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Please note that you will have to have at Least version 7.138 to carry out this return. To check this you need
to complete the following steps Help/ About SIMS.net. If you do not have this version your SIMS will need to

be upgraded.

1. User Defined Groups

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

This is used when

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

OR

« If you have pupils who have left your school for whom you still need to report statutory results for.
To see whether any of your pupils fall within this category see page 11 of the QCDA Assessment
and Reporting Arrangements booklet for Early Years Foundation Stage and Key Stage One.

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

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

Click on the ‘New’ button

|ﬂ SIMS .net: WATERS EDGE PRIMARY SCHOOL

BEX]
Focus  Reports  Routines  Tools  Window  Help
=] , 3 M = ks 2 25 E
@t - SierveEdBBERSRDBRS
SIMS Shortcuis * Maintain User Defined Groups
e - |5 Hew| B Search @Help 5% Close
Active State <Ay _’v
Drescription Short Mame Active State

[ S1MS .nek WATERS EDGE PRIMARY SCHOOL

Focus  Reports Rputines Tools Window Help

E‘; @Back - F ﬁ, d, \;

PEABBCEZ2D HRB

[ Maintain User Defined Groups

5] Mew [El Browse

User Group Detsils-
B save | 55 Undo (= Print

1 Group Details 2 Membership

1 Group Details

Group Description

Key Stage 1 Sctive State [active v

Short Name 512011 Current Main Supervisor I:l
Motes Fupils taking Key Stage 1 assessments 2011

Include in Discover [

2 Membership
Effective Date Range  |01/09/2010 - 31/08/2011
Cursor Day, [Wednesday
Cursor Date 31/08/2011

<

@ Academic Year ;:%ademlc Year 2010/2011 -

Enter a short name

If you wish, add a brief note

T |Sep 1oct [Nov [Dec [dan JFeb [war [for [May Joun Ju  [Aug |'A|

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

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

WSelect Members [=[=)]*]
@4 Search @ Help

o ) - e Sudont -
GroupType Natonal Cumcuumvelv| G [ (& ] Effective Date  [05/04/20 B

National Curriculum Ye A
Name Assessment User Defir
Ethnicity Category
Attendance User Defing
Boarder Status

House

New Intake Group
Registration Group |

Gender | Curent Group

i) 14 matches found

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

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

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

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

below
2 Membership

Effective Date Range  |11/09/2010 - 31/08/2011 Academic Year | Academic Year 2010/2011 -
Cursar Doy
Cursor Date 31/08/2011

Member Sep |Oct |Mov |Dec |Jan |Feb |Mar |Apr |May [Jun [Jul Aug A

Buckley, Emma

Byron, Matthew

Flowers, Lilly

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

2. Downloading the Key Stage Wizards

All Key Stage wizards will be imported on to your system when you install the 7.138 release from CAPITA
either from the CAPITA SOLUS website or a CD from EIS.

If you have any problems with this release please contact the EIS Helpdesk on 01622 672779 (if you have a
current support contract).
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3. Importing the Key Stage One Wizard into Assessment Manager
Go to Routines/ Data in/ Assessment/ Import and the following screen should appear

Please Note
mlmpoﬂ

Select the file toimport from

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

Header comments from the impart file:

2]

iz Import Assessment Manager Resources:

There are new/updated Assessment Manager Resources
available far import. Da pou wish to update pour system 7

i Please nate that this may take some time.
Do not cloze SIMS until this import process is complate.
Using some areas of SIMS during import may cause a system crash,

AMPARK Resouices

Tracking Templates and Grids
Dverwiite with default values [

o ][

| ‘ Remind me later

Select the magnifying glass and the following screen should appear

Open 2%}
e —
Lecin | &3 BENR () S The system should default to
5 .J AMPA _j CIassAndrearGrnudeﬂem.' S | M S .n et
L ‘3 = cTF j ClassRegisterReportScher
My Recert [C3IDinnerMoney j ConnexionSchemeCourses . .
Documents [ InTouch (=] ConnexionSchemeSchema. If this does not happen you will have
— :i;'_jpluglns j ConnexionsSchemeStuden . . b I k h
Lﬁ |ﬂ AddressList,xml E CourseAndYearGroupSche to I’laVIgate to it y clic Ing on the
Desktop ;!j AttendanceCodeSchema. xml 3 CourseSchema. xml d rop d own arrow.
:|j AttendanceReturnErrorResalution. xml E CoursesSchema, xm|
_— B AttendanceearSchema, xml 3 DENIErrarResolutions. xml
?11 E] AttRet_Configuration.xml j DENI-Lookup,xml
My Coiniites |j CensusErrorResolutions. xml j DMHistoryOfattendancese
P ‘|:] CESEW_Configuration.xml j DMStudentlUPMSchema. xm
_— a ChosenCodesReportSchema. xml j dynamichelp. ces.xml
-_j} (&) | [k
My Netwark ey
Places File nama: | | V‘ Cpen
Flesoftype: | mifies (om) (]
[l Open as read-only

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

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

2011 and then open.

Open (%]
Look in: | 13 Assessment Manager v % i@
y |[=] Av Pt Score Calc Tempiates AM7.xml
£ =)L T Aspects.xmi
My Recert | |[Z]EnKS1Templates.xml
Doctments | |[=]En Ks2 Templates, xml
o (=] E¥FS Profile Detail Wizard 20115l
i = .
[Z)EVFS Profile summary Wizard 2011.xmi
=
Dosktop | |[1Kev Stage 1 Wizard England 2011.5M.
[F)key Stage 2 Wizard England 2011.XML
. [P Scale Templates Key Stages 1-3 2011l
= Jg (=) QCDA Test Templates k52 2011, xml
.
My Computer
My Netwark —
Places File name =]
Fies of typs i files (aami) [v] [ Gemea ]
[ Open &s rad-only
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The import screen will now be shown. Please make sure that the Overwrite with default values box is
ticked and the select finish followed by Yes to start the import process and finishing by selecting close.

4. Running the Key Stage One Wizard

Click on Tools/ Performance/ Assessment/ Wizard Manager and the following screen will appear to which
you need to make sure the filter says incomplete. Select Key Stage 1 England 2011 and then click on
Next.

ﬁ Wizard @
Select Wizard
Filter |’mTIDHP- IV |
Mame Edit Diate Complete é*\.
EYFS Profile Detail Wizard 2009 [07/01/2009 ]
EYFS Profile Summary \Wizard 20.. 5019’[!1.!’20[)5 D
FSP Detail Wizard 2008 E{ﬂ.l’[!‘I.I’ZDDB D
FSP Summary Wizard 2008 E{ﬂ.l’Dh’ZDDB D
Key Stage 1 England 2004 (Full) | 0411272004 0
Key Stage 1 England 2005 :31.1’[!1.1’20[)5 El
Key: Stage 1 England 2008 [p10112008 i
Ky Stage 1 England 2009 [o1/01/2009 0
Ky Stage 1 England 2010 [oor2010 0
Key Stage 1Wizard England 2011 5[ﬂ.l’[ﬂ.l’i{)ﬂ El
Key Stage 2 England 2004 (Full) | 10/02/2004 i
Keyr Stage 2 England 2005 310172005 0
Ky Staoe 2 England 2006 (010172008 0
e e B L S ) 2O ’_l .v
s

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

If you followed the previous section - user defined group click on the + symbol next to user defined groups.
Select from this the name you gave in section 1 (Key Stage 1 2011) and then apply.

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

ﬁ Group Selector 2]

Select the effective Group date

#- Home Language A
+- First Language |
#- New Intake Group
Registration Group
Special Needs
=I- Year Group

Al Year Groups

Year 1

Year 2

Year 6

Year R
National Cumiculum Year
Assessment User Defined
Exam Performance Cohort
=I- User Defined Groups

Key Stage 12011
Discover
House

F

F

Apply ] [ Clear Selection ] [ Cancel

Doing this will take you back to the wizard screen and this is where you select next to take you to the
marksheet.
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5. Entering Results on the Marksheet

There are two statutory marksheets that need to be completed

« KS1 A. Teacher Assessments 2011
» KS1B. P Scale Data Entry 2011

To enter/edit the marksheet click on KS1 A. Teacher Assessments 2011 and select the green pencil shown
below

T Wizard - Key Stage 1 Wizard England 2011 2%
Marksheets
Filter: Eincon‘.plete [+] Please select a Marksheet and click on the pencil to enter/edit data.
| Template Group Last Used Complete | f
IKS1 A, Teacher Assessments 2011 | Year 2 ' : '
KS1 B. P Scale Dats Entry 2011 Year 2
K51 C. Test Dutcomes 2011 .Year 2

K51 D. Broadsheet (Review) 2011 Year 2

Oo|go|oio

KS1 E. Average Point Score Calculator | Year 2

Coa e )

The image below is that of the KS1 A Teacher Assessment 2011 marksheet. Results need to be entered into
the first eight columns for every pupil.

W Marksheet Entry

‘Marksheet Entry : KS1A. Teacher Assessments 2011 - Year 2
=1 Print lEI Export ~ B{-‘Calculat&

1Basic Details. 2 Markshest

1 Basic Delails
| This Mariksheet can be used to enter the outcomes of Teacher Assessments in English Maths and Science at Ik

Nokes Key Stage 1 2011,
1 Enterthe AT Levels for English and Science as well2s the Maths Subject Level
2 Cick on Caleulale'and the Science Subject Lavel wil be agareceted up fom the companent AT erires. | —

s —

Data entry for this Markshest is complete [

2 Markshest
Result Date 0570472000 Group Membership Date  [05/04/2011 ) Refresh (1) Summary 3% Narrow & Zoom
Group Filter| s
== o o« o [+ gﬂ: o o Py
b E 3 §E =3 3 E ] £% | =
A2 = £ =2 SE 62 £ g2 25 2
== == = S= 2= o= 23 o= @ =
e E= == ] E= i 2= o= o= o
= S E= w> e o= E= w= o= =
- == = ity foh B o - g 2
W wf | 5| =24 2% | oL [ A8 | =L af | “ef | 5
= =2 ] o2 ] o e 22 il =z 2
B £ << =2 L <7 << =z <X . ‘g
=2 =2 =8 = =& o o7 o U8 o @
| w [T Ty [TV =x wx = W WL W =
| BUCKLEY, Emma
| BYRON, Matthew
| FLOWERS, Lilly

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

ALSO
If you have a pupil with SEN at level W, you must enter W on this marksheet as well as entering the P Scale

level on the P Scale marksheet.
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The message below will appear if an incorrect level is put into any column on the previous page. The codes
below are the valid codes to use. Then select close and re enter the chosen level.

P o
m\’iew Select Grade
Select Grade for current cel

Grade Description

[ Level B

] Level 5

a4+ Lewvel 4 or greater for HNDC

4 Level 4

3 Lewvel 3

2 Level 2

1 Level 1

W ‘whorking towards Level 1

o] Dizapplied

A Abzent

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

Once the missing marks have been input the marksheet needs to be calculated again. If all is correct this
time click in the box stating that the data entry for this marksheet is complete, click the save button and close
the marksheet.

6. Entering P Scales

Do any of your pupils have a W in the KS1 A. Teacher Assessments 20117 If the answer is yes then this
section applies to you, if not please skip to section 7

Make sure that the box next to the KS1 A. Teacher Assessments 2011 is ticked.
Please note that P Scales for pupils with SEN at Level W is statutory this year.

Click on KS1 B. P Scales Data Entry Marksheet and then the green pencil. If for any reason you had to close
SIMS you can find the marksheet by following section 4. Levels only need to be entered for those who are
working at a level W and who have also been identified as having SEN. (Below is a completed version of the
P Scales marksheet).

m Marksheet Entry
Marksheet Entry - KS1 B. P Scale Data Entry 2011 - Year 2
(S Print 48] Export ~ [f Calculate @ Help &P Faval

1 Basic Details 2 Marksheet

1 Basic Details

e [This Marksheet emables youto entera P Scale sssessment for pupils are stil working towards Level 1in ]
Maths, Science. Speaking & Listening, Reading, and WWiting. To help identify these pupils, existing entries 1
lare: displayed in read-only columns

1. Forstudents with a Maths Level of VW' please ensure that there is 3 P scale entry for Maths or one of its

L —

Data entry for this Markshestis complete [

2 Marksheet
Result Date [05/04/2011 |[[50] Group Membership Date [05/04/2011 |[E]] 45 Refresh (1) Summary 3% Narrow @)l Zoom
Group Filter| | a
= = = = = = = = = = = 9= = = =
3 g 3 g g g 3 g g 8 =4 £8 8 4 g
& & £ & & = & & £ &£ o =2 £ & £
=3 E z E E E E z | E 3] o= z ] E
5= =3 o3 = = = = = 82 2 i3 &3 = a3 2
= = 2= = == = = o= 8= 52 == = = 4= g2
2= 53 £3 = £3 = == == = 5= e | ] s ] 83
e 2= 8> = =5 = E= 2= g= 2= == 2= 2= £= =
= e B ® =) ‘» =% Se o 2% Er Fa =% 2% Aa -
= £= = 5 = = o= 5= 5 a2 5 = = 5 g5 = 5
5 Z& =5 =& @ =& =& =5 = “in =5 =& = =5 25 =& s
3 Bz | 23 | 9@ 3z | o3 £ oy | 4z | Eg &y ng | og o B Bz | oz =2
& o o o o oo = Qs o = o o o o e [~ =
BUCKLEY, Emma i 1 W 2] [t 1
BYRON, Matthew 2 24 |28 |2a 2
FLOWERS. Lilly 3 3 3 3 3
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The valid P Scales for each subject are:

P Scales Subject Valid Entries

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

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

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

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

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

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

Once all levels have been entered tick the Data entry for this marksheet is complete, save then close.
On the screen marksheets make sure that both KS1 A. Teacher Assessments 2011 and KS1 B. P Scales

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

7. Returning your results to Management Information

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

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

The XML file needs to be attached to an email and sent to Management Information via
plasc@medway.org.uk or maninfo@medway.gov.uk by no later than 24 June 2011

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

EE S1Ms .net: WATERS EDGE PRIMARY SCHOOL

Focus Reports Routines Tools Window Help

o e BMBCEED ERB

-
E_\ @Eack -

Configure CTF Defaulls

1 Directory Details 2 Datatobe |

1 Direciory Details

mporied by Default

3 Data to be Exported by Default

CTF import directory [CASIMS\CTFCTF IN

4 Mlternative Destinations

Make a note of these two file paths
here, as you will need to know

|2 -

CTF export directory ‘C:'-SIMS \CTRCTFOUT

| &)

A

what they are later on in the

CTF Import Directory:

CTF Export Directory:

process.

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

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

Student Address

Assessment Data
Include K51 Tashks/Tests

Looked After

SIMS Attendance Module

3 Data to be Exported by Default
Student Basic Details [l
SEM Information [l
Attendance Summary N
Collect Attendance
Data From

i

K OF O

Student Contacts

School History

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

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

Go to Routines / Data Out / CTF / Export CTF

] s1S net: WATERS EDGE PRIMARY SCHOOL

. The following screen will appear.

Eocus Reports Rgutines Inols Window Help

@ e @ 2 BR E R = = [ G
8 s - S0 erPEINBERAD TR
Export CTF
4] Links . . .
1Datato be Exported 2 Student Opfions 3 Students 4 Excegtion Log FIrStly! make sure the VIEW IS
p— for Current and Leavers this
Student Basic Details =2} Student Address O Student Contacts a ye ar
SEN Information = f;f;:"g‘?;zﬁab g School History O
Astendanoe Summary ] Looked After =]
B Then ensure that the Include
. S
fre KS2 assessments for QC!
e ot oD i e CTF Students already exported
box is ticked and click the
2 Student Options: _
Efecive Dste. 22T (T View [Curretond Lomvers hisyear [v] oo s, 1 [[2]_Reesn Suders Refresh Students button.
3 Students .
UPN Preflorrod Sumame__ | Preferred Forename.. | Reg Year Grp | Year Taught | Previous Destination Destiation LAIOther | Destinaion Schodl |4 | Now click on the Year Group
»Y820200109033 Laron Chris (AM) (N2) (N2)
UBRR00105052 faron [ TR i arrow and select Year 2
ME2020010303¢  Baren Sophie |y (N2) (N2
Q820200109036 Barnes. Luc-/_ _(_F’M] tl:l?) [N_2)
EEZ}?DS‘VU&QSS Barnes Tommy (PM) (N2) (N2)
EB820200109037 Chappling Martin (PM) (N2) (N2)
1820200109038 Dickinson Sally (AM) (N2) (N2)
Hi 3202@1 DE_W:!B Eagle Ruby | (PM) gNZY [N2_J
U820200103040 Fell Mia _(r‘«MJ (N2) (N2)
HE20200103041 Glass Ella (PM) (N2) N2)
E20200108001 Idie Dylan (aM) (N2) (N2)
820200109043 Jump Forlan (PM) (NZ) (N2)
AEZBZDWWJM Kall Kieth _[»_C\Mi (M2) (N2)
| 4820200108002 Long Gemma (G0 (N2) [CE)
PSZDZDDTQEMB Macabee George (AM) (N2) (N2)
DB20200105046 Mario Luigi (PM) N2) (N2) wl
[ poncr |
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The Year 2 Pupils will now be filtered as shown below.
[ SIMS .net: WATERS EDGE PRIMARY SCHOOL
Focus Reports Routines Tools Window Help
B @ow - S0 EFPENBBERZS D BB
Export CTF
& Links

1 Datatobe Exported 2 Student Options 3 Students 4 Exception Log

1 Data to be Exported

Student Basic Details =i Student Address O Student Contacts O
SEN Information [ ﬁiﬁﬁ:"&qtggrﬁnﬁh % School Histary O
Attendance Summary L1 Locked After [l

Optional Data Descriptor for 2 partial CTF - Please enter
free text .0, Update to KS2 assessments for QCDA,
‘whichwill appear in the DiataDescriptor tag within the CTF

2 Student Options

71 Include students
Effective Date View |Current and Leavers this year || aiready exported A Refresh Students

3 Students
UPH Preferred Surname Preferred Forename Reg . Year Grp (]| Year Ta_ Previous Destination Destination LA/Other Destination School
»:UB20200106006 | Buckley Emma (2GH) 2 2 | Medway
XE20200106008 Eyron Matthew (21E) 2 2 Medway
2820200106102 |Flowers Lilly ez |2 | Medway

To transfer results to Management Information:

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

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

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

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

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

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

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

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

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

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

Management Information — 05/04/11 Page 11



Key Stage One

User Manual
Focus Reports Routines Tools Window Help
B @ - GG BREINBCEER BRB
"Expor CTF
&l Links

1 Data to be Exported 2 Student Options: 3 Students 4 Excepfion Log

1 Dala to be Exporied
Student Basic Details =) Student Address

O Student Cantacts O
) Assessment Data o '
SEN Information =] S Sehosl History O
Atiendance Summary | Looked After bl

& o e sk
Effective Dete [5/02/2017 ][] View [Currentand Leavers this year [w| aiready exported 2

[ uPn Preferred Sumame | Preferred Forename RegG.  |YesrGrp %] Yesr Taught - | Previous Destination Destination LAIOther | Destination School
| v UB20200106006 Buckley Emma (2GH) 2 2 Medway Medway 2

X820200106008 Byron Matthew (2JE) 2 2 Medway Medway

2820200106102 Flowers Lilly (2.8 2 2 Medway Medway

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

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

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

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

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

When the export is complete there will be a message appear in the bottom left-hand corner of the screen
and the Exception Log will show the number of pupils in the file and the number processed.
The Exceptions Log will also display any problems the export may have encountered.

Focus Reports Rputines Tools Window Help

B @ - o Y BRPEN BBERSDRRS
"ExportCTF
& Links
1Datato be Exported 2 StudentOptions 3 Students 4 Exception Log
4 Exception Log
Number of students in file: Number of students processed Number of students not sxported: [0 |
UPN Freferre_d S\._lmam_e !’reh_arred Forename Qe_n:!er !Ja_te of_ Birth _Error Descrim_\_on File Name

The CTF will have exported to the location specified in the CTF configuration defaults that were looked at
earlier.
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The CTF filename as shown below consists of the following:

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

= CTF states that it a Common Transfer File

= B887LLLL states that the destination of the CTF is Medway LA DCSF Number 887
= 004 in this case states that this the fourth version of this file

= xmlis the file extension

) cTFout ==
File Edit View Favorites Tools Help bl
@ Back + ? | {1‘ >~ Search Folders v
Address |£3 ¢:\SMS\CTF\CTE ouT [v| B co

Name = Size | Type Date Modified
File and Folder Tasks ¥ X § o ]

[=8873099_cTF_semLLL_n0txml 36KE XML File 05/04/2011 13:38
Other Places ¥

[%]8873999_CTF_887LLLL_001.xm

Details x

CTF OUT

File Folder

Date Medified: 05 April 2011,
13:02

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

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

Within the Key Stage One 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 One Wizard England 2011 and then next
Check that the correct group has been assigned — Year 2 or Key Stage One 2011 — then select next twice.

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

= KS1 P1 Student England 2011
= KS1 P2 Comparative England 2011

T Wizard - Key Stage 1 Wizard England 2011 (&[]
Individual Report Format
é;m:w Student England 2077 'b%%?%;11 r;‘l f Preview
KS1 P2 Comparstive England 2011 01/01/2011 = | Print
%

Membership Dates for Group : Year 2

From [pras2ott () Te [07/042001 |(EL) [ Refresh |

Group Filter | | E]

Sumame Forename DOB Reg Gm
Buckley Emma 15/03/2003 {2GH)
[ Byron Matthew 03/02/2003 {2JB)
[ Flowers Lilhy 23/D5/2003 {218)

e [omsean)

<Back ] [ Next>

Please select the relevant report and the option that best suits your school by clicking on the icon next to the
reports. This may take some time due to the number of students selected in the second panel “Students”
(shown above).
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10. Renaming the CTF

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

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

Open

72 ' Select Rename

Scan with OfficeScan Client

Open With v A flashing cursor will

send To ' appear at the end of

the filename.

Cut

Copy Change the ‘CTF’
=) 8873999_CTF_887LLLL 001xml | o part of the filename

Delete to ‘KS1’ as shown.

Rename <+—

Properties E] 8873999 KS1 837LLLL 001 xml

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

Please attach this renamed file to an email and send it to Management Information using
plasc@medway.org.uk) or maninfo@medway.gov.uk by no later than 24 June 2011

If you experience any problems or would like further advice please call Management Information on
01634 331048 or 331068.
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