SIMS

Standard Reporting

UNCLASSIFIED

Course Code — SREP-1-05
Version 9.1



Microsoft® and Windows® are either registered trademarks or trademarks of
Microsoft Corporation in the United States and/or other countries.

© Capita Business Services Ltd 2019. All rights reserved.

No part of this publication may be reproduced, photocopied, stored on a retrieval
system, translated or transmitted without the express written consent of the
publisher.

Capita SIMS, Franklin Court,
Priory Business Park, Cardington, Bedford, MK44 3JZ
Tel: 01234 838080 Fax: 01234 832082 http://www.capita-sims.co.uk

Where appropriate for data entry purposes, the graphics used in this document
match the training data recommended for use on the course. Where the graphic is an
example of what might be expected when using certain areas of the software, the
training data may not be an exact match.

Revision History

Version ‘ Change Description Date

7.182-8.0 Updated to 7.182 06/07/2018
7.188 - 9.0 Updated to 7.188 26/07/2019
7.188-9.1 Minor edits re ‘more abled’ 03/09/2019

This booklet is designed for use with SIMS software version 7.188

Mimeo Print code: SREP-1-v9.1

UNCLASSIFIED




Training Booklet - Standard Reporting - Version 9.1 SREP-1-05

Standard Reporting

Contents
[T e Lo Yo [V Lo} £ o o RO PP PPPPPPPPPPPPN 1
Introduction
(o101 Y@ o) =T o 1Y O P PP PPPPOTPP 1
OVEBIVIBW ...ttt ettt ettt b e+ttt e 4o b et ookttt e 42 ket e oo b st e e e h b et o4kttt e o bbb a4 4h ke e 442 b b et oo bbbt e 4a bbb e e e bbb e e ea et e e e e e e e hb e e e e e s tae e s 1
COUSE REGUITEIMEINES ...cuitiiiitiee ettt ettt ettt ettt e e et b et ea bt e e o te e oo b bt e e oa b et o4 ket e oo b bt e e 4a ke e 44 s b et e £ h bt e e 4a b e £ a4 anb bt e e ea b et e ea ket e e enbb e e e anbeeesnbneee s 2
01. Running Existing (Pre—defined) REPOIS ......ciiiiiiiiiiecie e 3

Chapter Introduction
Navigating the Menu

Step Dy SteP — LOGGING INTO SIMS ...ttt e e oottt e e e e e o h bbbt e e e oo e st b be e e e e e e e s b be b e e e e e e e aab b beeeae e e s nnbbbeeeeeeessnbeeeeas
ACCESSING DOCUMENTALION ......eeiuttieeiitiee ettt ettt ettt e e te e e e b bt e e aabe e e e s b et e okttt e 4a ket e e ea b bt e e oa b et e 4abe e e e eab bt e e am b et e aabb e e e ennb e e e anbeeeennees
Activity — Finding the Reporting Catalogue..........

Step by Step — Running a Report with no Filters

Step by Step — Running a Report with @ Filter (ParamEterS)..........o.uii ittt ettt be e e e e sabe e e s eiaeee s 7

Scenario — Request for Student Lists
Step by Step — Producing Student Lists ..
Scenario — Producing @ Trip LiSt ......ccoiiiieiiiieiiiieeiiieeee
Step by Step — Running a Pre—defined Report with Filters
Scenario — Request for a Pupil’s Contact Information..........
Step by Step — Producing a Report for a Pupil
Dealing with a Request for @ Person’s Data OULPUL............ciuuiiiiiiiieiiiie ettt et e e e b e e e nnbe e e e naneee s
Step by Step — Producing @ Person Data OULPUL..........eeiiuiieiiiiieeiiit ettt ettt e ettt e st e e st e e e eenes

02. List Reports — An Introduction

Chapter Introduction............cccovcvvveiniiiciiieceinnen.

Step by Step — General Student LisSt — OVEIVIEW..........ccccuveeiiieeeiiiienineen.

Scenario — Request for Registration Group Lists for Consultation Evening

Step by Step — Registration Group Lists for Consultation EVENING...........ccoiiiiiiiiiiiiceii e
Scenario — Request for Consultation Evening Registration Group Lists for @ Year GroUp..........ccourieiiiieiiiieee e 27
Step by Step — Consultation Evening Registration Group Lists for @ Year GrOUP. ........ccouuiiiriiiieiiiiee it 27
03. Modifying EXiSting SIMS REPOIS ...cccciiiiiiiiiiie e 31
[ Fo o)< gl T i (oo [U T 1 o) PP RPOPPP
Step by Step — Running Reports Using Design Report

Scenario — Modifying @ Pre—DefiNed REPOIT............i ittt ettt e s et e e e b bt e e sabe e e s bt e e e e anbee e snbeeeenneeas
Step by Step — Adding Extra Fields t0 @ Pre—Defined REPOIT ...........oiiiiiiiiiiiie ettt et 32
Activity — Adding Additional Fields to @ Staff REPOI ...........uiiiiiii et 42
04. Creating NEW REPOITS ...coooeeeeeeeeeeee e 44
[ F=T o =T gl T oo (U T 1 o] o T T T O T PO ST P PP PP PP PP PP PPPPPPN

Scenario — Creating New Reports.....
Step by Step — Creating New Reports
Scenario — Creating a Report from Scratch for Travel PIanNing..........oocuuiiiiiiiiiiiie e a7
Step by Step — Creating a Report from Scratch
Scenario — Using AND and OR in Filters
Step by Step — UsSing AND and OR N FIIEEIS ....c..uiiiiiie ettt e e et e e
Activity — MOifying YOUI OWIN REPOITS .......eiiuiiieiiiiiie ittt ettt ettt ettt e ettt e e sttt e e e be e e e e sbee e e aa b et e aabe e e e asbe e e e ambe e e ambeeeeasbeeeeanbeeeanbeeeeannes
Activity — Using Reports to Check Data.............
Scenario — Adding a Filters .........c.ccceevcveennnnn.
Step by Step — Adding Filters............ccocceeeennee.
Scenario — Using Filters not in the Design........
Step by Step — Using Filters not in the Design..
F e (1YLl =1 1 o = Y I USROS OPPPT
ACHVILY — TEACKHET NUIMBDEIS ... .ttt e et e a e e a2 te e e e e hb et e ek bt e e oa b bt e e emb b e e e ah bt e e ambe e e e enbb e e e anbeeesnbbeeeannes
Activity — Missing Student Photos.....................
Scenario — Adding Sub-Reports...........cccoeueee
Step by Step — Adding Sub-Reports.
Scenario — Adding Filter as an Academic Class (not applicable to primary schools)

Step by Step — Adding Filter S an ACAUEMIC CIASS .......eiiiiiiiiiiii ittt e et e e e e e bbb et e e e e e aeb b e et e e e s aanbebeeeeeeessnreeeeas

05. Previewing Reports
Chapter Introduction............cccccceenne.
Step by Step — Using Preview
Scenario — Observing the Difference Between Preview and Actual Output
Step by Step — Viewing the Difference Between Preview and ACtual OULPUL ...........cooiiiiiiiiiiiiiiiiiii et
Scenario — SOrtiNg @ REPOIT .......oooiiiiiiiie e
Step by Step — Sorting in Preview ............cccccveeennn.
Scenario — Adding Students to a Trip List in Preview

UNCLASSIFIED



Training Booklet - Standard Reporting - Version 9.1 SREP-1-05

Step by Step — AddiNG STUAENTS IN PTEVIEW .....co.uiiiiiiiie ittt e ettt et e e e bt e sa bt e s bt e e e st e e e st e e e anees
Scenario — Producing a List of Names Using Exclude, Include, Toggle and View..
Step by Step — Using Exclude, Include, TOGQIE @and VIEW...........coiiuiiiiiiiiiiiiite ettt ettt e et e s

06. Creating Word Mail Merge LEtterS......cooiiiiiiiiii i
Chapter INtrodUCHION. ........c.eveiiiiieiiee e

Scenario — Creating a Mail Merge Letter .......
Step by Step — Creating a Mail Merge Letter
Scenario — Request to Save a Letter to the Students Linked Documentation ....
Step by Step — Saving to the DOCUMENt SEIVET...........uvviiieiiiiiiieiee e
Activity — Letter to Check EthniCity @nd REIIGION .........oo.ueiiiiii ittt e e e e e e s b e e e e e e s e nbabe e e e e e e aanees

07. Creating Labels with Mail Merge ........ooooo oo 79
Chapter INtroduCtion..........c.cvveeiieiiiiiiiieee e

Scenario — Address Label Request.....
Step by Step — Mail Merge Labels.......
Activity — Special Needs Students Address labels

08. EXCEI OULPULS ..o

(O gT=To] (T gl [ oo (U1 1 o] o O TP PU PP RPPRPPP
Scenario — REQUESTE TOr EXCEI LISt.......coiuuiiiiiiii ittt ettt e e et e s a bt e sttt e e b bt e e es e e e ettt e e e bt e e e sabeeeeannes
Step by Step — Output to Excel .........ccccoeeiinnne
Activity — Request for Special Needs Register

09. BaASIC ANAIYSIS oo
Chapter Introduction.............ccccveeviieciniineennnne.

Scenario — Request for SEN Figures...
StEP DY STEP — BASIC ANBIYSIS ....eiiiiiiieiit ettt e et
ACLIVItY — NUMBDEE BrEAKAOWN ......oiiiiiiiiii oot h ettt e et e e b et e st e e e e ebbe e e e s et e st e e e e enees

10. Working with Reports
[ F=T o =T gl T oo [F T (o] T T T TP O T T PP P PP PP PP PP PP PPPPPPPO
Step DY Step — EXPOITING REPOITS .....coiiiiiiiiiii ittt ettt ettt ettt e e e a bt e e e be e e e e ahb e e e aa bt e e aabb e e e e abb e e e embeeeabbeeeenbeeesnbeeeeannes
Step by Step — Importing Reports .

Step by Step — Deleting REpOrts .........ceeeeeviiiviiieneennnns
Scenario — Request to Use My Favourite Reports Panel
Step by Step — Running Reports from the Favourite Panel on the Home Page

Appendix A — Additional Training Examples
Chapter INtrOAUCTION. ........cuiiiiiii it
Activity — Adding/Removing Fields to a Pre-defined Report
Activity — Creating New Reports with Filters .............c.cccoc..
Activity — Labels Mail Merge for an ACAAEIMIC CIASS........coouuiiiiiiieiiiieei et e et e s e s e e

Appendix B — Running Scheduled REPOItS ...
[ F=T o) =T gl T (oo [V T 1 o] o T OO P TP ST U PP P PP PUPPPRRPI
Setting up the Report Scheduler
Permissions ReqUIred ............coeoiieieiiiieiiiiee e

Step by Step — Creating a Scheduled Task — WINAOWS 7 .........uiiiiiiiiiii ettt e e
Step by Step — Selecting Reports for SChEAUIING .........coouiiiiiiii et
Changing the Frequency
Changing the Date/Day............c..c......

Changing the Start DAtE/ENG DALE ..........eiiiuiiiiiii ettt e et et s bt e e eab e e e e et e et e e bt e s bt e e nabeeeeenens
Changing the PreVIOUS OULPUL .........eiiiiiie ittt e e e e ettt e ettt e e aabe e e e asbe e e e aab e e e aabe e e e amb e e e e aabe e e ambeeeeanbeeesanbeeesnbbeeeannes
Changing the Skip Holidays .......
Changing the Recipient Name....
VIewing Errors iN The SCREAUIE ... ..oii ettt e e bt e ettt e e be e e e e bt e e e aabe e e s bb e e e enbeeeeanbeeestbeeeanns
Viewing My Scheduled Reports 0N the HOME PAQE .......ccoouiiiiiiiiiiiii ettt e e

UNCLASSIFIED



Training Booklet - Standard Reporting - Version 9.1 SREP-1-05

Introduction

This chapter contains:

L1 goTo 18 o2 o] o IO PSP ROTPPOPPPP 1

(01011 (1= @ o] (=Tt 1)Y= TP PP UOT R ORPPPTPPPP 1

(@Y Y PO PU R OPRPPPPPPN 1

(@010 STl R {=To |11 41T o £SO TP PP PP R OPPPRPPPPN 2
Introduction

SIMS holds a vast amount of data which can be used to inform school improvement
strategies and support a wide range of school management activities including processing
statutory returns and maintaining GDPR compliance.

This course will guide you through the basics of the designing reports using tasks based on
typical scenarios which arise daily within the school office.

Course Objectives

By the end of the course you will be able to:

= respond to requests for information

= produce lists of information

= produce mail merged address labels

= produce mail merged letters

= use preview and filtering and sorting effectively

= re—use and modify reports

= select an appropriate output format.

Overview

This course introduces you to the report designing process in SIMS with the objective of
being able to extract useful information from the pupil database in a variety of formats.

The course will cover:

= the running of pre—defined reports (including GDPR requests)

= modifying and creating reports to produce lists

= creating reports to produce mail merged documents and labels, using Word and Excel
= using analysis output

= exporting and importing report definitions

= using the Favourites panel on the SIMS Home Page to run favourite Reports.

Throughout the course, tasks/activities will be related to scenarios aimed to equip you with
the skills to respond to requests for pupil data needed from the software. These requests
may come from sources within school or externally. This course will give you a clear
understanding of how reports are produced in SIMS.

UNCLASSIFIED
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Course Requirements

You must be familiar with the day to day use of SIMS, the range of data which is stored
within the database and how the data is entered and maintained. You may have attended
other SIMS courses such as SIMS Office User and SIMS Office User — Further Skills.
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Chapter Introduction

This chapter looks at logging into SIMS, explores the SIMS Home Page, Documentation
Centre and also covers running pre-defined reports in Word or Excel.

Navigating the Menu
The menu across the top of the SIMS Home Page provides access to a range of actions.

Each of the menus provides access to further actions or sub—menus depending on access
rights and permissions as well as changes over time because of developments in the
software. What you see as you havigate the menu may therefore not be identical to what you
see at school or in the examples displayed.

Reporting is carried out through two menu routes — Reports | Run Report and Reports |
Design Report. You can also use the appropriate icons for running and designing reports.
Run Report as its name implies enables you to run and preview reports. This option is often
used by teachers in school to run reports that others have created. Design Report enables
you to run, preview and design reports.

\ NOTE: Hovering over the icons on the quick launch toolbar will display their name.

Step by Step — Logging into SIMS

1. Log into SIMS by entering your User Name and Password.

W 3 T Ig’]
User name I |
Password | |

[] Change Passward

| ok || cancel

UNCLASSIFIED
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= Run Report and Design Report are located under Reports.

Reports |R0_utines Tools  Windo
—

ﬁ Run Report

Iﬁ? Design Report
Personnel 3
Import
Profiles »
Lesson Monitar »
Dinner Money b
Expuort

Print Timektables
Student List »

Student Analysis Reports  #

You can also select Design Report or Run Report.

B Design Report

E Run Report

Accessing Documentation

The Documentation Centre provides shortcuts to handbooks and other documentation.
These are accessed by clicking Documentation which is located at the top right—hand side

of the SIMS Home Page.
The Documentation Centre Home Page is displayed.

iclp .
;%g?@ Documentation Centre

Search for resources by clicking on your role:

Latest release
information
y AR _

SIMS Spring 2018: FMS Spring 2048:

© Conbined Redeess Neta © FMS Releasa Note

© English Primary Release Nt~ §) ¥ihaf's New in inis Release
© English Secordary Releass Note  Discover Spring 2018:
© Independent Relaase Note © Discover Fenasa poks

© vhats New in ihis Ralease

ﬂ Handbooks  Tutorials 2 Sheets Troubleshooting FAQs~ FMS  Discover  Other Products ~

© Primary Detated
ry Detolled
© Independent Benior
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Resources can be accessed by clicking on your role or handbooks can be opened by clicking
Handbooks. These provide additional information about using SIMS and other modules. The
handbooks are opened using Adobe Reader and so this must be available on your computer.
Handbooks can be browsed and printed in their entirety, or in sections, if required.

Activity — Finding the Reporting Catalogue

Locate the SIMS Pre-Defined Reports Catalogue within the Documentation Centre.

Step by Step — Running a Report with no Filters

SIMS comes with a number of reports already created. This step by step takes you through
running these reports.

1. Click Run Report shortcut or select Reports | Run Report.
2. Notice the folders that are displayed:
= The My Reports folder contains any reports that you have created and saved.

= The Favourites folder contains any reports that are used often and have been
deemed as a favourite. This will be examined later.

= The Categories folder enables categories to be created by the school and reports
placed within them.

= The Focus folder has a small + next to it and contains all the pre—defined and
created reports.

¢~I] My Reports Name

{5 Favourtes

+ 7 Focus ;'-‘-.CH - School SLII'I'I-I'I'IaI':{ by date
"] Categories Additional Information for Students

Addresses with school header
Assessment Results by Year Group

BEH - School Summary by date

Contact details Letter

Contact List

DET - Detention Register over date range
Dietary Needs or Medical Conditions

EAL Provision Year 7

Exam and UCI numbers fitered by Year

Lo k. b 1

3. Click + next to the Focus folder; many other folders are now displayed.

Report Browse
—I-f=] Focus || Mame

----- £ Student
..... ' St:ﬁe ACH - School Summary by date:
_____ Class E| | Additional Information for Students
_____ 7 Aspect Aasessmert Results by Year Group
..... ] Contact BEH - School Summary by date:
..... 1 Group DET - Detention Register over date rang
..... 7] Category EAL Provision Year 7
----- ] Template Exam and UCI numbers fitered by Year
----- ] Gradeset Exam Mumber Locatar
----- ] Resultset EXC - Excluzions between dates
----- =] OMR Template G & T Analysis
----- f Resilt S G & T Register Summare

4. Click each folder and notice that many of the folders contain a number of reports. The
folder name tells you the focus of the reports held. Reports within the Student Focus
folder list information about a pupil or number of pupils. The Class Focus folder
contains reports that run on a class basis, for example, you provide the class name and
the report lists the pupils who belong to that class.

UNCLASSIFIED
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5. Click the Student Focus folder. The Supplier tells you who created the report. If the
supplier is CES Reporting Services then the reports have been produced by Capita and
may be in the Reporting Catalogue mentioned previously.

Repori Browse

=-E&] Focus || Name Focus Owner Supplier Updated Category|

f ACH - School Summary by date Student Adrian Blacker Green Abbey School 16/06/2009 Public

Staff = || ACH - Year/Reg Group Summary, Dated Student imported Green Abbey School 31/07/2008 Public

Class || Achievemert by Type Report Student  Imported CES Reporting Services  22/06/2018  Public

Aspect Achievement Insert Student Imported CES Reporting Services  22/06/2018  Public

Cartact Achievement Insert Repott Student  Imported CES Reporting Services ~ 22/06/2018  Public

Group Achievement Listing Report Student imported CES Reporting Services  22/06/2018 Public

%:g‘;?; Achievemert Report by Type Student  Imported CES Reporting Services  22/06/2018  Public

Gradeset Achievement Report Listing Student Imported CES Reporting Services  22/06/2018 Public

Resuliset Addtional Information for Students Student Adrian Blacker Green Abbey School 03/11/2011  Private

OMR Template Address Labels - Parents Student Imported CES Reporting Services 22/06/2018 Public

. Res it ¥ || Address List (Grouped by Year Group) Student imported CES Reporting Services  22/06/2018 Public

< L > Address List (With Parents) Student Imported CES Reporting Services  17/11/2005 Public

6. Scroll down the list of reports and select the Medical Notes report.

7. Notice that near the top of the screen you can see that this report will output to a Word
List Report. Word and Excel are the common forms of output, but there are other forms
such as rich text format (RTF) and Analysis.

Focus Reports Routines Tools Window Help
= T - y (= D - -
A~|<\;33‘”" - : 99 EREd BBEZ240a E
)\ Preview B Run Word List Report
Report Browse
e FDC‘-‘; A 1| Name Focus Owner Supplier Updated Category
{ dent
Sl:ﬂe Meal Anangements Student  Imported CES Repotting Services  10/07/2019  Public
Class Meal List (Free Meals) Student Imported CES Reporting Services  10/07/2019  Public
Aspect Medical Conditions Student Imported CES Reporting Services  10/07/2019  Public
Contact Medical Conditions & Contact Information Student  Imported CES Reporting Services  10/07/2019  Public
Group Medical Events Dated Student Imported Green Abbey School 31/07/2003 Public
Category Medical Information (Specific) Student Imported CES Reporting Services  10/07/2019  Public
Template Student  Imported CES Reporting Services  10/07/2019  Public
Gradeset Medical Notes Dated Student Imported Green Abbey School 31/07/2008 Public
Resultset Migration Report for Amivals Student Imported CES Reporting Services  10/07/2019  Public
OMR Template . Migration Report for Leavers Student  Imported CES Reporting Services  10/07/2019  Public
Res it Missing UPN List Student Imported CES Reporting Services  10/07/2019  Public
< > Iy L r bidont lpasod LEC D b [ A0NTA010 Dbl

8. To run this report, double click the report name or click Run near the top of the screen.
The report has produced a list of pupils with Medical Notes recorded.

Medical Notes

Surname F Year Reg | note

Aaron Chris Year 9 9A To be obtained from previous school
Aaron Liz Year 9 9c To be obtained from previous school
Ackton Stanley Year13 | G To be obtained from previous school

Stan suffered from bad attack of asthma on Tuesday afternoon. Used inhaler and contacted Mrs Ackton
who took him straight o the doctor's surgery. It wasn't as bad as first thought and he was fit to return to
school the following day.

Came to medical on Friday afternoon. Needed inhaler.

Whilst in & PE lesson, Stan had an asthma attack. |t came in 2 stages, mild at first, he took his inhaler,
then carried on with the lesson before suffering further breathing issues. His Ventolin helped him, and
he was able to resume lessons for the day, although he did sit out for the remainder of PE. Mrs Ackton
was informed by telephone.

Stan was very short of breath in PE, about 15 mins into the lesson. Used his puffer and sat out for the
remainder of the session

Ackton Stephen Year 9 9E To be obtained from previous school
Acton Jordan Year 11 11F | Accidently kicked in the shin when playing football. Parents notified
Adasheji Mohammed | Year 9 9F To be obtained from previous school
Adebayi Emmanuel Year 11 11F | To be obtained from previous school
Akeman Rebecca Year 7 7E To be obtained from previous school
Amnar Tarak Year 8 ac To be obtained from previous school
Andrews Jasmine Year 11 11F | To be obtained from previous school
Ansell Alfie Year 9 9C To be obtained from previous school
Ariano Pietro Year 11 11E__ | To be obtained from previous school
Arkell Irene Year 7 7F To be obtained from previous school
Armitage Jasper Year 9 9B Eyes swollen and sore, Dad came up at lunchtime to administer eye drops.
Sore, itchy eyes. Given leave to remain inside during break times for the rest of term
Arthur Steven Year12 | M Steven started to suffer today with really itchy eyes, to the point where they were swolen and he was

unable to concentrate in class. His parents were telephoned, and Mum came down with some eye
drops. Steven was able to resume classes.

Astwick Gwenneth Year 8 8F To be obtained from previous school

Atkinson Ben Year 12 | N Wheezing in PE - given inhaler and rested
Ben had a moderate asthma attack after afternoon registration. His mum was called and came to take
him home.

9. Click Close to close Word.
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Step by Step — Running a Report with a Filter (Parameters)

This time a report will be run that requires some more information.

1.

2.

The dialog enables you to change the filters for the reports therefore achieving the exact
report required. The top panel enables you to select the Student Status. As on roll pupils

Focus  Reports

From the list of reports within the Student Focus folder, run the School List by Year
Group report by either double clicking the report name, or clicking the report name and
then Run.

\%’\ <:-d:| Back -

m SIMS .net: Green Abbey School

Routines

Window Help

s 9 BWES WBER22D S NRE

£}, Preview E-:v> Run Word List Report
Report Browse
=] Focus Mame Focus Owner Supplier
-] Student . .
] Staff School Leavers Student Imported CES Reporting Services
7] Class School List by House Studert Imported CES Reporting Services
7 Aspert School List by Reg Group Student Imported CES Reporting Services
=] Contact School List by Year Group Student Imported CES Reporting Services
-2 Group School List in Alphabetical Order Student Imported CES Reporting Services
=] Category School List: Alphabetical Order Student Imported CES Reporting Services
Template chool List: House er tudert mporte: eporting Services
D School List: H Ord, Stud I d CESR S
radeset chool List: Reg Group er tudent mporte: eporting Services
£ Grad School List: Reg Gi Cird Stud I d CESR S
=7 Resultset School List: Year Group Order Student Imported CES Reporting Services
-] OMR Template SCPP Year 7 Report Student Imported Green Abbey School
—t | edlE 1 - Number 3MErs tudent mporte: eporting Services
1 Resuit SEF B2.1 - Number of Le Stud [ d CESR 5
d | L1 | ' SO DT A0 kg, of L i Akt i, oot 1 ctodd finel ol =} ohi [ i

The Enter Parameter Values for Report dialog is displayed.

Year group is:

Student Status is:

Enter parameter values for report

[ Accept All (bypass filter condition)

(== =

Select Al | (][ EY 2 T
] Leaver
Clear All | ([T Pre-admission
[ show An [] Leaver (Deceased)
Select Al | |[] Year 7 -
O
Clear Al [ You 8 E
[] Year 10
[ show an [ Year 11 il

[ Accept All (bypass filter condition)

[ ok

J [ Cancel |

are required, select the On Roll check box.

3.

The report needs to be for a specific year, so select the check box next to a year group,
for example year 8 or year 3 and click OK.

Running Existing (Pre—defined) Reports
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This report will open in Word and it will show the details of the current pupils who are in the

selected year.

4. Click Close to close Word.

|School List by Year Group

Surname Forename Reqg | DOB Year
Alsop Sabrina 2B 05 August 2007 Year 8
Amnar Tarak aC 05 February 2007 Year 8
Andrews Maya 2D 23 July 2007 Year 8
Andrews Wyatt 8E 28 December 2006 | Year 8
Aston Finlay 2F 12 January 2007 Year 8
Astwick Gwenneth 2F 21 February 2007 Year 8
Avolon Skyla 2E 02 January 2007 Year 8
Bond Steve &D 10 October 2006 Year &
Broden Ellis ac 10 September 2006 | Year &
Brompton Fletcher 2B 24 December 2006 | Year 8
Cadilia Samuel BA 02 October 2006 Year 8
Carlsen Zach 2B 25 April 2007 Year 8
Carter Hannah aC 28 April 2007 Year 8
Churchill IMartin [:]n] 14 September 2006 | Year &
Coldman Emily 2E 25 March 2007 Year 8
Cooper Edward 2F 14 July 2007 Year 8
Coppler Raobin 2E 02 February 2007 Year 8
Cogenza Isabella [:]n] 30 June 2007 Year 8
Coulson Caleb 2C 04 October 2006 Year 8
Dakota Francesca 2B 15 December 2006 | Year 8
Disfan I nranzn 21N N7 &nril 2007 oor B

5. Run the School List by Year Group report again, this time On Roll and all Year
Groups are required.

Rather than click all the different year groups, select the Accept All (bypass filter

Enter parameter values for report = [ E [
Select All | (VLN
- [] Leaver
Student Status is: Clear All ] [ Pre-admission
[ snow [] Leaver (Deceased)
O Accept All (bypass filter condition)
Select All E Year 7 -
S Year 8 =
Year group is: Clear All ] Year 8 E
Year 10
[ show an %Yearﬂ il
¥l Accept All (bypass filter condition)
[ ok ][ cencel |

condition) check box, and click OK.

6. The report will open in Word and will show the details of all pupils in the school. Notice
that the pupils are in year group, and then surname order. Later we will investigate how
to alter this to date of birth order or any other order required and also look at adding
more fields, for example, address.

7. Click Close to close the Report Browse screen.

Running Existing (Pre—defined) Reports
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Scenario — Request for Student Lists

One of the registration tutors has asked for a list of pupils in their class along with the date of
births.

Step by Step — Producing Student Lists

1. Select Reports | Run Report or click Run Report.

2. Click the Focus folder, and then select the Student folder.

3. Runthe School List by Reg Group report by double—clicking the report name or
highlighting the report, and clicking Run.

4. Select the On Roll check box, and then a select a year 8/year 3 registration group, for
example, 8A/3TO.

Click OK.
Click Run to run the School List by Reg Group report.
Click Close to close the Report Browse screen.

Scenario — Producing a Trip List

A few registration groups are going out of school to visit the local museum. The school needs
one report which will include all the pupils attending.

Step by Step — Running a Pre—defined Report with Filters

This time, a report of all the children from a few registration groups is displayed.

1. Select the School List by Reg Group report and click Run.

2. Select the On Roll check box, a single year group and select a few year 9 registration
groups, such as 9A, 9B and 9C or year 1 registration groups, such as, ASH, ELM, OAK
and PINE. Click OK.

3. Notice this time that pupils from different registration groups are shown. Click Close.
Try running these reports and enter appropriate information:
a) Address Labels — Parents
b) Birthday List
c) Meal List (Free Meals) — you need to scroll down to see all the parameters.

Scenario — Request for a Pupil’s Contact Information
A teacher has requested contact information for a pupil.

Step by Step — Producing a Report for a Pupil

1. Gointo a pupil’s record by selecting Focus | Pupil | Pupil Details, or click the Student
Details icon.

2. Select any on roll pupil by clicking Search, therefore enabling all the pupils in the school
to be displayed, and then double-click any pupil name.

UNCLASSIFIED
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3. Inthe Links panel, click the link to Reports.

Links
Linked Documents
Quick letter
Data Collection Sheet
Send Message
Student Teacher View
History
Reports
SEN
Exclusions
Behaviour Managemer
Timetable
Classes
Attendance
Assessment
Examinations
Courses
Communication Log
Student Curriculum

4. From the Select Report for Student screen, click the + next to the Focus folder and
notice that the only folder under the Focus folder is the Student folder, therefore from a
pupil record you can only run Student Focused reports.

Click the Student folder; all the Student Focus reports are now shown.
Find the Contact List with Main Telephone Number report and double-click it

(therefore running it).

EE Select Report for Student

Report Browse

[E] view ngDDIs

{1 Favourites

ﬁ Select Report for Student

[ View %Tools

Report Browse
{:l My Reports Name: Focus Owner
B% Ez;z:ntes CES Assessment: Results - Res. Set & Y7 Student Imported
(2] [Student CES Assessment: Studert - Result by Date  Student Imported
{:l Category Contact List with Daytime Information Student Imported
Sudert  Impoted
Contextual raise online data Student Imported
Contextual raise online data by class Student Lucy Vemon
Contextual raise online data for HO'Y Student Lucy Vemaon
Cultural and Ethnic Information Student Imported
Data Collection Sheet Student Imported
Data Collection Sheet Student Imported
Data Collection Shest Student Imported
Data Collection Sheet - NI Student Imported
Data Collection Sheet (Font 12) Student Imported
Data Collection Sheet (Fort 12) - NI Student Imported
Detention Non Attendance Report Student Imported
DfE FSM Ever 6 @ Spring Census 2012_ Student Imported
ML OO O L/ o i~ 19 Oy vl med L b

You are not offered any run time options, so a year group or registration group does not need

to be selected.

Word will open with the pupil’s contact information.

7. Click Close.

Running Existing (Pre—defined) Reports
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Dealing with a Request for a Person’s Data Output

Users with the Data Protection permission are now able to generate a Person Data Output,
which provides an output of specified data for a pupil/student, contact or member of staff held
within SIMS 7. This can be used in conjunction with other reports and outputs to assist the
user with completing any SARs (Subject Access Requests).

The report contains a large amount of sensitive information held on the subject. As the Data
Controller, it is the responsibility of the school’s Data Protection Officer to thoroughly review
the report output for accuracy and to redact any information they feel could cause data
protection issues. Information on redaction can be found in the Ineffective redaction section
in the following document: https://ico.org.uk/media/for-organisations/documents/how-to-
disclose-information-safely-removing-personal-data-from-information-requests-and-
datasets/2013958/how-to-disclose-information-safely.pdf.

If requested as part of the Subject Access Request, additional information, for example on

attendance, dinner money, etc. can be obtained by running pre-defined if required.

Step by Step — Producing a Person Data Output

1. Select Routines | Data Out | Person Data Output to display the Person Data Output
Log.

2. Click New to display the Person Data Output dialog.

ﬂ Person Data Output _

Folder Location for Generated File

Location Browse () |

Audit Log Note

Basic Details
Surname Forename

Gender v Date of Birth H ’: | _Sear:h HI

Matched People

Full name Gender Date of Bath  Role Address

[ Generatexml Output | [ Generate ord Output | | Close |

3. The Location field may be pre-populated with the previous save location of the
generated file. If the field is blank or you want to change the save location, click Browse
adjacent to the Location field to display the Browse For Folder dialog. Select the
location on your PC at which you want to store the output and click OK.

NOTE: The contents of the output will contain sensitive information which will no longer be
protected by SIMS permissions. It is the school's responsibility to ensure its security.

4. Enter any notes in the Audit Log Note field. These will not be displayed in the output.

UNCLASSIFIED
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5. Search for the relevant person by entering any Surname, Forename, Gender or Date
of Birth information to narrow the results, then clicking Search. The results are
displayed in the Matched People panel. Users with multiple roles are displayed as
multiple rows in the Matched People panel with one row per role.

ﬂ Person Data Output I_'-
Folder Location for Generated File
Location  [R\SIMS\Secre Data [Browse O]
Audit Log Note
Request for Data
Basic Details
Sumame |abbey Forename | |
Gender [ v Date of Birth [ “E Search ﬁ
Matched People
Full name Gender Date of Bith ~ Role Address
Abbey, Mr David Female Contact 589, High Street, Bedford, MK40 1RZ, Unted Kingdom
Abbey, Grenetta Female 24/07/2000 Student 20, Radcliffe Road, Huddersfield. HD3 41X, United Kingdom
Abbey, Mrs Helen Female Contact 22, Walton Road, Miton Keynes Village. Miton Keynes, MK10 SAG. United Ki
Abbey, Jmmy Male 17/04/1998 Student 59, High Street, Bedford, MK40 1RZ, United Kingdom
Abbey, Mrs Louise Female Contact 20, Radcliffe Road, Huddersfield, HD3 4LX, United Kingdom
Mbbey, Mr Robert Male Contact 22, Walton Road, Miton Keynes Village, Miton Keynes, MK10 9AG, United Kif
Abbey, Sean Male 19/09/2002 Student 22, Walton Road, Miton Kaynes Village, Miton Keynes, MK10 SAG, United Kil
Abbey, Mr Steven Male Contact 20, Radcliffe Road, Huddersfield, HD3 4LX, United Kingdom
< [ >
Generate xml Output Generate Word Output | ‘ Close
1) 8 matches found

6. Select the relevant Student and then click Generate Word Output (Generate xml
Output is used for Staff only). The Person Data Output Agreement is displayed.

NOTE: Ensure that you read carefully, understand and accept the statement.

7. Select the check box then click Continue. The output is then generated in Microsoft
Word format (or XML if for Staff) and stored in the specified location and an entry is
displayed in the Person Data Output Log.

* Person Data Output Log

[H New &) Export @ Help 3¢ Close
Created On Person Role Created By Output File Note
24 Jul 2019 11:16  Sean Abbey Student Adrian Blacker R:\Secure Data\PDO_Sean_Abbey_Student_2015-07-24_11-16.docx

UNCLASSIFIED
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02 List Reports — An Introduction

This chapter contains:

(g T=T o] (=T ol [ (oo [0 o3 1T o PP OS PP PRPP PP
Step by Step — General Student LiSt — OVEIVIEW ...........ccueeeriiiieiniiieeinieee i

Scenario — Request for Registration Group Lists for Consultation Evening
Step by Step — Registration Group Lists for CONSUItation EVENING ........ccoiiiiiiiiiii et
Scenario — Request for Consultation Evening Registration Group Lists for @ Year GrouUp .........cceeeiieierieieiniieeniee e 27
Step by Step — Consultation Evening Registration Group LiStS fOr @ Year GrOUPD ............uueeeeeieuuieeeeeeieiiiereeeeesiieveseeesesenneeeeeas 27

Chapter Introduction

This chapter explores the Student List area.

Step by Step — General Student List — Overview
1. Select Reports | Student List | General Student List.

m SIMS .net: Green Abbey School - B
Focus  Reports Routines Tools Window Help

-] - oreard B A Y : = =5 % [ - .
5 e e 83 BWEN BBERZ240a E O
General Student List as of 05092019

E!Save mBrov.'se B sort o Filter =List ~ [F View ~ QSemngs Move First Previous Next Move Last mPholo =) Print Options ﬂExpm @Help 9 Close

I :
A Aial v | o StrxedComns | 31 BE RowOwider| 11| FF Mest TF Remove | 5 Rename Jof AutoSee e Remove | (5 Quick Primt
Font I Report Layout Column Nesting Column Options Print | )] ‘

Full Name Gender__Date of Birth __Year Group Reg Group A  Select Data Area

Aaron, Chris Male 01/09/2005  |Year 9 9A

Aaron, Jason Male 08/03/2006 Year 9 9B Standard

Aaron, Liz Female (01/09/2005 |Year 9 ac anda v
Aaron, Sophie Female 01/09/2005 Year 9 9D

Abbess, Graham Male 29/09/2002  |Year 12 G Basic Details v
Abbey, Sean Male 19/09/2002 Year 12 H

Abimbola, Deon Male 14/05/2008  |Year 7 TA Full Name =
Ackton, Stan Male 18/12/2001 Year 13 G X

Ackton, Stephen Male  12/03/2006  |vear 9 9E Legal Sumame

Acton, Jordan Male 11/02/2004  |Year 11 1F Legal Forename

Acton, Samantha Female 25/03/2003  |Year 12 J Middie Names

Adams, Adam Male  31/08/2005 |Year 10 104 Preferred Sumame "
Adams, Ethan Male 28/11/2007  |Year 7 7B

Adams, George Male 01/12/2003 'Year 11 11B

Adasheji, Mohammed Male 02/02/2006 Year 9 9F

Adebayi, Emmanuel Male 15/02/2004 Year 11 11F

Affleck, Alexis Female 20/07/2002  |Year 13 K

Ahmed, Maryam Female 10/07/2008 Year 7 7c

Akeman, Rebecca Female 18/09/2007 Year 7 7E

Allen, Eva Female 01/03/2008 |Year 7 7D

Aloia, Paolo Male 20/07/2002  |Year 13 N

Alsop, Sabrina Female 05/08/2007 Year 8 8B

Altenburg, Fieda Female 19/05/2008 Year 7 7E

Amelia, Goss Female [21/12/2005 |Year 9 9F v

< >
€ Total number of students - 337

The graphic above displays the Total number of students at the bottom left. Your own data
may differ. The pupils included in the list are those On-roll and those with a Pre—Admission
Status of Accepted.

The default columns applied to all lists are Full Name, Gender, Date of Birth, Year Group
and Reg Group.

2. The font defaults to Arial 9 pt and may be changed using the tools in the Font toolbar.
This will probably be preferable if the list is to be printed.

A |Aial v =

Font

UNCLASSIFIED
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3.

4,

If a larger font is used then the data may not fit into the original column width and you will
need to re-size each column. Click on the column header of the column to be re-sized.
The selected column is displayed in red. Only one column can be selected at a time.
Either click AutoSize on the Column Options toolbar or right—click the header and

select AutoSize Column from the drop—down menu. Repeat for each column as

required.

Column Options

e Fename ﬁf—'\utnﬁiza :H Femove

General Student List as of 05/0%2019

Acton, Samantha

Female 25/03/2003|Year 12

J

i save [Blerowse T Sort o Filter = List ~ [F] View ~ & Settings Move First | Pre

A A=l v|| h2i8] $2Foed Coumns | 31 BE RowDwider| 11| FFF Nest TF Re
Font Report Layout Column Nesti

Full Name Gende Date of Pi=Vanr SrarBan Seas

Aaron, Chris Male |01/09/20] *_ Rename Column

Aaron, Jason Male 08/03/20/8% AutoSize Colurn

Aaron, Liz Female01/09/20 & Remove Column

Aaron, Sophie Female01/09/20 FF  Nest Calumn

Abbess. Graham Male [29/09/20 TF Remove Column Mesting

Abbey, Sean Male 19/09/2002|Year12 H

Abimbola, Deon Male 14/05/2008|Year 7 [7A

Ackton, Stan Male 18/12/2001|Year13 |G

Ackton, Stephen Male 12/03/2006|Year 9 9E

Acton, Jordan Male 11/02/2004|Year11 11F

It is possible to rename a column heading so that, for example, Date of Birth could
become DOB. Use Rename on the toolbar or Rename Column from the right—click

menu to do so.

% Rename Column

pt

Existing column name |Dateof Birth

New column name IDDE|

OK

Cancel

Remove the Gender column using the tool or right-click menu.

Nesting a selected column causes it to be merged with the previous column on its left,
with the data displayed on the row below, as illustrated in the following pair of graphics.
Only the first column heading is displayed and would probably need to be renamed.

UNCLASSIFIED

List Reports — An Introduction

14



Training Booklet - Standard Reporting - Version 9.1

SREP-1-05

Right-click on the Reg Group column header and select Nest Column from the menu or
use the appropriate Column Nesting toolbar tool.

A1 & Back ~

‘Focus  Reports  Routines  Tools  Window  Help

e B9 BRES HBEC224 03

General Student List as of 050092019

: Aaron, Sophie

' Abbess, Graham

01/09/2005 |Year 9 oD
29/09/2002 |Year 12 G

i HS&‘-’E mBrome il Sort o Filter = List - [l View ~ &Settlngs Move First Previous Nex
A | Adal v|| h2ls | fFued Coumns | 215 T RowDiider| 155[ FF Nest 77 Remove | 3y Re
; Font Report Layout Column Nesting

:Full Name DoB Year Group Reg Groun ]
: Aaron, Chris 01/09/2005 |Year 9 9A %2 Rename Column

: Aaron, Jason 08/03/2006 |Year 9 OB FE  AutoSize Colurnn

' Aaron, Liz 01/09/2005 |Year 9 aC Remove Colurn

Nest Column

=2

Remove Calurnn Nesting
' Abbey, Sean 19/09/2002 |Year 12 H
7. Rename the column to Year/Reg and AutoSize.
General Student List as of 050952019
ESE‘JE mBrcwse B sort o Filter = List ~ [I View - &Senings

A Aial v | h2E| £ Fixed Columns 25| = Row Diider
Fent Report Layout
Full Name DoB Year/Reg
Aaron, Chris 01/09/2005 |Year 9
9A
Aaron, Jason 08/03/2006 |Year 9
9B
Aaron, Liz 01/09/2005 |Year 9
9C
Aaron, Sophie 01/09/2005 |Year 9
9D
Abbess, Graham 29/09/2002 |Year 12
G
Abbey, Sean 19/09/2002 |Year 12
H
Abimbola, Deon 14/05/2008 |Year 7
TA
Ackton, Stan 18/12/2001 |Year 13
G
Arktnn Ctnnhnn 1202008 ar O

8. Column nesting can be removed by using the right-click menu or Remove tool on the
Column Nesting toolbar as seen in the earlier graphic. The column header may need

renaming again.

List Reports — An Introduction
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9. Additional columns of data can be added to the student list from the Select Data Area
panel on the right of the window.

Select Data Area
Standard v
Basic Details v

Full Name:

Legal Sumame
Legal Forename
Middle Names
Prefermed Sumame
Prefemed Forename
Gender

Date of Bith

Age

Year Group

Reg Group
Registration Tutor
Quick Note

The view defaults to the Standard set of data fields. The view can be changed to view

Academic data fields, if required, by changing the first drop-down list.

The second drop-down list enables you to select a category. This defaults to Basic
Details and can also be changed if required. Each category contains a range of fields
that you may wish to include on a Student List report, including blank columns of various

widths.

ISelect Data Area

Telephone Numbers
Email Address
Travel Mode

Route

Meal Pattem

Dietary Needs

Free School Meals

Select the Additional Information category from the second drop-down list, to display
its associated fields in the panel below.

Click and drag the SEN Status field from the field selection list to the required location
on the report then release the mouse button.

List Reports — An Introduction
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General Student List as of 05032019

P save [Eprowse Bl Sort o Filter = List - [F] View ~ & Settings Mave First Previous Next Move Last  [i§]Photo (=)

A Azl v | 1213]| $Fxed Coumns | 23 BE RowDivider| 13| FF Nest Remo & Rename Jof AuteSze I Remove
Font Report Layout Column Nesting Column Options

Full Name DoB Year Reg Group SEN Status

Aaron, Chris 01/09/2005 |Year 9 9A

Aaron, Jason 08/03/2006 |Year 9 9B

Aaron, Liz 01/09/2005 |Year 9 9C

Aaron, Sophie 01/09/2005 |Year 9 9D

Abbess, Graham 29/09/2002 |Year12 G Education, Health and Care Plan

Abbey, Sean 19/09/2002 |Year 12 H

Abimbola, Deon 14/05/2008 |Year 7 7A

Ackton, Stan 18/12/2001 |Year13 |G SEN Support

Ackton, Stephen 12/03/2006 |Year 9 9E Education, Health and Care Plan

Acton, Jordan 11/02/2004 |Year 11 11F

Acton, Samantha 25/03/2003 |Year12 J

Adams, Adam 31/08/2005 |Year 10 10A

Adams, Ethan 28/11/2007 |Year 7 7B

Adams, George 01/12/2003 |Year 11 11B

Adasheji, Mohammed 02/02/2006 |Year 9 9F

Adebayi, Emmanuel 15/02/2004 |Year 11 11F

Affleck, Alexis 20/07/2002 |Year13 K

Ahmed, Maryam 10/07/2008 |Year 7 7C

Akeman, Rebecca 18/09/2007 |Year 7 |7E

10. From the same category drag and drop the following fields: % Attendance, Free School
Meals, Pupil Premium Indicator, In Care, English as Additional Language and
Dietary Needs.

General Student List as of 05092019
M save (lBrowse B Sot P Filter = List « [T View - &P Settings t [S]Photo & Print Options 88l Export
A Anal vl 2% [}.{fm:cmw; 218 B rowDvider| 16| FF tem Ramove || %y Rerame Jof AutoSze T Remove | (& Quick Prnt

Font Report Layout Column Nesting Column Options Prirt
Full Name DoB Year Reg Group SEN Status % Attendance Free School Meals Pupil Premium Indicator In Care English as Ad ~
Aaron, Jason 08/03/2006 [Year 9 9B 100.00 No No No No
Aaron, Liz 01/09/2005 |Year 9  9C 75.00 Yes Yes No No
Aaron, Sophie 01/09/2005|Year 9 9D 100.00 Yes Yes No No
Abbess, Graham 29/09/2002 |Year12 G Education, Health and Care Plan 100.00 No No No No
Abbey, Sean 19/09/2002 |[Year12 H 50.00 Yes Yes No No
Abimbola, Deon 14/05/2008 |Year 7 7A 100.00 No No No
Ackton, Stan 18/12/2001 |Year13 G SEN Support 100.00 No No No No
Ackton, Stephen 12/03/2006 |Year 9 9E Education, Health and Care Plan 100.00 Yes Yes No No
Acton, Jordan 11/02/2004 |Year 11 11F 100.00 No No No No
Acton, Samantha 25/03/2003 |Year12 J 100.00 No No No No
Adams, Adam 31/08/2005 |Year 10 10A 100.00 Yes Yes No No
Adams, Ethan 28/11/2007 |Year 7 7B 100.00 No No No
Adams Georne 01/122003 ['Year11 11R 50 00 No No No No

11. By now the list has become very wide and no doubt cannot fit in the window. The
horizontal scroll bar at the bottom of the window can be used to view the columns on the
right. Notice as you scroll to the right the columns to the left of the blue line, the Fixed
Columns, remain visible so you can always see the students’ names.

The number of columns that remain fixed can be controlled using Fixed Columns in the
Report Layout toolbar.

..F;Frxed Columns 25 % Row Diider| 115
Report Layout

DoB Year Reg Group SE

08/03/2006 |Year 9 9B

01/09/2005 |Year 9 9C

N1/09/200A 1Year Q an

Set the Fixed Columns to 1.

The concept of Fixed Columns is also useful if the number of additional columns eventually
placed on the list is greater than those that will fit onto a printed page. In this case, the
continuation sheets will also contain the fixed columns..

The Row Divider setting on the same toolbar determines how often the horizontal lines
should be displayed and printed. For some purposes a line between each row looks cluttered
and a setting of five is more convenient.

List Reports —

An Introduction
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12. Rename and AutoSize columns with long column header labels but short contents such
as English as Additional Language, which contains either Yes or No, rename it to EAL

and then AutoSize the column. Use the following graphic as a guide.

% Attend FSM PP LAC EAL

100.00
100.00
75.00

100.00
100.00
50.00

100.00
100.00
100.00
100.00
100.00
100.00
100.00
50.00

100.00

Yes Yes No No
No No No No
Yes Yes No No
Yes Yes No No
No No No No
Yes Yes No No
No No No

No No No No
Yes Yes No No
No No No No
No No No No
Yes Yes No No
No No No

No No No No
No No No Yes

13. Add Gender, removed earlier, back to the list between the Full Name and DoB columns.

To do so change the Category drop-down back to Basic Details. Drag Gender and drop
it on top of the DoB column. It will be inserted to the left of the column dropped on.

14. Now nest all the columns Gender, DoB,
Each column must be nested individually. Rename the first column to Student.

General Student List as of 05092019
ESa‘.'e mBmwse FEHf Sort |« Filter =Lst ~ [ View ~ aSetl

A Anal v 1215 ;:;lead Columns 15 % Row Divider
Font Report Layout

Full Name Gender DoB Year

Aaron, Chris Male 01/09/2005 Year 9

Aaron, Jason Male 08/03/2006 Year 9

Aaron, Liz Female 01/09/2005 Year 9

Aaron, Sophie
Abbess, Graham
Abbey, Sean
Abimbola, Deon

Female 01/09/2005 Year 9
Male 29/09/2002 Year 12
Male 19/09/2002 Year 12
Male 14/05/2008 Year 7

Year, Reg and SEN with the Full Name column.

List Reports — An Introduction
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General Student List as of 05032019
BSa\.'e mBrawse EﬂSorl o Filter = List ~ [ view ~

Move First Previous Mea

& Settings

A | Adal v 12/5]| $Foed Coumns | 115 TE RowDwider| 13| FF Nemt T

Remove || 4 Re

Font

Report Layout

Column Nesting

Student

% Attend FSM

PP _LAC EAL Dietary Needs

100.00 Yes

Yes No

No

Aaron, Chris
Male
01/09/2005
Year 9

9A

Aaron, Jason 100.00 No 'No No No
Male
08/03/2006
Year 9

9B

Aaron, Liz 75.00 Yes Yes No No
Female
01/09/2005
Year 9

aC

Aaron, Sophie 10000 Yes YesNo No
Female
01/09/2005
Year 9

9D

15. From the Medical category drag Medical Conditions (all) and drop it on top of the
Dietary Needs column to insert it before Dietary Needs.

Select Data Area
Standard v
Medical v

Medical Notes Summary
ADH.D.

Anaphylanis

Arthritis

Asthma

Chronic Fatigue Syndrome
Diabetes

Eczema

Epilepsy

Hayfever

Muitiple Sclerosis

Myalgic Encephalopathy
None

Osteoporosis

Post Viral Fatigue Syndrome
Tuberculosis

UNCLASSIFIED
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General Student List as of 050032019
B save [@Browse Bt Sot & Filter = List ~ [F] View ~

©¥ Settings Move Firs

Previous

MNext Move Last

m Phote = Print Optior

A Adal vl 12i8

Font

$eied Comns | 13 BF RowDwider| 15

P

Column Nesting

Report Layout

Remow

e | FgRename Jof AutoSze Hif Remove

Column Options

55 Quick

Prir|

Student

% Attend FSM

Ashdown, Rae
Male
18/09/2004
Year 10

10B

Aston, Finlay
Male
12/01/2007
Year 8

8F

Astoni, Sonya
Female
22/11/2007
Year 7

7F

100.00 No No No No

100.00 Yes Yes No No

100.00 Yes No No No

Anaphylaxis

PP_LAC EAL Medical Conditions (all) Dietary Needs

Seafood allergy

16. Lists can be sorted into a different order if required. Click on Sort.

General Student List as of 05092019

H Save m Browse

Bl sort & Filter

A Adal v 12/

¥ Focad

17. The Ascending option is pre-selected. If reverse order is required, change the radio
button to Descending. Double-click on the item to be sorted or grouped by in the Sort
Types list on the left of the dialog box so that it appears in the field at the top. Additional

sort items can be selected if required. Select By Year & Reg Group. Click OK.

Ei

Student Sorting

? I |

(®) Ascending

By Year & Reg Group Ascending

[ Clear All

() Descending

w4 Clear Line

Sort Types A | | Other Fields
Alphabetically (Full Name)
By Year

By Reg Group

By NC Year

By Bands

By Gender

By Date of Bith

By Admission Number

By Enrolment Status

By Boarder Status

By Postcode

By Date of Admission

By Date of Leaving

By UPN

By House

By Ethnicity

By Religion v

0K

Cancel

List Reports — An Introduction
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18. The list of students, still in alphabetical order of name, should now be grouped into their
registration group within each year group.

19. Lists can be filtered to include only a particular selection of students. Click on Filter.

<& Student Filter v

Dacripiion|

Code Description
&p Plus R4l 10 Year 10

n Year 1

12 Year 12
Fitter Types 13 Year 13
In Years
In Regisiration Groups
In Bands 9 Year 9
Who study
Who do not study
Free at period
Bom on the 5th, 15th or 25th of the mol
Whose birthday is
Males
Females
Other Fields

0K Cancel

20. Double click on the In Years item from the Filter Types list on the left of the dialog box.
Select the years required in the list — Year 7 and 8. You can use the Shift or Control key
on your keyboard to select more than one. Click OK.

In Years Year 7, Year 8

& Plus | ([ Clear Al ‘ =4 Clear Line

Fitter Types Other Fields

In Years

In Registration Groups
In Bands

Who study

Who do not study
Free at period

Bom on the 5th, 15th or 25th of the month
Whose birthday is
Males

Females

Other Fields
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21. Further filters can be added in the same way. Click on OK.

22. The count at the bottom left of the window will show you how many students meet the
criteria. Student in years 9-13 should not be visible.

23. AutoSize the Dietary Needs column.

24. The list can be printed. Click Print Options.

(=) Print Options 48| Export

Print all selected lists

0 Print period information ® Print displayed list only

[] Add page break at end of each list

| Pagesetp || Preview

26. Check the Paper Size is set to A4. Notice margins can be adjusted in here too. Click OK.

UNCLASSIFIED
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27. Enter a heading in the Optional heading field: Year 7 & 8 Student Key Pastoral
Factors.

Optional heading
Year 7 & 8 Student Key Pastoral Factors|

[ Print totals figures Print all selected lists
[ Print period information
[ Add page break at end of each list

® Print displayed list only

| Pagesetup | Preview | | Print

28. Click Preview.

@O~ DM@ @ Co

Year 7 & 8 Student Key Pastoral Factors

Student [% Attend FSM PP LAC EAL Medical Conditions (all) Dietary Needs
Abimbola, Deon 10000 No No No

Male
14/05/2008

Benson, Zachary 75.00 No No No No
Male
22/12/2007
Year 7
TA

Bernhagen, Claus 10000 No No No Yes
Male
09/05/2008
Year 7
TA

Berry, Claire 50.00 No No No
Female
30/04/2008

<

29. Increase the page number in the top right of the window to scroll through the pages.
There is a print button at the top left.

30. Use Close on the top left to return to the list in SIMS.
31. The list can be saved. Click on Save at the top left of the list window.

General Student List as of 05092019
[ save [BlBrowse Tl Sort o Filter
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Reportname  [Student Key Pastoral Factors|

Private [m]
Save as 2]
Report name Owner Last modified date
{3 Y12 Business Studies Adrian Blac...  17/01/2013 15:32
{7 Y13 Business Adrian Blac...  17/01/2013 15:02
{74713 Health & Social Adrian Blac...  17/01/2013 15:10

32. Enter a descriptive name and click Save. The list structure is saved, not the pupil data
content. Next time the list is required, click on Browse from within the Student List
window, select the list name and click Open. The latest data will be drawn from SIMS

based on the saved list specification.

Search Report ||

(® My Reports () All

Report name Owner Last modified date
ﬂsmdm Key Pastoral Factors Adrian Blac... 24/07/201916:28
{3 Y12 Business Studies Adrian Blac...  17/01/2013 15:32
ﬁ‘f‘ll Business Adrian Blac...  17/01/2013 15:02
[)13 Health & Social Adrian Blac...  17/01/201315:10
Delete || Open || Cancel

33. The list can be exported, to MS Excel for example. Click on Export, next to Print

Options.

UNCLASSIFIED
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= Run a Screen Based Report ? “

Layout Options
®) Use a predefined layout General Student List as of 05/09/2019 v

) Supply your own layout

) Output raw XML

Output Options
Output type

@® Open Excel v

O Savetofile

0K Cancel

34. Select Excel as the Output type and click OK.
35. Close Excel and the list in SIMS.

Scenario — Request for Registration Group Lists for Consultation Evening
A signing-in sheet for the parents’ consultation evening has been requested for all
registration groups.

Step by Step — Registration Group Lists for Consultation Evening

1. Select Reports | Student List | Registration Group Lists. The first year group
displayed is selected by default.

E Registration Group (W=
Select Years Export/Print Reg Group ol Reset
7A
7B | [ Checkau
c I
™
7E L
7F Selected Only
8A
28
ac
20
8E
8F
3A
5B il
= or
4 | i | »
[ ok ][ Cancel |

2. Select all years in the Select Years panel by pressing the Shift key and left—click the last
year group. All registration groups are displayed as selected. Click OK.

Registration Group List : 7A as of 05092019
HSa'.'e mBrowse B sort i= List ~ aSettjngs Move First Previous E—:v) Next Q\IMO‘:e Last mPhoto =1 Print Options *ﬂExpon

3. The first Reg Group list is displayed. The others can be seen by clicking on Next.
4. Inthe Select Data Area panel, select Blank in the category drop down list.
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Focus  Reports Routines Tools Window Help

@ e G BRENUBEEZS24DS E &
Registration Group List : 7A as of 05/092019

P save @Werowse Mot i=List » & Setlings MoveFirst  Previous B Next §[Move Last []Photo & Print Options ) Export @Help 3¢ Close

A | Adal v|| olsf|l Fued Columns | 3[5] BE RowDwider| 1[S]|| FF test 7T Remove | ¥ Rename Jf AuioSze Fo Remove | (5 Quick Prnt

Font Report Layout Column Nesting Column Options Print

Full Name Gender Date of Birth | Year Gr: Grou
Abimbola, Deon Male 14/05/2008  |Year 7

Benson, Zachary Male 22/1212007 Year 7
Bernhagen, Claus Male 09/05/2008  |Year 7
Berry, Claire Female 30/04/2008 |Year 7
Candy, Tilly 05/12/2007  |Year 7
Dixon, Freddie 14/05/2008  |Year 7
Doyle, Polly 03/07/2008  |Year 7
Flowers, Monty 15/08/2008 Year 7
Fox, Willow 12/05/2008  |Year 7
Harrison, Daniel 20/09/2007 Year 7
Harrison, Michael 20/09/2007  |Year 7
Ibrahim, Sapele 07/11/2007 ear 7
Jack, Nathaniel 23/11/2007  |Year 7
Lucas, Jordan 11/09/2007 ‘ear 7
Lucas, Philip 09/05/2008 Year 7
Mead, Andrew 17/04/2008 ‘ear 7
Molita, Nicola 04/01/2008  |Year 7
Nott, Elizabeth 31/01/2008 ‘ear 7
MNuggent, Mila 14/07/2008  |Year 7
Sedlak, Strom 26/07/2008 ‘ear 7
Shelton, Tyler 23/02/2008  |Year 7
Singh, Inderjit 12/09/2007 ear 7

14/05/2008  |Year 7

2311112007 ‘ear 7

14/11/2007  |Year 7

08/08/2008 ‘ear 7

12/03/2008  |Year 7

€ Total number of studerts : 27

5. Drag and drop the Medium column onto the Registration Group List screen. The new
column will be displayed with a heading of Medium.

Registration Group List : 7A as of 10092018
Fisave [Elerowse ffsot i=List v & Settings MoveFirst  Previous B Next &]Move Last [§]Photo ) Print Opti
A Azl vl 9;' $7 Faced Columns | 3@‘ TE Row Duider L 1% TF Nest T Remove | Ry Rename 3o AutoSzd
Font Report Layout Column Nesting Column Optig

=

Adams, Laura Female 03/03/2007 _|Year 7 7A %2 Rename Column

Cadilia, Samuel Male 02/10/2006  |Year 7 7A B AutoSize Column

Cameron, Zara Female 25/02/2007 |Year 7 TA 5

Defeo, Lorenzo Male 07/04/2007  |Year 7 TA f  Remove Column

Dennis, Tommy Male 102/05/2007  |Year 7 |7TA E Nest Column

Giles, Oliver Male 29/12/2006  |Year 7 7A = )

Godwin, Kate Female 18/01/2007 |Year 7 7A [T Remove Column Nesting

Jabari, Kofi Male 31/03/2007  |Year 7 TA

Jackson, Chloe Female 21/10/2006 |Year 7 7A

6. Rename the column Parents/Carers Signature.
% Rename Column 5 TS|

Existing column name rﬁlll |

New column name |Parents/Carets Signature |

L ok [ Cencel |

7. Re-size the column to fit the heading.
8. Click Save and name as Consultation Evening.
[ Save Report L7 [

Report name |Cor15u|tation Evening| |

Private O
Save as bl

9. Click OK and click Close.
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Scenario — Request for Consultation Evening Registration Group Lists for a
Year Group

The head teacher has requested a print out of the consultation evening report for a year
group.

Step by Step — Consultation Evening Registration Group Lists for a Year Group
1. Select Reports | Student List | General Student List.

7
ocus  |Reports [Rp_utines Jools Winc
= 1'@' Run Report
= [ Design Report
Import
Export
Personnel

Profiles

Assessment

Lesson Monitor

Dinner Money
Behaviour Management

Eees Billing

Student List 1 _General Student List
Class List

R tinn Groaon | et

Student Analysis Reports

o il

¥ ¥F +« F F ¥F OFOFFTF

2. Click on Browse and select the list just created called Consultation Evening. Click on
Open.
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3. Click on the drop-down arrow next to List, and then select Registration Group List.

E= List ~

General Student List
Class List
| Registration Group List

4. Select Year 9 (or Year 3). All year 9 registration groups are listed.

Select Years Export/Prirt Reg Group Reset
Year 7

Year 8

Year 9

Year 10

Year 11

Year 12

Year 13

[ Preview Reg Groups that have been
selected for Export/Print

5. Click OK.

Focus  Reports  Routines Tools MWindow Help

g o e B9 BRESHWBEZ224DS E &
Registration Group List : 9A as of 05092019
Esave Merowse BSon $=List - &Setiings  MoveFirst  Previous B Next B|Move Last []Photo (1 Print Options 48 Export @ Help 9% Close

A |Anal v | 93| fFued Columns | 2/ T RnwDivdar FF nest TF Remove || 3 Rename Jif AutoSize o Remove | ) Quick Prmt

Report Layout Column Nesting Column Options Print

Gender |Date of Birth _Year Gr Parents/Carers ture
Male 01/09/2005  Year 9
Male 14/02/2006  Year 9
Male 09/11/2005  Year 9
Brooks, Kiran Male 25/11/2005  Year 9
Brown, Louis Male 13/11/2005  Year 9
Cortez, Anna Female |02/04/2006  Year 9
Cox, Noah Male 01/02/2006  Year 9
Elliot, Fran Female |22/09/2005  Year 9
Emerson, Huw Male 31/05/2006  Year 9
Geofferson, Victor Male 11/08/2006  Year 9
Gibbs, Trinket Female |[16/04/2006  Year 9
Henderson, Elliot Male 27/07/2006  Year 9
Male 09/04/2005  Year 9
Male 26/10/2005  Year 9
Male 31/10/2005  Year 9
Female |12/04/2006 Year 9
Long, Gemma Female [19/11/2005  Year 9
Newman, George Male 09/05/2006  Year 9
Nichols, Robert Male 18/11/2005 Year 9
Pelton, Grace Female |[10/10/2005 Year 9
Pienkoswki, Dennis Male 09/02/2006  Year 9
Samuels, Willow Female |03/01/2006 Year 9
Savorkswi, Anya Female |27/03/2006  Year 9
Taylor, James Male 25/05/2006 Year 9
Female |12/07/2006  Year 9
Female |07/06/2006 Year 9
Male 17/09/2005  Year 9

Each year 9 registration group has its own list with the additional column entitled
Parents/Carers Signature. Use Next and Forward to view.
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6. Adjust the font size and column widths as required.
7. Click Print Options to print the lists.

(5 Print Options (Y o

Optional heading

Year 9 Consultation Evening »
[ Print totals figures @ Print all selected lists

[] Print period information
|l Add page break at end of each list :

() Print displayed list only

[ Page setup ][ Preview H Print ] [ Cancel ]

8. Enter an appropriate Optional heading. Select the required print options, such as Add
page break at end of each list to ensure each one is printed on a separate sheet.
Click Preview to view your lists before clicking on Print.

FIATING MUITipiE NIsts T——

l i Do you really want to print @ lists?

(e J[ ™ |

9. Confirm the print by clicking Yes, although in the training room select No.
10. Click Close to close the Registration Group Lists screen.

UNCLASSIFIED

List Reports — An Introduction 29



Training Booklet - Standard Reporting - Version 9.1 SREP-1-05

UNCLASSIFIED

List Reports — An Introduction 30



Training Booklet - Standard Reporting - Version 9.1 SREP-1-05

03 Modifying Existing SIMS
Reports

This chapter contains:

(g T= o] (=T ol [ (oo [0 ox 1T o F PP PP PRPP PP 31
Step by Step — Running Reports USING DESIGN REPOIT ..........uiiiiiiiiiiiiee ittt e e b e sabeeesnieeee s 31
Scenario — Modifying @ Pre—DefiNead REPOIT ... .uieiiieiei ettt e et e e e e e st e e e e e e e e s bbb e e e e e e e snnbebeeeeeeesnsnbeeeeas 31
Step by Step — Adding Extra Fields to @ Pre—Defined REPOIT ........c..uuiiiiiiiiiiie ettt 32
Activity — Adding Additional Fields t0 @ Staff REPOM...........ciiiiiiiiiiii et e et e e e e e e eaeeessneeeeeeeeaasnnreeeeeeeannees 42

Chapter Introduction

So far, Run Report has been used to run pre—existing reports. In Design Report you can
edit existing reports as well as designing reports from scratch. This chapter will investigate
report design process.

Step by Step — Running Reports Using Design Report
1. Use the Window menu and select Close All to close any open SIMS windows.

2. Select Reports | Run Report or click Run Report. @

Reporks  |Roukines  Tools  Windo

fe RunReport

[l_J'}1 Design Repott
Personnel k
Import
Profiles r
Lesson Monitor 4
Dinner Money 4
Expork

Print: Timetables
Student Lisk r

Student Analysis Reports #

3. From the list of reports within the Student Focus folder, run the School List by Reg
Group report by either double clicking the report name, or clicking the report name and
then Run.

4. From the Enter parameter values for the report dialog box, select On Roll for Student
Status, Year 7 (or Year 2) for Year Group field, and then the Accept All (bypass filter
condition) check box for the Reg Groups field. Click OK.

5. Thereport runs in Word. Notice it is a continuous list, grouped by registration group, of
student names and date of birth. Having observed the report, close the Word document
and the Report Browse window in SIMS.

Scenario — Modifying a Pre-Defined Report

The SEN co-ordinator has asked that the SEN Status Code be shown on the School List
by Reg Group report as well as a blank column to add notes if required.
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Step by Step — Adding Extra Fields to a Pre-Defined Report
1. Close any open SIMS windows except for the SIMS Home Page.

2. Select Reports | Design Report or click Design Report on the toolbar. @
Reports  |Routines  Tools  Wind

|}=} Run Report
|]§‘ Design Report

Personnel 3
Impork
Profiles 3
Lesson Monitar 3
Dinner Money »
Expark

Print Timetables
Student List »

Student Analysis Reports #

3. The Report Designer wizard is displayed and you can select from three options; Create
a new report, Open an existing report or Import a report from another school or from
a report created by Capita or anywhere else.

Focus Reports Routines Tools Window Help

& @k - S evdUMBERSD BRB

D New [ Open

E‘i Report Designer

Welcome tothe SIMS.netreport
designer

| would like to ...
J Create anew report
Open an existing report

® Import a report

Report Summary

4. Click the Open an existing report hyperlink.

5. Expand Focus, select the Student folder and then the School List by Reg Group
report.
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Open report [E=REER * ]
[E]view 2§ Tools @ Help
Report Browse
=R _FOCUS || Name Focus Owner Supplier 1 &l
- f] Student . n
Staff School Leavers Student Imported CES Reporting Services 17
Class School List by House Student Imported CES Reporting Services  2¢
Aspect Student Imported CES Reporting Services  2¢
Cortact School List by Year Group Student Imported CES Reporting Services 2t
Group School List in Alphabetical Order Student Imported CES Reporting Services  2¢
Category School List: Alphabetical Order Student Imported CES Reporting Services 1% A
Template Z | School List: House Order Student Imported CES Reporting Services 17 3
Gradeset School List: Reg Group Order Student Imported CES Reporting Services 17
Resultsst School List: Year Group Order Student Imported CES Reporting Services 10
OMR Template SEF B2.1 - Number of Leamers Student Imported CES Reporting Services 2t
Result SEF B2.10 - Nature of leaming difficulties Student Imported CES Reporting Services 1t
Marksheet SEF B2.10Nature of leaming difficulties Student Imported CES Reporting Services ¢
SEN Review SEF B2.11 - Gifted and Talented Leamers Student Imported CES Reporting Services 2¢ [
SEN Evert SEF B2.14 - Amivals Mability Student Imported CES Reporting Services 2t
Agency SEF B2.14 - Leavers Mobility Student Imported CES Reporting Services  2¢[_
g;r:Co\leﬁ\on Sheet SEF B2.16 - Looked After Children Student Imported CES Reporting Services 24 i
Agent SEF BE2.4 - Child Protection Plan Student Imported CES Reporting Services 2t <

6. Click OK to display the report design in the wizard.

uNew [ Open E Save s ~ wRUH
ia' Refine Data Area

Refine the Data area that you have
chosen to base your report on

My report is based on Student

On roll v

Back Next >> Finish

Report Summary
Report Name: School List by Reg Group
effective on: 05/09/2019

@ Data area: Student - Population: On roll

@ Data Fields: Sumame, Legal Forename, Date of birth,
Reg group

@ Fiter Students where
Student Statusis [?] “Student Status is:"
and Year group is [?] "Year group is:"
and Reg group is [?] "Reg group is:"

@ Sort Order Reg group, Sumame, Legal Forename
@ Default Output: Word List Report

Duplicates suppressed in complex reports
Report Title: School List by Reg Group

1 Preview Resuits

7. Notice that the screen is now split into sections. The top left area is the navigation area of
the wizard, with Back, Next and Finish. The bottom left shows a summary of the areas
of the report and the large area on the right shows anything that has been selected. This
area will be blank at this stage if you are creating a new report but populated if you have

opened an existing report.

8. The first step of the wizard enables you to refine the data area to be reported on.

Currently, the report will be based on pupils who are on roll. For this report that is the
requirement, so click Next to move to the next step of the wizard.
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ii Refine Data Area

Refine the Data area that you have
chosen to base your report on.

My report is based on Student

On rall hd
<< Back | [ Next> | [ Finish

l

9. The Select Data Fields step gives a long list of all possible fields in SIMS that could be

10.

E‘i Select Data Fields

Here you can choose which items of
information you want to be displayed as | i o Full list
columns in your report -

You must select at least one field to es
include in your report

D New % Open P Savelbs ~ “Run ) Preview Results

Selectfields to be included in the report

Focus [Student

= Basic details.. A
Name & Reg
Middle name(s)
Chosen Names
+ Legal Names
Date of birth
Age in years
Age {ym)
Days to next bithday
Last Updated
Role Text
Telephone (own)
l Finish ‘ Primary Telephone

Email (own)

=

EJ
“

Capﬂonl

Sumame

Legal Forename [Forename]
Date of bith [DOB]

Reg group [Reg]

Name & Reg
Middle name(s)
= Chosen Names
Inttials
Forename
Sumame Initial
Sumame
Inttial & Sumame
Forename & Sumame Inttial
Forename & Sumame
Sumame & Initial
Sumame & Forename
= Legal Names

Inttials
Legal Forename
Legal Sumame Initial
Legal Sumame
Inttial & Legal Sumame
Legal Forename & Legal Sumame
Legal Forename & Legal Sumame Initial
Legal Sumame & Intial
Sumame & Legal Forename
Legal Sumame & Legal Forename

Date of bith

~

included in the report and in the main area are the fields that will be included in the
report: Surname, Legal Forename, Date of Birth and Reg Group. Inside square
brackets next to the field name is the caption that will be displayed in the column header
in the Word list or Excel spreadsheet.

If you would like to change the type of name fields that the report uses you can do so
here. Currently the preferred surname and legal forename fields are used. Expand, by
clicking on the +, the Chosen Names and Legal Names groups in the list of possible
fields to see the choices and combinations of name fields.

Modifying Existing SIMS Reports
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Ep

To add a field, click on it to select it and click on the green, right pointing arrow (or
double click on the field).

To remove an unwanted field, select it in the main area and click on the green, left pointing

arrow

To change the order of the fields in the main area, use the green up and down
arrows in the right margin.
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11. Type SEN in the Find field to help find the field named SEN Status Code in the SEN

group.

Selectfields to be included in the report

Focus [Student

Find [sen

| & Fulliist

- Person_id
- Conduct...
- History...
s SENL.
Lo SEN Status
- SEN Start date
- CESThirdPartyFields. .
- ls More Able

o[

12. Add this field to the report by clicking the green right arrow, or by double—clicking the field

name.

13. Using the green up arrow, located on the right of the screen, move the SEN Status Code
field so that it is above Date of birth.

SIMS .net: Green Abbey School

]

Focus  Reports  Routines Tools Window  Help

-

5 Load from an existing report

<< Back Next >> Finish

Report Summary
Report Name: School List by Reg Group ~

effective on: 05/09/2019

® Data area: Student - Population: On roll

® Daia Fields: Sumame, Forename, SEN Status Code.
Date of bith, Reg group

® Fiter Studerts where: v

More Able Start Date
----- More Able End Date
----- Cumiculum and teaching methods
Grouping and support
Advice and asessment
Specialised resources
~{T] SEN Needs
{T] SEN Status History
{71 SEN Needs Change Log
{7 SEN Full Descriptions
~{T] SEN Reviews Future
{T] SEN Reviews Historical
7] SEN Reviews
{7 Future Events
-{T]l Historical Events
{71 SEN Everts
{71 Provisions )
=

< 2 _ -~ 5
S @ - e G BRENBBCEZ240S E &
[B New 5 Open [ Saveds ~ “Run ¢} Preview Results @Help 3 Close
Al Select Data Fields Select fields to be included in the report
Here you can choose which items of Focus [Student ‘
information you want to be displayed as Find & Full list Caoﬁm & Clear || Blank
columns in your report
Person_id ~ m (%
@ Conduct... | Sumame
- G- History . r Forename [V
(&) Youmust select at least one field to - SEN SEN Status Code
include in your report T SEN Status €'3 Date of bith [DOB]
SEN Start date Reg group [Reg]
I SEN Status Code
i @ CESThirdPartyFields..
Is More Able

14. With SEN Status Code selected in the main area on the right, in the Caption field at the
top, edit the caption to say SEN.

Caption|SEN|

B 4] (Stuent]]
: Sumame

Forename

SEN Status Code [SEN]

Date of bith [DOB]

Reg group [Reg]
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15. Click on Blank at the top right of the main area to add a blank field to your report. Move it
to the bottom if necessary and edit the caption to read SEN Notes.

Caption|SEN Notes| | &y Clear [ Blank

m w

Sumame
Forename @
SEN Status Code [SEN]
Date of birth [DOB]

Reg group [Reg]

[Blank column] [SEN Naotes]

16. With the required fields selected, click Next to move on to the next step of the wizard,
Apply Filters. The main area displays the filters that have been set for this report, you
can also see them in the Report Summary on the bottom left of the wizard window,
where it says Filter Students.

ku New % Open [ SaveAs ~ f@Run [ Preview  Results

4l Apply Filter Define Filter
A R
Here you may apply afilterto restrict the B And... EDOr odify 3% Delete
rows in your report = Ghixdert where

Student Statusis [?] "Student Statusis:"
49 Year group is [?] "Year group is:"
49 Reg group is [?] “Reg group is:”

2 Load from an existing report

<< Back Next >> Finish

Report Summary
Report Name: School List by Reg Group

effective on: 05/09/2019

@ Data area: Student - Population: On roll

® Dats Fields: Sumame, Forename, SEN Status Code.
Date of birth, Reg group. Blank column

@ Filter Students where
Student Statusis [?] "Student Statusis:"

and Year group is [7] "Year group is:"
and Reg group is [?] “Reg group is:"

@ Sort Order Reg group, Sumame, Legal Forename

® Default Output: Word List Report
Duplicates suppressed in complex reports
Report Title: School List by Reg Group

The are three filters in this report that have all been set up as run time parameters. That is to
say to be completed by the user at run time as we saw when we ran the report. This is
denoted by the [?] in each line, for example, Year group is [?] “Year group is”. The focus
of the report is On roll Students, so it makes no sense to then ask the user whether they
require leavers in the report. Remove the first line of the filter, Student Status is [?]
“Student Status is” by clicking on that line to select it and clicking on Delete.

Define Filter
E0and..  Or. & Modify 9§ Delete

= Student where

Student Status is [?] "Student Status is:"

&no Year group is [?] "Year group is:"
‘- &ht Reg group is [7] "Reg group is:"
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[B New % Open ¥ SaveAs ~ [@Run [O) Preview  Resuits
ia. Apply Filter Define Filter

Here you may apply a filterto restrict the @And.. @Or... . Modify I Delete
rows in your report E Student where

Year group is [?] "Year group is:"
€10 Reg group is [?] "Reg group is:”

2 Load from an existing report

<< Back I Next >> Finish
Report Summary
Report Name: School List by Reg Group
effective on: 05/09/2019

® Dats area: Student - Population: On roll

@ Data Fields: Sumame, Forename, SEN Status Code,
Date of birth, Reg group, Blank column headed "SEN Notes'

@ Fiter Students where
Year group is [?] "Year group is:"
and Reg group is [?] "Reg group is:"”

@ Sort Order Reg group, Sumame, Legal Forename
@ Default Output: Word List Report

Duplicates suppressed in complex reports
Report Title: School List by Reg Group

17. Click Next in the wizard to move on to the next step, Define Sort Order.

18. The default sort order is Surname, Legal Forename that is applied even if the report
designer does not specifiy a sort order. In the main area on the right Reg group has been
selected as the sort criteria. Notice in the Report Summary, in the bottom left of the
wizard window, Reg group is the primary sort followed by the Surname and then Legal
Forename. So the students will be grouped by reg group and sorted by name within each
reg group.

If you changed the name type fields (legal or chosen) in the first step of the report design
wizard you may want to specifiy which name fields are used to sort the students as well, so
they are sorted by the name that is displayed.
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ij Define Sort Order
Here you can choose the order in which
the rows of your report are displayed

The Default sort order for this focus is ...
Surname, Legal Forename

(%) Youcan chose tosort by more than
one field

<< Back Next >> Finish

Report Summary
Report Name: School List by Reg Group

effective on: 05/09/2019

® Dats area. Student - Population: On roll

@ Dats Fields: Sumame, Forename, SEN Status Code,

@ Fitter Students where:
Year group is [?] "Year group is:"
and Reg group is [?] "Reg group is:"

@ Sort Order Reg group, Sumame, Forename, Legal
Forename

@ Default Output: Word List Report
Duplicates suppressed in complex reports
Report Title: School List by Reg Group

Date of birth, Reg group, Blank column headed "SEN Notes'

Select fields on which to sort the report

Focus [Student

Find [ | B Fulllist

m

o)

o)

Basic details...
Middle name(s)

«. Chosen Names

Inttials

Sumame Initial
Sumame

Forename & Sun

Legal Names
Date of bith

Age in years

Days to next birthday

Last Updated
Role Text
Telephone (own)
Primary Telephone
Quick note

Quick Note Available
Birth certificate seen

Gender
Photo Available

CESThirdPartyFields

With Concem

- Protect from Bulk Dz
Registration...

&
@ Family home...
- Fees Details...
[#-- Addtional information...
* Parental Consent...
@ Medical...
# Ethnic/Cultural...
- CESThirdPartyFields...
(3 Conduct...
- History...
# SEN...
< S5 >

Sort fields ftick for descending):

(| Reg group
["] Sumame
[] Forename

Notice the Sort Order in the Report Summary.

19. Click Next to move on the next stage of the wizard.

[B New 7% Open ™ SaveAs ~ [@Run [C) Preview]
B Specify effective date

Your report is capable of being run at an
effective date other than today. If you
wish to supply an effective date other
than today please indicate your choice
here

i ' Use Effective Date

[0 Supply Effective Date at run time

<< Back Next >> Finish

20. Not required in our example, but an effective date can be specified by selecting the Use
Effective Date check box and the required date from the calendar.

Modifying Existing SIMS Reports
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Default reports will gather the information as it stands at the moment the report is run.
Sometimes reports are required with information on a set date, for example last census day.
This part of the wizard enables an effective date to be set, or more versatile, to prompt the
report user to enter the required reference date each time the report is run by selecting
Suppy Effective Date at run time instead.

NOTE: The effective date is a Group Membership filter. If a pupil changed surname last week
and a report was run with an effective date before this change, then the previous surname
would be displayed.

21. Click Next to move onto the Define Presentation step of the wizard.

The wizard shows the presentation type. This could be Word, Rich Text Format, Excel, Web
page, Text or Analysis and is selected from the list on the left of the wizard window. The right
side shows the settings relevant to the presentation type selected.

i‘ Define presentations Enter required settings for report output types
Here you can design the settings for Report Title [School List by Reg Group
the different types of output Suppress duplicates [

Select the presentation for the report Word List Report Selfings
Presentation Select a template to be used for this report:

¥ Word List Report

B Word Mailmerge {*) Standard Portrait

E=lFom Report (RTF) {0 Standard Landscape

28 Excel - f |

D Web page () User-defined template
=] Tert . ‘

% Analysis [ Allow this template selection to be made at run-time

[ Allow choice of output at run-time Use Word List reports when you want the report output presented as a simple table

Photo grids and special report fields are also available
| «< Back | _ Next >> | Finish The standard templates are stored locally and can be edited to suit your requirements.

Here the Word List Report Settings show that the output will be presented using the
Standard Portrait template. At the top is a field for the title of the report that will be inserted
above the table on the first page only.

Edit the report title to read School List by Reg Group with SEN.

22. Click Next to move to the last step of the wizard. The Design Complete step has
hyperlinks to Preview my report, Run my report and Save my report as well as to
Create or edit another report. There have also been tools at the top of the wizard on
each step to save, run and preview the report.

k_} New [ Open E SaveAs ~ k'Run 1 Preview

'i Design Complete

All the steps to designing a report have
been completed

| would like to

# Preview my report
&.‘k Run my report
i save my report

7 Create or edit another report

Close

n
n
=
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23. As the original report we have edited was not our own the Save As tool and the Save
hyperlink option will both prompt for a name to be entered. It doesn’t matter which one is
used. Save the report with the name School List by Reg Group with SEN Code.

5w Save Report As - OB

Name [School List by Reg Group with SEN Code] |

Private (]

OK Cancel

The Private check box enables you to save the report so that only you can see the report. If
you were creating reports for others to run then you should not select this check box,
otherwise other staff will not be able to see and run them.

24. Click OK. Notice that Back and Next move back and forth through the wizard. Clicking
the hyperlinks in the Report Summary will take you straight to that step in the wizard.

<< Back Next > Close

Report Summary
Report Name: School List by Reg Group with SEN Code

effective on: 05/09/2019

@ Data area: Student - Population: On roll

@ Data Fields: Sumame, Forename, SEN Status Code,
Date of bith, Reg group, Blank column headed "SEN Notes'

@ Fiter Students where:
Year group is [?] "Year group is:"
and Reg group is [?] "Reg group is:"

@ Sort Order Reg group, Sumame, Forename, Legal
Forename

@ Default Output: Word List Report
Duplicates suppressed in complex reports
Report Title: School List by Reg Group
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25. Run the report using either the link or tool at the top. Notice there are now only two run
time parameters, to select Year group and Reg group. Whilst within the design Accept
All years and reg groups and click OK.

= Enter parameter values for report - O
Select All | |[] Year 7 A
Year 8
Year group is Clear Al Year 9
. |CdVYeart0
3 Shew Al M Year 11 v
[ Accept All (bypass filter condition)
Select All | |[] 7A N
O
Reg groupis Clear All | ] 7C
e D
Shawal | 7p v
[ Lecept All (bypass filter condition) =
0K Cancel

Notice that the SEN Code and Blank column are now displayed with a heading of SEN and

SEN Notes.

|school List by Reg Group

Surname Forename SEN | DOB Reg | SEN Notes
Adams Adam 31 August 2005 104
Biggar Davina 16 June 2005 104
Black Shauna 31 May 2005 104
Danny Abe 01 September 2004 | 104
Daskalos Carl K 24 November 2004 104
Evans Frankie 10 October 2004 104
Evans Michael 05 April 2005 104
Gafferty Felix 03 May 2005 104
Gallagher Kingston 15 October 2004 104
Hackst Charliz 13 December 2004 | 104
Half Penny 22 December 2004 104
Hoxton Kay 22 July 2005 104
Johnson Mia 0% October 2004 104
Johnston Rick 27 July 2005 104
Lewis Cwen 03 February 2005 104
Ling Xing K 30 December 2004 104
Oakley Evan [ 05 January 2005 104

26. Close the Word document without saving. Close to close the report design wizard in

SIMS.

NOTE: Do not save the Word file as information soon goes out of date; it is better to run this
report again in SIMS when an up to date list is needed, rather than having a Word document
saved.

Activity — Adding Additional Fields to a Staff Report

It has been suggested that the Staff Telephone Numbers report should also contain details of
next of kin. Using the Staff Telephone Numbers report add the name of the next of kin. Save
the report as Staff Telephone Numbers with NOK.
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04 Creating New Reports

This chapter contains:

(g T= o] (=T ol [ (oo [0 ox 1T o F PP PP PRPP PP
Scenario — Creating New Reports
Step by Step — Creating NEW REPOIS .........uiiiieiiiiii ittt e e e ettt e e e e e st ettt ea e e o e sabat et et e e e s s abeeeeaeeaaaabbbeeeeeeeaasnbsbeeeeeaaansnreeeeas 44
Scenario — Creating a Report from Scratch for Travel PIAnNINg ............oii e 47
Step by Step — Creating a Report from Scratch
Scenario — Using AND and OR in Filters ...............
Step by Step — Using AND and OR in Filters......
Activity — MOdifying YOUFr OWIN REPOITS ......iiiiiiiiiiiiieiieie ettt ettt ettt ettt e sa b et e e e sbe e e e ah b e e e sabe e e e asbb e e e aabe e e anbe e e e anbbeeeanbeeeanbneeeanns
Activity — USING REPOIS 10 CHECK DALA ......ccuviiiiiiiieiiiie ettt et e e e e st e e e abb e e e eab e e e anbe e e e anbe e e e anbeeeanbneeeanns
Scenario — Adding a Filters...........c.cccoe...
Step by Step — Adding Filters ............cc.......
Scenario — Using Filters not in the Design
Step by Step — Using Filters NOt iN the DESIGN .........uuiiiiiiiii ettt e bbb sieee s
ACHVITY — BIMNAAY LIST ....eiiiiiieiitiee ettt ettt ettt e ek bt e e ea b et e ek b bt e ook bt e e ea ket e e ehbb e e e aa b e e e ambe e e e enbeeeeanbeeesnbneeeanns
Activity — Teacher Numbers...............

Activity — Missing Student Photos
Scenario — Adding Sub-Reports ...........
Step by Step — AdAING SUD-REPOITS ......ooiiiiiiiiiie ettt e e a bt e e et et e e bb e e e bb e e e sabe e e sttt e e enbbee e snbeeeaaneeeens
Scenario — Adding Filter as an Academic Class (not applicable to primary SChOOIS) ...........cccccoiiiiiiiiiiiiiiic e 54
Step by Step — Adding Filter as an ACAUEMIC CIASS .......cciiuuuiiiiieeiiiiiet et e e e ettt e e e s et e e eeeasaatereeeeesaatnteeeeeesaannteseeeeeessnsnreseees 54

Chapter Introduction

We have looked at running previously designed reports and edited them to suit. Now we will
look at creating a report.

Scenario — Creating New Reports

The head teacher would like a list of all pupils with their special needs, registration group and
ethnicity. The report should also include whether the pupils are more able formerly known as
gifted and talented.

Step by Step — Creating New Reports
1. Select Reports | Design Report.

Eeports [Foufines  Tools  Windol
e EunReport
7 Design Report

Personngel 3
Impart
Profiles 3
Lesson Maonitar 4
Dinner Money 4
Export

Print Timetables
Student Lisk 3
Student Analysis Reports
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2. Click the Create a new report hyperlink.

Ei Report Designer

designer

| would like to

D Create a new report

Open an existing report

& Import a report

DNew Open Save ~ Rur Previe

Welcome o the SIMS netreport

When creating a report from scratch, the first step is to select the data area the report is to be
based on. To decide upon the data area, you should consider the main focus of the report.
Often the report is pupil based, so the Student data area would be used, but if you are
interested in the pupils in an academic class then you would need to use the School | Class

data area.

3. Select Student in the Select Data Area screen and click Next.

|:| Mew Open Save bz - Run
E»i Select Data Area

Choose the focus on which to base your
report ...

El- People -
- Student

- Staff

- Contact

- Data Collection Sheet
- Leamwise User

- Applicart

H - Contract

- School i

m

your report

(&) Thechosen focus will become the rows of

=< Back MNext == Finish

Previe

4. The report will only be on pupils that are on roll so click Next.

|:| Mew Open Savelis ~ Run Prewv
E‘i Refine Data Area

Refine the Data area that you have
chosen to base your report on.

My report is based on Student

|on ral ~|

Creating New Reports
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5. Select the Surname, Forename (from Chosen Names), Reg Group, Is More Able,
SEN Status and Ethnicity report fields and click Next.

D New [ Open B SavelAs ~ ‘ﬁﬂun \{ Preview Results

B4 select Data Fields Selectfields to be included in the report

; F
Here you can choose which items of ocus [ Student

information you want to be displayed as Find : & Full list Caption|Ethniciy

columns in your report

S SEN. R OEEEN 00 |
- SEN Status =N Sumame
. SEN Start date Forename
(&) Youmustselect at least one field to SEN Status Code Reg group [Reg]
include in your report & CESThirdPartyFields.. @ Is More Able [More Able]
Is More Able SEN Status
More Able Start Date Ethnicity

More Able End Date
Curriculum and teachin

Grouping and support
o ok Advice and asessment
7 Load from an existing report Specialised resources
7] SEN Needs

{Z] SEN Status History

<< Back Next >> Finish [] SEN Needs Change L«

6. A filter will not be applied as the whole school is required in the report, click Next.

[B New % Open M Savens ~ bRun () Preview [[]Results
4l Apply Filter Define Filter

Here you may apply a filter to restrict the B New O Mok Delete
rows in your report o fiter]

% Load from an existing report

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

7. No changes need to be made to the Define Sort Order screen as the default sort order
of Surname, Legal Forename which can be seen listed in the Report Summary on the
bottom left of the screen will be used. Click Next.

B New | Open P Savels ~ w Run |0} Preview [ Results
[l Define Sort Order Select fields on which 1o sort the report
L . Focus [Student
Here you can choose the order in which
the rows of your report are displayed oo & Full list Sort fields ftick for descending):
The Default sort order for this focus is ... - Basic details.. .
Middle name(s) ]
Surname, Legal Forename ¥ Chosen Names @
- + Legal Names A
(1) You f(_:an chose to sort by more than Date of bith [(;‘:‘.
= one field
£ Load from an existing report Age in years
Days to next bithday
Last Updated
| << Back | I Next >> | ‘ Finish I Role Text
Telephone fown) |=

NOTE: Load from an existing report enables you to open previously saved definitions
relating to data fields, filters and/or sort orders.

8. The report is to be run as of today so no need to use an effective date. Click Next.
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9.

Select Word List Report in the Presentation panel and type Student Information

— More Able, SEN & Ethnicity in the Report Title field.

[B New E% Open [ SaveAs ~ @ Run
«i Define presentations

Here you can design the settings for
the different types of output

Select the presentation for the report

Presentation

BY Word List Report
BY Word Mailmerge
=3 Form Report (RTF)
28 Excel

a Web page

=] Text

% Analysis

[ Allow choice of output at run-time

<< Back Next >> Finish

1 Preview

Results

Enter required settings for report output types
Report Title IStudem Information - More Able, SEN & Ethnicity]

Suppress duplicates [

Word List Report Settings
Select a template to be used for this report:

(®) Standard Portrait
{0 Standard Landscape

(O User-defined template

[J Allow this template selection to be made at run-time

Use Word List reports when you want the report output presented as a simple table
Photo grids and special report fields are also available

The standard templates are stored locally and can be edited to suit your requirements.

10. Click Save As and name the report Student Info Form. Deselect the Private check

box. Click OK.

[ Open [El Savels ~ E{’Run ! Preview

D New
(i Design Complete

All the steps to designing a report have
been completed

-
m Save Report As
I would like to ...

88 Preview my report

Name IStuden\ Info Form| |

2 run my report

L] Y TE T Private []

* Create or edit another report

=

Close

<< Back

—

11. Click Run and view the report in Word. Close Word without saving.

Scenario — Creating a Report from Scratch for Travel Planning

The head teacher has been asked by t
travel planning within the authority.

Step by Step — Creating a Report
1.

he LA to provide a list of pupils and post codes for

from Scratch

If you still have the design wizard open from the previous report click on the hyperlink

Create or edit another report. Otherwise click on Design Report.

Select the Legal Surname, Legal
As the whole school is required in
Set the sort order by Postcode.

Bypass the Specify Effective Dat

© N o g bk~ wDN

Save the report with the name LA

Create a new report focused on Students who are On Roll.

Forename and Postcode report fields.

the report there is no need to define a filter.

e step.

Select Word List Report in the Presentation field, with an output of Standard Portrait.

Travel Report. Deselect the Private check box.
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9. Run the report.
10. View the report in Word and close Word when finished without saving the document.
11. Close the report design wizard window in SIMS.

Scenario — Using AND and OR in Filters

The LA has now asked for the list to be provided for the pupils who have a Milton Keynes
(MK) or Peterborough (PE) post code.

Step by Step — Using AND and OR in Filters

1. Click on Design Report and the Open an existing report hyperlink to display the Open
report dialog and select the LA Travel Report report from the My Reports folder.

Click the Filter Students hyperlink to display the Apply Filter step.
Click New to add a new filter.

Find the Postcode field and make sure the Condition is Begins and put the Value in as
MK. Select the Prompt at runtime check box so that when the report is run the post
code value can be altered, if required. Click OK.

NOTE: Pupils with a Milton Keynes (MK) or Peterborough (PE) post code are required. To
achieve this use OR.

5. Click the line which says Students Where, this will then enable OR to be used.
6. Click OR and again find the Postcode field.

7. Make sure the Condition is Begins and put the Value is PE, select the Prompt at
runtime check box, then click OK.

8. Select Save As from the Save drop—down lit and name the report LA Town Travel
Report. Click OK.

9. Click Run, and then OK.
10. After looking at the output click Close.
11. Click Close.

NOTE: These next few steps show that if AND was used instead of OR, there would be no
results.

12. Using the same report click the Filter Students hyperlink to display the Apply Filter
screen.

13. Click the line that says OR Where and then Delete.

14. Click AND.

15. Find the Postcode field and ensure the Condition is Begins and put the Value as PE.
16. Select the Prompt at runtime check box then click OK.

17. Without saving the report click Run and then OK to run it.

18. A message saying there are no results for this report query will probably be produced,
click OK. Therefore, no one has a post code which starts with both MK and PE.

19. Click Close.

Activity — Modifying your Own Reports

The LA has now asked for the date of birth to be added to the LA Travel Report; add this field
and save the report.
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Activity — Using Reports to Check Data

The school wants to prepare for census. They want to check that all pupils have a UPN.
Create a report to check for pupils who have no UPN recorded.

Scenario — Adding a Filters

The special needs co—ordinator would like the School List by Reg Group report to only

show pupils on roll with a Special Needs status.

Step by Step — Adding Filters

1. Select Reports | Design Reports and click the Open an existing report hyperlink to

display the Open Report dialog.

2. Click the My Reports folder and select the School List by Reg Group with SEN Code

report from a previous step by step exercise. Click OK.
3. Click Next twice or click the Filter Students hyperlink.

Currently there are two run time filters, for Year group and Reg group.

4 Apply Filter

Here you may apply a filterto restrict the

rows in your report

Define Filter
&8 And.. @) Or.. A

lodify {32 Delete

= Student where
Year group is

5 #ng Reg group is [7] "Reg group is:"

[?] "Year group is:"

5. Add an additional filter for students only with a SEN Status. Click And to display the
Define Filter Condition dialog, and then find and select the SEN Status field.

Y Define Filter Condition

= [ ST -

Focus [Student

Find

W Fulllist

Enter/edit condition phrase

...

SEN Status

SEN Start date

SEN Status Code
CESThirdPartyFields...
Is Gifted

Was Gifted

Gifted start date
Gifted end date

Grouping and support
Advice and asessment
Specialised resources
F] .~ 1

Curmiculum and teaching methods

Attribute  [SEN Status

Select All

[ Show A1

[] Meniter Language Skills

] SEN Suppart

:I Education, Health and Care Flan

["] No Special Educational Need

m| »

1

vl Prompt at runtime
Enter a prompt, or click "Default™

SEN Status

[ ok

] [ Cancel

6. Select the Prompt at Runtime check box and click OK.

Define Filter
&H0 And.

# Modify 9% Delete

Student where
Year group is [?] "Year group is:"

&n8 Reg group is [?] "Reg group is:"
-t SEN Status is [?] "SEN Status "

Creating New Reports
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Save the report with the same name.

Run the report by selecting a year group, bypass the reg group filter and select the SEN
Status of Education, Health Care Plan and SEN Support. The report will show a list of
students in the year group chosen with one of the SEN categories selected.

9. Close the Word document and run the report again this time for years 7, 8 and 9 just
with the SEN Status of SEN Support.

10. Close the Word document and the SIMS report design wizard without further saving (as
it was already saved in step 7 above).

Scenario — Using Filters not in the Design

The school requires a quick list of those pupils who are eligible for free school meals . So far
you have used a field in the filter already used in the report data fields. You will now see that
you do not have to only use those fields that have been selected for the report.

Step by Step — Using Filters not in the Design

1. Select Reports | Design Report and click the Open an existing report hyperlink.

2. Expand Focus, select the Student folder, and then select the School list by Reg

Group report. Click OK.

1) Apply Filter

TOWS In your report

DNew Open E Savels v I}S?Run ) Freview

Here you may apply & filter to restrict the

' Loadfrom an existing report

[cBack | [ Mext > |

Report Summary

Results

Define Filter

Endl And (981 Or Modify % Delete

= Student where

£ Year group is [?] "Year group is:”
i-nd Reg group is [?] "Rea group is:"

b Student Status is [?] "Student Status is:"

-
m Define Filter Condition oo B S
Focus [Student |

Find [ Full list Enteriedit condition phrase
i Eligible for free meals
Friday meal type Atribute £,
Friday meal type Code Condition |is -
Saturday meal type
Saturday meal type Code
Eligible for free meals @ Tre
Free meal start date
‘ L G False
OK Cancel

3. Click Next twice to display the Apply Filter screen. In the Define Filter section, click
And and find the Eligible for free meals field. Select the True radio button, and then
select the Prompt at Runtime check box.

4. Click OK.

Creating New Reports

UNCLASSIFIED

50



Training Booklet - Standard Reporting - Version 9.1 SREP-1-05

m Enter parameter values for report (=1 S
Select Al | | ][ RY T
. — |[[] Leaver
Student Status is: Clear Al | ] Pre-admission
[ ot [7] Leaver (Deceased)
O Accept All (bypass filter conditior
Select Al | |[C] Year 7 A
. — | Year 8
Year group is: Clear &l | |7 Year 8
[] Year 10
[Clshowan | = year 11 i
[l Accept All (bypass filter conditiol —
SelectAll ] [I] 104 A
Reg group is: ———— | e
. Clear All | (=] 10C
[ 10D
[Clshewar = 108 il
[l Accept All (bypass filter conditiol —
Eligible for free meals © True
) Falze d

5. Click Run and select the On—roll check box, select the Accept All (bypass filter
condition) check box in the Year Group and Reg Groups fields to accept all year
groups and reg groups, then scroll down to make sure that the True radio button is
selected for the Eligible for free meals field.

The report will list names, dates of birth and registration groups for those pupils who are
eligible for free school meals, without showing the eligible for free school meals field .

6. Close Word.
7. Click Save As and name the report FSM Register.
8. Click OK.

9. Close the Wizard.

Activity — Birthday List

The Birthday List needs to be altered to only show pupils who are in the school and have a
birthday in the next seven days.

= Using And, add a Days to next birthday filter on the Define Filters screen, making sure
the Condition and Value are correct, for example, a Condition of Less Than and a Value
of eight.

» Save the report as Birthdays in next seven days.

Activity — Teacher Numbers

The school is trying to update its Staff information and you have been asked to make sure
that all teachers have a Teacher Number or a NI number recorded.

= Create a new Staff report based on Teaching Staff, all Current containing the Full Name,
Teacher Number and NI Number fields.

= Using the And/Or functionality on the Define Filters screen add a new filter of Teaching
Number with a Condition of is null together with a new filter of NI number with a
Condition of is null.

» Save the report as Teaching Staff —Teacher/NI Number Check.
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Activity — Missing Student Photos

A number of pupils missed the school photographs due to illness. This means that the school
does not have their photos in SIMS, so they have decided to take the missing photos in
school.

= Using the Photographs report find pupils with no (false) photograph by using And on the
Define Filters screen to add a Photo Available with a Condition of False filter. Save the
report as Photographs Missing.

Scenario — Adding Sub-Reports

The head teacher has asked for a list of more able pupils including the subject in which they

are.

Step by Step — Adding Sub-Reports

1. Select Reports | Desigh Report to display the Report Designer screen.

2. Click the Create a New Report hyperlink.

3. Click Next twice to select Student from the Select Data Area screen and On-Roll from
the Refine Data area screen.

4. Inthe Select Data fields screen double-click Forename, Surname (from Chosen
Names) and Reg Group to select the fields.

Scroll down the list of fields and click on the + next to SEN.

Scroll down the list of fields and find the More Able Subjects blue box (sub-report). The
blue box shows that this is a one to many relationship, as a pupil may have more than
one More Able subject.

\_' New [ Open E SavelAs ~ k’Run ! Preview
Il select Data Fields Selectfields to be included in the report
. Focus [Studen
Here you can choose which items of e L
information you want to be displayed as Find | & Full list c [R
tion| €9

columns in your report g
{71 Historical Events A tm
[T] SEN Events Ei Sumame

3 [ Provisions : Forename
i You must select at least one field to Reg group [Re:
"~ include in your report % ::tce;:ems e e

[T] 1EPs
71 More Able History
8] More Able Subjects
[Z] More Able Provisions
[Z] More Able Events

~ o [71 Adults and Agencies

Load from an existing report IE] Special needs
+ School
<< Back Next >> Finish i Iéra; Information

The blue box is the top level of the sub-report data area and contains many different fields

related to the sub-report; the underlying fields are accessed by double clicking the sub-report
name.

7. Double-click More Able Subjects and notice that the fields on the left-hand side change.
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[ New | Open|[™ Save As ~ @ Run [Ol Preview Results
I Select Data Fields Select fields to be included in the report
Here you can choose which items of Focus [More Able Subjects
information you want to be displayed as Find M Full list i @
columns in your report " E o Caption
More Able Subject
Comments E—:) Sumame
4] CESThirdPartyFields. Forename

You must select at least one field to
include in your report

“ '@

Reg group [Reg]
More Able Subjects [Count]

You are now looking at the fields inside the sub-report. In the More Able Subjects sub-
report you can see Comments for example.

If you were to leave the report fields for a moment and run this report, then an output which
has a pupil’'s name, registration group and then number (a numerical count) of the pupil’s

more able subjects will be displayed. Notice that next to the blue box on the right-hand side
are the words More Able Subjects [Count].

8. You want some information about the more able subjects, so select the More Able
Subject field. Notice that More Able Subjects no longer has [Count] next to it.

Select fields to be included in the report

Focus [More Able Subjects

Find | | & Fulllist
BN ore Able Subject

Comments
4] CESThirdPartyFields.

CapﬁOﬂISUbIEd

=N
&

For

- OEEEN

Sumame

rename

Reg group [Reg]
=-{5] More Able Subjects
More Able Subject [Subject]

9. Click Next to display the Apply Filter screen.

10. Click New to display the Define Filter Condition dialog.

11. Find the Is More Able field; select the True radio button, and then select the Prompt at
Runtime checkbox.

12. Click OK.

13. Click And.

[ Define Filter Condition

O =
Focus [Student ]
Find |:| [ Full list Enter/edit condition phrase
2 Basic details. ~ Attribute
b Middle name(s) Condition |is v
+ Chosen Names
+ Legal Names
e Date of bitth @ Troe
Age in years
Days to next bithday O False
Last Updated
Role Text
Telephone (own) W Prompt at runtime Default
Primary Telephone Enter a prompt, or click "Default™
Email {own) Is More Able
Primary Email v
< >
==

14. Locate the Year Group field and ensure is one of is selected from the Condition drop-

down list.
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UNCLASSIFIED

53



Training Booklet - Standard Reporting - Version 9.1 SREP-1-05

15. Select the Prompt at runtime check box and click OK.
16. Click And and find the Reg Group field.

17. Ensure is one of is selected from the Condition drop-down list and select the Prompt at
runtime check box.

18. Click OK.

Define Filter
Engl And Or... & Modify $€ Delete

- Student where

Is More Able is true [?] "Is More Able "

&nd Year group is [7] "Year group ”
‘.- @nd Reg group is [?] "Reg group "

19. Run the report and select the Accept All (bypass filter condition) check box in the
Year Group and Reg Groups fields to accept all year groups and reg groups. Make sure
that the True radio button is selected for the Is More Able field.

The report will list names, registration groups and more able subject(s) for those pupils on
the More Able register.

Scenario — Adding Filter as an Academic Class (not applicable to primary
schools)

Ms Estephan would like the Cultural and Ethnic information report for her Year 9 French
class.

Step by Step — Adding Filter as an Academic Class

1. Select Reports | Design Report or click Design Report.

2. Click the Open an Existing Report hyperlink and expand the Focus folder.

3. Click the Student folder and select the Cultural and Ethnic information report.

4

Click OK and then Next to display the Select Data Fields screen. No changes need to
be made to this screen.

Click Next.

Currently the filter is on Student Status is ? and Year Group is ? and Reg Group is ?.
Remove this filter by highlighting Student where and click Delete.

Vi Apply Filter Define Fiter
Here you may apply a filterto restrict the E0And.. B0r...  Modiy IM
FoWs in your report =

—
o Student Statusis [7 Studerd 22 b

{@ Yeargroup is [?] "Year group is:"

----- #00 Reg group is 7] "Reg group is:"
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7. Click New to display the Define Filter Condition dialog. Scroll down the list of fields and
select the Classes blue box (sub-report).

& Define Filter Condition

Facus |Student

[ | @ Fuist

Find

[ET— Telephone
[ Performance Summary

-[F] Courses

[l Assessmert results
[ Parerts

[ Family links

-[F] Contacts

-[F] Mtendance marks
[Tl Lesson marks
[ Report Card

D Exams

-[F] Group membership

n |

lm |

Enter/edit condition phrase

Atribute  [ClaSsES

RELATED
O Prompt at runtime Default
Enter a prompt, or click "Default” -
0K || Cancel

8. Click OK.

4} Apply Filter

roWs in your report

Mew [ Open B Savels - [ﬁF{un -.1 Preview

Here you may apply a filter to restrict the

Results
Define Filter
@0 And.. 0 0r.. #° Modify 3¢ Delete
B Student where

==

9. Select [no filter] and click on New.

FOWS in your report

- [na fitter]
[ Mew [ Open ] Save As ~ [ Run [ Preview Results
= -
4 Apply Filter Define Filter
Here you may apply a filterto restrict the |Dﬂ| Or.. & Modify % Delete

- Student where
- Classes exist

(I

10. Expand Class and highlight Class Name.

Creating New Reports
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ne Filter Longion

e T———

Focus [Member (Today)

Find [ | & Fulllist

S Class I

(Class description
Class teacher
CESThirdPartyFields...
- Lesson Atendance Sumi =
Is Partnership
- |5 Atemative
Academic Year L4
Scheme Name
Subject code
s Subject
-[F] Classes for subject -
P P —

Enter/edit condition phrase

Value

[ Prompt at runtime

Enter 2 prompt, or click “Default” Deiell

11. Ensure that the Condition is set to equals and type 9x1/Fr into the Value box. Select
the Prompt at run time check box.

12. Click OK.

[B Define Filter Condition

I:IEI$

Focus [Member (Today)

Enter/edit condition phrase

rows in your report

1% Load from an existing report

-
- Class description |
- Class teacher Value % l/Fr
- CESThirdPartyFields...
- Lesson Atendance Sumi| =
- |z Partrership
- lg Atemative
- Academic Year | &
- Scheme Name ] Prompt at runtime
e Subject code Enter & prompt, or click "Default”
............ Subject Class name
-[[F] Classes for subject -
[ m ] b
Cancel
[F New [ Open ™ SaveAs - E’Run L Preview Results
A Apply Filter Define Fifter
Here you may apply a filter to restrict the €8 And... Or.. Moty 9 Delete

(- Student where
[ Classes exist
[z where

tomeeo Class name of the class is "% 1/F [?] "Class name "

13. Save the report as Cultural and Ethnic Information by Class.

14. Run the report. When the Enter parameter values for report box is displayed, check
that the details in the Value box are correct and click OK.
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15. The report will list the Cultural and Ethnic information for pupils in Ms Estephan’s class,
9x1/Fr. The graphic below is an example.

|[CULTURAL AND ETHNIC INFORMATION

Surname Forename | Adno Year Reg | Ethnicity Ethnic category | Home language | Religion
Aaron Chris 004986 | Year 9 | 9A White - English English Christian
Appleby Candice 004998 | Year 9 | 9A

Birch Paige 005007 | Year 9 | 9C White - English English Christian
Brown Louis 005010 | Year 9 | 9A Black - Somali English No Religion
Brown Royston 005011 | Year 9 | 9B White - English English No Religion
Coldwell Jessica 005019 | Year 9 | 9C White - English English Refused
Cortez Anna 005021 | Year 9 | 9A ‘White European English Christian
Elliot Francis 005033 | Year 9 | 9A White - Irish English Other Religion
Emerson Huw 005034 | Year 9 | 9A White - Welsh English No Religion
Fell Mia 005035 | Year 9 | 9B White - English English Christian
Fenchurch Ella 005036 | Year 9 | 9C White - English English Christian
Henderson | Elliot 005057 | Year 9 | 9A White - English English No Religion
Jones Bryn 005067 | Year 9 | 9C ‘White - Welsh

Kall Keith 005070 | Year 9 | 9A White - English English No Religion
Lakeson Mark 005079 | Year 9 | 9C White - English English Christian
Lisi Anna 005081 | Year 8 | 9A Italian Italian Christian
Nelson Lee 005091 | Year 9 | 9C White - English English No Religion
Newman George 005093 | Year 9 | 9A White - English English Christian
Dl 1 L NNEANA n ne

16. Close the Word document and the SIMS report design.

Creating New Reports
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O 5 Previewing Reports

This chapter contains:

(g T= o] (=T ol [ (oo [0 ox 1T o F PP PP PRPP PP
Step by Step — Using Preview
Scenario — Observing the Difference Between Preview and Actual Output....................
Step by Step — Viewing the Difference Between Preview and Actual Output
Scenario — SOrtiNg @ REPOM .....ccouiiiiiiieiie e
Step by Step — Sorting in Preview
Scenario — Adding Students t0 @ TriP LISEiN PrEVIEW........o.uuiiiiie ettt e ettt e e e e e st e e e e e e e e seabeeeeas
Step by Step — AdAING STUAENTS IN PIEVIEW........ciiiiiieiiiiee et ee ettt ettt ettt et e et e e e aab e e e sa bt e e s bb e e e e bb e e e sabeeeabbeeeanbbeeesnbeeeatneeeas
Scenario — Producing a List of Names Using Exclude, Include, Toggle and View
Step by Step — Using Exclude, INClude, TOGGIE QNG VIEW ........coiuiiiiiiiiiiiiii ettt eeeieeeens

Chapter Introduction

Preview enables you to view the report before running it in Word or Excel. It enables you to
alter the sort order of the report easily. Sometimes you need to be able to run a report for a
collection of pupils who have nothing obvious in common, this can be done by using
Preview.

Step by Step — Using Preview

1. Select Reports | Run Report or click Run Report.
Reports [Routines  Tools  Wind
[i;i- Run Report

[tl? Design Report

Personnel *
Impork
Prafiles »
Lesson Monikar g
Dinner Manesy g
Export

Print Timetables
Skudent Lisk *

Student gnalysis Reports #

2. Expand Focus, and then select the Student folder.
3. Select the School List by Reg Group report; be careful not to double click the report.
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4. Click Preview and notice that the Enter parameter values for report dialog appears in
the same way as when a report is run.

SebotAl

[ Leaver

Student Statug is: Clear &[] Pre-acmission

[ shows &

[0 Accept Al [bypass filker condition)

Select &l | |[] Year 7

[]'¥ear 8

Year group is: Clear Al | | ‘vear 8

[ shows & E a1

[0 Accept Al [bypass filker condition)

VI ~

108

Req group is: Clear Al | ] 10C

10D
[ shows 20 % 10E v

[0 Accept Al [bypass filker condition)

5. Select On Roll pupils and select a year group, for example, year 10 or year 3, and then
select an appropriate registration group. Click OK.

[) Preview Ep Run ©Help | Unpin 3 Close
|IReport Browse
=] Focus ~ || Name Focus  Owner Supplier Updated  Category A
=] Student - | School Leavers Student  Imported CES Reporting Services  17/11/2005 Public
5 Staff = || School List by House Student  Imported CES Reporting Services  22/06/2018  Public
] Class School List by Reg Group Student  Imported CES Reporting Services  22/06/2018  Public
] Aspect School List by Year Group Student  Imported CES Reporting Services  22/06/2018  Public
] Contact School List in Alphabetical Order Student  Imported CES Repotting Services  22/06/2018  Public
,j% (G:;D:DM School List: Alphabetical Order Student Imported CES Reporting Services  17/11/2005 Public
-;i Template School List: House Order Student Imported CES Reporting Services  17/11/2005 Public
£ Gradeset School List: Reg Group Order Student Imported CES Reporting Services  17/11/2005 Public \ J
-;jj Resultset School List: Year Group Order Student Imported CES Reporting Services  17/11/2005 Public -
57 OMR Template SCPP Year 7 Report Student  Imported Green Abbey School 22/07/2015 Public
L pacy : v || SEF B2.1 - Number of Leamers Student Imported CES Reporting Services  22/06/2018 Public
< I 1 | > SEF B2.10 - Nature of leaming difficulties Student Imported CES Reporting Services  18/03/2011 Public b

B Preview Report Results

Details [E]Extend fefExclude B View.. View:[Selected | Rows: [160 |

Sumame Forename DOB Reg A
Anton Tiger 09/02/2004 10A []
Barbousci Harold 24/05/2004 10A

Bamett Jamie 14/02/2004 10A

Bond Jamie 01/01/2004 10A

Dean Margaret 05/06/2004 10A

Dolby Peter 28/04/2004 10A

Drogba Mandy 13/03/2004 10A

Hawkins Chris 05/05/2004 10A v

B Ready

Notice that this time Word has not been opened, but instead the names that would be
included in the report are displayed in the bottom half of the screen.

6. Notice the Rows area; this tells you how many rows there are in the report, the number
of rows are the number of pupils appearing in the list.

7. Click the DOB heading and notice that the list has now been sorted in date of birth order.
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View: |Selected Rows:

ifi Preview Report Results

Details [E] Extend E’:BExclude B4 View
Sumame Forename DoB
Montana Tyler 02/09/2003
Montana Toni 02/09/2003
Montana Alexia 02/09/2003
Little Simon 03/09/2003
Thompson Paul 07/09/2003
Stephenson Theodore 07/05/2003
Price Monica 09/09/2003
Smith Osias 09/09/2003
Peny Leah 09/08/2003
Davies Sophie 09/09/2003

Reg
10D
10E
10F
108
10A
10F
108
10C
10D
10F

8. Click the Forename heading; instead of being in date of birth order, the list is now in

forename order.

»" Preview Report Results

Details [E] Extend EZEExclude " View.
Sumame Forename DOB
Sanders Abigail 18/02/2004
Shearwood Adam 14/02/2004
Matthison Alexander 20/05/2004
Baker Alexandra 01/08/2004
Montana Alexia 02/05/2003
Shamp Affie 23/07/2004
Paccino Alphonse 24/04/2004
Stone Alyssa 09/05/2004
Wilson Amos 08/03/2004
Coulson Amy 28/05/2004

| Reg

10C
10C
108
10D
10F
108
10E
10F
10D
10D

View: [Selected | Rows: [160

9. To export the report to Word, click Run (which is on the same line as Preview Report
Results). Do not click Run at the top of the screen as this will output the report to Word

in the original surname, forename order.

SCPP Year 7 Report
SEF B2.1 - Number of Leamers

=] OMR Template

|_Resut
< m >

<

SEF B2.10 - Nature of leaming difficutties

Student Imported
Student
Student

Imported
Imported

Green Abbey School
CES Reporting Services
CES Reporting Services

22/07/2015 Public
22/06/2018  Public
18/03/2011  Public

i/’ Preview Report Results
Details [E] Extend EZEExclude 4 View

View: [Selected Rows: i1 60

Sumame Forename DOB Reg
Sanders Abigail 18/02/2004 10C
Shearwood Adam 14/02/2004 10C
Matthison Alexander 20/05/2004 108
Baker Alexandra 01/08/2004 10D
Montana Alexia 02/05/2003 10F

L’) Run

10. Observe that the report is in forename order in Word, and click Close.

Scenario — Observing the Difference Between Preview and Actual Output

When the report detailed below is previewed, notice that many pupils appear twice or more.
This is because this report shows contacts. Each pupil might have more than one contact, so
the pupil’s details will be repeated for each of their contacts. However, the actual output is
different when running the report in Word or Excel.

Step by Step — Viewing the Difference Between Preview and Actual Output

1. Select Reports | Run Report. Expand Focus, then Student.

Select the Contact List with Main Telephone Numbers report and click Preview.

2
3. Select On Roll pupils and a year group, for example year 10 or year 3.
4

Bypass the Filter condition on Reg Group is by selecting the Accept All (bypass

filter condition) check box.
5. Click OK to preview the report.
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6. Click the appropriate Run to output the report to Word.

7. Having looked at the report in Word and noticed how it differs from the preview, click
Close to close Word. Click Close to close the Report Browse screen.

Scenario — Sorting a Report

The head teacher would like to have a list of all pupils with their ethnicities. This is needed in

ethnicity order, so that pupils of the same ethnicity are shown together.

Step by Step — Sorting in Preview

1. Select Reports | Run Report and then the Student Focus report called Cultural and
Ethnic Information. Click Run.

Select On Roll pupils and then a year group, for example year 10 or year 3.

Bypass the Filter condition on Reg Group is by selecting the Accept All (bypass filter
condition) check box. Click OK.

Notice that when this is output to Word the report is produced in alphabetical order. Ethnicity
should show for most pupils.

4. This report is very close to what is required but not quite. Click Close.

5. This time preview the Cultural and Ethnic Information report using the same
information selected before. Click OK.

6. This time the preview report results will show the list of pupils. Click the Ethnicity
heading and notice that the list is now in ethnicity order.

7. Click Run to output the report to Word so that the report is in ethnicity order.
8. Having looked at the report click Close.

NOTE: So far you have seen that reports can be run for pupils who satisfy a filter, for
example those that belong to a certain year, registration group, have a special educational
need (SEN) and so on. You have also seen that the same reports can be run for individual
pupils. Sometimes you need to be able to run a report for a collection of pupils that have
nothing obvious in common, for example, those going on a foreign trip.

Scenario — Adding Students to a Trip List in Preview

A school trip to discover the cultural and physical aspects of the Lake District has been
organised. Pupils from one of the school year groups have been invited. Many of the pupils
have accepted but there are still some spaces on the buses, so a few other pupils from a
different year group have been offered the opportunity. You now want to produce a list of
pupils and their home addresses for the trip organisers to take with them.

Step by Step — Adding Students in Preview

1. Select Reports | Design Report, then click the Create a new report hyperlink to display
the Select Data Area screen.

Select Student as the data area and click Next.

The report needs to be for on roll students, click Next or click the No Columns Specified
hyperlink.
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4. From the list of fields, select Legal Surname, Legal Forename, Year Group, Reg
Group and AddressLine.

| New Open E Save bs ~ hﬂun £}, Preview Results

A Select Dota Fields Selectfields to be included in the report

Focus [Student

Here you can choose which items of
information you want to be displayed as Find l:l o Full list Caption|ddressLine

columns in your report

- Hasic details
- Registration..

- Legal Sumame

Famity home: - Legal Forename [Forename]
Additional information.. - Year group [Year]

Medical - Reg group [Reg]

- Meals... <o Addressline

- Parental Consent

- Atendance summary {Cument
“LAttendance summary (Cument)
- Lesson Attendance Summary..
Ethnic/Cultural

i) Youmustselect at least ane field to
include in your report

Load from an existing report

5. Click Next on the wizard, or Filter Students hyperlink to display the Apply Filter
screen.

[ New Open [P Save As ~ ﬁRun L, Preview Results
4 Apply Filter Define Filter
Here you may apply a filter to restrict the &9And... Or.. & Medify 3 Delete

rows in your report S Studerts where
f— Year group is [?] "Year group "

6. To filter a year group click New, find the Year Group field, and then select the Prompt
at Runtime check box. Click OK.

7. Click Next to display the Define Sort Order screen. No changes are necessary as the
default sort order of Surname, Legal Forename (as shown in the top left—hand side of
the screen) will be used.

8. Click Next twice to display the Define Presentation screen, and then select Word List
Report.

9. Click Save As and name the report Lake District Trip.
10. Deselect the Private check box and click OK.

E Save Report As = | B X

Riame |Lake District Trip

Private (]

oK | [ Cancel

11. Click Preview.
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[H New % Open [ Savess ~ mﬂun (), Refresh [] Design
3
“}l Preview Report Results
@Details [E] Extend E’.’.ETDggle H\J"lew \c"'lew:| | Rows: | |
-
8 Enter parameter values for report E@ﬂ
Select All | |[[] Year 7 -
Year group ] Year & |:|
Clear All | |[7] Year 9 =
[] Year 10
[Clstowal |5 yveqr 11 -
[ Accept All (bypass filter condition) —

12. Select any year group, for example, year 7 or year 6. This is the main year group going
on the trip. Click OK.

A list displays a preview of the pupils in the selected year group with their addresses.

ii Preview Report Results
Details [F] Extend E’.’.EEchude B4 View... View [Seleded | Rows i159 I
Forename Legal Sumame  Year Reg AddressLine
Laura Adams Year 7 7A 20 Poplar Avenue, Bedford, MK41 8BL
Sabrina Alsop Year 7 7B 12 Walton Road. Miton Keynes Village. Mitton Keynes, MK10 3AG
Tarak Amnar Year 7 7C 3 Andrews Close. Maulden, Bedford, MK45 2EE
Maya Andrews Year 7 7D The Lodge Duckmill Lane, Bedford, MK42 DAY
Wyatt Andrews Year 7 7E 10 Hurley Croft, Monkston, Miton Keynes, MK10 SEP
Finlay Aston Year 7 T7F 38 St Johns Street, Bedford, MK42 0DL
Gwenneth Astwick Year 7 7F 233 The Rowans. Miton, Cambridge, CB24 6ZA
Skyla Avolon Year 7 T7E 10 Folly Famm, Cranfield. Bedford, MK43 ODL
Steve Bond Year 7 7D 8 Burford Avenue, Northampton, NN3 6AF
Bliis Broden Year 7 7C 2 School Cottages Church Lane, Yielden, Bedford, MK44 1AU
Fletcher Brompton Year 7 7B 17 Hare Lane, Crarfield, MK43 0DT
Samuel Cadilia Year 7 7A 20 Crawley Road. Cranfield. Bedford, MK43 0AB
Zara Cameron Year 7 7A 20 Market Place. By, CB7 4NT
Zach Carlsen Year 7 7B 13 Merchant Lane, Cranfield, Bedford, MK43 ODA
Hannah Carter Year 7 7C 1 FAat Adam & Eve Court Adam & Eve Street, Cambridge. CB1 1DX
LY. B ™ el V., 2 an 1N N Ny s VS rp2QlD

13. Pupils who are not going on the trip need to be removed. To do this, click the pupil’s
name and click Exclude.

More than one pupil can be excluded at once by highlighting a number at a time. To do this,
keep the Ctrl key pressed to select the pupils. If you wish to remove a block of pupils, click
the top pupil of the block, hold the Shift key down and select the bottom pupil; the ones in
between should now be highlighted. The pupils highlighted will be excluded from the trip
when you click Exclude. Make a mental note of some of the names and exclude the first ten

pupils.
14. To view those you have excluded select Excluded from the View drop—down list.

i‘l Preview Report Results

Details [[] Extend [l Exclude | M) View. View: |Seleaed ‘ Rows: (153 |

Forename Legal Sumame Selected Hne

Sabrina Alsop Excluded in Road. Miton Keynes Village, Mitton Keynes, MK10 9AG
Tarak Amnar vs Close, Maulden. Bedford, MK45 2EE

Wyatt Andrews Al ) Croft. Monkston, Miton Keynes. MK10 9EP

Finlay Aston Year 7 7F 38 St Johns Street, Bedford, MK42 0DL

Steve Bond Year 7 7D 8 Burford Avenue, Northampton, NN3 6AF

Eliis Broden Year 7 7C 2 School Cottages Church Lane, Yielden, Bedford, MK44 1AU
Samuel Cadiia Year 7 7A 20 Crawley Road. Cranfield, Bedford, MK43 0AB

Zach Carlsen Year 7 7B 13 Merchant Lane. Cranfield. Bedford, MK43 O0DA

Hannah Carter Year 7 7C 1  Flat Adam & Eve Court Adam & Eve Street, Cambridge, CB1 1DX
Martin Churchill Year 7 7D 10 Dane Drive, Cambridge, CB3 SLP

Emily Coldman Year 7 7E 5 St Johns Street. Bedford, MK42 0AH

Hany Cookson Year 7 7F Pusey House St Giles, Oxford, OX1 3LZ

Edward Cooper Year 7 7F Emmaus Village School Lane, Cariton, Bedford, MK43 7LQ

The last pupil on the list of excluded pupils has been taken off by mistake, highlight them and
click Include.
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i‘ Preview Report Results
Details [T Extend fRlinclude B View.. View: IExduded I Rows: |6 I
Forename Legal Sumame  Year Reg AddressLine
R Llaura Adams Year 7 7A 20 Poplar Avenue, Bedford, MK41 8BL
R Maya Andrews Year 7 7D  The Lodge Duckmil Lane, Bedford, MK42 DAY
R Gwenneth Astwick Year 7 7F 233 The Rowans, Miton, Cambridge, CB24 6ZA
R Skyla Avolon Year 7 7E 10 Folly Farm, Cranfield. Bedford, MK43 0DL
R Fetcher Brompton Year 7 7B 17 Hare Lane, Cranfield, MK43 0DT
R Zara Cameron Year 7 7A 20 Market Place, By, CB7 4NT

15. Select All from the View drop—down list. You will now see all the pupils who are in the
year group originally selected. Some pupils will have an R next to their name which
shows they have been removed from the list.

i‘i Preview Report Results
Detzils [C]Extend [l Toggle B View.. View: [Al | Rows: [159 |
Forename Legal Sumame  Year Reg Addressline
R Laura Adams Year 7 7A 20 Poplar Avenue, Bedford, MK41 8BL
Sabrina Alsop Year 7 7B 12 Walton Road. Miton Keynes Village. Miton Keynes, MK10 SAG
Tarak Amnar Year 7 7C 3 Andrews Close, Maulden. Bedford, MK45 2EE
R Maya Andrews Year 7 7D  The Lodge Duckmil Lane, Bedford. MK42 DAY
Wyatt Andrews Year 7 7E 10 Hurey Croft. Monkston, Miton Keynes, MK10 SEP
Finlay Aston Year 7 7F 38 St Johns Street, Bedford, MK42 0DL
R Gwenneth Astwick Year 7 7F 233 The Rowans, Miton, Cambridge, CB24 6ZA
R Skyla Avolon Year 7 7E 10 Folly Fam, Cranfield, Bedford, MK43 ODL
Steve Bond Year 7 7D 8 Burford Avenue, Northampton, NN3 6AF
Eliis Broden Year 7 7C 2 School Cottages Church Lane, Yielden, Bedford, MK44 1AU
R Fletcher Brompton Year 7 7B 17 Hare Lane, Crarfield, MK43 0DT
Samuel Cadilia Year 7 T7A 20 Crawley Road, Crarfield, Bedford, MK43 0AB
Zara Cameron Year 7 7A 20 Market Place, By. CB7 4NT

16. To add in pupils from a different year group,click Extend.
17. Note that the View is back to Selected.

i‘ Preview Report Results
Detzils [T Extend RfExclude ) View . View: [Selected | Rows: [153
Forename Legal Sumame  Year Reg AddressLine
Laura Adams Year 7 7A 20 Poplar Avenue, Bedford. MK41 8BL
Sabrina Alsop Year 7 7B 12 Walton Road, Miton Keynes Village, Mitton Keynes, MK10 S3AG
Tarsk Amnar Year 7 TC 3 Andrews Close, Maulden, Bedford, MK45 2EE
Maya Andrews Year 7 70  The Lodge Duckmill Lane, Bedford, MK42 DAY
Wystt Andrews Year 7 7E 10 Hudey Croft, Monkston, Miton Keynes, MK10 SEP
Finlay Aston Year 7 TF 38 5t Johns Street, Bedford, MK42 0DL
Gwenneth Astwick Year 7 TF 233 The Rowans, Miton, Cambridge, CB24 6ZA
Skyla Avolon Year 7 TE 10 Folly Farm, Cranfield, Bedford, MK43 ODL
Steve Bond Year 7 7D 8 Burford Avenue, Northampton, NN3 BAF
Bliis Broden Year 7 7C 2 School Cottages Church Lane, Yielden, Bedford, MK44 1AU
Fletcher Brompton Year 7 7B 17 Hare Lane, Cranfield, MK43 0DT
Samuel Cadilia Year 7 7A  20Crawley Road. Cranfield. Bedford, MK43 DAB
Zara Cameron Year 7 7A 20 Market Place, By, CB7 4NT
Zach Carisen Year 7 7B 13 Merchant Lane, Cranfield, Bedford, MK43 0DA
Hannah Carter Year 7 7C 1 Fat Adam & Eve Cout Adam & Eve Street, Cambridge, CE1 1DX
Martin Churchill Year 7 7D 10 Dane Drive, Cambridge, CB3 SLP
Emily Coldman Year 7 7E 5 St.Johns Street. Bedford, MK42 0AH
Hamy Cookson Year 7 TF Pusey House St Giles, Ovford, OX1 3LZ
Edward Cooper Year 7 7F  Emmaus Vilage School Lane, Cartton, Bedford, MK43 7LQ
Rabin Coppler Year 7 TE 10 Rays Close, Bedford, MK42 DBE
Isabella Cosenza Year 7 7D 14 Hawthome Avenue, Bedford, MK40 4HJ
Caleb Coulson Year 7 TC 11 The Burtings, Bedford, MK41 7LA
Francesca Dakota Year 7 7B 4 Swan Road, Wixams, Bedford, MK42 6BW
Lorenzo Defeo Year 7 7A 3 Augusta Drive, Macclesfield, SK10 2UR
Tommy Dennis Year 7 7A 23 Peckover Close, Petesborough, PE2 8UQ
Harley Dicristo Year 7 7B 31 Dtmas Avenue, Kempston, Bedford. MK42 7DR
Stephanie Dixon Year 7 IC 18 Pingle Lane. Northborough, Peterborough. PEG SBW
Susy Dolittle Year 7 7D 6 Penwald Close. Crowland. Peterborough, PEG 0AG

18. Select Excluded from the View drop—down list. This list has grown and now includes
pupils from all different years. Click the Year heading to sort the list in Year order.

19. Select three or four pupils from a different year group by using the Ctrl or Shift key
functionality as described above and, when they are highlighted, click Include.

NOTE: You could have added pupils from View All but you will find they can only be added
one at a time and you have to use Toggle. Using View Excluded is a quicker method.
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ij Preview Report Results
Detzils  Extend [Rlinclude M View... View: |Excluded Rows: (803
Forename Legal Sumame  Year Reg Addressline
Year 8 8A  1Ely Road, Miton, Cambﬁdge CB24 6DD
IE!_E-
X Lz Year 8 8C  1EyRoad, mon Cunbndge C824 60D
X Sophie Year 8 BD 1 Ely Road, Miton, Cambridge. CB24 6DD
IEE;-_
Year 11 1'IB 22 Walton Road, MlonKeynaVlage MlonKeyna MK10 SAG
X Caneron Able Year13 G 26 Fortescue Drive, Shenley Church End, Mitton Keynes, MK5 6AU
X Robest Ackrington Year 13 H 87 Watling Street, Shenley Church End, Miton Keynes. MK5 BAL
m_—m
X Stephen Year 8 8E  12High &red Higham Feﬂets Rwhden NN10 8BL
X Jordan N:.Qon Year 10 10F 22 Gordon Road, Harbome, Birmingham, B17 SHB
X Samantha Acton Year 11 11A 22 Gordon Road, Harbome, Bimingham, B17 SHB
X Adam Adams Year 3 9A 5 Linden Road, Bedford. MK40 2DD

20. From the View drop—down list click Selected.

21. Scroll down the list of selected pupils and at the top or bottom you will probably find
some pupils who are from a different year group and have a & next to their name. This
means that they have been added to the list (the names should match with those who
are included).

Ej Preview Report Results

Details Extend E‘:.EExclude 84 View... Vuew: Rows:

Forename Legal Sumame  Year Reg Addressline
& Jason Aaron Year 8 8B 15 Cottesloe Court, Stony Stratford, Miton Keynes, MK11 TNL
& Graham Abbess Year 11 11A 22 Winchester Circle, Kingston, Milton Keynes, MK10 0BA
& Stanley Ackton Year12 G 12 High Street, Higham Femers, Rushden, NN10 8BL
Sabrina Alsop Year 7 7B 12 Walton Road. Mitton Keynes Village. Miton Keynes, MK10 SAG
Tarak Amnar Year 7 7C 3 Andrews Close, Maulden, Bedford, MK45 2EE
Wyatt Andrews Year 7 7E 10 Hudey Croft, Monkston, Mitton Keynes, MK10 SEP
Finlay Aston Year 7 7F 38 St Johns Street, Bedford, MK42 0DL
Steve Bond Year 7 7D 8 Burford Avenue, Northampton, NN3 6AF
Elis Broden Year 7 7C 2 School Cottages Church Lane, Yielden, Bedford, MK44 1AU
Samuel Cadiia Year 7 7A 20 Crawley Road, Cranfield, Bedford, MK43 0AB
Zara Cameron Year 7 7A 20 Market Place, Bly, CB7 4NT

22. Once you are sure that the list of selected pupils is correct, including pupils from different
year groups, click Run. Remember, if you wanted the list in true alphabetical order you
could click the Surname heading.

Word will open and pupils from all the different year groups will be included. This is the report
that you would then print or save as required.

23. Click Close to close Word and then Close to close the report.

Scenario — Producing a List of Names Using Exclude, Include, Toggle and View

The head teacher wishes to send letters out to parents of a selection of pupils who have
received a number of good work merits. The school has yet to implement the SIMS
behaviour system (but will soon). The head teacher has given the administrator a list of the
pupils and would like a list of addresses along with the parental addressee and parental
salutations for the labels.

Step by Step — Using Exclude, Include, Toggle and View
1. Select Reports | Design Report.

2. Click the Create a new report hyperlink to display the Report Designer screen.
3. Click Student and then Next.
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9.

10.

On roll pupils are required, so click Next or click the No Columns Specified hyperlink.

From the list of fields, select Legal Surname, Legal Forename, Year Group, Reg
Group, Parental Salutation, Parental Addressee and AddressLine.

Click Next on the wizard or click the Filter Students hyperlink to display the Apply Filter
screen.

You want to be able to filter out a registration group as a starting point so click New. Find
the field Reg Group and select the Prompt at Runtime check box, then click OK.

Click Next three times to move past the Define Sort Order screen and the Specify
Effective Date screen. Select Word List from the Define Presentation section, click
Save As and save the report as Students, Addresses & Parental Sal. Deselect
the Private check box and click OK.

Click Preview.

Select any Registration Group. This is the registration group with the most pupils
required in it. If there is not one registration group then select an arbitrary one.

A list displays a preview of the pupils in the selected registration group with their addresses,
parental salutation and parental addressees.

11.

12.

13.

14.

15.
16.

17.
18.

Remove the majority of pupils, as they have not received good work merits by
highlighting the pupil name, and click Exclude. As described in the step by step above
more than one pupil can be excluded at once by using the Ctrl or Shift key functionality.
Exclude most of the pupils and leave three.

Change the View from Selected to Excluded The last pupil on the list of excluded pupils
has been taken off by mistake, so highlight them and click Include.

Click Extend.

Select Excluded from View. The list has now grown and includes pupils from all different
registration groups and years. Click the Year heading. Pupils will now be shown in Year
order.

Select a few pupils and click Include.

Select All from View. Try to select a few pupils and add them to the report. Notice that
this is not possible. Instead pupils need to be selected one at a time and can be added by
clicking Toggle.

Select Selected from View.

Once you are sure that the list of selected pupils is correct, with pupils from different year
groups, click Run. Remember, if you want the list in true alphabetical order, click the
Legal Surname heading.

Word will open and will contain the selected pupils. This is the report that you would then
print or save as required.

19.

Click Close and then Close in SIMS to close the wizard.
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06 Creating Word Mail Merge
Letters

This chapter contains:

(g T= o] (=T ol [ (oo [0 ox 1T o F PP PP PRPP PP
Scenario — Creating a Mail Merge Letter ..........cccooiveviiiiieiniiee e
Step by Step — Creating a Mail Merge Letter ............coooviiiiiiiiiieiiniiieeee e
Scenario — Request to Save a Letter to the Students Linked Documentation
Step by Step — Saving to the Document SErVer..........ccoocueveiiiieeniiiee e
Activity — Letter to Check Ethnicity and Religion ..............ccccceevvcvvviereeeeciinnns

Chapter Introduction

The fields from SIMS can be run as a Word mail merge to produce letters, labels and other
forms.

Scenario — Creating a Mail Merge Letter
The school wants to send a letter home to the parents of pupils who have been listed in
SIMS as More Able.

Step by Step — Creating a Mail Merge Letter

1. Select Reports | Design Report to display the Report Designer screen. Click the
Create a new report hyperlink to display the Select Data Area screen.

? New [ Open Save s+ Run Preview

i Select Data Area

Choose the focus on which to base your
report ...

El- Peaple -
i~ Student
- Staff

m

Applicant
i Cortract
[+ School =
r i The chosen focus will become the rows of
your report
[ << Back ] ’ Mext »x> l Finish

2. Select Student as the data area and click Next.

3. The report is for on roll pupils. Click Next.
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4. From the Select Data Fields screen, select the Legal Surname, Legal Forename,
Gender, Address Block, Parental Salutation, Parental Addressee, Year Group and
Reg Group fields. Click Next.

Selectfields to be included in the report
Focus [Student
Find | 7] [ Full list Captlor‘[ReQ & Clear E] Blank
= Basic details.. ~ & B
Name & Reg = Legal Sumame E
Middle name(s) i ! od Legal Forename [Forename] l M|
+ Chosen Names | p| Gender
- Legal Names | & AddressBlock
Intials Parental Salutation
Legal Forename Parertal addressee
Legal Sumame Init Year group [Year]
Legal Sumame Reg group [Reg]
Inttial & Legal Sum:
Legal Forename &

5. Inthe Define Filter section of the Apply Filter screen, click New to display the Define
Filter Condition dialog.

6. Find the Is More Able field, ensure the Condition is set to Is and select the True radio
button. Select the Prompt at runtime check box and click OK.

EX Define Filter Condition - a X

Focus [Student |

Find I:l b Full list Enter/edit condition phrase
= Basic details ~ Attribute |—||5 More Able

Middle name(s) Condition |is v

+ Chosen Names

¥ Legal Names
Date of bith @ True
Age in years
Days to next birthday (O False
Last Updated
Role Text
Telephone {own) vl Prompt at runtime
Primary Telephone Enter a prompt, or click "Default®

Email {own) Is More Able
Primary Email v

Default

Cancel

7. Click Next.

Leave the sort order as the default and click Next.
The effective date is to be today so click Next.

10. Select Word Mailmerge from the Define presentation screen and click New under
Word Mailmerge Settings to create a new mail merge document.

11. Check that the Enter parameter values for report dialog is correct and click OK.
12. In Word locate Insert Merge Field on the Mailings tab.

13. Click the dropdown next to Insert Merge Field and notice that the fields are the ones
that were added in stage 4. Click anywhere in the Word document to close the Insert
Merge Field drop—down list.

NOTE: To remove the default double line spacing in Word click the Home tab and select No
Spacing from the Styles section of the ribbon. Click back on the Mailings tab once this has
been applied.

UNCLASSIFIED

Creating Word Mail Merge Letters 70




Training Booklet - Standard Reporting - Version 9.1 SREP-1-05

H -0 v s ReportMailm
HOME ~ INSERT  DESIGN  PAGELAVOUT  REFERENCES  MAILINGS  REVIEW  VIEW

ke a - A . 1— 1— JR— A
| Colibri (Body) - |11 ~| K A A~ B¢ Z-iZ-%- &3= 2T | supbeepe | AsBbCeDe

B I U-aex.x Q-%-A- =

Paste TNormal T No Spac...

¥ Format Painter

Clipboard IF} Font [F] Paragraph [F]

14. From Insert Merge Field select Parental Addressee, press Return and select
AddressBlock. Press Enter twice.

15. Enter Dear, press the Space Bar, and then select Parental Salutation from Insert
Merge Field.

16. Press Enter twice, and then select Forename from Insert Merge Field, press the
Space Bar and select Legal Surname from the Insert Merge Field drop—down list.

17. Press the Space Bar and select Year from the Insert Merge Field drop—down list,

press the Space Bar and select Reg from the Insert Merge Field drop—down list.

18. Press the Enter key twice and type I am delighted to inform you that your
(insert merge field - gender) has been selected by (insert merge field-
gender) teachers for inclusion on the Hay Festival of Literature and
Arts trip which will take place this year. Further details will be
forwarded in due course.

19. Press the Enter key twice and type Yours sincerely. Press the Enter key twice and

type Mrs Abell.
20. To enable daughter/son or him/her to be displayed correctly, highlight <<Gender>>

then, select Rules on the Mailings tab and If...Then...Else from the drop-down list as

the rule.
REFEREMCES MAILINGS REVIEW VIEW
D B [5 Rules~ 5> M
= Ask.. ys
Address Greeting Insert Merge = £
s Block Line  Field~ Eill-in... [+
Write & Insert Fields .. Then...Else... Prev|
Merge Record #
Merge Sequence #
Mext Record
Mext Record If...
Set Bookmark...
Skip Record If...
The following graphic is displayed:
Insert Word Field: IF =
IF
Field name: Comparison: Compare to:
Legal_Surname |z| Equal to |E|
Insert this text:
-
Otherwise insert this text:
-
[ OK ] | Cancel |

21. Inthe Field name, select Gender from the drop-down list and observe what should be

used in place of M (male) and F (female).
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Insert Word Field: IF B [l==
IF
Field name: Comparison: Compare to:
Gender El Equal to EI M
Insert this text:
son o~

Otherwise insert this text:
daughter| -

-

o ) [ ]

NOTE: The Compare to box is case sensitive so the M and F should be upper case.

22. Use the same rule for his/her further down the letter.

Tnsert Word Field: IF =
IF
Field name: Comparison: Campare to:
Gender E Equal to E |
Insert this text:
his -

Otherwise insert this text:
her -

[ oK ] [ Cancel

23. Select File | Save and click Close.

24. Click Save As in SIMS and name the report Hay Festival.
25. Deselect the Private check box and click OK.

26.
27.

28.

29.

Save Report As =S|

Mame [Hay Festival |

0K | [ Cancel

Click Run.

Word will now open and a letter for each child will be produced. You may find that some
pupils do not have a Parental Addressee/Salutation field. This will be examined in a
moment.

Having looked at the letters, make a note of the name of one of the pupils as this will be
used in a future exercise. Click Close to close Word without saving. You may need to
close Word a second time to close the merge file. Remember that you normally would
not need to save Word files when running a report as the information can be out of date
as soon as it is produced.

Select Routines | Student | Update Parental Salutation/Addressee | Parental, click
Search and all pupils will be found. Select All from the Select drop—down list.
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Focus Reports  |Routines |Ioo|s Window  Help
< - Admission » b’ - A i ﬁ [{ =2 I: - ,L * | El
B Back = FeE M MBERS D& M=
School L4
Mr ABlad »
Home Pag Data Out
11/08/201 Data In g
Statutory Returns »
o | Student ¥ Batch Import Photographs » :chool Bulletins
" —— »  BulK Updat
Mon, o A Title
0800 Lesson Monitor » Default Meal Patterns CPD programme for Su
. Documents » Leavers
0 CONNEXIONSCARD ™| UpdateSalutation /Addressee  *|  Parental |
e-g-“—i EMA » Delete Student Contact
30 Data Exchange » Change Enrelment Status
1 Qoo Home Page " [ [ |
o v
M Find Studeni(s)
“Search =) Print f] Browse | [} Select ~ Links ~ @Help %Close
Surname Al Forename I ‘ Effective Date @
Selected
Year Group M Reg Group ['(My"‘) v Salutation An‘,—v Addressee Any v
Name Year Group  Salutation Addressee ~
Aaron, Chris 8
Aaron, Jason 8
Aaron, Liz 8
Aaron, Sophie 8
Abbess, Graham 1
Abbey. Sean n v

30. Select the Update Parental Salutation and Update Parental Addressee check boxes
and click Generate.

Generate Parental Salutation and Parental Addressee Information

Eﬂ Save @b Generate

[1 Options 2 Overwrite Options 3 Students

1 Options 2 Overwrite Options
Update Parental Salutation [ Update Parental Addressee Overwrite any existing Information for the selected students m]
3 Students

Name Current Salutation Generated Salutation Salutation Changed  Cument Addressee Generated Addressee  Addressee Changg A
Aaron, Chris Mrand Mrs Aaron Yes Mrand Mrs J Aaron Yes |
Aaron, Jason No No
Aaron, Liz Mrand Mrs Aaron Yes Mrand Mrs J Aaron Yes
Aaron, Sophie Mrand Mrs Aaron Yes Mr and Mrs J Aaron Yes
Abbess, Graham Mrand Mrs Abbess Yes Mrand Mrs T Abbess Yes
Abbey. Sean Mrand Mrs Abbey Yes Mrand Mrs R Abbey Yes
Able, Cameron Mrand Mrs Able Mrand Mrs Able No Mrand Mrs A Able Mrand Mrs A Able No
Ackrington, Robert Mrand Mrs Ackrington  Mrand Mrs Ackrdngton  No Mrand Mrs D Ackring... Mrand Mrs D Ackring... No
Ackton, Stanley Mr and Mrs Ackton Mr and Mrs Ackton No Mr and Mrs R Ackton Mr and Mrs R Ackton No
Ackton, Stephen Mr and Mrs Ackton Yes Mrand Mrs R Ackton Yes
Acton, Jordan Mrand Mrs Acton Mrand Mrs Acton No Mrand Mrs R Acton Mrand Mrs R Acton No
Acton, Samantha Mrand Mrs Acton Mrand Mrs Acton No Mrand Mrs R Acton Mrand Mrs R Acton No
Adams, Adam Mr Adam and Mrs Ad Yes MrHAdamand Mrs ...  Yes
Adams, George Ms Welch Yes Ms | Welch Yes
Adams, Laura Mrand Mrs Adams Yes Mrand Mrs P Adams Yes
Adasheji, Mohammed Mrand Mrs Adasheiji Yes Mrand Mrs T Adasheji  Yes

31. Click Save and then Close to return to the report.
32. Click Run and then OK to see the report again.

Notice that the Parental Addressee and Parental Salutation section of the letter is now
filled in. If you find that salutation for individual pupils has not been completed then this may
mean that no contacts have been allocated with parental responsibility, or that the parents do
not (according to SIMS) live with the pupil. In the pupil’s record, you might want to check that
the parents have a House icon next to the priority, showing that they live with the child.

33. Having looked at the letters click Close without saving. You may need to close Word a
second time to close the merge file, and click Close in SIMS to close the wizard.
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Scenario — Request to Save a Letter to the Students Linked Documentation
Often a school wishes to keep track of letters that have been sent out, in case parents query
these letters in the future. SIMS has an inbuilt document management system (or filing
cabinet) which can store outputs from reports so that they can be recalled later.

Step by Step — Saving to the Document Server

1. Open the pupil record for one of the pupils for whom a Hay Festival letter was produced.
2. Inthe Links panel, click the Reports link.

3. From the Select Report for Student dialog, click the + next to the Focus folder.

4. Click the Student folder.

[E] View %Tools
Report Browse
% My Reports Name Focus Owner Supplier
{:l F:zz;l = Hay Festival Student Adrian Blachker Green Abbey School
D Categories Homework Issue/Inadequate Work Repot  Student Adrian Blachker Green Abbey Schoal
LA Travel Report Student Adrian Blacher Green Abbey School
Lake District Trip Student Adrian Blacker Green Abbey Schoal
Locker Numbers Student Adrian Blacker Green Abbey Schoal
MNew Report Student Adrian Blacker Green Abbey Schoal
Parertal/Carer Relationship Student Adrian Blacker Green Abbey Schoal
Reg Group RTF Student Adrian Blachker Green Abbey School
School List by Reg Group FSM Student Adrian Blachker Green Abbey School
Srhnnl Liet ko ¥ear (Srmin SER Ban Shident Adran Blarksr (Green Shhew Srhnnl

Find the Hay Festival report and run it by double clicking it.

Save the Word output to the computer desktop (or somewhere where it can be found)
with the name Hayletter.doc.

7. Click Close to close Word.

=] Links

Linked Documents
Quick letter

Data Collection Sheet
Send Message
Student Teacher View
History

Reports

SEN

Exclusions
Behaviour Manageme
Timetable

Classes

Attendance
Assessment
Examinations
Courses
Communication Log
Student Curriculum

8. Inthe Links panel, click the Linked Documents hyperlink.
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A Document Linked to: dialog is displayed.

ﬁ Documents linked to: Cameron Able @
Cameron Able
Save Undo
Type Ay M
Documents S )
Attachment  Summary Type Owner Last Modffied On |:| Mew

General Document
SEM Full Description
Student Medical

0K Cancel

9. Select General Document by clicking New.

10. Type Letter to Parent (a summary must be provided) in the Summary field of the
Add Note/Document dialog.

11. The document can be classed as Public, Private or Confidential. Leave this one as
Public.

NOTE: Public - Documents with this status are available to all staff members with sufficient
add/view/edit permissions.

Private - Documents with this status are only available to the staff member who attaches
them.

The system administrator can delete private documents linked to a staff member who no
longer works at the school by using the Maintain Orphaned Documents routine.

Confidential - Documents with this status are only available to school administrators, SEN
coordinators and the senior management team.

12. Type Hay Festival Letter in the Note field.

E Edit Mote/Document: Letter to Parents [ eS|
Edit note/document
Type General Document - Status Public -
Summary Letterto Parents
Mote Hay Festival Letter
Attachment i
Attachment |Hay1eﬂer.doc:x |
Last uploaded | | ID \-"'lew] l_’ %  Open I
Document Log
F' -
oK | [ cancel
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13. Click field browser (magnifying glass) on the Attachment line.

14. Navigate to the Hayletter.doc Word file and click Open; the filename will now show in
the Attachment line.

15. Click OK.
= Documents linked to: Gareth Bailey \L-
Gareth Bailey
H Save ‘?9 Undo
Type |Any b
Documents
Atachment  Summary Type Owner Last Modified On [ New
[ Letter to Parent General Document 10/05/2018 - Open
%2 Delete
| 0K | | Cancel

16. You are now in the Documents Linked area; click Save. This will upload a copy of the
document into the SIMS document server, which will remain even if the Word document
is deleted from the original location. In this way information can be copied from pen
drives or temporary drives.

17. To view the document, double-click the Letter to Parent summary.

18. Click View and a message will be displayed to say the document will be opened as
read-only. Click OK to view the document.

ﬁ Edit Mote/Document: Letter to parent | 7 || 3 |

Edit note/document
Type General Document - Status Public -
Summary Letter to parent |
Note Hay Festival letter

Attachment ]
Attachment Hay Fes -D = @

ocuments

Last uploaded View

Document Log

Print

oK | [ Cancel

19. Having viewed the letter, click Close to close Word.
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20. The document is now complete. Click Cancel twice and close the pupil’s record by
clicking Close.

Activity — Letter to Check Ethnicity and Religion

The school has decided to ask parents to check the ethnicity and religion recorded for the
pupils. Create a brief letter asking parents to check the ethnicity and religion that is in SIMS.
The content of the letter could be as follows:

We are updating our pupil records. Please check the Ethnicity and
Religious information that we hold about your child below, make any
necessary changes and then send the sheet back to school.
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07 Creating Labels with Mail Merge

This chapter contains:

(@311 (=T g i oTo (Ui 110 ] o FR PRSP PPPPPPPPN
Scenario — Address Label Request .............
Step by Step — Mail Merge Labels..........ccccccceerneene
Activity — Special Needs Students Address labels

Chapter Introduction

You can use mail merge to produce labels in the same way as you can produce mail merge
letters as outlined in the previous chapter. The labels could be for envelopes, folders or exam
desks for example.

Scenario — Address Label Request

The business manager has requested address labels to be set up so that a registration group
can be selected when running the report.

Step by Step — Mail Merge Labels

1. Select Reports | Design Report or click the Design Reports icon.

Click the Create a new report hyperlink.

Select Student in the Select Data Area screen and click Next on the wizard.

The report needs to be based on roll pupils so click Next on the wizard.

o bk~ 0D

Select the Parental Addressee and AddressBlock fields.

D Mew [ Open E Savelis - EﬁiF{un 01, Preview Results

e e

Focus [Student

Here you can choose which items of

information you want to be displayed as Find |:| & Full list Caption|AddressBlock

columns in your report

- Year of leaving -
Parertal Salutation
AddressBlock

4 i You must select at least one field to
include in your report

e Part time
- Year group at DOL @

£+  |oad from an existing report

[ <2 Back ] [ Mext == ] E;adndd::ee

6. Click Next on the wizard.
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7. Inthe Define Filter section of the Apply Filter screen, click New, select Reg Group as

the Attribute and is one of as the Condition, and then select the Prompt at runtime

check box. Click OK.

B Define Filter Condition

[E=mEoR (=

Focus |5tuder|t

Find

e | & Fulist

Enter/edit condition phrase

Atibute

4

- Leaving Date

- Oin roll fwithAwithout AdN
UPN

~

Condition [is one of

7]

Local UPN B Select All | [T 104
- Fomer UPN — ] 108
- Educated in another site Clear All [ 10C
Unique Leamer Mumber [F] 10D

- Atends Edemal Classes

- Year group
Cument/Leaving Year

- Curmrent/Leaving Reg

- Cumrent NCYear

1 | 3

[C]] Show an

[ Prompt at runtime
Enter a prompt, or click "Default™

Reg group

oK

) (i)

8. Click Next on the wizard. The default sort order is satisfactory for this example.

9. Click Next twice on the wizard to display the Define Presentation screen.
10. Click Word Mailmerge, then in the Word Mailmerge Settings panel click New.

Presentation

B Word List Report
B Word Maimerge
Form Report (RTF)

O Allow cheice of outp

[ccoook | [ ed
Repaort Summary
Report Name:

effective on: 10/09/2018

® Data area: Student - Popy

® [aia Fields: Parental Saluf

O Accept All (bypass filter condition)

0K

| [ cancel

Focus Reports  Routines  Tools Window Help
<« . Forward ¢ - g =15 R | o KB Bs
B & Bk =t B3 Y BPWENBBECES A0 a MxE o
[H New % Open [P say e _Ta @ Help 58 Close
) = Enter parameter values for report -
-i Define presentat
Here you can desigr| E ~
the different types of | Reg group Clear Al E 152
Select the presental 1100
[ show an 7 10e o

jng the New button
g label templates, use

jgn immediately. This

jal maimerge document,

11. Select a registration group, for example 10A or 3TO and click OK. This gives Word

some data. Word will now open and the Mail Merge fields can be set up.

Creating Labels with Mail Merge
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12. Word will open on the Mailings tab, select Labels... from the Start Mail Merge drop—
down list to display a side task bar.

FILE HOME

INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS RE!
=1 e B OB 5 B
Envelopes Labels Start Mail  Select Edit Highlight ~ Address Greeting Insert Merge
Merge ~ Recipients ~ Recipient List [Merge Fields  Block Line Field =
Create B Letters Write & Insert Fields
) E-mail Messages
El Envelopes...
FD Labels...
D Directory
E] Normal Word Document
5] step-by-Step Mail Merge Wizard...

13. The Label Options dialog box will be displayed.

Label Options m

Printer information

(O Continuous-feed printers

(®) Page printers Tray: Default tray IZI
Label information

Label vendors: | Avery A4/A5 IZI
Find updates on Office.com
Product number: Label information
L7159 ~ Type: Address Label
L7160 .
LT160CL Hélght. 3.81 cm
L71600QP = Width: 6.35 cm
L7160X Page size: 21 cm = 29.69 cm
L7161 v
| Details.. | | Newlabel.. | | ok || Concel |

14. Change Label vendors to Avery A4/A5.

15. The product numbers shown are now the Avery label codes for A4 or A5 sheets.
Select Product Number L7160 and click OK to display a table on the Word page.

16. Click in the first label on the sheet then the Insert Merge Fields drop—down list. The

fields that were selected in SIMS are now displayed in a list.
17.

18.
19. Select AddressBlock from the Insert Merge Fields drop—down list.

Click Parental _addressee.

Press Enter after <<Parental _addressee>>.

UNCLASSIFIED

Creating Labels with Mail Merge 81



Training Booklet - Standard Reporting - Version 9.1

SREP-1-05

h Home Insert Page Layout References Mailings Review View Developer Design

Edit Highlight Address Greetingilnsert Merge‘ - Preview

Envelopes Labels | Start Mail Select

Merge - Recipients = Recipient List | Merge Fields Black  Line |
Create Start Mail Merge

Write &

: 2 Rules ~ «@g;l

I & Mateh Fields

Field - | (2] Update Labels | pesyits

In Parental_addressee

AddressBlack

Insert Mail Merge Field |

E «Parenta\_addre;sse»l

20. One label is now set up, click Update all labels which is in the Mail Merge task bar.

«Parental_addressees

«AddressBIDck»l

«MNext Recard»«Parental_addressee»

«addressBlocks

«Mext Record=»«Parental_addressees
«&ddressBlocks»

«Mext Records«Farental_addressess

«addressBlocks

«MNext Recard»«Parental_addressee»

«addressBlocks

«Mext Record»«Parental_addressees
«AddressBlocks

«Mext Record»«Parental_addressees

«tddreszBlocks

«Mext Record»«Parental_addressees

«AddressBlock»

«Mext Record»«Parental_addresses»
«addressBlock»

21. Click Next on the Mail Merge task bar and you will now see a preview of the labels.

Previous and Next on the wizard can be used to display the labels, as required.

]

rand MrsF Abbot Mrand MrsR Ackton Mr M Boman
16 Brickberry Close i 12 High Street ‘Faldo Farm
Hampton Hargate | Higham Ferrers Faldo Raad
Peterborough | Rushden ‘Barton-Le-Clay
PE7 8AR + NN10SBL ‘Bedford
MK45 4RF
rand Mrs 1 Candy " Mrand Mrs ] Candy “Mrs § Dahl

2 Willows Mill Farm Courtyard

© 2 Willows Mill Farm Courtyard

Beachampton : Beachampton 52 Paradise Lane
iltan Keynes { Milton Keynes Birmingham
K13 6DS : MK196DS 'B28 OEH
rand Mrs G Davies Mrs S Etten Mr and Mrs A Gasman

‘Flat 73 Brookmeadow Court

11 AbbessGrove
Birmingham
B25 8YB

. 6 Harlestone Court
: Giffard Park

: Milton Keynes

: MK145PD

‘24 Diddington Close

‘Milton Keynes

Bletchley

MK2 3EB

a) InWord 2010 onwards select File | Save, then File | Exit.
b) In Word 2007 select Office Button | Save, and then select Office Button | Exit

Word.

You will be returned to the SIMS reporting screen.

22. The merge document is now attached to the report, so save the report. Click Save As
and name the report Parents’ Labels. Deselect the Private check box and click OK.

23. Click Run and then OK to run the report and select a different registration group.

Creating Labels with Mail Merge
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13 Engaine Drive
Shenley Church End
Milton Keynes
MEKS 6BA

11 Engaine Drive
Shenley Church End
Milton Keynes
MEKS 6BA

[
pirs k ADAMS DrD Banner Mrs D BATCHELOR
28 Water Lane 41 Engaine Drive 1 Bevan Place
Wootton Shenley Church End Cardiff
Narthampton Milton Keynes CF14 3UX
NN4EHE MKS 6BA
MrsC BROAD Mrand MrsP CARR

17 Engaine Drive
Shenley Church End
Milton Keynes
MEKS 6BA

Mr D CLARKE
34 Cunningham Way

Eaton Socon

Mrand MrsS G CLOUTER

23 Millbrook Road

TS

Mrand Mrs N DAY
4 Millbrook Road

ar

24. Click Close.

Activity — Special Needs Students Address labels

The school needs to send out letters to all the parents of pupils who are on the Special
Needs Register. Use the Parental Addressee and AddressBlock fields to create the labels.

Creating Labels with Mail Merge

UNCLASSIFIED

83



Training Booklet - Standard Reporting - Version 9.1 SREP-1-05

O 8 Excel Outputs

This chapter contains:
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Chapter Introduction
SIMS reports can be output to Excel as well as to Word.

Scenario — Request for Excel List

The SENDco would like the School List by Reg Group with SEN Code report created
earlier to be run for a year group and to be output to Excel with each registration group put
on a separate worksheet.

Step by Step — Output to Excel

1. Click the Design Reports icon, click the Open an existing report hyperlink and from
My Reports open the School List by Reg Group with SEN Code created in an earlier
Step by Step.

iai Refine Data Area

Refine the Data area that you have
chosen to base your report on.

My report is based on Student

On roll v
Back Next >> Finish
Report Summary

Report Name: School List by Reg Group with SEN Code
effective on: 05/09/2019

@ Data area: Student - Population: On roll

® Dtz Felds Sumame, Forename, SEN Status Code.,
Date of birth, Reg group. Blank column headed ‘SEN Notes'

@ Fitter Students where:
Year group is [?] "Year group is:"
and Reg group is [?] "Reg group is:"

@ Sori Order Reg group, Sumame, Forename, Legal
Forename

@ Default Output: Word List Report
Duplicates suppressed in complex reports
Report Title: School List by Reg Group

UNCLASSIFIED
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The current output setup is as a Word List. Click on the Default Output hyperlink in the
Report Summary area. Select Excel from the list on the left. In the Excel Settings section

deselect the check box Go straight to Print Preview.

I‘ Define presentations Enter required settings for report output types
Here you can design the settings for Report Title [School List by Reg Group
the different types of output Suppress duplicates [
Select the presentation for the report
P 5 Excel Settinas
Presentation
BY¥ Word List Report Di
B¥ Word Mailmerge ivider N
E3Fom Reporte:Tg?TF) {(®) Standard Portrait Frequency 5 2
€ Excel (O Standard Landscape Number of ™
ﬁ Web page O Report Template Fixed Columns =
Text
% Analysis [ Go straight to Print Preview
Allow these settings to be changed :
[ Allow choice of output at run-time O 3t run-time L] Geoep ke separite S
[J Record count  |"EC0MEs
<< Back ‘ Next >> Finish Without ticking the box to use these settings, the report will go straight to Excel. You may need to untick
the Suppress Duplicates box if you expect to see repeated rows

Report Summary

Report Name: School List by Reg Group with SEN Code A

effective on: 05/09/2019

Save the report with the same name.

Run the report selecting one Year group, select the Accept all (bypass filter

condition) check box for the Reg group and SEN Status.

4. This report will now run and Excel will be loaded.

In Office 2010 and 2013, a message may be displayed about a macro security warning. If

this message appears, click Enable Content.

Home Insert Page Layout Formulas Data Review View Develope
O Cut L. = | -
= & Cu Arial s - At A = || -  SHiwrap Text
'; N 153 Copy ~ Rk )
aste - - - = =
- # Farmat Painter £ M ot &8 Merge &
Clipboard ™ Fant Alignment
. Security Warning  Macros have been disabled.
H26 -
A B C D E F Ge
1
2

In Office 2007, a message may be displayed about a macro security warning. If this
message appears click Options, select Enable this content and click OK.

Bt & ||[[B £ T~ -[|%3 - A= = =E|EE | H-
Clipboard ™= Font L] Alignment L]
@ Security Warning Macros have been disabled. Options...
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5.

Notice that at the moment the list is one continuous list.

A B C D E F
1 |Surname |Fnrename SEN DOB Reg|SEN Notes|
2 |Abimbola Deon 14 May 2008 TA
3 |Benson Zachary 22 December 2007 7A
4 |Bernhagen Claus 09 May 2008 TA
5 |Berry Claire 30 April 2008 TA
6 |Candy Tilly 05 December 2007 7A
7 |Dixon Freddie 14 May 2008 TA
8 |Doyle Polly 03 July 2008 TA
9 |Flowers Monty 15 August 2008  7A
10 |Fox Willow 12 May 2008 TA
11 |Harrison Daniel 20 September 2007 7A
12 |Harrison Michael 20 September 2007 7A
13 [lbrahim Sapele 07 November 2007 7A
14 |Jack Nathaniel 23 November 2007 7A
15 |Lucas Jordan 11 September 2007 7A
16 |Lucas Philip 09 May 2008 A
17 |Mead Andrew 17 April 2008 TA
18 |Molita Nicola 04 January 2008 7A
19 |Nott Elizabeth 31 January 2008 7A
20 |Nuggent Mila 14 July 2008 TA
21 |Sedlak Strom 26 July 2008 TA
22 |Shelton Tyler 23 February 2008 7A
23 |Singh Inderjit 12 September 2007 7A
24 | Smyth Cheryl 14 May 2008 TA
25 |Wood Mia 23 November 2007 7A
26 |Wright Florence 14 November 2007 7A
27 |Yarlett Lily 08 August 2008 7A
28 |Yusaf Adan E 12 March 2008 TA
29 |Adams Ethan 28 November 2007 7B
30 |Bassett Joseph 07 May 2008 7B
31 |Benson Malik 10 October 2007 7B
32 |Booth Alfie 15 August 2008 7B
33 [Ching Susie 14 May 2008 7B

Close Excel. Back in SIMS, in the Define Presentation section of the report, select the
Group into separate sheets check box. To define what field should be used to group
the data and split onto separate sheets by, two criteria must be satisified in the report
design. The last column of the data and the primary sort order must match as it is this

data field that will be used to group the data onto separate worksheets in Excel.

j New Open E SaveAs ~

ﬁi Define presentations

the different types of output

hFlun

Here you can design the settings for

Select the presentation for the report

Presentation

¥ Word List Report
TBF Word Mailmerge
[ Form Report (RTF)
38 Excel

B web page

|=] Teat

%, Analysis

<« Back Next =»

Report Summary

[ Allow choice of output &t run-time

Finish

i Preview

Results

Enter required settings for report oulput types

Report Title

|Schoo| List by Reg Group

Suppress duplicates  [o]

Excel Sefiinas

(*) Standard Portrait
7} Standard Landscaps
(7} Report Template

O Allow these settings to be changed

at run-time

Without ticking the box to use these settings, the report will go straight to Excel. You may need to urtick the Suppress Duplicates

Divid _
F;;lueénw
Fixed Columns

[ Ge straight to Print Preview

Number of

[l Group into separate sheets

[ Record count

Excel Outputs
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7. Navigate back to the Data Fields selection step of the wizard using the Back button or

the Data Fields hyperlink.

| << Back Next >> Finish

Report Summary
Report Name: School List by Reg Group with SEN Code

gffective on: 05/09/2019

E Data area: Student - Population: On roll

Data Fields: Sumame, Forename, SEN Status Code,
Date of birth, Reg group, Blank column headed 'SEN Notes'

® Fier Students where:
Year group is [?] "Year group is:"
and Reg group is [?] "Reg group is:"

® Sort Order Req group, Sumame, Forename, Legal
Forename

® Default Output: Excel
Duplicates suppressed in complex reports
Report Title: School List by Reg Group

8. Reg group, as the field to split the workbook by, must be the last field in the list of fields

selected. Move it down using the down arrow key in the right margin.

Select fields to be included in the report

Focus | Student

Find | | & Fulllist

Capﬁon ":') Clear m Blank

= Basic details...
. e Name & Reg

- Middle namels)
e Chosen Names
- Legal Names
-~ Date of bith
Ageinyeal"s
-~ Age fym)

- Last Updated

- Days to next bithday

: Sumame
Q - Forename

o SEN Status Code [SEN]
< i Date of bitth [DOB]

o [Blank column] [SEN Notes]
Reg group [Reg]

A o [Student]

@ ©

9. Navigate to the Sort Order step of the wizard.

10. Reg group, as the field to split the workbook by, must be the primary sort field. If it is not
already selected, add it and move it to the top.

Select fields on which to sort the report

Focus |Student

Find [ | 68 Fulllist

Sort fields gick for descending):
| ] Reg aroup

= Basic details...
b Middle name(s)
- Chosen Names
- Legal Names
- Date of birth

- Age in years

e [ ey

- Days to next bithday

7] Sumame
[] Forename

&
=

Excel Outputs
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11. Save the report with the same name.

12. Run the report selecting one Year group, select the Accept all (bypass filter
condition) check box for the Reg group and SEN Status.

The Excel file produced will have each registration group split onto separate sheets.
Notice that the Registration Group data field is not listed as a data item in the report
when the output is split onto separate sheets as it is on the sheet tab and in the sheet
header when printing.

42
43
44
45
46
147 ]
458

W 4 v WANTASTETC A TDATE LT/
Feady

13. Exit Excel.

NOTE: Group into separate sheets works only if the following three options are set up in the
report design

- the item you wish to group by is the last selected data field
- the item you wish to group by is the first selected sort order field

- Group into Separate Sheets is selected in the Excel Settings.

Activity — Request for Special Needs Register

The school would like to produce a Special Needs Register in Excel with each stage of the
register being on a separate worksheet. Create a report which has the Surname, Forename,
Year Group, Reg Group and SEN Status data fields.
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09 Basic Analysis

This chapter contains:

(@311 (=T g i oTo (Ui 110 ] o FR PRSP PPPPPPPPN 90
Scenario — REQUEST FOI SEIN FIGUIES ... ...ieiiiiie ettt e e oo ettt e e e oo e a bttt e e e e e e e s b be et e e e e e e aabb bt e e e e e e s nnbsbeeeeeeeansnbeeeeas 90
3] o o)) (=] el == T (o Y P PP PU ST OTPRRTPPN 90
ACtiVIty — NUMDET BrEAKUOWN ..ottt a et e e b bt e e et et e e ahb et e e aa bt e e aa b et e e enbe e e e aabeeesbaeeeanes 94

Chapter Introduction

The analysis tool enables school to analyse two fields against each other. It is a useful way
to check data before census, but also if numbers are required it is a quick way to find the
information.

Scenario — Request for SEN Figures

Census is imminent and the school needs to check how many pupils are on their SEN
register.

Step by Step — Basic Analysis

1. Select Reports | Design Report or click the Design Reports icon; click the Create a
new report hyperlink.

In the Student data area, click Next on the wizard.
The report should be based upon pupils on roll. Click Next on the wizard.

Select the Name & Reg, Year group, Reg group and SEN Status fields (Name & Reg
is the first field displayed when you drill down in analysis).

] NOTE: A minimum of three fields is required in an Analysis Report.

[5 New % Open [ Saveds ~ EﬁRun ), Preview Results
4 Select Data Fields

Selectfields to be included in the report
Focus [Student

Here you can choose which items of

information you want to be displayed as Find |:| & Full list Caption|SEN Status

columns in your report

Basic details... -~
Reaistration... ; E") = Name & Req [Student]
= Family home... - Year group [Year]
() Youmustselect at least one field to Additional information... ]| i Reg group [Reg]
include in your report Medical = SEN Status
[+ Meals...
- Parental Consent...
® Attendance summary (Cume|
- %Attendance summary (Cur|
03] Lesson Attendance Summa|
Ethnic/Cuttural...
Load from an existing report & History...
= SEN...
<< Back Next >> Finish o

SEN Start date

Fad od NI PR S |
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5. Click the Default Output hyperlink (a filter or a sort order are not needed as you are
analysing the information), and then select Analysis from the Define presentations
panel.

¥ New [ Open [P SaveAs ~ “Run | Preview Resulis

i Define presentations Enter required settings for report output types

Here you can design the settings for Report Title I

the different types of output Suppress duplicates [
lect th tation for th

Select the presentation for the report s

Presentation
B¥ Word List Report
B¥ Word Mailmerge
Form Report (RTF)
38 Excel

S web page

=] Text

%ﬂ

[ Allow choice of output at run-time

| <<Back | | Next s | | Finish

6. Click Run to run the report and the analysis will begin.

7. The Row and Column field names can be altered. If Year is against Reg then the
analysis is showing how many pupils are in each registration class.

M SIMS Analysis 2 | B |
10D 10E
Year 7 [U ] i} ] ] ] ] ] ] ] ] 0
Year & [ ] i} ] ] ] ] ] ] ] ] 0
Year 9 [ ] i} ] ] ] ] ] ] ] ] 0
Year 10 g 27 29 27 27 27 ] ] ] ] ] 0
Year 11 [Il ] i} ] ] ] 26 26 27 26 27 26
Year 12 [Il ] i} ] ] ] ] ] ] ] ] 0
Year 13 [Il ] i} ] ] ] ] ] ] ] ] 0
Total | 27 29 27 27 27 26 26 27 26 27 26
< [ 3
Shading ot Row | year *| Calculate m Forrnula ICDunt ;I
]
Col widky S Col Im ) = Count
Decimals IE I |
Copy to Excel | Edit Score Tables Cloze |
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8. If the SEN_Status is selected from the Column drop down list, the grid produced will
display the number of pupils with each level of special needs in each year group.

[y SIMS Analysis (= -
Monitor INo Spec SEN SupStatemer{None} Total
1 150 153
1 150 160
1] 151 180
2 172 177
1] 150 158
0 30 32
4 863 926
Shading % Fow |'vear | Cakculate ITotaI 'I Farmula ICount j
Col width 4 EN Status | Decimak [0 | [Count
Copy ta Excel | Edit Score Tables | Cloze |

9. Click one of the numbers and a list of the pupils will be displayed, therefore informing
you who makes up the number (the Name & Reg field was used first in our design so
that this information is displayed when you click the number).

10.

Rows and columns can be combined if you want to see how many SEN Support and

Education, Health and Care Plan pupils in the school have combined. These can be
displayed in the report as one column. To do this increase the column width by clicking

the Col Width line and increasing it.

& SIS Analysis (= [E S
Education, Health and CareMonitor Language Skills Mo 5Special Educational Me SEN Support
Year ¥ [ 1 1 53
Year 8 [ 1} 1} g
Year 9 9 1} 19 9
Year 10 [g 1} 1 2
Year 11 B 1} 3 &5
Year 12 K 1} 2 0
Total [Eg 1 26 30
] ¢
Shading i HDWIYear vl Calculate ITotaI 'l Farmula IEount j
J
Col width  feeeese s Column ISEN Status vl : - Count
_ Decimals IE I :
Copy to Excel | Edit Score Tables Close |
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11. When you can see the full titles, click SEN Support and drag it on top of the column
named Education, Health and Care Plan; the numbers will now be combined.

=REEn x|

You can also do this with the rows, putting a specific key stage together.

i SIMS Analysis

Monitor Language Skills Mo SpEducation, Health and Care Plan.5EN Support Statement
Year 7 | 1 g 1
Year & [1 1] 12 1
Year 9 [U 19 |15 1}
Year 10 [i} 1 7 2
Year 11 [i} 3 g 0
Year 12 [i} 2 3 0
Total | 26 |55 4
4 2
Shading 1" e F‘”‘”m Calculate m Formula IEount LI
J
Col width e ® Column ISEN_Status vl 5 I 'l Caunt
Decimals |0 I )
Copy to Excel | Edit Score Tables | Cloze |

12. If you want to unmerge a column or row, select the column then right—click the heading;
the option Unmerge selected columns can also be used.

13. Click the Shading line and drag the pointer a little of the way along the line. The analysis
grid will now start to display colour. The deepest colour is used for the largest number.

[F SIS ATy

L_I_Ig

Monitor Language Skillz

Year 7 |

Mo Special Educational Me Education. Health and CareSEN Support

Year 8 i}

Year 9 i}

Year 10 [i}

Year 11 [i

Year 12 [I

Total |

4

5 hadlng \: T w'

T L

Col width

Faw IYear

Column | SEM_Statuz | w I

[recimals I o= I

d Calculate ITotaI vI Formula IEount

L4

ICount

Copy to Excel |

Edit Score Tables

Close

Basic Analysis
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14. Notice that in Calculate, you are currently looking at Total, but could select Average or
% Population. % Population can be very useful for finding out what percentage of the
population is being represented.

f¥ SIMS Analysis [ -
Monitor Language Skills Mo Special Educational He Education. Health and CareSEN Support
Year 7 [[=8 0z 0% 1%
Year B [ 0% 03 1%
Year 9 [i=3 2% 1% 1%
Year 10 [ 0% 1% 0%
Year 11 [[=3 0z 0% 1%
Year 12 [ 0z 0 0z
Total  [ik4 3% 3% 3%
4 2
Shading  fgummmmme B [ooer L Faormula IEount ﬂ
Col waidthy s Cofyrn ISEN_Status 'I Btk ID 'I IEount
Copy to Excel | Edit Score Tables | Cloze |

15. To send this grid to Excel, click Copy to Excel.

16. Notice that the values and the formulas are carried through. This is useful if you find you
have missed someone as you can add them manually into Excel.

E;n\.' =] N =
—Q/] Home Insert Page Layout Formulas Data Review View Developer
3 °¢° cut Calibri S A AT == | =FWrap Text
Faste w3 cony - == I -
- % Format Painter ‘B L O - == || £ Merge & Center
Clipboard (F] Font (F] Alignment IF]
Al - I | SIMS Analysis (Year x SEN_Status) Numbers represent: C
A B C D E F G H 1
1 |SIMS Ana !ysis(YearxSEN_Status] Mumbers represent: Count
2
3 Monitor L No Specia Education SEN Suppt Statemen {None}  Total
4 Year 7 0.107391 0.107981 0.323974 0.647948 0.107991 15.87473 17.17063
5 Year 8 ] 0 0.431965 0.863931 0.107991 15.87473 17.27862
6 |Year 9 0 2.051836 0.647948 0.971922 0 15.76674 19.43844
7 Year10 0 0.107991 0.539957 0.215983 0.215983 18.03456 15.11447
& Year1ll 0 0.323974 0.431965 0.539957 0 15.76674 17.06263
9 Year12 0 0.215983 0.323974 1] 0 9.395248 9.935205
10 Total 0.107991 2.807775 2.699784 3.239741 0.431965 90.71274 100

11

17. Click Close to close Excel. Click Close to close Analysis and close the report without
saving.
Activity — Number Breakdown

The school’s chair of governors would like a breakdown of the number of pupils from different
ethnic groups. Use the Name & Reg, Year Group, Reg Group and Ethnicity fields.

= Inyear 8, or year 3, what are the names of the pupils who have the ethnicity of Italian?

= How many pupils in the school have an ethnicity of Japanese?
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= In key stage 2 (KS2) or key stage 3 (KS3) how many pupils are Black Caribbean?
= How many pupils are in year 10, or year 37?
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10 Working with Reports

This chapter contains:

(@311 (=T g i oTo (Ui 110 ] o FR PRSP PPPPPPPPN
Step by Step — Exporting Reports......
Step by Step — Importing Reports......
Step by Step — Deleting Reports. ........ccccoovvveeriiieeinieeeninne.
Scenario — Request to Use My Favourite Reports Panel
Step by Step — Running Reports from the Favourite Panel on the Home Page

Chapter Introduction

This chapter explains how to import and export reports, delete reports and use the Favourite
Reports panel on the SIMS Home Page. Import and export is a useful way of sharing reports
between schools, consortiums and the LA.

Step by Step — Exporting Reports

1. Exporting reports is carried out by selecting Reports | Export.

2. Select a report or several reports using the Shift key or Ctrl key.

m Select reports to export L = |6 é]
[E] View Z&Tonls @ Help
Report Browse
EE] Focus || Name Focus COrwner Supplier Updated Version

ggent — || School Leavers Student Imported CES Reporting Services  17/11/2005

Class School List by House Student Imported CES Reporting Services  01/08/2011

Bspact Schoal List by Reg Group Student Imported CES Reportting Services  01/08/2011

Contact Schoal List by Year Group Student Imported CES Reporting Services  01/08/2011

Group School List in Alphabetical Order Student Imported CES Reporting Services  01/08/2011

Category School List: Alphabetical Crder Student Imported CES Reporting Services  17/11/2005

Template £ | Schoal List: House Order Student Imported CES Reportting Services  17/11/2005

Gradeset School List: Reg Group Order Student Imported CES Repotting Services  17/11/2005

Resuftest School List: Year Group Order Student Imported CES Reporting Services  17/11/2005

OMR Template SEF B2.1 - Mumber of Leamers Student Imported CES Reporting Services  01/08/2011

Resutt SEF B2.10 - Nature of leaming difficulties Student Imported CES Reporting Services  18/03/2011

Marisheet SEF B2.10Nature of leaming dificutiss Studert  Imported CES Reporting Services  01/08/2011

SEN Review — | SEF B211-Gfted and Talented Leamers  Studert  Imported CES Repotting Services  01/08/2011

SEN Event SEF B2.14 - Arivals Mobility Student  Imported CES Repotting Services  01/08/2011

Agency SEF B2.14 - Leavers Mabity Studert  Imported CES Reportting Services  01/08/2011 -
Diary SEF B2.16 - Looked After Children Studert  Imported CES Reporting Services _01/08/2011 |= uﬂ

3. Click OK and the selected reports will be listed as Reports to Export.

ﬂ Export report(s) l == ﬂ
Export reportand
Destination £2-0pen

Reports to Export

Schoal List by Reg Group
Schoal List by Year Group

¥l Include i i in exported file

Export Cancel
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4. Click Open, and then select a location to export the file. The best place for this might be
the desktop, or a portable device.

ﬁ Export léj
@l\:/nv|l Desktop  » - | g | | Search Desktop ol
Organize - MNew folder g @
4 30 Favorites : Libraries Jill Green
Bl Desktop _"I System Folder Jﬁ?} Systemn Folder
5l Recent Places | - — =
¥ L Computer e Metwork 1
4[5 Libraries =SS System Folder L System Folder
' E_‘] Capita i SIMS Census
+ [3] Documents {\  Filefolder [ Filefolder
> ,J’. Music
[ Pictures drive | early years
> B Videos | File folder i\ Filefolder
File name: School List by Reg Group.RptDef -
Save as type: | Report definition (*.RptDef) V]
4 Hide Folders [ Save l l Cancel ]
5. Name the file, for example, Reports for Consortium, and click Save.
6. Click Export and the report definitions are saved in the file Reports for
Consortiums.rpt.
m Export report(s) NN X
Export report and associated presentahon documenis
Destination C:\Users‘jgreen*Desktop*School List by Reg Group.RptDef @DDEH

Reports to Bxport

School List by Reg Group
School List by Year Group

[+l Include associated presentation documents in exported file

(oot [ Corce ]

Note that the report definitions have been saved, no information about the actual pupils in the
school is gathered in the export process.

The reports for the consortiums.rpt file could now be given to those schools requiring the
report definitions.
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Step by Step — Importing Reports
1. Toimport a report definition file, select Reports | Import.

T . « ProgramFiles » SIMS » SIMS.net » Search SIMS .net P

Organize v New folder =~ @M @

~

Name Date modified Type Size

';:? Favorites
B Desktop || SIMS_ADP_Predefined_Reports_v7168.Rpt... 03/07/2019 09:07 RPTDEF File
& Downloads __| PreDefined_Reports w7188 RptDef 03/07/2019 09:07 RPTDEF File
%1 Recent places || PreDefined_Reports_v7186.RptDef 18/03/2019 13:00 RPTDEF File

__ PreDefined_Reports_v7184.RptDef 12/10/2018 11:46 RPTDEF File
™ This PC | PreDefined_Reports_v7182.RptDef 26/06/2018 12:21 RPTDEF File
| PreDefined_Reports_v7120.RptDef 01/03/2018 08:24 RPTDEF File
€ Network __| PreDefined_Reports_v7178.RptDef 04/10/2017 16:44 RPTDEF File
|| PreDefined_Reports_v7176.RptDef 22/06/2017 13:01 RPTDEF File
| PreDefined_Reports_v7174.RptDef 08/03/2017 11:45 RPTDEF File
|| PreDefined_Reports_v7172.RptDef 26/10/2016 09:22 RPTDEF File
__| PreDefined_Reports_v7170.RptDef 24/06/2016 08:58 RPTDEF File

|_| PreDefined_Reports_v7168.RptDef 26/02/2016 14:35 RPTDEF File
<

File name: | PreDefined_Reports_v7188 RptDef v | Report definition (*.RptDef)

Open ‘ Cancel ‘

2. Inthe Select report file to import dialog, click Open and find the report definition file.
For the purposes of today’s training, look at the c:\Program Files\SIMS\ SIMS.net
folder and select one of the Predefined_Reports; then click Open.

Import reports and associated templates from an archive
Achive e [C\Program Flos\SINS\SINS nel\PreDefned_Repots 7182 FptDsl | [B6.0p%0
. | Check Al |
[ Achievement Incident Report =
(V] Achievement Insert
[¥] Achievement Insert Report

[ Achievement Listing Report
[w] Achievement Report by Award

[w] Achievement Report by Subject Outcome
[¥] Achievement Report by Type

[W] Achievement Report Listing

[ Address Labels - Cument Schools
[s#]_Address | shels - P.

[ Import associated templates

3. Alist of reports should be displayed in the Import report(s) dialog, with the word
pending next to them.

4. You can Check All or Clear All, and then select the check boxes of the reports to bring
into SIMS.

5. Having selected some reports, click Import.
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6.

7.

The selected reports will now have the Status changed to Imported.

Import reports and associated templates from an archive

Import report(s)

Aschive file |C:\Program Files\SIMS\SIMS net\PreDefined_Reports_v7182 RptDe [6 Open I
Description Status ~| [CheckAll
|| Achievement by Type Report Imported
[ ] Achievement Incident Report Imported Clear All
[ ] Achievement Insert Imported
[ ] Achievement Insert Report Imported
[] Achievement Listing Report Imported
[] Achievement Report by Award Imported
[ ] Achievement Report by Subject Outcome Imported
[] Achievement Report by Type Imported
[T] Achievement Report Listing Imported
[] Address Labels - Current Schools Imported
[ Address | sheals . Paments Imnoded Y

™

Import associated templates

Click Close and the reports have been imported.

Step by Step — Deleting Reports

1.

3.
4.

Select Reports | Design Report to display the Report Designer. Click the Open an
Existing Report hyperlink.

Expand the Focus folder, and then select the Student folder, select the Address
Labels — Parents report.

s Open report == -
[T view %Tools @ Help
Report Browse
=] Focus » || Name Focus Owner Supplier Updated Category |~
£ Studert ACH - School Summary by date Student Adrian Blacker Green Abbey School 16/06/2005 Public -
-] Staff ACH - Year/Reg Group Summary, Dated Student  Imported Green Abbey School 31/07/2005  Public -
- Class Achievement by Type Report Student Imported CES Reporting Services  11/08/2017  Public
-1 Aspect Achievement Insert Student Imported CES Reporting Services  11/08/2017  Public
= Contact Achigvement Insert Report Student Imported CES Reporting Services  11/08/2017  Public
g S;UD Achievement Listing Report Student Imported CES Reporting Services  11/08/2017  Public
— Ter:g\oatn; = || Achievement Report by Type Studert Imported CES Reporting Services  11/08/2017  Public
° Achievement Report Listing Student Imparted CES Reporting Services  11/08/2017  Public
--[7| Gradesst
. Resutset Additional Information for Studerts Student  Adrian Blacker Green Abbey School 03/11/2011  Private
=7 OMR Template — tudent Imparted CES Reporting Services  11/08/2017  Public
=] Result P tudent Imported CES Reporting Services  11/08/2017  Public
-5 Marksheet Delete tudent Imparted CES Reporting Services  17/11/2005  Public
=] SEN Review . i tudent Imparted CES Reporting Services  11/08/2017  Public
5 SEN Event I tudent Imported CES Reporting Services  30/07/2012  Public
-] Agency Customise Text * fGtudent Imparted CES Reporting Services  11/08/2017  Public
-.J5-] Diary Admission Hegister (Holl Book] 20 Student Imparted CES Reporting Services  11/08/2017  Public
-{i] Data Collection Sheet Admissions - Migration Report Student Imported CES Reporting Services  17/11/2005  Public
-] Agent ADP-Student Memo (Logon Mame & Pass...  Student Imparted CES Reporting Services  10/03/2016  Public
-] Achievement Inciderts ADP-Student User Accourt List Student  Imported CES Reporting Services  10/03/2016  Public
= Eehaw‘aur Incidents Aggregated Student Conduct Points Student Imparted CES Reporting Services  11/08/2017  Public
- Detertion Aggregated Student Conduct Poirts Report  Student Imported CES Reporting Services  11/08/2017  Public
-{=] Detained Student M4 | hmenmctnd Chiidact FCandiint Comemans Chidot lmmarad EE Danadina Cansinnn 11/N0 /9017 Duiklia h
< m > < m >
Cancel

Right—click the report, and then select Delete from the menu displayed.

You will be asked, Are you sure you want to permanently delete Address Labels —
Parents?, click OK.
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Lonfirm deletion (oS

Are you sure you want te permanently delete Address Labels - Parents?

| ok || cancel |

Scenario — Request to Use My Favourite Reports Panel
The heads of year are asking for a quick way to run their reports from the SIMS Home Page.

Step by Step — Running Reports from the Favourite Panel on the Home Page
1. Select Reports | Design Report or click the Design Reports icon.
2. Click the Open an existing report hyperlink. Expand Focus and select Student.

BEMaviour REpOI OY TYpE STOTETT
Behaviour Report Listing Student
E‘H Student
CES/ Export Student
CES 4 Student
Conta Delete Student
Ezhmuar Add to favourites :E::;trt
Data | Customise Text » Studert
Data Collection Sheet Student
Data Collection Sheet Student
Data Collectinn Sheet - MI Student

3. Find the report that you would like to have as a favourite. For this example, select
Birthday List, and then right—click the report and select Add to favourites (this will add
a shortcut to the report in the Favourites folder).

4. Select another report and add this to the Favourites folder.

m Cpen report
[El view 2§ Tools

Report Browse

o My Reports * || Name Focus Owner

Favourt
S Biithdlay List Student  Imported
SEN Analysis Studert Adrian Bla

=]
o
=
ol
a9
m

NOTE: Multiple reports can be selected by holding down the Ctrl key.

5. Click Cancel on the Open Report dialog to display the Report Designer.

6. Go back to the SIMS Home Page (you may need to refresh it — select Focus | Home
Page). If you have the Favourites panel set up on the SIMS Home Page, you will see
the reports when you click the Reports tab.

7. Click the Birthday List report and observe it run.
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Name Supplier Updated

Achievement Listing Report CES Reporting Services 2000372016 10:46:00
Birthday List CES Reporting Services 200032016 10:46:00
SEM Analysis Green Abbey School 2110/2008 21:19:.00

Alphabetical Student List  CES Reporting Services 1711/2005 09:17:00

Pagels):
Menus| Reports |9‘udeds|Ma‘ksl’1eets|

8. If you do not see the Favourites panel, click the configure spanner on the top right—
hand corner on the SIMS Home Page. The dialog below will be displayed and you can
drag and drop Favourites onto an empty cell on the right.

9. If you do not have any empty cells increase the Number of Additional Panels and click
the Green Tick icon.

Favouies

10. Clicking OK actions the changes.

11. You may need to close the SIMS Home Page, and then re-open it for the reports to be
displayed.

12. Click one of the Favourite reports to run it.
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Appendix A — Additional
Training Examples

This chapter contains:

(@341 (= i oo (U110 ] PO PP OO U PR PUPPRPPPPPRINE 102
Activity — Adding/Removing Fields to a Pre-defined Report
Activity — Creating New Reports with Filters ......................
Activity — Labels Mail Merge for an ACAOEMIC CIASS......ccoiuutiiiiiieiiiiee ettt ettt e st e be e e s be e e e s bbe e e sbeeeaniaeeeens 102

Chapter Introduction

This chapter contains several activities which you may encounter. These are included to
consolidate the content of the course, giving you the opportunity to practise what has been
covered. Some activities may only be applicable to schools that use a timetable.

Activity — Adding/Removing Fields to a Pre-defined Report

= You have been asked by the head teacher to produce the Birthday List report for the
school. This list should include the pupils’ gender.

= The Cultural and Ethnic Information report contains a field called Ethnic Category.
Remove this field from the report and save the report.

= The admissions officer has asked that the pupils’ admission date and admission number
be added to the School List by Reg Group report.

Activity — Creating New Reports with Filters

= There are several pupil records in SIMS that have a Quick Note attached. The school
wants to see what the Quick Note says. Create a report to find pupils who have a Quick
Note.

= The school has created a User Defined Field called Locker Number. All Year 10 and Year
11 pupils should have a locker number recorded. Create a report to find those pupils who
do not have a Locker Number recorded.

NOTE: If using the Waters Edge database select the User Defined Field called Premature,
and then create report to find out which pupils in the whole school are listed as premature.

= Mr Blacker would like to have a report that gives the address details for pupils in class
11x/Ge1. Create a report containing the pupils’ name and address details for class
11x/Gel.

Activity — Labels Mail Merge for an Academic Class

= Create a new report with a Focus of Student and a Student Status of On roll.

= Inthe Data Fields screen select Legal Surname, Legal Forename, Year Group, Reg
Group, Address Block, Parental Address and Parental Salutation.

= Inthe Filter Student screen add the Classes sub-report.

= Select the Class Name field, and then type 11x/Gel in the Value box. Tick the Prompt
at runtime check box.
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=  Click on the Default Output hyperlink in the Report Summary panel and select Word Mail
Merge.

= Select New and using the Mailings tab create a labels template.

= Save the Word document and click Close.

= Click Save As in SIMS and name the report Labels by Academic Class.
= Run the report.
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Appendix B — Running
Scheduled Reports

This chapter contains:
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Step by Step — Creating a Scheduled Task — WINGOWS 7 .........ooiiiiiiiiiiiiiee ettt e e sab e e abeeeeanaee 104
Step by Step — Selecting Reports for SChEAUIING ........coouiiiiiiii et e et e e s beee e e 109

Chapter Introduction

Many members of staff within a school perform a variety of regular tasks and they require the
ability to manage these tasks effectively within SIMS. Staff can now set up an automated
scheduler to run selected reports for them. The details of these reports can be viewed from
the My Scheduled Reports panel on their personal Home Page.

Setting up the Report Scheduler
Permissions Required

Any valid SIMS user can setup a scheduled task using the AutoReports.exe. However, for
running any scheduled reports, permissions for the following processes in SIMS are required:

= Designing or Running a Report — users must have sufficient access rights to design or
run the existing report.

= Execute Schedules Report — users must have sufficient access rights to execute the
scheduled report.

a) The Execute Scheduled Task permission can be checked via Focus | System
Manager | Manage Users.

b) b. Search for then double-click the name of the applicable user to display the
User Details page.

¢) c. Inthe Permissions panel, navigate to Core, Home Page, Report Execution
Manager, Execute Scheduled Report, Execute.

= Document Management Server - users must have sufficient rights to access the
Document Management Server (DMS), to ensure that it is configured and running
correctly. This permission is also required for running the report definitions and for storing
the report outcomes on the Document Management Server.

Users of SIMS can now specify the names of individual reports that they want to be run
automatically at any time during the day and during off peak times, for example, overnight.
The benefit of running the reports at off peak times enables system administrators to
minimise any potential performance issues that may otherwise be experienced by users

To enable users to benefit from the automatic running of reports, system administrators must
first specify an automated task using the Windows® Scheduled Task wizard.
Step by Step — Creating a Scheduled Task — Windows 7

The automated task should be set up on the SIMS SQL server machine where the SIMS
database is held. The task only runs successfully if the Document Management Server and
the SIMS SQL server machine are both available. Once the automated task has been set up,
individual users can specify which reports they want to run automatically on their PCs.

1. Ensure that you have logged into Windows as an administrator.
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2. Open the Windows Start menu.

3. Select All Programs | Accessories | System Tools | Task Scheduler to display the
Task Scheduler page.

Alternatively, click Control Panel then System and Security.
If administrator rights have been set up you may be required to enter a Password.

4. Select Action | Create Basic Task to display the Create Basic Task Wizard. Alternatively,
select Create Basic Task from the Actions panel.

Create Basic Task Wizard @

@ Create a Basic Task

T e 1A Use this wizard te quickly schedule a common task. For more advanced eptions or settings
T such as multiple task actions or triggers, use the Create Task command in the Actions pane,
Action L=

Finish Description:

Cancel

5. Enter a suitable Name, e.g. AutoReports, and a Description (optional) for the scheduled
task.

Create Basic Task Wizard IEI

@ Create a Basic Task

Create a Basic Task Use this wizard to quickly schedule a commen task. For more advanced options or settings
Trigger such as multiple task actions or triggers, use the Create Task command in the Actions pane.
Action MName: Autoreports

Finish

Description:  Automated task to run school reports|

| Nea> || cancel |
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6. Click Next to display the Task Trigger page.

Create Basic Task Wizard

E Task Trigger

Create 3 Basic Task When do you want the task to start?

® Daily

Action i

E=inh 2 W=y
_1 Monthly

~) Onetime
) When the computer starts
_) WhenIlogon

) When a specific event is logged

[ <Back |[ Met> [ Cancel |

7. Select the appropriate radio button to indicate when you require the task to start.

Depending on the number of reports to be run, selecting the Daily option is most likely to

provide a satisfactory result.

NOTE: Before setting up the Windows Scheduled Task, system administrators may wish to
canvass the opinion of senior users to ensure that the frequency of the task is sufficient for
their purposes. For example, the frequency of the reports scheduled to run automatically in
SIMS must be set to run Daily if the Windows Scheduled Task has been set to run on a Daily

basis.

8. Click Next to display the Daily page.

Create Basic Task Wizard

Daily
Create a Basic Task
. Start: 09/09/2016 [E~  14:00:00
Trigger
Recurevery: 1 | days
Action
Finish

2l [ Synchronize across time zones

| <Back |[ Net> || cancel |

9. Specify the day, month, year and time that the task is required to Start.

10. Enter the frequency of days that you wish the scheduled task to run in the Recur every:

[number] days field.
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11. Click Next to display the Action page.

Create Basic Task Wizard |

E Action

Create a Basic Task
Trigger What action do you want the task to perform?
Daily
EETINN ) start 2 program
Finish - .
) Send an e-mail

() Display a message

< Back l [ Mext = ] I Cancel
12. Ensure that Start a program is selected.
13. Click Next to display Start a Program page.
Create Basic Task Wizard @I
(D] Starta Program
Create a Basic Task
Trigger Program/script:
Daily
A | Browse...
Add arguments (optional):
Finish

Start in (optional):

14. Click Browse and navigate to C:\Program Files\Microsoft SQL
Server\MSSQLS$SIMS\Binn (where C: is the network drive where SIMS is installed).

For guidance on navigating to files on your local workstation when you are working in a
Hosted environment, please contact your System Manager or local Support.

15. Highlight the applicable scheduled task filename, e.g. AutoReports.exe then click Open
to return to the Start a program page.

16. Enter the following text in the Add arguments (optional) field:
“/U:<username>¢/p:<password>0/s:<SIMSInstance>¢/d:<databseName”

For Example:
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“/U:blackad/p:abcdd/s:trainingd/d:engga_sims0/R:C:\simstrain\EngGA”

IMPORTANT NOTE: It is essential that spaces are included, as indicated by the '0' symbol in
the previous examples. Archiving parameters are case sensitive. It is essential that a copy of
the Connect.ini file is located in the Binn folder, which is located in the MSSQL folder.

5

Create Basic Task Wizard

E Start a Program

Create a Basic Task

Trigger Program/script:

Daily "C:\Program Files\ Microsoft SQL Server\MSSQL10_50.5IMS2008\MS5Q | Browse...
Action
Add arguments (optional): “/U:blackal/piabed /st
Finish

Start in (optional):

<Back | [ Net» |[ Cancel |

17. Click Next to display the Summary page.

Create Basic Task Wizard

B

Summary

Create a Basic Task

Trigger MNarne: [Autoreports
Daily Description:  Automated task to run school reports
Action
Start a Program
Trigger: Daily; At 14:00 every day
Action: Start a program; "C:\Program Files\, Microsoft SQL Server\MS5QL10_50.5IM52

[] Open the Properties dialog for this task when [ click Finish

When you click Finish, the new task will be created and added to your Windows schedule.

| <Back || Finish || Cancel |

18. Click Finish to return to the Task Scheduler page where the newly created scheduled
task is displayed in the Active Tasks panel.

Step by Step — Selecting Reports for Scheduling
1. Click Focus | Alerts | Schedule Reports to display the My Reports Setup dialog.

Any existing reports that have already been scheduled are displayed in the My Schedule
Reports panel. The Report Name, Frequency, Date/Day, Start Date, End Date, Previous
Output, Skip Holidays indicator and the Recipient Name are all listed.
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ELE My Reports Setup T |3,
My Schedule Reports &
Report Mame Frequency Date/Day Start Date End Date Eﬁgﬁus aléi\li)days Recipient Name
oK | Close |

It is possible to amend any or all of the current scheduled report details from this dialog.

NOTE: Users must ensure that reports are scheduled in line with the Windows Scheduled
Task that has been set up. For example, selecting the Frequency of the reports in SIMS to
run on a Daily basis is not very beneficial if the Windows Scheduled Task has been set up to
run on a Weekly basis.

Changing the Frequency

Identify the required report, click into the Frequency field and select an alternative frequency
from the drop-down list.

Changing the Date/Day

Identify the required report, click into the Date/Day field and overtype the current number. As
Monthly is the last option in the Frequency field, the maximum number entered in the
date/day field cannot exceed 31.

Changing the Start Date/End Date

Identify the required report, click into the Start Date or the End Date field and click the drop-
down arrow to display the Calendar. Select an alternative date. The End Date selected must
be greater than the Start Date.

Changing the Previous Output

Identify the required report, click into the Previous Output field and select either Leave or
Delete from the drop-down list.

Changing the Skip Holidays

Indicator Identify the required report, click into the Skip Holidays field and either select or
de-select the check box.
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Changing the Recipient Name

Identify the required report and click Choose Recipient to display the Select Person dialog.

E Select person

* People Browse
8 Search (=) Print

S

Name

Abell, Mrs Anita
Anderson, Mrs Mary
Andrews, Mrs Selina
Asher, Mrs Dawn
Asif, Mrs Mina
Atkingon, Mr John
Batchley, Miss Andrea
Blacker, Mr Adrian
Brown, Mr James
Brown, Mr Paul

-

[ ok

J [ Cancel |

(i) Records found: 94

2. Enter the individual’'s Surname and/or Forename or select their Role from the drop-

down list.

3. Click Search to list all individuals who match the search criteria you have entered.

Highlight the required person from the list displayed and click OK to select them.

It is also possible to delete any previously scheduled report details from this dialog.
Highlight the relevant report and click Delete to remove it from the schedule.

6. Click New Report to display the Please choose report for scheduling dialog.

m Please choose report for scheduling |- E | S
E view ?;éTooIs @ Help
Report Browse

=] Focus || Name Focus Owner Supplier Updated Category =
-;ha‘ﬂd“ ACH - School Summary by date Student  Adrian Blacker Green Abbey School 16/06/2009 Public |2

Class ACH - Year/Req Group Summary, Dated Student Imported Green Abbey School 31/07/2008  Public

Aspect Achievement by Type Report Student Imported CES Reporting Services  27/07/2016  Public

Contact Achievement Inzert Student Imported CES Reporting Services  27/07/2016  Public

Group Achievement Insert Report Student Imported CES Reporting Services  27/07/2016  Public

Category A Achievemert Listing Report Student Imported CES Reporting Services  27/07/2016  Public

Template = ||| Achievemert Report by Type Student Imported CES Reporting Services  27/07/2016 Public

Gradesst Achievement Report Listing Student Imported CES Reporting Services  27/07/2016  Public

Resultzst Additional Infermation for Students Student Adrian Blacker Green Abbey School 03/11/2011  Private

OMR Template Address Labels - Parents Student Imported CES Reporting Services  27/07/2016  Public

Result Address List {Grouped by “Year Group) Student Imported CES Reporting Services  27/07/2016 Public

Marishest Address List (With Parerts) Student  Imported CES Reporting Services  17/11/2005  Public

g:: EB“";W Addresses Student Imported CES Reporting Services  27/07/2016  Public

Ve - .

Addresses with school header Student Adrian Blacker Green Abbey School 19/08/2016 Public

’3_93”‘” Admission Register (Roll Book) Student  imported CES Reporting Services  30/07/2012  Public

Dl:tr:CDIIection Sheet Admission Register (Roll Book) 1 Student Imported CES Reporting Services  27/07/2016  Public

Agert Admissions - Migration Report Student Imported CES Reporting Services  17/11/2005  Public

Achievement Inciderts ADP-Studert Memo (Logon Name & Pass...  Student Imported CES Reporting Services  10/03/2016  Public

Behaviour Incidents ADP-Studert User Account List Student Imported CES Reporting Services  10/03/2016  Public

Detertion Aggregated Student Conduct Points Student Imported CES Reporting Services  27/07/2016  Public
] Detained Student ~ || Aggregated Student Conduct Points Report  Student Imported CES Reporting Services  27/07/2016  Public -

1 [ (T b ] [ 3
0K Cancel

7. Inthe left-hand side of the dialog, a list of all the existing report focus folders is displayed.
Expand the list until you locate the required report definition.

8. Highlight the required report definition and click OK to add it to the schedule. Some
reports require the entry of report parameters to be specified before they can be added to

the report schedule.
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In this case, the Enter Parameter Values for Report dialog is displayed.

Enter parameter values for report =0 =
Select All On Rell
. I Leaver
Student Status is: Clear All Pre-sdmission

Leaver (Deceased)
Show All

[0 Accept All (bypass filter condition)

Select All Year 7 -
“Year group is: [ 7 | :::: g E
Year 10
Show All Year 11 a
[0 Accept All (bypass filter condition)
Select All 10A -
Reg group is: " Clear Al | 132
10D
Show All 10E Al

[0 Accept All (bypass filter condition)

ot ]

When a report is designed, it is possible to apply various criteria to limit the records returned.
For example, a report could be limited to all the pupil/students in a particular year.

To provide greater flexibility, it is also possible to enter values for these criteria when a report
is run. You could for example, be prompted to select the Years that you wish to be included
in the report. This enables you to run the same report, selecting a different year each time.

If a report has been set up in this way, when prompted to enter Run Time Parameters, you
enter values, such as Surnames, choose existing values by selecting appropriate check
boxes or specify a required date.

Users can refine the report using the Show All filter. This option is available when defining
the run-time parameters and when designing a new report and specifying a new filter.

The Show All filter is switched off by default, thus ensuring that only active groups are
displayed for selection. Clicking in the Show All filter check box displays all groups, both
active and inactive. For example, Year Groups and Registration Groups that are no longer in
use and have been removed from the Pastoral Structure can be selected and included in the
report.

9. Click OK to continue.

10. The Recipient Name defaults to the name of the user currently signed on to SIMS. Click
Choose Recipient to display the Select Person dialog and identify an alternative
recipient for the report output, if required.
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{m Select person @
‘“ People Browse
H Search = Print

Name

Abell, Mrs Anita
Anderson, Mrs Mary
Andrews, Mrs Selina
Asher, Mrs Dawn
Asif, Mrs Mina
Atkinson, Mr John
Batchley, Miss Andrea
Blacker, Mr Adrian
Brown, Mr James

Brown, Mr Paul

[ ok ][ cancel |

(i) Reconds found: 94

11. Enter the individual’s Surname and/or Forename, or select their Role from the drop-
down list.

12. Click Search to list all individuals who match the search criteria you have entered.
13. Highlight the required person from the list displayed and click OK to select them.

14. Continue scheduling reports in this way until all the required reports are listed in the My
Reports Setup dialog.

15. Click OK to close the dialog.
Viewing Errors in the Schedule

If users experience problems with the AutoReports scheduled task that they have set up, we
recommend accessing the Event Viewer through Start | Control Panel | Administrative
Tools | Event Viewer to check for errors.

Viewing My Scheduled Reports on the Home Page

Once generated, the reports are stored on the Document Management Server (DMS) and a
link to the report is displayed in the My Scheduled Reports widget on the SIMS Home
Page.

If the number of scheduled reports that have been run exceeds the number that can be
displayed in the My Scheduled Reports widget, the More hyperlink enables access to the
additional reports in full screen mode.

To print a report in full screen mode, highlight the required report then click Open to display
the My Report output dialog. To print this information, the Print.

To view the report output, click the Click here to view the report hyperlink to open the
application associated with the selected report format, from where the report can be printed.

A report notification can be deleted from the My Scheduled Report widget (in full screen
mode) by highlighting it then clicking Delete.
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