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This information notice explains how to create a User Defined Group in SIMS if you have pupils joining
or leaving your school or if they are listed as being in a different NC Year.

Before you use the new 2024 wizards, you need to consider whether you need to set up a User Defined
Group. This is used when you have pupils at the end of each key stage who are not marked as being in
the correct NC Year in SIMS.net.
You will also need to set up a group to:

¢ Include any pupils who joined another school after the eligible period AND/OR

e Exclude any pupils who have joined your school after the eligible period.

The eligible periods for each key stage are:

EY FSP
e If a child starts a new school or provider on the first day of the second half of the summer term
(or any time after that), then the previous school should submit the data to the LA.
e If a child moves school or provider any time before the half term, then the new school should
submit the data.
e If half term dates differ between schools and LAs, it is the school or provider where a child
attends (or will attend) for the longest period of time that submits the data.

Phonics - if a pupil changes school:
e before the check period — the receiving school should assess the pupil and submit data for them
e during the check period — the receiving school should find out whether the pupil has already
taken the check (if not, they should assess the pupil and submit data for them)
o after taking the check — their result should be submitted by the school where they took the
check and provided to the new school.

e If a pupil changes school before test week, the receiving school must submit TA data for them.

If a pupil changes school during test week, the school where the pupil was registered at the

beginning of test week must submit TA data for them.

e If a pupil changes school after test week, the school where the pupil was registered during test
week must submit TA data for them.
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The following example of how to create a user defined group uses EY FSP 2019 as an example.

Go to Focus | Groups | User Defined Groups and the following screen will appear.

m SIMS .net: WATERS EDGE PRIMARY SCHOOL

Focus  Reports Rouwtine:  Tools  Window  Help
{p:':*I;. <;| Back - Forward

S5 BPEIBBCR2D0 BR

l* Maintain User Defined Groups

Click on the New button and the screen shown below will appear.

Previous

D Mew H Search Open Delete Print Mext
Group Description | Short Name
Active State <hnys -

User Group Details:
: Add a relevant
E Save ‘;3 Unde = Print . am
1 Group Details 2 Membership Group Descrlptlon
and Short Name.
1 Group Details i
Group Description |EYF5P 208 | Active State Active hd |\ Make oure tr']e Active
State Is Active.
Short Name |F5F‘15I | Current Main Supervisor | |
Notes Year R pupils including 1 leaver] If you WiSh, add a
«— brief note.
Then click on the
Include in Discover [ Action button and
) click Add Member.
2 Membership
Effective Date R 15 Apr 2019 - 31 Aug 2019 M ] emic Year 2018/2019 v
ive Date Range | | Academic Year | The screen Shown
Cursor Day <MNone> | ed Member | | below will appear.
Cursor Date <Mone> | Selected Membership | |
]E?_oom %Action... /
Member Sep |Oct |Nov |Dec |Jan |Feb |Mar |Ap May |Jun |Jul Aug ~
= Select Members | =1 .
H Search Links - @Help
Surname | | Forename | | Role |5t'-“j‘3"t h |
Eor Gon | | [ (%] ereoerme [0S ]G]
d
MName Gender Year and Reg Group Currert Group

Change the Group Type filter to National Curriculum Year, then click Search. All the pupils in your

school will now be displayed.
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To ensure that all pupils in each year group are shown together, click on the Current Group header.

This will sort the pupils by Year Group as shown overleaf.

Select all the relevant FSP

:Search Links ~ @Help puplls by Cllelng on them

N S— | while holding down the
B Shift key.

crentom s | | chcreone. 505 []

Name Gender “Year and Reg Group Current Group
Cumiculum Year R
Curmiculum Year R
Cumiculum Year R
Curmiculum Year R
Cumiculum Year R
Curmiculum Year R
Cumiculum Year R
Benson, Chantal emale { Cumiculum Year R

Bordet, Magda emale L Curmiculum Year R

Ludovak, Marka emale OAK Cumiculum Year R

Cumiculum Year R
Curmiculum Year R
Cumiculum Year R
Curmiculum Year R
Cumiculum Year R

You can also select any
pupils who are not listed
as NC Year R but whom
you need to return results
for.

Remember to exclude any
pupils you should not be
I | returning results for (see
v page 1).

When all pupils are
selected click the OK
button.

You will be returned to the Membership screen as shown below which has now been populated with

the selected pupils.

2 Membership
Effective Date Range [15Apr2019-31Aug2019 | [ ]  Academic Year | Acadermic Year 2018/2019 v]
Cursor Day |<None> | Selected Member ~ |Benson, Chantal - RELM |
Cursor Date |<Nane> | Selected Membership  |<None> |
[l Zoom 48 Action...
s TATI AT AR AR TOR TR VAV R] i RV RNEARY ENTRAAt]

Benson, Chantal - RELM

Bordet, Magda - RELM

Cleeves, Rosie - EELM

MNznizle lzmes - RASH

III

If you need to add a pupil to the group who has left but you need to return results for them (see page

1), click the Action | Add Member button again. You will be returned to the Select Members screen

as shown overleaf.
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i) Select Members

—

Surname

* Change the Group
HSearch m Help I Type ﬂlter tO A", then
! click Search.

E
1| GroupType |<All> W W| | Effective Date .
Find the relevant

Name Gender Year and Reg Group A . .
Yoshida, Yusuke Male (EVC) pupll/ s on the list —
Zinkin, Harold Male (6VC) | k t h hl ht th

E | JARMAN, BOB Male (RELM}) clic 0 Ig Ig / en
Andrews.l.:{jchard Male 1ASH C“Ck on oK When
Bartram, Piers Male 1ASH ..
Cummins, Jake Male 1ASH fl ni Shed .
Denton, Emma Female 1ASH

1 || Hlictt, Josef Male 1ASH

Flemming, Amber Female 1ASH
3 || Haddon, Magdalene Female 1ASH
Lok, Daguan Male 1ASH
3 || Nelson, Matthew Male 1ASH
Ritika, Mira Female 1ASH
Ross, Heston Male 1ASH
1 || sachi. Lian Female 1ASH v

You'll be returned to
the Membership
screen where all
chosen pupils will be
displayed.

Finally, click on the Save button near the top of the screen and Close the window.

Details on how to import the Wizards, enter your data and create the return file can be
found here:
Cantium Login - Cantium Portal (service-now.com)

Remember to select your User Defined Group for use within the Wizard and not the NC
Year group.

Details on how to return your results file and eligible outcomes for each key stage can be
found here:

|nformat|onl kev- tage -data-collections or on request via

MIEducation&WiderEH@kent.gov.uk

Please transfer your XML file to Management Information no later than:

EY FSP Friday 28 June via Perspective Lite
Phonics Tuesday 25 June via Perspective Lite
KS2 Friday 28 June via the Primary Assessment Gateway

Please contact us at MIEducation&WiderEH@kent.gov.uk if you have any queries.

Thank you.
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https://cantium.service-now.com/csm?id=kb_article_view&sysparm_article=KB0017133
https://www.kelsi.org.uk/school-management/data-and-reporting/management-information/key-stage-data-collections
https://www.kelsi.org.uk/school-management/data-and-reporting/management-information/key-stage-data-collections
mailto:MIEducation&WiderEH@kent.gov.uk
mailto:MIEducation&WiderEH@kent.gov.uk

