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Starting a New Year...

report sassIst

It is important that you follow these steps in the correct order, please do not skip a step.

Before we start, please make sure your teacher and class details are correct (there may have been changes)

There is a step by step guide to doing this in our website Resources section “Adding Editing and Removing Teachers”

1. Make the current school year ‘inactive’ by clicking

Admin>Pupils and then ‘Mark as inactive’. - r008
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2. Make a new report by clicking Admin>Reports and ﬁ
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3. Name the new report, eg Summer 2016, July 2016,
2015/2016, as you prefer then ‘Ok’ this.
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4. The report will still be set to your last report season and
the pupil list will be empty.
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5. Click Admin>School Details and notice that the Mm - L
default report is still the current report. g Mt

School Live School Test
Name:

Address: .
Telephone: | 01772655873
Website: A
E-Mail:
@

Head: | Jane Flora Doe
Deputy: Mr John Smith v /
Sessions: [ 7 Select School Logo, /
Report: Summer 2015 g
Alert: Get on with your reports!

Grades: | Name Values

Attainment  Above expectation,In line with expectation,Below expectation
Effort Excellent,Good,Fair,Poor
7 Attitude Fair.Poor

@ Help | G Refresh 100 pupil licence (0 active). v Ok || % Cancel

6. Click the dropdown and select the new title you p——

School Live School Test

created in step 2. E——
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Head: Jane Flora Doe. Ve
Deputy: Mr John Smith
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7. You will be asked if you are sure you want to
change the report, click ‘Yes’

Are you sure you want to change the report as this is usually done to start a new school year? ‘

. % No
Deputy: [Mr John Smith v

8. Notice that the report is now set to the new report € ReportAssist - 2016 Edition (release 2.2.80) - Logged in a:
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9. Now we need the latest pupil list...

Create (or ask someone to create) a CSV for your current pupils on roll, it should have the headings ‘UPN,
Forename, Surname, Class and Gender’ (you can also then add DOB and Year columns if you wish).

Important: You should double check that line 1 of : o
Insert Page Layout Formulas View Add-ins ACROBAT Team
the CSV file has the column titles and that the % cut Cabr o A B Wiap Tex General J f
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There is a step by step guide to doing this in our website Resources section “How to create a CSV”

10. Double check that the class information in =] # 'v;l 9 ?
the program matches the names in the Class o
column of the CSV file, if a class is missing or has * temamraesios [T
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11. Now start the import wizard by clicking Cen

Admin>Pupil wizard.

Ml Pupil wizard

- Forename Sumame bos Gender  Class  User
fort
nme
A
More than
ne option!
—_— UPN: Forename: Surname: DOB: Gender: Class:
[O1aotzots G- |[&--- off--- B

@Help | Clipboard || Text Tesv CTF || #Add |[—Delete || v Ok || Cancel



Report:Assist Web Resources repo‘ﬂ N aSSI_St

12. Click CSV (or CTF if you use a CTF file, the s e
process is similar). You will see some instructions as
to what the file should contain. Click ‘Yes'.

Forename Surname Gender Class

B3 ImportCsv.

Your CSV file should contain headers for:

| UPN, Forename, Surname, DOB (optional), Gender, and Class.

The UPN s used to match the imported pupils with previously imported pupils, this allows you to update the
whole school in one csv file.

The full list of available classes should have already been entered.

3 Important: Only re-import pupils if you use the proper UPN or they may be duplicated.
Do you have this ready?
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13. A file selector will appear, once you have picked
your CSV file the program will display how many

¥8, Pupil wizard

UPN Forename Surname DoB Gender Class User
. . R N[ A12345678 Anthony Ball 1511212009 Male Red
pu p||s were |mported Nohce that the Class B98765432 Faye O'Neill 0710412011 Female Blue
1001
information is displayed. st
1002 ?‘ CSV import:
789
12354 Completed!
26601
1 Added 2 pupils.
b Click OK to continue...
56507
%EP 7Ok
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[ 14/01/2016 O | &--- RIEEE v
@ Help || Clipboard || Text Zcsv_ |[ mcT +Add | —Delete || v Ok | % Cancel

14. Check that the class information is correct. If you
see ‘- - -“ then the class for that pupil was not found in
UPN Forename Surname DOB Gender Class User
the list of classes (see step 10) you should cancel the g Lzero  Anthony Bl tanaz009 Wale
aye O'Neill 07/04/2011 Female ---
import and either add/edit the class in the program or
in the CSV file. Then try again from step 11.
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15. Click ‘ok’ to start the import process, it will add
or update each pupil until all the pupils have been
imported (this can take some time depending on
how many pupils you are importing).

16. After importing notice that the pupil list now has the new set

of pupils.

You are now ready to start writing your reports!
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17. To see past sets of reports just use the drop down menu above the pupil list.
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