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Before you start…. �

 

Please make sure you are on the most recent version of SIMS .net - this is the 
Spring upgrade version 7.138. 

1. To check that you are on this version of SIMS select Help | About SIMS .net  

 

 

 

 

If you aren’t on the correct version please contact the Schools Service Desk  (0115 
8546116)  
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Step1. Importing the Wizard 
 
1. Select Routines | Data In | Assessment | Import  
 

 

If you get this message, select Yes 

 

  

  

 Check your Activity Log for errors.   
If you get any errors, save the file 
and call the Schools Service Desk 
(0115 8546116) 

Save the file or print it out. 
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1.  Following the Activity Log or if the resources have been previously downloaded 
you will see the following window. 

 

2. Select the file called Key Stage 1 Wizard England 2011.XML  and click Open 

 

3. You will then get a statement about the wizard you are about to import, click 
Finish  

 
 

 

Click on the Browse icon 
and navigate to  
C:\Program 
Files\SIMS\SIMS .NET\ 
AMPA\England Primary 
(and MiddleDeemed 
Primary)\Assessment 
Manager  
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4. Click Yes to proceed 

5. Once the Wizard has imported you will see an Activity Log 

 

6. Click Close  

Tip:   Junior schools should also import the EYFS wizards to enable them to import 
assessment data from their infant feeder schools. 

 

 

You have successfully imported the Key Stage 1 Wiza rd.  
Continue to Step 2 

 

 Check your Activity Log for 
errors.  If you do get any, 
errors, save the file and call 
the School’s Service Desk 
(0115 8546116). 
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Step 2. Running the Wizard and Entering 
Results 

 

Running the Wizard 
 

1. Select Tools | Performance | Assessment | Wizard Manager  

 

 

 

2. Select Incomplete  from the filter.  If you have old Wizards listed from 
previous years see instructions on page Error! Bookmark not defined.  on 
how to tidy them 

3. Click the Key Stage 1 England 2011  Wizard to select it then click Next  

4. Click the Browser  icon in the Group Selector  window. 
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5. Select Year 2 and Apply , Click Next  

6. You will now see a list of different Marksheets: 

 

 

KS1 A. Teacher Assessments 2011  
KS1 B. P Scale Data Entry 2011 
KS1 C. Test Outcomes (Optional) 2011 
KS1 D. Broadsheet (Review) 2011 
KS1 E. Average Point Score Calculator 

Click on the 
Browser icon 
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 Recording Teacher Assessments 

If schools are not currently using the CES Tracking  templates, please go to 
point 3.  

If you use the CES Tracking marksheets within SIMS and have already entered the 
Summer assessments (e.g. Reading Summer Term for Year 2) these results can be 
copied across into the Key Stage 1 Validated results.   

Select Focus | Assessment | Marksheet Entry  and open the Marksheet called 
CES Convert to KS1 Results Year 2 .   

 

1. Click Calculate  to populate the Key Stage 1  Validated Results   

This marksheet will copy the Summer assessment level for Speaking and Listening, 
Reading, Writing and Maths from the Tracking Marksheets into the Marksheet that is 
in the Wizard.  When you open the KS2 Marksheet you will see these results will 
now display.  Now go to point 6. 

2. If you don’t use the tracking marksheets all ass essments will need to be 
entered manually into the marksheets.  

3. Select KS1 A. Teacher Assessments 2011  and click the Pencil  

4. The Marksheet will open 
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5. Ensure that the Result date is accurate in the top left of the window .  
Enter results for each pupil,  

6. Once you have entered all the pupil results, click the Calculate  button to 
populate the formula columns and then, Save. 

NOTE: 

·  You can print out this marksheet using the print bu tton  

·  You can export this marksheet to Excel  

·  If you enter a W level for any pupils you will then  need to enter the P 
scale results into the associated marksheet (Pg. 14 ) 

·  You do not have to enter all results at this point.   You can save the 
marksheet and return to it later 

·  If teachers access their register from the homepage  then they can see 
the marksheet as a tab behind this 
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Note 
If you export marksheets to Excel it is important that the correct result date is entered 
into the spreadsheet before it is imported into SIMS 
 

 
 
 
 
Exporting Marksheets to Microsoft® Excel (Formatted  Export)  

 

The export of formatted marksheets to Microsoft® Excel enables the data to be 
entered off line in Excel and re-imported with ease. 

1. Prior to exporting the Marksheet any columns that have a f  in the column 
heading can be hidden and also any columns that are grey or are read only 
columns. 

2. Right click  on the column heading and select Hide Column.  Only one column 
can be hidden at a time.   

 

 
3. Select the Export  button. 

 
 

4. The marksheet will open in Excel. 

The result date 
needs to be 
entered in a 
format 
DD/MM/ YYYY 
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NOTE: The pupil names and column headings are write protected as would be any 
columns that were read-only on the marksheet in SIMS Assessment. 

 

5. Enter the date the assessment took place in the empty box Result Date  for the 
first row of each aspect.  It will need to be in the correct format of DD/MM/YYYY. 

6. Enter the results of the teacher assessments into the spreadsheet. 

7. Click the Save As button to save the marksheet to a suitable location. Click the 
Close  button and exit Excel. 

8. To import the spreadsheet you will need to go to Routines | Data In | 
Assessment | Import from Spreadsheet . 

 
9. Select the file that you have just saved and click the Open button. 
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10. Click the Next  button- you will then receive an activity log informing you of data 

coming into your data base. 

 
13.  Following this you will see a checking screen that marries up the students from 
the spreadsheet with the Sims database. 

 
14.   Select Finish.   Select Yes, when asked if you want to proceed.  You then 

see an Activity Log  which provides information on the data that has been 
imported. 
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15. After reading the Activity Log, click the Close  button.  The activity log displays 

a list of any invalid results that cannot therefore be imported. Blank results are 
also listed. 

 (If you did not close the marksheet during this process it will need to be 
refreshed in order to display the data). 

16. Right Click  on a result to View/Edit Result History .   

 
 

17. This displays the Result Date when the result was entered. Note that it is the 
date from the top of the Excel spreadsheet. 

 

18. Once all results have been entered, and saved, click Calculate   to 
populate the formula columns.   

19. Click the Save button and close the marksheet to return to the Wizard 

 

NOTE: 

A message Fail may appear . This will appear in the Missing Entry Check 
column where pupils have some results missing. This  is not an error but 
notification of missing results. 
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Recording P Scales  
 
For Pupils that have achieved a W level on the Minimum subject marksheet a P 
Scale assessment will need to be entered into the marksheet called KS1 B. P Scale 
Data Entry 2011  from the Wizard 
 
1. Navigate to Tools | Performance | Assessment | Wizard Manager  

2. Select the Key Stage 1 England 2011 Wizard , click on KS1 B. P Scale Data 
Entry 2011  

 

3. Ensure the result date is accurate in the Result Da te field.   Enter results 
only for the pupils that achieved P Scales into the relevant columns.  (Any 
pupil awarded a ‘W’ in the KS1 A. Teacher Assessments 2011 marksheet for 
a particular subject) 

4. Once all P Scales have been entered click Calculate , if no errors are showing 
Save and Close.  

NOTE: 

P Scale data is statutory for Year 2 Pupils – if th ey have achieved a W level in 
any assessment. 

P Scales are recorded at SUBJECT level only in ENGL ISH and MATHS for 
children achieving P1i-P3ii. 

For children working at a higher level P4-P8, in En glish, separate levels for 
reading, writing, speaking, and listening should be  recorded; and in Maths use 
separate levels for Number, Using and Applying, Sha pe Space and Measures.  

For Science a simple level P1i – P8 is appropriate.  
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It is also possible to record the level ‘EAL’ for p upils who have achieved a W 
level  and are working towards level 1 on account o f having English as an 
additional language. 

 

 

 

 

 

 

 

 

 

You have successfully entered Teacher Assessments &  P Scales 
Continue to Step 3 
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Step 3. Creating Individual Pupil and 
Comparative Reports  

 

1. Select Tools | Performance | Assessment | Wizard Manager 

2. Left click the Key Stage 1 England 2011  wizard and click Next.  At the Group 
Selector screen ensure you have selected Year 2. 

3. Click Next  and Next  again to see the Individual Report Format  screen. 

 

There are 2 reports listed here which allow you to check and print off your individual 
pupil data, and school comparative data. The latter gives a breakdown of levels by 
gender, and compares your whole school data KS1 2011 with National data 2010  
 
 
4. Select KS1 P1 Student England 2011  in the top panel and tick one pupil in 
the bottom panel to preview a pupil report prior to printing them.  

 

 

 

 

 

 

 

 

Use this button to 
preview the report  
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5. Select All  in the bottom panel and then Click the Printer Icon at the 
right of the screen.  A report will print for each student selected, P scale 
results will also show if entered. 

  

 

Once all reports have successfully printed, the message ‘Reports printed 
successfully’ will appear in the bottom left corner of the Wizard 
 

6. Highlight the report called KS1 P2 Comparative England 2011  

7. Select one student in Year 2 and click print. 
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8. This copy can then be photocopied for each student. 

 

 

 

 

You have now successfully generated and printed the  Individual 
report and the Comparative report for each pupil.  Go to Step 4. 

Print 
button 
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Step 4. Exporting Data 
 

Export Data from SIMS  
 
Once all of your data has been entered into the KS1 Wizard you will need to return 
this to the Data Management Team at County Hall. 
 
1. Select Tools | Performance | Assessment | Wizard Manager  

2. Select the Key Stage 1 England 2011 wizard  

3. Click Next , to see the Selected Group Screen, ensure you have Year 2 
selected here and not a registration group 

4. Click Next through the Marksheet screen 

5. Click Next through Individual Report Format and click  Next to see the 
Results for Export  window 

 

6. Check that the group membership dates are for the current academic year 
and adjust these to include any pupils that may have left the school. 

7. Click Export  

8. Navigate to where you want to save this file  

Tip:   

Keep all of your export files for this year together in a folder called Ass Man 7 
Export Files 2011  on the I:\ drive.  To create this folder click the ‘new folder’ button 

 and name the folder).   

Export 
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9. Save it with the name 891ssss_891LLLL_KS1 (where ssss is your schools 4 
digit DCSF number – see Assessment  Collection Grid : Summer 2011) and 
Save. 

 

 

9. Upload your export file to Erica 

You have successfully exported your Key Stage 1 Tea cher 
Assessments.   

Now you will need to up-load the file to Erica. 
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What you could do next….. 
 

Viewing your data 

 

Within the KS1 Wizard there is a marksheet called KS1 D. Broadsheet Review 
2011. Use this marksheet to view all data for your year 2 pupils.  All of the usual 
Marksheet functionality is available: 

View additional Student information 
 

1. Right click the students column heading and choose Select Additional 
Student Columns   

 

 

 
 

 

Right click here 
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Calculate Average Point Scores 
 
Within the KS2 Wizard there is a marksheet called KS1 E. Average Point Score 
Calculator .  Use this marksheet to calculate average point scores for your Year 2 
pupils, this can be used as a Group Filter on a marksheet when filtering by Prior 
Attainment. 
 
1. Open the Average Point Score Calculator marksheet.  All results will show for 

English, Maths and Science will been shown.  

 

 
 
2. Click Calculate  to fill in the final column.  This will average the point scores for 

each level. 
3. Save 

 
 

 

 

 

1.  
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Contacting Us  

Email   ict.training@nottscc.gov.uk  
Phone  Schools :  0115 8546116 (Option 1) 
  Corporate :  0115 9772796 
Fax  0115 9772144 
Post   Yvonne Williamson 

ICT Services Training & Support Team Leader 
ICT Services 
County Hall 
West Bridgford  
Nottingham  
NG2 7QP 

 


