Key Stage Two Teacher Assessment 2016 Guidance Notes Kent

May 2016 County

Council

Management Information kent.gov.uk

This information notice explains how to enter your statutory Key Stage Two Teacher Assessments and
P Scales into Assessment Manager and how to return them to Management Information.

Please note: you need the Spring 2016 SIMS upgrade to complete this return.

To check this, in SIMS.net go to Help | About SIMS.net option from the menu. The version should
be 7.168 or later.

Section 1 — User Defined Groups

Before you import the new KS2 wizard, 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 Key Stage 2 who are not marked as
being in NC Year 6 in SIMS.net.

You will also need to set up a group to:

e Include any pupils who left your school after the KS2 tests were taken. A school is statutorily
required to report teacher assessments for all pupils who sat the KS2 tests in their school
AND/OR

e Exclude any pupils who have joined your school after the KS2 tests were taken.

For more details see section 9.5 of the STA Assessment and Reporting Arrangements for Key Stage
Two.
https://www.gov.uk/government/publications/2016-assessment-and-reporting-arrangements-pdf-
format-versions

If neither of these options applies to your school, turn to the top of page four and continue from
Section 2.
Otherwise, please follow the guidelines below.

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

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

2 e B BRESHBCR220 B

l“ Maintain User Defined Groups

D Mew H Search COpen Delete Print Meaxt Previous

Group Description | Short Name

Active State <Ay -

Click on the New button and the screen shown overleaf will appear.
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Add a relevant
Group Description
and Short Name.

Make sure the Active
State Is Active.

If you wish, add a
brief note.

Then click on the
Action button and
click Add Member.

The screen shown
below will appear.

User Group Details:
Eisave 5 undo & Frint
1 Group Details 2 Membership
1 Group Details
Group Description |K52 2016 ive State |°£UVE 'V_|_
-
Short Name |K5216 Current Main Supervisor | |
Notes ‘Year 6 plus 1 leaverd]
d
o
Include in Discover [
2 Membership
Effective Date Range |01/09/2015 - 31/08/2016 | Academic Year |Academic Year 2015204 v
Cursor Day |ThU|'SdE!f |
Cursor Date |[P5f1]5f2016
[t Zoom %ﬁcﬁnn...-
Sep [Oct [Nov [Dec [Jan [Feb [Mar [apr [May [Jun [Jul  [aug
Membe:
i L e e i

B Search Links ~ @ Help
Surname l:l Forename | ‘ Raole

G e son | | crcie oo (002 |[5]

MName Gender Year and Reg Group Current Group

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

school will now be displayed.

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 below.

Links ~ @ Help

Effective Date  |05/05/2016 E

Year and Reg Group

H Search

Surname | Rale

| &[]

Gender

—
Group Type  |Mational CurriculumYe v |  Group |

Current Group I
Curmiculum Year &
Cumiculum Year &
Curmiculum Year &
Curmiculum Year &
Curmiculum Year &
Cumiculum Year &
Curmiculum Year &
Curmiculum Year &
Curmiculum Year &
Cumiculum Year &
Cumiculum Year &
Curmiculum Year &

lum Year & 1

Cumiculum Year &
Cumiculum ¥ o 6

I@ 438 matches found
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Select all the relevant KS2
pupils by clicking on them
while holding down the
Shift key.

You can also select any
pupils who are not listed
as NC Year 6 but whom
you need to return results
for.

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  [01/09/2015-31/08/2016 | [} |  Academic Year |Academic Year 2015/2016 v
Cursor Day |Frida-_.r |

Cursor Date |2'I]'ﬂ}5,-‘2'|}‘lﬁ |

[l Zoom i‘{"ﬁ;’-‘n«:ﬂicun...

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

Abraham, Jane - 6KH

Carlsen, Meville - EKH

Daskalos, Carl - 6KH

If you need to add a pupil to the group who has left, click the Action | Add Member button again.
You will be returned to the Select Members screen as shown below.

s Select Members - | o [

H Search iR~ Help

I —

Group Type roup | | Effective Date  |05/05/2016

MName Gender ‘Year and Reg Group ~
Aaron, Chris Male 50T

Aaron, Liz Female 50T

Aaron, Sophie Female SBB

Abdullzh, Tamwar Male 2B

Abhra, Abjit Male 1ELM

Abhra, Alisha Female 1PINE

Abhra, Neel Male TASH

Abraham, Jane Female 6KH

Ackton, Stan Male 10AK

Ackton, Stan Male (BVC)

Ackton, Stephen Male SBB

Ackton, Bil Male (8VC)

Acton, Jordan Male (BVC)

Acton, Sam Female (BVC)

Adams, Adam Male BVC v

Change the Group
Type filter to All, then
click Search.

Find the relevant
pupil/s on the list —
click to highlight, then
click on OK when
finished.

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.
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Section 2 — Downloading the Key Stage Two Wizard (AMPA folder)

All Foundation and Key Stage Wizards will be imported on to your system when you install the Spring

upgrade.

If you have any problems with the AMPA files, please contact the EIS Help Desk on 0300 065 8888 (if
you have a current support contract). If you do not have a contract please contact Management
Information on one of the telephone numbers on page 18.

Importing the Key Stage Two Wizard into Assessment Manager

Go to Routines | Data In | Assessment | Import and the following screen will appear.

ﬁ Import

o s

Select the file to import from

Header comments from the import file:

Overwrite with default values [

Open @@
Look jr: | £ SIMS met v ) ¥ B -

5 I AMPA

\_\ﬁ |ZIDinnetManey
MyFRecent | [LDInTouch
Documents IC3)FPlugins

= =) dddressList.xml
=] AttendanceCodeSchema, xml
= AttendanceReturnErrorResolution, xml
=] Attendanceearschema, xml
. =] AttRet_Configuration, xml
—(_/' = CensusErrorResolutions.xml

= CESEW _Configuration, xml

= ChosenCodesReportSchemna, xml
= ClassAndyeararoupSchema,=ml

Dezktop

ty Documents

=1

:_1)5 <
F.CC Computer
v4.415-TRP... | File name:

‘l} Files af type:
|

by Metwork

Fl files [ srl)

[]0pen as read-only

=t isterReportSchen
|2 ConnexionSchemns

= Connexionachemeschema,
| ConnexionsSchemestuden
= Coursedndyear GroupSche
= CourseSchema, <l

|2 Coursesschema,xml

= DEMIErrorResalutions,<ml
|2 DEMI-Loakup, il

= DMHistoryOfaktendancesc
|| DM3tudentUPMSCchema, xm)
1= dynarnichelp, ces.xml

= EarliestMarkSchemeMembe

>
.
:

| Click on the magnifying glass

and the screen shown below
will appear.

The system should default to
your SIMS.net folder as shown.

If it does not, you will need to
navigate to it by clicking on the
arrow by the Look in box.

It is normally located at
C:\Program Files\SIMS\SIMS.net

For EIS hosted schools this will
be on the
W:\Sims Shared Drive

Within your SIMS.net folder there should be an AMPA folder as shown above. Double click on this
folder, then on the following folders in succession:
e England Primary (and Middle Deemed Primary)

e Assessment Manager

Once the Assessment Manager folder is open, all related Wizards will be displayed as shown overleaf.
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| Agsessment Manager W

F
Mame

|£| E¥FS Baseline Assessment Template NFER 20...

|Z| EYF5 Profile Template 20153

|Z| EYF5 Profile Template 2016

|=| EYFS Profile Wizard 2015

|| EYFS Profile Wizard 2016

|Z| Key Stage 1 Wizard England 2015
|Z| Key Stage 1 Wizard England 2016
|Z| Key Stage 2 Wizard England 2013
|Z| Key Stage 2 Wizard England 2016

|£| K51 and 2 Subject Comment Free Text Aspec...

|Z| P Scale Templates Key Stages 1-3 2014

€ 5 T

Date medified
15/01/2016 13:46
11/03/2015 10:29
15/01/2016 1405

Click on the Key Stage 2
Wizard England 2016 as
shown opposite and click on
the Open button.

31/07/2015 10:46
26/02/2016 14:40
29/01/2016 16:39
14/01/201417:21

The import screen will be shown. Make sure the “Overwrite with default values” box is ticked and
then click Finish followed by Yes to start the import. This may take some time depending on the
speed of your PC. An Activity Log will be displayed when the import is complete. Make sure the Log
states that all items were successfully imported. Click on the Close button.

Section 3 — Running the Key Stage Two Wizard

Go to Tools | Performance | Assessment | Wizard Manager and the following screen will

appear.

sims| Wizard \L-

SelectWizard A list of all the Wizards
Fiir  [ncomplete v on your system will be
MName Edit Date Complete dlsplayed .

EYFS Profile Wizard 2015 01/01/2015

EYFS Profile Wizard 2016 011012016 O ——— Make sure the filter says
Key Stage 1 Wizard England 2015 01/01/2015 A | ncomplete.

Key Stage 1 \Wizard England 2016 01/01/2016 |

Key Stage 2 \wizard England 2015 01/01/2015 O Do not tick the Complete
Key Stage 2 \Wizard England 2016 20012016 O box on the right.

Year 1 Phonics Screening Wizard 2015 010172015 O

Year 1 Phonics Screening Wizard 2016 010112016 O Click on the Key Stage 2

Year 2 Phonics Screening Vizard 2015 10/03/2015 N Wizard England 2016

Year 2 Phonics Screening Wizard 2016 01/01/2016 O and click on the Next
button.
You then need to select a group of pupils to work with.
sins| Wizard - Key Stage 2 Wizard England 2016 _ Click on the
e —— _ magnifying glass and
= the screen shown
overleaf will appear.
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If you set up a User Defined Group (pages 1-3), click on the + symbol next to the User Defined
Groups category and a list of Groups will be displayed. Click on the name of the group you set up
(KS2 2016) and click on the Apply button.

If you did not set up a group, click on the + symbol next to the National Curriculum Year category.
Select Curriculum Year 6 by clicking on the text once, then click Apply.

Select the effective Group date

Fom [B705205 ]

Group Selector

To [31/08/206 [[EX

[ 2 [

Refresh

+- Course
= National Cumculum Year
- Cumiculum Year 1
- Cumiculum Year 2
- Cumiculum Year 3
- Cumiculum Year 4
- Cumiculum Year 5
- Cumiculum Year R

- Cumiculum Year N2
- Exam Season Candidates
- Assessment User Defined
+-- Bthnicity
+- Home Language
House
+ Mew Intake Group
+ Registration Group
+ “Year Group
g
B

- Special Needs
+- IUser Defined Groups

| Apply | |C|ear

Selection || Cancel |

You will be returned to the Wizard screen where your selected group will now be displayed. Click on the

Next button.

The list of available marksheets will be displayed as shown below.

s Wizard - Key Stage 2 Wizard England 2016 _
Marksheeis
Filter: Please select 2 Markshest and click on the pencil to enter/edit dats.
Template Group Last Used Complete f
KSZ A Teacher Assessments 2016 ”Curriculum Year & || | O
KS2 B. P Scale Data Entry 2016 Curriculum Year 6 O
KS2 C. Test Outcomes 2016 Curriculum Year 6 O
K52 D. Broadsheet (Review) 2016 Curriculum Year & O

<Back ||

Next> || Finish

There are two statutory
marksheets that schools need
to complete:

1. KS2 A. Teacher
Assessments 2016

2. KS2 B. P Scale Data
Entry 2016

Firstly, click on the KS2 A.
Teacher Assessments 2016
sheet to select and then click
on the Edit Marksheet button.

W

&

The marksheet will be displayed
as shown overleaf.
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Section 4 — Entering Results on the Marksheet

The KS2 A. Teacher Assessments 2016 marksheet will now be displayed as below.

Marksheet Entry : KS2 A Teacher Assessmenis 2016 : Cumiculum Year 6

Save Unde = Print @ Export - @Calculate
1 Basic Details 2 Marksheet

1 Basic Details You can export the
This Marksheet can be used to store the Outcome for the KS2 Reading, Whiting, Mathematics and Science
Notes Pedformance Descriptor of the reformed cumiculum (Assessment without Levels) Teacher Assessment from markSheet fOI‘ teaCherS tO
2016 onwards. .
complete electronically, or
Last Used ] you can print it out for
them.
Data entry for this Marksheet is complete [
e For instructions on
Result Date |05/05/2016 Group Membership Date [05/05/2016 &) Refresh (@) Summary 2% Narrow @l Zoom 3 Reveal exporting marksheets
G Filt 0} H
roup Fiter] | & please refer to Appendix 1.
3 3 3 3
[ [ [ [
o= = = = ] =
== == <3 == 8 5
=G =™ P By = £
0 =E ZE 22 52 5 B
5 £z | zg | 23 | ©s | £ =
= @& o @8 & & | o
& PR = = = = =
ABRAHAM, Jane N S SR S— A ]
ADAMS, Adam
ANDERSON, Neo
BAINS, Kirk
BELLIC. Nico

You can now start entering the final Key Stage Two Teacher Assessment outcomes for each pupil. This

year, because of the new curriculum only outcomes for Reading, Writing, Maths and Science are
needed.

The valid entries for each subject are shown overleaf.
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Reading

Writing

Mathematics

Science

EXS — Working at the
expected standard

GDS — Working at
greater depth within
the expected standard

EXS — Working at the
expected standard

EXS — Working at the
expected standard

HNM — Has not met
the expected standard
(to be used if the pupil
has a test result)

EXS — Working at the
expected standard

HNM — Has not met
the expected standard
(to be used if the pupil
has a test result)

HNM — Has not met
the expected standard

**x

The codes below are
to be used only if a
pupil was not
entered in the
Reading tests and
has not achieved the
expected standard in
the TA framework

WTS — Working
towards the expected
standard

The codes below are
to be used only if a
pupil was not
entered in the Maths
tests and has not
achieved the
expected standard in
the TA framework

PKG — Growing
development of the
expected standard

PKG — Growing
development of the
expected standard

PKG — Growing
development of the
expected standard

PKE — Early
development of the
expected standard

PKE — Early
development of the
expected standard

PKE — Early
development of the
expected standard

PKF — Foundations for
the expected standard

PKF — Foundations for
the expected standard

PKF — Foundations for
the expected standard

BLW — Below the
standard of the pre-key
stage **

BLW — Below the
standard of the pre-key
stage **

BLW — Below the
standard of the pre-key
stage **

** For pupils with BLW entered for Reading, Writing or Maths a P Scale

must also be entered in the P Scale marksheet. For pupils with HNM for

Science, a P Scale entry is optional. Please see next page for quidance.

If you enter an incorrect value for any Aspect, a message box will be displayed showing the valid
entries as shown below. Click on the Close button and re-enter the correct level.

= View Invalid Result

=) Print E Save
Activi

L

The entered result value '4'is invalid
The valid range of values for this column are:

GDS
EXS

WTS
PKF

BLW
A
D

When you have finished entering results for all pupils, click on the Calculate button at the top of the
screen. This will check whether there are any missing entries and how many missing entries per pupil

there are.

Where entries are missing, you will be alerted by the text in the Missing Entries Check column. You
can order the marksheet by this column into descending order to bring the failed rows to the top. To do
this, right click on the Missing Entries Check column heading and select Order Rows | Ascending.
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When you have entered any missing results you must click the Calculate button again.

Finally, when all data has been entered and is correct, click Save then Close the marksheet.

P Scales Data Entry

At this point you need to consider whether P Scales have to be entered into the relevant marksheet. All

pupils that you have entered as a BLW in Reading, Writing or Maths in the main teacher assessment
marksheet need a P Scale submitted as well. For pupils with HNM in Science a P Scale entry is optional.

Please note that the submission of P Scales for pupils at BLW in Reading, Writing or
Maths is statutory.

If you have just closed the Teacher Assessment marksheet you will be back at the marksheet selector
screen as shown below.

sins| Wizard - Key Stage 2 Wizard England 2016 _
Markshects Click on the KS2 B. P Scale
Filter: Flease select a8 Marksheet and click on the pencil to enter/edit data. .1 Data Entl’y 2016

i

Template Group Last Used f w markSheet-
K52 A Teacher Azsessments 2016 Curriculum B/2016

O
KSZ B. P Scale Data Entry 2016 4/“arri(:ulurr'u‘r'ear & || | [l Then click on the Edit
KS2 C. Test Dutcomes 2016 Curriculum Year 6 | Marksheet button.
K52 D. Broadshest (Review) 2016 Curriculum Year & [l

(Note: If you have exited the
Wizard completely, go to
Tools | Performance |
Assessment | Wizard
Manager.)

[ ] [ ] [ o

The P Scales marksheet will be displayed as shown overleaf.
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2 Marksheet

Result Date [06/05/2016 Group Membership Date

Group Filter|

06/05/2016 Eﬂe‘fresh i:_E_.i Summary SEE Marrow \-_-'l-_}JZoon‘. /;giﬂeueal

Students

ABRAHAM, Jane
ADAMS, Adam
LNDERSON, Neo
BAINS, Kirk
BELLIC, Nico
BELLIC, Foman
CADILIA, Celia
CARLSEN, Neville
CHARLES, Harry

FUARINNY kb,

You can now enter P Scales for the pupils who are BLW for Reading, Writing or Maths directly into the
marksheet. You do not need to enter values for any other pupils. If a pupil is BLW for non SEN reasons

English F Scales
K52 Reading TA
Key Stage 2 Validated Result
P Scale: Reading
Key Stage 2 Valdated Result
Key Stage 2 Validated Result

K52 Wyriting TA

P Scale: Wiriting

Key Stage 2 Validated Result
P Scale: Speaking

Key Stage 2 Validated Result
P Scale: Listening

Key Stage 2 Validated Result
P Scale: English

Key Stage 2 Validated Result
English P Scales Chedd
Mathematics P Scales

KS2 Maths TA

Key Stage 2 Validated Result
P Scale: Mumber

Key Stage 2 Validated Result
P Scale: Usa Maths

Key Stage 2 Validated Result
P Scale: Shape

Key Stage 2 Validated Result

(for example the pupil has English as an Additional Language) you can enter NOTSEN.

The valid P Scales for each subject are:

P Scale Subject

Valid Entries

English P1i, P1ii, P2i, P2ii, P3i, P3ii, NOTSEN
Reading P4, P5, P6, P7, P8, NOTSEN
Writing P4, PS5, P6, P7, P8, NOTSEN

Speaking - OPTIONAL

P4, P5, P6, P7, P8, NOTSEN

Listening - OPTIONAL

P4, P5, P6, P7, P8, NOTSEN

Mathematics

P1i, P1ii, P2i, P2ii, P3i, P3ii, NOTSEN

Number

P4, P5, P6, P7, P8, NOTSEN

Using and Applying Maths

P4, P5, P6, P7, P8, NOTSEN

Shape, Space and Measures

P4, P5, P6, P7, P8, NOTSEN

Science - OPTIONAL

P1i, P1ii, P2i, P2ii, P3i, P3ii, P4, P5, P6, P7, P8, NOTSEN

e If a pupil is at Level P1i to P3ii OVERALL in English, then reading and writing P Scales are not

appropriate. Just enter P1li to P3ii in the P_Scale: English column.
e If a pupil is at Level P4-P8 OVERALL in English, then you need to enter P Scales for reading

and/or writing (where appropriate - the pupil may not be BLW in both subject strands), but not
an overall English P Scale.

e The position is the same for the Maths subjects.
e If a child is recorded as BLW for reasons other than SEN (e.g. being unable to speak English),
the P Scale code “NOTSEN” (available in the drop down menu) will need to be entered for the

relevant subjects.

If you enter an invalid level for a particular subject, a dialogue box will be displayed showing the
correct values. Close the box and enter the correct value.

When you have entered the P Scales for the relevant pupils, click on the Calculate button. This will
then check if any entries have Failed. Correct the failed entries and click Calculate again. Once all
entries have been made and are correct, click on the Save button.

Close the marksheet.

3‘2 Cloze
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Reports

You can now print out pupil reports if you wish. Please see Appendix 2.

You now need to create a CTF file in SIMS.net to return your results to Management
Information. Instructions for this start below.

Section 5 — Creating your Return File

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 Two teacher assessments.

PLEASE NOTE:
There is an extra “page” in the Wizard that creates an export file. Please do not go through this
process.

As last year you will be transferring the XML created to us through Perspective Lite (used for
returning your School Census to us) and you can send us your file at any time from the end of May
until Friday 17 June 2016. This date is to ensure we have enough time to clean and process the data
before the DfE deadline of 30 June.

Creating an XML file in SIMS.net

From the SIMS homepage go to Tools | Setups | CTF and the following screen will appear.

Configure CTF Defauli=
o Unda Your directory
U T details may be
1 Directory Details 2 Data to be Imported by Default 3 Data to be Exported by Default - different — make a
note of these two
1 Directory Details file paths here as
you will need to
CTF import directory |1,'I.|';-.-._CTFIN 4« /j/@/ know what they are
later on in the
CTF export directory [W\CTFOUT P = process.

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 your SIMS.net directory is. For example the path may be:
F\ASIMS\STAR\CTFOut

You now need to select which pupils to transfer results for.
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Go to Routines | Data Out | CTF | Export CTF and the screen shown below will appear.

Select the CTF export type..

Bxport Type

General

Phonics Test Results
K51

K51 excluding Tests and Tasks i

Eary ears Foundation Stage data (FSF)

|« Select || 3% Cancel

The following screen will appear.

1 Student Oplions

Effective Date  |05/05/2016 b | View |Currentand Leavers this year v | !

Choose KS2 then click Select.

| fé:ﬂ?sexmgfr'gd E] | Refresh Students

2 Studenis
LIPN Year Grp
YB20200109033 5
J820200109032 5
M820200109034 5
NB23295911001 2

Firstly, make sure Then ensure that Click the Now click on
the view is for the Include Refresh the Year
Current and Students already Students Group arrow
Leavers this exported box is button. and select
year. ticked. Year 6.

Your Year 6 current pupils will now be filtered.

To transfer results to Kent:
e Left click once in the Destination LA box for the first pupil

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

Year Taught
5

4| pa|in|in

e Click on the down arrow in the Destination LA box for the first pupil. This may resemble 2

vertical lines at the very edge of the box.

e Scroll down the list of LAs until you find Kent. Click on Kent and all pupils should now have this
destination. You do not need to complete the Destination School column.

Scroll up and down the list of pupils to ensure they all have Kent as the Destination LA. If some are
missing, click on the individual pupil’s Destination LA box and complete manually.

Please ensure that you do not attach a destination LA for any pupils who you do not
have assessments for. For example, if new pupils have joined your school AFTER the
KS2 tests were taken, simply remove the Destination LA from their “row”. To do this
click on their LA Destination box and scroll to the top where there is a blank line. Click
on this and the destination will disappear.
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When you have added the Destination LA for your current Year 6 pupils, your screen should resemble
the one shown below.

3 Students
LIPM Preferred Sur..  Preferred Fore.. R Year Grp [=] Yea.. Previous Des_. DestinationL.. Ds
AB2020010_.. |Ellict Ben e |6 5 Kent ||
N82020010_. |England Stephanie BC |6 § Kent | |
C82020010... |Estrada Eric BKH |6 § Kent | |
C82020010_.. |Evans Callum BKH |6 § Kent | |
WE2020010... [Falmer Katie-May BKH |6 § Kent | |
N82020010_. [Fatania Kalpina BKH |6 § Kent | |
PEAHO0I0 Fueilla Maria RV R R Kent |.

You must also return teacher assessments for any pupils who were in your school during
the KS2 tests week but who left the school afterwards. If this does not apply to your
school please continue with these notes from the top of the next page.

To add these leavers to your file, firstly click in the Year Group column header and change the selection
back to All as shown below.

Inciude students e
@l % aleady exported bl F

Reg Gp Year Grp % [ Year Taught

...... | q
FINE [Cugtam]
[Blank.z)
MorBlarks] [
ELM R 2

Then click in the Year Group column header again and select the ( 6 ) year group. The brackets round
the year group signify that the pupil/s have left.

Add Kent into the Destination LA box for these pupils the same way as before. When you have done

this click in the Year Group header again and change the Year back to All. You should then be able to
see that all relevant Year 6 pupils have Kent listed in the Destination LA box.
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When all the relevant pupils have been selected, scroll to the bottom of the screen. To complete the
CTF process, click on the Export CTF button.

wE20200105.. [|Katumbe M amuli PINE ™R
k.82020010580... ||Feeton K.ai OAK R
£8202001050... |Lawley Alex ELM R

A message may appear regarding an Address Tidy and Merge. Click on the Yes button to proceed. An
egg timer will appear. This is the only visible “working” symbol. When the CTF has been created a
dialogue box will appear as shown below.

Write down the file name here:

Export complete. CTF file(s) created: E|

8202001 _CTF_S8aLLLL 001, xml
This is VERY important and will be

needed later.

Click on OK once you have written the file name down.

4 Exception Log
Mumber of students in file: MHurnber of students processed: MHurnber af students not exported: EI
Prefemed Sumame Preferred Forename |~ Gender | Date of Bith  Eror Deseription File Mame

The Exception Log will appear. Please make sure that the Number of students in file is what you
expect it to be and that it matches the Number of students processed. Number of students not
exported should be zero.

Any errors regarding missing UPNs or KS2 teacher assessments must be resolved in SIMS.net (UPNs)
or Assessment Manager (teacher assessments) and a new CTF created. If you get any errors relating to
“EYFS” data missing, you can ignore these and carry on.

Once a correct CTF file has been produced you can exit SIMS.net. The file now needs to be transferred
to Management Information.
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Section 6 — Transferring your CTF to Management Information

As last year, files will be transferred via Perspective Lite. This is the website you use to transfer your

School Census files to us.

Firstly, open Internet Explorer.

ft;

Internet
plorer

Type the website address in the address line https://perspective.angelsolutions.co.uk and press

return.

e Login to Perspective Lite using the login details you use to transfer your census files to us.

If you have not yet received your login details please e-mail Angel Solutions at
erspectivesupport@angelsolutions.co.uk or call them on 0845 129 7196.

» .
Perspective

Welcome to Perspective

plans, and quickly monitor performance and impact

Not yet a customer? Find out more by glicking here

To iog in, enter your username and password

Ofsted and the SEF = |

password :

Perspective supports the 2012 Ofsted Inspection Framework and

\ ™ i
OQeesesse & i A‘III'IIIII'F

Perspective helps school and dren's centre s and middle leaders t f review confidently and accurately, create an Bntain robyst improvement

upcoming changes in Sept 2012. Forgotten vour password? m

~.
~.

If you click on the “Forgotten your password?” link you can enter either your username (this is normally
the school URN) or your e-mail address and a reminder of your login details will be e-mailed to you.
The e-mail address that you enter will need to be the address that is assigned to your Perspective Lite

login or the password retrieval will not work.
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e Once logged in hover the mouse over Documents and click on Send Files ~

& Perspectlv ve,
lite in part e

ﬂ Self Evaluation | Planning | Perf. Mgmt | Reports

Tl liel Surveys | News | Watchsted

MY INBOX Document Pool | e R %

Send Files

Yiew the latest LA documents
Wiew the most recent documents sent 1o you by your LA,

"--.__}.I

e To locate the file you will need to click on the Browse button. You need to navigate to the path
you wrote down on page 11. You should have written the file name down on page 14.

n 1 Logoutx

G

ports | Documents | Surveys | Visits | News | Watchsted | Admin

™ Upload a new file to send

. Upload
Tag this fie: Untagged - & Send
i}
emo LA (Angel) Al -
Sent On v Received Received By

070313 @901AM  F03/05/13@:59AM  JohnTuffnel

e Select the correct file tag to correspond with the file you are uploading. ~..

~.
‘.
‘<.
L \’
1 Logoutx .
\
@ 7
. /‘
Pports | Documents | Surveys | Visits | News | Watchsted | Admin P -
.~ .
L~
L
.~ :
«T
™ Upload a new file to send -
‘
Tag this fie: Untagged =T & Send

Untagged -

Census ( 0

Phonics

KS1
Demo LA (Angel)  |kszTa Al -

KS3TA

B2B

Sent On v Other Received By
07/03/13 @ 9:01 AM «” 08/05/13 @ 9:59 AM John Tuffnell
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¢ Once you have found the file, you can then click Upload & Send to start the secure upload
process for adding the file to Perspective Lite and sending to the LA

e When the file has uploaded/sent you will receive a message on screen to let you know if this
process has been successful

L1 ‘Your file has been uploaded and sent to Kent,

Ornce kent receives your file a copy is available for vou to download in the Previously Sent section (see below) for the following 30 days. If yvou wish
to keep the file we suggest you store it on your computer or netwark,

e You have now sent the file and can exit if you wish, or you can locate another file that
you wish to send

Please transfer your KS2 Teacher Assessments file between the:
end of May and Friday 17 June 2016

Thank you.

e All sent files are visible in the Files Previously Sent section at the bottom of the page

¢ You will be able to see the name of the file, who uploaded it and the date it was sent

e You can also see if the file has been received by the LA, when they have received it and who
received it

e There are three options available to you when you are viewing the Files Previously Sent.
These are:
o All
o0 Sent and Not Yet Received
0 Received
e You will only be able to recall a file that has not yet been received by your LA.

You can do this by simply clicking on the Recall button next to the document that you want to recall.
This will remove the file from Perspective Lite and mean that this file can no longer be accessed by the
LA.
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Management Information Contacts

If you have any problems with any of the Assessment Manager or SIMS.net procedures outlined in
this Information Notice please contact:

Early Years Foundation Stage

Michelle Hastie
Abi Maunders
Teresa Westbhrook

Year 1/2 Phonics

Teresa Westbrook
Abi Maunders
Michelle Hastie

Key Stage One

Wahida Siddique
Ed Lacey
Erika Griffiths

Key Stage Two

Hayley Savage
Matt Ashman
Erika Griffiths

03000 417091
03000 417131
03000 417197

03000 417197
03000 417131
03000 417091

03000 414655
03000 417113
03000 417082

03000 414286
03000 417012
03000 417082
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Foundation, Phonics and Key Stage Data Collections 2016

Appendix 1 — Formatted and Unformatted Export/Import

All marksheets within Assessment Manager can be exported to Excel as either a formatted or
unformatted file. A formatted file can be imported back into Assessment Manager when results have
been entered. Throughout this appendix we have used Foundation Stage Profile 2012 data as the
example.

Formatted Export

m Marksheet Entry

Marksheet Entry - 5 EYFS Totals 2012 : Cumiculum Y From an open marksheet in Assessment

Fisave 5 Undo (= Print |99 Export - |[# Calcul Manager, click on the Export button,
1 Basic Details 2 Marksheet S—— Then click on the Formatted option.

Unformatted

1 Basic Details
E T —

The marksheet will be exported to an Excel workbook as shown below. (This may take a few moments
depending on the speed of your PC and the size of your cohort.

ot s s

Clipboard Fant Alignment Numbe Styles Cells

L7 - &
B C D E F G H J b
5 Result Date:
Export Date
6 5 EYFS Totals 2012 : Curriculum Year R : 2410412012
m = = 5 3 T None of the grey
g g £ > 2 g 3
: a0 3 5 - 2 < shaded areas can
= =) 3 z 5 i 2 = .
2 s g = £ 5 § z £ be altered in any
= 55 | 55 | 5% | 22 | 3 | B3 |ty | £
g £ 3 £ | 8F |28 |22 | 2§ | B8 | £ way.
o ° c = L : = 3 - 3 c - c E
s E = 3 = = =8 = E o s &2 E
E = frid C g = T E 2 E EE o
" (=T} = = - = b1 b1
T w o w o > oW X w o ow O w (T (T2
5 ADAMS Laura 2 32 24 7 7 7] EEING
9 AMNAR Tarak 17 22 20 4 4 3 T0[Y
10 ASTWICK Gwenneth 18 24 19 5 & 6 78|y
11 BOND Steve 22 29 20 7 f] 8 94]y
12 CAMERON Zara 2 33 24 8 8 9 107|Y
13 CARTER Hannah " 30 23 7 7 7 85[Y
14 CHURCHILL Martin 23 0 23 B 9 8 7y
15 COOKSON Harry 2 0 27 9 9 8 78[Y
16 COSENZA Isabella 2 0 0 3 4 5 4]y
17 DEFEQ Lorenzo 0 0 0 o[y
18 DENNIS Tommy 0 0 0 ofy

You will need to save the marksheet somewhere on your networked drive so the teachers concerned
can access it to enter the assessments.

To save the file go to File | Save As and choose a suitable name and location.
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[X]Save e x|
9(_:’\’ B Desktop ~ v {mj| Search Desktop @
Organize v  Mew folder B- v '-:.E:-'
(Z] Microsoft Excel Abi Maunders02 N W When you have entered a
Jﬂ?) System Folder S35 System Folder file name, click on the
¢ Favori
e Save button.
18 Computer
Do not change the Save
/ —_——— g
as type box.
File name: | FSP 2012 for Data Entry j
Save as type: |XML Spreadsheet 2003 4 j
Authors: Abi Maunders02 Tags: Add atag
+ Hide Folders Tools - Save | Cancel |

Depending on the key stage there may be more than one statutory marksheet that you have to export
to Excel.

The teachers can now enter the scores and TA levels directly into the spreadsheet. When they have
finished entering data they must click Save, NOT Save As. This will ensure that only one spreadsheet
contains all the results and it will be filed on your network at the location you originally chose.

When all the scores/TA Levels have been entered into the spreadsheets you can import them back into
Assessment Manager.

Once back in SIMS.net go to Routines | Data In | Assessment | Import from Spreadsheet and
the following screen will appear.

E Import From Spreadsheet ﬂ_*

Click on the magnifying
glass to find the Excel

Select the file to import from / SpreadSheet.

< Back Mext > Finish Cancel

The screen shown overleaf will appear.
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m Open

@(i}v B Desktop ~ - lﬂ_]” Search Desktop

Organize v  Mew folder =
0 Favorites Abi Maunders02 .
3) Systern Folder =S| System Folder
1M Computer -

k. FSP 2012 for Data Entry
! XML Decument
55.7 KB

Use the arrow to find the
network location of your
completed data entry
spreadsheet.

Click on it once to highlight,
then click on the Open
button.

File name: |FSP 2012 for Data Entry

v| |XML Files (*xphl)
Open

=]
Cancel ‘

The file path will be displayed in the next screen. Click on the Next button.

An Activity Log will be displayed stating that read-only columns are not considered for import. Click on

the Close button and the following screen will appear.

s Import From Spreadsheet E| E|
Data from file
1 3 4 5 A
Upn Surname Forename Dizpozition + Attitude DA Status Social Developr
Early ‘v'ears Foundation Early ‘Years Fnundam‘earrﬁm— —
28/04/2011 28/0472011 26/04/2011
1 820200109033  AAROM Chiis 5 ¥ 5
2 |JB20200109032  AARON Liz a Y a
3 Jg23200110002  ACKTON Stephen 0 v 1
4 MB23200170025  ADASHEJ Mohammed 1] M 1]
5 |MB23200110005  ANSELL &lfe 1] e 1]
B 0823200110007  ANSELL Annie 1] N 1]
7 B823200110006  ANSELL Archis o x
8 |UB23200110038  AVATAR Ahman a Y 1 I
9 Q820200103036  BARMNES Lucy 2 Y 3
10 B820200109035  BARMES Tommy 2 Y 3
11 F823200110028 BARTON David 1] 1]
12 'v823200110004  BASRA Jenny ] ]
13 GE23200110021 BIRCH Paige 1] 1]
14 E820200103037  CHAPPLING Martin i) 1] ~
< ¥
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Because you chose a
formatted export, Assessment
Manager has automatically
found the correct Aspects to
put the results into.

Your results will be displayed
in the white columns.

Click on the Next button.




The student matching screen will be displayed as shown below.

Students from the input file Students from daishase

UFM Surname Forenarme G Student Name Admiszion No. | #*
YE20200109033  AARON Chriz Aaron Chiiz oo102
J820200103032  AARON Liz Aaron Liz 00103
J823200110002  ACKTOM Stephen Ackton Stephen 0175
ME23200110025  ADASHEJ Mohammed Adasheji Mohammed 00176

ME23200110005  ANSELL Alfie Ansel Alfie 0m1#7

(0823200110007 AMSELL Annie Angell Annie omive

BE23200110006  AMSELL Archie Angel Archie 00173

523200110038 AWATAR Ahman Avwatar Ahman [ RE=]

820200109038 BARMES Lucy Barnes Lucy amios

B320200109035  BARMES Taormmy Bames Tormmy o 10e

F323200110028  BARTOM David Barton D avid oo

WEZ3200110004  BASRA Jenny BasraJenny amigz

(823200110021 BIRCH Paige Birch Paige oom1a3

E820200109037  CHAPPLING Martin Chappling Martin o007

WEZ3200110023  DICAPRIO Luiza DiCaprio Luiza 00134

820200109038 DICKIMSOM Sally Dickinson Sally om0z

U823200110040  DILORENZO Antonio DiLorenzo Antonio 001185

823200110033 DUFFY Elizabeth Duffy Elizabeth 0om1ae

HB20200109033  EAGLE Ruby Eagle Ruby 00103

823200110011 ELLA Denize Elija Denise 00187

520200103040 FELL Mia . Fell Mia om0 .
NN"70N1009C  COOGELCi L s o Canninlenlle 01 an1i0n

[ Finish ] [ LCancel ]

All the students should
match as shown opposite.

Click on the Finish button
followed by the Yes
button and the results will
be imported.

An Activity Log will be displayed at the end of the process saying how many results were

updated/imported. Click on the Close button.

siMs Activity Log
(=1 Print E Save
Activity

2

Azzezsment Manager lmport from Excel
Date : 28/04/2017 10:16:30

263 Result(z] imparted

[0 FResult(z] Inzerted, 263 Result(z] Updated]

T he fallowing Fesults could not be imparted as the Result iz blank
Student Mame: AMSELL Archie Azpect: Da Status

Result Set: Early Years Foundation Stage ResultD ate
Student Mame: AMSELL Archie Azpect: 50 Statusz

Rezult Set: Early Years Foundation Stage RezultD ate
Student Mame: AMSELL Archie fspect: ED Statug

Rezult Set; Early Years Foundation Stage RezultD ate:
Student Mame: BARTOM Dawid Azpect: Da Status

Result Set: Early Years Foundation Stage ResultD ate
Student Mame: BARTOM Dawid Azpect: 50 Statusz

Rezult Set: Early Years Foundation Stage RezultD ate

-
: 28/0442011
: 28/04/2011
: 28/04/2011
: 28/0442011
: 28/04/2011
w

Cloze

You need to go into each of the marksheets and press the Calculate button. You can go to the
marksheets via the wizard (Tools | Performance | Assessment | Wizard Manager) or through
the route Focus | Assessment | Marksheet Entry.

When you have completed all the statutory marksheets for the Key Stage, you can create a CTF to

export the data to Management Information (instructions in the main notice).

Appendix 1 Page 4




Unformatted Export

The unformatted option is mainly used so the marksheet is more “print-friendly”.

We strongly recommend that you do not use the unformatted option if you want to
import your results electronically. 1t should only be used for printing and manual input
purposes. Instructions do follow however, if you choose to take this option.

m Marksheet Entry
Markzheet Entry : 1 PSE Summary Data Entry 2012 : Cu

i

Fve Undo = Prnt @E:f.port - | |1® Calculate
1 Basic Details 2 Markshest Formatted

1 Basic Details

| Unformatted ‘r/

From an open marksheet in Assessment
Manager, click on the Export button,
then the Unformatted option.

The marksheet will be exported to an Excel workbook as shown below. (This may take a few moments
depending on the speed of your PC and the size of your cohort.)

P

Clipboard Font Alignment

rurn

MNumber

A2 - Jx | ADAMS Laura
A B C D E: F |
= & z _
= . > . = . Margins and
= w .
- B $ = g 3 g column widths
z £8 | 28 | =& | 28 | 28 | =
5 £z 2E | B3 TE T /E/ can be altered so
= TE | w5 |35 | e 2 : the spreadsheet
- a3 | E3 | a3 | E3 /‘E'/‘.:/ z can fit on to one
= w35 3 w 3 = w 3
1 : 82 | 22 |82 |ge | 23 | g | page
2 [ADAMS Laura 7 X 8 nal 6 Y
3 AMNAR Tarak 5 Y 6 Y 5 Y . ,
4 ASTWICK Gwenneth 6 v 6 ¥ 6 v Use File | Print
& BOND Steve 7 Y 7 Y 8 % Preview to
6 CAMERON Zara 8 ¥ 8 Y 5 Y check this.
7 CARTER Hannah 4 i 4 ¥ 3 Y
8 CHURCHILL Martin 7 Y 8 ¥ 8 Y
5 COOKSON Harry 8 ¥ 9 Y 8 Y

Once the page setup is correct, you can print out the spreadsheet, However, if the teachers concerned
are going to enter the assessment levels into the unformatted export version, you will need to save the

marksheet somewhere on your networked drive.

To save the file, go to File | Save As and choose a suitable name and location. In our example we
have used FSP for Manual Data Entry as shown overleaf.
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|'._—'.| Save As

- = |l Desktop »
h”| ;

Organize « MNew folder

(3] Microsoft Excel Abi Maunders02

Jﬁ?} Systemn Folder
- Favorites
X FSP 2012 for Data Entry
lj‘> XML Document
18 Computer 55.7 KB

Je

¥ L Computer

Systemn Folder

e e]

- | hé 2 | | Search Deskt

When you have
entered a file
name, click on the
Save button.

Do not change
the Save as type
box.

File name: FSP for Manual Data Entry|

Save as type: | XML Spreadsheet 2003

/

Authors: Abi Maunders)2

4 Hide Folders

Tags: Add atag

Tools - [ Save

| |

Cancel I

Depending on the key stage, there may be more than one statutory marksheet that you have to export

to Excel.

The teachers can now enter Scores or TA levels directly into the spreadsheet. When they have finished
entering data they must click Save NOT Save As. This will ensure that only one spreadsheet contains
all the results and it will be filed on your network at the location you originally chose.

When all the scores/TA Levels have been entered into the spreadsheets, you can import them back into

Assessment Manager.

Once back in SIMS.net, go to Routines | Data In | Assessment | Import from Spreadsheet and

the following screen will appear.

E Import From Spreadsheet

2 x

Select the file to impaort from

Click on the magnifying
glass to find the Excel

spreadsheet.

The screen shown overleaf will appear.

Appendix 1
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(X Open
e z T |
Nor V) |! Desktop » - | v,l | Search Desktop yol

Organize » MNew folder s- v O @

I Favorites l Abi Maunders02 -L' Computer Use the arrow to
. IR, sstem Foder e System Folder find the network

L Computer

= F5SP 2012 for Data Entry [ & FSP for Manual Data Eﬁtry location of your
@‘> AML Document bgb) KML Document
Er shchs - completed data
55.7 KB | 354 KB
entry spreadsheet.

Click on it once to
highlight, then
click on the Open
button.

File name: FSP for Manual Data Entry ¥ |XML Files (*.xrll)/ v‘

| Open || Cance |

The file path will be displayed in the next screen. Click on the Next button.

The import screen will appear as shown below. In this step you have to match the incoming data to the
correct Aspects in Assessment Manager.

m Import From Spreadsheet @
Data from file
1 2 3 4 5 .

I _| | All the grey parts

1 PSE Disp & Attitude Early.. | DA Status Early Years Fou. |PSE Social Dev Early Year. |SDS| of the screen are
4112 |ADAMS Laurs 7 Y B Y
|3 [AMNAR Tarsk 5 Y & ¥ Assessment

4 |ASTWICK Gwenneth g Y g Y Manager.
|5 |BOND Steve 7 Y 7 Y
|8 |CAMERON Zara g A 8 A All the white parts
47 |CARTER Hannzh 4 Y < 4 Y
- o
/8 |CHURCHILL Martin 7 Y 2 Y of the screen are
1|8 |cookson Hamy B Y ) Y from Excel.

10 |COSENZA Isabella 0 Y 1 Y

11 |DEFEQ Lorenzo 0 M 0 M

12 | DENNIS Tommy ] Y D M

13 |DIXON Stephanie 7 Y 7 Y

14 |DOLITTLE Susan -

4 I F
| [ <Back || MNext» Finish Cancel

You need to attach the correct Aspects to the data.
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First of all, left click once in the white part of column 1
Then, right click over the GREY top area of the same column and the menu shown below will appear.

ﬁ Import From Spreadsheet
Data from file
1 Surnarme
Farenarme
| Surnarne Forenarme
T T s
2 | ADAMS Gend
3 |AMNAR Eneer
4 [asTWIC Adrnission Mumber
5 |BOND S UPM
€ |CaMER! Result
7 |CARTEF Clear
& |CHURCHILL Martin 7
8  |COOKSOM Harry 2
10 |COSENZA Isabella 0

screen.

Choose the Surname Forename option and it will
appear in the “Assessment Manager” part of the

ﬁ Import From Spreadshsg

et

Data from file
1

Surname Forename Y

ADAMS Laura
AMMAR Tarzk
ASTWICK Gwenneth
BEOND Steve

N | | R =

You now need to repeat this process for the other columns.

<

PSE Disp

i =l en

e Left click once in the white part of a column that contains assessment data
e Right click once on the grey area of the same column

Data from file
1

Surname Forename

Surname Forename
ADAMS Laura 7
AMMAR Tarzk
ASTWICK Gwenneth
BOMD Steve
CAMERON Zara
CARTER Hannzh
CHURCHILL Martin

COOKS0N Harry
0 [MrOSENT L leshells

S L = Ty D ) S R o )
=] |G| LN

e |k | D3

—| D oo
=a=
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Surname

Faorename
surnarne Forenarme
Forenarme Surname
Date OF Birth
Gender

Adrmission Mumber
LUPM

Fesult /

Clear
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This time, choose
Result and the
screen shown
overleaf will appear.
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I m Result Selector IEI

Type Al -

i#-[_| CES Assessment Services Mame o — - ]
(#-[C]CES Examination Services EYFS: PD3 MovesCortrol The Aspects will follow

EYFS: PD4 Move/Travel the same naming

EYFS: PD5 Fine Control . .

- EYFS: PDE Use Equipm conventions, for example:
EYFS: PD7 Handle tools L1

I EYFS: FD8 Heatth

EYFS: PDY Adapt /Link 3 EYFS: PSE DA Status

EYFS: Phys Dev Score

T EYFS: Phys Dev Status
EYFS: PSE Status
4 EYFS: PSE DA Status

: PSE DA Subtotal

] EYFS: PSE ED Status

] EYFS: PSE ED Subtotal

B EYFS: PSE Score

EYFS: PSE 5D Status
EYFS: PSE 5D Subtotal
EYFS: PSRN Calc Status
FYFES- PSRN Calr Siibtetal
]

Result Set | |
Date 25/04/2012

[ Updste |[ Close |

When you have found the correct Aspect for the column you are naming, click on it once to highlight.
Then click on the magnifying glass by the Result Set field.

Result Set | |

Date |25fﬂ4f2ﬂ12 HI

The screen shown below will appear.

i Select Result Set o = | =]
Result Set Supplier Medule Locked bl
[Early Years Foundation Stage | CES Foundatio.. | CES Asses.. [ No |
Key Stage 1 Trial CES Assessme..  CES ﬂsses No Depending on which key stage you are
Key Stage 1 Validated Result S5IMS CES Asses... Mo H H .
Key Stage 2 Validated Resut  SIMS CES Asses.. Mo 5 Worklng on, choose one of the fOIIOWIng'
Key Stage 3 Validated Result SIMS CES Asses... Mo
K52 Target 820 2001 WAT... CESAsses.. No ° Ear|y Years Foundation Stage
Optional SATS B20 2001 WAT... CESAsses.. Mo .
QCA Year 3 820 2001 WAT... CES5Asses.. No B * Key S_tage 1 Validated Result
QCA Year 4 820 2001 WAT... CES Asses.. No e Phonics Check Year 1 or 2
QCA Year 5 8202001 WAT... CESAsses.. No ° Key Stage 2 Validated Result
TP English and Maths CES Assessme... (CES Asses.. No
TP Year 1 CES Assessme... CES Asses.. Mo
TP Year 1 Autumn Tem CES Assessme...  CES Asses.. No
TP Year 1 Spring Tem CES Assessme... (CES Asses.. No ClICk once to hlghllght, then C”Ck the
TP *ear 1 Summer Term CES Assezsme... CES Asses.. No Sel t butt
TP Year 2 CES Assezsme... CES Asses.. No elec utton.
TP Year 2 Autumn Tem CES Assezsme... CES Asses.. No
TP Year 2 Spring Tem CES Assessme... CES Asses... No
TP *ear 2 Summer Term CES Assezsme... CES Asses.. No
TP Year 3 CES Assezsme... CES Asses.. MNo
TP Year 3 Autumn Tem CES Assezsme... CES Asses.. MNo
TP Year 3 Spring Tem CES Assessme... CES Asses... No
TP Year 3 Summer Tem CFS Asapasmes CES Asama Mr i
4 | mn | »
Select | | Clear Selection | [ Cancel |
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The Results Detail screen will be shown again, click on the Update button and you will be returned to
the main data import screen.

You will see that the column now has an “Assessment Manager” heading.

m Import From Spreadsheet
Data from file
1 2 3
Surname Forename Disposition + Attitude
Early Years Foundation
2510472012
1 |Surname Forename (= S ET R T Y =2 (WO DA Status Early Years
(2 |ADAMS Laura 7 Y
JI3 |AMNMAR Tarak ] Y
4 |ASTWICK Gwenneth & Y
] 5 |BOND Steve 7 Y
e |CAMERON Zara g Y
7 |CARTER Hannah 4 Y
118 |CHURCHILL Martin 7 Y
JI|?  |COOKSON Harry g Y

You can now continue assigning headings to the rest of the columns that need importing. When you
have finished, click on the Next button to proceed.

The pupil matching screen will now be displayed as shown below.

m Import From Spreadsheet |E||E|
Students from the input file Students from database i

Sumame Forename it Studert Name Admission Mo. it

- ADAMS Laura Adams Laura 001235 s |-
AMNAR Tarak = Amnar Tarak 001236 =

I ASTWICK Gwenneth Astwick Gwenneth 001155
BOND Steve o Bond Steve 001237

1 | CAMERON Zara Cameron Zara 001156 M
CARTER Hannah Carter Hannah 001238
CHURCHILL Martin Churchill Martin 001235
COOKSON Hamy Coolison Hamy 0071240
COSENZA Isabella Cosenza lsabella 001241
DEFED Lorenzo Defeo Lorenzo 001242
DENMIS Tamemy Dennis Tammy 001243
DIXOM Stephanie Dixon Stephanie 001244
DOLITTLE Susan Dolittle Susan 001158
EDWARDS Imogen Edwards Imogen 001245
FRANCIS Adam Francis Adam 001246
GODWIN Kate Godwin Kate 001247
;,”i"“ B Harvey Elizabeth 001248 il

| < Back Next> || Finish | [ Cancel |

The pupils on the left (from Excel spreadsheet) should match the pupils on the right (from SIMS.net). If
they don'’t there will be an option on the right of the screen (magnifying glass) to manually match those
pupils being imported with details held in SIMS.net.

Click on Finish and then the Yes button and the results will be imported.
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An Activity Log will be displayed at the end of the process saying how many results were
updated/imported. Click on the Close button.

L il &
e

I Activity Log (B[]
= Print E Save
Activity
Aszessment Manager Import from Excel -
Date : 25/04/2012 09:40:45
12 Result(z) imported
[1 Resultis) Inserted, 11 Result(s) Updated]
The following Results could not be imported as the Result is blank
Student Mame: DOLITTLE Susan Aspect: Disposition + Attitude
Result Set: Eary Years Foundation Stage ResultDate: 25/04/2012
Student Mame: EDWARDS Imogen Aspect: Disposition + Attitude
Result Set: Eary Years Foundation Stage ResultDate: 25/04/2012
Studert Mame: FRANCIS Adam Aspect: Dispasition + Attitude
Result Set: Eary Years Foundation Stage ResultDate: 25,04,/ 2012
Studert Mame: GODWIN Kate Aspect: Dispasition + Attitude
Result Set: Eary Years Foundation Stage ResultDate: 25,04,/ 2012
Studert Mame: HARVEY Hizabeth Aspect: Disposition + Attitude
Result Set: Eary Years Foundation Stage ResultDate: 25/04,/2012

You now need to go into each of the marksheets and press the Calculate button. You can go to the
marksheets via the Wizard (Tools | Performance | Assessment | Wizard Manager) or through

the route Focus | Assessment | Marksheet entry.

When you have completed all the statutory marksheets for the Key Stage, you can create a CTF to
export the data to Management Information (instructions in the main notice).
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Key Stage Two Teacher Assessments 2016

Appendix 2 — Reports

There is a facility within the Key Stage Two wizard to print and preview pupil reports.
To access the report go to:

e Tools | Performance | Assessment | Wizard Manager
e Click on Key Stage 2 Wizard England 2016 and then the Next button.
e Check that Year 6 or the correct user defined group are selected and click Next TWICE.

The report screen is displayed as shown below. There is only one report available this year which you
can print or preview:

e KS2 P1 Student England 2016 — Individual Pupil Reports

siug| Wizard - Key Stage 2 Wizard England 2016 _
d
Edt Date a This is the Preview button.
K52 P1 Student England 2016 01/01/2016 = U |
# This is the Print button.
Membership Dates for Group : Cumiculum Year &
From |DE!D5,-’2D1E | To |D5fn5f2|:-1s | | Fehesh |
Group Filter | |
Students
Sumame Forename DoB Reg Gmp -
Abraham Jane 19/05/2005 BKH
[ Adams Adam 31/08/2005 BVC
[] Anderson Nea 06/05,/2005 BKH
[] Bains Kirk 18/01,/2005 BKH
[] Belic Nico 06/05/2005 BKH
[] Belic Roman 06/05/2005 BKH v
| selectll | | Deselectal
B | [(at> || s

The Student Report

If you want to print all the pupils at once, click on the Select All button. All pupil boxes will now be
ticked. Click on the Print button once.

If you want to preview the report, make sure that just one pupil box is ticked then click on the Preview
button once.

The report is opened in Microsoft Word. We advise that you save it to your network for
future reference.

When you have finished printing and/or previewing the report, click on the Cancel button to exit the
wizard.
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