Ok to continue.

Management Information 04/05/2011 Page 21 of 42

| Select Pupils
Everyone: 5 pupils

Choose a button, select from the list and then click on Select

Aaron Chris ¥820200109033
Aaron Liz 1520200109032
Aaron Sophie ME20200109034
Earnes Lucy QE20200109036
Earnes Tommy B320200109035

(™ Class{Tutor groups

" My Groups

(" Genders

all Pupils | Seleck | j-'Lglose| ? Help |

Click on Individuals and highlight the pupil(s) you
wish to delete. You can make more than one
selection by holding down the CTRL key on your
keyboard.

Once the pupil(s) have been selected, click on Select



Step 4

[ Select Pupils
Individuals Barnes Tommy BE20200109035: 1 pupils

“hoose a butkon, select from the list and then click on Select

7 ClassiTutar groups

7 My Groups

" Genders

" Individuals

all Pupils

7 Help

The text below the Select Pupils title will
change to reflect the selections you have made.
Please ensure these are correct before you
proceed to delete the information.

eProfile Version 3.2
Guidance Notes

Step 5

Confirm

9 fou have chosen ko remove 1 pupil. Click on O to confirm this or on Cancel to abort the process.

-
Cancel

o

Check that the pupil(s) shown is correct and click on Close.
You will be asked to confirm the deletion.
Select Yes

The pupil has now been removed. Using this method you can also select to delete pupils by Class/Tutor groups ,

My Groups and Gender .
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Entering Assessments

eProfile Version 3.2
Guidance Notes

There are two options for entering assessments within the eProfile; entering assessments by individual pupil, or

entering assessments as a group.

Section 1 - Entering Individual Assessments

Select the Enter Assessments option from the Assessments tab as shown below:

ﬂi!‘ Early Years Foundation Stlage eProfile [32] (2011 cohort): Nicolas Test School

CEE]

Administrafion sessment Manage your work Reporting  Data Caollection Help
; I'E Enter || celact a chart.. | Quick scale LFJ
Salect =| assessments || [ | scores =
ﬁ 1 l@ All done? || = —
| i IE Group | T Attainment
assessments || A= summaries
Assess pupis, Alldane? || Eharts &) Printouts:

Points lavel
attainment

Quality

Assurance checks

Everyone: 5 pupils Mot yet complete  ¥32 August 2010 (Rel, 0 01/08710)

13125149

The following screen will appear which displays available assessments for each individual pupil.

You will notice that there is a tab for each assessment focus (e.g. Personal, Social and Emotional Development) and
also for the individual components (e.g. Disposition and Attitudes).

Assessments are entered within these screens simply by selecting the month in which the pupil achieved the

statement.

?. Enter Levels

Chris Aaron

Dispositions and Attitudes | Social development ] Emotional development ] Comments ]

1 Shows an interest in classroom activities 4 Dresses and undresses independenthy
through observation or participation, and manages hisfher own personal
hygiene,

- -
2 Dresses, undresses and manages hisfher 5 Selects and uses activities and resources
awn personal brygiene with adult support.  independently,

-
& Continues ko be interested, motivated
and excited to learn,

-
3 Displays high levels of involvement in
self-chosen activities,

- -
7 Is confident to kry new activities, initiate

ideas and speak in a Familiar group.
[T Alternative assessment applies ko P group

this scale

—

g Maintains attention and concentrates,

[~ It has not been possible to record
assessments in this scale because
of late arrival, sickness, etc.

—

B[]
Tatal a
L] Mext =i

) ) Arrived:
Personal, social and emational development ]Communication, language and likeracy ] Problem solving, reasoning and numeracy ] Knowlec 4| ¥

9Has achieved all the early learning goals
for dispositions and attitudes, In
addition, hefshe sustains involvement
and perseveres, particularly when tryving

Further
assessment applies

P

Camments For Reporting Spell |

"Internal’ Comments Spell |

PSE
a

=nok st
September
Ockober
Movember
December
January
Februaty
March
April

May

June

July

Record the
pupil's month
of entry to
your
establishment
to help you
track
progress,

"1

lose

by
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eProfile Version 3.2
Guidance Notes

Only when a pupil has achieved statements 1-8 will the box for statement 9 be able to be completed. Comments

about the pupil’s progress can also be entered; these will be included in the end of year reports.

Each of the tabs needs to be completed by the end of the FSP year and you can scroll through the pupils by
selecting the Pr(Tv and Neid buttons.

= Enter Levels *@
" Tokal 3
Chris Aaron s Hext =B
) ) Arrived:
Personal, sorial and emotional development lCommunicationJ language and literacy ] Problem solving, reasoning and numeracy I Knowlec 4 o
not sel
Dispositions and Attitudes | sorial development ] Emotional development ] Comments ] PSE Septebmber
Cckober
1 Shows an interest in classroom activities 4 Dresses and undresses independently 9 Has achieved all the early learning goals 3 November
through observation or participation. and manages hisfher own personal for dispositions and attitudes, In Decermber
hygiene. addition, hefshe sustains involvement January
and perseveres, particularly when trying February
March
September  w - April
. May
2 Dresses, undresses and manages his/her 5 selects and uses activities and resources r Further ) June
own personal hygiene with adult support.  independently. assessment applies Ty
Comments For Reporting Spell |
Octaber = - Recerd the
pupil's month
3 Displays high levels of involvement in 6 Continues to be interested, motivated of entry ko

self-chosen activities. and excited tolearn. yaur
establishment
to help you
track

- progress.

7 Is confident to try new activities, initiate

. ) ideas and speak in a Familiar group,
[T alternative assessment applies to "Internal® Comments spell |

this scale

[T It has not been possible to recard :"

assessments in Fh's scale BBcalse g Maintains attention and concentrates.
of lake arrival, sickness, etc,

, =

These assessment entry screens also display a running eProfile score for each Assessment Focus and also a Total
eProfile score that can be seen to the left of the Prev button.

Section 2 - Group Assessments

Select the Group Assessments option on the Assessments tab as shown below:

ﬂi!‘ Early Ypars Foundation Stage eProfile [32] (2011 cohort): Nicolas Test School =3l

Administrafion Assessment Manage your work Reporting  Data Caollection Help

T =i - | = —

| I‘E Enter | i | - |'I f'lj Quick scale =%y Points level

ﬁ Felect =| assessments | i“ﬁ alld _’!' = scores = attainment
e ones | 1= e
| mpnils E Group Il M Attainment @ Quality
assessments | || A= summaries Assurance checks

#issess pupls I sildore? || Charts ) Printauts.

Everyone: 5 pupils Mot yet complete  ¥32 August 2010 (Rel, 0 01/08710) 13125:49
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The following screen will be displayed; the rows will be blank until you make some selections.

5 Group Assessments @

|Select ascale,, j |Se|ect amanth., j Assessments AFTER THIS DATE are shown as "~

tlefplefsfelifs o]

Select a cell and press SPACE to toggle the assessment, *=assessment ko date, = later assessment., NB Alternative and further

assessments should be entered AFTER using this grid . v o ? Help

At the top of the screen there are two drop down menus. One is the Assessment Component , and the other is the
Month they completed the assessment. Using these menus, select the desired component and month; the screen
will then display your pupil details as below:

? Dispositions and Attitudes: September =[]
Dispasitions and Attitudes j |5epember j Assessments AFTER THIS DATE are shown as "~
1 |2 ‘3 |4 |5 ‘6 |? |8 ‘9 | 1! Shows aninkerest in classroom activities through obseryation or

a Chri PP participation,

Aron Sris 2 Dresses, undresses and manages his/her own personal hygiene
Aaran Liz with adult suppart,

- 31 Displays high levels of involvement in self-chosen activities.

A Sophi

Aron Sepnie 4 Dresses and undresses independently and manages his/her own
Barnes Lucy persanal hygiene,
EBarnes Tommy 5 Selects and uses activities and resources independently.

6: Continues ko be interested, motivated and excited ko learn.

7: Is confident to try new activities, initiate ideas snd speak in a
Familiar group.

! Maintains attention and concentrates,

9 Has achieved &l the early learning goals for dispositions and
attitudes. In addition, hefshe sustains involvement and perseveres,
particularly when trying ta solve a problem or reach a satisfactory
conclusion,

‘fou can highlight and copy {use Ckrl+C) this text,

Select a cell and press SPACE to toggle the assessment. *=assessment to date, = later assessment. NB Alternative and Further 2
assessments should be entered AFTER using this grid . W oK Help

The numbers along the top of the columns relate to the statement numbers in blue on the right hand side. To enter
that the pupil has achieved the related statement for this phase; simply place your cursor in the cell and press the
space bar on your keyboard.

This will place an asterix as shown above in that cell. You can use the arrow keys on your keyboard to move
between cells. If you find that have made an error, go to the cell and press the space bar again, this will remove the
asterix. Please ensure that you scroll down to make sure that assessments are entered for all pupils.
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Writing Reports

You can use the eProfile to generate the end of year reports for pupils as it contains the necessary elements for
statutory reporting to parents.

Please note: it is advised that reports are produce

d by class, as there is a known issue with producin g
reports for more than 30 pupils.

Section 1 - Creating a report

Step 1 Step 2

"% Early Years Foundation Stage eProfile [32] (2011 cohort): Nicolas Test School

==
End of year report setup
work Reporting | Data Coliection Help ~ -
I = i Sections 2
[ &, Repot \:‘Mﬂ Lastpage ||| £ aection l Fonks 1 Qutput 1 Selecting statements to report
B2? preferences| =] comments Select | [%,  Produce [ IMam e — 1 T
R pupils | =] reports | port pag pag
L‘ﬁ A @ Attendance |
| [¥ Produce a cover page
Preferences and detsis ~ Output.
Report kitle |Annua| Repart 2011
All descriptions, headings, comments and attendance information (where
entered) will automatically be included. The report will cover all areas. P Help
Reports will be produced for whichever pupils are selected. =
L s
Mot yet complebe Y32 August 2010 (Rel, 0 01/08/10) 13:40:35

To create a report click on the Reporting tab. Then click

The screen shown above will appear.
on Report preferences as shown below:

The eProfile automatically defaults to the Sections
tab.

The first sub tab, Cover page , produces a front cover
for the report so ensure the box is ticked if a cover
page is required. The report’s default name is set to
Annual Report 2011 but this can be amended by

overtyping the Report title if required.

Step 3 Step 4

End of year report setup End of year report setup

15 || Fonts I Output ] Selecting statements to report 1 Sections I Fonts I Qutput I Selecting statements to repart
Cover page  Main report pages ]Last page ] 1| cover page ] Main report pages  Last page

|v Produce report pages Jv Produce the comments/attendance page

If you are going ko hand write comments after each scale andfor AOL indicate
belaw how much space wou will require. Leave at zero taignore o iF comments
have been entered in the eProfile report boxes,

IF wou are going ko hand write final comments (bwo boxes are provided)
indicate belaw haw much space you require. Leave at zero ko ignore or if
camments have been enkered in the eProfile report boxes,

- 0~ 15t box - cm space required
|U— ~~jcm space for comments after each scale report rﬂ " i
0 _Jcm space Far comments after each ACL repart & = 2nd boe - o space required

Extra lines of information at the Foot of the report (leave blank if nat required)
|Parents‘p’carers' cansulkation meeting:

All descriptions, headings, comments and attendance information (where
All descriptions, headings, comments and attendance information (where

entered) will automatically be included. The report will cover all areas. ? Help
entered) will automatically be included. The report will cover all areas. ? Help Reports will be produced for whichever pupils are selected.
Reports will be produced for whichever pupils are selected.

j-'L Close M

The second sub tab, Main report pages , allows you to set

The third sub tab, Last page , is the page that will
the spacing for the report.

appear at the end of the report and will include
attendance details and general comments. It also
allows for extra lines of information at the foot of the
report. The default is set to include Parents'/Carers'
consultation meeting but this can be removed by
deleting the text if required.
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Step 5

I" End of year report setup

Sectians || utput | Selecting statements ko repork

Cover school name

8| |Cover report tite tEmme B

4 |Cover pupi name
IMain headings/&oL titles Size 18
A0L description
Scale Titles Style Mormal
Generated text
Comments and other textfin colour Elack

Double-click an item to
change its font attributes

Example of selected font - enter your own text if vou wish (it won't be saved)

En arche en ho logos, kai ho logos
en pros ton theon, kai theos en ho
logos.

Kai ho logos sarx egeneto, kai

? Help

The second main tab, Fonts, gives you the option to

change the font of the report. Different sections can have

different formats.

Step 7

PP PR R RpRyT 1 J| Close

eProfile Version 3.2
Guidance Notes

Step 6

Tinistration Assed Font

1

. Font: Font style: Size:

Sections Fonts |Aﬂal Fegular 18 | oK |
1 ) Lrial | |FRegular 18 A
 |overschoslnam) | () age Black [ 20 Cencel
£ cover I’Epﬂ‘l’t i I T — Bold 22
" |Coverpupi name | | ¢} Ajia) Bounded MT Boh | Bold Italic 24

Main hieadinesficl | ) arial Uricade MG 26

Al description (} Baskervile Old Face 28

Scale Tles O Bauhaus 33 v % v

Generated text . .

Comments and ot

Effects Sample
Double-click an itg I~ Stikeout

change its font attr
™ Undedine

AaBbYyZz
ED‘; Black A Seript:

Wwestern hd

Thiz is an OpenT ype font. This same font will be used on both your
printer and your screen

Example of selecte

Kai ho logos sarx egeneto, kai 7|

Aalanacan Al hAamin L lose

To change the style double click on the relevant heading
e.g. Cover school name

The default font setting then appears. To change this,
select the font you require from the scroll down list. It is
also possible to alter the Font style, Size, Effects, Colour
and Script by clicking on the option of your choice.

Step 8

End of year report setup

End of year report setup

Sections } Fonts  ©utput | Selecting statements ko report ]

Send ko

 mMs waord

" RTFfile

Y¥ou are strongly advised to produce sample printouts and check them
carefully for layout and presentation BEFORE you commit large batches
to print.

The third main tab is the Output tab.

You can choose whether the reports are to be sent to
either the Printer or to MS Word. Management
Information recommends that you select Printer (via
preview) whilst you customise your reports. Once
completely happy with the style of your document
change to MS Word as this will allow you to export the
reports and finish working on them on a different
computer.

Management Information 04/05/2011

Sections } Fonts ] Qukput  Selecting statements ta report:

Reports will pick up the statements achieved by pupils. Points 1 to 3 in each scale will not be
included if the scale score is between 6 and 8. A score of nine returns a single stakement, ‘You
may choose ko override this and to pick which achieved statements are reported. This will happen
as each child's report is produced.

[ I will select the statements For each pupil:

As this option has to be carried out for each pupil individually as the
reports are being produced you are advised to select a few pupils at a

ES

i'L Close

time when you produce the reports.

The fourth and final tab is Selecting statements to report
and is a new feature to this version.

This allows you to override the normal reports and pick
which achieved statements are reported.
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Customising the Areas Of Learning (AOL) descriptors

Click on the Reporting tab then select on AOL descriptors

The following screen will appear:

AOL descriptors

HOL These will appear under each AQL heading. They can be used
to describe to parentsicarers what is contained within the
" Personal, social and emational development AOL, Aim For succinctness rather than a comprehensive

" Communication, language and literacy |
" Problem solving, reasoning and numeracy
" Enowledge and understanding of the waorld

" Physical development

" Creative development + speliing

lnse

an

eProfile Version 3.2
Guidance Notes

By selecting one of the 6 areas of learning you can add additional comments if you wish. These can be used to

describe to parents/carers what is contained within the AOL.

The cursor will automatically appear in the white box, where you can type any additional information.

Customising the Last page comments

This allows you to add up to two comments that will appear on the last page of the report.

Click on the Reporting tab then click on Last page comments.

The report will show all selected pupils individually. To add additional comments type in the Comments 1 box. Click

Spell and the spell checker will look for errors.

[

F C s for the final page E]@-
Chris Aaron Blext -
Pupil report
Personal, social and emotional development o

Dispositions and Attitudes
Chris s about to make progress within the contest of the early leaming goals. Thris shows an interest in
classroom activities through observation or participation. He dresses, undresses and manages his own personal

Social development

Emotional development

Communication, language and literacy
Language for communication and thinking

Linking sounds and letters

Reading

Writing 1

Prahlam enlvinn reacnninn and niimaracry (e
Comments 1 spell | Comments 2 Spedl

fygiens with 2wt support. He displays high levels of involvement in self-chosen activties

This whole Form is resizeable and the inkernal panes can be resized by dragging the vellow bars

To move between pupils click on Next.

To close click on the x at the top right hand side of the screen.
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Section 2 - Attendance

This can be done manually although if you have imported your pupil details using a CTF and the attendance box
was ‘ticked’ when creating your CTF it will pull through the data automatically.

To enter manually

To enter the pupils’ attendance click on the Reporting tab then click on Attendance.
The following screen will appear:

Attendance

Click on the Sessions header ko copy the top walue to all pupils
Sessions |Allended |Unauth |
Aaron Chris 380 142 0

Aaron Liz 380 142
Aaran Sophie 380 142
Barnes Lucy 380 142
Bames Tommy 380 142

oo oo

j-'L Close

Click in the Sessions cell and enter the total number of sessions that were available to that individual (since s/he
started your school). A session is measured in half days.

Click in the Attended cell and enter the total number of sessions that the child attended.

Click in the Unauth cell and enter the total number of sessions that the child took unauthorised leave.

Once complete select Close.

Section 3 - Produce reports to print or export to w ord
Section 3.1 - If you have selected the reportsto b e sent to the printer (via preview)

To produce your reports click on the Reporting tab then click on Produce reports .
The following preview screen appears:

[ ? Report Preview E]@ ]

Fle FPage Zoom

=% 5] » Pl Page |1 of15 | ® & = B Zoom 1000 % B

Nicolas Test School

Annual Report 2011
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Section 3.2 - If you have selected the reportstob e sent to MS Word

Click on the Reporting tab. Then click on Produce reports.
After a short while, the following screen will appear asking where to save the reports document:

i versond = x|
Fle Edt View Favortes Tools Help ir
O Bk - £ - ) seerch Folders  [TT3]+
Address () CriProgram FilesiFSPLYersiors 3 |1 a Go

(& Desktop o~

File | & My Computer
= (s}

5 objects 12.0ME # My Computer

Management Information would recommend saving the file to C:\Program Files\FSP\Version3 and naming it Annual
Report 2011.
This has exported the report to MS Word .

[ Information .

& The document v \Management_Team\Policy_Unit\Management_InfolFaP 201 1versionirepork 10-09-20 1359.doc (name includes
1 date and time details) has been created, Click on QK ko open ik

Cancel

The above screen will appear prompting you to open MS Word in order to view your report.

Section 4 - Producing reports for a selected pupil or range of pupils

= You may wish to run reports just for one pupil or a select group of individuals. If this is the case rather than
generate reports for the whole cohort click on the Assessment tab. Then click on Select Pupils before you run
the reports.

= The following screen will appear:

Select Pupils

Everyone: 5 pupils

Choose a button, select from the list and then click on Select

" Class{Tutar groups

" My Groups

" Genders

" Individuals

All Pupils | Select | ﬂgose| ? Help ‘

= Select either, Class/Tutors groups , My groups , Genders, Individuals ; choose from the list that subsequently
appears and then click on Select and Close
= Now run the reports and only those selected pupils will appear.

Section 5 - Customising your report further — in MS Word
= You may wish to customise your school reports further. For example you may wish to add your school logo or a
photograph to the cover sheet, examples of which follow.

Friendly reminder: please do not produce reports fo r more than 30 pupils.
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Example 1

AllL satnts’ Chureh of England
Prlmarg School

Foundation Stage Profile 2011 for

lain Baker
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Example 2

St Augusting of Ca chVbt/u/gJ
Prlmarg School

--.I*.-" .
_*.
ol i o
N

Foundation Stage Profile 2011 for

Richard Corden
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Backing up the eProfile

It is advisable to make regular back ups of the eProfile — just in case anything should happen, otherwise you run the
risk of losing all your data should you experience any difficulties with your computer. This applies to all versions of
the eProfile that you may have within school; not just the designated Main computer or teacher’s laptop.

Step 1

To make an immediate backup —to USB Memory ‘stick’

your work as shown below:

. Click on the Manage your work . Then select  Backup

E? Early Years Foundation Stage eProfile [32] (2011 cohort): Micolas Test School

BEF)

v
Backup

Administration Assessment Manage yourwork

file

@ Export data formerging Read in datafrom another
q§/ Backup your > with another eProfile &
o work Create an assessments C5V

eProfile

ImportExport

Reporting Data Collection Help

Mok et complete w32 August 2010 (Rel, 0 01/08/10)

14:00:34

The following screen will appear:

Step 2

Browse For Folder

Bx]

Select the drive/Folder For the export

j My Camputer
+ S Local Disk (C:h
+ o DVD-RAM Drive (D:)
=) e UDISK 265 (B2
= |2 eprafile
) 20-09-10

|2 BACKUP2010_012UL2010

+ 2% impulsed on 'medcivapp2’ (1:)
+ 2% ncer on 'medcivapp2’ (M:)
+ % snap on ‘medcivapp?’ ()

S, C e e

[ ok

] [ Cancel

l

To create a back-up onto a USB Memory ‘stick’; place
the memory stick into an available USB port, select (in
this example) Removable Disk (E:) and click on Ok.

Step 3

. Early Years Foundation Stage eProfile [32]... .

‘four work has been backed up in the Folder
E:\EPROFILE\20-09-100 TRARSFERZ011_20SEP2010

Keep a noke of this location For future reference

The following message will appear confirming a back-up
has been made and the location.

Click Ok and you will be returned to the main eProfile
screen.

Users are prompted to create a back-up each time the eProfile is closed; Management Information advise to always
select Yes to this option.

Management Information 04/05/2011
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Using the eProfile on more than one computer

If your school has a number of early years classes it may be useful to install and run the eProfile on more than one
computer, with a view to gathering assessments to create a master copy on a designated “main” machine at various
points during the foundation stage.

With the special data transfer facility you can create what is essentially a backup of selected pupils’ details,
assessments and comments to a USB Memory ‘stick’, to create a master eProfile. Once all the data has been
gathered you can then produce printouts and charts centrally from one machine and then finally produce a single
CTF to upload to the PLASC account site in July.

Section 1 - USB Memory ‘Stick’

All schools have been given at least one memory ‘stick’ for use with the eProfile. Both Management Information and
the Early Years team recommend that one ‘stick’ be used for each Reception class within your school. Therefore; if
you have 3 Reception classes, you should ideally have 3 memory ‘sticks’.

When you have received the ‘sticks’ designated for your school it would be a good idea to create some folders so
that each class’ backup of export of data is easily recognisable.

To create a folder on a memory ‘stick’; simply place the ‘stick’ in an available USB port on a computer (this doesn’t
have to be the computer that will be used — it can be any computer). On the desktop, double click on My Computer.
A screen similar to the one shown below will be displayed (although you probably won’t have as many icons!)

_J My Computer E]@
File Edit Wiew Favortes Tools  Help ;r‘
? P Search Folders -
Address _é My Computer | @ e
‘e Local Disk {(C:)
System Tasks * L DVD-RAM Drive (D)
@ i i 5 S DISK 285 (E:) 4
|_2| i SPimpulsed on medcivapp (L)
Yy Add or remave programs S#ncer on 'meddvappz’ (N:)
D’ Change & setting Z#snap on ‘medeivappz (1)
:Crystal_rpt on ‘medcivfile2' {T:)
= .__ﬂnlcola.bowarsi; on ‘medusersvm’ (L)
Other Places 0 Sel dirg on ‘medeivilel’ (W)
W My hetwork Places
D- Contral Panel
Details *

My Computer
System Folder

9 objecks j My Computer

The memory ‘stick’ should be displayed as one of the drives; in this example, it is shown on the E drive.
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Double click on the drive and the following screen will be displayed (you will probably have no icons displayed,

therefore a blank screen will appear).

e UIDISK 20X (E:)

=2 _y

Address Iv E:

File and Folder Tasks

£«

Other Places ¥
Details =
UDISK 28X (E:)

Remavable Disk
File Syskem; FAT

File Edit  Wiew Favorites  Tools

Help

:? /-‘: Search Falders v

_'i eprofile

2 objects

1,15 KB

-_'J My Computer

Right click in the blank space on the screen; hover the mouse over the new option and a second menu will be

displayed:

Wiew

Arrange Icons By 3

Refresh

Undo Rename Chel+z

=T * ) Eolder

Properties m shortcuk
Eﬁ Briefcase

@ Bitmap Image

B ticrasaft word Document

IZ_|1 Microsoft Office Access Application

ﬂ:l Microsoft PowerPoint Presentation

(] Microsoft Office Publisher Document
r.éj Text Document

4 Wave Sound

@_1 Microsoft Excel Workshest

(1] Compressed (zipped) Falder

From this menu, select Folder. A folder icon will appear in the blank space, named New Folder.

Management Information 04/05/2011
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o UDISK 28 (E:) LEE
File Edit View Favorites Tools Help |',"
3 D ¥ O seach [ Foders -
Address | Exy, > Go
1_)eprofile
File and Folder Tasks ¥
Other Places ¥
Details £
UDISK 28% (E)
Removable Disk.
Filer System: FAT
2 abjects 115 KB j Ty Computer

The folder name can be overtyped while the cursor is flashing. If you miss this opportunity, simply right click on the
folder and select rename from the menu and overtype the folder name.

Name the folder something obvious and easily understandable for the person who will compile the data for the
designated Main computer. For this example, the folder is named ‘eProfile’

Section 2 - Export Data

Within the Data Files/Backup menu of the eProfile is the facility to Export data for merging with another eProfile
This option should be used if you are planning to use the Special Data Transfer facility within the eProfile. Selecting
this option will, essentially, create a backup, which can then be imported into the Master version of the eProfile on a
designated Main computer.

Before you create the export files; Management Information recommends that you create a dated folder within the
class folder on your Memory ‘stick’. This will ensure that the right export is used to update the main computer and
also keeps track of all the backups made from your version of the eProfile.

To create the folder; follow the instructions as before, but this time create a new folder within the ‘eProfile backups
Class 1’ folder as shown below:

[ eprafile =[=]>]
Fie Edit View Favortes  Tools  Help o
Q) sk - | O search Folders | [TE1]

Address |£3) Exeprofile v| B

)20-09-10
File and Folder Tasks 3
Other Places ¥
Details 3
eprofile
File Folder
Date Madified: 12 April 2010,
2 objects 18,2 MB “J My Computer
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Click on the Managing your work tab. Then select Export data for merging with another eProfile as shown

below: |
% Early Years Foundation Stage eProfife [32] (2011 cohort): Nicolas Test School D& =]
Administraion  AssessmetW| | Manageyourwork | Reporing DataCollection  Help
@ Export data formerging ? Read in datafrom ancther
@ Backup your ¥ withanother eProfile .2 eProfile
4 work Create an assessments C5/
o file
Backup ImportExpart

Mot yet complete %32 August 2010(Rel, 0 01/08/10) 14:00:34
Select Pupils
Everyone: 5 pupils

Confirm .§

92 This Feature enables you ko select pupils whose complete eProfile details you wish o pass on ko another eProfile user. Continue?
\_‘

The following message will be displayed, select Yes:

hoose a button, select fram the list and then click on Select

" Class{Tutor groups

" My Groups

" Genders

" Individuals

&l Pupils | Select | j'Lgose| ? Help |

The Select Pupil screen will be
displayed

Ensure that the required pupils have been selected by checking the text underneath the message box title, and

select Close.
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Step 4 Step 5
. Browse For Folder & .
elect the drivefolder for the export Early Years Foundation Stage eProfile [32]...
= ) My Computer - Your work has been backed up in the Folder

# S Local Disk (C:) E:\EPROFILEYZ0-09- 101 TRANSFERZ011_20SEP2010

* iz DVD-RAM Drive (D)

=) e UDISK 282 (E:) kKeep a note of this location For future reference

= | ) eprofile
) 20-09-10

|2 BACKUPZO010_011JL2010
+ 2% impulsed on 'medcivapp2’ (1:)
+ 2 ncer on 'medcivapp2’ (M)
+ _‘ﬂ snap on 'medcivappz’ (0]

S, C e e

[ Ok ] [ Cancel

The following screen will appear. Double click on the drive Ensure that the dated folder is highlighted and select
which displays your memory ‘stick’; the Class folder you Ok.

created initially should be displayed. Double click on this
folder and the dated folder created above should be
displayed.

Depending on the data, two or three spd (eProfile back-up) files have been saved to the specified location. These
files can only be opened and read by the eProfile.
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Section 4 - Importing data from another eProfile

When the spd files have been created; they can be imported into the master eProfile on the designated Main
computer.

Open the eProfile on the designated Main computer and type in the password.
Click on Managing your work tab and select Read in data from another eProfile

% Early ¥ears Foundation Stage eProfile [32] (2011 cohort): Nicolds Test School BE][=]
Administraton Assessment Manage your work Rdporting  Data Collection Help
@ Export data formerging Read in datafrom another

Backup your ¥ withanother eProfile .2 eProfile

4 work Create an assessments C5/
o file

Biackup Import/Export

Mot yet complete %32 August 2010(Rel, 0 01/08/10) 14:00:34

The following screen should appear. Navigate to the USB Memory ‘stick’ drive and the folder that contains the
exported backup spd files. Select the folder so that it is highlighted as shown and select Ok.

- Browse For Folder E] .

Select the drive/Folder For the expart

= j My Corputer |2~
+ “ee Local Disk (C:)
# b DYD-RAM Drive (D:)
= “=® UDISK 25% (E:)
=l () eprofile
) 20-09-10
(3 BACKUP2010_012UL2010
_-f impulsed on 'medoivappz’ (11
+ _ﬂ ncer on 'medcivappz’ (k)
=% snap on ‘medcivappz’ (Q:)

S - C et e

¥

¥

[ Ok ][ Cancel ]

To ensure that the backup has worked please review the pupil details and/or the assessments.
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Making your return to Management Information

Section 1 - Deadlines

Final Day for Assessments - 30" June 2011
Return to Management Information — 1st July 2011

Section 2 - Validating your data

Before you are ready to export any data out of the eProfile please validate your input. By validating your data it will
flag up any errors that may exist which (as long as they are corrected) will make your return to the PLASC/ Maininfo.
To do this click on the Assessments tab.

Then click on the All done? button as shown below:

2 Early Years Foundation Stage eProfile [32] {2011 cohort): Nicolas Test School =IEIEs
Administrafion | Assessment | Majageyourwors  Reporiing  DataCollection  Help
| E Enter || | setect.a chast.. ‘ - |-I [y Quickscale | R, Pontslevel |
Select US| assessments || e ?!‘ =l scores L(— attainment |
@ ane = =
| pupils E Group 1l N, Attainment Quality
assessments | k= summaries Assurance checks
Assess pusls | Audonez || Chats il Printouts.
Everyone: 5 pupils Mot yet complete Y32 August 2010 (Rel, 0 01j08/10) 13:25:49

This will then check your file for possible errors.
If there are errors

If your data contains errors the following screen will appear:

Information

j) There are some etrors of omissians - please check the next prinkout

Click Ok and the error list will appear
This list will include errors/omissions. In the example below a score was not recorded for two of the areas of learning

for Stan Ackton.

Micolas Test Schoal
Error list

ErrorsiOmissions

M2Z0Z00105001 Ackton Stan
Emational dewvelopment: nothing has been recorded
Linking sounds and letters: nothing has been recorded
Reading: nothing has been recorded
Wirting: nothing has been recorded
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If a pupil has not achieved any of the stepping stones or the early learning goals then you must tick the box that
either applies to Alternative assessment applies to this component or It has not been possible to record
assessments on this component because of late arriv al, sickness, etc

Late arrival is defined as arriving in your school after 6 June 2011 and this box must only be ticked for children who
have come from another country. Children who arrive late in the term from within England should have already been
assessed in their previous setting and so these scores should be used.

Close this screen by clicking the x at the top right hand section of the screen.

To amend your data click on the Assessments tab. Then click on Enter Assessments as normal.

Find the relevant pupil and amend the record as appropriate.

Upon completion exit the assessments page and re-validate your data by selecting the All done? button.

Section 3 - Creating and Saving

Once all the data has been entered into eProfile, it has been corrected and you are happy with it, you can then
create your CTF file to upload to the PLASC/ Maninfo account (please refer to

Section 4 - Uploading to for details)

Click on the Data Collections then click Create a results data file for your LA

? Early Years Foundation Stage eProfile [32] (2011 cohort): Nicdlas Test School E]@

Administrafion Assessment Manage your work eporting  Data Collection Help

e @ Create resufts for
- TEIEEL 3 our MIS
% Pupil list ﬁ remove £ u
= pupils ‘§/ Create results for
4 your L&
Check - is my pupil roll correct? Diata Collzction

Everyone: 5 pupils Mot yet complete 32 August 2010 (Rel, 0 01j0810) 14:35:03

Confirm

9 You are now about to create a LA return data file for S pupils

2

IF this is naot the number vou expect then you may need ko remove pupils who have now left or add new ones.

Click on OK to confirm that this number is correct or Cancel to abort

i Cancel

Check that the screen above is showing the correct number of pupils (If not please go back and add or remove
pupils where necessary using page 20) and then select ok.
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Step 3 Step 4
s [ | School details
Information x :
Thisis a
@ school (™ Independent setting (PVT)
i There are no apparent errors or omissions s of school et el
\J LA |587 Medway =l

If your LA does not appear in the drop ’7
down list enter the 3 digit code here

School DCSF (DFES) no, 1234

? teb | X cancel o OK
Click Ok Now the school detail screen should appear. Check
to see that your schools details are correct and click
on Ok.
Step 5 Step 6
?. CTF file name format E]@ | Browse For Folder [Z]
‘fou can change the Format of the file name of the Common Select the drive/Folder For the export
Transfer File {CTF).
The default text in the middle of the file name is _CTF_. To make
data collection processing easier this may be changed to _FSP_. = 14 My Computer [l
‘fou must, howewer, check that your MIS supplier supports this # e Local Disk (C:)
befare making any changes. (2l DVD-RAM Drive (D)
The current: choice is shown below, Change it and select Ok, or = S LDISK 26K (E:)
leave it as it is and select Cancel, = |2 eprofile

) 20-09-10
|2 BACKUPZ2010_01JUL2010
+ _ﬁ impulse$ on 'medcivappz’ (I:)
+ _ﬁ nicer on 'medcivappz’ (M:)
+ _ﬁ snap on 'medcivapp2’ ()

XK cancel | W Ok | -

CTF filename choice:
" _CTF_

b

The next screen will ask you if want to change the format of The next screen will ask you where you want to
your CTF. At this point please select FSP_ save the return file. Select your removable disk and
as shown below then click OKk. click Ok.

Once the file has been created/ copied a message will appear as shown below. The process is now complete.

[ Confirm .

9
2

‘fou have chosen to create a Comman Transfer File {CTF) ko send ko your LA For 5 pupils
If this is the wrong number then you may need ko remove pupils wha have now left or add new ones.,

Click OK ko continue with this pupil set, or Cancel to abort

| Cancel

The files below are produced when creating the export for the LA. When attaching the file to send to PLASC/
Maninfo you should use the .XML.

(= 8671234_FSP_BETLLLL_O01.XML
Bl aa71234Fsp2010. 05y

Section 4 - Uploading to PLASC/ Maninfo
Section 4.1 - Maintained Schools
To return to Management Information at Medway LA attach the CTF to an email and send it to one of the following

two addresses (plasc@medway.org.uk or maninfo@medway.gov.uk). Please ensure that you include a contact
name and number in case we need to contact you.

Section 4.2 - Independent Schools

Please see crib sheet which can be found using the link provided below
http://www.medway.gov.uk/index/learning/schoolinfo/38546/51030/51069.htm#eprofile
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