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PHONICS SCREENING
Autumn Term 2021

INSTRUCTIONS FOR IMPORTING THE PHONICS
SCREENING WIZARD,
ENTERING PUPIL DATA AND
GETTING THE DATA TO YOUR LA



Introduction

Cancellation of the phonics screening check in June 2021 means incoming year 2
pupils did not take the check in year 1. In the 2021/2022 academic year, it is
statutory for schools to administer a past version of the phonics screening check to
year 2 pupils during the second half of the 2021 autumn term and return results to
the Local Authority.

Year 2 pupils who do not meet the expected standard in the autumn check will be
expected to take the statutory check in June 2022, alongside year 1 pupils.

Year 3 pupils, who were due to take the statutory check in June 2021 (when they
were in year 2), are not formally required to take the autumn check. Schools are
expected to maintain a programme of support for these pupils but do not need to
return phonics data for year 3 pupils to the LA.

Please note:

In order to output your CTF correctly you will need to be on the 7.202 (Autumn 2021)
version of SIMS.net which includes a new CTF export routine.

Build 21 Datzbase build 3.64.208 England Public-UK Priman

SIMS

Contains iTextSharp © 2008 Bruno Lowgie —

You can check which version you are using by going to the Help | About SIMS.net
menu.

= SIMS .net: WATERS EDGE PRIMARY SCHOOL
Focus Reports Rputines Tools Window
‘E:‘I Back Forward "‘:“j: g L—’; Contents Ctrl=F1

Search for Help on...

e B,

qu;g l():':arge | Getting Started Handbook
ma Gicbos! N Technical Support
System Information
Mon, 09 Mov 2020 | Tue, 10 Nov 2020 About SIMS .net
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SECTION 1 - Importing the Wizard

You will need to import one wizard for the Phonics Screening Test — the ‘Phonics
Screening Year 1 2021’ Wizard — and then attach your Year 2 group to it. You will
be recording the Year 1 Phonics assessments in the Year 1 Phonics resources but
assigning your current Year 2 students to templates to generate the Marksheets.

In SIMS go to ROUTINES | DATA IN | ASSESSMENT | IMPORT

== SIMS .net: WATERS EDGE PRIMARY SCHOOL

Focus Reports |Routines |Tools Window Help
< . Admissi » . @ g = A A | ©
2 e | wwe  CRUAHBO2240S8 CH
BT EHOC
WS Mrs G Gros D » l .
Home Pag Data Out -+ Selercted Academic Year 2020/2021
N . Data In ¥ CTF "
masy §obes 4
Statutery Returns » ‘ Assessment L ‘ Import ‘
e Pupil » Performance Analysis ™ Import From Spreadsheet
T . W Pupil Dot »
Mon, = el 20 Fri,06Nov2020 ~ | | Title
— Attendance » CFD programme
i' Dinner Money »
1300 Documents » |[PM2GH 13:00- | PM2GH 13:00- | PM2GH 13:00 -
30 CONNEXIONSCARD #
1400 EMA g
30 Data Exchange »
150 SLG & SIMS Online »
0 Home Page "
160 I

Click on IMPORT

q‘-‘ Import ? X h

Select the file to import from

| | [

*‘1 Header comments from the impoart file: /
2

Overwrite with default values (not applicable to PoS imports) [

< Back Next > Finish Cancel

Click on the magnifying glass to select the file that you wish to import



It is unlikely that you will automatically go to the files. You will instead need to follow
the route detailed below (Click to the black down arrow in the “Look in” box)

X
o é 1? il Ev
* Name - Date modified Type *
) DOCSTORAGE 30/04/2019 15:53 File fol
Quick access Drivers 23/03/201903:51  File fol
Intel 24/09/2020 09:25 File fol
- OneDriveTemp 26/05/2020 15:59 File fol
Desktop PerfLogs 15/05/2020 15:43 File fol
. Program Files 06/10/2020 16:28 File fol
[ | Program Files (x86) 24/09/2020 08:38 File fol
Libraries ProgramData 16/09/2020 20:34 File fol
_ Recovery 23/03/2019 03:01 File fol
L,Q SIMS 19/06/2020 10:32 File fol
This PC SNOVA 25/06/2020 15:20 Filefol ,
* < >
Lg File name: [ ~ | Open
Network
Files of type: Xml files (* xml) ~ Cancel
[] Open as read-only

Navigate through to these folders:
Local Disk (C:), Program Files or Program Files (x86), SIMS, SIMS.net, AMPA,

England Primary (and Deemed Primary), Assessment Manager

When you get to Assessment Manager folder you will see the following files
available:

Look in: | Assessment Manager v | (<] ? * [~
% Name - Date modified Ty ™
|| Phenics Screening Templates 2020xml 20/11/2019 1257 Xp
Quick access ™ pponics Sereening Templates 2021 xml 17/12/2020 05:42 X
| | PoS EYFS Aspectsxml 12/05/2017 14:54 Xp
- | | PoS Individual Reports England Primaryxml  08/02/2016 18:09 Xp
Desktop | | PoS Revised EYFS Aspects.xml 20/01/2021 13:59 Xxr
- | | Po% Tracking Templates England Primary 20...  05/09/2016 12:44 Xp
™ | | Progress 8 - KS2 Fine Level Templatexml 13/01,2016 16:51 XP
Libraries d Year 1 Phonics Screening Wizard 2020xml 03/12/2019 14:09 hA|
. | | Year 1 Phonics Screening Wizard 2021.xml 17/12/2020 05:46 XP
L._! | | Year 2 Phonics Screening Wizard 2020.x 03/12/2019 14:09 Xp
This PC | | Year 2 Phonics Screening Wizard 2021 .XNFI 2/2020 03:46 A,
* < >
L! File name: | w | Cpen
Network
Files of type: il files (" xml) ~ Cancel
[10pen as read-only

Double-click on the ‘Year 1 Phonics Screening Wizard 2021.xml’ file and it will
start the import wizard:



[ >
Select the file to import from

C\Program Files (xB6)\SIMS\SIMS net\AMPA\England Primary {and Middle Deemed Primary)'Assessment Manager\‘fil @
Header comments from the import file:

This Wizanrd holds a single Marksheet Template which can be used to enter data forthe Year 1 Phonics Screening data
collection in 2021.

It contains an individual "Student’ report and a Comparative’ report that looks at the school's outcomes against the national
outcomes last year.

Owerwrite with default values (not applicable to PoS imports) [l

Next = Finish Cancel

Click on the Finish button and it will ask if you want to proceed:

SIMS.net

| Are you sure you want to proceed?

| Vo5 No

Click on Yes to proceed with the import and it will bring up the Activity Log:



I

I- = Print [ Save

E u - -
1|Assessment Manager Import from KSMis) o
Date : 16/11/2021 09:32:14

|| The following Gradeset(s) were successfully imported:
| |Gradeset: Phonics Screening Check
(Gradeset: Phonics Screening Threshold Year 1

The following Aspect(s) were successfully imported:
Aspect: Phonics Screening Check Grade

Aspect: Phonics Screening Check Mark

Aspect: Phonics Screening Threshold Year 1

The following Template(s) were successfully imported:
Template: Phonics Screening Year 1 2021

The following ResultSet(s) were successfully imported:
ResultSet: Phonics Check Year 1

The following Individual Repart(s) were successfully impaorted:
{ [Individual Report: K51 Y1 Phonics Comparative Eng 2021 \

| [IndividualReport: K51 Y1 Phonics Student Eng 2021

Close

Scroll down the screen to make sure that everything has been imported successfully.
If the Activity Log says that any Aspect(s) or Template(s) could not be imported,
please give Keystone a call.

If everything has been imported successfully, click the Close button.



SECTION 2 — Entering Data

To enter the Wizard, go to:

Tools | Performance | Assessment | Wizard Manager

== SIMS .net: WATERS EDGE PRIMARY SCHOOL

Eocus  Reports  Routines |Tools (Window Help

£ o wee  WRCE240s CH
T Lockups »
) Mrs G Grosvenor .
Home Page Other Schools \ Selected Academic Year 20202021
06/11/2020 Setups L
Brimac: el B
Setup Message Options
Y 02H120 -0 Housekeeping L>
Academic Management W - .
| Mon, 02 Nov 2020 R R et Thu, 05Nov 2020 Fri, 05 Nov 2020 = | | Title
121‘;- 2faintain \cal Even | CPD programme for Spring 2020
= Statutory Return Tools »
1300 PM 2GH Pupil Premium » PM 2GH 13:00 - | PM2GH 13:00 -
30 Dinner Money »
1400 2 Check for Update
30 System Diagnostics »
15CIU ‘ Performance > | Assgssment ¥ Categery
30 Validate Memberships Analysis Lg System Utilities » I
1600 Staff b me}les L Wizard Manager
a0 CAPITA Options Assessment Mapping Tool
170“ SOLUS V4 Individual Report Template Conversion
— Capita My Account
= P! Y
18™ ‘ I

Click on Wizard Manager
NB - set filter to Incomplete

s VNizard ? *
Select Wizard K

Filter  |Incomplete e |

Name Edit Date Complete ™

EYFS Revised Profile Wizard 2021 01/09/2020 [l

Key Stage 1 \whzard England 2019 01/092018 |

Key Stage 1 \wizard England 2020 01/092019 ]

Key Stage 1 Wizard England 2021 01/09/2020 |:|

Key Stage 2 \wizard England 2019 01/092018 ]

Key Stage 2 \wizard England 2020 01/092019 [l

Key Stage 2 Wizard England 2021 01/09/2020 |:|

Year 1 Phonics Screening Wizard 2019 01092018 |

Year 1 Phonics Screening Wizard 2020 01/092019 |

Year 1 Phonics Screening Wizard 2021 01092020 O

Year 2 Phonics Screening Wizard 2019 \ 01/0%2018 O

Year 2 Phonics Screening Wizard 2020 \ 01/092019 |

Year 2 Phonics Screening Wizard 2021 ~ 01092020 |

v
= Back Mext > Finish Cancel

Click on Year 1 Phonics Screening Wizard 2021

Click Next



Click on the Magnifying Glass

Select Group

< Back

[ext =

Finish Cancel

The effective Group date will default to the start of the academic year to the start of
the next academic year, you can leave this as it is.

Click on the + sign next to Year Group

Select the effective Group date

B

o BVOVRE] B

Refresh

- Course

[#- Mational Curiculum Year
- Exam Season Candidates
- Azsessment User Defined
[+~ Ethnicity

[+~ Home Language

- Houge

t- New Intake Group

- Registration Group

- Exant Performance Cohort
- Discover

Apply

Clear Selection

Cancel



Click on Year 2 (you are adding your current Year 2 group to the Year 1 marksheet).
Click Apply

m
m
]

~J

Select the effective Group date

From g To g Refresh

i}

- Course ~
[#- Mational Cumiculum Year

- Exam Season Candidates

- Agsessment User Defined

[+~ Ethnicity

[+ Home Language

- House

[+ Mew Intake Group

- Registration Group

= Year Group

- Al Year Groups

- Year 1

- Year 2

- Year

- Year

- Year B

- Year &

- Year N2

- Year R

(- Special Needs v

— ooy Clear Selection | | Cancel

L)

s )

L}

fral
s |

Click Next

Select Group

Year 2 Q

< Back MNext = Eimigh Cancel




Double click on Phonics Screening Year 1 2021 or click once to highlight the
template and click on the green pencil

wes Wizard - Year 1 Phonics Screening Wizard 2021 ? >
Markshests
Filter:  |Incomplete w | Please select a Marksheet and click on the pencil to enter/edit d
Template Group Last Used Complete f
Phanics Screening Year 1 2021 ‘Year 2 |

< Back | | Next > Finish Cancel
Marksheet Entry : Phonics Scrocning Year 12021 - Year 2
Save Unde (2 Print 48 Export - [j Calculate
1 Basic Details 2 Marksheet
1 Basic Details
Mot | This Maricsheet enables you to enter the outcomes of the Year 1 Phonics Screening Test. Once the A
s Marksheet is displayed:
1 In the Threshold Score column enterthe Threshold Mark for the Wa' grade. You might ke to do
e e e e o e ST e L

- —

Data entry for this Marksheet is complete (]

2Markshoat
Result Date

| Group Membership Date &) Refresh (1) Summary 3 Namrow @ Zoom 2&Revezl [ Freeze Additional Student Columns

Group Filter

Phonics Check Year 1
Phonics Check Year 1
Grade for

Phaonics Check Year 1
Data Check

Students
Threshold Score
Mark for

ABRAMS, Paul
AINSLEY, Charlotte
ALBERTS, Courtney
ANDREWS. Ching
ATKINS, Portia
BARNES, Isazc
BARNVELL, Emma-Jane
BOLTON. James
BURROWES, Matthew
CARLSTON, Jack
CEDRIC-SMITH, Kimberley
CHIDIADI. Azi

CLARK. Felicity
CONWAY, Luisa
CONWEN, Eira
DENNIS, Joshuz
FITZROY. Rexanne
FLINT, Bradley

GRAY, Elspeth

HARRIS, Ellictt
HOLDEN, Beairice
HOLLINS, Bridget
HOWARD, Meghan
HUSSEIN, Aziza

IMAN, Mae

10N, Andrei

JAKUB, Alejandro
KABACINSKI, Elizabet
|KaUR, Fatima

il

BIRBBKEBIKE KL ERERKEBREEKBEKKEEERE LK
SRBEE KB ELY S8 88K 88K LE RS GRS
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You can enter the threshold score in the first column. In 2017, 2018 and 2019, the
threshold mark was 32. Schools and local authorities do not need the threshold mark
when submitting data as the DfE system will convert the pupil’s score to an outcome
(whether they met the expected standard). You do not need to enter the threshold to
submit your data, if you calculate the marksheet without the threshold it will fail the
data check, but this is still valid for submission of your data to the LA.

However schools could initially enter 32 as the threshold to allow the marksheet to
calculate.

If you submit your phonics return without the threshold you will need to edit the
marksheet later and enter the threshold. The threshold will need to be present if you
wish to use the reports from the wizard to report to parents.

To enter the threshold, you should right click on the column heading ‘Threshold
Score Phonics Check Year 1" and choose select grade for column.

t1

- -
Copy Column

Paste Value into Celumn

Blank Column

@
g
w
=
o
]
@
=
=

Students

View Aspect Details
ABBOTT, Jessica

ABHRA, Shaquib
ACKTON, Charlotte
ALALA, Michael

BENSON, Chantal

BHATI, Nadeem

BORDET, Magda
BURROWS, Delphine
CEDRIC-SMITH, Elliott
CLEEVES, Rosie
CLINTON, Joseph
COOPERS, Ryan
COOPER-SMITH, Beatrice
COULTER, Sadie
COULTON, Emma

View Column Properties
Order Rows »

Restore Row Urde

Select Grade for Column

Show Grade Distribution

Refresh Column Data
ilate Column

Check Spelling F5

Select Colour for Column

Clear Column Colour

Hide Column

Select the relevant grade from the list

11



= View Select Grade ? %

Select Grade for curent column

Grade Description

40 Threshold = 40

39 Threshold = 39

B Threshold = 38

7 Threshold = 37

36 Threshold = 36

35 Threshold = 35

34 Threshold = 34

13 Threshold = 33

32 Threshold = 32

3 Threshold = 31

30 Thresheld = 30

29 Threshold = 29

28 Threshold = 28

Ok Cancel
Click on OK

Please note that the threshold mark for the screening check has consistently been
32; this mark has been used for illustration purposes.

o> = =
o 25 <9 50 =
= 7 4 ol =8 (]
= 8's == == =
= L [
& =@ =0 5E a
AERUS, P S w— W

AINSLEY, Charlotte 32
ALBERTS, Courtney 3z
ANDREWS, Ching 32 35 |wa
ATKINS, Portia 32 36 |Wa
BARMES, lzaac 2 32 [wWa
BARNWELL, Emma-Jane 32 32 |Wa

If a child has taken the screening check you should enter a mark between 0 and 40
in the Mark for Phonics Check Year 1 column. You will need to enter these marks
manually as there is no select grade for column option.

Please Note - The DfE would like the data to be recorded with a result date when
the check is actually completed — not back dated to May / June 2021 when it
would normally have been carried out. So please ensure the Result Date in the
Marksheet is set appropriately for the second half of the autumn term when keying in
results. It will always default to Today’s date, so it is fine to leave it as is.

If a child has not taken the screening check, leave the Mark for Phonics Check

Year 1 column blank, and one of the following codes should be entered manually in
the Grade for Phonics Check Year 1 column:

12



A — Absent
D — Disapplied - Child did not take the phonics screening check
L — Left - Child has left the school

Phonics Chedh Year 1
Phanics Chedh Year 1
Phonics Chedk Year 1

Data Check

£
8
@
=
=
2
=
=

Students
Mark for
Grade for

ABBOTT, Jessica
ABHRA, Shaquib
ACKTON, Charlotte
ALALA. Michael
BENSON. Chantal
BHATI, Nadeem
BORDET. Magda
BURROWS, Delphine
CEDRIC-SMITH, Elliott
CLEEVES. Rosie
CLINTON. Joseph
COOPERS. Ryan
COOPER-SMITH, Beatrice
COULTER, Sadie
COULTON, Emma

When you have entered your data and the threshold click Calculate B9 Caleuizte gng
the Grade column will be populated automatically along with the Data Check column
to ensure that there is no missing data. If you have not entered the threshold data
you will not need to click on calculate you can just save your data.

Wa indicates those children who have taken the screening check and they are
working at the required standard and Wt indicates pupils that are working towards
the required standard.

Click Save (top left) and the data you have entered will change from red to black.
Click Close.

13



SECTION 3 — Deleting Incorrect Grades

If, after you have entered your data and saved it, you realise that you have made a
mistake and want to delete and amend an entry it is important to follow the steps
outlined below. Although it might appear that by pressing delete and re-entering a
mark that the mistake has been corrected, Assessment Manager remembers the
previously saved entry and this is what will be saved in your marksheet.

Click on the cell which has the incorrect mark which you want to delete.

Right Click on the mark and select View Edit Result History

Students

ZHENG, Degquan
WILSONS, Emily
WHITEMORE, Paige
WHITE. Theo
VINHAN, Satvinder
SMYTHYE. Bethanie
SLOAMNE, Alexandra
SINGH, Aneeta
SINGH, Asfia
SIMOMNES, Madeline
ROSSITER. Bradley
ROBERTS, Matthew

DEEOUVE Mimhalas

S 3 3

@ = > >

a8 y e -

w 2 = = %

=0 O 50 a

-@ﬁ =0 =.8 (@]

= = = = = —

= 5 55 3

=4 =0 (Gl =
32 32 |'\wa QK
32 35(wa 0K
a2 32 |'wWa OK
CEE E View/Edit Result History...

£

32 3 View/Edit Note...
32 % Vi FEAF Crmmment F4
32 3‘ Iew ‘_I-_-I_‘_-_-l ment...
22 2 Copy Value
2 % Select Grade for Cell
12 3 Select Colour for Cell
32 35 Clear Cell Colour
32 32z TOK
o 1 21 [ Vala ‘al"s

The following screen will appear.

Result Date  Result
161112021 436

Reszult Set
Phonics Ch.. |Phonics S.. | Year 1

Entry Date  Owner Operator  Motes OMR 1D
28/06/2021 |Grosvenor... |Grosven. |(Empty) -+

Template  Group

14
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Close



Check the dates and look for the mark which needs deleting; highlight the row
which needs deleting and click on the red X.

Result Date  Result Result Set Template  Group Entry Date  Owner Operator  Notes OMR 1D Progress Grid Te., %
1611/2021 ~ 36 Phonics Ch.. |Phonics S.. |Year 1 28/06/2021 |Grosvenor... |Grosven.. |(Empty) |---

Close

You will get a message asking if you want to delete the mark:

o Are you sure you want to delete this?

Click on Yes and the incorrect grade will be deleted. Now re-enter the correct grade
and Save.

15



SECTION 4 — Exporting Data to the LA

Once you have entered the data into the Year 1 Phonics Screening Wizard you need
to create a CTF for uploading to your LA.

Please Note — There is a new CTF Export routine that you will need to use, and you
can only access this if you are on the Autumn (7.202) version of SIMS. You can
check which version you are using by going to the Help | About SIMS.net menu:

= SIMS .net: WATERS EDGE PRIMARY SCHOOL

Focus Reports Routines Tools Window [Help

E:I) ack Foreard ;—_«3‘ 'g ; Contents Ctrl+F1

Search for Help on...

qlnets Edg,.
n:.?n(é FG’a:ge | Getting Started Handbocok
CS—— 01220 Technical Support
System [nformaticn
‘ Mon, 09 Nov 2020 = Tue, 10 Nov 2020 About SIMS .net } | Fri,
10 .

The version number should be 7.202 as shown below. If you have a lower version
number please contact Keystone to ask for your upgrade to be completed.

Build 21 Daztzbzse build 3.64.208 England Public-UK Priman

Version 7.202

’h_ms

Contains iTextSharp © 2008 Bruno Lowgie

In SIMS go to Routines | Data Out | CTF | Export CTF

= SIMS .net: WATERS EDGE PRIMARY SCHOOL
Focus  Reports IDDIS Window Help
g e | e rRUdMBCERae0e CH
1 3
l

Riwes B g g =<hool
S E;;: Data Out CIF | Export CTF |
S 09/11/2020 Data In » Assessment » View Export History Log
Statutory Returns » Performance Analysis »
Mon, Pupil » Person Data Cutput Fam Fri, 13 Nov 2020 = Title
10= Staff » CPD programme
30 Attendance »
1100 Dinner Money »
20 Documents »
1 2 o0 COMNNEXIONS CARD »
EMA »
30 | Readi Data Exchange » PE Gymnastics Music Club 12:30 - Board Games Club
1300 | Pm2¢ SLG & SIMS Online w |PM 2GH 13:00 - PM 2GH 13:00 - PM 2GH 13:00 - .
30 o »
Home Page Date
1400 09/11/2020 08:20

16



Click on the new option for Phonics Test Results (for Autumn Term 2021
Screening Check only) and then click on Select.

Select the CTF export type..

Expart Type

General

Phonics Test Results

KS1

K51 excluding Tests and Tasks

KS2

Early Years Foundation Stage data (FSP)
CME - Leavers

CME - Joiners

Phonics Test Results (For Autumn Tem 2021 1st Screening Check only)

A

_’M? Select || 9% Cancel |

Ensure that the Include students already exported box is ticked, as SIMs removes
pupils from view if data has already been exported.

1 Student Opbions MR
tudents 3
Effective Date  [16/11/2021 B | View |Currer|t students v | arlfﬂady sf‘:xpnrted %] | Refresh Students

From the Year Grp dropdown, select 2, this will select all your Year 2 pupils

2 Students e ——— b

LIPN Preferred Surname Preferred Forename Reg Grp . Year Grp “ear Taught

b PE23299512001 Abrams Paul 2IB 2 2
ABZ3299519001 Ainsley Charlotte 2GH 2 2
0223235518002 Alberts Courtney 2GH 2 2
P823259919002 Andrews Ching 2JB 2 2
T823259918003 Atkins Portia 2JB 2 2
G823259918004 Barnes lsaac 2GH 2 2
D823259915003 Barnwell Emma-Jane 2GH 2 2
T823253919004 Bolton James 2JB 2 2
5823239915005 Burrowes Matthew 2GH 2 2
823233313006 Carlston Jack 2JB 2 2
K823259913007 Cedric-Smith Kimberley 2GH 2 2
2823253919008 Chidiadi Azi 2JB 2 2

X [Year Grp] =2

17



In the Destination LA/Other box, click on the drop down arrow and scroll down to
find your Local Authority; put this destination alongside all the pupils.

Tip — Right-Click in the first destination box and click on select-all and then click in
the first destination box and a drop down menu arrow will appear, then enter
destination as your Local Authority, this will flood fill the boxes.

z Sle:Nﬂﬁ Preferred Surname Preferred Forename Reg.. Year Grp | Year Taught Previous Destination ~ Destination LA/Other  Destination School ~
b iFE23299512013 Abbott Jessica 28 2 2 Kingston-Upan-Hull
(WB23259916061 Abhra Shaquib 2JB 2 2 Kingston-Upon-Hull
D823295517001 Ackton Charlotte 2GH 2 2 Kingston-Upaen-Hull
V823299912014 Alzlz Michael 2GH 2 2 Kingston-Upon-Hull
1823239318015 Benson Chantal 2JB 2 2 Kingston-Upon-Hull
823299918016 Bhati MNadeem 2JB 2 2 Kingston-Upon-Hull
M823299918017 Bordet Magda 2JB 2 2 Kingston-Upon-Hull
B823233912018 Burrows Delphine 2JB 2 2 Kingston-Upon-Hull
1823299918019 Cedric-Smith Elliott 2JB 2 2 Kingston-Upon-Hull
B823239518020 Cleeves Rasie 2JB 2 2 Kingston-Upon-Hull
IT8232838517002 Clinton Joseph 2JB 2 2 Kingston-Upon-Hull
0823299918021 |Coopers Ryan 2GH 2 2 Kingston-Upon-Hull

——p | & Export CTF

Once you have all the pupils tagged with the destination click on Export CTF.
Select Yes if it brings up a warning about addresses.

Export complete. CTF file(s) create... X

8232999_PHO_810LLLL_001.xml

SIMS will pop up a box to tell you the name of the file, this can be located in your
CTF Out folder.

Now that you have created your file you need to upload it to your LA following their
instructions.

18



SECTION 5 — Using the Wizard to Produce Individual Pupil Reports for Parents

When you have finished entering the pupil data, you can use the wizard to create
statutory pupil reports.

Headteachers must report pupils’ results to parents in their annual reports. This
should include whether their child has met the expected standard to ensure they are
aware of their child’s progress in developing phonics decoding skills. For year 2
pupils who take the check in autumn 2021 and June 2022, schools must report both
results to parents.

Follow the route — TOOLS | PERFORMANCE | ASSESSMENT | WIZARD
MANAGER

= SIMS .net: WATERS EDGE PRIMARY SCHOOL
Eocus Reports Routines Window Help

B ok o] dmisons THBCRZ2e s EHE

Lookups »

Other Schools

Setups L4
Setup Message Options
Housekeeping »
Academic Management L4
Maintain Medical Event

Statutory Return Tools »
Pupil Premium L4
Dinner Money »
28 Check for Update
System Diagnostics »
Performance > Assessment > Category
Validate Memberships Analysis Ld System Utilities »
Staff = Profiles L Wizard Manager
CAPITA Options Assessment Mapping Tool
SOLUS Individual Report Template Conversion
Capita My Account [ I I

Highlight Year 1 Phonics Screening Wizard 2021 and click Next — Next — Next until
your screen appears as below.

Edit Date s
K51 ¥1 Phonics Comparative Eng 2021 01/09/2020 =
K51 ¥1 Phonics Student Eng 2021 01-09/2020 _B
Membership Dates for Group : Year 2
From 16/11/2021 El To [16/11/2021 l:, Refresh
Group Filter| | &,
Studenis
Sumame Forename DOB Reg Grp 2
Abrams Paul 151272014 218
O Ainsley Charlotte 02/05/2015 2GH
[ Aberts Courtney 07/03/2015 2GH
[ Andrews Ching 28/03/2015 2JB
[ atking Portia 12/01/2015 2JB
[ Rame Isaac. 24032015 2GH hd
Select All Deselect All
< Back Finish Cancel
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This will run reports for your current Year 2 pupils, so it is ok to leave the
membership date as today’s date.

You can test the reports by highlighting one report and ticking the top student, and
then clicking on the preview button.

Edt Date 4
KS1 Y1 Phonics Comparative Eng 2021 01/09/2020 =
K51 Y1 Phonics Student Eng 2021 01/09/2020 @
Membership Dates for Group : Year 2
From 161172021 |[EL | Te [le/11/2021 |[ Refresh
Group Filter | | @]}
Students
Sumame Forename DOB Reg Gp R
Abrams Paul 1511272014 2lB
[ aingley Charlotte 02/05/2015 2GH
[ Abers Courtney 07/03/2015 2GH
[ Andrews Ching 28/03/2015 2B
[ Atkins Portia 1240172015 2B
[_Rame lsaar: 02/03/2015 2GH hd
Select All Deselect All
< Back Finish Cancel

The comparative report KS1 Y1 Phonics Comparative Eng 2021 will give you the
school percentages against national outcomes.

The second report is for individual pupils (KS1 Y1 Phonics Student Eng 2021) you
will need a copy for each individual pupil.

Before you run the reports for all children it is advisable to check that the data is
correct. Run a report for one pupil. Assessment Manager will default to the first

pupil.

Click the preview button. If this report is OK you can run the report for all pupils.

Printing Reports

Please note that the THRESHOLD will need to have been entered for Phonics
Year 1 before you run/print the reports for parents.

If reports for all pupils are required then click on Select All; if not, go through the list
and select those who are required by putting a tick in the check boxes.
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Edit Date q
K51 Y1 Phonics Comparative Eng 2021 01/09/2020 =
K51 Y1 Phonics Studert Eng 2021 01/09/2020 _B
Membership Dates for Group - Year 2
From 16/11/2021 ([ B2 | Te [16/11/2021 |[ R Refresh
Group Filter | | (-l,
Students
Sumame Forename DOoB Reg Grp G
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Ainsley Charlotte 02/05/2015 2GH
Alberts Courtney 07/03/2015 2GH
Andrews Ching 28/03/2015 218
Atking Portia 12/01/2015 218
lsaac 02/03/2015 2GH b
Select All Deselect All
< Back Mext = Finnsh Cancel
Click the Print Report button.
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Sumame Forename DOB Reg Gmp 2
Abrams Paul 15/12/2014 2B
Ainsley Charlctte 02/05/2015 2GH
Alberts Courtney 07/03/2015 2GH
Andrews Ching 28/03/2015 2JB
Atking Portia 12/01/2015 2J8
[ Rames lzaac N203/2015 2GH v
Select Al Deselect All
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Reports will be created in Word for those pupils selected.

It is suggested that you print one copy of the KS1 Y1 Phonics Comparative Eng
2021 report and then photocopy it as it will be the same for every pupil.
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SECTION 6 — Contact Details

Any issues or questions to do with anything in this guide please contact us using the
methods below:

Keystone MIS Contact Details
Telephone — 01482 238700

Email — support@keystonemis.co.uk

Website — https://www.keystonemis.co.uk — Live Chat available

Support Site — https://support.keystonemis.co.uk
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