Year 1 Phonics 2015 Guidance Notes (inc Year 2 Retakes) Kent
N

May 2015 County
Council

Management Information kent.gov.uk

This information notice explains how to enter your statutory Year 1 Phonics Screening scores and Year
2 retake scores into Assessment Manager and how to return them to Management Information.

Please note: you need the Spring 2015 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 7.162 or later.

As last year there are two Phonics Wizards available, one for your Year 1 cohort and
another for your Year 2 cohort (retakes only). Phonics scores will have to be entered into
both Wizards and a single CTF created (containing all of your Year 1 and 2 pupils) for
submission to Management Information.

Section 1 — User Defined Groups

Before you import the new Phonics wizards, you need to consider whether you need to set up a User

Defined Group. This is used when you have pupils who are eligible for Year 1 Phonics but who are not
marked as being in NC Year 1 (or Year 2 if applicable) in SIMS.net.

You will also need to set up a group to include any pupils who may have left your school AFTER they
took the Phonics Screening Check — all pupils who take the screening check in your school must have

their result submitted.

You will also need to set up a group to exclude any pupils who may have joined your school after the

Phonics Screening Check week.

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

\':I_:I‘w <:| Back - Forward ﬁ J \:—’—'_'-‘ w 'Tf ??-ﬂ Ei ﬁ |'—= Ej L‘E lLG E:* L;

l“ Maintain User Defined Groups

|:| Mew H Search Open Delete Print Mest Previous

Group Description | Short Name

Active State <Ay -

Click on the New button and the screen shown overleaf will appear.
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User Group Details:
Fsave ) Undo (= Print
1 Group Details 2 Membership Add a rE|evant_ _
Group Description
1 Group Details *  and Short Name.
Group Description |Y-I Phonics 2013 | Active State Active v \ ‘ o
Make sure the Active
Short Mame |Y-”:‘-|5 | Current Main Supervisar | | State Is Active
MNotes ‘ear 1 plus 1leaver]
If you wish, add a
brief note.
Include in Discover [ Then click on the
2 Membership Af:tlon button and
Effective Date Range |D1;03;-2“14_31;M15 | mic Year Academic Year 207 - C||Ck Add Member.
Cursor Day [Tuesday | The screen shown
Cursor Date [05/05/2015 below will appear.
]E]me %ﬁcﬁon...‘,
Member II .lan Feb |Mar |Apr Jun .luI |I I
III L1 III IIIIIIII L1 IIIIIIIIIIII [FERNRNNTNTN H

B Search Links ~ @ Helf
Surname Forename | | Role Student -
Group Type  Mational Curriculum Ye ~  Group | |i| Effective Date  [27/04/2015 =9
Name a Gender Year and Reg Group Cumrent 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.

&mwm === | select all the relevant

#4 Search Links - @Help pupils by clicking on them
s [ | | Role Sudet v while holding down the
GrowType  Nationsl Curcuum Ve~ Growp | | [@] (%] Erecwverse [omaE B Shift key.

Name Gender  Yearand RegGroup  Cument Group

] »

When all pupils are
selected click the OK
button.

N:dullah Tamwar Curriculum Year 1
Cumiculum Year 1
Curriculum “ear 1
Curriculum Year 1
Curriculum Year 1
Curriculum Year 1

Simmonds, David
Moligno. Alessandro
Rufin, Kazmer

Cumiculum Year 1
Curriculum “ear 1
Curriculum Year 1

Cumiculum Year 1
Cumiculum Year 1
Cumiculum Year 1
Curriculum “ear i
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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  [01/09/2014-31/082015 | [& |  Academic Year Academic Year 2014/2015 -
Cursor Day |'|'IJESl:|a“1-r |

Cursor Date |ﬂ5f"ﬂ'5f’2ﬂ15 |

[t Zoom %8 Action...

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

Abdullzh, Tamwar - T1ELM

Beynon, Harvey - 1PINE

Cassidy, Michael - 145H

DiMonaco, Silvana - 104K

[ [ P - AmRI—

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.

ﬁ Select Members E
B Search Hmks ~ Help
Surname I:I Farename | Rale Student -
Group Type  <All= Group | | Effective Date  (05/05/2015
Name Gender Yearand Reg Group b
Smith, Erin Female RFINE
‘Wade, Alice Female RFINE |
Wiliams, Eloise Female  RPINE -
Hoaley. David Male: (22J8)
Baccina, Tia Female (44ES)
Aaron, Liz Female (445L)
Dean, Jack Male { B5BE)
GAMBIONI, GREG Male (558B)
Mleck, Alexis Female { BEKH)
Agathocleous, Joe Male { BEKH)
Aldridge, Courtney Female { BEKH)
Allcroft, CARLTON Male (66KH)
Allim, Farah Female { 66KH)
Amoso, Rosanna Female { B6KH)
Lrmace Sl Eamal { BEKLL X
ok ]

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 Phonics Wizards (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 8800 (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 22.

Importing the Phonics Wizards into Assessment Manager

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

ﬁlmport @
Select the file to import from CI|Ck on the ma ni in
| @ | o O T fy J
Header comments from the import file: g ass an. t € screen shown
below will appear.
Overwrite with default values [
< Back Finish Cancel
Open PX)
Lok in; | £ 5IMS net ¥ O F o
5 CAMPA W The system should default to your
i i; |[IDinnerMoney ."'_’,Connex?onScheme — SI MS.net fOIder as Shown.
My Recent IInTouch |2 ConnexionSchemsschema,
Docurnents \JFlugins = ConnexionsSchemeStuden
= =) addressList.xml | CoursedndyearGroupSche If it does not you will need to
lﬁ =] AttendanceCodeschemna, xml = Courseschema, il . L b licki h
Desktop =] AttendanceReturnErrorResolution, <ml = Coursesschema,xml na\”ga‘te to It y clicking on the

=] Attendanceearschema, xml
. =] AttRet_Configuration, xml
’__/- = CensusErrorResaolutions. xml
= CESEW_Configuration, xml
= ChosenCodesReportschema, xml
N = ClassAndyearGroupSchema,xml
|
< JIE
F.CC Computer
v4.415-TRP.. | File name:

‘:‘] File af type:
|

iy Metwork

My Documents

Fml files (% wml]

[]0pen as read-only

= DEMIErrorResolutions, xml
|2 DEMI-Loakup, il

= DMHistoryOFakkendancese
= DMStudentUPMSChema, xm
1= dynamichelp, ces.xml

= EatliestMarkschemeMemnbe

>
.
:

arrow by the Look in box.

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

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.

Phonics 2015 — Page 4



. Assessment Manager

Mame

|Z| Year 2 Phonics Screening Wizard 2015
|| Year 2 Phonics Screening Wizard 2014

-

6 ¥ i* @

Date modified
13/03/2015 14:11

[Z| Year 1 Phonics Screening Wizard 2014

|| QCDA Test Templates K52 2013
|£| Po5 Tracking Templates England Primary 2015
|| Phonics Screening Year 2 2015

|Z| Phenics Screening Templates 2015

20/12/2013 14:14
21/03/2013 09:34
15/01/2015 07:58
13/03/2015 14:11
11/03/2015 10:29

Click on the Year
1 Phonics
Screening
Wizard 2015 as
shown opposite
and click on the
Open button.

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.

You now need to import the Year 2 Phonics Wizard.

Again, go to Routines | Data In | Assessment | Import and the following screen will appear.

ﬁ Import

L2 =S

Select the file to import from

|([E) «——

Header comments from the import file:

Overwrite with default values [

Click on the magnifying
glass and the screen shown
overleaf will appear.

Finish

Cancel
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Open PIX]
Look in: | £ SIMS .net ¥ O F o
: — W The system should default to your
i ﬂ | DinnerMoney TCDnnex!onScheme — | SIMS.net folder as shown.
My Recent IL2)InTauch |2 ConnexionSchemsschema,
Documents | Z)Plugins =] ConnexionsSchemeStuden
— =) addressList.xml || CourseAndyearGroupSche If it does not, you will need to
; |2 AttendanceCodeSchema, xml =] CourseScherna, xml igate to it b licki th
Desktop = AttendanceR.eturnErrorResolution, xml =] CoursesSchema,xml navigate to 1t by ¢ I_C Ing on e
=] AttendanceyearSchema, xml || DENIEFrorResoltions, xml arrow by the Look in box.
. =] AttRet_Configuration, xml =] DENI-Lookup, xml
—J || CensusErrorResolutions. xml || DMHistoryOfaktendancese .
Mo Documents = CESEW_Configuration, xml = DMStudentUPMSChema, xm Itis norma”y located at
Y |2 ChosenCodesReportSchema. xml = dynamichelp. ces.xml C:\Program Files\SIMS\SIMS.net
= ClassAndyearGroupSchema,xml = EatliestMarkschemeMemnbe

P |, :
V15 TE | il pane 3
"‘_‘] Files: of type: el files (% srml] v

My N;t‘ujork []0pen 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:

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 below.

. Assessment Manager - & ; s FF
Mame Date modified
| Year 2 Phonics Screening Wizard 2015 13/03/2015 14:11 g':]cc‘:nﬁgsthe Year 2
2 Year 2 Phonics Screening Wizard 2014 19/02/2014 07 Screening Wizard
® Year 1 Phonics Screening Wizard 2015 22/12/2014 07-58 2015 as shown

\=| ¥ear 1 Phonics S5creening Wizard 2014
(= QCDA Test Templates K52 2013

20/12/2013 14:14

21/03/2013 09:34

opposite and click
on the Open
button.

\=| Pos Tracking Templates England Primary 2015 15/01/2015 07:58

=| Phonics Screenina Year 2 2015

13/03/2015 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 Year 1 Phonics Wizard

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

appear.
0 Wizard =
Select Wizard
Filter  Incomplete -
Mame Edit Date Complete
EYFS Profile Wizard 2014 01/01/2014
EYFS Profile Wizard 2015 01/01/2015
Key Stage 1 Wizard England 2014 01/01/2014 [}
Key Stage 1 Wizard England 2015 01/01/2015 [
Key Stage 2 Wizard England 2014 01/01/2014 [}
Key Stage 2 Wizard England 2015 01/01/2015 [}
Year 1 Phonics Screening Wizard 2014 01/01/2014 [
Year 1 Phonics Screening Viizard 2015 4— 01012015 | (&)
Year 2 Phonics Screening Wizard 2014 01/01/2014 \E\‘
Year 2 Phonics Screening Wizard 2015 10/03/2015 [

A list of all the
Wizards on your
system will be
displayed.

Make sure the filter
says Incomplete.

Do not tick the
Complete box on the
right.

Click on the Year 1
Phonics Screening
Wizard 2015 and
click on the Next
button.

= Back

You then need to select a group of pupils to work with.
& Wizard - Year 1 Phonics Screening Wizard 2015 [-% |3
Select Group /
Q
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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
(Y1 Phonics 2015) 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 1 by clicking on the text once, then click Apply.

.

m Group Selector

Select the effective Group date

o

[0 el

Refresh

[ Course

[=)- National Curmiculum Year
- Cumiculum Year 2

- Cumiculum Year 3

- Cumiculum Year 4

- Cumiculum Year 5

- Cumiculum Year 6

- Cumiculum Year R

- Cumiculum Year N2
- BExam Season Candidates
[+]- Assessment User Defined
[+ Ethnicity

+- Home Language

- House

[+ New Intake Group

+}- Registration Group

+1- Year Group

[#- Special Needs

[+1- User Defined Groups

m

[ Apply | [ Clear Selection | [ 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

There is only one statutory
marksheet that schools need to
complete for Year 1:

Phonics Screening Year 1
2015

Click on the name of the
marksheet to select and then
click on the Edit Marksheet
button.

W

&

The marksheet will be displayed
as shown overleaf.
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EEE Wizard - Year 1 Phonics Screening Wizard 2015 [~ 7| [E3m]
Marksheets
Filter:  Incomplete - Please select a Marksheet and click on the pencil to enter/edit data.
Template Group Last Used Complete f
éF'honics Screening Year 12015 "Curriculum Year 1 " | =
<Back || MNed> || Finish Cancel




Section 4 — Entering Year 1 Results on the Marksheet

The marksheet will now be displayed as below.

B Markshest Entry
Marksheet Entry : Phanics Screening Year 12015 - Curriculum Year 1
3 Undo (3 Print 48] Export ~ [ Calculate

1 Gasc et 2 st You can export the
v e marksheet for teaf:hers to
1 Inthe Thresheld Scere column enter the Threshold Mark for the 'Wa' grade. You might like to do Co m p I ete el eCtro n I Cal Iy 1 Or
Lastsed [ you can print it out for
Dats entry for this Marksheet is complete [ th e m .

2 Markshest
Result Date [05/05/2015 |} ] Group Membership Date [05/05/2015 |} ] &) Refresh (©) Summary 2k Narrow @Zoom 3§ Reveal

Group F\I(erl | Q

For instructions on
exporting marksheets
please refer to Appendix 1.

Students

Threshold Score
Phonics Check Year 1
Mark for

Phonics Check Year 1
Grade for

Phonics Check Year 1
Data Check

ABDULLAH, Tamvar
BEYNON, Harvey
CARRICK, Oliver
CARTER, Daniel
CASSIDY, Michae!
CEDRIC-SMITH, Lucie
CIFRIO, Alicia
CLARKE. Matthew

You can now start entering the Year 1 Phonics Screening scores for each pupil.

2 Marksheet
Result Date |05/05/2015 |_.r_:'p_ Group Membership Date |D5;-"DE-;-"2D'I 5 |_El_ &
Group Filter| | Q
[ [ The score the pupil achieved should
be entered in the Mark for Phonics
= = = Check Year 1 column. Valid entries
3 3 z are from 0 to 40.
o> > >
545 & + )
ﬁ% % _% 3 If a pupil was Absent or was
a Sn 5N =g 5 | Disapplied from the test, do not
= 35 £5 TE = | enter a score in the Mark for Phonics
i FT =0 o = | Check Year 1 column, enter the A or
ABDULLAH, Tamwar 30 D value in the Grade for Phonics
BEYNON. Harvey 28 Check Year 1 column.
CARRICE, Qliver M
CARTER. Daniel A
CASSIDY, Michasl 12
CEDRIC-SMITH, Lucie )
CIPRIO, Alicia

When you have finished entering scores for all pupils, click on the Save button at the top of the
screen. Because the DfE are not releasing the pass mark until 29" June an exclamation mark will be
displayed in the Data Check column — this will not have an effect on the data you return to us.

When the pass mark is released on 29" June, you can enter it into the Threshold Score Phonics Check
Year 1 column. Right click on the column header and choose Select Grade for Column. Click on the pass
mark that has been announced by the DfE and click OK. Then click Calculate and the Grade for Phonics
Check Year 1 will be filled with WA (working at or above) or WT (working towards).

You now need to enter the scores for Year 2 pupils retaking the Phonics test.
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Section 5 — Running the Year 2 Phonics Wizard

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

appear.
& Wizard 5|
Select Wizard
Filter  Incomplete
Mame Edit Date Complete
EYFS Profile Wwizard 2014 01/01/2014
EYFS Profile Wwizard 2015 01/01/2015 [
Key Stage 1 \wizard England 2014 01/01/2014 [l
Key Stage 1 Wizard England 2015 01/07172015 [l
Key Stage 2 Wizard England 2014 01/071/2014 [l
Key Stage 2 Wizard England 2015 01/071/2015 |
Year 1 Phonics Screening Wizard 2014 01/01/2014 [l
Year 1 Phonics Screening Wizard 2015 01/071/2015 [l
Year 2 Phonics Screening Wizard 2014 01/01/2014 I
éYear 2 Phonics Screening Wizard 2015 k’ﬂm ‘ =

A list of all the
Wizards on your
system will be
displayed.

Make sure the filter
says Incomplete.

Do not tick the
Complete box on the
right.

Click on the Year 2
Phonics Screening
Wizard 2015 and
click on the Next
button.

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

- Back Finish Cancel

m Wizard - Year 2 Phonics Screening Wizard 2015

Select Group
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If you needed to set up a User Defined Group for your Year 2 cohort (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 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.

m Group Selector

Select the effective Group date

From [E’ To E Refresh |

- Course =
= National Cumiculum Year
- Cumiculum Year 1

i Cumiculum Year 4

i Cumiculum Year 5
Cumiculum Year &
i Cumiculum Year R
‘... Cumiculum Year N2
- Bxam Season Candidates
[#- Assessment User Defined
[+ Bthnicity
- Home Language
i House
New Intake Group —
[#- Registration Group
‘fear Group
i Special Needs
- User Defined Grouos

m

| Aeply | | Clear 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.

EEE Wizard - Year 2 Phonics Screening Wizard 2015 -7 =zl
Marksheets
Filter:  Incomplete v Please select a Markshest and click on the pencil to enter/edit data.
Template Group Last Used Complete {,0
;Phonics Screening Year 2 2015 "Curriculum Year 2 ” | 0
<Back || Mext> Finish —
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There is only one statutory
marksheet that schools need to
complete for Year 2:

Phonics Screening Year 2
2015

Click on the name of the
marksheet to select and then
click on the Edit Marksheet
button.

W

V.

The marksheet will be displayed
as shown overleaf.




EE = = EE o o o
e ._ ._ e — — ._
[ @ @ [ = @ @
E g 2| E | 2| £ £
] e = (] 5 e =
] a8 B a 0B a8 8
= o= EL = wr = o= = Jud
0 E EU EU E %U |_U EU &
= - =4 .8 = =2 SRy .8 @]
o — == S=l= o % = == S=l= =
= = =2 =2 e =2 =2 =2 =
w2 cE =0 oo 33 —o =0 oo ]
AKEMAN, Rebecca S Frrrnananss 323\ . - - f I S ;
AREKELL, Isis 31 |\t
ASTONI, Sonya 30 | Wt
ASTWICK, ‘wills 33 |\nfa
BAKER, Fiona 35 | Wa

First of all, click Calculate. This will then highlight the year 2 pupils who need to retake the test as
shown below (pupils with Wt, D or A).

i —_ = e o o o
= — e = e = —
(] o o (] g = = ==
8 E c 8 ki S8 k= ki .
= EQ o (] g =0 = Q = [ H
2 & £3 =8 & 2a 51 =8 5
g = ='c =c o de ='E =c =
= ke = 2 =E e EE =2 =22 =
@ i =0 oo i — =0 oo s
AKEMAN, Rebecca N IR N N A (e
ARKELL, Isis . 31| Wit . I
ASTONI, Sonya . 30 | Wit . I
ASTWICK, \whlls . 13| Wa . Ok
BAKER, Fiona : 35| wa . Ok
BARRETT, Anthomy . 36| Wa . Ok
BASSETT, Joseph . M wa . Ok

If there are some pupils who do not have a Year 1 mark, this may be because they are new and this
data was not transferred on the CTF you received from their school. In early May 2015 Management
Information supplied all schools with a list of year 2 pupils who needed to retake the test this year. If
you have not got this list please email management.information@kent.gov.uk to obtain a copy.

Once you are sure that you know all the pupils you need to enter a score for you can start entering the
Year 2 Phonics Screening scores for them.
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E —_ — B ol ] o
= — _ o _ _ _
o X = o Sl s =
8 B B B = E 2 =
5 EG 50 5 =5 B LD 8
= i £8 =8 & =8 58 =8 5
=) — e == [l o= ] == =
= = 55 EE = == 53 == =
& E =5 (G i =& S& mfﬁ‘ =]
AKEMAN, Rebecca Ok
ARKELL, Isis 32 1
ASTONI, Sonya 36 1
ASTWICK, Wills Ok
BAKER. Fiona Ok
BARRETT. Anthomy Ok
BASSETT. Joseph Ok
BENSON, Zachary Ok
CANDY, Tilly Ok
CHIMNG, Susie Ok
CLARKE. Anabel A 1
CLOVER, Frederick 1
il TS Chmmbeme 1
The score the pupil achieved for the If a pupil was Absent or was Disapplied from
Year 2 retake should be entered in the Year 2 retake, do not enter a score in the
the Mark for Phonics Check Mark for Phonics Check Year 2 column, enter
Year 2 column. Valid entries are the A or D value in the Grade for Phonics
from O to 40. Check Year 2 column.

When you have finished entering scores for all retake pupils, click on the Save button at the top of the
screen. Because the DfE are not releasing the pass mark until 29" June an exclamation mark will be
displayed in the Data Check column — this will not have an effect on the data you return to us.

When the pass mark is released on 29" June, you can enter it into the Threshold Score Phonics Check
Year 2 column. Right click on the column header and choose Select Grade for Column. Click on the pass
mark that has been announced by the DfE and click OK. Then click Calculate and the Grade for Phonics
Check Year 2 will be filled with WA (working at or above) or WT (working towards).

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

You now nheed to create a CTF file in SIMS.net to return your results to Management
Information. Instructions for this start on the following page.
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Section 6 — 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 Year 1 and relevant Year 2 Phonics scores.

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 from Monday 15 June to Friday
26 June 2015.

Creating an XML file in SIMS.net

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

Configure CTF Defaulis
. s Your directory
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 (W \CTFIN 4« /\/@/ know what they are
later on in the
CTF export directory [WACTFOUT o | = 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..

BExport Type
Earty Years Foundation Stage data (FSP)

General Click Phonics Test Results,
K51 then Select.
K51 excluding Tests and Tasks

K52

| o Select || 3 Cancel

The following screen will appear.

1 Student O ptions R
Effective Date  |05/05/2015 l; ! “iew Current and Leavers this year Eri(r:egdfrse:lcjp:rnted [l [ Refresh Students

2 Students

PN Preferred Forename Year Grp Year Taught

YB20200109033 4 4

MB20200109034 4 4

NE23299911001 Abdullzh 1 1

KR23295949130M Ahhra R R
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 1.
Leavers this year. exported box is

ticked.

Your Year 1 current pupils will now be filtered as shown overleaf.
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3 Studenis

UPN Preferred Sur . Preferred Fore. R Year Grp [=] Ye.. Previous Des . [
3 EYBZEIZCIDW... Aaron Chris PINE |1 1

JB20200109.. |Aaron Liz PINE |1 1

M&2020010... |Aarcn Sophie ASH 1 1

JB23200110... |Ackton Stephen ELM 1 1 Kent

M82320011_. |Adasheji Mohammed PINE |1 1

Ma2320011... |Ansell Alfie ASH 1 1

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.
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.

You now need to add the appropriate Year 2 pupils to the list.

Click in the Year Group column header and change the selection back to All as shown below.
|hiziude students T
= v aleady exparted [l

Feg Gip Year Grp % [ Year Taught

....... |
FIME [Cuigtam]
[Blarkz]

MorBlarks] [

ELM R 2

Click on the Year Group arrow and select Year 2.
Your Year 2 current pupils will now be filtered.
We only need you to include the pupils who had to retake the Phonics test this year. You can either

select Kent individually for these pupils or select Kent for the whole year group (same process as year
1) and remove the Kent entry where it is not needed.

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
Phonics Screening test week, 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 1 and 2 pupils, your screen should
resemble the one shown below.

3 Students
P Preferred Sur.. Preferred Fore.. R [.| Year Grp [&] Ye.. [-| Previcus Des.. Destinationl. |

I Y82020010.. |[Aaron Chris PINE |1 1 Fent
JE820200109... (Aarcn Liz PINE |1 1 Kent
M22020010... |Aarcn Sophie ASH 1 1 Kent
JE823200110.. |Ackton Stephen ELM 1 1 Kent Kent
NE2320011.. [Adasheji Mohammed FINE |1 1 Kent
M22320011... [Ansell Alfie ASH 1 1 Kent
Q82320011 |Ansell Annie OAK |1 1 Kent
BE2320011.. [Ansell Archie ASH 1 1 Kent

If you have had pupils leaving your school who took the Phonics Screening Check with you,

you must also return these assessments to us. If this does not apply to your school please
continue with these notes from the bottom of this 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.

Include students o
28 v aleady exported [l

Req Gip Year Grp % Year Taught

e e
FIME [Cuztom)]
[Blarkz] e
[MorBlarks] [
ELM R 2

Then click in the Year Group column header again and depending on the pupil, select the (1) or (2)
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 1 and Year 2 pupils have Kent listed in the Destination LA box.

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.

WWBZ0200105.., [ Katumbe Marmuli FINE TR Fent
K8202001050... |[Keston Kai DAk R Kent
2202001050 [|Lawley Alew ELM R Kent

=] [Year Gig] = ' B

@ Ewxport CTF .
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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_S86LLLL_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: Mumber of students processed: Humber of students not exported: EI

Prefemred Sumame Freferred Forename | Gender | Date of Bith | Emor Description File M ame|

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 Year 1 or Year 2 Phonics Screening scores must be resolved
in SIMS.net (UPNs) or Assessment Manager (phonics scores) and a new CTF created. If you get any
errors relating to missing “FS” or KS1 teacher assessments data (for Y2 pupils), 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.

7S

—

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 should have received by
e-mail.

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

£\ .
Perspective
8

Welcome to Perspective

Perspective helps school and children's centre senior and middle [eaders to seff review confidently and accurately, ereate and maintain robust mprovement
plans, and quickly monitor performance and impact.

To log in, enter your username and password

Ofsted and the SEF username : |

password @

Perspective supports the 2012 Ofsted Inspection Framework and

~.
o |

- es In Sa M1 7
upcoming changes in Sept 2012. e T 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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¢ Once logged in hover the mouse over Documents and click on Send Files

N .

& Perspective @ ’

(ite in partersP

ﬂ Self Evaluation | Planning | Perf. Mgmt | Reports REREINEREE Surveys | News  Watchsted

MY INBOX vocumentPool SN

Send Files

¥iew the latest LA documents
Yiew the most recent docurments sent 1o you by your LA,

=

¢ 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 14. You should have written the file name down on page 18.

@

n X | Logout x

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

™ Upload a new file to send

#* Upload
Tag this fie: Untagged - & Send
Ui
emo LA (Angel) Al -
Sent On~ Received Received By

07/03/13 @ 9:01 AM o 08/05/13 @ 9:59 AM John Tuffrell

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

‘~.

o
n 1 | Logoutx .
\

'S |

e
bports | Documents | Surveys | Visits | News | Watchsted | Admin - -
.- )
.~ :
L=
.- .
™ Upload a new file to send _,/"‘
‘
Tag this fie: Untagged T Eeenc
Untagged .
Census ( 0
Phonics
KS1
Demo LA (Angel) |ks2ma Al -

KS3TA
B25
Other Received By

07/03/13 @ 9:01 AM o 08/05/13 @ 9:59 AM John Tuffrell

Sent On~
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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

W vour file has been uploaded and sent to Kent,

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

¢ 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 Phonics Results file between:
Monday 15 June and Friday 26 June 2015

Thank you.

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

e 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
o 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 03000 417091
Abi Maunders 03000 417131
Teresa Westbhrook 03000 417197

Year 1/2 Phonics

Teresa Westbrook 03000 417197
Abi Maunders 03000 417131
Michelle Hastie 03000 417091

Key Stage One

Imogen Carr 03000 417043
Ed Lacey 03000 417113

Key Stage Two

Jenny Thompson 03000 417183
Jan Bennett 03000 417023
Chaileigh Thorne 03000 417184
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Foundation, Phonics and Key Stage Data Collections 2015

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

ﬁ Marksheet Entry

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

Fisave 9 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

T - r—1

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.

U

Clipboard Font Alignment Numbe

L7 - =
B G D E E G H 1] b
5 Result Date:
Export Date
6 5 EYFS Totals 2012 : Curriculum Year R : 24/04/2012
. m = = 3 3 . = None of the grey
H = = = £ 5
> a || & 5 - 2 < shaded areas can
£ o 3 z = " ) = .
- & i | s 3 5 g 3 3 be altered in any
g i | S5 | 5% | 2% | 52 | B2 | 22 | % wa
= - = @ = = = L = S &= = L .
g £Ea z 55 %@ 2 3 s 4 s a £ y
frd s c = e - E 5 c s c E
> s 2 | 25 | g8 | S¢ |58 | Bs | %
E = w » = & = E = s E - = (]
g w £ e | 22 | BE | §E | §E | pE | B
7 @ 28 S > a £ =z &£ £ S & [ &
5 ADAMS Laura 21 32 24 7] 7] T EEIN
9 AMNAR Tarak 7 22 20 4 4 3 70[Y
10 ASTWICK Gwenneth 18 24 19 5 6 6 78]y
11 BOND Steve 22 29 20 7 8 8 94y
12 CAMERON Zara 2 33 24 8 8 9 107)Y
13 CARTER Hannah " 30 23 7 7 T 85|y
14  CHURCHILL Martin 23 0 23 8 9 [} Ty
15 COOKSON Harry 2 0 27| 9 9 [} 78]y
16 COSENZA Isabella 2 U 0 3 4 5 14[Y
17 DEFEQ Lorenzo 0 0 0 o[y
18 DENNIS Tommy 0 0 0 [1K3

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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(] Save As x|

9\)_\)’\’ B Desktop ~ v {‘Z]J| Search Desktop @
Organize v  Mew folder g '::.E::'
(Z] Microsoft Excel Abi Maunders02 iy cerose When you have entered a
J‘?) System Folder oS System Folder flle name, CIICk on the
{ Favorites
‘ 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.

I Import From Spreadsheet EHE

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 ] 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 datsbase

LIPH Surname Forename G Student Name Admiszion Mo, | #* [Q
20200109033 AAROM Chiiz Aaron Chiiz aot102
J820200103032  AARON Liz Aaron Liz 001103 i
JB23200110003  ACKTOMN Stephen Ackton Stephen 01175
MEZ3200110025  ADASHEJ| Mohammed Adasheji Mohammed Q176

1823200110005 ANSELL Alfie Anszell Alfie am1yy

Q823200110007 ANSELL Anrie Anzell Annie aot7e

BE23200110006  ANSELL Archie Anzell Archie 001173

523200110038 AVATAR Ahman Avatar Ahman 001180

(820200109036  BARMES Lucy Bames Lucy o005

B320200103035 BARMES Tommy Barnes Tommy oo110E

F323200110028  BARTOM David Barton D avid Rk

WE23200110004  BASRA Jenny BazraJenny ooiaz

(823200110021 BIRCH Paige Birch Paige o01183

E820200109037  CHAPPLING Martin Chappling b artin oo1107

WEZ3200110023  DICAPRIO Luiza DiCaprio Luiza 001134

820200109038 DICKINSON 5 ally Dickinzon Sally ao11os

U823200110040  DILORENZO Antoric Diloreriza Ankoric 00185

823200110033 DUFFY Elizabeth Duffy Elizabeth 001186

HE20200109039  EAGLE Ruby Eagle Ruby 001103

823200110011 ELLA Denise Elija Denise o01187

U520200103040  FELL Mia . Fell Mia ao1110 .
ANA10M11009C  COOGICIIE L s 0 Cosneialealle 01 anti0n

[ Finizh ] [ LCancel l

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 B 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 (not FSP) 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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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

Save Unde &= Pnint %I Export - M’Calculate
1 Basic Detailz 2 Marksheet Formatted

1 Basic Detzilz

| Unformatted /

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.)

R T

Clipboard Font Alignment

run

Mumber

A2 - f:'r_ ADAMS Laura
A B & D E F |
- 44 >
= " .
£ , 2 , = . Margins and
) w .
] = = = - 3 = column widths
E = o o > & S & o
= £ = == E = == = = = can be altered so
s e il 25 g 2 S . h dsh
E = & 2 S 3s s S /E/%/ = tespreaseet
: 5 ﬁg @ g 53 =g = can fit on to one
. 3 22 | 22 |22 | g2 |22 |8 page.
2 [ADAMS Laura 7 Y ] Ly 3 Y
3 AMNAR Tarak 5 Y 6 Y 6 72 . .
4+ ASTWICK Gwenneth 5 v 3 v 6 v Use File | Print
5 BOND Steve 7 v 7 Y 3 ¥ Preview to
5 CAMERON Zara 8 ¥ 8 ¥ 9 ¥ check this.
7 CARTER Hannah 4 i 4 Y 3 ¥
8 CHURCHILL Martin 7 v 8 Y B 7
5 COOKSON Harry 8 v 9 ¥ B v

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 @
@Q?|! Desktop » - | 3 | | Search Desktop o
Organize « New falder s v (7]
When you have
(%] Microsoft Excel J ? Abi Maunders02 s L Computer entered a file
& System Folder =SS System Folder name, click on the
- Favorites
= FSP 2012 for Data Entry Save button.
J‘> XML Document
1M Computer 55.7 KB
| | Do not change
the Save as type
box.
File name:  FSP for Manual Data Entry| -
Save as type: | XML Spreadsheet 2003 / v‘
Authors: Abi Maunders02 Tags: Add atag
4 Hide Folders Tools = [ Save l I 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 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.
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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 Surname
Forenarme

| Surnarne Forenarme
- Bl
2 |ADAMS Gend
3 |AMNAR ENAEr
4 |ASTWIC Adrmission Mumber
5 |BOND S UPH
6 |CAMER! Result
7 CARTER Clear
& |CHURCHILL Martin 7
3 |COOKSON Harry 8
10 |COSENZA Isabella 0

screen.

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

ﬁ Imnport From Spreadshg

et

Data from file
1

Surname Forename

ADAMS Laura
AMMAR Tarak
ASTWICK Gwenneth
BOND Steve

| | W Ra| =

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

|

PSE Disp

=l | &R | N

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

Data from file
1 2

Surname Forename

Surname Forename
ADAMS Laura 7
AMMAR Tarak
ASTWICK Gwenneth
BOND Steve
CAMEROMN Zara
CARTER Hannsh
CHURCHILL Martin

COOKSOM Harry
0 IMrOSENTL lzahells

S| | En) | G Pl —
=l || n

| = | Ba

=t| |
= |

Appendix 1

PSE Disp & Att

3
Surnarme

Farename
surnarme Forename
Forenarme Surnarme
Date Of Birth
Gender

Sdrmizsion Mumber
UPM

Result /

Clear

_::
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This time, choose
Result and the
screen shown
overleaf will appear.
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I m Result Selector @

Type Al e

--DCES Assessment Services Mame Owner - )
53] CES Bxamination Sevices EYFS. PD3 MoveContrl The Aspects will follow

EYFS: FD4 Move/Travel the same naming

EYFS: PD5 Fine Control - .
- EYFS: PDS Use Equipmt conventions, for example:

EYFS: PD7 Handle tools L
I EYFS: PD8 Health

EYFS;PDBAdap‘t Link 3 EYFS: PSE DA Status

EYFS: Phys Dev Score

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

: PSE DA Subtotal

] EYFS: PSE ED Status

] EYFS: PSE ED Subtotal
4 EYFS: PSE Score

EYFS: PSE 5D Status
EYFS: PSE SD Subtotal
EYFS: PSRN Calc Status

FYES- PSRN Cale Siktntal
4| i F

Result Set | |

Date 25/04/2012 |1 ]

[ Update |[ 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 | |

Diate |25ﬂ}4f2'|}12 Hl

The screen shown below will appear.

8 Select Result Set [ = |3
Resuft Set Supplier Module Locked J
Early Years Foundation Stage | CES Foundatio... m
Key Stage 1 Trial CES Assessme...  CES ﬁsses Ne Depending on which key stage you are
Key Stage 1 Validated Result SIMS CES Asses... Mo H H .
Key Stage 2 Validated Result SIMS CES fsses... Mo £ Worklng on, Choose one Of the fO”OWIng'
Key Stage 3 Validated Result SIMS CES fsses... Mo
KS2 Target 820 2001 WAT... CES Asses.. No ° Ear|y Years Foundation Stage
Cptional SATS 820 2001 WAT... CES Asses.. Mo .
QCA Year 3 820 2001 WAT... CES Asses... No T ° Key S_tage 1 Valldated ReSUIt
QCA Year 4 820 2001 WAT... CES Asses.. Mo e Phonics Check Year 1 or 2
QCA Year b 820 2001 WAT... CES Asses.. No ° Key Stage 2 Validated Result
TP English and Maths CES fAssessme... CES Asses.. Mo
TP Year 1 CES Assessme... CES Asses... No
TP Year 1 Autumn Term CES Assessme... CES Asses... No
TP *ear 1 Spring Tem CES Assessme... CES Asses.. Mo CIle once to hlghllght, then C“Ck the
TP Year 1 Summer Tem CES Assessme... (CES Asses... No S I t b tt
TP Year 2 CES Assessme... (CES Asses... No elec utton.
TP Year 2 Autumn Term CES Assessme... (CES Asses... No
TP *ear 2 Spring Tem CES Assessme... CES Asses.. Mo
TP Year 2 Summer Tem CES Assessme... (CES Asses... No
TP Year 3 CES Assessme... (CES Asses... No
TP Year 3 Autumn Tem CES Asseszsme... CES Asses.. Mo
TP Year 3 Spring Tem CES Assessme... (CES Asses.. No
TP Year 3 Siimmer Tam CFS Aeeszeme CF& Aeasz M ol
1| 1l | ¥
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 PSE Disp & Attitude Early.. IS TCN =10 T
l[2  |ADAMS Laura 7 Y
JlI3 |AMMAR Tarak 5 Y
4 |ASTWICK Gwenneth & Y
5 |BOND Steve 7 Y
16 |CAMERON Zara 8 Y
/|7 |CARTER Hannzh 4 A
12 |CHURCHILL Martin 7 Y
JI|? |COOKSOM 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 _

Sumame Forename it Student Name Admission Mo. it

- ADAMS Laura Adams Laura D01235 -
AMNAR Tarak E Amnar Tarak 001236 = @

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

1 | CAMERON Zara Cameron Zara 001156 m

7 CARTER Hannzh Carter Hannah 001238
CHURCHILL Martin Churchill Martin 001239

- COOKSON Hamy Cookson Harmy 001240
COSENZA Isabella Cosenza Isabella 001241

7 DEFEQ Lorenzo Defeo Lorenzo 001242

7 DEMNMNIS Tommy Dennis Tommy 001243

R DIXON Stephanie Dion Stephanie D01244
DOLITTLE Susan Dolittle Susan 001158
EDWARDS Imogen Edwards Imogen 001245
FRANCIS Adam Francis Adam 001246
GODWIN Kate A Godwin Kate 001247
R | [ s

| < 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 &

I Activity Log [ [mESm]
=1 Print E Save

.
Assessment Manager Impart from Bxcel -

Date : 25/04/2012 09:40:45

m

12 Result(z) imported

[1 Result{z) Inserted, 11 Resultis) Updated]

The following Results could not be imported as the Result is blank
Student Name: DOLITTLE Susan Aspect: Disposition + Attitude

Result Set: Eary Years Foundation Stage ResultDate: 25/04,2012
Student Name: EDWARDS Imogen Aspect: Disposition + Attitude

Result Set: Eary Years Foundation Stage ResultDate: 25/04,2012
Student Name: FRANCIS Adam Aspect: Disposition + Attitude

Result Set: Eary Years Foundation Stage ResultDate: 25/04,2012
Student Name: GODWIN Kate Aspect: Disposition + Attitude

Result Set: Eary Years Foundation Stage ResultDate: 25/04,2012

Student Name: 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 (not FSP) 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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Phonics Screening 2015
Appendix 2 — Reports

There is a facility within the Phonics Screening wizard to print and preview pupil and school reports.

To access the reports go to:

e Tools | Performance | Assessment | Wizard Manager
e Click on Year 1 (or 2) Phonics Screening Wizard 2015 and then the Next button
o Check that Year 1 (or 2) or the correct user defined group are selected and click Next TWICE.

The report screen is displayed as shown below. There are 2 reports you can print or preview:
e KS1 Y1 (or Y2) Phonics Student Eng 2015
KS1 Y1 (or Y2) Phonics Comparative Eng 2015

m Wizard - Year 1 Phonics Screening Wizard 2015 7 ||==
Individual Report Format
fame it Date " ¥—__| Thisis the
K51 Y1 Phonics Student Eng 2015 01/01/2015 = Preview
K511 Phonice Comparative Eng 2015 01/01/2015 @
button.
%
i ] This is the
Membership Dates for Group : Cumiculum Year 1 Print button
From 05/05/2015 |[B] To |Dsf[:-5,fzﬂ15 |[ B [ Eea ] )
Group Filter | | ﬁ
Student=
Sumame Forename DOB Reg Gmp o
Abdullzh Tamwar 12/01/2008 ELM
[] Beynon Harvey 15/02/2009 FINE
[ Camick Cliver 12/11/2008 ELM
[[] Carter Dianiel 0./ 04,2005 PIME
[ Cassidy Michael 02/01/2009 ASH
[T Cedrir-Smith Lucie 0R/05/2009 PINF i
| SelectAll | | DeselectAll

< Back H et = Finish Cancel

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 School and National Report (Comparative)

Make sure only one pupil is “ticked”. Click on the KS1 Y1 (or Y2) Phonics Comparative Eng 2015 report and
click the Preview or Print button. The report displays percentages for all pupils, boys and girls within your
school and 2014 National results by gender and all pupils.

You may choose to print one or multiple copies of either report by setting the number of copies required on
the print manager screen.

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

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