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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 7.128. 

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) 

 

PLEASE NOTE 

If you have recorded NfER assessment data within SIMS in previous years you will 
not need to import the templates again.  

To check if you have the assessment marksheet templates already in SIMS, go to 

1. Select Focus | Assessment | Template  

2. Search for NFER 
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The Templates are called: 
NFER English Record,  
NFER Maths Record,  
NFER Non–Verbal Record 

There are no new ones to import and the templates above can be used again. 

However if you have not got the templates, please go to Step 1. 
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Step 1. Download and Import the Marksheet 
Template 

 

Download SIMS templates from www.nottinghamshire.embc.org.uk/assessment .  
You will see a Templates folder, click the link to download the template for NfER.  

 

1. You will see a Templates section, click the link to download the template for 
NfER (you will need to click Run twice).  The file contains a number of 
different templates that you can import into SIMS.  It will place the file into 
i:/edit/template/2010. 

 

2. To import the templates go to Sims and navigate to Routines | Data In | 
Assessment | Import   

 

  

3. Use the browser button and navigate to I:\edit\templates\2010 and select the 
file called NFERDataEntry2010.XML  and click Open 

 

Browse to 
I:\edit\templates\2010  
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NB Make sure the “Overwrite with default values” box is ticked (this should happen 
by default) 

2. Click Next and Next  you will prompted for which templates to import 

 

3. Tick the templates that you want to record data for.   

4. Click Finish , click Yes at the “Are you sure you want to Proceed” prompt  

5. When the Activity Log is displayed check through to make sure there are no 
errors.  If  there are errors, Save the file and contact the Schools Service 
Desk (0115 8546116) 

 

You have successfully downloaded and imported the N fER 
templates.  You now need to make the marksheets usi ng 

Step 2. 
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Step 2. Making the Marksheets 
 

Once the template has been imported you need to use this to make a marksheet 
ready to key in the data. 

1. Select Focus | Assessment | Template  

 

2. In the template name field search for NFER, this will show you all templates 
that start with this. 

3. Double-click the template that you wish to record data for 

 

4. Scroll to Panel 3 of the template called 3.Marksheets  

 

5. Click the New button and select the appropriate year group for the template 
from the Group Selector window, click Apply 
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TIP: 

If you want to create separate marksheets for separate classes you can create them 
here.  If you do this, teachers that access the marksheets from within SIMS will see 
their class marksheet.  If you are exporting your marksheets to Excel for teachers to 
complete this means teachers will only see their pupils listed on the marksheet. 

6. Save your template using the Save button in the top left of the screen 

7. Click the Browse button at the top of the screen and double click the next 
template you wish to make a marksheet for 

8. Go to Panel 3 and make a marksheet for the next year group just as before 

 

You have successfully created marksheets ready for 
entering data for NfER, continue to Step 3. 

Tick a 
year and 
select 
Apply 
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Step 3. Open the Marksheet and Enter Data 
 

 

1. Select Focus | Assessment | Marksheet Entry  

2. Search for the templates starting with NFER 

3. Double click the marksheet you want to enter data into .  E.G. NFER English 
Record:Year 3  

 

Before entering any results make sure you enter the  correct result date 

TIP: 

If you find there are already results in this marksheet you should clear the results first 
before entering this year’s assessments.  To do this right click  the column heading 
and select Blank Column   

 

3. Enter results into the correct columns on the marksheet, click Save at any 
time and come back to the marksheet to complete 

Enter the 
date for the 
assessment 
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The only data you need to input for each assessment are the test series, raw score 
and standardised score. You can allocate the test series for each year group by 
right-clicking the column heading and choosing Select Grade for Column. 

NOTE: 

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

·  You can export this marksheet to excel  
·  You do not have to enter all results at this point.   You can save the 

marksheet and return to it later 

·  If teachers log into SIMS to take the register then  the marksheet for their 
class will show as a tab 

 

 

 
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 
 

 
 
 
 

You have successfully used the marksheet to enter t he 
NfER assessments, continue to Step 4 to export the results

Teachers 
View, 
showing  
Marksheet 
Tab 

The result date 
needs to be 
entered in a 
format 
DD/MM/YYYY 
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Step 4. Export Data 
 

1. Once the marksheet has been completed select Routines | Data Out |  
Assessment  | Export  

 

2. From the Export window select Export Results , click Next 

 

 

 

3. Click on Browse 

 

 

Click Export 
Results and then 
Next. 

Click on 
Browse 
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4. Navigate to the I:\ drive and either create or select Ass Man 7 Export Files 
2010 

 

 

Tip:   

Keep all of your export files for this year together in a folder called Ass Man 7 
Export Files 2010  on the I:\ drive.  To create this folder click the ‘new folder’ button 

 and name the folder).   

 

5. Double click the Ass Man 7 Export Files 2010 folder 

Name format 891ssss_891LLLL_NFERxxx10 (where ssss is your school’s 4 digit 
DCSF number and xxx is either “Eng”, “Mat” or “NV”).   
6. and Save 

 

7. Click Next . 
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8. Select Export using Custom Filter  

 

9. Click Next  

10. Skip the student selector window, click Next  

11. At the Aspects to be exported  window you will need to find all of the NfER 
Aspects.  Tick the ones to be exported. There should be three separate files 
sent, one for each subject area - English, Maths and Non Verbal. 
 

English Aspects  Maths Aspects  Non-Verbal Aspects  
NFER English Test Series 
Number 

NFER Maths Test Series 
Number 

NFER Non-Verbal Test 
Series Number 

NFER English Raw Score 
 

NFER Maths Raw Score 
 

NFER Non-Verbal Raw 
Score 

NFER English Age 
Standardised Score 

NFER Maths Age 
Standardised Score 

NFER Non-Verbal Age 
Standardised Score 
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12. Click Select  

 

13. Click Next and Next again without entering a Result Set 

14. Check that the date range is for the current academic year and click Finish  
click Yes to proceed at the prompt 

15. You will then see an Activity Log, check that the results have exported 
successfully.  If not then call the Schools Service Desk (0115 8546116) 

 

16. Upload the file to ERICA. Repeat the process for Maths and Non-Verbal results. 

 

17. Complete a paper return called (Nottinghamshire KS1  to KS3 NFER 
Project 2009-2010) and send it via the school mail service or electronically 
via ERICA to Data Management department.  (Please see separate letter 
from Data Management ) 

You have successfully exported and uploaded the NfE R 
Assessments  
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What you could do next…..  

Filtering groups  
 

Within any marksheet you have the functionality to filter the pupils you see 

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

 

 

 

2. Select any additional information  

you would like to see 

 

 

 

 

You can use the Group Filter functionality to analyse groups of pupils.   

3. Click the browser next the Group Filter box 

 
Click on the 
Browse to 
open the 
Group Filter 
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4. Selecting filter criteria from this window will allow further analysis of the data 

5. Remember the remove the filter before you close the marksheet 

Ordering data  
You can order the data by right clicking any column heading and selecting Order 
Rows | Ascending  or Descending  

 

Graphing results  
 
You can graph results for a single assessment 

1. Right click any column heading to graph and select Show Grade Distribution  
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6. Select which data you want to graph and click the Graph button 
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Download, Import and run individual reports  
 

Once all of your assessment data is entered into the marksheets for QCA, NfER and 
KS1 some reports have been put together to collate this information in a format to 
send home to parents, with or without attendance data. 

 

Download reports  

1. Navigate to www.nottinghamshire.embc.org.uk/assessment and scroll to the 
individual reports section.  Click onto the report you wish to download and 
click Run, Run.  There are two reports to choose from: 

 

AM7PupilReports2009_2010  AM7Pupil Reports2009_2010Attendance  

 

 
 

Import reports into SIMS  

 

2. In SIMS click Routines | Data in | Assessment | Import  

3. Click the browse button and navigate to I:\edit\templates\2010  

4. Select the report file to import 
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5. Ensure the tick box to Overwrite with default values is ticked 

6. Click Next  

 

7. Select the year groups to import, then click Finish   

Run reports in SIMS  

8. Select Focus | Assessment | Individual Report  

9. Search for files starting with Attainment  

10. Double click the report you want to run 

11. Click the Students  browse 

 

Click 
Students 
browse 
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12. Select the students that you want to run the report for, click Apply  

13. You will now need to select the students again using the Select All  button 

14. Click Preview  to view the reports, or Print  to print them out. 
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Housekeeping 
 

Deleting old Marksheets  

In previous years you may have created marksheets that you no longer need.  It is 
perfectly safe to remove old marksheets, the results you have entered will remain in 
SIMS attached to the student record.  You may wish to remove some of these 
marksheets. 

1. Select Focus | Assessment | Marksheet Entry  
2. Search for all Marksheets and identify ones which you no longer require, 

make a note of the name 
3. Select Focus | Assessment | Template  

4. Search for the name of the template that the marksheet was using 

5. Double click it 

6. Go to Panel 3 Marksheets  and select the marksheet to remove 

 

 

 

7. Click Delete  

8. You will see a prompt checking that you want to remove the marksheet, click 
Yes 

9. Save the template  

Click 
Delete 



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 
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