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Introduction

These notes are intended for Secondary schools and Special schools using Nova-T6.

This document describes the steps that should be followed to enable a successful transition
from one academic year to another. Most of the procedures should be completed before the
start of the new Academic Year. The Guidance assumes that thereis a full return to school in
September. Should some restrictions still be in place then further guidance will be issued to
accommodate the necessary temporary changes. The guidance in this document, however,
should still followed in order that the necessary procedures have been putin place for next
year.

Schools that followed the Strictly Education Guidance notes entitled ‘Preparing for the
Academic Year 2025/2026 Part 1 - Creating a new Academic Year in SIMS and how to setup
an OPTIONS Implementation’ will already have completed the following: -

e (Created the Academic Year 2025/2026 in SIMS

e Placed Pre-admission students in a SIMS Admission group and changed their status to
‘Accepted.’

e Run the Pastoral promotion routine once for at least the year groups and exported the
timetable from NOVA-T6 (this may not be fully scheduled, but all classes must have been
placed in correct Bands and the Blocks must have been completed on the Model screen)



Recording Changes to Teaching Staff in Personnel

This applies only to schools using Personnel, i.e., you are recording all staff details, including
contracts, training events and absences in SIMS. The details of new teachers joining the
school should be recorded as soon as the information is available (non-teacher information
can be added when known but is not required for the end of year process). Any existing
teachers who are leaving the school should be allocated a leaving date.

Note: Staff codes for anyone appearing in a timetable must be set (please see Adding New
Staff for Timetables and Cover on page 33). Nova-T6 users must make sure that the Staff
Code for anyone to be imported into a timetable is the same in both Nova-T6 and SIMS.

Adding New Teachers to Personnel

Initially, only Basic Details and Employment Details need to be entered. Further details can be
added as they are known.

« Select Focus | Person | Staff to display the Find Employee browser.

+ Click the New button to display the Add Employee page.

Add Employee

Basic Details
Surname Davis Forename George I
Cinilor Male ~  Date of Birth 21/08/1969 (B

» Enter the Surname, Forename, and then select their Gender from the drop-down list.

« Enter the Date of Birth in dd/mm/yyyy format or click the Calendar button to select the
required date.

* Click the Continue button. SIMS checks to see if the member of staff already exists. If no
entry exists, the Employee Details page is populated with the data just entered.

« Click the Employment Details tab to display the Employment Details panel.



Personal Details Professional Details Employment Details
Employee Details : Adrian Blacker
lB Save ") Undo (=) Print Suspense @ Links
1 Employment Details
i) 1 Employment Details
Teaching Staff ] Teacher Number [801'55916 ]
Teacher Category Qualified Teacher - Qualified Teacher Status Grad Teacher Program f{rained in El
Staff Code IAB Employee/Payroll No. l I
Employment Dates Employment Stat  Leaving Date  Cont Service Start LA Start Previous Employer Next| [I New
01/09/1987 01/09/1982 01/09/1985 Brookside Comm... % Open
9% Delete
< | " »
Check Check Clearance Date Clearance Level [ New
DBS Check 03/09/2013 Enhanced Clearance Open
Health Check 12/12/2004 Satisfactory Delete
List 99 03/06/2002 List 99 Cleared
Contract Status Start Date Post Service Tem Scale Point [B New
= 01/09/2000  Headteacher Leadership 27 [ Open
9% Delete
@ Clone
Service Agreement Start Date End Date Agreement Hours/Week [F New
Open
Delete

« Select the Teaching Staff check box for all teaching staff. This activates the Teacher
Category drop-down list.

Note: It is important to identify teachers by selecting this check box as it ensures teachers are
included in all applicable returns. It was previously necessary to select the Teaching Staff
check box for all staff to be timetabled. This is now achieved via Focus | Person [ Manage
Classroom Staff.

+ Select the required Teacher Category (e.g., Qualified Teacher) from the drop-down list.

* Entera Teacher Number if required. This must be in the format NN/NNNNN, where N
represents a number, e.g., 60/55916.

« Select the required Qualified Teacher Status from the drop-down list.

« Enteraunique Staff Code (up to three characters), if required

Note: Staff codes for anyone appearing in a timetable must be set - please make sure that the
Staff Code for anyone to be imported into a timetable is the same in both Nova-T6 and SIMS.

» Enter the Employee/Payroll No., if known

* Inthe Employment Dates panel, create or edit a record and record the continuous service
start date (Cont. Service Start), local authority starts date (LA Start), and Employment
Start date, or click the respective Calendar buttons and select the required dates.

+ Enter the name of the Previous Employer, if known

« Addarecord for a DBS Check in the Check panel by clicking the New button and selecting
from the Check drop-down list. Enter the date clearance was received (Clearance Date) or
click the Calendar button to select the required date.




« Addarecord for a Health Check in the Check panel by clicking the New button and
selecting from the Check drop-down list. Enter the date that the questionnaire was

returned.
(Clearance Date) or click the Calendar button to select the required date.

» Record any additional checks, if required
+ Click the Save button to add the member of staff. Repeat for any other members of staff

joining the school.

Adding Leaving Dates for Existing Staff Members in Personnel

Enter leaving dates for any teachers as soon as they have left your school. Select Focus |
Person | Staff to display the Find Employee browser.
» Searchfor and then select the required member of staff to display their details on the

Employee Details page.
« Click the Employment Details tab to display the Employment Details panel.

1 Employment Details

Teaching Staff |§| Teacher Number |90/23388 I
Teacher Category Qualified Teacher v I Qualified Teacher Status ]Qual'rfied v I
Staff Code IRD I Employee/Payroll No. | ]
Employment Dates Employment Stat  Leaving Date  Cont Service Start LA Start Previous Employer Next D New

01/09/1994 Parkway School % Open

9 Delete
< >

* Inthe Employment Dates table, highlight the required record then click the Open button to
display the Edit Employment History dialog.

X

s Edit Employment History for Richard Davidson ?

Details
Employment Start Date 01/09/1994

Date of Leaving |

Continuous Service Start Date |

"t e

Local Authority Start Date [

Previous Employer |Parkway School |

Next Employer | |

Notes | |

OK Cancel

« Enter the Date of Leaving in dd/mm/yyyy format or click the Calendar button and select
the required date.



was Eoit Fry

Details

Employment Start Date [01/09/1994

Date of Leaving |31/08/2023

Continuous Service Start Date |

Local Authority Start Date I

3 it i

Previous Employer |Pakaay School

Next Employer I

Notes I

OK

Cancel

Click the OK button to return to the Employee Details page.

Employment Dates Employment Start
01/09/1994

Leaving Date
31/08/2023

Cont Service Start LA Start

Previous Employer
Parkway School

Next

Click the Save button to save the changes.

Repeat for any other leavers.




Creating the new Academic Year in SIMS

The process for creating a new Academic Year is very demanding on the SQL Server - please
proceed when (ideally) you have sole use of SIMS or when there are very few users in the
system.

+ Begin by creating a SIMS backup in System Manager via: Focus | System Manager |
Database Backup

Note: This process can be conducted on your current version of SIMS, it is not dependent on
any upgrade. If you have any new Year groups or changes to your school’s Pastoral Structure
expected in 2025/2026, please contact the SBS MIS Helpdesk before proceeding.

+ In SIMS select Routines | School | Academic Year to open the Define an Academic Year
Wizard

Create Academic Year ? X

Define an Academic Year Wizard

This wizard allows you to create an academic year.

As part of this process you will define term start and end dates,
half term holidays, statutory holidays and staff training days.
Please ensure you have this information before you start.

This wizard guides you through all necessary steps, which must
! be completed before the next academic year can be set up.

Preview...(] <Back: | | Next; | Cancel ‘

* Click Next to open the School Working Week
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Create Academic Year

Define the school working week

Specify the school working week by selecting which days or half days
the school is open.

First day of the school week: Monday g )

Day of the week AM Session PM Session }
> lVionday

Tuesday

\Wednesday & #]

Thursday

Friday ] [#]

Saturday [ =l

Sunday = =
Mo errors detected. Press "Next' to continue... |

Preview...[] [ <Back ][ Next> | [ Cancel |

* Click Next and say Yes to the “Are you sure the AM/PM sessions are correct?” message.

* Inthe Create Academic Year screen add the dates for your school for each term of the
academic year

Note: Throughout this document, please adjust the dates to reflect your school’s situation. It
is strongly recommended that the Academic Year starts on 1st September. If your actual start
date is later than Ist September 2025 and there is/are no Staff Training Day(s) on 1st
September or any subsequent days prior to the start date, then the Exceptional Circumstance
routine could be used in Lesson Monitor for 01/09/2025 or a date range from 01/09/2025 to
include any other such days.

(See Appendix 1 for guidance on the Exceptional Circumstance routine).

Define the terms and term holidays for the academic year
Define the school terms start and end dates.

School Terms and Holidays

School Term Term Start Date Term End Date Term Holiday

» Autumn Term 01/08/2025 19/12/2025 Christmas Holiday I
Spring Term 05/01/2026 27/03/2026 Easter Holiday
Summer Term 13/04/2026 20007/2026 Summer Holiday

'No errors detected. Press ‘Next' to continue...

Add Term... Remove

Preview...[] < Back Next > Cancel
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Note: You can click the Preview check box if you wish to see another display screen of

your dates as you edit.

* Click Next to continue.

« Click Add Holiday and add the half-term dates for the Autumn term.

Define the half term holidays

information is optional.

Define the half term holidays, start and end date for every holiday. This

| Half Term Holiday Details X B
Category Start Date End Di
b Half-Term 271012025 310f Category  |HalTem v]
Half-Term 16/02/2026 200024} start Date 25/05/2026 8
| Description |St.rnmer Half Term | e
No errors detected. Press "Next' to continue..
__ OK Cancel El
Add Holiday... Remove
Preview...[] < Back Next > Cancel

+ Add the remaining half-term dates.

Define the half term holidays
Define the half term holidays, start and end date for every holiday. This
information is optional.
Category Start Date End Date
Half-Term 7/10/2025 3110/2025
I Half-Term 16/02/2026 20/02/2026
Half-Term 25/05/2026 29/05/2026
No errors detected. Press ‘Next' to continue...
Add Holiday...
Preview...[] < Back

Description
Autumn Half Term

February Half Tem

Summer Half Term

Cancel

Next >

* Click Next
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+ Onthe Define teacher training days screen, click Add to enter details of any known
Staff Training Days

Define teacher training days
This information is optional at this stage and can be defined later via
the School Diary.
New Teacher Training Day X
Catego Date .
© w - Category Staff Training Day
b Staff Training Day 01/09/2025 |
Staff Training Day 19/12/2025 Date 23/07/2026 2
Staff Training Day 13/04/2026 T |ir15et Day |
Staff Training Day 01/06/2026
No errors detected. Press ‘Next to continue... | OK Cancel
Add Remove
Preview...[] < Back Next > Cancel

* Click OK and repeat the process if there are other known Staff Training Days

Note: Further Inset days can be added later but this should be done via the School Diary (right
click in the cell for the required day and choose New Staff Training) and NOT the Edit
Academic Year routine.

* (lick Next

On the Define Public Holidays screen, click Add Holiday and add the date for the 2026 May
Bank holiday.

Define public holidays
This information is optional at this stage and can be defined later via
the School Diary.
New Public Haliday X
Catego Date Descri . .
e o Category Bank Holiday
Date 04/05/2026 ’;',
Description  |May Day |
No errors detected. Press "Next to continue.. | OK Cancel
Add holiday Remove
Preview...[] < Back Next > Cancel
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* Click OK then Next.

* Double check that all the dates are correct.

* Click Create

- A :
_reate Academic Year

Ready to create new academic year

Check the new academic year dates below and press create when you

are ready. This process will take some time to complete and should not
be aborted once started.

[ER ¢S] Academic Year 2025/2026
=€ Autumn Tem 01/09/2025-19/12/2025
- €D Staff Training Day 01/09/2025
@ Half-Temn (Autumn Half Tem) 27/10/2025-31/10/2025
- £ Staff Training Day 19/12/2025

¢S Spring Tem 05/01/2026-27/03/2026

b Easter Holiday 28/03/2026-12/04/2026

@€ Summer Temn 13/04/2026-20/07/2026

{2 Summer Holiday 21/07/2026-31/08/2026

i _Cancel |

The following message will be displayed.

Create Academic Year

-

2 This process will take some time to complete and should not be
z_IA aborted once started. Do you wish to continue?

Yes

No

Click Yes to continue.

When the process is finished you will see the following window:

14




Academic Year was successfully
created

Close

* Click Close
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Next Year's Pastoral Structure

The pastoral structure for the new academic year is automatically set up when the new
academic year is created and is based on the current academic year’s structure. You may
need to amend this if your school will be organised differently in the new academic year. For
example, you may wish to: -

» Add additional registration groups where student numbers have increased.
» Merge registration groups where student numbers have decreased.
» Change registration group names.

Adding/Removing Registration Groups

It is possible that you may need to increase or decrease the number of Registration Groups in
a particular year and/or change the names of Registration Groups attached to years.

« Select Focus |School | Pastoral Structure | Next Academic Year Structure

« Double check that you are looking at the Next Academic Year Pastoral Structure which
will be displayed in the title bar.

Next Academic Year Pastoral Structure

Effective Date: B8

| =43 Green Abbey School - 01/09/2025
+1- &0} Pastoral Structure

+ % House

#)-(_] National Cumiculum Year Taught In

Note: Do not attempt to rename registration groups. If the name of a registration group has
changed, a new group should be added with the new name and then the old group should be
removed.

« Expand the Pastoral Structure tree by clicking the + sign for the required Year and the +
for
Registration Group level as shown in the following illustration.

16




Next Academic Year Pastoral Structure

Effective Date: B8

=-{{4 Green Abbey School - 01/09/2025
& L.Q Pastoral Structure
P 0 Year 7
- 8 Head of Year: Mr B. Kinross
------ (G Supemsors
R~
-] 7A
@---. 7B
- 7D
w4 7E
: - 7F
Ij 0 Year 8
@- 0 Year 9
<@ Year 10
D & Year 11
@] Year 12/Year 13
El @ House
@] National Cumiculum Year Taught In

« Toaddaregistration group, right-click on the Registration Group folder and select New
Registration Group

The following window will appear:

Registration Group M
Registration Group
Short Name: I ]
Full Name: l ]
Registration Tutor I I @
Supervisors: Role Name E]
Va
Room: l
Ok |[ Cancel |

« Typeinthe Short Name and Full Name for the group. You can also select the Registration
Tutor and Room if this information is known at this stage by clicking the browser button
next to the appropriate field.
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Next Academic Year Pastoral Structure

Effective Date: (01/09/2025 | & | | @ Go

=35 Green Abbey School - 01/08/2025

-2} Pastoral Structure

= |<?‘ Year 7 Registration Group
48 Head of Year: Mr B. Kinross

.. Supervisors Short Name: [7G ]

E""_j Registration Group Full Name: [7(3 ]
[} TA

- 78 Registration Tutor | | 84

:;: ;g Supervisors: Role Name El

-7 7E

B[ 7F

[+ @ Year 8

[ g Year 9

o] Year 10

[+ 0 Year 11 Room: } Q

4] Year 12/Year 13

-Gy House Ok Cancel

+-{_] National Cumiculum Year Taught In

Registration Group ? X

* Click OK and you will see the new group added to your structure.

Next Academic Year Pastoral Structure

Effective Date: B8

= L'IQ Green Abbey School - 01/09/2025
=] &.@ Pastoral Structure
P E |<? Year 7
. ~$ Head of Year: Mr B. Kinross
------ (] Supervisors
=] rﬂ Registration Group

|:| 0 Year 10

|+| 0 Year 11

-] Year 12/Year 13

|+| @ House

&~ National Cumiculum Year Taught In

Note: In the case of the above example the process illustrates that 7G is a first-time
registration group. If the students in an alternative year group have already been assigned to
another registration group, then, before removing the reg group, they can simply be
transferred by right clicking the Registration Group folder, selecting Members, and then
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ticking the students that are to move to the appropriate registration group. Otherwise,
the registration group can be simply deleted.

To remove a registration group, right-click on the registration group that you wish to
remove and select Remove.

Next Academic Year Pastoral Structure

Effective Date: B8

-8 Green Abbey School - 01/09/2025

=&} Pastoral Structure

. =< Year 7

€8 Head of Year: Mr B. Kinross

-] Supervisors
. @] Redgistration Group
&< Year 8
=<2 Year 9

@ Head of Year: Mr S. Green
(2] Supervisors
ij Registration Group

- 9A

&
&
&5 9 Associate with New Year Group...
E"" I Remove

W[ 9

EN? Year 10 Properties...

<@ Year 11
@] Year 12/ Members
-y House

-] National Cumiculum Year Taught In

Click Yes to the following warning and the group will be removed.

Next Academic Year Pastoral Structure J——

l Selected group will be deleted. Do you want te continue?

o) [

» Click Save
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Allocating Registration Tutors to Registration Groups

If teachers have been assigned to different registration groups in the new academic year,
then you will need to amend next year’s pastoral structure. If any registration groups are to be
taught by a new member of staff, then before proceeding you must ensure their details,
including Employment Start Date are entered using Focus | Person | Staff.

Note: If teachers are moving up through the school with their students, this can be dealt with
through the Pastoral Promotion routine.

To allocate teachers to registration groups:

+  Select Focus | School | Pastoral Structure | Next Academic Year Structure

* Expand the pastoral structure tree by clicking the + signs until you get to the Registration
Tutor level for the group concerned and then Right-click.

« Ifnotutor has yet been assigned to the group, click New.

« Alternatively, to change the teacher currently assigned to the group, Right-click the
Registration tutor and click Properties.

Registration Group |\i]-s:_hj
Registration Group

Short Name: [ |
Full Name: IBA |
Registration Tutor |MISS Jill Foster | 84 (% ]
Supervisors: Role Name [E]
Room: English Room 4 I[ Q ]

[ ok |[ cancel |

* The new Registration Tutor may be selected by clicking the browser button and
searching for the correct member of staff.
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Select person

I* People Browse
H Search (=) Print

Surname | | Forename I Role

<Any Suitable> v

Name

Abdullah, Miss Saadaa

Abell, Mrs Anita
Anderson, Mrs Mary
Andrews, Mrs Selina
Ansar, Mr Zaidan
Asher, Mrs Dawn
Asif, Mrs Mina
Atkinson, Mr John
Batchley, Miss Andrea
Blacker, Mr Adrian

0K || Cancel

(1) Records found: 104

« Click OK and repeat the process for any other registration groups to which you wish to

allocate tutors.
Allocating Rooms to Registration Groups

If required, a room can be allocated to a registration group:

+ Browse through the pastoral structure tree as described previously and right-click the

required Registration Group
« Click on Properties

Room Browser (= [ [
I’ Search Rooms
H Search @'Open %Delete Links ~ @Help %Close
Short Name I:I Long Name I | Locati
Short Name Long Name Establishment ot
Al At Room 1 Green Abbey School B
A2 At Room 2 Green Abbey School
A3 At Room 3 Green Abbey School
B1 Business Studies 1 Green Abbey School
B2 Business Studies 2 Green Abbey School
CSR Caretaker Stock Room Green Abbey School -
< | 1] | »
[ ok || Cancel
(4) Records found: 68

Select the room you require using the Room browse button.
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» Click Search and highlight the required room.

+ ClickOK

Note: Rooms will only be available if they have been recorded in SIMS using Focus | School |
Rooms.

Once all required changes have been made to the Pastoral Structure:

o Click the Save button on the toolbar.

Focus I Reports Routines Tools Window

Help
Sy . 5:-:: -<- y
‘é’y\ 4:-‘:] Back ~ Forward % & 9 P ‘.3:_
BSave @Up @Down Action ~

‘ Note: This may take some time depending on the number of changes that have been made.

Pastoral Promotion

A Pastoral mapping is required to promote the details of this year's Pastoral Structure into
next year.

To setup the promotion path mapping chooses Routines | School | Promotion

Click OK to accept the Promotion Data Check

Promotion Data Check

; Before promoting pastoral groups the system
@ must prepare your student data

This may take a few minutes.

[ Ok ] [ Cancel |

+ The Validate Memberships routine will then run.

Validate Memberships

Your group memberships are currently being
checked and group membership rules enforced .
This is to support the annual promotion process.

Please wait...

P T
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Setup Promotion Mapping from Academic Year 2024/2025 ? X
Academic Year:
Promote from Academic Year 2024/2025 v Load
Year Group
Year Group Promotion Path
> 7 8
8 9
) 10
10 1
1 12
Override membership O Set Default
Registration Group
Year Registration  Promotion Path Registration Tutor Promote Promote Other
Group Registration  Supervisors
Tutor |
» Year 7 TA 8A ~ Mrs Anne Wheeler (] (]
Year 7 7B 8B ~ Mrs Edith \Waters J J
Year 7 7C 8c “~ Mrs Lynn Chase () O
Year 7 7D 8D ~ Mrs Anita Abell O O
Year 7 7E 8E ~ Mrs Selina Andrews O O
Year 7 7F 8F v Mr Martin | Inwin [ [
Override membership O
Finish

At the next screen click the Load button to display year groups and registration groups

Check that all the suggested promotion paths are correct - use the slider bar to reveal
all the year groups and all the registration groups.

Highlight any registration group that is not following the default position and using the
dropdown arrow select the required group.

In the following example, 7F are promoted into 8X rather than 8F so 8X will need to be
selected from the list.
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Registration Group

Year Registration
Group

Year 8 8c

Year 8 gD
I Year 8 8E

Year 8 gF

Year 9 9A

Year 9 SR
Override membership O

Promotion Path

8C
oD

Registration Tutor

~ Mr Richard Davidson

~ Mrs Fiona Turner

9G - Mr Christopher Hughes

9A
9B
acC

9E
9F

Mcnamara
oster

liandad

Promote
Registration
Tutor

JOo000U00

Promote Other

Supervisors

Jo0o0oUuUoo

Finish

If this is the first time you are undertaking this process, then tick both Override
membership boxes. However, on subsequent occasions these boxes would not normally
be selected as this would overwrite any changes to next year's registration groups that

have been made for individual students.

IT a registration tutor is moving up with the students, then tick the Promote Registration
Tutor box or in the case of another supervisor tick the Promote Other Supervisors box.

Registration Group
Year Registration  Promotion Path Registration Tutor Promote Promote Other A
Group Registration  Supervisors
Tutor
T Year 7 7A 8A ~ Mrs Anne Wheeler
Year 7 7B 8B N Mrs Edith Waters
Year 7 7C 8C ~ Mrs Lynn Chase
Year 7 7D 8D N Mrs Anita Abell
Year 7 7E 8E N Mrs Selina Andrews
Year 7 7F 8X N Mr Martin | Inwin [ [ b
Override membership O
Finish
+ Click Finish
+ Click Save
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Admission Groups

Students that are due to start in your school at a future date can be entered into SIMS in
advance and then placed on roll at the appropriate time. Before student details for your new
intake are entered you will need to create Admission Groups. Students in admission groups
are available for inclusion in next year’s registration group lists, attendance registers, etc. but
they can be removed from SIMS if they do not arrive. Entering as much information as
possible at this stage will also help schools to have student level data ready in suitable time
for the Autumn Census. More than one Admission Group can be created, for example there
can be a group for the new Y7 and one for Y12.

Creating Admission Groups

To create Admission Groups for an intake:

« Select Routines | Admission | Admission Groups | Setup.

[ Find Intake Group

E]New B Search Open Delete Print Next Previous

Name I ] Admission Season [<Any> | Status [active
Admission Year ‘:Any: «| Year Group <Any> v D
Name Admission Year Admission Season Year Group Planned Admission Status

* Click New to create a new Group.

Intake Group Details: New
Save Undo = Print
1Intake Group 2 Admission Group

1 Intake Group
Admission Year 2025/2026 v|  Name |
Admission Season Active [l
Year Group
Planned Admission

2 Admission Group

Name

»1| |“

Date Of Admission

e Entertherequired information in the Intake Group panel:

> Supply a suitable Name.
» The Admission Year is the Academic Year of admission e.g., 2025/2026.
> The Admission Season will be Autumn for students starting in September.
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> The Year Group is the year that the students will be joining. If you have, for example,
one group of students joining Year 7 and another group of new students joining Year 12,
you should create an Intake Group (and then Admission Groups) for each group.

» The Planned Admission is the maximum number of students that you can admitin a
particular intake. If you are unsure of the number, make sure that this is at least the
number you expect to admit.

» The Description defaults to Admission Year - Season - Year Group when you click in the
field. This can be changed if required.

In the second panel Admission Group, enter the Date of Admission. It is vital that this is
within the new Academic Year otherwise students will be admitted into the wrong year
group.

Intake Group Details: 2025/2026 - Autumn Year 7
Save Undo &= Print
1 Intake Group 2 Admission Group

1 Intake Group
Admission Year 2025/2026 v|  Name [2025/2026 - Autumn Year 7
Admission Season | Autumn “ Active [wl
Year Group Year 7

Planned Admission |120

2 Admission Group

Name [2025.#2026 - Autumn Year 7 (A) ]

Date Of Admission l[}la‘DBHZDZS I B

* Click Save and Exit the screen.

Entering Applicants (New Students)

There are several methods of populating Admission Groups with students:

» Admission Transfer File (ATF): This may be available from your Local Authority, and it
contains the basic information of those New Year 7 students who are eligible for a place
at your school as part of the Pan London Application process.

» Common Transfer File (CTF): Common Transfer Files are supplied by your feeder schools.
If your feeder schools have not supplied Common Transfer Files, it is recommended that
you ask for them.

» Manual Entry
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Admission Transfer Files

Ensure that you have received an ATF from the LA and that it is stored in a secure but
accessible location. Use the path Routines | Admission | Import ATF File to display the Import
ATF File wizard. If you have not used this process before, please contact the Strictly Education
Helpdesk for further guidance.

Common Transfer Files

Ensure that you have received a CTF from the relevant feeder school(s) and use the path
Routines | Data In | CTF | Import CTF to display the Select the CTF import type screen.

Select the CTF import type..

Import Type
General
Add Data for Existing Pupils Only
Add ULNSs for Existing Pupils Only
Add KS2 for Existing Pupils Only
Add KS3 for Existing Pupils Only

of Select || 3¢ Cancel

If the record has not been started, then choose Add Data for New Pupils Only, choose Place
New Students in Pre- Admission, and select the relevant Intake Group.

Import CTF (Add Data for New Pupils Only)

1Datato be Imported 2 Import Selection 3 Exception Log

1 Data to be Imported

Student Basic Details M Student Address ) Student Contacts 7] Looked After Il
SEN Information ]| Assessment Data ] School History [ External Exam Results =)
Attendance Summary ] Programme of Study(PoS) =] FSM History [l
Assessments
2 Import Selection
i 4 New pupils and their data will be added
CTF File l = # Data for existing pupils will be ignored
. + Pupil matching 1s needed to determine
Place new pupils in |Pre-Adrn|ssnon | which pupils are new
Pre-Admission Group Admit On Year Group
2025/2026 - Autumn Year 7 (A) 03/09/2025 Year 7

g Proceed For Match Import

To update the records for existing students, choose Add data for Existing Pupils Only and
proceed with the Import selection. Please contact the Strictly Education SIMS Helpdesk for
further guidance if required.
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Manual Entry

+ Select Focus | Admission | Application and click New.

+ Typeinbasic details such as surname and gender and click Continue.

Add Applicant
Basic Details
Surname IMchugh I Forename IMary I
Sex |Female v| DateofBirth [12/09/11 =

Continue &

SIMS will search for any potential matches already on the system e.g., if the student has
previously attended your school or if some of their details have already been entered onto the
system.

» Ifacorrect matchis found e.g., Applicant was previously on roll, highlight the matched
name, and click Open. You will be taken to the Application screen.

* |fnomatches are found, you will be taken straight to the Application screen.

+ If persons matching the details, you have entered are found, their details will be displayed.
Check that your new student is not already there and click the New button to take you to
the Application screen.

The Application screenis like the standard Student Details screen and information can be
entered in the same way. The Registration Details panel, however, is different from that in the
standard Student Details screen as it is designed to deal with the application and admission
process.

* Inthe Registration Details panel use the drop-down menu to select the Intake Group

2 Registration Details
Application Status Offered v | Application Reference Number I ]
Intake Group [2025/2026 - Autumn Year 7 - E, Admission Group [2025/2026 - Autumn Year 7 (A)
Year Group IYear 7 | Year Taught In {Cuniculum Year 7
Registration Group ‘ __V House
Date Of Admission [03/08/2025 | 8 | AgeOnEntry [11years, 9 months
Admission Number l ] Enrolment Status *Sinéle Registratién
Boarder Status |Not a Boarder v | Late Application O

Unique Learner Number (5142334247 |

Local UPN [ |
Part-Time

Start Date I ‘
End Date I I
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Once these are selected the Date of Admission will default to the expected date of
admission previously entered when setting up the Admission Group, however, it may be
changed here for an individual applicant.

The Year Taught In will default to the same as the year group and other information such as
class (Registration Group) and part time information may be entered now if known.

The Application Status will default to Applied, but this can be changed (see next section on
Changing the Status of Applications).

Changing the Status of Applications

The Admission area of SIMS is designed to manage the process of admissions from
application through to the student arriving and being put on the school roll. The Application
Status of a prospective student indicates at what stage of the process they have reached.
Schools may choose to use a different Status to progress each applicant through the process.
This will enable a filter by status to be applied at any stage to produce lists or address letters
of acceptance, rejection, etc.

The Status options available are:

Applied - Indicates that the child has applied for a place in the Intake Group

Offered - Indicates that the child has been offered a place in the Intake Group
Accepted - Indicates that the child has accepted the place offered.

Admitted - Indicates that the child has been admitted into the schoal.

Withdrawal - Indicates that the child has withdrawn their application for a place in the
Intake Group

YVVVVYYV

Note: Schools do not have to process admissions through each Status option; applicants may
be changed directly from Applied or Offered Status to Admitted. However, applicants with a
Status of Applied or Offered are held under a different focus for reporting purposes. You will
therefore need to change their status to Accepted for them to be included on lists which you
may want to print in advance of them being admitted e.g. Next Year's Registration Groups.

Entering students using either the ATF or CTF routine or manually will default to the first
status:

Applied. The Application Status may be changed for groups of applicants using either
Routines |

Admission | Finalise Offers or Routines | Admission | Accept Applications (the Accept
Applications option can also be used to change the status to Offered). Alternatively, the
status of applications may be changed individually in the Registration Details panel of the
Application Screen.

To change the Status to Accepted:

+ Select Routines | Admission | Accept Applications
« Search for the required intake group and double click on it or highlight it and click Open.
» Search for applicants by Current Application Status e.g., Applied or Offered
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Note: The Applications panel will default to showing Applicants with a Current Application
Status of Offered. If you have Applicants in the Intake Group with the status of Applied, you
should change the Current Application Status to Applied.

The following screen is then displayed:

2 Applications

Current Application Status

[Fopled] v

Name

Price, Rachel
Smith, Robert |
Ward, Patrick

20/04/2010
01/022010|
12/1212009

Application Status

Offered
o
sovics I
sovics I

Accepted \withdrawal o)

« Tick the Accepted column for those who have accepted a place, and you therefore expect
to arrive in September.

2 Applications

Current Application Status | Applied <]

Name Gender poe Application Status Offered Accepted Viithdrawial a
Price, Rachel Female 2010412010 Socepte: [P — v
Smith, Robert Male 01/02:2010 Accepted [ v

> Vard, Patrick| Male] 12/12:2009] Accepted I 4 |

Note: You may also use this routine to Withdraw any applicants you are not expecting or to
change the Status from Applied to Offered.

Allocating Applicants to Next Year's Registration Groups

There are two ways of adding expected new students to next year's Registration Groups. The
Registration Group can be entered for individual applicants in the Registration Details panel of
the Application screen, either as you are entering the applicant or later by re-selecting and
editing the record.

Note: Only current Reg Group names will be available in the Registration Details panel of the
Application screen. If you are allocating students to any Reg Groups that have been newly
created for the 2025/2026 Academic Year, you will need to use the second approach below.

Using the Registration Group Members grids via Next Year's Pastoral Structure (This is the
quickest method to allocate students to registration groups and to check that all students
have been allocated to the correct group)

« Select Focus | School | Pastoral Structure | Next Academic Year Structure

« Double check that you are looking at the Next Academic Year Pastoral Structure, which
will be displayed in the title bar.
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Next Academic Year Pastoral Structure

Effective Date: B8

=8 L‘Q Green Abbey School - 01/09/2025
=] l@ Pastoral Structure

- @ Year 7

|:| (] Year 12/Year 13

|+| % House

@] National Cumiculum Year Taught In

* If necessary, change the Effective Date to the admission date for the Admission Group i.e,,
the date that the students are being admitted, then click Go The following message will
appear:

Next Academic Year Pastoral Structure ﬁ

Next academic year structure can be changed only on the first date of

£ I-& academic year.

oK

* Click OK as you are not changing the structure.

« Ifnecessary, click the + sign to the left of Pastoral Structure to display next year’s year
groups.

* Thenclick the +sign to the left of the year group that you want to work with e.g., Year 7
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Next Academic Year Pastoral Structure

Effective Date: B8

=444 Green Abbey School - 01/09/2025
=&} Pastoral Structure

. 2 Year 7

4§48 Head of Year: Mr B. Kinross

(] Supervisors

SR Regitraton Group
@ 7A

@ 7B

@ c

|i 7D

|i 7E

@ 7F

* Right click on Registration Groups and select Members.

You will now be able to allocate students to next year’s Registration Groups by clicking in the
appropriate column for each student as shown in the following example:

ws Allocate Students/Applicants : Year 7 - O
Effective Date Range

© From effective date to end of the academic year ( (O Over the whole academic year ( 01/09/2025 - 31/08/2026 )
Student Status

M  Students ¥ Accepted Applications [ Current Applications (Applied / Offered / Reserved)

a——— Print &) Actions ~
Name Gender |Year Group |[Reg Group (W/.§| 7B | 7C | 7D | 7E | 7F -
Alala, Candis Female [Year 7 |78 v
Barden, Olivia Female |Year 7  [7C v
Bateman, Vincent |Male |Year 7 7D v
Bhati, Aini Female [Year 7 |7E v
Boian, Claudiu Male [Year 7 [7F v
Brown, Ingrid Female |Year 7 7A v
Broz. Konrad Male [Year7 |78 v
Cairns, Matthew  [Male [Year 7 [7C 4
Canzano, Michael [Male [Year 7 [7D v
Carlton, Eleanor Female |Year 7 7E v Y
Total 10( 10f 10f 10f 10f 10
< >

(0]¢ Cancel

You may change which students are displayed using the Student Status options:

O Students are those already on the school roll.
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O Accepted Applications are applicants with an Application Status of Accepted and
are shown in pink.

O Current Applications are applicants with an Application Status of Offered or Applied and
are shown in orange.

When you have finished, click OK to save your changes.

Manage Classroom Staff
Adding New Staff for Timetables and Cover

Members of Staff who already have Staff Codes in use from last year are automatically
carried forward with the same Staff Codes into the next academic year in Manage Classroom
Staff.

It is the Staff Role and Staff Code in Manage Classroom Staff that allows a timetable in NOVA-
T6 to be successfully exported into SIMS. To enable a person, whether a Teacher, a Cover
Supervisor, an Exams Invigilator or an HLTA to be used in Cover, a Staff Role, a Staff Code, and
an Organisation (which includes the Working Pattern) need to be assigned.

Any new staff employed from September will need to have their basic details entered in
SIMS Personnel first and then a unique Staff Code can be assigned in Manage Classroom
Staff. This Staff Code must match the code used in NOVA-T6; any unmatched codes will
prevent the export of a teacher’s timetable.

+  Select Focus | Person | Manage Classroom Staff and choose the Academic Year
2025/2026.

Find Classroom Staff

DNew HSearch Open Remove ~ Print
Academic Year [2025/2026 < | has staff code? |<Any> . Role |<Any> O Include Leavers?
Surname | ‘ Staff Code l:l Subject I:] Organisation |<Any>

Note: Do not add any contracted teacher directly into Manage Classroom Staff instead match
their “Employee record” that has been previously added in SIMS Personnel.

In the example below a new teacher, Lucy Cook, has been appointed from September 2025
and her details have been added in SIMS Personnel:

+ Click New
Add person
Basic Details
Surname I] | Forename I I
Gender ] vl Date of Birth [ &S
Continue &)

Enterthe surname, Cook, and click Continue.
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In the Matched People list after her surname was entered the following appears:

Add person
Basic Details
Surname Kemp Forename [Penny l
Sex _|  Date of Birth [ |8
Continue &)
Matched People
The following people known to the SIMS database have similar details
To add a new person with the details entered above, select New.
To add an existing person or edit a known person, select Open
Full name Sex Roles Address New
Kemp, Miss Penny Female Employee, User, Teacher % Open

* Highlight the new member of staff and check that the ‘Roles’ column shows as Employee.

+ Click the Open button to the right.

Note: There may be more than one matched entry if he/she is also a parent or contact -
always select the record that has Employee as the role.

However, you can, for cover purposes, add directly in Manage Classroom Staff any Supply
Teachers (i.e., those without school contracts). They will not match on an existing record; you
are taken directly to the next screen. This just creates a Service Agreement in SIMS
Personnel.

The Classroom Information screen now displays:
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Generate Staff Code

Subject(s)

Cover Option

Staff Code (2526) [

1 Basic Details
Surname IKE‘I'”I:‘ ]
Forename IF'E‘-HH‘.-‘ ]
Midname I ]
Title Miss
Sex Female
Pronoun(s)

2 Classroom Information

Existing code assignments

#  Edit
% Remove
© Up
& Down

Role(s) as at 01/09/2025

(] Teacher

(] Higher Level Teaching Assistant
(] Teaching Assistant

(] Leaming Support Assistant

(] Classroom Assistant

(] Technician

() Other Supervisor

(] Other Assistant

() Examination Invigilator

V4 Edit

% Terminate All

+ Click the Generate Staff Code button to generate the Staff Code. DO NOT enter the code
by typing it in as this will not save the code throughout SIMS, although the program lets
you do precisely this.

In the example below the new code LC2 has been generated for Lucy Cook:

1 Basic Details
Surname lKE‘mF'
Forename lF‘enn-_.-
Midname l
Title Miss
Sex Female
Pronoun(s)

2 Classroom Information

Existing code assignments

Staff Code (25/26) |PKE

Generate Staff Code

Subject(s)

Cover Option

/  Edit
% Remove
(%) Up
@ Down

Does not provide cover v |
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If you need to amend the Staff Code to fit in with school policy, then this code can now

be edited as it has been generated by the program. In our example, we intend to use LCO so

we would n

eed to:

*  QOvertype the 2" withan ‘O’

* Place atick beside “Teacher’ for the role in school.
+ Select ‘Provides cover’ in the Cover Option menu choice if this teacher will be required to

cover.
1 Basic Details
Surname IF"E'WD
Forename IF‘enn;.-
Midname I
Title Miss
Sex Female
Pronoun(s)
2ClassroomInformation £yising code assignments Role(s) as at 01/09/2025
Staff Code (25/26) [PKE B Teacher V Edit
e [ Higher Level Teaching Assistant
Generate Staff Code .
(7] Teaching Assistant 9 Terminate All
() Leaming Support Assistant
() Classroom Assistant
Subject(s) At #/  Edit () Technician
9% Remove (] Other Supervisor
(] Other Assistant
) Up () Examination Invigilator
@ Down
Cover Option |Does not provide cover ‘
To use this person in Cover an Organisation pattern needs to be added.
* Inthe Organisations panel, click the Add button to display the Organisation Details
screen.
The Organisation defaults to the name of your school - use this for all new contracted
teachers.
= e =
Organisation Working Pattem Active &5 Add
Orgarisaton 5
& Edit
Working Pattern | Day Definedtime  Starttime End time
Lol Monday 0845 1530 & Add
Tuesday 08:45 15:30
Wednesday 08:45 15:30 f Edit
Thursday 08:45 15:30
Friday 0345 1530 3¢ Delete
Active M
0K Cancel
« Click OK

« Save your whole school changes.
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@ Classroom Staff Details: Kemp. Miss P - 202572026
Ve Undo = Print
1 Basic Details 2 Classroom Information 3 Organisations

(N
]

Note: Part-time staff should have their working pattern edited by double-clicking on the
School name in the Organisation panel which causes the following screen to appear.

wes  (Organisation Details for Kemp, Miss P = O
Organisation [Green Abbey School
Working Pattern | pay Definedtime  Stattime Endtime
Monday Al Day 08:45 15:30 &P Add
Tuesday All Day 08:45 15:30
Wednesday Al Day 08:45 15:30 4/ Edit
Thursday All Day 08:45 15:30
Friday All Day 0845  15:30 ¥ Delete
Active [l
OK Cancel

* Checkthe pattern times and highlight a day when they are not in school and click Delete.
* Repeat the process to remove all unwanted days.

« Tochange thetimes on a particular day, highlight the day and use the Edit button as
appropriate and click OK to accept the change.

In our example, Lucy Cook is not contracted to work on a Wednesday and has BLANK non-
class codes on her timetable in NOVA-T6 on that day.

* InPanel 3, highlight Wednesday and click Delete:
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Organisation

\Working Pattern

Active

ws  Organisation Details for Kemp, Miss P

— O

[Green Abbey School

Day Definedtime  Starttime End time

Tuesday 08:45 12:30 e Add

Wednesday All Day 08:45 15:30

Thursday All Day 08:45 15:30 |7 Edit

Friday All Day 08:45 15:30

9 Delete
%2
OK Cancel

However, it has now been agreed that she will be employed as a Supply teacher on

her “non-contract” day. An additional organisation pattern needs to be added in

Panel 3.

+ Click the Add button (it defaults to a new Organisation of <Self>) and delete her existing
contract days:

Organisation

\Working Pattern

Active

was  (rganisation Details for Kemp, Miss P

<Self> Kemp, Miss P

Day Definedtime  Stattime Endtime
Monday All Day 08:45 15:30
¥
0K

B¢ Add
4 Edit
% Delete

Cancel

*  Click OK to save the changes.

The two patterns now appear in his Manage Classroom Staff record.

3 Orgamisabons

Organisation

Green Abbey School
<Self> Kemp, Miss P

Working Pattem

Tu 08:45-12:30; We, Th,Fr All Day
Mo All Day

Active

True
True

g Add

% Delete
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e Save your whole screen changes.

Once a Staff Code is generated in Manage Classroom Staff it will feed back into SIMS
Personnel where it will display with a grey background.

The Staff Role in Manage Classroom Staff is particular to the timetable areas. It does not have
to be the same role as in SIMS Personnel: more than one role may be added in Manage
Classroom Staff if required.

Note: Regular Supply teachers should appear in Manage Classroom Staff and should have a
Staff Role ticked as Teacher. They do not need to be included in NOVA-T6 (Plan | Teachers)
although it is recommended that they are included if they are covering for a long-term
teacher absence.

Removing Staff Leavers

Members of Staff who are leaving have end dates recorded first in SIMS Personnel by the
Bursar (or member of staff in school responsible for this area of SIMS). In addition, an end
date needs to be entered in Manage Classroom Staff to finalise classroom memberships in
order that staff leavers do not appear in Cover next year. A date can be given in advance i.e,
typically 31t August 2025.

+ Stayin Academic Year 2024/2025 or reset the Academic Year to this year.
*  Open the Classroom Staff Details screen for a member of staff who will leave this August.
« Click the Terminate All button and select the leaving date to terminate all roles.

+  Save the whole screen changes.

In the following example Peter Barnes’ entry in Manage Classroom Staff has been selected as
he is leaving school at the end of this academic year:

1 Basic Details

Surname

|
Forename l" fina |
|

Midname

Title
Sex Female
Pronoun(s)

2 Classroom Information Existing code assignments Role(s) as at 11/04/2024

Staff Code (23/24) [MIA | Teacher V4 Edit
T (C] Higher Level Teaching Assistant ’ i
ST - (] Teaching Assistant | %Terminate All |
() Leaming Support Assistant .
. (] Classroom Assistant
Subject(s) é’:ama J Edit | () Technician
9% Remove (] Other Supervisor
[_] Other Assistant
et Up () Examination Invigilator
& Down

Cover Option Provides cover

39




* Oncethe Terminate All button has been clicked, then enter the leaving date -
31/08/2025.

2 Classroom Information Existing code assignments Role(s) as at 08/04/2025
Staff Code (24/25) [KB | [KB: Bumows, Miss Katie Teacher V4 Edit
renerate Staff Code (] Higher Level Teaching Assistant
aenerate Siail Lode () Teaching Assistant K Terminate Al
- [] Leamina Subport Assistant
we Staff Role Termination - O
Subject(s) A J
Date on which to terminate all roles 31/08/2025 | & End of Year
OK Cancel
Cover Option Provides cover |

Note: The Terminate All defaults to today’s date. Also avoid using the End of Year button to
populate the date as this may not coincide with the contractual leaving date. In fact, any “End
date” after the last day of the Summer term, in either SIMS Personnel or in Manage
Classroom Staff ensures the current timetable for this term remains active - it is only next
year's classroom role that is being terminated.

*+  (Click Ok and Save

By editing in Manage Classroom Staff all staff leavers will automatically retain an historical
record of staff roles and memberships in SIMS, so that at any point in the future their records
can be checked. This includes past timetable, cover, and assessment data; all will be
accessible at any point in the future. Also, Examinations results analyses for Summer 2025
will be unaffected by this procedure.

Note: A Staff Code is unique within any one academic year. This enables the re-use of popular
Staff Code abbreviations in the next academic year.
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®
Creating a Dataset for 2025/2026 in Nova-T6

Unless your proposed curriculum model is radically different from the current timetable for all
year groups, we recommend that the Transfer Curriculum routine is used to create your new
dataset.

« Open Nova-T6 in your current 2024/2025 dataset (ensure that thisis NOT a Maintenance
dataset) and select Data | Transfer Curriculum to open the dialogue box to transfer this
year’s structure to next year.

| Transfer Curriculum X

Select Year |<AII> v I

Source blocks Year groups in new cummiculum plan

7uy Citizenship

7 Teaching Groups
7% Maths

7= PE

7% Technology

7y Teaching Groups
7y Maths '
v PE

7y Technology

8=y Citizenship

8% Reg Groups
8x Endglish

8x Exp Arts

8x Maths

8x Modem Lang
8= PE

A Tarhnalaan

oK Cancel

The white columns of the screen displayed anticipate a transfer of blocks to the same
Curriculum Year next year and the yellow columns anticipate a transfer to the succeeding
Curriculum year.

D| 00| 0| 00| 00| 00| O Q| ~J| =d| ~| =J| ~J| ~| ~J| ~ =l

+ Clickinachosen cell one or more times - the first click inserts a tick which will then copy
Block itself, without teacher(s). The second click adds a “smiley face,” indicating that the
teacher(s) will be transferred as well. A third click removes both symbols. You can arrange
several actions at once by using Shift + Click to highlight contiguous cells.

The graphics starting below show how a typical use of the Transfer Curriculum routine would
appear:

Itis likely that the curriculum plan (Model) for the current Year 7 will be used again
next year without current teachers, so a single click is used - ticks but no “smiley
faces”.
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In the example below the Maths and Technology blocks in Year 7 are being copied into Year 8.

Clicking the first Year 7 white cell and then using Shift + left click on the last Year 7
white cell populates all the Year 7 white cells.

Maths blocks are copied with their current teachers using double clicks - ticks plus smiley
faces and Technology blocks are copied without their current teachers using single clicks
- ticks but no smiley faces. Consequently, Maths blocks in Year 8 are not copied into next
Year.

8 which allows for the Maths blocks coming up from Year 7

The same applies for Technology. All other blocks in Year 8 will be the same as those in

the current Year 8

Transfer Curriculum

Select Year |<AII> v I

Source blocks

Year Block

Year groups in new curriculum plan

10

7xp Citizenship

7% Teaching Groups

e

7% Maths

e

7= PE

7u Technology

<

7y Teaching Groups
7y Maths

<
® 0

7y PE
7y Technology

Bxy Citizenship

8x Reg Groups

8% English

8x Exp Arts

8x Maths

8x Modemn Lang

8% PE

NENESENENENENES

7
7
7
7
7
7
7
7
7
8
8
8
8
8
8
8
2

oK

Qv Tarkhnalaan

Cancel

Year 9 will be the same as the current Year 9 but without teachers.
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| Transfer Curriculum X
Select Year |EI vl
Source blocks Year groups in new curriculum plan

Year Block ¢ - 10

Juy Citizenship

9% Common sets
9% English

9% Exp Arts

9x Maths

9% Modem Lang
9% PE

9% Science

9% Technology

9y Commmon sets
9y English

9y Exp Arts

9y Maths

9y Modem Lang
9y PE

9y Science
Qu Tarhwmalamn

oK Carcel

O w w W wW|w|w| W|w|w|w|w|w|lw|w|w|w
NESENENENENENENENENENENENENENENEN

-

Note: All the required year groups must be dealt with before clicking OK - you cannot use the
Transfer Curriculum routine for one year group at a time. If the Select Year drop down menu
has been used make sure it is re-set to All so that all years can be checked prior to clicking
OK.

Continuing with this illustration, Year 10 Blocks are copied into Year 10 without teachers, and
they are also transferred into Year 11 with teachers.

» Double clicking the first Year 11 white cell and then using shift + left double click on the
last Year 11 white cell populates all the Year 11 with the smiley faces as well. Consequently,
there will be no ticks in the white cells for Year 11 and neither will there be any ticks in the
yellow cells for Year 11 as the Post-16 Curriculum will be a quite different structure from
Key Stage 4
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Transfer Curriculum ﬁ

Select Year |<AII> v I

Source blocks Year groups in new curriculum plan
10 10y PSE v v
10 |10x English v v
10 |10x Languages v v©
10 |10x Mathematics v v
10  |10xPE /Re v v
10 |10x Science v v
10 |10xy Option A v e
10 |10xy Option B v v
10 |10sy Option C v v
10 |10y English v v
10 10y Languages v v
10 |10y Mathematics v v
10 |10y PE /Re v lv®
10 |10y Science v v
1 11xy PSE
1 11x English
1 11v Hiumnarihae

Years 12 and 13 would also be set up as appropriate.

Note: Do not spend too much time on this process as any errors or omissions in the process
can always be dealt with in the Nova-T6 Dataset - the routine is simply used to avoid starting
from nothing each time.

* Click OK toreveal the Carry-Forward Options window and Untick the One Per Day box.

+ Ifnextyear’s class levels are not the same, then also untick the Block and Class levels box
- at this stage you are also given the reminder to include the correct Levels BEFORE the
first submission of the Timetable to SIMS

Note: The levels can be edited at any stage prior to the start of the Academic Year although
once incorrect levels have been submitted no further reminders are provided to include the
correct levels.
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Enter Carry-Forward Options &J

Consider carefully whether the One-Per-D ay settings on each block
and any Level overides for blocks and classes should be carried
forward into the new dataset.

[~ iCanry Forward One-Per-Day settings
[v Carry Forward Block and Class Levels

| Whatever general options you choose here. you should
ensure that the Levels are set correctly for all classes in
the new timetable BEFORE submitting it to SIMS _net.

OK Cancel Help

]

« Click OK and a new dataset for next academic year is automatically created with the
default Dataset name of <NoName> and a Validity of <unspecified>

Dataset: KNoName>
| [imtoies Validity.: KURSpeciiieds

« In Validity, Double click <unspecified> and enter your school’s date range for the period
from the first day of the Autumn term 2025 to the last day of the Summer term 2026.

Note: When the timetable is submitted to SIMS, this date range is used to create the Working
Academic Year. Remember that, once submitted to SIMS, this date range CANNOT be
truncated!

Important: If your Autumn term starts on 01/09/2025 (even if this is a staff training

day) then, despite our recommendation that the Academic Year should start on 01/09/2025,
you should use the date range starting on 01/09/2025 for the Working Academic Year. It is
essential that you ensure that all other date ranges such as those used in Options and Pre-
Admission Groups match this range. Assigning students to classes in Academic Management
will automatically use the correct date range if the Working Academic Year is accepted as the
default date range.

All the examples in the following pages of this document reflect a start date of 01/09/2025.
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rSet Validity dates for Construction dataset X |
Start Date |01/09/2025 E8| I Today
EndDate [23/07/2026 izl
[ Export Band structure or
‘l 0K Cancel
-

+ ClickOK

» Click the Save button and, in the Save in drop down menu, navigate to the 2025 folder by
choosing the NT6 Folder and then double-clicking the 2025 Folder.

+ AddaFile name such as First Draft 2025-2026

(m Save Curriculum Model X
Savein: | = 2025 ~| « @ ek
Name B ~ Date modified

| 7 test.SPL 01/04/2025 11:45
Fle name:  |First Draft 2025-2026 Save
Save as type: ISchooI Plan (*.spl) ;I Cancel
+ Click Save
Nt6 X

File saved: C:\SIMS\SNOVA\NT6\2025\First Draft 2025-2026.5PL

oK

S, -

« Click OK.
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Transfer of the Curriculum and Timetable to SIMS

The process is detailed here for this first export of the new timetable from NOVA-T6 to SQL. It
can take place once the Curriculum Plan on the Model screen is complete, i.e.,, the intended
Bands and Blocks with Classes are entered. It will not matter if some classes are added later
this term, but removing or changing Bands and Blocks could mean that Academic
Management has redundant Schemes which will make it difficult to manage during the
coming year. Please note that classes created for next year should not be renamed once the
new academic year starts in September 2025. This action would mean that historical data
would be lost and potentially it could upset class and course memberships in Academic
Management and Course Manager.

Sending anew Timetable Cycle to SIMS

A new Timetable Cycle must be sent to SQL at this stage if your school day has changed in
any of the following ways:

If there are any new periods in a day (including any twilight or lunchtime periods)

If there is any change in the number of lessons in a day

If there is a move from a one-week to a two-week timetable or vice versa

If there are new (hour and minute) timings for your lessons

If you are changing the way Registration periods are defined i.e., if there is a change in the
“Non-teaching” status of the period.

If in this year, there have been any incorrect lesson or registration times for teachers in
Cover or Teacher Timelines

YVVVVYVYYVY

A\ 4

Note: If changes were made to the cycle in the post lockdown arrangements that may have
been made the, to return to a cycle that existed prior to lockdown, a new Timetable Cycle will
need to be sent.

IT your existing school day/weeks/period times remain unchanged, then this procedure is
unnecessary so PLEASE GO TO THE NEXT SECTION ON PAGE 56 - “Exporting the
Curriculum and Timetable”.

If you are in any doubt about your school’s Timetable Cycle (or you have previously sent a
“Bands Only” timetable as part of the Options process for 2025/2026) then, please contact
the SBS MIS Helpdesk.

Itis recommended NOT to change the cycle once the new Academic Year is underway, as you
may lose data in Cover, attendance marks from Lesson Monitor and curriculum assignments
in Academic Management.

It is extremely important that the 2025/2026 NOVA-T6 dataset and SIMS are backed up (in

NOVA-T6 and System Manager 6 respectively) before attempting this procedure. It is not
necessary to switch into the next academic year in SIMS to conduct this procedure.

+ InNOVA-T6 load your 2025/2026 Dataset and select Data | Export Timetable Cycle to
SQL and click Yes to the confirming message

47




« Onthe Define period times for timetable cycle screen enter a Start Date. If you have
an actual start date for the Autumn term of 1st September 2025 (even if this is a Training
Day) and have followed our recommendation that the Academic Year starts on 3rd
September, then it is essential that you use a Start Date of 01/09/2025.

Note: It is extremely important that all dates used in a Nova-T6 export are checked carefully
as they determine the Working Academic Year. Once submitted they cannot be truncated!

E Define period times for timetable cycle X
Days Period Times
D Period Type Start Time End Time )
Man Reg 00-00 00:00 Duration [0
Tue 1 00:00 00:00
Break |1 0

Wed 2 00:00 00:00
Thu 2 00:00 00:00 Propagate times |
Fri 4 00:00 00:00

5 00:00 00:00

Tw 00:00 00:00

Copy l

If you are using Non-Class Codes for Reg periods check that an X appears in the column
‘Type' beside ‘Reg.’ If this does not show, then cancel and edit on the Cycle screen first.

« Enter the Start and End Time of the Registration Period and each of the teaching periods -
Use a colon between the hour and minutes.

« Alternatively, once the Start Time of Period 1 has been entered, change the Duration to
the minutes of your lessons and use Propagate times to auto-fill some of your timings,
adjusting for morning break and lunchtime gaps.

Note: The Break timing refers to “circulation gaps” between periods rather than the timing of
a “morning or afternoon break.” If there are no “circulation gaps” then the Break should be set
to zero before Propagate times is used. Our example, however, has simply used a manual
entry of the Start and Finish times.

«  When the “Monday” timings for registration and lessons are completed, click Copy to
copy these timings to all days of your Cycle (It is possible, however, to enter different
timings on different days if you wish. If only one day has various times, then it is useful to
use the Copy routine and then edit the times on that day.)
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Nt6 -

Copy period times to all other days of the cycle

OK

+ Click OK.

To send the cycle over into SIMS you need to go to Data | Export Timetable Cycle to SQL, a
pop-up warning will appear:

Confirm X

Creating a new timetable cycle definition to the SOL database may have far-reaching consequences.
e In particular any data of the following kinds, after the start date you choose for the new cycle definition, will be deleted.
* Timetable information
* Cover arrangements
* Lesson Marks

Are you sure you wish to proceed?

Yes I No |

If you are happy with the information, then click on Yes. Another screen will appear with the
following information:

m Define period times for timetable cycle X
Days Period Times
Mon Rea X |08.45 0315 Duration |50
Tue 1 09:15 10:15
Break | 10
Wed 2 10:15 11:15
L l,.lu 3 11:35 12:35 Propagate times |
Fri 4 1235 13:35
5 14:30 15:30
Copy | Cycle Name |'3}'c=|e |v Fixed week cycle
Start Date  |01/09/2025

« Once you have double-checked the timings on screen, leave the tick beside Fixed Week
Cycle and click OK.
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*  When prompted, log on with your SIMS logon details to the offered screen and click
OK. The screen informs you the new Timetable Cycle is being sent to SQL, but you do not
get a confirming message.

Examination Levels

Prior to this export accurate examination levels e.g., KS3/GCSNF/GCE2Y etc. will need to be
entered using the Tools | Assign levels screen in NOVA-T6. If any new Blocks or Classes have
been added on the Model screen, they may automatically inherit the Exam Level given to that
Year level or Block in the 2025 dataset. If the definitive levels are not known at this time they
can be edited, and the timetable re-sent at any stage prior to the start of the Academic Year.
Once the next year has commenced, however, levels in Nova-T6 will not change those in SIMS
- agreat deal of work in Course Manager will be necessary to change any incorrect levels!

Note: If a timetable has been sent to SIMS with classes that have incorrect levels, then the
courses that have been automatically created with those incorrect levels will need to be
deleted. It is important that the person responsible for maintaining Course Manager is kept
informed of all changes of levels!

CHECK ALL EXAM LEVELS CAREFULLY

As correct Exam Levels are VITAL for creating Courses used in such modules as Assessment
Manager, Exams Organiser and for the School Census, these Levels should be checked now
where they are first assigned, in NOVA-T6. The DfE designated levels are subject to change;
please find the latest list in the Appendix of the ‘Managing Courses in SIMS’ Handbook. From
the Documentation tab on the SIMS Homepage select Handbooks, Timetable and Curriculum
and Managing Courses in SIMS.

For schools with Sixth Forms the courses created, because of entering these levels here, will
help to ensure that your next Autumn Census Return collects the correct Learning Aims.

Incorrect NOVA-T6 course data create difficulties with the Learning Aims for the Post-16
Census.

Assign Lewels to Years, Blocks and Classes
Years Blocks in year 7 Classes in block 7xy PSE
Year Level Block Level
7 KSta3 7xy PSE [KStg3) TAPs [KStg3)
8 KStg3 7= Tutor groups [KStg3) 7B/Ps [KStg3)
3 KSta3 7x Maths [KSta3) 7C/Ps (KSta3)
10 GCSNF 7= PE [KSta3) 7D/Ps [KStg3)
11 GCSNF 7% Technology [KStg3) 7E/Ps [KStg3)
12 GCEZY 7y Tutor groups [KStg3) 7F/Ps [KStg3)
13 GCEZY 7y Maths [KStg3)
Ce Gen 7y PE [KStg3)
7y Technology [KStg3)

oK Level of Year 7: KStg3 = Key Stage 3 Configure Help

+ InNOVA-T6 load your 2025 Dataset and select Tools | Assign Levels
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« Click the Configure button.

Note: If any of the required levels are not available then the Refresh Base Data routine needs
to be run before Configure routine can be undertaken (See page 53).

« Alist of existing Standard Levels is displayed on the left-hand side of the window. On the
right-hand side, you can decide whether you want to Show or Hide some or all the Levels
in the list of Available Levels that you select from in the Assign Levels to Years, Blocks and
Classes dialog. Choose the Levels you wish to hide - individual levels can be hidden by
clicking the tick in the Display column.

Level Configuration - ld_:hj

AEA  |Advanced Extension Award § | ETEC M ﬂ!
ATAdv  |Asset Advanced -
ATBrk  |Asset Breakthrough BTEC Short Course _Show I Hide I
ATInt Asset Intermediate .
ATMas  |Asset Mastery Diploma PL Show I Hide I
ATPre Asset Preliminary
OCR Nationals Show I Hide I
‘Welsh Baccalaureate Show I Hide I
Asset Languages Shaw I Hide I
FSMO Show I Hide I
DDA Show I Hide |
Key Skills Show I Hide |
BTD{Z BTEC D!ploma Level 2 NI Show I Hide |
BTDi3 BTEC Diploma Level 3

[Cancel Help

+ ClickOK

ATPro Asset Proficiency

A BTSC Level 1 Award
A2 BTSC Level 2 Award
AW 3 BTSC Level 3 Award
AWE BTSC Entry Level Award
BTawl  |BTEC Award Level 1
BTaw2  |BTEC Award Level 2
BTAw3  |BTEC Award Level 3
BTCel BTEC Certificate Level 1
BTCe2  |BTEC Certificate Level 2
BTCe3  |BTEC Certificate Level 3
BTDil BTEC Diploma Level 1

ENANANANAN AN AN ANANANANANANANANANANANAN -

This returns you to the Assign Levels screen. Clicking to the right of a level in any of the
panels opens a drop-down menu. In our example below, Year 10 have GCSNF Level chosen in
the Years column which in turn populates all levels displayed in the Blocks and Classes
columns unless a different level has previously been selected for a particular block.
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Assign Levels to Years, Blocks and Classes

Years Blocks in year 10 Classes in block 10xy PSE
Year Level B eve a 2
7 KStg3 10zy PSE Gen 108/Ps [Gen]
8 KStg3 10x English GCSNF 10B/Ps [Gen]
9 KSta3 10= Languages [GCSNF] 10C/Ps [Gen)
10 GCSNF 10x Mathematics GCSNF 10D/Ps [Gen)
11 GCSNF 10z PE / Re Gen 10E/Ps [Gen)
12 GCEZY 10x Science GCSNF 10F/Ps [Gen)
13 GCEZY 10xy Option & GCSNF
CE Gen 10xy Option B GCSNF
10xy Option C GCSNF
10y Enalish GCSNF
10y Languages GCSNF
10y Mathematics GCSNF
10y PE / Re Gen
10y Science GCSNF
OK Level of Year 10: GCSNF = GCSE 9 - 1 Full Course Configure | BBz Help

All classes must have a Level, which can differ from the Block level, please check each class in
each year group carefully. In each case the level selected should the appropriate level for
most students in the Block/Class. in the above graphic ‘Gen’ is displayed against Year 10y PSE
Block which then populates “Gen” for each class of the block.

This can be further refined - please see the following example where the students in first set
in 10x PE block are taking a GCSE course. The drop-down menu in the Classes panel has been
used to select GCSEF for 10x/Pel.

Assign Levels to Years, Blocks and Classes lﬁ
Years Blocks in year 10 Classes in block 10x PE / Re
Year Level Block Level
7 KStg3 108y PSE Gen 10x/Pel -
8 KSta3 10x English GCSNF 10x/Rel [Gen)
9 KSta3 10x Languages [GCSNF) 10=/Pe2 BTAw2
10 GCSNF 10z Mathematics GCSNF 10z/Re2 [Gen)
11 GCSNF 10x PE / Re Gen 10x/Pe3 [Gen)
12 GCEZY 10x Science GCSNF 10x/Re3 [Gen]
13 GCEZY 10xy Option A GCSNF
CE Gen 10xy Option B GCSNF
10xy Option C GCSNF
10y English GCSNF
10y Languages GCSNF
10y Mathematics GCSNF
10y PE / Re Gen
10y Science GCSNF
Level of Class 10x/Pel: GCSNF = GCSE 9 - 1 Full Course Configure | BBEi=2] Help
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» Forschools with Sixth forms, ensure that the correct levels are used for Y12 and Y13

Note: GCASI should be only used where students are taking AS “en route” to the two-year A
level or where a subject is taken as a standalone qualification alongside the usual three A
levels.

Instructions for the Refresh Base Data routine
+ Use Data | Refresh Base Data from SQL and enter a suitable date (Today is OK)

« Enteryour SIMS login details to reveal the Base data wizard and only tick Levels.

SQL refresh base data wizard

Introduction to the SQL refresh base data wizard

This wizard is intended to help you through the base data refesh process.

[7 Subjects
Select the data areas I Teachers
you wish to update:  Rooms

v Levels

Click next to get started

Page: |Introduction -

* C(Click Next
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SOL refresh base data wizard

Levels available in SIMS
Code Description Status In Use
AES, Advanced Extension Award  |Active Mot In Use
ATAdy Asset Advanced Active Mot In Use
ATBrk Asset Breakthrough Active Mot In Use
ATInt Asset Intermediate Active Mot In Use
ATMas Asset Mastery Active Mot In Use
ATPre Asset Preliminary Active Mot In Use
ATPro Asset Proficiency Active Mot In Use
A BTSC Level 1 Award Active Mot In Use
A2 BTSC Level 2 Award Active Mot In Use
A3 BTSC Level 3 Award Active Mot In Use
AWE BTSC Entry Level Award Active Mot In Use
BTA1 BTEC Tech Award Level 1 Active Mot Reqd
BTA12 BTEC Tech Award Level 1/2 |Active Mot Reqd
BTaAw BTEC Award Level 1 & 2 Active Mot Reqd
BTAwl BTEC Award Level 1 Active Mot In Use
BTaAw2 BTEC Award Level 2 Active In Use v
Select Level Groups I[A"] l_l v’ I x I

T i

Please note that All is the default in Select Level Groups.

* Usethe drop-down menu to select the required level and click Ed (e.g., Choosing BTEC
Full
Course and clicking ¥ lwill highlight in green any BTEC Full Course levels not currently In
Use ready for Import - you may need to scroll down to bring the levels in view)
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SQL refresh base data wizard

Levels available in SIMS

Jescrnption

BTDi

BTEC Diploma Level 1 Active Mot In Use

BTDi2 BTEC Diploma Level 2 Active In Use

ETFD3 BTEC Mational Level 3 Founda

BTNA BTEC Mational Award

BTNC BTEC Mational Certificate
BETNCE BTEC Mational Certificate - B a
BTND BTEC Mational Diploma

BTNDB BTEC Mational Diploma - B and
ETNEC BTEC Mational Extended certific
BTNED BTEC Mational Extended Diplor
BTNFD BTEC Mational Foundation Dipl

BTXD3 BTEC Extended Diploma Level

BTXe3 BTEC Extended Certificate Lev

Select Level Groups  [{=AR=R 58| ]

BTDi2 BTEC Diploma Level 3 Active Mot In Use

87543 [BTEC Subsidiay DiflomaLeve
BTXe2 BTEC Extended Certificate Lev

=]

o Rl e

* Ifnecessary, toggle any course not required for Import.

Note: There are new Level Groups for T levels in the drop-down menu.

Alternatively, any individual courses that are shown as Not Reqgd can be clicked to change the

Not Reqd to Import - clicking again will toggle.

* |fneeded scrolldown to T level and toggle for Import

SQL refresh base data wizard

Levels available in SIMS

SA3 BTSC Level 3 Subsidiary AwarcActive
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Mot In Use
SC1 BTSC Level 1 Subsidiary Certifichctive Mot In Use
SC2 BTSC Level 2 Subsidiary Certifigchctive Mot In Use
SC3 BTSC Level 3 Subsidiary Certifichctive Mot In Use
SD1 BTSC Level 1 Subsidiary DiplonActive Not In Use
sh2 BTSC Level 2 Subsidiary DiplonActive Not In Use
SD3 BTSC Level 3 Subsidiary DiplonActive Not In Use
TLev3 T Level [Level 3] Active InUse
TLevC T Level 3 - Core
TLevS T Level 3 - Specialism _




+ Checkthat all the appropriate levels have been selected for Import and click Finish to
import.

Exporting the Curriculum and Timetable to SIMS

Entering the correct date range for next year is vital. For this reason, we would recommend
that you ask your SIMS Manager or I'T technician to back up SIMS in System Manager and
FMS first. Before proceeding with the export, please ensure that Registration groups have
been setup appropriately. The usual approach is for Registration periods to be flagged as
Non-teaching on the Cycle screen - the Registration period should display with a black
background. NCCs are then defined for each Reg. group.

Note: If you are using Alternative Curriculum and require Activities to be allocated in the
“Registration Periods” then NCCs should NOT be used for Reg groups.

+  Opentherelevant NOVA-T6 file and select Data | Export Curriculum and Timetable to SQL

» Enter a Start Date of 01/09/2025 and the appropriate End date - in this example we are
using 20/07/2026.

Note: Remember that the date range determines the Working Academic Year in SIMS and
once submitted, it CANNOT be truncated.

Export Curriculum and Timetable to SQL P4
Start Date [01/09/2025 | I Today
EndDate |20/07/2026 =

[~ Export Band structure only

Note: If you had previously exported Band structure only for OPTIONS from this same
Dataset, then the program will have remembered the dates you entered then.

+  ENSURE that there is NOT a tick in Export Band structure only.

Note: Once the export is completed these dates determine the Working Academic Year and,
although the date range can be extended, it CANNOT be shortened! Therefore, any dataset
ideally should not have a date range that extends beyond the end of the Summer Term and
should never go into August!

« Click OK and enter your SIMS login details.
«  Wait while the message ‘Sending Schedule to SQL database’ displays.

+  When the Welcome screen is displayed, check again that the dates are correct, and that
the other information is correct.
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85 Nova/SQL Transfer Wizard = (m} X

Welcome

Welcome to the Nova/SQL
Transfer Wizard

Using this wizard you can verify the details of the curriculum plan that you are intending to
submit, ensure that it is merged correctly with any existing plan in the SQL database, and
check that no unwanted classes are created

Submitted Parameters

Module: Nova-T6 645

Data Directory: <unknown>

Start date: 01/09/2025

End date: 20/07/2026

Days in Cycle: 5

Teaching Periods in Cycle: 25

All Periods in Cycle: 30

Region: England Census

NC Years: 7. 8. 9.10,11.12,13
Selected year: Academic Year 2025/2026

Unrecognised Teacher Codes: these will not prevent the submission:
* Unknown Teacher code: DA
* Unknown Teacher code: DNE

< Back Next > Cancel Help

* Checktoseeif there are any unrecognised Teachers or Rooms - If there are and they are
usedinthe 2025/2026 Timetable, click Cancel and add any missing codes in SIMS. Once
these are saved re-start the process

* Click Next to open the Submission Summary. Please note the Academic Year will be.
2025/2026. On the Merge Report panel most Schemes will be Unlinked on the first export
(your example may show one scheme linked if OPTIONS previously needed Year 10 Bands
to be exported)

85! Nova/sQL Transfer Wizard - @] X

Summary

Submission Summary

Curriculum plan for:  Academic Year 2024/2025
Merge Re
|Type | Submited | Linked | Uniinked | Details [

Scheme Bands 7 6

1
Scheme Block 82 0 82
Scheme Cluster 144 0 144
Group Band 13 2 1"
Group Class 412 0 412
Group Group 36 0 36

In order to alow the cumculum plan to be merged. extra group/cluster layers may be added ether to
the structures received from Nova-T6 or to the existing structures in the database. Any such changes
are isted here. Click Help or see the docy for further expl:

No extra layers were inserted into the data received from Nova-T6.
No extra layers will be inserted into the database.

< Back Next > Cancel Help
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o
* Click Next

On the Merge Curriculum screen, Blocks (starting with Year 7) will show in orange to the left of
your screen. The panel on the right will show any curriculum information that has already
been exported to SIMS - in the case where Options has previously been used this will simply
be the band structure for Year 10 (and Y12).

8! Nova/SQL Transfer Wizard — [m] X
|

Merge Curriculum

Filter b vear [AlYeas « by State |Unlinked only 'I ©F Actions...

The curricul sved from Nova-T6 The current curriculum structure read from the SQL database
Code Subject Code Subject

[Submitted Cummiculum Plan) . [Cument Cuniculum Plan)
B Base bands in Year 10
=] 10x
[=1-feee Block 10A
et 10A/Ga3
it 10A/Hi2
© it 10A/HiI3
i it 10A/Mul
€ s 10A/Pel
-t 10A/S01
et 10A/Tx1
i et 10A/Tx2
[=1-ee¢ Block 10B
-t 10B/Ar1
it 10B/Co2
it 10B/Dr1
--fRe¢ 10B/Eg1
et 10B/Gg2
--ree 10B/Pt1

e P enee 10D /Dent

< Back Next > Cancel Help

» Click Next at the two following screens and then click the Submit button.

+ Select Finish and OK any messages concerning mismatched teachers and rooms, these
can be sorted later.

* Click OK when it says the file has saved.

The final screen is then.shown:

Nt6 | S|

Curriculum and Timetable submitted successfully.

+ Click OK
The initial export from NOVA-T6 to SQL is now complete.
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Academic Management

Once the first export of the new and finalised Curriculum Plan from NOVA-T6 has taken place
then a variety of processes can be used to populate next year’s classes.

The result of using Academic Management is to enable individual student timetables to be
printed, courses/classes to be available for use in modules such as Assessment Manager,

Examination Organiser, the School Census (including the Post-16 Return) and Lesson Monitor.

Exporting data from Options
IT Options is not used, then move to the Academic Promotion routine on Page 59.

The last step in the Options process is to export the Students’ class allocations to SIMS. This
may well take place sometime (even several weeks/months) after the Implementation was
first set up. They are exported directly to their equivalent Scheme Tick Grids in Academic
Management ready for 2025/2026 timetable printing.

The key to Options and Academic Management linking correctly is to have matching Class
Labels. Block identifiers in Options MUST use letters, e.g., an Art class in Option Block A (and
with a Block Identifier A in NOVA-T6) will have a class label 10A/Arl automatically generated
in both modules and thus the class will be recognised in Academic Management.

This step enables hundreds of students’ assignments to be automatically transferred from
the classes created in Options, into their equivalent Schemes in Academic Management.

+ Inthe appropriate Options implementation, select Tools | Transfers | Export Student
Allocations and enter your SIMS logon details to display the Export Student Memberships
to SQL

Export Student memberships to SQL l&j

Option Blocks

Block Year Bands % Matched with Class Name Link Label Blocks

Block A |10 |10x.10y =] 10AZAr1 | [1
Block B [10 [10x.10y | | 10A/Dcl | 1
Block C |10 |10x.10y | | 10A/Dr1 [--- [1
10A/Fr1 | --- |1
10A/Ggl | [1
10A/Mul | |1
10A/Rel |- [1
SQL Blocks ‘ Assign l l Break Link l ‘ Auto-link ] » & I < I
Block Groups Matched with -~ Class Label Systematic Staff
10xy PSE G | | |10azPs | 10A7Ps |HG
10x English |3 | 10B/Ps |10B/Ps |apP
10x Languages 3 | 10C/Ps |10C/Ps |EP
10x Mathematics 3 [ 10D/Ps | 10D/Ps | AS
10x PE 7 Re |3 | 10E/Ps |10E/Ps |API
10x Science | 3 | _ 10F/Ps | 10F/Ps | AL
A I & = I

= e
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Highlight your first Block under Option Blocks panel and highlight the matching
block under the SQL Blocks panel.

Export Student memberships to SQL lﬂ

Option Blocks

Block Year Bands atched with Class Name Link Label Blocks

Block A |10 |10x.10y 2] 10A7A11 |- 1

Block B |10 [10x.10y | | 10A/Dcl [ --- [1

BlockC |10 [10x.10y || 10A/Dr1 [ --- [1
10A/Fr1 |--- |1
10A/Ggl | --- [1
10A/Mul [ --- |1
10A/Rel |--- (1

SQL Blocks Assign || Break Link | | autoink | i =

Groups Matched with Class Label Systematic -

10x Science |3 10AZAr1 | 1042411 | ke

10xy Option A |Z 10A/Dcl |104/Dc1 |Ew

10xy Option B 5 | ~ |10a/Dn | 10A/Dr1 |RW

10xy Option C |6 | L |10Aa7Fn1 |1047F | MK

10y English |3 | 10A/Ggl |10A7G g1 |AS

10y Languages |3 | 10A/Mul | 10A/Mul |GD

I

I TS T S, In 404 -1 l4na o Inna

e =

Use the Auto-Link button to match Class Names in Options with Class Labels in SQL

-

Export Student memberships to SQL P

Option Blocks

Block Year Bands % Matched with Class HName Link Label Blocks
Block A |10 [10x.10y | | 10xy Option A 10AZA | 10A2A1 [1
Block B [10 [10x.10y | | 10xy Option B 10A/Dc1  [10A/Dc1 |1
BlockC |10 |10x.10y | | 10xy Option C 104/Dr1  [10A/D11 |1
10A/Fr1 |10A7FN [1

0A/Ggl |1

SIMS Options Module 5

SQL Blocks

10x Science B
10xy Option A | Block A 10A/Dcl  [10A/Dcl

10xy Option B |6 |Block B ~ |[10A/Dr1 [10A/Dr1 |RW

10xy Option C |8 | Block C L [10azFn |104/F11 | MK

10y English [3 | 10A/Ggl  |10A/Ggl  |AS

10y Languages ]3 | i 10A/Mul | 10A/Mul ]GD

I P PP T ln I 104 N1 l4na -1 Inna

- Close Help

If the all the other Blocks are not automatically linked, then highlight an unlinked block in
both panels and click Assign. Repeat for all the unlinked Option Blocks
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« There may also be mismatched Class labels for some classes, to manually link these
select the same Block in both top and bottom left-hand panels. In the top right-hand panel
select the unlinked class, highlight the class you wish to link to in the bottom right-hand

panel and use the il button to link the two classes.
* Once all the classes have been linked, click the Export button.
« Aconfirmation message display. Click Yes
A Members updated successfully message confirms the export.

*  Opentherelevant “Option Schemes” in Academic Management to see confirmation on
the
Tick Grids that students’ assignments have imported into Academic Management.

Academic Promotion

Academic Promotion is a two-pronged process, with two distinct wizards, programmed to
‘move up’ academic class memberships. Class memberships are copied from this year’s tick
grids to next year's newly created empty tick grids.

Before you can use the Curriculum Promotion Wizard you have to use the wizard ‘Academic
Promotion Rules’ which sets the rules for promotion.

Academic Promotion will ‘move up’ the memberships of sets in one year to the same sets for
next year, e.g., the students in 10x/Enl in the current year can be moved together into 11x/Enl
for year 2025/2026.

The rules are set Scheme by Scheme, as there can be exceptions within each Scheme, for
new students or leavers for example, or over the date range chosen - these exceptions are
reported on during the process.

Further explanation follows in the ‘Preparation’ paragraphs below.

Note: The Academic Promotion Rules Wizard can be used more than once or used in
alternate ways. For example, you can copy assignments within the same academic year - the
rules can be set in the Academic Promotion Rules wizard to copy students already assigned
to 9x/Mal in 2025/2026 into 9x/5cl in 2025/2026.

Preparation - before using both the Promotion Wizards

Next year's mapping in SIMS called Pastoral Promotion as described on page 22 must have
been completed as far as the ‘year mapping e.g. In order that SIMS knows that students, in
this Academic Year S will be in Year 10 next year. (Schools using OPTIONS will have already
completed this stage.) It also helps to have pastoral promotion for Registration Group
students completed; whilst not essential, this acts as a guide when placing students into
linear Blocks.

The Model screen of the new timetable for 2025/2026 needs to be complete and exported
from NOVA-T6 to SQL. Please see previous section on Sending the Curriculum to SQL.
Scheduling of the timetable can still be in progress.

* Ifnecessary, SIMS needs to be moved into academic year 2025/2026 using the hyperlink
on the Homepage.

Mr A Blacker
Home Page «~ | Selected Academic Year 2024/2025

09/04/2025
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wmas Solect Academic Year ? X
Academic Years

Description Start Date End Date Current

Academic Year 2025/2026 01/09/2025 31/08/2026

Academic Year 2024/2025 02/09/2024 31/08/2025 Current

Academic Year 2023/2024 01/09/2023 01/09/2024

Academic Year 2022/2023 01/09/2022 31/08/2023

Academic Year 2021/2022 02/09/2021 31/08/2022

Academic Year 2020/2021 03/09/2020 01/09/2021

Academic Year 2019/2020 02/09/2019 02/09/2020

Academic Year 2018/2019 01/09/2018 01/05/2019

Academic Year 2017/2018 01/09/2017 31/08/2018

Academic Year 2016/2017 01/09/2016 31/08/2017

0K Cancel

Highlight Academic Year 2025/2026 and click OK.

Note: These dates reflect the whole calendar year, not just the Working Academic Year which
may start on 01/09/2025 and end in July.

Academic Promotion Rules Wizard

For most secondary schools, academic promotion will apply to years 10 to 11 and 12 to 13
because these paired years are where the two-year GCSE and GCE A Level courses are
running. However, Academic Promotion is not just restricted to these years. As well as the
example given previously, it will save large amounts of time if you promote as much as
possible between years 7 & 8 and 8 & 9, i.e, memberships of Maths set from years 7 to 8 and
810 9. Itis then quicker to edit the promoted memberships for set/group changes.

You decide for which Blocks Academic Promotion is most useful. Only those Schemes that go
through this ‘Academic Promotion Rules’ wizard will have saved promotion rules and only
then will the word ‘Promotable” appear in a column against the Schemes on first entering any
‘Curriculum Assignment by Scheme’ screen.

+ InSIMS, select Routines | School | Academic Promotion Rules
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| e Sclect Academic Year = O X
Academic Years
Select the academic year you want to promote into
Description Start Date End Date
Academic Year 2025/2026 01/09/2025 31/08/2026
Academic Year 2024/2025 02/059/2024 31/08/2025
Academic Year 2023/2024 01/09/2023 01/09/2024
Academic Year 2022/2023 01/09/2022 31/08/2023
Academic Year 2021/2022 02/09/2021 31/08/2022
Academic Year 2020/2021 03/09/2020 01/09/2021
Academic Year 2019/2020 02/09/2019 02/09/2020
Academic Year 2018/2019 01/05/2018 01/09/2019
Academic Year 2017/2018 01/09/2017 31/08/2018
OK Cancel
*  Click OK
The Academic Management Rules wizard is displayed - In this example the filter defaults as
illustrated:
Academic Promotion Rules
Nev Open Save Undo (= Print
NCYear ‘ v ‘ Scheme Type ‘B‘andsiv Mode ‘Previous Year v ‘

Schemes (Academic Year 2025/2026)

Possible Ancestor Schemes
(Academic Year 2024/2025)

Scheme Name Ancestor Scheme Status

Ancestor Scheme

Groups for Selected Scheme

Group Name Staff Ancestor Group  Link Status

Possible Ancestor Groups

Ancestor Group Staff Mapped

<<Link>>

>Unlink<

Confirm and Save
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Academic Promotion Rules
New Open Save Undo (= Print
NCYear |9 ~| SchemeType |Bands -| Mode |Previous Year .|
. Possible Ancestor Schemes
Schemes (Academic Year 2025{2026) (Academic Year 2024/2025)
Scheme Name Ancestor Scheme Status Ancestor Scheme
Base bands in Year 9 None Base bands in Year 8
Groups for Selected Scheme Possible Ancestor Groups
Group Name Staff Ancestor Group  Link Status Ancestor Group Staff Mapped
9x 8x Suggested 8x Yes
Y 8 Suggested 8y Yes
<<Link>>
>Unlink<
Confirm and Save

The Scheme Type filter defaults to Bands, as Band rules must be set first.

« Highlighting the Ancestor Scheme ‘Base Bands in Year 8’ on the top right panel gives you
suggested links information in the lower two panels. Ancestor Schemes will have identical
labels apart from the Year itself.
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Academic Promotion Rules
New Open Save Undo (= Print
NCYear 9 v| SchemeType |Bands Mode  |Previous Year
i Possible Ancestor Schemes
Schemes (Academic Year 2024/2025) (Academic Year 2023/2024)
Scheme Name Ancestor Scheme Status Ancestor Scheme
Base bands in Year 9 Base bands in Year 8 Full Base bands in Year 8
Groups for Selected Scheme Possible Ancestor Groups
Group Name Staff Ancestor Group  Link Status Ancestor Group Staff Mapped
L 8 User Linked 8 Yes
S 8y User Linked 8 Yes
<<Link>>
>Unlink<
Confirm and Save

« Checkif the suggested links are as you intend, (please check your Groups for Selected
Scheme and Possible Ancestor Groups panels as they may differ from these graphics)

» Click Confirm and Save

The word Suggested in the Link Status column alters to Confirmed. The rules have now been
saved and the information displayed in the top left panel tells you that the Status columnis
Full.
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Academic Promotion Rules

Base bands in Year 9 Base bands in Year 8

Full

New Open Save Undo = Print
NCYear 9 Scheme Type  |Bands Mode Previous Year .
. Possible Ancestor Schemes
Schemes (Academic Year 2025/2026) (Academic Year 2024/2025)
Scheme Name Ancestor Scheme Status Ancestor Scheme

Base bands in Year 8

Groups for Selected Scheme Possible Ancestor Groups
Group Name Staff Ancestor Group  Link Status Ancestor Group Staff Mapped
Sx 8 Confimed 8 Yes
9y 8 Confimed 8y Yes
<<Link>>
>Unlink<

Confirm and Save

+ Continue on this screen and change the NC Year filter to a different year e.g., Year 13 and
set the rules to promote current Year 12 students into their Bands for Year 13 until you
have set the rules in this Academic Promotion Rules Wizard for all other year groups
whose students remain in the same Bands for next academic year.

Note: When choosing NC Year 7 in the filter there will be no Ancestor Schemes as the next
year 7 students have not been banded. Assign bands to them directly in Academic

Management once they have the status of Accepted’ in their Admission groups.

Once years are banded the Curriculum Promotion Wizard is used next to place ticks on the

Base Bands Tick Grids.

+ Select Focus | School | Academic Structure | Curriculum Assignment by Scheme

+ Selecttherequired year in the Year Taught In filter (Curriculum Year 9 in this example)

" Find Curriculum Scheme - Academic Year 2025/2026

" Search [ Open (=) Print @ Next Previous & Update All Course Memberships
Scheme Name | | Year Taught In  |Cuniculum Year 9 Type ‘<Any> Promotable |<Any> [ Is PX Scheme
© Uplevel @ Down Level

Scheme Name Type Sourced by Destination Groups Promotable Is PX Scheme
Base bands in Year 9 Bands Year 9 Band 9x, % Promotable No

Sxy PSE Block Band 9x, Sy Class 9A/Ps, 9B/Ps, SC/Ps, 9D/Ps, 9E/Ps, SF/Ps No

9x Common sets Block Band 9x Group 9X1, 9X2, 9X3 No

9x English Block Band Sx Class 9x/En1, x/En2, Sx/En3 No

9 Exp Atts Block Band 9x Class 9/Ar1, Sx/Mu1, Sx/Dr1 No

9x Maths Block Band 9x Class 3x/Ma1, 9x/Ma2, 9x/Ma3 No

9 PE Block Band 9x Class 9x/Pe1, 3x/Pe2, 9x/Pe3 No

9x Science Block Band 9x Class 9/Sc1, 9/Sc2, 9x/Sc3 No
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« ltisonly possible to promote those Schemes where Promotable appears in the column on
theright.

» Click Search

» Double-click Base bands in Year 9 which opens the Select Effective Date Range window.

+ Choose the Named Date Range and highlight the Working Academic Year which should
show a date range 01/09/2025 to 20/07/2026 (or the date range you created by sending
the Timetable to SQL)

T =
|§ wmes Select Effective Date Range ? X

Academic Year 2025/2026
© Named Date Range T Date Range
Academic Year 2025/2026 01/09/2025 - 31/08/2026
<Working Academic Year> 01/09/2025 - 20/07/2026
<Autumn Tem+Christmas Holiday> 01/09/2025 - 04/01/2026
<Spring Term+Easter Holiday> 05/01/2026 - 12/04/2026
<Summer Term> 13/04/2026 - 20/07/2026

O Custom Date Range  From [01/09/2025 |
To [20/07/2026 |

Restrict date range from today to end
(") Don't ask me again (this session or until manually changed)

OK Cancel
+ ClickOK
Students !
Effective Date Range (01/09/2025-20/07/2026 | Q Academic Year |Academic Year 2025/2026 |

Undo  Redo df1Add [ Details 4B Student ) Curriculum B3 Allocate... [3 Narrow| & Relax %> Max Sizes % Action...

Student Name ¥
o

|| Ackroyd. Marcus 8D o

[_| Adams, James 8E o

[] Adams. Owen 8F o

[_| Albanie, David 8A o

|| Allbright, Frankie 8A o

|| Anderson, Dylan 8B o

[ Anderson, Harvey 8c o

|| Archer, Patrik 8D o

Total 170 0 0 0
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* Click Allocate

Students
Effective Date Range  [01/09/2025-20/07/2026 | Q) Academic Year |Academic Year 2025/2026
Redo & Add [ Details t Student ‘t} Curriculum Allocate |ﬁ Narrow | & Belax &2 Max Sizes % Action
Automatic Random Allocation
Student Name Reg Group | Assigned Fe Student Carcusel Rotation Wizard
Curriculum Promotion Wizard
Abdelkoder. Mohamed &c - Export Curriculum Membership Wizard
Ackroyd, Marcus e 0 Import Curriculum Membership Wizard
Adams. James 8E o [ |
Adams, Owen 8F o
Albanie, David 2A o
Allbright, Frankie 8A o
Anderson, Harvey C o
Archer, Patrik 8D ]
Total 170 0 0 0

Select the Curriculum Promotion Wizard

* (lick Next

=« Curriculum Promotion Wizard ? X

Welcome to the SIMS _net Wizard for Cumiculum
Promotion

The SIMS .net Wizard will help you promote the
Student memberships for this year's Groups of

a Curriculum Scheme from last year's Groups.

To continue, click Next.

Note: Any existing tags (including those for any
filtered Students) will be cleared by this process.

o

1]

Cancel

+ Checkthe dates are correct for the Effective Date Range and the Reference Date (this
defaults to the last day of the current Academic year)

* Click Next
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= Curriculum Promotion Wizard ? X
Confirm Dates
Confirm effective date range and reference date for the Promotion
Check the effective date range and update the reference date.
Academic Year 202522026
Effective Date Range [I]1r’09f2025 - 20/07/2026 ]
Academic Year 202472025
Reference Date
Back Next Cancel
+ Click Next
s Curriculum Promotion Wizard m
Select Groups
Modify selection of groups for the Promotion
Select the groups to be included in the promotion.
Groups
Source Band Name Target Band Name
&
8y %

Note: You may get a message saying that one or more students are associated with the tick
grid but have no promotable membership (on the reference date). Do you wish to continue?
Click Yes and check later.

« Confirm the bands are as required, click Next and then click Finish.
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4

Start Promoting

jm= Curriculum Promotion Wizard

Review settings before promoting Student memberships

Current Setlings

Process has enough information to start promoting Student memberships. If you want to

review or change any settings, click Back. If you are satisfied with the settings, click
Next to begin promoting Student memberships.

Dates:

Effective Date Range: 01/09/2025 - 20/07/2026
Reference Date: 22/07/2025

Effective Date Range  [01/09/2025 - 20/07/2026

| &

Academic Year |Academc Year 2025/2026
) Undo  Redo & Add [ Details 48 Student ) Curriculum [ Allocate... 35 Narrow| & Relax % Max Sizes @ Action...

Band Mappings:
8-> 9x
By >
v
] 3
Back Cancel
| =
« Click Save
Studenis

Student Name Reg Group  |Assigned R 2
("] Abdelkoder, Mohamed = 8C 9x

| Ackroyd, Marcus * 8D 9y v
" | Adams. James * 8E 9y v
(] Adams, Owen * 8F Sy v
| Allbright, Frankie * 8A 9x

"] Anderson, Dylan * 88 % v

| Anderson, Harvey * ac 9x v

| Archer, Patrik * 80 9y v
Total 170 170 5 5

Once the rules have been set for Bands promotion, and students now have ticks on the

Base Bands Tick Grids, you can return to the Academic Promotion Rules Wizard to set the

rules for their Block assignments using Routines | School | Academic Promotion Rules
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Academic Promotion Rules
Nev Open Save Undo = Print
NCYear |[9 ~| SchemeType [Biock v Mode |Previous Year v|
i Possible Ancestor Schemes

Schemes (Academic Year 2025{2026) (Academic Year 2024/2025)
Scheme Name Ancestor Scheme Status Ancestor Scheme
Sey PSE None Bxy Cttizenship
9x Common sets None 8x Reg Groups
9x English 8x English Full 8x English
9« Exp Arts None 8x Exp Arts
9« Maths None 8x Maths
9 PE None 8« Modem Lang
9« Science None 8 PE

Sx Technology None 8x Technology

9y Common sets None 8y Reg Groups

9y English None 8y English

S Fxn As None Bv Fxn Arts

Groups for Selected Scheme Possible Ancestor Groups
Group Name Staff Ancestor Group  Link Status Ancestor Group Staff Mapped
9/Enl JA 8x/En1 User Linked 8x/En1 JA Yes
9/En2 ML 8/En2 User Linked 8x/En2 JS Yes
9/En3 JS 8/En3 User Linked <<Link>> 8x/En3 ML Yes

>Unlink<
Confirm and Save

» Check that for each group of the Selected Scheme the Suggested link is appropriate and
click Confirm and Save (the Status column for the scheme will show as Full)

Academic Promotion Rules
Ne Open Save Undo (= Print
NCYear 8 « | Scheme Type ‘Block v Mode ;Prewous Year v }
i Possible Ancestor Schemes
Schemes (Academic Year 2025/2026) (Academic Year 2024/2025)
Scheme Name Ancestor Scheme Status Ancestor Scheme
8xy PSE None Txy Citizenship
8x Reg Groups 7x Teaching Groups Ful 7x Teaching Groups
8x English None 7x Maths
8x Exp Arts None 7x PE
8x Maths None 7x Technology
8x Modem Lang None 7y Teaching Groups
8 PE None Ty Maths
8x Technology None 7y PE
8y Reg Groups None 7y Technology
8y English None
8v Fxn Ats None
Groups for Selected Scheme Possible Ancestor Groups
Group Name Staff Ancestor Group  Link Status Ancestor Group Staff Mapped
8A 7BLU User Linked 7BLU Yes
8B 7GRN User Linked 7GRN Yes
8c 7RED User Linked <<Link>> 7RED Yes
>Unlink<
Confirm and Save
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Note: In this example the 2025/2026 Year 8 Reg Group Ancestor Scheme has been renamed
Teaching Groups in 2025/2026 Curriculum model so there was no suggested linking -
instead, the user links each group e.g., 8A is linked with 7BLU.

« Continue this screen moving down through the Schemes in the top left panel and using
the Confirm and Save button as you go. You will find that after the first Scheme has been
saved, as you move down the list, automatic Scheme matching suggestions are made.
Click Confirm and Save each time until all the Schemes you wish to set promotion rules
for have the Status as Full in the top left panel. Repeat the process for all the NC Years
where Promotion is required.

Note: Closing the screen will save any promotion rules you have ‘confirmed and saved.” If
prompted, select Yes to save the changes.

Exception messages can occur if you are editing or trying to link Schemes twice. A warning
message asks you to confirm, click Yes if you have decided to edit this mapping. Only the
current promotion mapping for one Scheme would be deleted if you clicked No. Only those
Schemes where one or more links have been made in the Status column will have saved
promotion rules. Only then will the word Promotable appear against the Schemes on the first
Curriculum Assignment by Scheme screen in Academic Management.

In the examples so far Ancestor Schemes are, as expected, from academic year.
2024/2025. An alternative use is to map the rules within the same academic year. In this
example below 9x Science is to have the rules set to map from 9x Maths.

« Change the Mode filter to Current Year and note the Possible Ancestor Schemes year is
now 2024/2025.

» Highlight Sx Science in the Schemes panel and 9x maths in the Ancestor scheme panel.
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Academic Promotion Rules
New Open Save Undo = Print Link
NCYear 9 ~| Scheme Type |Block - Mode Cument Year -
i Possible Ancestor Schemes(Academic
Schemes (Academic Year 2025/2026) Year 2025/2026)
Scheme Name Ancestor Scheme Status Ancestor Scheme
9xy PSE None 9cy PSE
9x Common sets None 9x Common sets
9x English 8x English Full 9« English
9x Exp Arts None 9x Exp Arts
9x Maths 8x Maths 20f3 9¢ Maths
9 PE None 9 PE
9x Science 9x Maths Full 9x Science
9x Technology None 9x Technology
9y Common sets None 9y Common sets
9y English None 9y English
Sv Fxn Ads Nane Sv Fxn Ads
Groups for Selected Scheme Possible Ancestor Groups
Group Name Staff Ancestor Group  Link Status Ancestor Group Staff Mapped
9x/Scl SM 9 /Mal User Linked 9 /Ma1l Lv Yes
9¢/Sc2 JF 9¢/Ma2 User Linked 9 /Ma2 FB Yes
9/Sc3 BP 9/Ma3 User Linked <<Link>> 9/Ma3 DM Yes
>Unlink<
Confirm and Save

« Match the required groups using the Link button.

» Click Confirm and Save

Having worked through all years for Bands and Blocks on the Academic Promotion wizard
screen now use the Curriculum Promotion wizard as described in the next section.

If you are not working through the next section until a later date, then remember to reset
Academic Year back to 2024/2025.

Export/Import using SYLK files.

By this stage in Academic Management for academic year 2025/2026 students on roll could
have several ticks on their Tick Grids:

» Blocks in OPTIONS where their assignments have been exported out of OPTIONS.

> Students’ bands and block memberships. (Using the Academic Promotion Rules and
Curriculum Promotion Wizards described in preceding Sections)

What follows is the preferred way of populating the remaining ‘holes’ (or to edit) the Tick Grids
and thus complete the memberships so that there are no gaps left in students’ timetables.
Thisis likely to include the vast majority of “settled” groups, including the core subjects
Maths, English, Languages etc. for Years 8-11. This process enables the user to export and
later import edited students’ assignments via SYLK (Symbolic Link) files - these are
spreadsheets that can be opened in Excel.

Obviously, the cells on the Tick Grids could all be ticked individually, but by using these
spreadsheets most assignments can be made ‘en masse.” This method is also designed to
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enable students’ assignments to be edited away from the network, typically by Subject
leaders. This method can be used as an alternative to the Academic Promotion Rules and
Curriculum Promotion Wizards (or use it in addition to the Wizards) i.e., complete the
Wizards and export 2024/25 populated SYLK files for editing sets. Therefore, you can use it
to ‘move up’ and edit memberships of current year classes for next year.

Another alternative is to use these SYLK files to export empty spreadsheets (e.g., for your
new intake year in September 2025 or where new Band memberships are involved), edit them
away from SIMS and re-import completed Tick Grids into Academic Management. In practice
this means that a Scheme can be exported into a spreadsheet and a Subject Leader/Head of
Department can put ‘ticks’ in boxes in the spreadsheet. Given that Departments must put a
tick in a box even with a paper system, this does not represent any additional work, but rather
a much more efficient way of working. The SIMS or Data Manager can then import the edited
assignments back into Academic Management. From the Data Manager’s point of view this
feature can save vast amounts of time by removing the need for wholesale “box ticking” and
adds to the accuracy of the process.

Exporting a Scheme to create a SYLK file for Excel.

The export can take place from the Curriculum Assignment by Scheme tick grid screen. (It is
also possible to export from Whole Curriculum Scheme tick grids - this can be used very
effectively for new Year 7 entrants).

«  Open SIMS in the current academic year or use the Homepage hyperlink to switch back
into the current year by highlighting the Academic Year 2024/2025 and clicking OK.

» Select Focus | School | Academic Structure | Curriculum Assignment by Scheme
* Click Search

»  “Double-click” the Scheme that you wish to export to Excel for editing, choosing a current
short date range. The example below explains the procedure for an export from the
current Academic Year and, once assignments are given, how the same SYLK files are
imported back into the next Academic Year. (Alternately, you could use the Wizards first
and export and import back into next Academic Year - the choice is yours)

« Double-click the required Scheme (in our example we are using 7x English)

In this example the memberships are chosen as at 09/04/2025 by using Select Effective
Date Range, choosing Custom Date range, and selecting 09/04/2025 as both the “From” and
“To" date. This SYLK file can be distributed to the HOD on this day with a return date in, say, a
week's time.
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[ T

wa Select Effective Date Range ? X

Academic Year 2024/2025

(O Named Date Range

Name Date Range

Academic Year 2024/2025 02/09/2024 - 31/08/2025
<Working Academic Year> 02/09/2024 - 22/07/2025
<Autumn Term+Christmas Holiday> 02/09/2024 - 05/01/2025
<Spring Term+Easter Holiday> 06/01/2025 - 21/04/2025
<Summer Term> 22/04/2025 - 22/07/2025

© Custom Date Range  From ]09/04/2025 ]
To [09/04/2025 |

W |

Restrict date range from today to end

[T) Don't ask me again (this session or until manually changed)

OK Cancel

+ ClickOK

In our case the Year 7x Maths Scheme has been opened and is ready to be exported from the
current academic year, ready for the Head of Department to edit assignments offsite - once
edited the amended version will be re-imported into a Year 8x.

Students
Effective Date Range IUB-’ 04/2025 - 09/04/2025 ] Q Academic Year IAcademic Year 2024/2025 ]
Undo  Redo @iAdd [ Details 4 Student ) Curriculum [ Allocate... & Relax ¥ Max Sizes % Action...
Student Name Reg Group  |Assigned R T’E{:hg?z ??6%3]3
W Abbot, Clarissa | v |
"] Able, Benjamin 7B TwMa2
| Adams, Kathryn 7C Tx/Mal v
Ahmad, Arfa 7F Tw/Ma2
|| Akhtar, Rahana 7B 7x/Ma3 v
(] Allcroft, Catherine 7E Tx/Ma2
[ ] Amis, Dennis 7A 7x/Ma3 v
[] Amram, Shabana 7B 7/Ma3 v
["] Anderson, Jacob 7D 7x/Ma3 v
Total a5 a5 29 23 28

Note: At this stage additional columns can be added (e.g., in this case an Aspect with the
relevant end of year examination result for the year group) using Action | Display | Add Aspect
could be added to assist the HoD in the allocation of students to classes.
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Studenis
Effective Date Range

09/04/2025 - 09/04/2025

|

Academic Year |Academic Year 2024/2025

d Redo & Add [ Details ) Student #8 Curriculum |[E Allocate |§;E Narrcr.-." & Relax & Max Sizes ¥ Action
Automatic Random Allocation
Student Name Reg Group  |Assigned Student Carousel Rotation Wizard
Curriculum Promotion Wizard
Abbot, Clarissz 7A 7x/Ma3 Export Curriculum Membership Wizard
Able. Benjamin 7B 7x/Ma2 Import Curriculum Membership Wizard
Adams, Kathryn 7C 7x/Ma1 v ! ! !
Ahmad, Arfa 7F Tx/Ma2 v
Akhtar, Rahana 7B 7x/Ma3 v
v
Amis, Dennis 7A 7x/Ma3 v
Amram, Shabana 7B 7x/Ma3 v
Anderson, Jacob 7D Tx/Ma3 v
Total 85 85 29 28 28

« Fromthe Tick Grid select the Allocate button and select the Export Curriculum
Membership Wizard

Welcome to the SIMS _net Wizard for Exporting
Curriculum Membership

The SIMS .net Wizard will help you export the Student
memberships for zll Destination Groups of 2
Curriculum Scheme. To continue, click Next.

na)

)

ck Next Cancel

* The front page of the wizard displays, click Next.

You are asked to confirm dates. This Reference Date is important as it is the date on which
current student group memberships are read to populate the export file.
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e Export Curriculum Membership Wizard ? X

Confirm Dates
Confirm reference date for the Export

Update the reference date, if necessary

Date
Reference Date 09/04/2025 8
Back Mext Cancel

The default dates are those of your chosen Effective Date Range. However, it could also be

appropriate to select a Reference Date when you consider no further changes could be
made in the term.

* (Click Next to continue.

« The following screen asks if you wish to include or exclude any student assignments,
which are already in this Tick Grid

+ Choose Empty if you wish to export a spreadsheet devoid of any ‘ticks’ for wholesale
editing offsite. If the reason for this export is to make set changes offsite, then choose
Populated.

* Make a choice and click Next.

m Export Curriculum Membership Wizard l ? |ﬁ|

Choose Level of Detail
Choose the amount of information to Export

Select whether Student memberships should be included in the export or not.

Level of Detail

@ Populated

(with Student memberships as on Reference Date)
() Empty

(with NO Student memberships included)

Back J{ Next J L Cancel J
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A file name is suggested and a location if this is a subsequent export (it will remember
where you saved the last slk file). If this is a first export, then you will need to browse and
designate a folder in which to save these .slk files.

wes Export Curriculum Membership Wizard ? X

Confirm File Name
Confirm file name for Export

|Update the path and/or file name, if necessary.

Back Next Cancel

The file format must remain as a .slk’ file, however you can rename the file if you wish. For
example, you may wish to use next year’s class name i.e., in our example it will be 8x Maths so
simply overtype the”7” with a"8”:

we Export Curriculum Membership Wizard ? X
Confirm File Name
Confirm file name for Export

Update the path and/or file name, if necessary.

File Name
[C:\SIMS'\,S LK Files 2024-25\8x_Maths_20250409_20250409 slk ig;

Back Next Cancel

(Thereis a benefit in keeping the default file format, it will be quickly and easily picked up by
the later import process. It also easily identifies the Scheme from which this export file was
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created. You could also create your own empty folder to hold these exported .slk files
together as shown below).

o Click Next

[

Start Exporting
Review settings before exporting Student memberships

Process has enough information to start exporting Student memberships. If you want to
review or change any settings, click Back. If you are satisfied with the settings, click
Next to begin exporting Student memberships

Current Selfings

Date:
Reference Date: 09/04/2025

Level of Detail:
Populated

Export File:
C:\SIMS\SLK Files 2024-25\8x_Maths_20250405_20250409 slk

Back Next Cancel

» Click Next and the last screen of this wizard confirms your choices.

SIMS _net Wizard Complete

The SIMS .net Wizard has successfully exported Student
memberships from the Curriculum Scheme. Click Finish to
exit the wizard.

Back Finish Cancel

e Click Next at this screen.
e Click Finish at the last screen of the wizard.

Note: It is advisable, if giving these .slk spreadsheets to other staff, to keep the original file as
a backup and to give staff a copy. In this way they function as a temporary form of backup.

e Repeat this export from all other Schemes as required - there is yet no mass export
option.
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Viewing/Editing Group Memberships in a SYLK Spreadsheet

Once the data is exported as SLK files it is possible to open, view and edit the student group
memberships in Microsoft Excel. The Reference Date chosen, the filters chosen and the
number of ticks already on the originating Tick Grid/s determine the information seenin
Excel.

 Toopenthefilein Excel, browse to the location and highlight the file (you may have to first

“n

change the drop-down menu to All files “.” to see the file(s)

* Double-click the highlighted file to open the spreadsheet in Excel.

1 2 3 4 5 6 7 8 9 10 11
1 |Student Name _lGender Year Grouj Reg. Group House AdNo ExportiD DoB 7x/Mal  7x/Ma2  7x/Ma3
2 |Abbot, Clarissa  Female 7 7A Hooke 006125 416359B1 22/06/2013 T
3 |Able, Benjamin  Male 7 7B Newton 006126 416359B2 19/02/2013 T
4 |Adams,Kathryn  Female 7 7C Fleming 006127 41635851 13/11/201T
5 |Ahmad, Arfa Female 7 7F Curie 006130 416359BD 30/11/2012 T
6 |Akhtar,Rahana  Female 7 7B Fleming 006132 416359BF 11/11/2012 T
7 |Allcroft, Catherine Female 7 7E Hooke 006135 416359BA 21/12/2012 T
8 | Amis, Dennis Male 7 7A Fleming 006137 41635984 11/04/2013 T
9 |Amram, Shabana Female 7 7B Boyle 006138 41635985 16/04/2013 T
10 |Anderson, Jacob  Male 7 7D Curie 006140 41635852 23/05/2013 T
11 |Andrews, Josh  Male 7 7E Boyle 006141 41635987 06/11/2012 T
12 |Ansell, Richard  Male 7 7F Fleming 006142 41635980 06/05/201 T
13 |Arnold, Lisa Female 7 7C Hooke 006145 4163585C 19/12/2012 T
14 |Astley, Angela Female 7 7E Fleming 006147 41635982 12/06/201 T
15 | Austin, Alison Female 7 7F Boyle 006148 41635983 23/05/2013 T
16 | Austyn, Lucy Female 7 7A Curie 006149  4163598C 17/09/201 T
17 |Azlan, Elliott Male 7 7B Curie 006150 4163598D 12/10/2012 T

Note: Please ensure that Subject Leaders DO NOT change anything in columns 1 through to 8.
On the re-import into SIMS, data in these columns are used to match the students - any
editing here could prevent a successful re-import of data. Only the columns/cells where T 's
(for True) are displayed can be edited.

By entering a capital letter “T" (or a lower case ‘t") in the appropriate column for that student
row, this will assign the student to the group. Once this spreadsheet is saved and re-imported
into Academic Management this letter “T" will be translated into a tick on the Tick Grid in
Academic Management.

Note: Only one letter ‘T’ per student is allowed. If two ticks are left in any one row or other
letter used, then this will result in a blank row when importing into Academic Management.
Hence if pre-populated files are used and a student needs to be moved to another group then
the existing “T” must be deleted!

Itis good practice, as is the case in this example, to edit the column headings to reflect the
fact that any assignments made will be for the matching Schemes in the next year otherwise
Subject Leaders may find it confusing.

« Toedit theyear highlight each column heading cell and replace the group name with next
year’s label - in our example the label 8x/Enl is replaced with 9x/Enl, 8x/En2 is replaced
with Sx/En2 and so on. Also, the Subject Leader has changed the sets for Briony Adam
and Richard Akerman
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However, if this were a Scheme being exported and imported back into academic year
2024/2025 there would obviously be no need to edit the column headings in the
spreadsheet.

+ Tosave these files choose Save As. Keep the file format as .slk and add to the end of the
file name. In this example the ‘Amended’ has been added at the end of the file name to
distinguish it from the original export file. Alternatively, you could if you wish, save in a
different folder.

1 2 3 4 5 6 7 8 9 10 11
1 |StudentName Gender  Year Grouj Reg. Group House AdNo ExportlD DoB 8x/Mal 8x/Ma2  8x/Ma3
2 |Abbot, Clarissa  Female 7 7A Hooke 006125 416359B1 22/06/2013 T
3 |Able, Benjamin  Male 7 78 Newton '006126 416359B2 19/02/2013 T
4 |Adams,Kathryn  Female 7 7C Fleming 006127 41635851 13/11/2012 T
5 |Ahmad, Arfa Female 7 7F Curie 006130 416359BD 30/11/2012 T
6 |Akhtar,Rahana  Female 7 78 Fleming 006132 416359BF 11/11/2012 T
7 |Allcroft, Catherine Female 7 7E Hooke 006135 416359BA 21/12/2012 T
8 |Amis, Dennis Male 7 7A Fleming 006137 41635984 11/04/2013 T
9 |Amram, Shabana Female 7 78 Boyle 006138 41635985 16/04/2013 T
10 |Anderson, Jacob  Male 7 7D Curie 006140 41635852 23/05/2013 T
11 |Andrews, Josh  Male 7 7E Boyle 006141 41635987 06/11/2012 T
12 |Ansell, Richard  Male 7 7F Fleming 006142 41635980 06/05/2013 T
13 |Arnold, Lisa Female 7 7C Hooke 006145 4163585C 19/12/2012 T
14 | Astley, Angela Female 7 7E Fleming 006147 41635982 12/06/2013 T
15 | Austin, Alison Female 7 7F Boyle  '006148 41635983 23/05/2013 T
16 |Austyn, Lucy Female 7 7A Curie 006149 4163598C 17/09/2012 T
17 |Aztan, Eliott Male 7 78 Curie 006150 4163598D 12/10/2012 | i

* In Excelclick Save

» Click Yes at the following message to preserve the SYLK format.

Microsoft Excel l_J&

6 Some features in your workbook might be lost if you save it as SYLK (Symbolic Link).
[ |

h Do you want to keep using that format?

[ Yes ] [ No ] [ Help

+ Close Excel
Importing an Edited Spreadsheet

The import process will import student group memberships Scheme by Scheme. There is no
mass import process available. Import a file as follows:

« Ifyouarenot already in Academic Year 2025/2026 then move to it using the Homepage
hyperlink routine

«  Open Academic Management from Focus | School | Academic Structure | Curriculum
Assignment by Scheme and search for the Scheme you wish to import memberships. In
our example itis 9x English

Choose the Effective Date Range for next year, which is the Working Academic Year from
01/09/2025 to 20/07/2026 and open the Scheme.
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Students

Effective Date Range |01/09/2025 - 31/08/2026

|

Academic Year |k:adﬂTil: Year 2025/2026 |

Undo Redo & Add [ Details B Student BCurriculun 2 Allocate. . & Relax &> Max Sizes %Achon

Student Name RegGroup |Assigned  |R: 32'6',@32 8x/Ma3
I Abbot, Clarissa o

|| Able, Benjamin 78 o

[] Adams, Kathryn 7 o

[ ] Ahmad, Arfa TF o

|| Akhtar, Rahana 7B o

[ | Allcroft, Catherine 7E o

[] Amis, Dennis TA o

[ Amram. Shabana 7B o

[ Anderson, Jacob 7D o

Total 85 0 0 0

« Toimport, select the Allocate button and the Import Curriculum Membership Wizard and

click Next.

Students

Effective Date Range [01/09/2025 - 31/08/2026

|

Academic Year |Academic Year 2025/2026

Confirm Dates

Confirm effective date range for the Import

Check the effective date range.

Date

Effective Date Range

01/09/2025 - 31/08/2026

Cancel
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Undo Redo %P Add [ Details B Student BCurricqun I Allocate. . Iﬁ Marrowla Relax & Max Sizes %J!c‘uon
Automatic Random Allocation
Student Name Reg Group  |Assigned ] Student Carousel Rotation Wizard
Curriculum Premotion Wizard
M Abbot, Clarissa A - Export Curriculum Membership Wizard
__| Able. Benjamin e o ‘ Import Curriculum Membership Wizard
[ Adams, Kathryn 7Cc o
[ ] Ahmad, Arfa 7F o
[ ] Akhtar, Rahana 7B o
|| Allcroft, Catherine 7E o
["] Amis, Dennis TA o
[ ] Amram, Shabana 7B o
["] Anderson, Jacob 70 o
Total 85 0 0 0 0
'-' Import Curriculum Membership Wizard ? X



» Click Next once you have double-checked the Effective Date Range. You can select
the Cancel button at any point in this Wizard if you are unsure.
» Select the default option Curriculum Membership File

m Import Curriculum Membership Wizard M

Choose File Type
Choose type of file to Import

Select the type of file containing data to import.

File Type

: |
@ Curriculum Membership File

(This is file containing data exported from SIMS.net.)
(7) Other (eg Nova T)

(This is a file containing data exported from software other than SIMS.net.)

[ Back | Next |[ Cancel

« After double checking the date range, click Next.

Select the required File Name on the screen presented, you may need to navigate as it

defaults to the path of the last file imported. If needed change Files of Type to ‘All
Types’ to display the file.

we |mport Curriculum Membership Wizard ? X

Select File Name
| Select file name for Import

Update the path, if necessary, and specify a file name.

File Name
ASIMS\SLK Files 2025-26\8x_Maths 20250409 20250409 slk

Back Next Cancel

« Highlight the correct file and click Open and then Next.

* Ifnecessary, accept a message about the column headings.
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SIMS .net

The columns specified in the import file do not correspond
exactly with the groups of the scheme,

The following columns in the file have unrecognised headers
and will be ignored
Maths Test 3 ¥8

Do you want to continue?

* Click Yes
+ Check the Current Settings are correct.

we |mport Curriculum Membership Wizard ? X

Start Importing
Review settings before importing Student memberships

Process has enough information to start importing Student memberships. If you want to
review or change any settings, click Back. If you are satisfied with the settings, click
Next to begin importing Student memberships.

Current Seifings

Date:
Effective Date Range: 01/09/2025 - 31/08/2026

File Type:
Cumiculum Membership File

Import File:
CASIMS\SLK Files 2025-26\8x_Maths_20250409_20250403 slk

Back Next Cancel

* Click Next

Note: SIMS makes a series of validation checks as the file is imported. If the file is in an
incorrect format the import will be cancelled. Any validation errors will be displayed on screen
for review. Validation messages can contain unrecognised columns, any two columns with a
letter “T" on the same row and any variation in the names of students. In each case you will get
a message informing you of actions taken and actions you may need to take. Students
affected will be tagged on import and easily identified in order that his/her membership of
this Scheme can be checked and entered correctly directly onto the Tick Grid.
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SIMS .net Wizard Complete

The SIMS .net Wizard has successfully imported Student
memberships to the Curriculum Scheme. Click Finish to
exit the wizard

Finish Cance

« Finally click Finish and the students can be seen with their ticks automatically populated.

Students i :
Effective Date Range _D1_.-'09-*2E'25 - 31/08/2026 ] Q Academic Year _Academic Year 2025/2026 |
&3 Undo ledo & Add [ Details -{LI Student t Curriculum B3 Allocate... | Tk Narrow | & Relax & Max Sizes ia} Action...
Student Name Reg Group  |Assigned = 3?[.]“;;2 S:T‘Lh{}??’
v

Able, Benjamin * 7B 8x/Mal

Adams, Kathryn * 7C 8x/Ma2 v

Ahmad, Arfa * 7F 8x/Ma3 v

Akhtar, Rahana * 7B 8x/Ma2 v

Allcroft, Catherine * 7E Bx/Mal v

Amis, Dennis * 7A 8x/Ma3 v

Amram, Shabana * 7B Bx/Ma2 v

Anderson, Jacob * 7D 8x/Ma2 v
Total 85 85 30 29 26

All students will have an asterisk (*) beside their names to indicate a change has taken place.
You could use the Undo button if the data displayed looks incorrect.

« Ifitlooks correct, then click the Save button on the Tick Grid to complete the import
process.

+ Resolve any memberships for tagged students who have had no assignments imported.

You will find that any Clusters descending from these Blocks will also be populated with these
ticks e.g., Linear Blocks in lower years or for split taught classes.

« Tofinalise thisimport, check the totals displayed at the base of the screen (if necessary,
right click the column total to show the split totals). If the number of students matches the
number of assignments, then all students will have memberships of this Scheme for next
year.
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Whole Curriculum Membership

The additional screen, entitled ‘Whole Curriculum Membership’ is an alternative Academic
Management screen that can be used to view and edit class and curriculum group
memberships for a set of students and for a set of Schemes. However, the Academic
Promotion routines cannot be used to populate the classes in Whole Curriculum
Membership. These routines, if required, must be first undertaken in Curriculum Assignment
by Scheme.

+ Theroute Focus | School | Academic Structure | Whole Curriculum Assignment is used.

Focus |Reports  Routines quls Window Help
Home Page o 5 A e & i ﬁl_- 7 & l ®
School : » h Bastor:E:ru::e @ j LL: LS_ * @ - I
Student »i| Academic Structure ’3 Curriculum Assignment by Scheme
Behaviour Management "‘ Rooms Curriculum Assignment by Student
Person ”‘} oE|  School Details L Whole Cyrriculum Assignment
Groups "i‘ D School Diary Edit Lessé Staff and Rooms
Agency » Arrange Cover Rotate Timetabled Staff/Rooms
Admission Ll e e View Lesson List
Lesson Monitor » View Student Curriculum Summary

*  ToopenaWhole Curriculum Membership screen, select the required band - in this
example we are using 13a.

H Search [ Open (=) Print Browse Next ‘@ Previous @ Update All Course Memberships
Name I I Year TaughtIn  <Any> v Type Band v
Name Type Scheme Descendant Schemes
10y Band Base bands in Year 10 9
10z Band Base bands in Year 10 6
11x Band Base bands in Year 11 8
1y Band Base bands in Year 11 8
11z Band Base bands in Year 11 5
123 Band Base bands in Year 12 8
12b Band Base bands in Year 12 5
13a Band Base bands in Year 13 7

» Double-click and, once the Working Academic Year has been selected as the Named Date
Range, click OK.

In the following example, George Adams has his memberships carried forward from Year 12,
but he has decided that he is not going to continue studying Art and therefore needs to be
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removed from the group 13D/Ar1.

« Highlight the class 13D/Ar1.

& Undo  Redo [ Details ) Scheme 48 Student [ Allocate... G Action...

Student Name Reg. Group |Base bands inYe..| 13aOption A 133 Option B 13a Option C 13z Retake Engli.. | 13a Retake Maths
["] Acton, Jordan (G) 13AMal 13B/Gg1 13C/So1

M Adams, George ) 13AMa2 13B/Bs1 13CIFr1

|| Adebayi, Emmanuel K 13481 13C/Ph1 13D/Lal
|| Americana, Kari (8] 13ATs1 13B/En1 13C/EH

|| Amos, Rachael (M) 13A/Col 13B/Bs1 13C/Sol

|| Anderson, Ethan (N) 13A4/Cn1 13B/Pd1 13C/Fr1

[_| Andrews, Jasmine (P) 13AHb1 13B/Ggl 13DiLal
|| Ankonkule, Cheryl = Q) 13A/Ma1 13C/Ph1 13D/Ch1
["] Anton, Tiger (G) 13AMa2 13B/MHit 13C/Sol 13D/Cht

« Then use the deletes button on the keyboard.

B Undo  Redo [ Details 48] Scheme 48] Student F Allocate. . G Action...

Student Name Reg. Group |Base bands inYe..| 13a Option A 13a Option B 13a Option C e/ 133 Retake Engli... | 13a Retake Maths
[ Acton, Jordan G) 13A/Mat 13B/Gg1 13C/Sol

W Adams, George * () 13A/Ma2 13B/Bs1 13CIFr1

[ "] Adebayi, Emmanuel (K 13A/Bi1 13C/Ph1 13D/Lal
["] Americana, Kari (8] 13ATs1 13B/En1 13C/EH

[_1Amos, Rachael (M) 13A/Co1 13B/Bs1 13C/So1

[] Anderson, Ethan (N) 13A/Cn1 13B/Pd1 13CIFr

|| Andrews, Jasmine (P) 13A/Hb1 13B/Gg1 13DiLat
[~ Ankonkule, Cheryl = ((e)] 13A4/Ma1 13C/Ph1 13D/Ch1
["] Anton, Tiger (G) 13A/Ma2 13B/Hi1 13C/Sol 13DICh1

« Click Save (at the top of the page)

In the following example Cheryl Ankonkule also needs to change her Maths group from
13A/Mal to 13B/Mal.

Undo Redo [ Details aScheme aStudent E Allocate... ﬁ' Narrow aRelax QQAc‘tion..A

Student Name Reg. Group | Base bands in Ye.. a Option A 13z Option B 13z Option C 13a Option D | 133 Retake Engli...| 13z Retake Maths
| Acton, Jordan (G) 13A/Ma1 13B/Ggl 13C/Sol

|| Adams, George ) 134/Ma2 13B/Bs1 13CiFr1

|| Adebayi, Emmanuel (K) 13A/Bi1 13C/Ph1 13DiLa1
["] Americana, Kari L 13ATs1 13B/En1 13C/Et

[] Amos, Rachael (M) 13A/Co1 13B/Bs1 13CiSo1

[ Anderson, Ethan (N) 13A/Cn1 13B/Pd1 13C/Fr1

[_| Andrews, Jasmine (P) 13A4/Hb1 13B/Gg1 13DiLatl
M Ankonkule, Cheryl @ | EYE 13C/Ph1 13D/Ch1
| Anton, Tiger (G) 134/Ma2 | 13B/Hi1 13C/Sol 13DICh1

* Using the approach adopted above for Cheryl Ankonkule remove her from 13A/Mal and
then select Option B

& Undo  Redo [ Details é Scheme é Student [ Allocate... | %% Narrow | & Relax | % Action. .

Student Name Reg. Group |Base bands inYe..| 13a Option A 13z Option C 132 Option D | 133 Retake Engli.. | 13a Retake Maths
[] Acton, Jordan (G) 13A/Mat 13B/Gal 13C/Sol

[ Adams, George () 13A/Ma2 13B/Bs1 13C/Fr

[| Adebayi, Emmanuel K 13ABi1 13C/Ph1 13D/La1
[ Americana, Kari (L 13ATs1 13B/Ent 13CIELT

["]Amos, Rachael (M) 13A/Col 13B/Bs1 13CiSol

[ ] Anderson, Ethan (N 13A/Cn1 13B/P41 13CIFr1

[] Andrews, Jasmine (P) 13AHb1 13B/Ggl 13DLat
W Ankonkule, Cheryl * @ N raciPh 13D/Ch1
] Anton, Tiger l(G) 130Ma2 |13BHi1 |13C/S01 13D/Ch1
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+ Right-click on the cell in Option B to display the groups of that Block.

Class 13B/Bs1 (WH)

Class 138/Pd1 (PH)
shouClou e

« Tick13B/Mal

& Undo  Redo [ Details 48] Scheme ) Student [ Allocate... | %% Narrow | & Relax | ¥ Action...
Student Name !Reg. Group | Base bands in Ye.. 13a Option A 13a Option B 13a Option C 13z Option D 13z Retake Engli..| 13a Retake Maths
"] Acton, Jordan @) [138ma1 138/Gg1 13C/S01 )
|| Adams, George ®) [13ama2 138/Bs1 13C/Fr1
| Adebayi, Emmanuel %) [13ami1 ' ' 13C/Ph1 [13D1L21
| Americana, Kari L [13a7s1 13B/En1 13C/EtT
| Amos, Rachael i) [13aico1 138/Bs1 T13cisor
| Anderson, Ethan ) [13aiCa1 13B/Pd1 13C/Fr1
[~ Andrews, Jasmine G 134Hb1 13B8/Gg1 13D/Lat
A"konkle' Shel L | - Class 13B/Ggl (AP) 2
[~ Anton, Tiger ) 13A/Ma2 13BHi1 1
[ Ariano, Pietro iH) |[13aBit ] i
= ! ' Class 138/Hil (KJ)
L%Baker. Alexandra J(HD) 13ATs1 13B/En1 Class 138/En1 (E)
<

Note: Group sizes can also be seen by ticking the Show Group Sizes option on the right-click

pPOPUD MENUS:

Class 13B/Ggl [4] (AP)
Class 13B/Mal [7] (VS)
Class 13B/Hil [6] (KJ)
Class 13B/Enl [9] (FT)
Class 13B/Bs1 [6] (WH)
Class 13B/Pd1 [4] (PH)
[Z] Show Group Sizes

An asterisk will display beside a student to indicate a change has taken place:

9 Undo Redo [ Details a Scheme @ St
Student Name |Reg. Group

[] Acton, Jordan }(G)

(] Adams, George [

|| Adebayi, Emmanuel I

(] Americana, Kari (8]

] Amos, Rachael ) ]
: Andén:son. Ethan (N) A\‘
[ "] Andrews, Jasmine 3(F') ‘
M Ankonkule, Cheryl * @ i
["] Anton, Tiger '](G) ‘

Changes are immediately visible in other Academic Management screens, even before the

Save takes effect.

» Click Save to keep your changes.

A double-click on the same cell displays the Historical Curriculum Membership Details (not

displayed). The timelines are editable, if a student has more than one Group membership over

an academic year the background colour of a cell changes from white to pale blue.

The Whole Curriculum Membership screen is most useful for:

» Choosing group assignments for a student where it helps to know other students’ groups

already assigned i.e., for late arrivals.
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> Changing groups where it helps to see all Schemes for a student ie., a Sixth Form
student who is thinking of changing an Option choice.

> Theexportandimport of SYLK files are enabled under the Allocate buttoni.e, for the
Head of Year 7 to have one spreadsheet per Band with all the potential Group Schemes
displayed.

» Tocheckif there are any ‘gaps’ in the student assignments for next year.

Note: Whole Curriculum can also be used to move students during the year where many more
Schemes are seen on one, rather than several, screens, however, unlike Curriculum
Assignment by Student there is no automatic update to the Course Memberships for the
student involved. If this approach is followed, then Course Manager would then have to be
used to address the status issue for the “old” course otherwise the Post-16 return would
show the course as not completed. The status can easily be overlooked/missed if this is used

for several students at the same timel
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Final editing to complete Student Timetables

By this stage large numbers of student assignments have been made in Academic
Management. From now on the remaining Schemes will need checking individually and any
amendments made directly on Academic Management screens.

However, here are some suggestions that may help:

> The method used for Export and Import of ‘SYLK files’ in Academic Management
can also be used for Admission students whose status is ‘Accepted’ in SIMS. The
intake year students can be given Base Bands and following this allocation to
bands, can be given membership of any other Schemes. Exporting their empty
Schemes is possible even though the students do not yet have Admission
Numbers. The export and import process works on their Export ID column data.

» ‘Holes'intimetables - itis suggested that final checks are undertaken to see if
students have complete timetables. The following are alternative ways of achieving
this. Open the Curriculum Assignment by Scheme for each Scheme in turn, starting
with Bands and moving onto Blocks for every year group.

Method 1:

This is a way to check and display students with missing memberships, who would only
otherwise be seen by scrolling down the Tick Grids.

» Aseach Scheme displays select the Assigned Filter as None and click

84 Filter

Group Memberships in Scheme: 9x Science (Block). Sourced by Band 9x

Save [¥] Advanced Mode
Filters
Tagged <Any> | Assigned <Any> v M Filter
Year Group |<Any> ~ Reg. Group |<Any> ~ @ Reset
House <Any> v | Gender <Any> w
Students
Effective Date Range [01/09/2025-31/08/2026 | Academic Year |Academic Year 2025/2026 |

Undo

Redo P Add [ Details EStudent EICurricule 3 Allocate.... E’Rdax & Max Sizes %&:ﬁon..

Student Name Reg Group  |Assigned R 9’1((:1'”5';(}:2 %%3
o

[ ] Albanie, David 8a o

[ Allbright, Frankie 8A o

[ "] Anderson, Dylan 8B o

|| Anderson, Harvey 8C o

[ | Ashfield, Angela 8B o

[ Ashman, Lucy ac 0

[ | Becker, Borris BA ]

[ | Bendall, Nathan 8B o

Total 85 0 0 0 0
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Method 2:

Right-click in the “Assigned” Column Heading and choose Sort by this column. Students
without an assignment are then shown at the top of the list.

Students
Effective Date Range  [01/09/2025-31/08/2026 | (), Academic Year |Academic Year 2025/2026 |

Undec Redo &g Add [ Details @Student EICurricuILm 2 Allocate... @‘ Relax &> Max Sizes €g@:ﬁ'«ch\:ﬂ'l...

Student Name Reg Group  |Assigned 2= &?Fhé?z &)FD%E;J'
v| Tan Cheng, Shona 8A o
v| Tyler, Rebecca 8B o
v Walsh, Erin 8C o
v Woodrow, Kyle 8A o
v| Yamameto, Akiko 8A o
Abdelkoder, Mohamed 8C Sx/Ma2 v
Albanie, David 8A 9x/Ma2 v
Anderson, Dylan 8B 9x/Ma2 v
Ashman, Lucy 8C Sx/Ma2 v
Total 85 56 0 28 28

These students with missing memberships would only otherwise be seen by scrolling down
through the Tick Grids. Check with HODs and HOYs for the missing data and enter ticks to
complete the Scheme memberships. (A single-click on the Max Sizes button toggles between
a current tally of the numbers of students in the group visible under the class label. It toggles
between the current class total and teacher’s initials).

It should not be necessary to check at Cluster level as any tick placed on a Tick Grid, or
assignment made on the Whole Curriculum screen, should populate any split taught classes
automatically. However Linked classes must be dealt with individually.

Note: Where you are editing on a Curriculum Assignment by Scheme screen it is possible to
increase the number of students displayed by removing the tick from the Advanced Mode
box. Beware though, as this removes the Filters view, the Tagging boxes, and the Flag column,
which you might need as well. Several more students are viewed on screen at a time. Replace
the tick to use the Filters and Tagging facilities once more.

Group Memberships in Scheme: Base bands in Year 10 (Bands). Sourced by Year 10
P save [v] Advanced Mode

Filiers
Tagged <Any> v  Assigned <Any> v B Filter
Year Group  <Any> v Reg. Group <Any> v ‘:';‘; Reset
House <Any> v Gender <Any> v

Finally, there is an alternative approach to find missing assignments:
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« Using Focus | School | Academic Structure | Curriculum Assignment by Student, choose
the filter Missing Memberships under the field Acad. Status

§ Find Student for Cumiculum Assignment

HSearch v Open Print Next Previous

Surname I | Forename | | Status Current -
Year Group <Any> - D Reg. Group <Any> v D House <Any> - I:l
Acad. Status  EIOE lvl . Year TaughtIn  <Any> v'|:] Tier <Any> o E]
L <Any> b
Name Timetable All Clash(es) aught In Year Group Reg. Group House Gender Admission Number
Timetable Unresolved Clash{es)
Missing Membership(s)

Ineligible Membership(s)

+ Click Search and then Students who have missing memberships in any Scheme are listed.

* Find Student for Cumiculum Assignment
B8 Search ~ [ Open (=) Print @Next Previous
Surname | ] Forename I I Status Current v
Year Group <Any> v D Reg. Group <Any> v I:l House <Any> v [:l
Acad. Status  Missing Membership(s) v El Year TaughtIn  <Any> v El Tier <Any> v [:l
Name Year Taught In Year Group Reg. Group House Gender Admission Number
Aaron, Chris 10 10 10A Hooke Male 004586
Aaron, Jason 10 10 10B Newton Male 004987
Aaron, Liz 10 10 10C Fleming Female 004588
Aaron, Sophie 10 10 10D Boyle Female 004989
Abdullah, Tamwar 7 7 7A Male 005467
Abimbola, Deon 8 8 8A Newton Male 005306

* Double-click on a student to link with their Curriculum screen where the missing
memberships and timetables can be viewed.

Note: This list is also available to Print.
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Printing Timetables
At this stage you are ready to print your 2025/2026 timetables in SIMS, for Teachers,
Students or Rooms. The menu route Reports | Timetables provides access to timetable

printing routines.

+ Select Reports | Timetables | Student Timetable(s) to display the Student Selection

screen.
Focus |Reporis | Routines Tools Window Help
2 [l s ewes Bl
Iﬁ Design Report
Import
Export
Personnel »
Profiles » |
e " 6 ... [y 17Ap... Fri, 18 Apr...
o Lesson Monitor »
—]—'f Dinner Money »
1 f Behaviour Management »
sl Fees Billing »
1 4 Student List »
Student Analysis Reports ~ #
F Print Timetables \
A | Timetables ’ Staff Timetable(s)
TE: Admissions » Room Timetable(s)
5 Non-class code Timetable(s)
1 700 : Student Timetable(s)
— All Staff Timetable
i All Rooms Timetable
18% Selection Timetable
30 Year/Band Timetable
190 Subjects Timetable
30 Non-class codes Timetable
2001 Free Staff Timetable
30 Free Rooms Timetable
2 1 00 ‘ Periods Timetable

+ Change the Effective Date to 01/09/2025 (or the first day of the Working Academic Year
it your date is different), then click the Refresh button.
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®, Select Students ? x
Effective date Im /09/2025 | 'r.: [ @ Refresh J
Student Status |<A1> >
Search by Name | J
Available Sudents Selected Students
Name Reg  House Name Reg  House Year(s)
Abbot, Ben 10D Hooke I )
Abbot, Clarissa 8 Hooke Registration Group(s)
Abdelkoder, Mohamed SC Hooke
Abdullah, Tamwar Hooke Band(s)
Abhra, Abjit 11A  Boyle . )
- Subject(s) studied
Abhra, Alisha 11C  Boyle o ubject(s) shuds
Abimbola, Deon G Newton House(s)
Able, Benjamin 8B Newton >»
Ackroyd, Marcus 8D Fleming Class(es)
Ackton, Stan 11E  Fleming <
Adam, Briony 10A  Curie Advanced selection
Adams, Brianna 11A  Cure <<
Adams, James SE Curie
Adams, Kathryn ac Fleming
Adams, Owen 9F Boyle
Addington, Travis 11C  Boyle
Addison, Avril 8D Boyle
Addison. Graham 8E Curie
0K Cancel

Individual students can be selected by using Ctrl + highlight and then using the single chevron.

+ Alternatively, by clicking the Year(s) button and selecting, for example, Year 8 and then
clicking the OK button all the members of Year 8 are moved to the Selected Students
screen.

5 Select Students ? X
| Effective date  |01/09/2025 E @ Refresh
I

Student Status | <Any> v|

Search by Name ‘ I

Available Sudents Selected Students
Name Reg  House Name Reg  House Year(s)
Abbot, Ben 10D Hoocke I Abbot, Clarissa 8A Hooke ) i
Abdekoder, Mohamed 9C  Haoke Able. Benjamin 88 Newton Registration Group(s)
Abdullah, Tamwar Hooke Adams, Kathryn ac Feming Band(s)
Abhra, Abjt 1A Boye Addison, Avi 80  Boye s
Abhra, Alisha 11C Boyle Addison, Graham 8E Curie . )

> Subject(s) studied
Abimbola, Deon G Newton - Ahmad, Afa 8F Curie ubject(s) stud
Ackroyd, Marcus 3D Fleming Aghtar, Amanat 8A Boyle House(s)
Ackton, Stan 11E  Fleming > Akhtar, Rahana 8B Aeming
Adam, Briony 10A  Cure Akram, Amina ac Newton Class(es)
Adams. Brianna 1A Curde < Al Amin, Ranjit 8D Hooke
Adams, James SE Curie Allcroft. Catherine 8E Hooke Advanced selection
Adams, Owen SF Boyle << Allen, Megan 8F Newton
Addington, Travis 11C  Boyle Amis, Dennis 8A Aeming
Adeyemi, Abegunde Newton Amram, Shabana 8B Bayle
Aguilera, Christopher 10C  Curie Anderson, Diana 8c Curie
Ahlman, Victor 10B  Cure Anderson, Jacob 8D Curie
Akeman, Rebecca K Boyle Andrews. Josh 8E Boyle
Akeman. Richard 10A  Boyle Ansell, Richard 8F Aeming
0K Cancel
. Click OK

The Student Timetable screen then displays. Amendments to the cell contents can be made
with the Cell Settings options and Layout Settings controls the font and layouts.

If these screens are not visible, then click the “show/hide” buttons (in the right-hand margin:
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o
v

| B [&

Page Layout and Page Margins options are at the top of the screen.

Note: The font setting for the chosen cell items only becomes available when the item is
highlighted.

Student Timetable
[ save  [lDefault (=) Print 48] Export @ Help ¢ Close
Bl E [dPageSize[m v [Fhwidth[2100 ¢ |[QHeight 2970 < || kEILeR [127 [ BbiRioht 127 [3]  Top 25¢ (5]
Flip || Orientation Page Layout Settings (Centimetres) Page Margins (Centimetres)
A || [ElLayout Settings &
[] Repeat row Izbels
. . [J Repesat column headings (o]
Timetable - Abhra, Alisha 9C T Tt pade —
as at 04/09/2023 [ Week 2 under \Week 1
[ Include non-teaching periods
Mon Tue Wed Thu Fri [ Show Staff Key
Dt Se Se En Ge Grid Lines| Ml Grid Lines v
1 PB Techn| JF Englisl| JF Scisnc| JA Englis| AP Huma
,| ot Se Ma Ma En Title Settings
-~ ia V ) V 2 £ glis. = =
PB Tachn| JF Scienc| LV Maths | LV Maths | JA Englis Style : I—E I ! EE
Ma Co P= Dr Hi
3| LV Maths[WH IT3 | D Chang|RW Drams| AP Huma A 18 |2
4 Fr En En Fr Pz »
AG Langu| JA Englis| JA Englis{| AG Langu| JD Playin Gop above hile: 000 |2
» Rs Ma Fr Ci Dr
2 | AP Huma| LV Maths |AG Langu|AZ Langu|RW Drams Gap below title 125 |&
Gap left of row heads 075 |5 I
v Comment
GoTo |2 5| Displaying page 1 to 20 of 161 ]],LJ = E}) é}ﬂ Additional title text l

» Oncethe desired settings are achieved click Save

Note: The Save routine is only visible to users with the appropriate permissions, but it then
becomes the default for all users!

*  Click Print

Teacher timetables etc. can be printed in a similar way using the route Reports | Timetables |
Staff Timetable(s).

Applying the Timetable

The process of associating timetable cycle days with calendar days is called ‘Applying the
Timetable’ and is performed in SIMS by selecting Tools | Academic Management | Apply
Timetable.

This procedure can be conducted at any time after the first export of the Timetable has taken
place. It does not have to wait until the Academic Management procedures have been
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finalised. Applying the Timetable Cycle enables you to see teacher timetables in SIMS
at the correct time and for the correct calendar date. It is used in several areas such as Cover,
Lesson Monitor, Timeline displays etc.

The ‘Applying the Timetable' procedure can be repeated during the year for editing purposes
- Bank Holidays or INSET days can throw the Academic timetable uncoordinated with the
calendar.

* If necessary, select Academic Year 2025/2026 using the hyperlink routine.

+ Select Tools | Academic Management | Apply Timetable

Please READ and, once you've ensured the Academic Year is 2025/2026, confirm the
following message

Apply Timetable X

| The purpose of this routine is to assign the periods of the
- timetable to the days of the calendar.

This may result in previous assignments being erased and
replaced. This is likely to occur if the timings of periods have
been edited and will result in the loss of Cover assignments
and Lesson Marks.

Are you sure you wish to apply the timetable for Academic
Year 2025/20267

Yes No |

*  You will be asked to log back in using your SIMS Credentials

« After a few seconds, the Map calendar dates to timetable days screen displays.

Map calendar dates to timetable days X
Period  |[Academic Year 2025/2026 Date Range  [01/09/2025- 31/08/2026 |

Timetable Model Date IStatus |Timetable day |
01/09/2025 Mon None |

| Cycle 01/08/2025 - 31/08: v | 012/09/2025 Tus Ful
03/09/2025 Wed  Ful

Date Range 04/09/2025 Thu  Ful
05/09/2025 Fri Ful

From |01/09/2025

fom @ 06/09/2025 Sat None

To [31/08/2026 @ 07/09/2025 Sun None

08/03/2025 Mon Ful
09/09/2025 Tue Full
10/03/2025 ‘Wed Full
11/09/2025 Thu Full

Method

" Select start point 12/09/2025 Fii Full
13/09/2025 Sat None
14/09/2025 Sun None

CH (o o o o | (o (| (| (N o o o o

02/09/2025 maps to Timetable day: 15/09/2025 Man Eul
|Tue j SH1RMNAINIR Tie Ful

Click on the 'Status' or ‘Timetable day' column of a row to edit
Apply the status or timetable day.

« (Check the Timetable Model field displays the correct start date, alternatively select the
correct Model from the drop-down menu. The Timetable Model start date can display an
earlier year if the Timetable Cycle has not changed for a few years.
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Note: Take particular care that the correct Cycle is chosen especially if a different cycle was
used as part of any post lockdown arrangements during the Summer term involved an
amended cycle.

The Date Range ‘From’ date should default to start of the Academic Year. In our example
02/09/24 is an INSET day, thus the Status column on the right panel needs to display as
None. The default start date should ensure that 02/09/2025 appears as Tue in the
‘Timetable day’ column to the right but if this is not the case then:

» Select Tue from the dropdown menu for “02/09/2025” maps to Timetable day”.
* Click Apply and the Timetable days should now match those of the dates.

Map calendar dates to timetable days X
Peiiod  |[Academic Year 2025/2026 | Date Range [01/09/2025-31/08/2026 |
Timetable Model Date ISlaIus |Timetable day |
~ — (1] 01/09/2025 Mon None
|Cycle 01703/2025 - 3108, = 02/09/2025 Tue |l Tue
((] 03/09/2025 wed  Ful Wwed
e A 7] 04/09/2025 Thu  Ful Thu
oo [0170872025 1] 05/08/2025 Fii Full Fii
From [N (7] 06/09/2025 St Mone
To [0 []07/09/2025 Sun None
(] 08/09/2025 Mon Full Mon
Method 1] 09/09/2025 Tue Ful Tue
& 1] 10/09/2025 Wed wed
(5] 11/03/2025 Thu Full Thu
C 5] 12/08/2025 Fii Ful Fii
] 13/09/2025 Sat None
, 1] 14/09/2025 Sun None
02/09/2025 maps to Timetable day: ? 15/09/2025 Mon Ful Mon
[Tue | R 1smamms Tie Ful Tie

Cance!

Save

Click on the 'Status' or 'Timetable day' column of & row to edit
the status or timetable day.

* Click Save

« However, if your situation is different at the start of term then select the radio button
Select start point in the Method panel and choose your start date. The panel to the right
will alter.

If you have a two-week timetable, carefully choose the correct week to start your calendar

year by selecting ‘01/09/2025 maps to Timetable day’ for the correct week. If the “weeks” do

not directly follow on at the beginning of the Spring and/or Summer Terms, then use Apply

the Timetable separately for each term using the appropriate Date Range.

« Click Apply to see the days of the week populate the white calendar panel to the right.

* Check that the correct calendar day, including week 1 or 2 for a two-week timetable,
displays.

+ Click Save
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Important Note: If you are using Lesson Monitor and Cover, please do not, at any point,
choose a retrospective date as Attendance marks and Cover details will be lost if changes are
made retrospectively - always select your start date in the future.

Additional End of Year Points
Validate Memberships

When the student assignments are complete in Academic Management, please ask the SIMS
System Manager (if this isn't you) to:

O TakeaBackup in System Manager 6

O Run Tools | Validate Memberships - This will check all teacher and class memberships
have no overlap and are valid for the coming year.

O During the yearitis best practice to run Validate Memberships from time to time. At each
running memberships are truncated with the value 1:1000 records, quickening the re-
check of older memberships in future runs. The more frequently Validate Memberships is
run the less time it takes.

[ esson Monitor

If you are using Lesson Monitor, you may need to set up a new Pattern of Registration against
Periods for the beginning of the academic year. This enables the new timetable to link to the
pattern for Registration. Any changes to the Timetable day will require this setup routine to be
edited, e.g., an extra period is included in the cycle, or one is removed.

Note: It is strongly recommended that the setup is checked on the first day of term i.e., on the
Staff

Training Day on 1st September 2025 as the setting sometimes disappears once the new
Academic Year starts which will mean that the Staff Timelines on their Homepages will not
show their classes.

+ Select Tools | Setups | Lesson Monitor Options | Lesson Monitor Setup to display the
Lesson Monitor Setup screen.

» Select the correct Timetable Cycle

Note: The Timetable Models drop down menu will show the last date that the cycle was sent
to SIMS - it may therefore not be within the current Academic year especially in the context
of any changes that were needed for post lockdown arrangements!

» Highlight the cells that belong to the session by clicking in the top left cell, hold down the
Shift key and click in the bottom right cell.

In the example below the first click was in the cell beside row Mon and column 1, shift key
applied and second click against row Friand column 4.

+ Now click the AM button to turn those morning cells pink.
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* Repeat for the pm sessions and click the PM button, these cells will turn yellow.
1 Registration and Periods Patiern

Timetable Models

Cycle 02/09/2020 + [am ] [P |

1 2 34 5 Highlight the cells that belong to the AM session,
L | then click the AM button. Repeat for the PM
{Mon session. You can select a block of cells by clicking
— R S S — in the top left cell, then Shift-clicking in the bottom
_Tue right cell.
\Wed . N
11 Type Ain the cells to show where AM registration
Th” | — occurs each day and type P to show where PM
|Fri registration occurs. If you hold registration before

or during 2 period then type A or P in that period.
If you hold PM registration after last period then
type N into last period.

Note: A two-week timetable will display Week 2 under Week 1 with days named as in NOVA -
T6 on the same screen.

+ Toindicate the period when Registration takes place each day enter A (AM registration)
and P (PM registration) in the appropriate cells. If registration takes place before a period,
enter A or P in that period. If registration takes place after the last period, enter N in the
last period.

1 Registration and Periods Pattern

Timetable Models
Cycle 02/05/2020 v AM J [ PM
71 21137 150 |5 Highlight the cells that belong to the AM session,

[ g then click the AM button. Repeat for the PM

Mon 2 B session. You can select a block of cells by clicking
f — in the top left cell, then Shift-clicking in the bottom
|Tue & | o right cell.

Wed =2 P

= T Type Ain the cells to show where AM registration
‘Th” A | P occurs each day and type P to show where PM
Fri A b registration occurs. If you hold registration before

or during 3 period then type A or P in that period.
If you hold PM registration after |ast period then
type N into last period.

« Savethe changes.

» Ifnecessary, tick the relevant boxes in Panel 2 (i.e., if session registration is achieved using
Lesson marks)

2 Write Marks
AM Session PM Session
[ Copy Lesson Marks To Session |Z| Copy Lesson Marks To Session

0O Change S U lained Ab: To Late When 0 Change Session Unexplained Absences To Late When
Student Is Present For The Designated AM Period Student Is Present For The Designated PM Period

Late Code L (Late before registers closed)) | Late Code L (Late pbefore registers closed)) _|
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+ Ifthe Earliest Marks routine is used ensure that the correct students have been
selected by clicking Launch Earliest Marks setup or by using the path: Tools | Setups |
Lesson Monitor Options | Earliest Mark Setup

Note: If Double Periods are used anywhere in the timetable, then it is advisable to tick the box
in Panel 5 for Allow lesson without rooms to be treated as a double.

5 General Lesson Monitor Setting

[ Allow lesson without rooms to be treated as a double

Cover
Cover is governed by some of the actions already detailed in these notes:

» Thenew academic year is already created earlier in the end of year processes, and this
automatically creates the blank Cover Diary screens.

> Thetimetable for next year is already in SIMS (Sending the Curriculum and Timetable)
and has been applied to the calendar days (Applying the Timetable)

> New staff should have been added already in Manage Classroom Staff, in order that they
have timetables ready. If not, please co-ordinate with your Timetabler - it is important not
to have duplicate entries in Manage Classroom Staff

+ Using Focus | School | Arrange Cover, open the Cover Diary

+ Usethe Academic Year filter to select the new Academic Year. Highlight 2025/2026 and a
single-click will take you into next year with a week beginning 01/09/2025 by default.

+ [T 01/09/2025 is the start date of your school year then enter that in the Week Beginning
filter, click Search in the usual way to find the dates you require.

« Enter dataready for next term.
«  Remember to set the Reference Start Date for Cover Totals:

+ Using Tools | Cover | Global Settings change the start date to 01/09/2025 (or the start
date of your Academic year if different)

hlobal Seitings

Ei Save & Undo (= Print @ Help % Close
Cover Diary 2 Staff Prioritization Rules 3 Location Path 4 Absences

~

1 Cover Diary

Consecutive Day Cover Protection [ Max. Amount of Cover Per Day (in minutes) \:]
Staff Weighting Active ] Max. Amount of Cover Per Week (in minutes) ‘:I
Half Period Cover Mode O Reference Start Date for Cover Totals 05/09/22| g
Staff Offset Active O Minimum Time for Absences (in minutes)
Fulfill Assignment Requirements ] Minimum Time for Closures (in minutes)
Left to Right
Cover Supervisor Credited with O Student/Invigilator Ratio
Cover

Cover Diary Rows

Note: It could be that a new Timetable Cycle has been created for 2024/2025 and your
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Organisation pattern is uncoordinated. If you find that staff are not available for a new
start time (e.g., to include morning registration), then the Hours and Weeks Global Settings for
Cover will need editing. Please contact the Strictly Education MIS Helpdesk if this is the case.

Leavers

Open SIMS in the current academic year, or use the Homepage hyperlink to switch back
into the current year by highlighting the Academic Year 2024/2025 and clicking OK

You will need to enter a leaving date and reason for students who are leaving the school at the
end of this academic year. There are two ways of doing this although we recommend the Bulk
Leavers Routine is used even for individual students. Both methods allow you to enter this
information in advance - the students remain on roll until the date of leaving has passed.

You canrecord leaving information individually via a student’s record through Focus | Student |
Student Details and on the School History area of the screen, enter the Date of Leaving,
Reason for Leaving, and the Destination After Leaving.

However, for a group of students leaving with similar leaver information it is quicker to use the
Bulk Leavers Routine - it also ensures that Curriculum Memberships are correctly dealt with.

Year 11 students

For Year 11 students who will reach the age of 16 by the end of August and are not retuning
into Year 12 can leave school on the last Friday in June. Where a Year 11 student is expected to
returninto Year 12, they must remain on roll. Attendance Code X can be used for the period
after the last Friday in June.

Year 12 - 13 students

Ensure that students leaving the Sixth Form are given a leaving date, using the Bulk
Leavers Routine: - Routines | Student | Leavers.

Note: If a student leaves school after finishing their exams but before the Planned End Date
of the course they have been studying then, as long as their date of leaving falls within the
period specified in the Completion Tolerance for the course, the student is considered to
have completed the course.

Bulk Leavers Routine

+ Select Routines | Student | Leavers to display the Find Student(s) screen.

* Find the Students that you wish to work with by selecting from the browse fields and
clicking Search.

In the example below we have searched for all Students in Year 13.

[ Find Studentts)
M Search (S Print % Select ~ Links ~ @Help 3¢ Close
Surname ‘ Forename ‘ Status On Roll
Year Group |Year13 -~ Reg Group | <Any> Effective Date :l
Name Year Group Reg.Group Adm.No. Date of Admission Date of Leaving Reason for Leaving Destination Expected Stat  Grounds for Removal
Astwick, Gwenneth 13 M 005152  01/09/2018
Bond, Steve 13 Q 005154  01/09/2018
Carsen, Zach 13 Q 005159 10/01/2019
Coulson, Caleb 13 G 005167  01/09/2018
Defeo, Lorenzo 13 Q 005169  01/09/2018
LEolkper, Kisting 13 g 005178 01/09,:2018
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« |fyou wish to select all the students you have searched for e.g., all students in Year 13,
click the small down arrow next to the Select button and choose All.

« If you wish to select only some of those searched for, highlight by holding down the Ctrl
Key whilst clicking on each student and click Select. (Blocks of students can be
highlighted by holding down the Shift key and clicking on the first and last student in the
block)

The selected students will now populate the Students panel:

Manage Student{s) Leaving Details
Save (= Print
1 Leaving Information 2 Students

1 Leaving Information

Date of Leaving [ )@ Ressonforleaving [ | fF  AssiontoA
Destination after Leaving ‘ ] ¢ Assign to Selected
Destination Institution ‘ l Q (K

“

ke B — YT
Start Date

Learning Aim Withdrawal

Reason

2 Studenis

(] Name Year Group Reg.Group Adm.No. Date of Admission Date of Leaving Reason for Leaving  Destination Institution Remove
(] Astwick, Gwenn. 13 M 005152 01/09/2018 Clear
() Bond, Steve 13 Q 005154 01/09/2018

(] Carsen, Zach 13 Q 005159 10/01/2019

(J Coulson, Caleb 13 G 005167  01/09/2018

(] Defeo, Lorenzo 13 Q 005169  01/09/2018

(] Folkner, Kristina 13 G 005178 01/09/2018

() Francis, Adam 13 G 005179  01/09/2018

() Friend, Eric 13 J 005180  01/09/2018

) Giles. Oliver 13 G 005181  01/09/2018

(J Godwin, Kate 13 H 005182 01/09/2018

(] Greenberg, Josie 13 H 005183  01/09/2018

() Hams, lsla 13 H 005184  01/09/2018

(0 Harvey, Bizabeth 13 H 005185  01/09/2018

(] Hasan, Saliha 13 K 005186 01/09/2018

(J Hassan, Farookh 13 J 005187  01/09/2018

(O] Hennessy. Tate 13 J 005188  01/09/2018

1 Hill. David 13 J 005189 01/09/2018

+ Ifallthe selected students are leaving on the same date for the same reason, enter the
Date of Leaving and Reason for Leaving and click on the Assign to All button.

* You can then highlight the next group of students, change the Reason for leaving and the
Destination after Leaving as appropriate.

Note: If you do not know the Destination at this stage, it may be left blank and completed
later. If the Date and Reason for Leaving are complete, the student will be considered a
Leaver. A reason of Unknown can be used where information is still awaited so that all the
leavers can be dealt with. There is, in fact, no statutory requirement to record Destinations in
an MIS.

« Once you have completed all known information, click Save and the following message
will appear.
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SIMS .net e

' want to proceed?

ves | [ Ne

e Click Yes

Note: The students will not become Leavers on the system until their date of leaving has
passed.
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Routines once the New Academic Year has Started.

Admitting Students into the School
Admitting the New Intake
Once the new academic year has started, you can admit the Applicants into your school.

Note: It is strongly recommended that you don’t admit Students before the start of the new
academic year, as you can't be sure that all the students will arrive on the day. Remember that
a status of Accepted is sufficient to enable class assignments/timetables etc. to be dealt with.

« Select Routines | Admissions | Admit Applications

« Search for the required Intake Group and double-click or highlight and click Open to show
the following screen.

2 Applications
Application Status | Accepted v Assign Permanent UPN Admit All
ne Gender Date Of Birth Date Of Admission Enrolment Status Application Status  UPN Assign UPN A
| @man, Richard 02/02/2011 ‘Single Registration |Accepted T\'\1823299914001 |No Change

|02:02:2011 |05109/2022

:man, Steven ‘Single Registration |Accepted ‘K823299914002 ‘NoChange

Ik Karolina ;Female 15/02/2011 ﬁDS"O9J’2022 Single Registration |Accepted :X823299915022 |No Change
in, Valeriya Female |221102010 |05109/2022 Single Registration |Accepted |L623299915023 | No Change
rick, Molly ?Female . 10/01/2011 ?05"09&022 ‘ Single Registration :Accepted ?F'82329991 5025 . No Change
wne, Lettie ;Female .2&'12"2010 ?05"092022 .Single Registration .Accepted lJ823299914009 :No Change
n, William ;Male .05’12"201 0 ?05"09:’2022 .Single Registration :Accepted 7082329991 5026 No Change
(a-. Dl [ haain aninamnin | n=inamnn e T - e ea T oo |T079700018077  [Nin Alacnn 3 ¥

+ Findthe applicants by selecting the appropriate Application Status

* Placeatickin the Admitted column for any students that you wish to admit. If you wish to
admit the entire group, clicking the Admit All button will tick all cells.

« Once you have admitted all the required students, click Save. The admitted students will
disappear from the list and will now appear on your school roll.
Lesson Monitor Routines

Printing the Official Register

Regulations require that the Official Register be printed out at least once a month and kept for
at least three years. Make sure that you have printed off your official registers for academic
year 2024/2025.

Before printing you should deal with missing marks and add reasons for absence for the
months you need to print.

Print the Official Register using: Reports | Lesson Monitor | Whole Group Student Reports
| Official Register Report
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Focus Routines  Tools

E‘\ Qb Run Report
l;? Design Report

Reports

School Report
Adamécoerge

* Fin Import
Searq Export
Cencen Personnel »
& Profiles »
Save
1 Oni Assessment »
S|
o 1l Lesson Monitor >
: Dinner Money »
10pti i A
Upd! Behaviour Management ‘
Interventions »
3 Stud Fees Billing »
Name Student List »
Aaroril Student Analysis Reports ~ #
Abbey| Timetables »
Acktol Admissions »
Adamg

Window

g eveA BWBER

Help

240a E

<

idressee Information
Individual Student Reports » |
B ﬂhoIEGraupr*udentRepoET’ Student Analysis By Attendance Code Report
Selected Student Reports » Today's Register Report
Group Reports » Student's School Career Attendance Report
Module Reports » } Official Register Report |
Letters M Student Analysis by AM/PM Report e Changed | = Remove
Manual Entry » Student Yearly Attendance Report
No ] Student Analysis By Session In Week Report
No Persistent Absence Reports
:: Persistent Absence Report - Student Threshold

Class Register Report

Eull Register Report

Lesson Attendance by Subjects

Student Analysis by Attendance Category Report
Lesson Attendance by Classes

Student Weekly Lesson Attendance Report

Housekeeping and Tidying Routines

The following routines are not essential, but it is good practice to tidy your data at the start of

the academic year.

Update Parental Salutation and Addressee

You may have generated the Parental Salutation and Addressee fields individually when
entering your new students. However, this routine will ensure that they are populated for new
students and any existing students for whom this information is missing.

+ Select Routines | Student | Update Parental Salutation/ Addressee | Parental.

« Search for all students where the Salutation is blank.

Find Studen(s)

M Search = Print S Select - Links ~ @Help 9§ Close
Surname | Forename Effective Date 01/09/2025 | B
Year Group |<Any> Reg Group  |<Any> Salutation Any Addressee Any
Name Year Group ~ Salutation Addressee
Abbot, Benjamin 9
Albanie, David 8
Anderson, Harvey 8
Arkell, Irene 12
Ashfield, Angela 8
Austin, Jayne 9
Balinski, Cyla 10
Bell, Nikki 8

+ Click the drop-down arrow on the Select button and choose either All or Selected as
appropriate to select the students.

. Tick the box Update Parental Salutation and click Generate.
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Generate Parental Salutation and Parental Addressee Information
Save Generate
1 Options 2 Overwrite Options 3 Students
1 Options 2 Overwrite Options
Update Parental Salutation [l Update Parental Addressee [ Overwirite any existing Information for the selected students [
3 Studenis
Name Cument Salutation Generated Salutation Salutation Changed ~ Cument Addressee Generated Addressee ~ Addressee Change | = Remove
Aaron, Jason No No
Abimbola, Deon No No
Adams, Bany No No
Adams, Ethan No No
Ahmed, Maryam No No
Akeman, Rebecca No No
Allen, Eva No No

« Save your changes and repeat the process to generate the Addressee for students where
this informationis blank.

Other Housekeeping Tasks

Several housekeeping routines can be conducted by selecting Tools | Housekeeping |
General.

Name Format

Housekeeping
Save Undo Print
1 Name Format 2 Reset Parental Ballot Flags 3 Update Mailing Point

1 Name Format
UPPERCASE  Title Case

Apply To
Students / Applicants [J Preferred Surname o
Staff Oa Legal Forename O o
Contacts () Middle Name(s) 0 o
Agents I ] Preferred Forename o
Example Peter  John O'Malley-Smith App
2 Reset Parental Ballot Flags

This routine marks contacts as eligible for the parental ballot if they are mothers or fathers of on-roll students (or have parental responsibility) on
the effective date. All other contacts will be set as not eligible

Effective Date 02/09/2024 8 Include accepted pre-admission students duetobeonrollon [ Apply
the effective date?

3 Update Mailing Point
This routine identifies one pupil at each address as the mailing point. Other children at the same address will be marked as NOT the mailing
point

Effective Date 02/09/2024 ':‘_ Mailing Point |Oldest Child v Apply

This ensures that names are displayed in a consistent way throughout your SIMS system.

» Selectthe type of persons that you want to apply the name format to, for example
Students/Applicants, Staff, Contacts or Agents

» Select how you want each component of the names to appear, either Title Case or
UPPERCASE

» Click Apply and Save
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Reset Parental Ballot Flags

» Click Apply here to reset the parental ballot flags in SIMS so that all Mothers and Fathers
and those with parental responsibility are shown as being eligible for a parental ballot -
Click Save

Update Mailing Point
* Click Apply here if you wish to designate one student in the family as the mailing point for
parental correspondence - this can either be the oldest or youngest child - Click Save

Deleting Unlinked Contacts

This routine enables users to delete contacts that are no longer linked to an individual within
the system, e.g,, a student, an agent, or a staff member. The link may now be obsolete
because the student, agent or staff member has left or been deleted, and these contacts
have no other active role to justify them remaining in the system.

Note: For student leaders, only contacts with Parental Responsibility will remain, any others
will be deleted.

+ Select Tools | Housekeeping | Delete Unlinked Contacts and click Search to display a list
of unlinked contacts.

» Click the drop-down arrow on the Select button and choose All to select all contacts on
the
list

[ Find Unlinked Contacts

B4 Search Print m Brcmse‘ [ Select ~

Surname | | Forename Town Post Code

Name Title Home Address Telephone
Antas, Sergei

Link, Chain

* Click the Delete button to remove the unlinked contacts and Yes to confirm.

Archive Attendance Marks

To improve the performance of SIMS when viewing and editing attendance marks, session
and lesson marks can now be archived. All marks except for those recorded in the current
academic year and the preceding academic year can be archived.

When the data have been archived, it is no longer available for editing. However, reports can
still be run on the archived data.

Note: If you are interested in archiving attendance data to improve the performance of the
attendance area of SIMS, please contact the Strictly Education SIMS Helpdesk for advice.
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End of Year Procedure Check List

This information provides a checklist of all the actions that are part of the end of year
procedures.

Complete Description/Task

D Record changes to teaching staff in Personnel (please see Recording Changes to
Teaching Staff in Personnel on page 6).

Create the new academic year (please see Creating the New Academic Year on page
10).

Set up the pastoral structure for the new academic year (please see Setting up the
New Academic Year's Pastoral Structure on page 16).

Add intake and admission groups (please see Adding Intake/Admission Groups on
page 25).

Import Admissions and Transfer Files (please see Importing Admissions and
Transfer Files (ATF) on page 27).

Import Common Transfer Files (please see Importing Common Transfer Files (CTFs)
on page 27).

D000 00

Record leavers (please see Additional End of Year Points on page 98).

D Academic Promotion, using Promotion Rules Wizard, Exporting, and Importing SYLK
Files (see page 61)

Complete Description/Task

Set up the promotion mapping for the new academic year (please see
Setting up the Promotion Mapping for the New Academic Year on page 62).

L

Change the status of applications (please see Changing the Status of Applications to
Offered or Accepted on page 29).

Transfer the curriculum and timetable to SQL (please see Exporting the Curriculum
and Timetable to SIMS on page 56).

Perform academic promotion (please see Performing Academic Promotion on page
19).

Allocate applicants to registration group/classes (please see Allocating Applicants to
Next Years's Registration Groups/Classes on page 30).

Archiving Attendance Marks (please see Routines Once the New Academic Year has
started on page 107).

Apply the timetable to the new academic year (please see Applying the Timetable to
the New Academic Year on page 95).

Review staff permissions.

OO0 0000
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Routines for After the New Academic Year has Started.

Complete

o

Description/Task

Admit applicants (please see Admitting Students into the school on page 104).

Re-admit applicants

Print the official register for July

Set up pattern of registration and periods (please see Lesson Monitor on page 98).

O O OO

Run housekeeping routines (please see Housekeeping and Tidying Routines in
SIMS on page 105).
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