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  I Introduction 

 

 
This chapter contains: 
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Course Requirements ................................................................................................................................................................. 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.  
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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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01 Running Existing (Pre–defined) 
Reports 

 
This chapter contains: 
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Step by Step – Running a Report with no Filters ......................................................................................................................... 5 
Step by Step – Running a Report with a Filter (Parameters) ....................................................................................................... 7 
Scenario – Request for Student Lists.......................................................................................................................................... 9 
Step by Step – Producing Student Lists ...................................................................................................................................... 9 
Scenario – Producing a Trip List ................................................................................................................................................. 9 
Step by Step – Running a Pre–defined Report with Filters.......................................................................................................... 9 
Scenario – Request for a Pupil’s Contact Information ................................................................................................................. 9 
Step by Step – Producing a Report for a Pupil ............................................................................................................................ 9 
Step by Step – Producing a Person Data Output ...................................................................................................................... 11 

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 navigate 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. 
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◼ Run Report and Design Report are located under Reports. 

 

You can also select Design Report or Run Report.  

 
Design Report  

 
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. 
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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. 

 

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

 

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. 
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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. 

 

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. 

 

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. 

 

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. 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. 

 

2. The Enter Parameter Values for Report dialog is displayed.  

 

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 
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. 
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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. 

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 
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. 
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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. Run the 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. 

5. Click OK. 

6. Click Run to run the School List by Reg Group report. 

7. 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. 

4. 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. Go into 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. 
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3. In the Links panel, click the link to Reports. 

 

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. 

 

5. Click the Student folder; all the Student Focus reports are now shown. 

6. Find the Contact List with Main Telephone Number report and double-click it 
(therefore running it). 

 

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. 
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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. 

 

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. 

  



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

UNCLASSIFIED 

Running Existing (Pre–defined) Reports  12 

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. 

 

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. 
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02 List Reports – An Introduction 

  

This chapter contains: 
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Step by Step – Registration Group Lists for Consultation Evening ............................................................................................ 25 
Scenario – Request for Consultation Evening Registration Group Lists for a Year Group ......................................................... 27 
Step by Step – Consultation Evening Registration Group Lists for a Year Group ...................................................................... 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. 

 

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. 
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3. 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.  

 

 

4. 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. 

 

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

6. 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. 
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Right-click on the Reg Group column header and select Nest Column from the menu or 
use the appropriate Column Nesting toolbar tool. 

 

7. Rename the column to Year/Reg and AutoSize. 

 

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.  
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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. 

 

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.  

 

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. 
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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.   

 

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. 

 

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. 
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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. 

 

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, Year, Reg and SEN with the Full Name column. 
Each column must be nested individually. Rename the first column to Student. 
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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. 
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16. Lists can be sorted into a different order if required. Click on Sort. 

 

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.  
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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. 

 

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.  
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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.  

 

 

25. Click Page Setup to set the orientation of the printout to Landscape.  

 

26. Check the Paper Size is set to A4. Notice margins can be adjusted in here too. Click OK. 
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27. Enter a heading in the Optional heading field: Year 7 & 8 Student Key Pastoral 

Factors.  

 

28. Click Preview. 

 

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. 

 



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

UNCLASSIFIED 

List Reports – An Introduction  24 

 

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. 

 

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

 

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. 

 

3. The first Reg Group list is displayed. The others can be seen by clicking on Next. 

4. In the Select Data Area panel, select Blank in the category drop down list. 
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5. Drag and drop the Medium column onto the Registration Group List screen. The new 
column will be displayed with a heading of Medium. 

 

6. Rename the column Parents/Carers Signature. 

 

7. Re-size the column to fit the heading. 

8. Click Save and name as Consultation Evening. 

 

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.  

 

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. 

 

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

 

5. Click OK. 

 

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. 

 

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. 

 

9. Confirm the print by clicking Yes, although in the training room select No.  

10. Click Close to close the Registration Group Lists screen. 



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

UNCLASSIFIED 

List Reports – An Introduction  30 
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03 Modifying Existing SIMS 
Reports 

 

 
This chapter contains: 
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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.  

 

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. The report 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.  

 

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. 

 

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

 

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

 

10. 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.  
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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. 

 

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. 

 

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. 
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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. 

 

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. 

 

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. 
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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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Notice the Sort Order in the Report Summary. 

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

 

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. 
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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. 

 

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.  
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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. 

 

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. 
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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.  

 

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

 

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 
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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. 

 



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

UNCLASSIFIED 

Creating New Reports  45 

2. Click the Create a new report hyperlink. 

 

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. 

 

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

 

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

 

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. 

 

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.  

 

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

 

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 the LA to provide a list of pupils and post codes for 
travel planning within the authority. 

Step by Step – Creating a Report from Scratch 

1. 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. 

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

3. Select the Legal Surname, Legal Forename and Postcode report fields. 

4. As the whole school is required in the report there is no need to define a filter. 

5. Set the sort order by Postcode. 

6. Bypass the Specify Effective Date step. 

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

8. Save the report with the name LA 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.  

2. Click the Filter Students hyperlink to display the Apply Filter step. 

3. Click New to add a new filter. 

4. 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. 

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

 

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. 

 

6. Select the Prompt at Runtime check box and click OK. 
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7. Save the report with the same name. 

8. 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. 

 

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

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

6. 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. 

 

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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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. 

 

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.  

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

 

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.  

5. Click Next. 

6. 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. 
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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). 

 

8. Click OK. 

 

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

 

10. Expand Class and highlight Class Name. 
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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. 

 

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.  

 

16. Close the Word document and the SIMS report design.  
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05 Previewing Reports 

 

 
This chapter contains: 
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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. 

 

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. 

 

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. 

 

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. 



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

UNCLASSIFIED 

Previewing Reports  61 

 

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

 

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. 

 

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. 

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

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. 

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

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. 

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

3. 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. 

 

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

 

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. 

 

11. Click Preview. 
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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. 

 

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.  

 

The last pupil on the list of excluded pupils has been taken off by mistake, highlight them and 
click Include. 
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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. 

 

16. To add in pupils from a different year group,click Extend. 

17.  Note that the View is back to Selected.  

 

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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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). 

 

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

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

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

7. 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. 

8. 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. 

9. Click Preview. 

10. 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. 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. 

12. 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. 

13. Click Extend.  

14. 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. 

15. Select a few pupils and click Include. 

16. 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.  

17. Select Selected from View. 

18. 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: 
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Activity – Letter to Check Ethnicity and Religion ....................................................................................................................... 77 

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.  

 

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. 

 

5. In the 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. 

 

7. Click Next. 

8. Leave the sort order as the default and click Next. 

9. 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. 
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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. 

 

The following graphic is displayed: 

 

21. In the 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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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. 

 

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. Click Run. 

27. 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. 

28. 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. 

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

 

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. In the 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. 

 

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

6. 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. 

 

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

 

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. 
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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. 

 

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. 

 

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: 

 
Chapter Introduction ................................................................................................................................................................. 79 
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Activity – Special Needs Students Address labels .................................................................................................................... 83 

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. 

2. Click the Create a new report hyperlink. 

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

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

5. Select the Parental Addressee and AddressBlock fields. 

 

6. Click Next on the wizard. 
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7. In the 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. 

 

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. 

 

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. 
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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. 

 

13. The Label Options dialog box will be displayed. 

 

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. Click Parental_addressee. 

18. Press Enter after <<Parental_addressee>>. 

19. Select AddressBlock from the Insert Merge Fields drop–down list. 
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20. One label is now set up, click Update all labels which is in the Mail Merge task bar. 

 

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. 

 

a) In Word 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. 
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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.
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08 Excel Outputs 

 

 
This chapter contains: 
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Step by Step – Output to Excel ................................................................................................................................................. 84 
Activity – Request for Special Needs Register .......................................................................................................................... 88 

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. 

 



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

UNCLASSIFIED 

Excel Outputs  85 

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. 

 

2. Save the report with the same name. 

3. 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.  

 

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. 
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5. Notice that at the moment the list is one continuous list. 

 

6. 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.  
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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. 

 

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. 

 

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.  
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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. 

 

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: 
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Scenario – Request for SEN Figures ........................................................................................................................................ 90 
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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. 

2. In the Student data area, click Next on the wizard. 

3. The report should be based upon pupils on roll. Click Next on the wizard. 

4. 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. 
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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. 

 

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. 
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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. 

 

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. 

 

  



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

UNCLASSIFIED 

Basic Analysis  93 

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. 

 

You can also do this with the rows, putting a specific key stage together. 

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. 
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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. 

 

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. 

 

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. 

◼ In year 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 3? 
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10 Working with Reports 
 

This chapter contains: 
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Scenario – Request to Use My Favourite Reports Panel ........................................................................................................ 100 
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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. 

 

3. Click OK and the selected reports will be listed as Reports to Export. 
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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. 

 

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. 

 

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. To import a report definition file, select Reports | Import. 

 

2. In the 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. 

 

3. A list 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. The selected reports will now have the Status changed to Imported. 

 

7. Click Close and the reports have been imported. 

Step by Step – Deleting Reports 

1. Select Reports | Design Report to display the Report Designer. Click the Open an 
Existing Report hyperlink. 

2. Expand the Focus folder, and then select the Student folder, select the Address 
Labels – Parents report. 

 

3. Right–click the report, and then select Delete from the menu displayed. 

4. You will be asked, Are you sure you want to permanently delete Address Labels –
Parents?, click OK. 
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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. 

 

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. 

 

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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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. 

 

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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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/Ge1. 

Activity – Labels Mail Merge for an Academic Class 

▪ Create a new report with a Focus of Student and a Student Status of On roll. 

▪ In the Data Fields screen select Legal Surname, Legal Forename, Year Group, Reg 
Group, Address Block, Parental Address and Parental Salutation. 

▪ In the Filter Student screen add the Classes sub-report. 

▪ Select the Class Name field, and then type 11x/Ge1 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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B Appendix B – Running 
Scheduled Reports 

 
This chapter contains: 
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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) c. In the 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. 

 

5. Enter a suitable Name, e.g. AutoReports, and a Description (optional) for the scheduled 
task. 
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6. Click Next to display the Task Trigger page. 

 

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.  

 

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. 

 

12. Ensure that Start a program is selected. 

13. Click Next to display Start a Program page. 

 

14. Click Browse and navigate to C:\Program Files\Microsoft SQL 
Server\MSSQL$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>◊/s:<SIMSInstance>◊/d:<databseName” 

For Example: 
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“/U:blacka◊/p:abcd◊/s:training◊/d:engga_sims◊/R:C:\simstrain\EngGA” 

IMPORTANT NOTE: It is essential that spaces are included, as indicated by the '◊' 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. 

 

17. Click Next to display the Summary page. 

 
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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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. 

 

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. 

4. Highlight the required person from the list displayed and click OK to select them.  

5. 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. 

 

7. In the 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. 

 

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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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. 

 


