Report:Assist Web Resources Report:ASS|St

Creating a CSV file of your pupils in SIMS.net

With the correct csv file we can add your pupil class lists, their teacher and class name directly into
Report:Assist each year.

The procedure is straightforward

Click on your Sims.net Icon and enter your username and password

User name |

Password |

[7] Change Password

Lok ] [ concel |

1. Now go to Reports in the top left TR

and select “Design Report” from Focus [Reports [Routines Tools Window  Help
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Student List »
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2. Click on ... Create a new Report

SIMS .

Focus Reports Routines Tools Window Help

B @ - e Y BREN UWBEEZS O @

B New [ Open Save ~ Run Preview Results
4l Report Designer

Welcome tothe SIMS .netreport
designer

| would like to ...

E] Create a new report
= Open an existing report

& Import a report
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3. Select Student in the drop down tree then click on Next >>
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Focus Reports Routines Tools Window Help
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B New [ Open Savells ~ Run Preview

Results

B Select Data Area

Choose the focus on which to base your
report ...
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Contact

Data Collection Sheet
Leamwise User

i~ Applicant

‘... Contract

(- School o

(&) The chosen focus viill become the rows of
your report

[ << Back l [ Next >> l Finish

Report Summary
Report Name:

>

effective on: 18/03/2015 ‘ ‘

4. Choose “On roll” in the My report is based on Student option then click Next >> below it.
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Focus Reports Routines Tools Window Help
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B New [ Open SavelAs ~ Run Preview

“ Refine Data Area

Results

Refine the Data area that you have
chosen to base your report on.

My report is based on Student

[on ol 7)

<< Back Next >>

Report Summary
Report Name:

>

effective on: 18/03/2015 ‘ |
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5. Now Double click on UPN so it appears across in the right box, then do the same for Forename, Surname,

DOB, Gender and Reg Group

Focus Reports Routines Tools Window Help
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BNew [ Open B SaveAs ~ ERun [ Preview

Results

R4 select Data Fields Selectfields to be included in the report

Focus [Student

[ ] @ Funist

Quick Note Available \E
- Bith certificate seen
- Public Funded
- Gender
- Photo Available
. Photo
-] Previous Name
- Registration...
. Admission number
Admission date
- Leaving Date
PN
- Local UPN
- Former UPN
- Educated in another sil
- Unique Leamer Numbe
Attends Extemal Class¢
Year group
Reg group
- Cumrent/Leaving Year
- Cument/Leaving Reg
- Cument NCYear
- Derived House

Here you can choose which items of
information you want to be displayed as
columns in your report

Find

Caption|UPN

- UPN

(i You must select at least one field to
include in your report

(% Loadfroman existing report

=

[ << Back | [ Next> | | Finish |

Report Summary
Report Name:

effective on: 18/03/2015

@ Data area: Student - Population: On roll

6. They should all now be in the right box in a column

s SIMS _net:

Focus Reports Routines Tools Window Help
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[B New 5 Open [ Savess ~ bRun [0} Preview

Results

[ setect Data Fields Selectfields to be included in the report

Focus [Student

[ ] & Funiist

e Primary Telephone
- Email (own)

Here you can choose which items of
information you want to be displayed as
columns in your report

Find

Caption|Reg

- UPN
- Forename
- Sumame
- Date of bith [DOB]
- Gender
8 Reg group [Reg]

-~

(i You must select at least one field to
include in your report
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- Quick Note Available
Birth certificate seen
Public Funded
Gender

- Photo Available
o Photo
--[] Previous Name
- Registration...
. Admission number
- Admission date
Leaving Date
UPN
Local UPN
Former UPN
- Educated in another si
- Unique Leamer Numbe
- Attends Extemal Class¢
- Year group
- Reg group
- Cument/Leaving Year
Curmrent/Leaving Reg
Current NCYear

% Loadfroman existing report

[ << Back | [ Next > | [ Finish |

Report Summary
Report Name:

>

effective on: 18/03/2015

@ Data area: Student - Population: On roll

@ Data Fields: UPN, Forename, Sumame, Date of birth,
Gender, Reg group

m




Report:Assist Web Resources

Report:Assist

7. Click on Next >>

0 siwms v 1

Focus Reports Routines Tools Window Help

B @= - e B BREIHUBCEZSO @A
[B New % Open [ SaveAs ~ @ Run [l Preview = Results

A Apply Filter

Define Filter

Here you may apply afilter to restrict the B New (0r Modity X Delete
rows in your report no fitter]

% Load froman existing report

[<cBack | [ Next> ] [ Finish |

8. And Next again >>
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Focus Reports Routines Tools Window Help
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B New [ Open B SaveAs ~ ERun Q,Preview Results

[l Define Sort Order Selectfields on which o sort the report

o Focus [Pupil
Here you can choose the order in which - -
the rows of your report are displayed Find l:] & Full list Sort fields tick for descendir

The Default sort order for this focus is ...

] »

=] Basic details...

- T
Legal Sumame
—— Forename
Q) You can chose to sort by more than Legal Forename

one field
Middle name(s)
Initials
Date of bith
Age in years
Days to next bithday
5 Load from an existing report Last Updated
Role Text
Telephone (own)
[ << Back ] [ Next >> ] [ Finish ] Primary Telephone
e Quiick note:

Report Summary e Quick Note Available
Report Name: . Bith certficate seen
| Public Funded

Surname, Legal Forename

® ®
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9. Check the box for Use Effective Date then Next >>
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Focus Reports Routines Tools Window Help
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B New [ Open B SavelAs ~ ERun mPreview Results

[ specify effective date

Your report is capable of being run at an

effective date other than today. If you

wish to supply an effective date other

Lhan today please indicate your choice
ere

se Effective Date [E]

[0 Supply Effective Date at run time

[<<Back | [ Next> | [ Finish |
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10. Choose Excel and give the file a name, (eg reports.csv) then click on Next >>

T8 SIMS net:

Focus Reports Routines Tools Window Help
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[B New % Open [ SaveAs ~ [@Run [QPreview  Results

lj Define presentations Enter required settings for report output tvpes

Here you can design the settings for Report Title [epotscsv
the different types of output Suppress duplicates [
lect th ion for th
Select the presentation for the report Excel Seffings
Presentation
B¥ Word List Report B
B¥ Word Mailmerge i Divider =
Standard Portrait =
Fom Report (RTF) (®) Standard Portrai Frequency
.xaw' (O Standard Landscape Number of ey
@ Web page (O Report Template Fixed Columns
=] Text
%, Analysis [l Go straight to Print Preview
. . Allow these settings to be changed [ Group into separate sheets
[ Allow choice of output at run-time at run-time
[ Record count | Fecords
[ << Back ] [ Next >> ] [ Finish ] Without ticking the box to use these settings, the report will go straight to Excel. You may need to untick the Suppn
Report Summary
Report Name: -

effective on: 18/03/2015 ‘ ‘

11. Click on Run my Report (second option) of | would like to ... Excel should now open with the data
required. Click Save and Save the file to your preferred location as a CSV (comma de-limited) file ready to
email over to us.
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Focus Reports Routines Tools Window Help
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B New [ Open B SaveAs ~ ERun 'Q Preview Results

ij Design Complete

All the steps to designing a report have
been completed

I would like to ...

#8 preview my report
E Run my report
=] Save my report

% Create or edit another report

Next >>

Report Summary
Report Name:

| >

effective on: 18/03/2015 ’ ‘
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If you wish to create an attendance file later in the year to add pupil attendance figures directly into each
pupils reports, the process is the same but choose the following fields from under attendance summary :-

UPN

Present AEA (or attended if AEA not available)
Late (optional)

Unauthorised

Total Session

The 'Authorised' value will be calculated from the other values.

Re-importing will update the existing data.
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Focus Reports Routines Tools Window Help

g @ o B9 BRES HBCESD B
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4] Select Data Fields

Selectfields to be included in the report

L Focus [Student
Here you can choose which items of vs| s

information you want to be displayed as Find |:] & Full list Caption[UPN
columns in your report
{1 Previous Name - W

+ Registration... UPN
- ) Family home...
(&) Youmustselect at least one field to 3] Additional information...
include in your report Medical...
Dietary...
Parental Consent...
=) Attendance summary (Current Year)...
Attendance Group(s)
Present marks
- . Approved Ed Activity
% Load from an existing report Present + AEA
Authorised absences
Unauthorised absences
Possible marks

Unexplained absences
Report Summary Late before reg

Report Name: Late after reg
leffective on: 18/03/2015 Late (both) L4
Missing marks

Attendance not required

] %Attendance summary (Current Year)...

Lesson Attendance Summary.

) Ethnic/Cuttural...
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[<cBack ] [ Next> ] [ Finish |
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@ Data area: Student - Population: On roll




