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Introduction

The Key Stage 3 Wizard enables you to process end of Key Stage 3
Assessments. Once the data has been entered and validated reports can be
produced to present the recorded information to parents. The Key Stage 3
Teacher Assessments you record during this process must be returned to the
National Assessment Agency (NAA) between 15 May and 10" July 2009.

This document details the steps required to record and return students KS3
results within Assessment Manager 7. This will be done in the following
stages:

Archive Previous Results Files (Section 1)

Setting up the Key Stage Destination for CTF (Section 2)

Set up Assessment User Defined Groups (Section 3)

Import Key Stage 3 Wizard (Section 4)

Enter Assessments (Section 5)

Print and Send Reports (Section 6)

Create CTF (Section 7)

Send CTF to NAA (separate notes)

Your Key Stage 3 Teacher Assessment results must be
sent to the NAA between 1% May and 10" July 2009.

The following is an extract from guidance from the National Assessment
Agency regarding Key Stage 3 teacher assessments for 2009:

“Schools are still required to submit teacher assessment level judgements to
the NAA at the end of key stage 3. Teacher assessment level judgements will
only need to be submitted in the core subjects of English, mathematics and
science.

Schools are still required to report teacher assessment level judgements to
parents, carers or guardians for both core and foundation subjects.”

The following pages give detailed instructions on performing the above
processes.

Should you have any trouble please contact the ICT Development Service
Service Desk on 01926 414100 or via e-malil on
ictdsservicedesk@warwickshire.gov.uk. Please state which Key Stage you
are working on and also the Booklet Page on which you are working.
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Section 1
Archiving Previous Results Files

This section will guide you through archiving the previous year's assessment
results. This will help prevent confusion when uploading the new results.

1.

On your desktop, double left-click on the My Computer icon to open
windows explorer.

Navigate to the IMSFTP Folder Z: \ SIMS \ IMSFTP.

Inside this folder you will find two further folders, CIEEEEGEG
Archive and Data. (If the Data or Archive folder | Fie Edt view Favortes Tods Heb
does not exist you can create one through File / /== - rut
New / Folder and name it Data or Archive. )

Create Shorkeut

Open the Data folder by double clicking it.

The Data folder will contain any old information you have returned to the
National Assessment Agency.

@ C:,5IMS IMSFTP Data

File Edit Wiew Favorites Tools  Help

Oﬁack M > B ir | /7\158&’("\

Address | C:\SIMS\MSFTP\Data

-

= Folders

Size | Type | Date Madified
Z33KE XML Document 30/04/2007 14124
Z89KE XML Document 30/04/2007 12:29

Foldets X

El ) MSFTP
) Archieve
) Data
() MaRKS
() OPTIONS
) PLASC Return

Select all files by clicking Edit / Select All.
Select to cut all files by clicking Edit / Cut.
Click the Back button to return to the IMSFTP folder. Open the Archive

folder by double clicking it. Now paste all the data by clicking Edit /
Paste.

Your old data is now archived and you can begin producing this year’'s
assessment results.
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Section 2
Setting up the NAA Alternative Destination

The data you record for Key Stage 3 is sent to the National Assessment
Agency via CTF. This section details the process for setting up the National
Assessment Agency as an Alternative CTF Destination. You may find that you
completed this step as part of last year's Key Stage Procedures.

1. In SIMS .netgoto Tools / Setups / CTF.

The Configure CTF Defaults window will open.

Caonfigure CTF Defauks

Save Unda
1Ditectory Detsils ~ 2Data tobe Imported by Default 3 Data to be Exported by Defaul 4 Altemative Destinations
1 Directory Details
CTF import diectory —[CASIMS\SHanCTFIN |
CTF export diectory  [CASIMEYStanCTFOUT |
2 Data to be Imported by Default
Student Basic Details “ Student Addiess 7] Student Contacts 7]
SEM Infarmation 7] Assessment Data 7] School History 7]
Attendance Summary 7] Looked After 7]
3 Datato be Exported by Defaut
Student Basic Details =] Student Address =] Student Contacts
' Assessment Dala 7] .
SEM Infarmation 7] o 5 et = School History
Atendance Summary 7] Looked After o
Collect Attendance 51M5 Attendance Module -
Data From
4 Alternative Destinations
Code [ Deseription [ Mew

Open

Delete

2. Scroll down to section 4, Alternative Destinations.

4 Alternative Destinalions

Code Description [ Mew
MaalLLL Mational Azzezzment dgency Dzem
2 Delete

3. If the National Assessment Agency (NAA) appears in your list with a
code of NAALLLL then skip this section and move to section 3. If not
continue to the next step.

4. If the NAA does not appear in your Alternative Destination list then click
the New button on the right of the panel.
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5. The Alternative Destination window will open

!
ET T = —
| ECeT L VENIES [ nai o] _J__Jﬂ
Alternative Destination

Code MEALLLL

Description Mational Aszessment Agency

[ul: ] [ Cancel

6. Enter the code NAALLLL (this must be written in capital letters) and the
description National Assessment Agency or NAA.

7. Click OK.

8. Click Save to save the CTF options.

You have now created the NAA as an alternative destination. You will use this
later to create the CTF that you will send to the National Assessment Agency.
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Section 3
Set up the Assessment Defined Group

In order to complete the Key Stage 3 return you must tell SIMS .net which
students you wish to enter results for. To do this you create an Assessment
Defined Group. This section will detail how you create an Assessment
Defined Group for Key Stage 3.

1.

2.

In SIMS .net go to Focus / Groups / Assessment Defined Groups.

Create a new group by clicking New. A blank group will open.

* Maintain User Defined Groups
D Mew D:] Browse

Aszzessment Group Details:
[‘ '_ Save | “O) Undo (= Print

1 Group Detail: 2 Membership

1 Group Details
Group Description |K9.‘r' Stage 3 2003 | Active State Active e
Short Mame |K83 2004 | Current Main Supervisor | @

Motes

Enter the following details into the appropriate fields:
Group Description - Key Stage 3 2009

Short Name — KS3 2009

Active Status — Active

Current Main Supervisor and Notes can be left blank.

With the basic details entered you can now add students to the group. In
the Membership panel click Action / Add Member.

2 Membership
Effective Date Range  |D2/09/2008 - 31/08/2008 | (€4 ]  Academic'year  Academic Year 2008/2009 v

Cursar Day |M onday |

Cursor Date |1 £/03/2009 |

iz

#dd Member ep |Oct  |Mov [Dec |Jan  |Feb |Mar  |Apr [May  [Jun  Jul Bug |

Member

The Select Members Screen will open.
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10.

11.

12.

13.

14.

15.

16.

From the Group Type drop down list select Year Group.

This selection will activate the Group choice option. Click the Magnifier

button.
GEroup | | I:I

This will open the Group Browse screen.

Click Search to show a list of all Year groups in your school.

Select Year 9 and click OK. You will now return to the Select Members
screen.

Click Search to show a list of all students in Year 9.

Hold down the Ctrl key on your keyboard and click those students you
want to include in the Assessment Defined Group.

Selected students will be highlighted in blue. Once all the required
students have been selected, click OK.

Your selected students will now show in the Assessment Group Details
window.

2 Membership
Effective Date Fange  |D2/08/2008 - 310822008 | [€1 ] Academic vear | &cademic Year 2008/2009 v
Curzor Day |Monda_l,l |

Cursar Date |08/04/2009 |

[l Zaom S8 Actian...

b ember

Sep |Oct  |Mow |[Dec |Jan  |Feb [Mar  Apr |Map  Jun |Jul Aug |~

Amran, Cera

Arkle, Robin

Beckford, Jules

Click Save to save your group.

To remove any incorrectly added member right click on their orange bar
and select Remove Membership. Click Save to save the changes.

To add a missing member repeat steps 4 to 11.
Print the list of students by clicking the Print button. This list will help you

later when you create the CTF to send to the National Assessment
Agency.

You have now created the Key Stage 3 2009 group. This will make finding the
correct students much easier when entering assessment results.
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Section 4
Importing the Key Stage 3 Wizard

As part of your March upgrade the marksheets for Key Stage 3 2009 will be
installed on your computer. To make them available to SIMS .net you must
import them. This section details the process for importing the Key Stage 3
Wizard.

1.  From within SIMS .net go to Routines / Data in / Assessment / Import

The Import window will show.

EH1mpart 7] x|
Select the file to import from

\ | (]

Header comments from the import file:

Overvite defaults [

<iack [ mews ][ Fneh | concal

2. Click the Magnifying Glass icon to open the file browser window.

3.  Click the drop down box next to Look in and select Local Disk (C:)

Bank Holiday [Public Holiday) [ ]
pET
d Look ir: | [} Desktop
(3 Desktop
:, I} My Documents
a 5

i _é tdy Computer
My Recent -
Documents

=le ==

4. Navigate to Program Files \ SIMS \ SIMS .net \ AMPA \ England
Secondary (and Middle Deemed Secondary) \ Assessment Manager
and select Key Stage 3 Wizard England 2009.xml. Click Open.

5. The Import window will now show details of the file selected.
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SMs Import E]E]

Select the file ta impaort from
|E:\Program FileshSIMSASIMS  nethdbdPANE ngland Secondary [and Middle Deemed Secondany\Assessment Manager\‘ B

Header comments from the import file:

K.ep Stage 3 England 2009

Thiz wizard holds the Marksheet and Individual Report Templates that you will need in order to manage the Key Stage 3
process for schools in England.

Once the import is complete, you will need to..
1. Select the Wizard Manager from the Toolz menu option and run thiz wizard, ey Stage 3 England 2009'
2. Within the ‘Wizard select MC Y'ear 9 to complete the Marksheets and print the Reports.

Fleaze click ‘Finish' to complete the import process.
Thiz may take a litle time.

Owenwrite with default values [

Ensure that the path of the file is C:\ Program Files \ SIMS \ SIMS .net \
AMPA \ England Secondary (and Middle Deemed Secondary) \
Assessment Manager \ Key Stage 3 Wizard England 2009.xml

6. Ensure that Overwrite with default values is ticked.
7. Click Finish and Yes to proceed.

8. You may on first attempt get a red error at the bottom left corner of the
Import window. Click Finish again to resolve this error.

9. Once the import is complete an Activity Log will show. The log will state
if the import of the wizard was or was not successful.

sius Activity Log E]@

=1 Print |1_' Save
Activity

Azzessment Manager Import from KSk -~
Date : 12/02/2009 15:56:13

The following Gradeset[z] were successfully imported:
Gradeset k.53 Maths Test Levels Tier 5-7

Gradeset K53 Maths Test Levels Tier 6-8

Gradeset k.53 Science Test Levels 3-6

Gradeset k.53 Science Test Levels 5-7

Gradeset k.53 Maths Test Levels Tier 4-6
Gradesetk.53 Maths Test Levels Tier 3-5

Gradeset k.53 Maths Test Levels

Gradeset: Teacher Azsessments K53

GradesetP Scale Science

GradesetP Scale Individual 4T =

Gradeset:P Scale Foundation K53

Gradeset:P Scale English and M aths

Gradeset:Ant Music PE 2000

Gradeset k.53 Readwrite Test Levels

Gradeset k53 Science Test Levels

Gradeset: K53 English Test Levels w

Cloze

If your wizard did not import successfully please log a call with the
Service Desk (01926 414100) stating the Key Stage you are working on
and the page of this documentation you are working on.

You have now imported the Key Stage 3 wizard and are ready to start
entering the results.
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Section 5
Using the Key Stage 3 Wizard to Enter Student
Assessments

The Key Stage 3 Wizard enables you to enter Key Stage 3 results for your
students. This section guides you through using the wizard to enter these
results.

You may find it easier to enter results on a class by class basis rather than by
whole year group. Please see Appendix 3 for details on how to create
marksheets for your academic classes.

At any point during this section you can exit the wizard and start again from
Step 1. Any saved data will be available when re-opening the wizard. To
close the wizard, click the Cancel button at the bottom of the window.

1. From within SIMS .net go to Tools / Performance / Assessment /
Wizard Manager.

2. Alist of available wizards will show.

Select Wizard
Filter |ncomplete w
Marne Edit Date Complete

Key Stage 3 England 2009 o1/ 72009 | O]

3. Select the Key Stage 3 England 2009 wizard and click Next.

4. The Select Group window will open. Click the Magnifying Glass button
at the top right of the screen to open the group browse.
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s Group Selector

Select the effective Group date

Fon 1707200 ] I

To 0] (2]

- Exam Seazon Candidates

- Course

- Ethricity

- Home Language

- First Language

- Mew Intake Group

- Registration Group

- Special Meeds

- 'ear Group

- Mational Curriculum Year

- Azsezsment User Defined
- Ky Stage 3 2009
L test

e e o |
oy 1l I ) gy ]

- Ewam Performance Cohort

(>

2

[ Apply ] [CIearSelection ][ Carcel

5.  Click the plus symbol next to Assessment User Defined and select the
Key Stage 3 2009 group you created in Section 3.

6. Click Apply. The Key Stage 3 group will now show in the wizard window.

7. Click Next.

You will now see a list of marksheets.

HH Wizard - Key Stage 3 England 2009

Markshesets

Filter: Incomplete v

Pleaze select a Marksheet and click on the pencil ta enter/edit data.

Template
KS3A EnMaSc TA 2009

Group Last Uzed

Key Stage 3 2009

Complete

KS3B. MFL TA 2009

Key Stage 3 2009

k53 C. Subject T4 2003

Key Stage 3 2009

k53 D. Foundation T4 2009

Key Stage 3 2009

KS3E. P Scale Core 2009

Key Stage 3 2009

KS3F. P Scale Foundation 20039

Key Stage 3 2009

K53 G. En Tests [Optional] 2009

Key Stage 3 2009

K53 H. Ma Testz [Dptional) 2009

Key Stage 3 2009

K531, 5o Tests (Optional] 2009

Key Stage 3 2009

KS3J. Broadsheet Review 2009

Key Stage 3 2009

K53 K. Average Paint Scare Calculatar

Key Stage 3 2009

Oonoooooooonoo

< Back Nest > Firish

The Key Stage 3 Wizard contains 11 marksheets.

ICT Development Service
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Marksheets A, C and E must be completed and results returned to the
National Assessment Agency between 1% May and 10™ July.

Marksheets B, D and F must be completed and results reported to parents.
Section 6 details how to report results to parents.

Marksheets G H and | must be completed once test results (if taken) are
available.

Entering Data onto Marksheets
You must use the process below for all marksheets.
1. Double click onto the required marksheet to open it.

The marksheet will open. First read the notes field at the top of the
screen. This will give you useful information on entering the results.

Marksheet Entrp:- KS3C. Subject TA 2009: KepStage 32009

= Print 4| Expott - [Pd[:a\cu\ale
1 Basic Details 2 Markshest

1 Basic Delails
Notes This Marksheet can be used to enter the Subject Teacher Assessments for English, Maths and Science at [
Key Stage 3 in 2009
1. Enter the Levels for each of the Subjects. <

Diata entry for this Marksheet is complete |

2 Markshest

Result Date [12/02/2009 |[E] ] Group Membership Date  [12/02/2009 5 Reresh (1) Summary 3o Nanow @1Zoom

Group Filter | |
7
e e e e
i} i} i} i}
o La S Bk b
s =P ) s o
o om om o' =
H= 0 o> o= =
b=0s) %m Em Ty £
I =] =5 o =) wi
£ Y . g o o
3 c2 | 25| Eo | fe | 3
& e =2 72 =2 =
DOUGLAS, James 5] 5] E E
DRIVER. Ben 7 7 3 7
DUNN, Laura 4 4 7 3
EASTON, Tiana 5 5 5 4
FLACK, Sara-Mae 4 E E E
GARCHA, Inderieet [ 4 4 4
HAM, Adrian Fail

If you are unsure of which grades to enter, please read the guidance on
the following pages. If you are still unsure as to which grades you should
be entering please contact the Assessment Unit on 01926 742089.

2. Results can be entered by left clicking into a cell and typing the grade
using the keyboard. If the grade you enter is invalid you will be given a
list of valid grades.

3. Alternatively if you right click on the first cell in a column you may have
the option to Select Grade for Cell.
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4.

5.

If you are using the Select Grade for Cell option a list of available
grades will show.

Data entry for this Marksheet is complete (| E View Select Grade E@
LT Select Grade for curent cell
Result Date |26/03/2008 Group Membership Date Grade Dosaisan
E E xceptional Performance
Group Filker ‘ ] Leve e Sae fomr !
7 Level 7
3 Level &
_ i 5 Level 5
] E 4 Level 4
=& o 3 Level 3
23 by 2 Level 2
= a2y 1 Level 1
=% 29 W ‘wiorking towards Level 1
Rz = D Disapplied
=4 o
@ w L o A Absent
= g pa L Left
32 I = F To take in future
i L L 24 P Taken in past
K060 D —
BENDALL. Mathan
CALLUM, Garvett
DILLOM, Suzanne - z -
Appl, Ski Firish
T
MACHIN, David
PARKER. Leah

To enter a grade, double click one from the list. You may find you have
to move the View Select Grade window out of the way to see the marks
that have been entered on the marksheet.

The currently highlighted cell will move down once a grade is selected.
You can skip a student by clicking the Skip button. Once all grades for a
column have been selected click Finish. You can then repeat this step
for each of the columns.

Once data entry is complete click Calculate and then Save.

Close the Marksheet. This will return you to the list of marksheets.

You can now either open another marksheet or close the wizard. If you close
the wizard you can re-open it by following the steps at the start of this section.
Any results you have saved will be available when you re-open the wizard.

The next eleven steps will provide information on each marksheet.

KS3 A. En Ma Sc TAs 2009

This marksheet can be used to enter the outcomes of Teacher Assessments
in English, Maths and Science at Key Stage 3 in 2009.
These results will be returned to the National Assessment Agency.

1.

Once results have been entered, click on Calculate. The subject level
will be calculated and the last but one column will alert you to missing
entries.

Right clicking on this column and ordering the rows in descending order
will bring any rows that have failed validation to the top. Any missing
entries will need to be entered.
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2. The last column in the marksheet is a Grade Check column. If you have
entered an F (to be taken in the future) or P (taken in past) this column
will populate. Ensure this information is correct before continuing.

3. Click on Save to save the results.

Note: Calculations and checks for missing entries may take a little time.

KS3 B. MFL TA 2009

This marksheet can be used to enter the outcomes of Teacher Assessments
in Modern Foreign Languages at Key Stage 3 in 2009.

These results are not sent to the National Assessment Agency but must
be entered and reported to parents.

1. Once results have been entered, click on Calculate. The subject level
will be calculated and the last but one column will alert you to missing
entries.

Right clicking on this column and ordering the rows in descending order
will bring any rows that have failed validation to the top. Any missing
entries will need to be entered.

2. The last column in the marksheet is a Grade Check column. If you have
entered an F (to be taken in the future) or P (taken in past) this column
will populate. Ensure this information is correct before continuing.

3. Click on Save to save the results.

Note: Calculations and checks for missing entries may take a little time.

KS3 C. Subject TA 2009

This marksheet can be used to enter the outcomes of Teacher Assessments
in English, Maths, Science and MFL at Key Stage 3 in 2009. If you have
completed marksheet A this marksheet will already be populated.

These results (excluding MFL) will be returned to the National
Assessment Agency.

1. Once results have been entered, click on Calculate. The last column
will alert you to missing entries.

Right clicking on this column and ordering the rows in descending order
will bring any rows that have failed validation to the top. Any missing
entries will need to be entered.
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2. Click on Save to save the results.

Note: Calculations and checks for missing entries may take a little time.

KS3 D. Foundation TA 2009

This Marksheet can be used to enter the outcomes of Teacher Assessments
in Foundation Subjects at Key Stage 3 in 2009.

These results are not sent to the National Assessment Agency but must
be entered and reported to parents.

1. Once results have been entered, click on Calculate. The last but one
column will alert you to missing entries.

Right clicking on this column and ordering the rows in descending order
will bring any rows that have failed validation to the top. Any missing
entries will need to be entered.

2. The last column in the marksheet is a Grade Check column. If you have
entered an F (to be taken in the future) or P (taken in past) this column
will populate. Ensure this information is correct before continuing.

3. Click on Save to save the results.

Note: Calculations and checks for missing entries may take a little time.

KS3 E. P Scale Core 2009
These results will be returned to the National Assessment Agency.

This marksheet will show all students’ Teacher Assessment results for
English, mathematics and science as read only columns. Next to each
teacher assessment result there is a data entry column for P Scale. If a
student has a W in any of the read only columns you must enter a P Scale (or
EAL where applicable), for that student. Any students who did not get a W can
be left blank.

If there are any queries regarding P Scales please ask relevant members of
teaching staff to contact Assessment Unit on 01926 742089.

IMPORTANT NOTE: The recording of P Scales for English, mathematics
and science is mandatory.

1. Once all P Scales are entered click Calculate at the top of the screen.
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The Validation column will show if you have missed the P Scale for any
of your students. If so enter the result and re-calculate. You must ensure
any validation errors are rectified.

2. Click Save to save the results.

KS3 F. P Scale Foundation 2009

These results are not returned to the National Assessment Agency but
must be entered and reported to parents.

This marksheet will show all students’ Teacher Assessment results for
Foundation subjects as read only columns. Next to each teacher assessment
result there is a data entry column for P Scale. If a student has a W in any of
the read only columns you must enter a P Scale (or EAL where applicable),
for that student. Any students who did not get a W can be left blank.

If there are any queries regarding P Scales please ask relevant members of

teaching staff to contact the Assessment Unit on 01926 7420809.

3.  Once all P Scales are entered click Calculate at the top of the screen.
The Validation column will show if you have missed the P Scale for any
of your students. If so enter the result and re-calculate. You must ensure
any validation errors are rectified.

4. Click Save to save the results.

KS3 G. En Tests 2009

This Marksheet can be used to enter the outcomes of tests in English for the
2009 Key Stage in England.

These results are not returned to the National Assessment Agency.

KS3 H. Ma Tests 2009

This Marksheet can be used to enter the outcomes of tests in Maths for the
2009 Key Stage in England.

These results are not returned to the National Assessment Agency.

KS3 1. Sc Tests 2009

This Marksheet can be used to enter the outcomes of tests in Science for the
2009 Key Stage in England.
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These results are not returned to the National Assessment Agency.

KS3 J. Broadsheet Review 2009

This Marksheet can be used to review all results that have been entered in
conjunction with the end of Key Stage 3 arrangements for 2009.

This marksheet is read only and does not require any data entry.

It is recommended that you print a copy of this marksheet for your records.

KS3 K. Average Points Score Calculator

This marksheet is used to calculate the Average Point Score for Key Stage 3.
No data entry is required.

1. Press Calculate then Save to calculate the Key Stage 3 Average Point
Score.

You have now entered the results for Key Stage 3. It is important that the
Head Teacher checks the results and is happy with the accuracy before
they are submitted to the National Assessment Agency (NAA). The Head
and Key Stage 3 teachers must sign a printed copy of the results and
retain them for their records.

ICT Development Service Page 21



Key Stage 3 Summer 2009

Section 6
Creating Key Stage 3 Reports using the Wizard

The Key Stage 3 Wizard contains four pre-defined reports that you must
return to parents (P1, P2a or P2b, and P3), and three pre-defined reports for
school use (P4 — P6). Before continuing this section ensure that all results
have been entered in Section 5 and verified by the appropriate teacher(s).

1. If you are still on the marksheets page of the wizard click Next to move
to the Reports Page.

If you have closed the wizard you can re-open it through Tools /
Performance / Assessment / Wizard Manager.

Select Key Stage 3 England 2009 and click Next until you reach the
page headed Individual Report Format.

2. The reports window will appear as below.

su: Wizard - Key Stage 3 England 2009 s
Individual Report Format
Marne Edit Date ~
k53 P Student England 2009 01./01/20039 =
K53 P2a School TAs & Tests England 2009 01./01/2009 )
k.53 P2b School Tz only England 2003 01./01./2003 @I
F.53 P23 Comp Tests England 2009 01./01./2009 e C‘{Z}
< b .
Membership Dates for Group : Key Stage 3 2009
From  [13/02/2003 To  [13/02/2009
Studenis
Surmame Forename DOoe Reg Gip b
Douglas James 18/05/1933 BKH
[ Driver Benjamin 1140941997 B
] Dunn Laura 11/1141997 EYC
[] Eastan Tiana 3040141998 BKH
[] Flack Sara-tae 03/11/1997 BT
[ Garcha |nderjset 26/03/1998 EKH hd
| Selectal | | Deslectal
o3 ) [ it

There are seven reports available in Key Stage 3. Examples are available in
Appendix 1. Reports can be selected by clicking the report in the upper
portion of the window.

2. To preview a report, select the required report, tick the box of the student
you wish to view, and click the Preview button in the top right of the
window. You may receive a security warning. If so click the Enable
Macros option.
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3. To print the reports click Select All and click the = button.

It is strongly recommended that you transfer these reports to the document
management server. This will allow you to view the reports in future straight
from the student record.

4. To move the files to the document management server, click Select All
and then click the ‘o button.

Appendix 2 will detail how these reports can be viewed through the student
record.

5.  Once complete close the Wizard by clicking the Cancel Button.

Results Export

The final page of the wizard is the Results Export page. This can be ignored
as Warwickshire gather data using CTF's.

If you find yourself on the export results page click Cancel. You may get the
following warning.

siMs.net x|
“_?r) Resulks have not been exported, Do wou wish to close the wizard?
es | Ma I

Click Yes.

With the results entered and the reports created you are now ready to make
your return to the National Assessment Agency.
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Section 7
Creating the CTF to Return to the National
Assessment Agency

All schools must make this return to the National Assessment Agency
between 1°' May and 10™ July 2009.

The Key Stage 3 Teacher Assessment results should be sent to the NAA by
way of a Common Transfer File. Please ensure that all children who have
been assessed for Key Stage 3 2009 are included when the CTF is produced.

IMPORTANT NOTE: If you need to upload your results again, you MUST
create a new CTF which contains all students taking Key Stage 3 as the
previous file will be overwritten.

It is the Head Teacher's statutory responsibility to ensure that all
teachers and practitioners comply fully with all aspects of the Key Stage
3 assessment and reporting arrangements.

It is therefore essential at this stage to have the data entered for each
child checked and confirmed by each Key Stage 3 class teacher and
Head Teacher before it is sent to the NAA.

Results must not be changed on your system, once you have submitted
them, without notifying the Assessment Unit on 01926 742089.

Recommended action:
. Print a completed marksheet for each class

. Ask each Key Stage 3 teacher to confirm the final score for each
child in every scale

. Use the checked marksheet as a record for yourself and the
school to show that the return has been checked and agreed.

First you will need to set the CTF settings for the return.

1. In SIMS .net go to Tools / Setups / CTF.

2. Change the CTF export directory to Z:\ SIMS \ IMSFTP \ DATA.

3. This can be done by either entering Z:\SIMS\IMSFTP\DATA or by
clicking the magnifying glass icon and navigating to

Z\SIMS\IMSFTP\DATA.

4. Click OK.
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Directory Detals

CTF import diectory — [ZA5IMS\STARMCTFIN |

CTF export directory [ZSIMSUMSFTPADATA |

Datato be Imported by Defauk

Shudert Basic Details Student Addiess Student Contacts
SEM Informatian Agzessment Data Schaal Histary
Altendance Summary Looked After

D atato be Exported by Defauk

Student Basic Detalls Student Addiess Student Contacts
. Assessment Data .
/] /]
SEM Informatian R ) S Schaal Histary
Atendance Summary Looked After %
Collect Attendance  [SIMS Attendance Module =
Data From

5. Once the export directory has been changed click Save and close the
window.

With the export directory updated we can create the CTF file.

1. Goto Routines / Data Out/ CTF / Export CTF.

Routines  Tools  Window  Help

Admission Pgd -
School 4 . oo

Diaka Ok BC e [
[Daka In 4 | View Export History Log

The following screen will display.

1 Data to be Exported

Student Basic Detals [l Student Address Student Contacts bl

o Agsessment Data
Include K51 Tasks/Tests

Attendance Summary [l Looked &fter

SEN Infarmation iSchool History [l

K OK &

2 Student O plions

Include student; 5
Effective Date  [04/02/2009 Wiew |Curent and Leavers this year  w ar?;:dj:;é;{;; O Refresh Students

3 Studenis
UPH Fiefenred Suname | Prefened Forena.. | Re.. Yea.. Year T.. Destination LA/Oth.. | Destination School | #
PE20432106008 | Abbey David 8F 8 8
¥B20432104001 | Abbot Ben 114 11 1
PE20432108010 |Abbat Claire T 7 7

2. Choose the view of Current and Leavers this Year.

3. Tick the Include students already exported box and click Refresh
Students to ensure that all students are included in the list.
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2 Student Oplions

Include student :
Effective Date  |03/04/2009 Yiew |Curent and Leavers this year  w ar;;;dye:;s;;; bl Refresh Students

3 Studenis

UPH Preferred Surname Preferred Forena..  Re.. Yea.. Year T.. Previous Destinati.. | Destination LA/Oth.. | Destination Scho.. | #
Pezniazioes [rsbes o CONNC e
%820432104001 | Abbot Ben 14 |11 Eglﬁﬁgl

PE20432103010 | Abbat Claire Th 7 [MonBlanks)

J820444405032 | Abbot Clarisza 98 9 i

D820432106007 | Abbot James ac 8 g

HE820432105001 |Abdelkoder Mohamed 10c 10 10

WE20444405031 | Able Eenjamin = 9 1 12

GE20432103006 | Ablett Michael G 12 13

4. Filter the list so that only the Year 9 children show by using the drop
down box next to Year Taught In... and select 9.

5. Allocate students that have taken Key Stage 3 to the National
Assessment Agency / NAA by selecting it from the dropdown box in the
Destination LA/Other column.

You can allocate to more than one student at a time by highlighting a
number of students at once (using the shift or ctrl key) and then clicking
on the Destination LA/Other box of the last record selected and
selecting National Assessment Agency / NAA.

You may find it easier to individually select National Assessment
Agency / NAA for each student.

National Assessment Agency / NAA should appear in the Destination
LA/Other column of each student that you have assessed.

Destination LA/ Dther | Destination Schaal
M

b edway

b erthur Typdfil

bk ertan

biddlezbrough

Miltar Kevnes

k onmaouthzhine

6. If you have any children who you are reporting on, but have left since
taking the assessments, select All from the Year Taught In dropdown
and then (9). Allocate these students to the National Assessment
Agency.

7. Change the Year Taught In dropdown to All, click twice on the
Destination LA/Other column heading to bring the students you have
allocated to the top, and use the list of students printed out in Section 3
to ensure that you have selected all students that you have entered
results for.

IMPORTANT NOTE: If you are asked to re-create and re-send your return
please ensure that you have selected all members of the Key Stage 3 group.
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10.

11.

12.

Once you have completed allocating National Assessment Agency /
NAA to students, click Export CTF.

182043210.. [weedon Emma A E National Asse.. |
82043210... [whaley Dylan % |3 National Assc.. |
182043210... [wite aran CE National Asse... |
182043210... [wills Bethany N E National Asse... |
YT T m— rRC———
a

w
@ Ewxport CTF

Once the export is complete a message will show giving the name of the
CTF file created.

Export complete. CTF file(s) created: EI

9374321 _CTF_MAALLLL 001zl

Note down the name of the file as this will be the file that you upload to
the National Assessment Agency.

Once noted click OK.

An exception log will show on screen. If the Number of students not
exported is zero then your CTF has exported successfully. Check the
error description section to make sure no errors relate to missing results.
If they do these results will need to be entered and a new CTF created.

If the Number of students not exported is not zero, the reason will
show in the Error Description column. In this situation please log a call
with the ICT Development Service Service Desk on 01926 414100.

ExceptionLog
Mumber of students in file: Mumber of students processed: Mumber of students nat exparted: EI
ILUIFN | Prefered Suname | Prefened Foiename | Gender | Date of Bith | Enar Description | File Mame u Save
[B20200104002  Adedsij Payal 1] 0340372001 Student House Mame and House Nuw...  B82020071_ & Fiint
820200105044  Hawes Kate F 2841072000 Contact Post Code Missing or Inwalid 8202001_
820200104026 K.abir Fiaheel b 01/03/20001  Student House Mame and House Nu.. 8202001 _)
820200104026 K.ahir Fiaheel b 0140372001 Mo Stieet found for the Student g202001_)

You have now created the CTF that needs to be sent to the NAA. This must
be done between 1°' May and 10™ July 2009.

Note: Remember to set your CTF Export Directory back to
Z:\SIMS\STAR\CTFOUT.
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Section 8
Returning Data to the NAA

Your Key Stage 3 Teacher Assessment results must be sent to the NAA
between 15" May and 10" July 2009.

At the time these books went to print, the NAA had not finalised the returns
process for 2009. As soon as documentation has been received by
Warwickshire it will be sent to all schools and posted on our website at
www.warwickshire.gov.uk/ICTDS.
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Appendix 1
Example Reports

KS3 P1 Student England 2009

Clarissa Abbot 9A

STUDENT’'S RESULTS
End of Key Stage 3 Assessment Results 2009

ENGLISH
Teacher assessment result 3
Speaking and Listening 4
Reading 2
Writing 3
Test result 4
Reading 5
Writing 6
MATHEMATICS
Teacher assessment result
Test result 6
SCIENCE
Teacher assessment result
Test result
MODERN FOREIGN LANGUAGES
Teacher assessment result | 5
DESIGN AND TECHNOLOGY
Teacher assessment result | 4
GEOGRAPHY
Teacher assessment result | 4
HISTORY
Teacher assessment result | 5
INFORMATION AND COMMUNICATION TECHNOLOGY
Teacher assessment result | 6
ART AND DESIGN
Teacher assessment result | 4
MUSIC
Teacher assessment result | 3

ICT Development Service Page 29




Key Stage 3 Summer 2009
PHYSICAL EDUCATION
Teacher assessment result | 5
RELIGIOUS EDUCATION
Teacher assessment result | 7

CITIZENSHIP

Teacher assessment result

Working beyond the expected standard
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KS3 P2a School TAs & Tests England 2009

SCHOOL RESULTS

These tables show the percentage of pupils at the end of Key Stage 3 achieving each level in 2009.

The number of pupils at the end of Key Stage 3 is 29.

Figures may not total 100 percent because of rounding.

TEACHER ASSESSMENT
Percentage at each level
Wil g2 3 |4 5 16 g7 18 | EP dislf):pp[;llised v
English 3 0 17 | 14 | 28 | 31 7 0 0 0 0
Mathematics 0 0 17 | 31 | 14 | 24 | 10 3 0 0 0
Science 0 3 0 31 | 34 | 24 7 0 0 0 0
TEST RESULTS
Percentage at each level
ez | 3| 4|5 | o | 7|8 | Tl | absent
English 14 31 24 17 14 0 0
Reading 7 21 21 31 21 0 0
Writing 10 14 31 34 10 0 0
Mathematics 10 3 21 14 21 10 10 0 10
Science 14 17 24 24 14 7 0 0
TEACHER ASSESSMENT
Percentage at each level
2345|6718 FEP disgpp;illfed abeent
Modern Foreign Languages 0 0 7 21 | 31 | 41 0 0 0 0 0
Design and Technology 0 0 21 | 24 | 21 7 17 7 0 0 0
Geography 3 7 10 | 24 | 14 | 21 14 3 3 0 0
History 0 7 10 14 34 14 17 3 0 0 0
ICT* 0 7 |10 |3 |10 |20]|10]| 3 3 0 0
Art and Design 0 10 14 | 28 10 | 21 7 3 3 0 0
Music 0 10 | 21 7 24 | 17 | 14 7 0 0 0
Physical Education 3 10 | 14 | 17 | 14 | 10 | 17 7 3 0 0
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W represents pupils who are working towards level 1, but have not yet achieved the standards
needed for level 1.

EP represents exceptional performance.
+ Information and communication technology.

* represents pupils who were not entered for the tests because they were working below level 3 in
mathematics or science or below level 4 in English; pupils awarded a compensatory level from
the tests (level 3 English; level 2 mathematics/science); and pupils entered for but not achieving
a level from the tests.

pupils working at the levels of the tests, but unable to access them, formally referred to as
disapplied.
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KS3 P2b School TAs Only England 2009

SCHOOL RESULTS

This table shows the percentage of pupils at each level at the end of Key Stage 3 2009.
The number of pupils at the end of Key Stage 3 is 29.

Figures may not total 100 percent because of rounding.

TEACHER ASSESSMENT
Percentage at each level
w1 [2 |3 |4 |5 |6 |7 |8 |ep| Pupils | Pupils
disapplied absent

English 0 3 0 17 14 28 31 7 0 0 0 0
Mathematics 0 0 0 17 | 31 | 14 | 24 | 10 3 0 0 0
Science 0 0 3 0 31 | 34 | 24 7 0 0 0 0
Modern Foreign Languages 0 0 0 7 21 | 31 | 41 0 0 0 0 0
Design and Technology 3 0 0 21 | 24 | 22 7 17 7 0 0 0
Geography 0 3 7 10 | 24 | 14 | 21 | 14 3 3 0 0
History 0 0 7 10 14 34 14 17 3 0 0 0
ICT* 3 0 7 10 31 10 21 10 3 3 0 0
Art and Design 3 0 10 | 14 | 28 | 10 | 21 7 3 3 0 0
Music 0 0 10 21 7 24 17 14 7 0 0 0
Physical Education 3 3 10 | 14 | 17 14 10 17 7 3 0 0

W represents pupils who are working towards level 1, but have not yet achieved the standards

needed for level 1.

EP represents exceptional performance.

+ Information and communication technology.

* represents pupils who were not entered for the tests because they were working below level 3 in

mathematics or science or below level 4 in English; pupils awarded a compensatory level from
the tests (level 3 English; level 2 mathematics/science); and pupils entered for but not achieving
a level from the tests.

pupils working at the levels of the tests, but unable to access them, formally referred to as
disapplied.
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KS3 P3 Comp Tests England 2009

COMPARATIVE REPORT

This table shows a summary of the National Curriculum results of pupils in the school (2009)
and nationally (2008) at the end of Key Stage 3, as a percentage of those eligible for
assessment.

The number of eligible children is: 29

Figures may not total 100 per cent because of rounding.

TEST RESULTS 2009 and NATIONAL 2008

Percentage at each level
Below Pupils Pupils
level 3/4* 3 4 5 6 ! 8 not entered” absent
School 14 31 | 24 | 17 | 14 0 0
English
National 12 13 | 40 | 25 8 0 2
School 7 21 | 21 | 31 | 212 0 0
Reading
National 17 13 | 35 | 23 | 10 0 2
School 10 14 | 31 | 34 | 10 0 0
Writing
National 10 12 | 40 | 25 | 11 0 1
School 10 3 21 | 14 | 21 | 10 | 10 0 10
Mathematics
National 2 6 12 | 19 | 27 | 22 9 0 2
School 14 17 | 24 | 24 | 14 7 0 0
Science
National 1 5 18 | 30 | 28 | 14 0 3
W represents pupils who are working towards level 1, but have not yet achieved
the standards needed for level 1.
EP represents exceptional performance
* represents pupils who were not entered for the tests because they were working
below level 3 in mathematics or science, or below level 4 in English; pupils awarded a
compensatory level from the tests; and pupils entered for but not achieving a level
from the tests.
# represents pupils working at the levels of the tests but unable to access them.
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KS3 P4 Comp TAs - Gender England 2009

TEACHER ASSESSMENT COMPARATIVE REPORT BY GENDER

This table shows a summary of the National Curriculum results for pupils in the school at the
end of Key Stage 3, as a percentage of those eligible for assessment.

The number of eligible children is: 29

Figures may not total 100 per cent because of rounding.

RESULTS OF TEACHER ASSESSMENT 2009

Percentage at each level

W 1 2 3 4 5 6 7 8 EP D

Boys| O 0 0 25 6 44 25 0 0 0 0

English Girls| O 8 0 8 23 8 38 15 0 0 0

School | 0 3 0 17 14 28 31 7 0 0 0

Boys | O 0 0 13 38 6 25 13 6 0 0

Mathematics Girls 0 0 0 23 23 23 23 8 0 0 0

School | O 0 0 17 31 14 24 10 3 0 0

Boys| O 0 0 0 19 38 31 13 0 0 0

Science Girls| 0 0 8 0 46 31 15 0 0 0 0

School | O 0 3 0 31 34 24 7 0 0 0

W represents pupils who are working towards level 1, but have not yet achieved
the standards needed for level 1.

D represents pupils who are disapplied under sections 364 or 365 of the
Education Act 1996.

A represents pupils who could not be assessed due to absence, or were absent

on the day of the test.
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KS3 P5 Comp Tests — Gender England 2009

TEST RESULTS COMPARATIVE REPORT BY GENDER

This table shows a summary of the National Curriculum results for pupils in the school (2009) and
nationally (2008) at the end of Key Stage 3, as a percentage of those eligible for assessment.

The number of eligible children is: 29

Figures may not total 100 per cent because of rounding.

TEST RESULTS 2009 and NATIONAL 2008

Percentage at each level
Below

level 3/4* 3 4 5 6 7 8 T A
Boys 19 31 25 13 13 0 0
Girls 8 31 23 23 15 0 0

English
School 14 31 24 17 14 0 0
National 12 13 40 25 8 0 2
Boys 6 19 19 50 6 0 0
Girls 8 23 23 8 38 0 0

Reading

School 7 21 21 31 21 0 0
National 17 13 35 23 10 0 2
Boys 13 25 31 19 13 0 0
Girls 8 0 31 54 8 0 0

Writing
School 10 14 31 34 10 0 0
National 10 12 40 25 11 0 1
Boys 13 0 13 13 19 13 0 19
Girls 8 8 31 15 23 8 8 0 0

Mathematics

School 10 3 21 14 21 10 10 0 10
National 2 6 12 19 27 22 0 2
Boys 19 25 25 19 13 0 0 0
Girls 8 8 23 31 15 15 0 0

Science
School 14 17 24 24 14 7 0 0
National 1 5 18 30 28 14 0 3

A represents pupils who could not be assessed due to absence, or were absent on the day
of the test.
T represents pupils working at the levels of the tests, but unable to access them.

*

represents pupils who were not entered for the tests because they were working below level 3
in mathematics or science,or below level 4 in English; pupils awarded a compensatory level

from the tests; and pupils entered for but not achieving a level from the tests.
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KS3 P6 SRF England 2009

Key Stage 3 2009
SCHOOL NAME : Green Abbey School

SCHOOL RECORD FORM (SRF) For Non-core Subjects

SCHOOL NUMBER: 937 4321

Number achieving level
D A w 1 2 5 6 Eligible
M 0 0 0 0 0 1 4 4 7 0 0 0 16
MODERN FOREIGN LANGUAGE F 0 0 0 0 0 1 2 5 5 0 0 0 13
M/F 0 0 0 0 0 2 6 9 12 0 0 0 29
M 0 0 0 0 0 4 2 5 1 4 0 0 16
DESIGN AND TECHNOLOGY F 0 0 1 0 0 2 5 1 1 1 2 0 13
M/F 0 0 1 0 0 6 7 6 2 5 2 0 29
M 0 0 1 0 2 1 4 1 5 2 0 0 16
INFORMATION TECHNOLOGY F 0 0 0 0 0 2 5 2 1 1 1 1 13
M/F 0 0 1 0 2 3 9 3 6 3 1 1 29
M 0 0 0 0 0 1 2 5 3 4 1 0 16
HISTORY F 0 0 0 0 2 2 2 5 1 1 0 0 13
M/F 0 0 0 0 2 3 4 10 4 5 1 0 29
M 0 0 0 0 1 2 3 1 4 4 0 1 16
GEOGRAPHY F 0 0 0 1 1 1 4 3 2 0 1 0 13
M/F 0 0 0 1 2 3 7 4 6 4 1 1 29
M 0 0 0 0 2 2 4 3 3 2 0 0 16
ART F 0 0 1 0 1 2 4 0 3 0 1 1 13
M/F 0 0 1 0 3 4 8 3 6 2 1 1 29
M 0 0 0 0 1 4 2 4 3 1 1 0 16
MUSIC F 0 0 0 0 2 2 0 3 2 3 1 0 13
M/F 0 0 0 0 3 6 2 7 5 4 2 0 29
M 0 0 0 1 2 3 3 2 1 3 0 1 16
PHYSICAL EDUCATION F 0 0 1 0 1 1 2 2 2 2 2 0 13
M/F 0 0 1 1 3 4 5 4 3 5 2 1 29

D = disapplied under sections 92/93 of the Education Act 2002

A =failed to register a level due to absence

W = Working towards Level 1 but have not yet achieved the standards needed for Level 1
E = Exceptional Performance
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Appendix 2
Viewing Uploaded Reports

When printing reports from the Wizard (Section 6) you are given the option to upload
the reports to the student records. This section details how to view these reports in the
future.

1. In SIMS .net go to Focus / Student / Student Details and search for an
appropriate student.

2. From the links menu on the right hand side of a student record click Linked
Documents.

Linked Documents

Any uploaded reports should appear in the list.

E Documents linked to: Owen Adams g@@
Owen Adams
Documenis
Attachment Sumrnary Type D MNew
@ Report “rear 3 Interim Report Autumn...  AM Individual Report Open

Report KS3 P1 Student England 200...  AM Individual Report

3. Select the report you wish to view and click Open.

A window will open displaying some basic details about the report.

EH Edit Note/Document: Report KS3 P1 Student England 2008 for Adams Owen Q@E|
Edit note/document
Type |AM Individual Repart O Read Only?
Summary |F|ep0rt K53 P1 Student England 2008 for Adams Owen |
Mot
Altachment |Adams-Dwen-DD291 753 P1 Student England 2008, xnl |
Last uploaded |Blacker Adrian 26/03/2008 0945 | “__"] Ve ]
[ ak ] [ Cancel ]
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4. Click View to view the report. The following message will show.

Documents x|
?/ The document will be opened read only,
. |
OF I Cancel |

5. Click OK to display the report.

This process enables you to view reports without using the Key Stage Wizard.
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Appendix 3
Creating Marksheets for Academic Classes

Due to the large number of students you are entering results for, you may find it easier
to produce marksheets for individual classes rather than the year group as a whole.
This method is only recommended if you have received training in Assessment
Manager. If you have no Assessment Manager training it is recommended that you
continue using the wizard in Section 5. This section details the process for creating
individual class marksheets.

1. Before you start, you should run Update Course Memberships from Tools /
Academic Management / Course Manager / Update Course Memberships.

Admissions 3
Lookups 4
Qther Schools
Setups 4
Housekeeping 3
Academic Management Set Academic Year
Maintain Medical Event apply Timetable
Curriculum & Lesson Planner 4 Course Manager Maintain Course
~'=.‘:{ Check For Update Mainkain Course Classification
Asszessment Manager Tools » | Update Course Memberships
Performance Analysis Tools 3
Syskem Diagnoskics 3
Yalidate Memberships
Profiles Taoals 3

Staff 3 !

2. Once course memberships have been updated open the template browse through
Focus / Assessment / Template.

Home Page
School 3
Student [3
Behaviour Management L |
Person [}
Sroups »
Agency. 3
Adrission 3
Lesson Monitor »
Alerts 3
| Assessment Manager Marksheet Entry
Profiles 3 OMR Entry
Iy List Enkry 3 Individual Repart ‘
= My Marksheet Entry Aspect
9 Ext Grade Set
E— Result Set
Lookup Tables
OMR Template

Group Analysis
Aspect Analysis
Resulk Set Analysis
Chance Analysis

Trend Analysis 3
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3. Click Search and find one of the templates used in the Wizard:
KS3 A. En Ma Sc TAs 2009
KS3 B. MFL TA 2009
KS3 C. Subject TA 2009
KS3 D. Foundation TA 2009
KS3 E. P Scale Core 2009
KS3 F. P Scale Foundation 2009
KS3 G. En Test 2009
KS3 H. Ma Tests 2009
KS3 1. Sc Tests 2009
KS3 J. Broadsheet Review 2009
KS3 K. Average Point Score Calculator

4. Open one of the templates you wish to create marksheets for by double clicking
the record.

5. Click New in the marksheet section to create new marksheets. The Group
Selector window will open

EGruup Selector @@
Select the effective Group date

=[] Course -~
#- [ At [GCEA)
1 [] At [GCEAS)
#- [ At ([GCSEF)
- [] A [KStg3)
+-[ | Bialogy [GCEA)
+- [ Bialogy [GCEAS)
+- [ Business Studies [GCEDA]
#-[| Business Studies [GCEDS]
+-[] Buziness Studies [GCSEF)
+-[|COT:D + R [GCEA]
#- [ COT:Design & Comm. [GCSEF]
#-[|COT:Design & Real [GCEAS)
#-[| COT:Design & Real [GCSEF)
+- [ Chemistry [GCEA)
+- [ Chemistry [GCEAS]
+- [ Chinese [GCSEF)
+- [ Citizenship [GCSEF)
+-[| Drama [GCSEF)
+-[ | Drama [KSta31 us

[ Apply ] [CIearSeIection ][ Cancel
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6. Navigate through the Course groups to locate the classes that you want to
produce marksheets for. Select them by putting a tick in the box. Once you have
chosen the appropriate groups, click Apply.

7. Now save the template by clicking Save.
You can access the marksheets in one of two ways:
¢ In the marksheet panel of the template screen, highlight the required marksheet
and press Open.
e Through Focus / Assessment / Marksheet Entry.
You may wish to export these marksheets to MS Excel and allow teachers to enter

results. These results can then be re-imported into Assessment Manager. Appendix 4
details this process.
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Appendix 4
Bulk Export and Import of Marksheets

Assessment Manager allows you to export and re-import results using MS Excel. This
section guides you through this process.

1. Goto Tools / Performance / Assessment / System Utilities / Marksheets. The
following window will open.

E Marksheets E]E|

) Delete & selection of Markshests
(1 Print & selection of Marksheets
(*) Export a selection of Marksheets

() Import a selection of Marksheets

2. Choose to Export a selection of Marksheets.

3. Click Next to display a list of teachers who have marksheets.

E Marksheets - Export @El
Owners whose Marksheets are io be Exporied
Owiners 5
Estaphan Julia
Faster Jill
| Green Helen
reen Stephen

Hatchett Ruth
Jacobs Kevin
Jones Chistopher
] Lubbock Mark.
] Miandad Suil
+| Mumford Delia
| Ng Tim

¥| Parker &nne

| Pearson Belinda
] Peters Brenda
] Simmores Albert
V] Sinclair Jeremy
| Tumner Fiona

FEEEEEEEEEE

Urwyin Martin
Wemon Lucy
Mo Dwner hd

Select Al Deselect All

4. Place a tick next to the teachers you wish to export marksheets for and click Next.
You will now see a blank list.

5. Click the Magnifying Glass icon to view a list of marksheets.
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m Marksheet Browser @E
#-[ ] CES Assessment Services | Searching For | |
+-[| CES Examination Services vt Template Group V=
Mo Owner KS3A EnbaSc Ta 2009 9p/S5c2 08409
Abell &nita K53 A EnMaSc Ta 2009 9pSc1 08709
Peterz Brenda KS3 A EnbaSc Ta 2009 Fu/5c3 08709
Foster Jil KS3 A EnMaSc TA 2009 9x/Sc2 08/09
Miandad Sunil K53 A EntaSc Ta 2009 9uScl 08409
Jones Chrigtopher K534 EnbMaSc Ta 2009 9u/M a3 0809
Hatchett Ruth KS3 A EnMaSc TA 2009 Sp/M a2 08/09
Ll rusin b artin KS3 A EnMaSc Ta 2009 9u/Mal 0809
Murifard D elia KS3 A EnMaSec TA 2009 Su/M a3 08/09
Burton Fiona K53 A EnMa Sc TA 2009 x/MaZ2 08409
Wernon Lucy KS3 A EnbaSc Ta 2009 Ju/Mal 0809
Fobinzon Anne K53 A EnMaSc TA 2009 9u/En3 08409
Turner Fioha KS3A EnkaSc Ta 2009 /En2 08/09
Green Stephen K53 A EnkaSc Ta 2009 Su/Enl 08409
Sinclair Jererny K53 A EnbaSc TA 2009 9/En3 0809 o
[ Gelectal | [ Deselectal
Select ] [ Cancel

6. Navigate through the list and select the KS3 2009 marksheets. Place a tick next to
the marksheets you wish to export and click Select. The selected marksheets will
appear in the list. Click Next.

You will now be asked what extra information you wish to include in the Excel
marksheets.

EMarlGheels - Export @@
Show Date of Bith 00 Show Gifted / Talented O
Show Age O Show Lacked After O
Show Gender O  Show Asylum Status O
Show NC Year O  Show Previous Schoal O
Show Registiation Group [ Show Home Language |
Show Class O ShowEAL 0
Show House O  Show Auth Absences 0
Shaw Free School Meal O Show Unauth. Absences |
Show Admission No [0 Show Possible Sessions [l
Show D ate of Admission [0  Show Percentage Attendance |
Show Application Status [0 Show Exam Mumber O
Show Ethnicity 1
Show SEN Status O Gioun Mentershi
Show SEN Need |
Export Marksheet As

(%) Faimatted () Unformatted () Raw Data Ol

7. Place atick next to any of the items you wish to include and click Next.

8.  You will now be asked to choose a directory to export the files to.

Select a directom to save the files | | B

9. Click the Folder icon to browse to folder. This folder could be a shared folder that
teachers can access to enter their results.
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10. Once a folder has been selected click Finish.
11. Once all marksheets have been exported an activity log will show.

12. Teachers can now enter results into the Excel spreadsheets. It is important that
when saving the name of the file is not changed.

13. Once all the marksheets have been updated they can be re-imported through
Tools / Performance / Assessment / System Utilities / Marksheets by selecting
the Import a selection of marksheets option. You will be asked to choose the
folder that the marksheets are saved in.

Once all the data has been re imported you will need to return to the Wizard (Section 5)
to check that the results have successfully imported. Each marksheet will need to
opened then Calculated and Saved for the results to be available in the Key Stage
reports.
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Appendix 5
Exporting and Printing Single Blank Marksheets

You may find it useful for teachers to use a blank marksheet to enter any Key Stage 3
results prior to inputting them into Assessment Manager.

Teachers can either:

e Write on the marksheets by hand (these results will then need to be manually
entered into Assessment Manager).

OR
e Enter marks through Excel (these results can be imported into Assessment

Manager therefore negating the need for manual data entry).

1. Open the required marksheet through Wizard Manager (refer to Section 5 for
guidance).

2. Click on the Export button Bt 7 ot the top of the screen. This will export the

marksheet to Microsoft Excel.
I\}ﬂ Microsofikxcel SMarke heetbormariedbxmi) J J\
lj_] File Edit Wew Insert Format Tools Data  Window  Help Type aguestionforhelp « o @
DSHRISRITH & BT | |y B oo - @

i 2 | |

: arial 10 - | | | \ﬁv@hvévﬁ

A2 - f CES Assessment Serices
B © D E F G H Jd
5 |Result Date:
Export Date
E |1. PSE Summary Data Entry 2008 : Year R = 15/04,/2008

PSE Score Foundation Stage

Profile
PSE Status Foundation Stage

PSE Social Dev Foundation
Profile

Stage Profile
ED Status Foundation Stage

SD Status Foundation Stage
Profile

DA Status Foundation Stage
Profile

Surname Forename

PSE Disp & Attitude
Foundation Stage Profile
Profile

PSE Emotional Dev
Foundation Stage Profile

g [ACTON Samantha
9 [AMOS Rosanna
10 AMOS Sily

1 |AMOS Stephanie
12 | ARNDREEWS Faul

3. You now have two options. You can either Print the Marksheet using usual Excel
functionality or Save the Marksheet, either onto a disc or into your shared drive,
for teachers to enter information directly into the spreadsheet.

4. If you have chosen to print the marksheet you will need to distribute these to the
appropriate members of teaching staff for their completion.

Once completed and returned this information can be manually entered through
Wizard Manager.
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5. If teaching staff have chosen to enter results directly into the spreadsheets you will

then need to import the information using the following method.

Note: You must ensure that when teaching staff save the completed marksheets
they do not rename the file as SIMS .net will not recognise it.

1. Goto Routines /Data In/Assessment /Import from Spreadsheet.

L1 - — .
|au JuarE Fropy Sussiaar _J ﬂ

Select the file to import from

LCancel

2. Click on the Folder Navigation button £ and browse to the saved marksheet,
clicking on the Open button to enter it into the Import from Spreadsheet screen.

3. Click Next.

An Activity Log will display to tell you that Read Only columns will not be
imported. This is expected behaviour, press Close.

FH Aeriny Log Ja
=1 Print [‘“_ Save
Activity

Azzessment Manager Import from Excel
Date: 15/04/2008 10:11:10

Fallowing read anly column(z) are nat considered For impark:
PSE Score Foundation Stage Profile

Cloze

5. Click Next at the Data from File screen.
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= lulygrt Fronn Sur=zidii==i Jha
Data from file

1 3 4 5 [
Upn Surname Forename Dizposition + | DA Status Social SD Statu:
E;L‘md‘atlnn Foundation Stage I?ounaatlnn Eitage Foundatic
15/04/2008 | 15/04/2008 15/04/2008 15/04/20
1 |B820200106030  ACTOM Samantha
2 0820200106091  AMOS Rosanna
3 ES20200108092  AMOS Silv
4 UB20200106033  AMOS Stephanie
5 YB20200106001  ANDREWS Paul
E  H8202001068034  AMGLER Hamy
7 B820200106003  ATKIMSON Ben
8 MB20200108002  ATKINSON Ben
9 ¥B20200106085  BAKER James
10 Q820200106004  BRADBURY Christina
11 L820200108096 BRADSHAW Jonn

6. Atthe Matched Students screen, scroll down the lists to check that they match. If
they do not match, or there are gaps, please contact the Service Desk (01926
414100) for further details.

FH lguars Frogl Jurailsi=-i _Jd
Studentsfromtheinpuifile =~ Students from daisbase

LPN Surname Forename Student Mame Admission D
BE20200106090  ACTOM Samantha Acton Samantha 001011
@820200106091  AMOS Rosanna Amos Rosanna ooz =
E820200106092  AMOS Silv Amos Silv o003
LI8202001068093  AMOS Stephanie Amos Stephanie omotd
vE20200106001  ANDREWS Paul Andrews Paul 00092z
H820200106094  AMGLER Hamy Angler Harry aoims
BE820200106003  ATKINSOM Ben Atkinson Ben 000924
ME20200106002  ATKINSOM Ben Alkinson Ben 000923
#B20200106095  BAKER James Baker James 0mme
(820200106004  BRADBLURY Christina Bradbury Christina 000925
L820200106096  BRADSHAW Jonn Bradshaw Jonn ommz
E820200106005  BROWM Jeremy Brown Jeremy 000926
820200106006  BUCKLEY Emma Buckley Emma 000927
AB20200106097  BUKOLT Krystal Bukalt Krpstal omma
HE20200106007  BURNS 5 Bumns 5 o0o9z2g
#B20200106008  BYROM Matthew Byron b atthews 000324

L A2N2OMNRNNT CAMPS K anlsinhanne Carnne K anlsinhanne anna3n

FEinizh ] [ Lancel

7. Once the screens are checked and correct, click on the Finish button.

8. You will get a message asking Are You Sure You Wish to Proceed, click the Yes
button.

9. An Activity Log will display. Check this log for any import errors and if any occur
contact the Service Desk.

10. Click Close.

The assessment data recorded will now be available in SIMS .net. You must now make

the return to the National Assessment Agency. Return to and continue from Section 5

ensuring that you Open, Calculate and Save each marksheet in turn, checking for any
missing results.
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Appendix 6
Importing the Early Years Foundation Stage and Key Stage 1
and 2 Wizards

In order to view the Early Years Foundation Stage, Key Stage 1 and Key Stage 2
results for any new children you will need to import the appropriate Wizards following
the process below.

Early Years Foundation Stage Wizard

1. From within SIMS .net go to Routines / Data in / Assessment / Import

The Import window will show.

Select the file to impart from

Header comments from the impart file:

Overwnite defauts [

< Back H Mext > H Finish H Cancel

2. Click the Magnifying Glass icon to open the file browser window.

3.  Click the drop down box next to Look in and select Local Disk (C:)

Bank Haliday [Public Holiday) | ]
i Upen
. Lock in: | {EF Desktop
[ Desktop
A |
. L My Documents ;
L&_j-- _é ty Cormputer
by Recent T F) B
Ir | A E} ............ opey (4 ”
e J—— <4 N4 18 2R M) ]

4, Navigate to Program Files \ SIMS \ SIMS .net \ AMPA \ England Primary (and
Middle Deemed Primary) \ Assessment Manager and select EYFS Profile
Summary Wizard 2009.xml. Click Open.

5.  The Import window will now show details of the file selected.
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S Import E]EJ

Select the file to import from
|C:\F’rogram FileghSIMSASIMS  nethabPANEngland Primary [and Middle Deemed Primary]vAssessment ManagertEYFS | B

Header comments fram the import file:

Early ‘vears Foundation Stage Profile Summary Results
This wizard is for the input of Summary EY'FS data. |t also produces a report suitable for sending to parents.

For a et of Templates that allow outcomes to be built up from detalled assessments within each scale, you need to use the
Templates held in the EYFS Profile Detail ‘Wizard 2009.

Once the impart iz complete, select the ‘Wizard Manager from the Toals menu option and run this ‘Wizard, "EYFS Profile
Sumrmary YWizard 2009"

Please click "Finish" to complete the import process.

Overvirite with default valuss [l

Ensure that the path of the file is C:\ Program Files \ SIMS \ SIMS .net \ AMPA \
England Primary (and Middle Deemed Primary) \ Assessment Manager \
EYFS Profile Summary Wizard 2009.xml

6. Ensure that Overwrite with default values is ticked.
7.  Click Finish and Yes to proceed.

8. You may on first attempt get a red error at the bottom left corner of the Import
window. Click Finish again to resolve this error.

9. Once the import is complete an Activity Log will show. The log will state if the
import of the wizard was or was not successful.

sMs Activity Log @@
(=1 Print I-'_' Save

Activity
I&zsessment Manager Import from K.SM ha
Date - 12/02/2009 11:37.39

The following Gradeset(s] were successfully imported:
Gradeset EYFS Grade Set
GradesetEYFS Status

The following Aspect(s] were successfully imported:
It spect:EYFS: Comm Score

Ispect EYFS: Comm Status

\spectETFS: Create Dev Score

spectEYFS: Create Dev Status

It spect EYFS: Knowledge Scare

Itspect EYFS: Knowledge Status

WhspectEYFS: LCT Status

ihspect EYFS: LCT Subtatal

lazpect EYFS: LSL Status

Itspect EYFS: L5L Subtotal

spectEYFS: PSE 5D Subtotal vy

Close

If your wizard did not import successfully please log a call with the Service Desk
(01926 414100) stating the Key Stage you are working on and the page of this
documentation you are working on.

You have now imported the Early Years Foundation Stage wizard and can view results
through Wizard Manager.
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Key Stage 1 Wizard

1. From within SIMS .net go to Routines / Data in / Assessment / Import

The Import window will show.

Select the file to impart from

Header comments from the impart file:

Overwnite defauts [

< Back H Mext > H Finish H Cancel

2.  Click the Magnifying Glass icon to open the file browser window.

3.  Click the drop down box next to Look in and select Local Disk (C:)

Bank Holiday [Fublic Haoliday) |
1 pED;
: Lock in: | [} Desktop
[E} Desktop
= L) My Documents
Lw:} ¢ My Computer o
My Recent 31 Floppoy [
| Daocurments 'B' pey 1] St
=le === 1 =

4. Navigate to Program Files \ SIMS \ SIMS .net \ AMPA \ England Primary (and
Middle Deemed Primary) \ Assessment Manager and select Key Stage 1
Wizard England 2009.xml. Click Open.

The Import window will now show details of the file selected.

S [mport @ EJ

Select the file to import from
|C:\Prog|am FileshSIM545IMS  nethaPALE ngland Primary (and Middle Deemed Primary | &ssessment ManagerKey St | B

Header comments from the import file:

Key Stage 1 England 2003

Thiz wizard holds the Marksheets and Individual Reports that you will need in order ta manage the Key Stage 1 process for
schools in England.

Once the import is complete, you will need to ...
1. Select the ‘Wizard Manager from the Tools menu option and run this wizard, ey Stage 1 England 2009
2. Wfithin the "Wizard select NC *Year 2 to complete the Marksheets and print the Reports.

Please click Finish' to complete the import process
This may take a litle time.

Ovenarite with default values  [w]
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Ensure that the path of the file is C:\Program Files\SIMS\SIMS
.net\AMPA\England Primary (and Middle Deemed Primary) \Assessment
Manager\ Key Stage 1 Wizard England 2009.xml

Ensure that Overwrite with default values is ticked.

Click Finish and Yes to proceed.

You may on first attempt get a red error at the bottom left corner of the Import
window. Click Finish again to resolve this error.

Once the import is complete an Activity Log will show. The log will state if the
import of the wizard was or was not successful.

sus Activity Log @@
=1 Prirt I-I_' Save

Activity

A zzessment Manager Impoart from KSM i

Diate : 12/02/2009 12:44:32

The following Gradeset(s] were successfully imparted:
Gradeset 51 Maths Test Level 2
Gradeset K51 Maths Test Level 3
Gradeset: k51 Reading Test Level 2
Gradeset: k51 Reading Test Level 3
Gradeset: k51 Reading Test™1
Gradeset: K51 Maths Englizh Test
Gradezet: K51 Reading Tazk
Gradeset: K51 Wiiting Task
Gradeset:P Scale English and M aths
Gradeset: P Scale Individual AT
Gradeset: P Scale Science

Gradeset: TA Maths K51

Gradeset: T4 Read and Wwrite K51
Gradeset: T4 Speaking & Listening K51
Gradeset TA Science ATs K51
Gradeset: T4 Science Subject K51

v

Cloze

If your wizard did not import successfully please log a call with the Service Desk
(01926 414100) stating the Key Stage you are working on and the page of this
documentation you are working on.

You have now imported your Key Stage 1 Wizard and can view results through Wizard

Manager.
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Key Stage 2 Wizard
1. From within SIMS .net go to Routines / Data in / Assessment / Import

The Import window will show.

FHimport 2ix|
Select the file to impart from
Header comments from the impart file:
Overwnite defauts [
< Back | ‘ Mext > ‘ ‘ Finish ‘ ‘ Cancel

2. Click the Magnifying Glass icon to open the file browser window.

3. Click the drop down box next to Look in and select Local Disk (C:)

Bank Haliday [Public Holiday) | ]
i Upen
. Lock in: | {EF Desktop
[ Desktop
=) [} My Documents
Lwﬁ _‘5 ty Cormputer s
by Recent A 3% Floppy [&:
= Documents iy <k
e J—— £ 18 200R M- ]

4. Navigate to Program Files \ SIMS \ SIMS .net \ AMPA \ England Primary (and
Middle Deemed Primary) \ Assessment Manager and select Key Stage 2
Wizard England 2009.xml. Click Open.

5. The Import window will now show details of the file selected.

5" [mport E] @

Select the file ta impart fram
|E:\Program FileshSIMSASIMS  net\akPANE ngland Primary (and Middle Deemed Primary A ssezsment M anagerik.ey St | B

Header comments from the import file:

Key Stage 2 England 2009

Thig wizard holds the Marksheets and Individual Reports that you will need in order to manage the Key Stage 2 process for
zchanlz in England

Onee the impart iz complete, pou will need ta
1. Select the Wizard Manager from the Toaols menu option and run this wizard, 'F.ey Stage 2 England 2009
2. Within the "Wizard select MC Year B to complete the Markzheets and print the Reports.

Pleaze click Finish' to complete the impart process.
This may take a litte time.

Owenwrite with default valuss  [¢]
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Ensure that the path of the file is C:\Program Files \ SIMS \ SIMS .net \ AMPA \
England Primary (and Middle Deemed Primary) \ Assessment Manager \ Key
Stage 2 Wizard England 2009.xml

6. Ensure that Overwrite with default values is ticked.

7. Click Finish and Yes to proceed.

8. You may on first attempt get a red error at the bottom left corner of the Import

window. Click Finish again to resolve this error.

9. Once the import is complete an Activity Log will show. The log will state if the

import of the wizard was or was not successful.

siks Activity Log
=1 Print l-'_' Save
Activily

RIX]

Assessment Manager Import fram K5
Date : 12/02/2009 15:02:14

The fallowing Gradeset(s] were successfully imported
Gradesst:K52 Read and Wri Levs

GradesebKS2 Sub Levels

Gradeset:P Scale English and Maths

Gradeset:P Scale ndividual ATs

Gradesst:P Scale Science

Gradeseh Teacher Assessments K52

The fallowing Aspect(s] were successfully imparted:
fepect SCATZ: Life Proc and Living Things KS2
AapectSCATS: Materials and their Props K52
Aspect5C AT4: Physical Processes K52
Aspect 5C TA: Science Subject Level K52
Aepect SC AT Scientific Enguing K52

Aapect A TA: Mathematics Subject Level KS2
AspectMA AT4: Handling Dats K52

b

Cloze

If your wizard did not import successfully please log a call with the Service Desk
(01926 414100) stating the Key Stage you are working on and the page of this
documentation you are working on.

You have now imported the Key Stage 2 wizard and can view results through Wizard

Manager.
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