Instructions are for SIMS Assessment Manager 

Throughout these instructions Key Stage 3 information is shown in brackets.

GROUP MANAGEMENT

This process allows the definition of user defined Groups and, because you will need to analyse your results with only the pupils who took the Key Stage tests in your school, you are advised to follow the instructions below.  This will ensure that this group of pupils will remain the same and not be affected by leavers or new admissions.  It will also address the problem of pupils who are outside the normal range for the Key Stage.  

This Group will also be available in Performance Analysis for analysing results.

CREATING A USER DEFINED GROUP 

These instructions are for Key Stage 2 with Key Stage 3 shown in brackets

CREATING AN ASSESSMENT DEFINED GROUP

From the SIMS.net Home Page
Click on Focus/Groups/Assessment Defined Groups and Click on New

1 Group Details

Type in the Description box Key Stage 2 2009 (Key Stage 3 2009)
Click on the drop down arrow for Active Status and select Active
Enter a Short Name, for example, KS2 2009 (KS3 2009)
Current Main Supervisor is optional and can be left blank

If a supervisor is required – click on blue magnifying glass, click on the Action/Add Supervisor, Search for supervisor

Type in the Notes Box the date range for this group which should reflect the Test Week Dates

2 Membership

Click on the browser for Effective Date Range

Select Custom Dates and set the From/To dates to reflect the KS2 (KS3) Test week

Click on OK

Leave Academic Year set to 2008/2009

Click on the Action button below and Select Add Member

Click on the down arrow for Group Type and select Year Group

Click on the browser for Group and Click on Search

Select Year 6, (Year 9) Click on OK and Click on Search
Click on the Name column heading to sort into alphabetical order

Select the first student in the list, scroll down to the last pupil and with the Shift key held down click on the last pupil.  This highlights all pupils.

Holding down the Ctrl Key and clicking on a pupil will de-select them from the list.

Click on OK and Click on Save

To Remove a pupil right click on their orange square on the timeline and select Remove Membership.  Respond Yes to message and Click on Save

To Add additional students repeat the procedure above from 2 Memberships 

Click on Close (top right hand corner) when completed

IMPORTING THE KEY STAGE WIZARDS

From the SIMS.net Home Page
Click on Routines/Data In/Assessment/Import

Click on the browser at the end of the ‘Select the file to import from’ box

Navigate to C:/Program Files/SIMS/SIMS.net/AMPA

Double Click on England Primary (England Secondary)

Double Click on Assessment Manager

Select Key Stage 2 Wizard England 2009.XML (Key Stage 3 Wizard England 2009.XML)

Click on Open

NOTE:  The ‘Overwrite Defaults’ checkbox is ticked by default

Click on Finish and Yes to proceed

Check the Activity Log and Close

USING THE KEY STAGE WIZARDS

From the SIMS.net Home Page
Click on Tools/Performance/Assessment/Wizard Manager

Select Key Stage 2 England 2009 (Key Stage 3 England 2009)

Click on Next

Click on Blue Magnifying Glass to select the Group 

Expand Assessment User Defined using + to the left

Select Key Stage 2 2009 (Key Stage 3 2009)

Click on Apply
Click on Next

There are 9 (11) Marksheets displayed.  All are data entry except for the 8th (10th) which is a broadsheet that is read only and will display data entered through the other marksheets.

	KEY STAGE 2
	KEY STAGE 3

	KS2 A. All Subject TAs 2009
	KS3 A. En Ma Sc TAs 2009

	KS2 B. Minimum Subject TAs 2009
	KS3 B. MFL TA 2009

	KS2 C. P Scale Data Entry 2009
	KS3 C. Subject TA 2009

	KS2 D. Test Summary Data Entry 2009
	KS3 D. Foundation TA 2009

	KS2 E. En Test Results Data Entry 2009
	KS3 E. P Scale Core 2009

	KS2 F. Ma Test Results Data Entry 2009
	KS3 F. P Scale Foundation 2009

	KS2 G. Sc Test Results Data Entry 2009
	KS3 G. En Tests (Optional) 2009

	KS2 H. Broadsheet Review 2009
	KS3 H. Ma Tests (Optional) 2009

	KS2 I. Average Point Score Calculator
	KS3 I. Sc Tests (Optional) 2009

	
	KS3 J. Broadsheet Review 2009

	
	KS3 K. Average Point Score Calculator


DATA COLLECTION

Printing Marksheets

Data can be collected by printing marksheets for manual completion by teaching staff.  The results are then keyed into the system.  Marksheets can be printed when open on screen by clicking on the Print Icon 

OR Batch Printed 

Click on Tools/Performance/Assessment/System Utilities/Marksheets/Print a selection of Marksheets.

Export/Import using Excel

Click on the Export Button.  The marksheet is exported to Excel, completed and then imported directly back into the system 

Click on Routines/Data in/Assessment/Import from Spreadsheet

OR Batch Exported/Imported

Click on Tools/Performance/Assessment/System Utilities/Marksheets/Export a selection of Marksheets

And

Click on Tools/Performance/Assessment/System Utilities/Marksheets/Import a selection of Marksheets

LEVEL 'W' AND 'P' LEVEL DATA ENTRY

If a pupil is given a Level W as a Teacher Assessment this should be entered on the KS2 A. All Subjects TAs 2009 marksheet (KS3 A. En Ma, Sc TAs 2009, 

 KS3 B. MFL TA 2009, KS3 D. Foundation TA 2009).  

If this is the case a P level should also be entered on the Marksheet KS2 C. P Scale Data Entry 2009 (KS3 E. P Scale Core 2009 and KS3 F. P Scale Foundation 2009).  Both results will be collected when the Common Transfer File is created.  

Further information can be found in the Booklets KS2 Assessment and Reporting Arrangements (Green) and KS3 Assessment and Reporting Arrangements (Blue)

ENTERING RESULTS ON TEACHER ASSESSMENT MARKSHEET

From the SIMS.net Home Page

Click on Tools/Performance/Assessment/Wizard Manager 

Select the Key Stage 

Click on Next twice

Highlight the Marksheet KS2 A. All Subjects TAs 2009 (KS3 A. En Ma Sc TAs 2009)

NB For KS 3 the following should be repeated for:

KS3 B. MFL TA 2009 and KS3 D. Foundation TA 2009

Click on the Edit Marksheet button (Pencil on right)

Click on Zoom to bring the Marksheet to Full Screen

Check the Group Membership Dates are within the Test Week

This Marksheet has data entry for all Attainment Targets and aggregation to overall subject level.  Although Attainment Targets do not have to be reported to parents they should be available for transfer to the following school and therefore should be entered.

NB If most levels in a column are the same the Flood Fill facility can be used as follows:

Select the column by clicking once on the column heading
Right Click on the column and Click on Select Grade for Column
Click on the most common grade
Click on OK
Amend those results that are different

When data entry is complete

Click on the Calculate button

This will aggregate to the Overall Subject Levels 

Check the final column.  Fail will be displayed for incomplete results 

Click on save 

Click on Close to return to the default view and Close to close the Marksheet completely

NB: The marksheet KS2 B Minimum Subject TAs 2009 (KS3 C. Subject TA 2009) should not be used because the CTF requires all Attainment Targets to be entered

Marksheets should be printed for checking if results have been entered manually

With the Marksheet open on screen Click on the Print Icon

ALL ENTRIES SHOULD NOW BE CHECKED 

ENTERING ‘P’ SCALE RESULTS

If a pupil is given a Level W as a Teacher Assessment then a P Level should be entered.  Further information can be found in the explanatory notes in the Booklet KS2 Assessment and Reporting Arrangements (Green) and KS3 Assessment and Reporting Arrangements (Blue).  Both results will be collected when the Common Transfer File is created.

From the SIMS.net Home Page

Click on Tools/Performance/Assessment/Wizard Manager 

Select the Key Stage 

Click on Next twice

Select the Marksheet KS2 C. P Scale Data Entry 2009 (KS3 E. P Scale Core 2009 and KS3 F. P Scale Foundation 2009)
Click on the Edit Marksheet button (Pencil on right)

Click on Zoom to bring the Marksheet to Full Screen

ENTER INFORMATION ONLY FOR ATTAINMENT TARGETS FOR WHICH PUPILS WERE GIVEN a ‘W’ on the KS2 A. Marksheet (KS3 A. Marksheet, KS3 B Marksheet, KS3 D. Marksheet).  Please refer to KS2 Assessment and Reporting Arrangements Green Booklet p 17-18 (KS3 Blue Booklet p 10-11)

EAL = English as an additional language

P Scale Subject Reportable Levels 

	Speaking
	EAL P4, P5, P6, P7, P8

	Listening
	EAL P4, P5, P6, P7, P8 

	Reading
	EAL P4, P5, P6, P7, P8

	Writing
	EAL P4, P5, P6, P7, P8

	English
	EAL P1i, P1ii, P2i, P2ii, P3i, P3ii

	Number 
	EAL P4, P5, P6, P7, P8 

	Using and Applying 
	EAL P4, P5, P6, P7, P8 

	Shape, Space and Measures 
	EAL P4, P5, P6, P7, P8 

	Maths 
	EAL P1i, P1ii, P2i, P2ii, P3i, P3ii

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

	Foundation Subjects 
	Key Stage 3 ONLY

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

	Design and Tech
	EAL P1i, P1ii, P2i, P2ii, P3i, P3ii, P4, P5, P6, P7, P8

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

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

	Information and Communication Technology
	EAL P1i, P1ii, P2i, P2ii, P3i, P3ii, P4, P5, P6, P7, P8

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

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

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


When all entries have been made

Click on Calculate and check the final 2 columns

If errors are reported check the columns for Missing Entries 

Click on Save 

Click on close to return to the default marksheet view

Click on Close to close the marksheet completely

TEST LEVELS AND MARKS

When the Test Levels and Marks are returned from QCA they should be entered on the following Marksheets

	KS2 D. Test Summary Data Entry 2009
	KS3 G. En Tests (Optional) 2009 

	KS2 E. En Test Results Data Entry 2009
	KS3 H. Ma Tests (Optional) 2009 

	KS2 F. Maths Test Results Data Entry 2009
	KS3 I. Sc Tests (Optional) 2009 

	KS2 G. Sc Test Results Data Entry 2009
	


Submission of Teacher Assessment levels to NAA: May 2009

 
Guidance notes for users of "SIMS .net" on how to create a partial CTF file for the submission of KS2 and KS3 Teacher Assessments to the National Assessment Agency, NAA.
(NB -   to reflect wider co-dependency of education and other directorates within local authorities the shorthand ‘LEA’ is increasingly being replaced by ‘LA’. Initially there may be systems and texts that still refer to LEA but LA may also be used.)

Contents:

A - setting NAA as the destination

B - checking the directory path for CTF

C - selecting the data to be exported and placing it in the CTF

D - sending the CTF to NAA using s2s

------------------------------------------------------------------------------

A.
Setting NAA as the destination
In SIMS .net Home Page… 

Click on: Tools/Setups/CTF

Click on: Alternative Destinations link

Check the list of Alternative Destinations for NAA – National Assessment Agency. 

If NAA is already in the list, go to Section C 
If it is not in the list of destinations:

Click on: New

Type NAALLLL in the Code

Type NAA National Assessment Agency in the Description (This is what will be seen in the list)

Click: OK

Click: Save

Close the Configure CTF Default window

B.
Checking the Directory path for CTF
Click on: Tools/Setups/CTF/Directory Details

C.
Selecting the data to be exported and placing it in the CTF
In SIMS.NET Home Page 

Click on: Routines/Data Out/CTF/Export CTF

Data to be exported 

Untick all boxes except Assessment Data - Student Basic Details should NOT be ticked.

Include students already exported


Tick the Box 

Click on Refresh Students to ensure all students are visible 

Column Year Group: 

Click on: the small down arrow and select Year 6 (9) 

Click On: the first pupil, hold down shift key, scroll down and click on the last pupil (all selected pupils will now be highlighted).

(Check your pupils are correct. You can add or remove a pupil by holding down the Ctrl key and clicking on the selected pupil).

Column Destination LA/Other 

click on: the small down arrow against last pupil selected and select NAA

(NAA National Assessment Agency should appear against every chosen pupil).

click on: Export CTF

Check Exception Log shows the correct number of pupils

Close the window

D.
Sending the CTF to NAA using the Test Orders website
Information on this part of the process has been sent out to all schools by NAA.

Any questions should be addressed to the NAA Helpdesk
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