Maintaining and setting up a User Defined Fields (UDF) in SIMS

 Why use User Defined Fields in SIMS
Non-standard information can be recorded and maintained in SIMS, for example an indicator to show children of keyworkers Data is easy to maintain and updated. Fields can be selected to show within the group registration screens 
· Fields and data can be easily removed when no longer 
· They fields are full reportable

1. How to Set up a Key Worker User Defined field in SIMS
[image: ]Click on Tools | Setups | User Defined Fields. Select ‘New’ to add a new value 




Enter a description, Field Type, and Data Domain. 
1. In the Description field type in ‘Key Worker’ and for the field type select ‘True/False’. This field type is easy to update through SIMS | Routines | Student | Bulk Update.
Note: Other field types are available but they will not display in   the Bulk Update functionality. 
2. The Data Domain and Data Area fields determine where the new UDF will be visible within SIMS. Select ‘Person’ for the Data Domain and ‘Student Details’ for the Data Area(s).

3. [image: ]Click in empty cell next in the Panel column next to Student Details and select ‘User Defined Fields’. This will add the Key Worker True/False field to Section 13: User Defined Fields to the Student Record (you can select other locations depending on where you want the Key Worker field to appear).

Before saving, ensure that the ‘Active’ check box is selected.  Click Save.
Note: For the field to appear in the SIMS Reporting Dictionary please close and re-start SIMS. 
[image: ]
4. Once the UDF has been created, it will be visible within Section 13 . User Defined Field of the pupil/student record. 




2. Maintaining Data within User Defined Fields

There are two ways to enter and maintain User Defined Field data within SIMS: 


1. Pupil/Student Record for Individual Data Entry

Click on Focus | Pupil/Student | Pupil/Student Record (or the Pupil/Student Details icon) and select a pupil/student to open their record. Click on Section 13. User Defined Field link at the top of the screen or scroll down to Section 13. Update data as required. 


2. Bulk Update routine
[image: ]Click on Routines | Student | Bulk Update to open. 










In the Student Population panel select ‘Year Group’ for the Group Type (as shown in the example below). Then for the Group select ‘Any’ (this pulls through the whole school list of pupils when searching) In the Update Data Item panel select an effective date eg. today’s date. Within the Data Item drop down field select the newly created UDF - Key Worker. 













Click on ‘Search’ to list the whole school list of pupils/students. 
can now assign pupils to the newly created UDF by clicking in the cell to place a tick.  As you insert ticks, the ‘Total’ row at the bottom of the grid will indicate how many records have been added. Click on Save. 


[image: ]

Top Tip: Click on the ‘Print’ button to print details.  


3.  Reporting on User Defined Fields

You have two ways to report on User Defined Fields in SIMS:  

1. [image: ]Student List Reports
Click on Reports | Student List | General Student List. The report will initially populate with all pupils/students within the School.









To Filter, Sort and Delete Columns click on the green tick to Filter or the Sort button. If you right click on a Column Heading the column can be deleted if not required.

[image: ]

In the example below we have made use of the sort functionality:

[image: ]

Other fields can be added by changing the various options utilising the drop-down menus.

[image: ]


In the example above the right-hand panel shows that the User Defined Option has been selected in the second drop-down menu. Once selected a list of User Defined Fields will populate underneath. 
Simply left click and drag the Key Worker UDF across to the ‘white space’ in the report and release the mouse drop into the grid. Selecting Family Home and Contacts will allow for Priority 1/2 Contacts to pulled through.

The UDF cannot be filtered but the report can be exported to excel where additional filtering can be applied. Alternatively you can print the report directly using the Print button.

[image: ]

Example Excel Output

[image: ]



2. SIMS Report Design


Click on Reports | Design Report | Create a New Report | Student. Click on Next then Next again to confirm ‘On Roll’ selection for the Data Area.  Click Next. Select some fields in the left data panel by double clicking on them eg. Forename, Surname. Then scroll down to the User Defined section and click on the ‘+’ next to UDF to open the User Defined Fields list. Key Worker will be listed. Double click on Key Worker (or highlight and select the green right pointing arrow) to transfer the field into the right hand panel. 




[image: ]

Continue to work through the report menu routes to filter, sort and format your report before printing.

4. Displaying User defined fields in the Register

You can set up your attendance registers – Take Registers that Classroom Staff use or Edit Marks that support staff use to display pre-selected User Defined Field columns: 

Click on Tools | Setups | Attendance Setup | Module Setup

Ensure that you tick the ‘Active User Defined Fields’ option and then select the field(s) for classroom and supporting staff to see eg. Key Worker (see below).  Click on Save to confirm the selection.

[image: ]


The Column will now be visible in the register panel.

CARE: Advise classroom staff to be careful when projecting attendance registers on their white boards especially where additional columns of data are being used as the data contain sensitive information. 

[image: ]




5. Making user defined fields inactive/deletion

User defined fields can be made inactive so that they can no longer be selected however you can still select the data to report on 

Click on Tools | Setups | User Defined Fields and select the required field(s), remove the tick from the ‘Active’ box and click on Save.

[image: ]










[bookmark: _GoBack]

To delete a User Defined Field click on Tools | Setups | User Defined Fields, select the UDF to highlight and then click on the ‘Delete’ button (see below).

[image: ]

You will be prompted to confirm your selection choice for deletion. Click on Yes to confirm. 

[image: ]
image3.png




image4.png
ports  Routines Tools

Window He\p

‘Communication

‘Student Detais
Teaviour Management Todent Teacher View
Interventions @ Special Educational Needs
Person M Exclusions
Groups » [ Education History
Agency »  Curiculum Assignment by Student
Admission » Courses
Lesson Monitor »  Send Student Message
Dinner Money »
Fees illng »
Alerts »
InTouch »
3 SystemManager ,





image5.png
13 User Defined Fields.
Key Worker

Locker Number

Megia Permission o




image6.png
=] SISt Green Abbey School - o X
focus Beports Routines Tooks Window Help

B - 3 BREAUBEELLDS M=ER

AR Tem———

Save ) Undo EPrint 8 Links - @Help & Favourites g#lUnpin ¢ Close
1Basic Details 2 Registration 3 Addresses 4 Telephones and Email Addresses 5 Family/Home 6 Dietary 7 Medical 8 Ethnic/Cultural
3 aicnl formotion 10 s 1 Schoo Hisory 12 Prerel Coaens | 5o Do P |

1 Basic Details
Legal Forename Phoiograph
et —
-
prserssurans
prsers s
et B
.
. = 5
oo e oy
presnokss
& Qe





image7.png
ports  Routines Tools

Window He\p

‘Communication

‘Student Detais
Teaviour Management Todent Teacher View
Interventions @ Special Educational Needs
Person M Exclusions
Groups » [ Education History
Agency »  Curiculum Assignment by Student
Admission » Courses
Lesson Monitor »  Send Student Message
Dinner Money »
Fees illng »
Alerts »
InTouch »
3 SystemManager ,





image8.png
13 User Defined Fields.
Key Worker

Locker Number

Megia Permission o




image9.png
=] SISt Green Abbey School - o X
focus Beports Routines Tooks Window Help

B - 3 BREAUBEELLDS M=ER

AR Tem———

Save ) Undo EPrint 8 Links - @Help & Favourites g#lUnpin ¢ Close
1Basic Details 2 Registration 3 Addresses 4 Telephones and Email Addresses 5 Family/Home 6 Dietary 7 Medical 8 Ethnic/Cultural
3 aicnl formotion 10 s 1 Schoo Hisory 12 Prerel Coaens | 5o Do P |

1 Basic Details
Legal Forename Phoiograph
et —
-
prserssurans
prsers s
et B
.
. = 5
oo e oy
presnokss
& Qe





image10.png
Routines _[Jrools  Window _Help
s e @ BBOE
Deta Out > \ Selected Academic
Dataln »

Statutory Retums __»

Student Batch Import Photographs »
Staff »[[_Buik Upgate

Lesson Mornitor » Lesvers

Dinner Money »  UpdateSalutation / Addresses  #
Documents »  DeleteStudent
CONNEXIONSCARD  ®  Bulk Delete Student Data

A »  Change Enrolment Status





image11.png
Links ~ @Help 3 Close

Update Data ftem

Group Type Daa e

Growp (ANY> [0

O - ——





image12.png
Links ~ @Help 3 Close

Update Data ftem

Group Type Daa e

Growp (ANY> [0

O - ——





image13.png
R Bulk update Student
Search [l Browse

Links ~ @Help 3 Close

Bsave 5 Undo & Print
1 Members

Bulk Update UDF - Key Worker - Year Group: <ANY> (as at 19/03/2020)

@ Help @ Unpin 3% Close

1Members
Name Year Group |Assigned <
Abbott, Jessica 1 Unassigned
Abdullah, Tamwar 6 Yes
Abhra, Abjit 5 Unassigned
Abhra, Alisha 5 Unassigned
Abhra, Shaquib 1 Yes
‘Abrams, Paul R Unassigned
Ackton, Charlotte 1 Unassigned
Ackton, Stan 5 Unassigned
‘Adams, Nancy 3 Unassigned
Adams, Sadie 2 Yes
Aditya, Zayan N2 Unassigned
Ainsley, Charlotte R Unassigned
‘Akeman, Steven 4 Unassigned
Alala, Candis 3 Unassigned
Alala, Michael 1 Unassigned v
Total 447 447
< >





image14.png
Tools

Window  Help

Lesson Monitor
Dinner Money
Behaviour Management

Interventions

ewed bl

Selec

Student List

s s sssss

General Student List |

TGgent Analy Reports
Timetables

Tos Tt
Registration Group List




image15.png
=lst -

View + G setings

Move st Previous  Next | Move Lsst  [S]Photo & @ Help §

Afrad V][ o) $#re coms [ 3] B Rowdvider| 11| FF test T Remove | FyRename JfAvoses fifiRemere
Fort Report Layout Column Nesting

Full Name Gender _Date of Bith [Year Gr Iy

Aaron, Chiis Male 011092005

Aaron, Jason Male 0810372006 0sA Rent ok

Aaron, Liz Female 01/09/2005 098 ight click over

Aaron, Sophie [Female |01/09/2005 09A i

Abimbola, Deon Male 1410572008 o7c column heading

Ackton, Stephen Male 1210312006 0oB to delete

Adion, Jordan Male 11/02/2004 11F

Adams, Adam Male 3110872005 104

Adams, Ethan Male 28/11/2007 oo

Adams, George Male 01122003 118

Adams, Laura Female 031032007 088

Adasheji, Mohammed Male 0210212006 09A





image16.png
[ save [BlBrowse

General Student List as of 19032020

Bl Sort o Filter

Move First Previous

Next

Move Last  [§]Photo () Print Options 4] Export

A [Adal

9%

Nest 1% Remove

Column Nesting

;Rename Jif AutoSze Jif; Remove

Column Options

(5 Quick Print

Print

Micheals, Adam
Nowak, Roza
Reeve, Nicholas
Simones, Madeline
Vinhan, Satvinder
Whitemore, Paige

Coulter, Sadie
Jones, Travis
Kaur, Amara
Khans, Mariam
Maciej, Antoni
Martin, Araminta
Morgans, Iris
Patterson, Tiffany
Rossiter, Bradley
Sloane, Alexandra
[Zheng, Dequan
Poole, Rich
[Adams, Sadie
[Alyona, Tatyana
|Andrews, Richard
Bennet Eloise

10/06/2014
07/03/2014
14/03/2014
06/12/2013
22/05/2014
291172013
10/02/2014
12/04/2014
14/01/2014
20/02/2014
15/05/2014
12/01/2014
17/02/2014
10/04/2014
02/01/2014
22/03/2014
20/05/2014
2211212013
03/04/2014
03/01/2014
09/12/2012
20/03/2013
211212012
0211212012
04/04/2013





image17.png
s SIMS .net: WATERS EDGE PRIMARY SCHOOL - X
Focus Reports Routines Tools Window Help

Bl@m e - Q3 BREAUBCRZL4DS M=EH

SIMS Shortcuts General Student List as of 19032020

Applications. v | Pisave [@erowse Bl Sort o Filter ist v [C]View ~ &P Settings MoveFirst * Previous © Next | Move Last [§]Photo (2 Print Options ) Export @ Help 3 Close
Attendance -

School Report A |Aial v|| 9 $kFued Coumns | 313 TE RowDivider| 15| FF Nest T Remove Rename 3 AutoSize ifi Remove | () Quick Print

Font

Column Nesting Column Options Print

Date o

Full Name sende te of
Micheals, Adam Male 10/06/2014
INowak, Roza Female 07/03/2014
Reeve, Nicholas Male 14/03/2014
Simones, Madeline Female 06/12/2013
Vinhan, Satvinder Male 22/05/2014
Whitemore, Paige Female 29/11/2013
Ackton, Charlotte Female 10/02/2014

Male 12/04/2014
Female 14/01/2014

Coulter, Sadie Female 20/02/2014
Jones, Travis Male  [15/05/2014
Kaur, Amara Female 12/01/2014
Khans, Mariam Female 17/02/2014
Maciej, Antoni Male 10/04/2014
Martin, Araminta Female 02/01/2014
Morgans, Iris Female 22/03/2014
Patterson, Tiffany Female 20/05/2014
Rossiter, Bradley Male 2211212013
Sloane, Alexandra Female 03/04/2014
IZheng, Dequan Male 03/01/2014
Poole, Rich Male 09/12/2012
[Adams, Sadie Female 20/03/2013
Alyona, Tatyana Female 21112/2012
|Andrews, Richard Male 021212012
Bennet, Eloise Female 04/04/2013
Bronislaw, Tomaz Male 06/04/2013
Clarke, Harriette Female 09/11/2012
Davies, Adam Male 011272012
Donnelly, Robert Male 11/10/2012
Erikson, Finley Male 231212012
Foster Richard Male  15/12/2012
<

€ Total number of students : 447




image18.png
General Student List as of 19032020
i save [BlBrowse il Sort o Filter

A [Aial V|| ol $2Fxed Columns | 3F] ZE RowDiider| 13| FF Nest TF Remove

Rename Jif AutoSze i Remove || 5§ Quick Print

Font Report Layout Column Nesting Column Options Print

/Abbott, Jessica 17/02/2014

Abdullah, Tamwar Male 12/01/2009  |Year 6 6vVC T E

Abhra, Abjit Male 20/1172009  |Year 5 5BB

Abhra, Alisha Female 20/11/2009 |Year 5 5BB

Abhra, Shaquib Male 1712/2013  |Year 1 ELM T User-defined
Abrams, Paul Male 15/12/12014 ‘Year R ELM

Ackton, Charlotte Female 10/02/2014 ‘Year 1 PINE

Ackton, Stan Male 22/03/2010  |Year 5 5DT .
Adams, Nancy Female 18/12/2011 Year 3 310 Parish
Adams, Sadie Female 20/03/2013 Year 2 2GH T Premature
Aditya, Zayan Male 20/05/2016  |Year N2 AM Single Parent Family
Ainsley, Charlotte Female 02/05/2015 |Year R 0AK

Akeman, Richard Male 02/02/2011 Year 4 4ES T

Akeman, Steven Male 02/02/2011 Year 4 4SL

Alala, Candis Female 02/10/2011 Year 3 3CB

Alala, Michael Male 12/04/2014 ‘Year 1 PINE

Alamilla, Sofia Female 02/12/2010 |Year 4 4ES

Alberts, Courtney Female 07/03/2015 |Year R PINE

Alyona, Tatyana Female 21/12/2012  |Year 2 2GH

Andrews, Ching Male 28/03/2015  |Year R ELM

Andrews, Izabel Female 10/10/2015  |Year N2 PM

Andrews, Josef Male 26/03/2010  |Year 5 5DT

Andrews, Richard Male 0211212012 Year 2 2GH

Armitage, Elise Female 04/06/2016  |Year N2 AM

Atkins, Portia Female 12/01/2015 |Year R ASH

Bailey, Eve Female 17/04/2010 |Year 5 5BB

Balik, Karolina Female 15/02/2011 Year 4 4SL

Balinski, Cyla Female 14/03/2010 |Year 5 5BB

List v [F]View v ¥ Setings MoveFirst * Previous © Next | Move Last [§]Photo (2 Print Options ) Export @ Help 3 Close





image19.png
General Student List as of 19/03/2020

LFuII Name - |Gender - |Date of Birth - |Year Group - |Reg Group - |Key Worker -v
Abdullah, Tamwar Male 12/01/2009 Year 6 6VC T
Abhra, Shaquib Male 17/12/2013 Year 1 ELM T
Adams, Sadie Female 20/03/2013 Year 2 2GH T
Akeman, Richard Male 02/02/2011 Year 4 4ES T





image20.png
[B New 2 Open [M SaveAs ~ [@Run [l Preview  Resulis @Help 3 Close
[l setect Data Fields Selectfields to be included in the report
mwmcm:r"ga“‘:xg Focus [Student
information you want to be dis| as Find W Full list 3 Worker Blank
columns in your report k s Caption|Key [5 CleaHu
With Concem "~ s_ g
Protect from Bulk Data =Y Forename
i) X elect at| field to £ e ©
n ‘ou must s least one & ” " Worker
e ey |
Additional information..
= - Parental Consent...
Load from an existing report Attendance summary (Cum
“LAttendance summary (Cu
l«h‘*‘ le»‘ lFmd" Lesson Attendance Summ:
Report Sumi
IReport Name: "~
leffective on: 19/03/2020
e
@ Data area: Student - Population: On roll
Single Parent F:
@ Data Fields: Forename, Sumame, Key Worker EMA Informati amily





image21.png
Attendance Setup

Fisave 8 undo & Print @ Help @ Unpin 3% Close
1 Defaults for Specific Routines 2 Display of Names 3 Exclude from Attendance 4 Absence Sheets (Manual and OMR) 5 Visibility Switches 6 Default Reason for Change of Mark

1 Defaults for Specific Routines
Student Identification Columns
Admission Number SEN Quick Note
O Year [ Behaviour [ Boarder
[ Gender [ More Able [ Medical Conditions
[ Date of Birth [ Achievement [ Interventions
[ Pupil Premium O Include Middle Name
[ Active User Defined Fields
Descrnt
Parish
Single Parent Famiy
Premature
(] Key Worker





image22.png
W Select Class
Open  Print [l Browse Links ~ @Help 3 Close
Take Register | |[[£|CAS Tracking RV
Take Register 2GH Mrs. G Grosvenor 19032020

Save Undo (& Print &) Refresh & Codes & Extra Name @ Class Photo  Minutes Late  Comments 4 Links ~ @ Help @ Unpin 3% Close
CurrentView ~ OHistoy @Today (OFuture  Present0 Meals Recorded 1 Ii

Name Reg | Key Worker |AM PM ~
Adoms,Sadie  2GH Tne  [¥] ¢
Alyona, Tatyana 2GH Y | ¥
Andrews, Richard 2GH Y | ¥
Bennet, Eloise 2GH Y|y
Bronislaw, Tomaz 2GH Y|Y
Clarke, Harriette 2GH Y| ¥
Davies, Adam 2GH Y|y
Donnelly, Robert 2GH Y| ¥
Erikson, Finley 2GH Y| ¥
Foster, Richard 2GH Y| ¥
Gilbey, Clarissa 2GH Y| ¥
Gorev, Edgar 2GH Y | Y
Hassan, Satvinder 2GH Y|y
Hellerton, Brooke 2GH Y| ¥
Hewitt, Mark 2GH Y|y
Inderjit, Isra 2GH Y ¥
Jarvis, Aiden 2GH Y| ¥





image23.png
f Find UDF Field
[B New (i Search | Open = Delete  Print [BlBrowse & Next 44 Previous

Links ~ @Help 3 Close

'UDF Field Details: Key Worker
Blsove D undo & Print
1 Basic Field Details
1 Basic Field Details
Deeg
Field Type
Data Domain

Data Area(s)

User Defined Fields

@ Help @i Unpin X Close





image24.png
A% Find UDF Field

[B New @M Search [ Open 3¢ Delete (= Print [l Browse | & Next 44 Previous Links ~ @Help 3 Close
Description Data Domain <Any> v| Active |<Any> v
Description Field Type Data Domain Active  Used
Fathers Occupation Text (singledine) Person Used
Media Permission True/False Person Used
Parish Lookup (single) Person Active  Used
Premature True/False Person Active
Single Parent Family True/False Person Active  Used
U_bpuTy Lookup (single) Person Active
U_PRESCHL Text (single-ine) Person Active  Used
UDF Field Details: Key Worker
Eisave D undo & Print @ Help @ Unpin 3¢ Close
1 Basic Field Details -8
1 Basic Field Details =
Description [Key Worker
Field Type True/False
Data Domain [Person
Data Aveas) Page Panel ~
[0 | Contact Details
4 |Student Details User Defined Fields
M Ardimemt Petaile





image25.png
SIMS .net X

o Are you sure you wish to delete the field ‘Key Worker?

The 4 value(s) associated with the field will also be deleted.

e ([ ]





image1.png




image2.png
B
Bore D S0

e Rome





