Key Stage One 2018 Guidance Notes

May 2018 County

Council

Management Information kent.gov.uk

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

Please note: you need the Spring 2018 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 7.180 or later.

Section 1 — User Defined Groups

Before you use the new KS1 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 1 who are not marked as being in
NC Year 2 in SIMS.net.

You will also need to set up a group to:
e Include pupils who took the KS1 tests in your school but have since left AND/OR
e Exclude any new pupils who joined your school after 31 May 2018

For further details please see the section 8.9 of the STA KS1 Assessment and Reporting Arrangements.
https://www.gov.uk/government/publications/2018-key-stage-1-assessment-and-reporting-
arrangements-ara

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 ED'GE PRIMARY SCHOOL
Focus  Reports  Routines  Tools  Window  Help

g @ B9 BRENBBCRZSD BG

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.

KS1 2018 — Page 1



User Group Detsils:

Add a relevant
Group Description
and Short Name.

Make sure the Active
State Is Active.

If you wish, add a

Bisave S uUndo & Print
1 Group Details 2 Membership
1 Group Details
Group Description |K-S'I 2018 ITE State |'”‘¢3"-i‘-’B Vl
- \
Short Name ||'('S-I 18 | Current Main Supervisor | |
Motes ‘Year 2 plus 1 leaver and excluding 2 joiners|
4;
Include in Discover [
2 Membership
Effective Date Range |13 Apr 2018 - 31 Aug 208 | Academic Year |ﬁcademic/‘(eam’2018 v |
Cursor Day [<MNone> | Selected |
Cursor Date |<None> Selected Membership | |
]EZDDm %ﬂcﬁnn... /
Sep [Det ||Nm- [Dec [Jan [Feb [Mar [apd [May [un Ju Jaug |.
Membel -
i O e e e e e e e e e e

brief note.

Then click on the
Action button and
click Add Member.

The screen shown
below will appear.

*®

B4 Search Links ~ @Help
Surname l:l Forename | | Role
Group Type v] Gow | | Efective Date  [18/04/2018__ ][]

Mame i Gender Year and Reg Group Cument 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.

B Search Links ~ @ Help
sumame [ ] Forerame | | Fole

| &[]

Gender

Effective Date  |18/04/2018 =]

‘Year and Reg Group

Group |

Group Type  |National Curriculum Ye »

Current Group

Name

Nabendu, Aadi

Masters, Paige Cumiculum

Cumiculum Y 2 D
Curricult 2
Curiculum
Curiculum 3
Cumiculum Y
Cumiculum Y
Cumiculum Y
Curiculum 3
Curiculum 3
Curiculum 3
Cumiculum Y

Curmiculum Year 2

Curiculum Year 2 e

Select all the relevant KS1
pupils by clicking on them
while holding down the
Shift key.

You can also select any
pupils who are not listed
as NC Year 2 but whom
you heed to return results
for.

Remember to exclude any
pupils who joined you
after 31 May 2018.

When all pupils are
selected click the OK
button.
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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  |18Apr2018-31A002018 | [ |  Academic Year | Academic Year 2017/2018 v]
Cursor Day <None> | Selected Member |.P-.Iamilla. Sofia - 2JB |
Cursor Date <None: | Selected Membership  [<Mone> |
[ Zoom %ﬁmion...

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

Alamilla, Sofia - 2JB

Banin, Valenya - 2JB

Barrick, Molly - 2JB

Cain, William - 2JB

If you need to add a pupil to the group who took the KS1 tests with you but has now left, click the
Action | Add Member button again. You will be returned to the Select Members screen as shown

below.
o Select Members (=2 | Change the Group
had | Type filter to All, then
e = @He | | click Search.
Surname l:l Forename | Rale
Group Type L | Efecive Date Find the relevant
E:merd i fandrr Year and Reg Group ~ pupll/s on the I|st —_
e Mol click to highlight, then
Taylor, Miles Male H
ele S e click on OK when
Hooley, David Male (2JB) f| nished .
Abhra, Neel Male (3CB)
Baccina, Tia Female (4ES)
Dean, Jack Male (5BB)
GAMBIONI, GREG Male :jSEB) You'll be returned to
Bllict, Gad Malz 50T) P
Aaron.Chrir: Male ::BKH} the MemberShlp
ke N screen where all
ranam, Jane emale ( . .
Adashej, Mohammed Male (BKH) chosen puplls will be
Adebayor, Emmanuel Male {BKH) b d |Sp|ayed

Finally, click on the Save button near the top of the screen and Close the window.
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Section 2 — Importing the Key Stage One Wizard (AMPA folder)

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 One Wizard into Assessment Manager

Go to Routines | Data In | Assessment | Import

If the following panel appears, make sure all the boxes are ticked and click Yes. All resources (including
the Wizards) will be imported. This can take a few minutes to complete.

During the import, a progress bar is displayed - when the resources have been imported and the activity
log appears, you can continue these guidance notes from Section 3 on page 6.

sins| Import Assessment Manager Resources _

There are new/updated Assessment Manager Resources available for import. Do you wish to update your system 7

Flease note that this may take some time Do not close SIMS until this import process is complete.
Using some areas of SIMS during import may cause a system crash.

The Mew Curriculum Programme of Study screen relies on resources being present in the local SIMS System

we therefore strongly recommend updating your AMPARK resources via this auto import routine. If you

cheose not to import these resources you may find that some features are not present and you will subseguently have
to manually impaort the missing files. Flease choose the “yes’ option to automatically update AMPARK resources.

b  AMPARK Resources

Tracking Templates and Grids

[ Programme of Study Tracking Resources

| Yes | | Remind me later |

If this panel does not appear or the Wizards do not import, continue with the screen shot immediately
below.

ﬁ Import @

Select the file to import from CI|Ck on the ma nl In

i — gnifying
Header comments from the import file: g|a$5 and the screen ShOWn
below will appear.

Overwrite with default values [

= Back Mext = Finish Cancel
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Open @@

Look jn: | £ SIMS .net vy O E The system should default to your
\ AMPA m— SIMS.net folder as shown.

i i; I DinnerMonesy = ConnexionSchemeCour ses
My Recent I InTouch 2| ConnexionschemeSchema, . )
Documents [IPlugins 2| ConnexionsSchemeStuden If |t doeS nOt, you W|” need tO
= = AddressList.xml 2| CoursedindearGroupSche navigate toit by C||Ck|ng on the arrow
\ ii =] AttendanceCodeschemna, xml = Courseschema, il :
Deskiop =] AttendanceReturnErrorResolution, <ml = Coursesschema,xml by the Look in box.
= Attendanceyearschema, xml |2 DEMIEFrorResalutions. xml
N ;EttRetECDnF;guritisn.xml | f:_’.g:ql‘:'I_—IEDDkgE::EnI s It is norma”y |ocated at
2] CensusErrarResolutions. xm || DMHistory endancesc . .
M D’o—c;{nents = CESEW_Configuration, xml = DMStudentUPMSChema, xm C-\ngram FIleS(X86)\SIMS\SIMS'net
v = ChosenCodesReportSchema, ml = dynarnichelp, ces.=ml
= ClassandyearcroupSchema. xml | EatliestMarkschemeMembe For EIS hosted SChOOlS thls will be
- -
ch‘?’g t b ? Shared Sims Folder W:\Program
omputer .
w4 415-TRP. | File pame: v Files\SIMS\SIMS.net
‘_‘] Files of type: <l files [ sl v
My N;E-L:ork [ Open as read-only

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:

¢ 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.

. Assessment Manager vl @ T = @
Mame - Date modified gltlglggnltc\elzilz(aeryd
|Z| EYFS Profile Wizard 2018 W England 2018 as
= Key Stage 1 Wizard England 2018 12/04/2018 14:11 :mﬁﬂc‘l’fgﬁiﬁz
|Z| Key Stage 2 Wizard England 2018 12/04/2018 14:11 Open button.
|Z| Year 1 Phonics Screening Wizard 2018 12/04/2018 14:11
|Z| Year 2 Phonics Screening Wizard 2018 12/04/2018 14:11

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.
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Section 3 — Running the Key Stage One Wizard

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

appear.
sims| Wizard |L-
Select Wizard
Filter [Incomplete v] A list of all the Wizards
on your system will be
Name Edit Date Complete dlsplayed
EYFS Profile Wizard 2018 0112017
EKe*,' Stage 1 Wizard England 2018 ‘“01.1'10.-'201? O Make sure the filter says
Incomplete.
If you can't see the
Wizard you need change
the drop down box to All.
Do not tick the Complete
box on the right.
q Click on the Key Stage 1
Wizard England 2018
and click on the Next
button.
< Back Finizh Cancel

You then need to select a group of pupils to work with.

Wizard - Key Stage 1 Wizard England 2018

B

Select Group
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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

(KS1 2018) 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 2 by clicking on the text once, then click Apply.

51w Group Selector |2 [

Select the effective Group date

From To [21/08208 [ ] Refresh

+|- Course ~
= National Cumiculum Year
- Cumiculum Year 1
- Cumiculum Year 3
- Cumiculum Year 4
- Cumiculum Year 5
- Cumiculum Year &
- Cumiculum Year R
- Cumiculum Year N1
- Cumiculum Year N2
- Bxam Season Candidates
- Assessment User Defined
+1- Ethnicity
- Home Language
- House
- New Intake Group
- Registration Group
- Year Group
- Special Needs

s

F--[H-- [ [ e eee

| Apply | | Clear Selechon | | Cancel |

You will be returned to the Wizard screen where your selected group will
Next button.

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

now be displayed. Click on the

Fins| Wizard - Key Stage 1 Wizard England 2018 \L-
Marksheeis
Filter: Please select 8 Marksheet and click on the pencil to enter/edit data.
Template Group Last Used Complete f
EKS'I A Teacher Assessments 2018 ”Curriculum ear 2 " | O
KS1 B. P Scale Data Entry 2018 Curriculum Year 2 O
K51 C. Test Outcomes 2018 Curriculum Year 2 O
K51 D. Broadsheet (Review) 2018 Curriculum Year 2 O

There are two statutory
marksheets that schools need
to complete:

1. KS1 A. Teacher
Assessments 2018

2. KS1 B. P Scale Data
Entry 2018

Firstly, click on the KS1 A.
Teacher Assessments 2018
sheet to select and then click
on the Edit Marksheet button.

:::r\
The marksheet will be displayed
as shown overleaf.

< ] [ ][ o
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Section 4 — Entering Results on the Marksheet

The KS1 A Teacher Assessments 2018 marksheet will now be displayed as below.

E Save "'_'i‘ Undo = Print El Export
1 Basic Details 2 Marksheet

1 Basic Details

Marksheet Entry : KS1A. Teacher Assessments 2018 : Cumiculum Year 2
= E{’Ealcu\at&

Notes

This Marksheet can be used to store the Outcome for the KS1 Reading. Wiiting. Mathematics and Science | ~
Performance Descriptor of the reformed cumiculum (Assessment without Levels) Teacher Assessment from
2016 onwards.

Lest Used
Data entry for this Marksheet is complete [

2 Markshest

Result Date [18/04/2018 Group Membership Date

L1

Group Filter|

18/04/2018 ‘5\' Refresh =_E\Sun‘n'ar-,' 3 Narrow &l Zoom i:éRe‘;eal

| KS1 Reading TA
Key Stage 1 Validated Result

Students

AKEMAN, Richard
AKEMAN, Steven
ALAMILLA, Scfia

>3

o=
PRIk
N

Key Stage 1 Validated FResult

Key Stage 1 Validated Fesult
5| K81 Science TA

Key Stage 1 Validated FResult

Mis=ing Entries Chedk

Mo of Missing Entries

5 K51 Writing TA
5| KS1 Maths TA

EX W (5
BLWw FKF HHM

BALIK, Karolina

EXS

BANIN, Valeriya
BANKS, Chloe
BARRICK, Molly
BROWNE, Lettie
CAIN, William
CARTER, Ryan
CASTAGNN |iea

You can export the
marksheet for teachers to
complete electronically, or
you can print it out for
them.

For instructions on
exporting marksheets
please email
management.informatiopn

@kent.gov.uk

You can now start entering the final Key Stage One Teacher Assessment outcomes for each pupil. Only
overall outcomes for Reading, Writing, Maths and Science are needed.

The valid entries for each subject are:

Reading

Writing

Mathematics

Science

GDS - Working at
greater depth within
the expected standard

GDS - Working at
greater depth within
the expected standard

GDS - Working at
greater depth within
the expected standard

EXS — Working at the
expected standard

EXS — Working at the
expected standard

EXS — Working at the
expected standard

EXS — Working at the
expected standard

WTS - Working
towards the expected

WTS - Working
towards the expected

WTS - Working
towards the expected

HNM - Has not met
the expected standard

standard standard standard * %

PKF — Foundations for | PKF — Foundations for | PKF — Foundations for

the expected standard | the expected standard | the expected standard

BLW — Below the BLW — Below the BLW - Below the

standard of the pre-key | standard of the pre-key | standard of the pre-key

stage ** stage ** stage **

A — Absent A — Absent A — Absent A — Absent

D - Disapplied D - Disapplied D - Disapplied D - Disapplied

** 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 guidance.
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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.

s View Invalid Result

=3 Print E Save

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.

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.

K51 A. Teacher Assessments 2018

ficulum Year 2

sins| Wizard - Key Stage 1 Wizard England 2018 _
Markshests L
Filter: Please select a Marksheet and click on the pencil to enterd
Template Grou Complete
p p p f‘\\

EKS'I E. P Scale Data Entry 2018 -

||Curricu|um‘r’ear 2

K51 C. Test Outcomes 2018
K51 D. Broadsheet (Review) 2018

Curriculum Year 2

Curriculum Year 2
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Data Entry 2018
marksheet.

Then click on the Edit
Marksheet button.

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




The P Scales marksheet will be displayed as shown below.

2 Marksheet
Result Date |18/04/2018 Group Membership Date  |18/04/2018 &) Refresh i Summary I=t Marmow &l Zoom 3;‘% Reveal

Group Filter| | Q,

P Scale: Listening

Key Stage 1 Validated Result
Key Stage 1 Validated Result
English P Scales Checkl
Mathematics F Scales

KS1 Maths T4

Key Stage 1 Validated Result
P Scale: Mumber

Key Stage 1 Validated Result
P Scale; Usa Maths

Key Stage 1 Validated Result

Key Stage 1 Validated Result
P Scale: English

Key Stage 1 Validated Result
Key Stage 1 Validated Result
Key Stage 1 Validated Result
Key Stage 1 Walidated Result

Students

English P Scales

K51 Reading TA

P Scale: Reading
Y KS T Writing TA

P Scale: Writing

P Scale: Speaking

AKEMAN, Richard | [wrs | |Ex

EHEEHN Heven T e N I e
ALAMILLA, Sofia EXS GDS ExS

BALIK, Karolina ' ' ' ' [ ' ' ' ' ' '

BANIN, Valeriya

BANKS, Chlos

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
(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, P5, 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 P1i 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.

S;E Cloze
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Reports

You can now print out pupil reports if you wish. Please see the last page of these notes for guidance.

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 a CTF (in the form of an XML file) that will contain all of your Key Stage One
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 Thursday 28 June 2018.

Creating an XML file in SIMS.net

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

Configure CTF Defaultz
. s Your directory
o o 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 |WACTFIN « j/m/ know what they are
later on in the
CTF export directory |W\CTFOUT « || & 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:\SIMS\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..

T For KS1, choose, KS1 excluding Tests and
General 1| Tasks then click Select.

Phonics Test Results

KS1

K51 excluding Tests and Tasks

KS2

Early Years Foundation Stage data (FSF)

|« Select || € Cancel

The following screen will appear.

1 Student Options Include students
Effective Date [12/04/2018 m—l View |Currentand Leavers this year w ari?e:dfrse:fpoeged el | Refresh Students

2 Studenis

LUPH Preferred Surname Preferred Forename Year Taught

N223285911001 Abdullzh Tamwar 4

KB82325959513001 Abhra Abjit

2823235513002 Alisha 3

WaZ3299916061 Shaquib M2

D2232539317001 Charlotte M2

C823259513004 Stan 3
Firstly, make sure Then ensure that Click the Refresh Now click on the
the view is for the Include Students button. Year Group arrow
Current and Students already and select Year 2.
Leavers this year. exported box is

ticked.

Your Year 2 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
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 joined your
school after 315t May 2018 by removing 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 2 pupils, your screen should resemble
the one shown below.

3 Studenis
UPHN Preferred Sur_.  Preferred Fore . R Year Grp [ Yea.. Pr_. Destination LA'Other
b 1220892102 |Abraham  |Jane bt |2 2 ket L
J820200109... |Adams Adam 2B 2 2 Kent
Y82020010.. |Anderson Neo 2GH |2 2 Kent
H282020010... |Bains Kirk 2GH |2 2 Kent
ME2020010... |Bellic Mico 2GH |2 2 Kent
B82020010.. |Bellic Roman 2GH |2 2 Kent
Q82020010.. |Cadilia Celia 2GH |2 2 Kent
We2083210... |Carlsen Meville 2GH |2 2 Kent
XB82020010... |Charles Harry 2B 2 2 Kent

If you have had pupils leaving your school since they took the KS1 tests in May, you must
also return these assessments to us. If this does not apply to your school please continue
with these notes from the top of the next page (Export CTF button).

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.

N |hiciude students v

already exparted

Reg Gp Year Grp % [ Year Taught

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

Then click in the Year Group column header again and select the ( 2 ) year group as shown below. The
brackets round the year group signify that the pupil/s have left.

Include student 5
nd Leavers this year vl ar;;;dj;;é;{;; bl FRefre:

1 Faorename Fieg Grp Iz‘ Year Gip IZH‘(ear T aught Iz‘ F
PINE Eglustﬁm]] R
anks
A8 iNonBlanks) !
PINE
2
EYC 5
4ES 4 i
ELM g i
2B =
| 310 [2)
A4SH IN2)
M2
1ed PINE T mil
el 2GH 2 Iz

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 2 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

= e -

A message may appear about 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_S3sLLLL_001 . xmi
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 KS1 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.

Internet
Explorer

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 file to us.

Login to Perspective =]

Username: |

Password:

MNeed a Username / Password reminder?

LOGIN =]

If you need help with your login details please e-mail Angel Solutions at
perspectivesupport@angelsolutions.co.uk or call them on 0845 129 7196.

Alternatively, if you click on the Need a Username / Password reminder? 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 N

tlliel Surveys | News | Watchsted

Document Pool

MY INBOX

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

Send Files

 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. "~

A
e

™ Upload a new file to send

Tag this file: | Untagged i & yeric

o
e Once your chosen file is displayed in the Browse box, select the correct file tag to correspond
with the file you are uploading. ~.
.\..\
\
& j
tchsted Tools Upgrade ¥ .,/‘

™ Upload a new file to send ,/“
s e
Tag this file: [ Untagged v Esent Lo

Untagged /,-/

Census — i ]

Census - SWC L :

EYFSP puem

Phenics L

CS— :

KS2 TA
KS3TA

B2B

EY Headcount
YP Destinations
Tracking YP
Other

e When the file is correctly tagged, you can then click Upload & Send to start the secure upload
process for adding the file to Perspective Lite and sending to the LA.
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When the file has uploaded/sent you will receive a message on screen to let you know if this
process has been successful.

Your file has been uploaded and sent to Kent,

Orce kent receives your file a copy is available for you 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 network,

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 KS1 Teacher Assessments file between the:
end of May and Thursday 28 June 2018

Thank you.

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.

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

There are three options available to you when you are viewing the Files Previously Sent.
These are:

o All

o Sent and Not Yet Received

o Received
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

Cheryl Smith 03000 417174
Garrick Steer 03000 417181

Year 1/2 Phonics

Teresa Westbrook 03000 417197
Abi Maunders 03000 417131

Key Stage One

Olivia Stockdale 03000 415890
Katie Sedgwick 03000 417924

Key Stage Two

management.information@kent.gov.uk

KS1 2018 — Page 18



Reports

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

e Tools | Performance | Assessment | Wizard Manager
e C(lick on Key Stage 1 Wizard England 2018 and then the Next button.
e Check that Year 2 or the correct user defined group are selected and click Next TWICE.

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

e KS1 P1 Student England TA 2018 — Individual Pupil Reports for teacher assessments
e KS1 P1 Student England TA and TT 2018 — Individual Pupil Reports that show both teacher
assessments and test results

sins Wizard - Key Stage 1 Wizard England 2018 IL-
ndividuzl Repart Format _ . 4« | This is the Preview button.
Name Edit Date 0
= .
K51 P1 Student England TAand TT 2018 0141042017 P This is the Print button.
w 14 H
<+— The “cog” button will upload
Membership Dates for Group - Cumiculum Year 2 a copy Of the pup|| report to
From To the Linked documents on the
Group Filter | | pupil’s record.
Students
Sumame Forename DOE Reg Gmp ~
Akeman Richard D2/02/2011 2JB
[] Akeman Steven 02/02/2011 2GH
] Aamila Sofia 02/12/2010 2JB
[ Balik Karolina 15/02/2011 2GH
] Banin Valeriya 22/10/2010 2JB
[] Barks Chloe 04/04/2011 2GH v
| SelectAll | | DeselectAll

] [ ] [ o

The Student Reports

Select the report you want by clicking on it once to highlight. 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.

for future reference.

The reports are opened in Microsoft Word. We advise that you save them to your network “

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