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How to import a report definition file and run the report
Do not attempt to open the report definition file, these files are not written in a format that allows them to opened they need to be imported in to SIMS so they can be linked to your data and generated through the SIMS database.  You will get an error message if you attempt to open it.
1. Save the report files on your PC. 

2. Go to Reports | Import – click on open
[image: ]

3.  Locate the file that you saved and either double click on it or click on open.
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4. Ensure you have selected the correct file and there is a tick next to the name.  Click on Import – the status will change from pending to imported.
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5. Once the status has changed to imported, close the window.
6. To run the report, go to Reports | Run report or use the run report icon [image: ]. 

7. Click on the + next to the ‘Focus’ folder to expand this area.  Select the staff folder by clicking on it.  The right-hand side of your screen will show the reports that are available.  Locate the report that you have just imported.  If your list is long you can click once in the list of reports and start type K and you will be taken to any reports that start with K – our reports will be prefixed with Keystone.
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8. If you click once on the report you will be able to see the export file type
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This file will output to an Excel document.  To run the report double click on the name.

If the File does not open – look at your task bar at the bottom of the screen to locate the Excel icon and click on this to view the report.
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9. Your report will be available to use.
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Name Focus  Omner Suppler Updted  Category
ADP-Staf Memo (Logon Name & Password) Sl Imported CES Repottng Servces  10/03/2016  Publc

ADP-Staf User Account List Sl impoted CES Repottng Senvices  10/03/2016  Publc:

Btended Sngle Central record St Impored CES Repotting Senvices  18/09/2017 Publc

HCSS Budget ipot St Impored 8204321 Green Abbe... 17/10/2017 Public

1SC Curert St Sl impoted CES Reportng Services  18/09/2017 Publc:

1SC Staf Detals Sl impoted CES Reportng Senvices  18/09/2017 Publc

151 Cental Register St Impored CES Reportng Senvices  18/09/2017 Publc

1| Certral Register (RTF) Sl impoted CES Repotting Senvices  18/09/2017 Publc:

Keystone SWC Data Check Cortracts) ~ Staf  Gillan Grosvenor  WATERS EDGE PRI, 17/10/2017 Public:

OMR Tepiate: Muliple Singe Ceriral Record St Impored CES Reportng Senvices  18/09/2017 Publc

S Bt OFSTED SCR St Impoted CES Repoting Services  18/09/2017 Public:
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ADP-Staff Memo (Logon Name & Passord)
ADP-Staf User Account List

‘Extended Single Certralrecord

HCSS Budget import

1SC Curent Staft

1SC Staf Detalls:

151 Central Regiser

1| Central Register (RTP)

Multple Sngle Central Record
OFSTED SCR
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H ) c ) 3 F G H [
Legal Forename JLegal surname_Eligible for SWR DOB Ref No. (NI Number) |Gender Date of Birth Ethnicity Ethnicity Category Code

Alisa ‘Abbas T 08March 1575 WEB98416A 08March 1975 Asian or Asian British, Bangladeshi ABAN

Alisa Abbas T 08March 1575 WEB98416A 08March 1975 Asian or Asian British, Bangladeshi ABAN

Helen Avery T 03 August1962___ MW237516C 03 August 1962 Black or Black British, Caribbean __ BCRB

Helen Avery T 03 August1962 __ MW237516C 03 August 1962 Black or Black British, Caribbean __ BCRB

Belinda Bates T 22 September 1983 NB124455C 22 September 1983 White, Irish WIRI ‘Grad Teacher Prc
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