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Reporting Requirements 2011 

 
The following information has been taken from the 
QCA Assessment and Reporting Arrangements 2011 
for Early Years Foundation Stage, years 1 and 2. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
IMPORTANT NOTE ï CHILDREN TO BE INCLUDED IN THE RETURN 

 
 
 
 
 
 
 

PLEASE REFER TO SECTION 8:4 
 
PLEASE NOTE - The deadline for submitting data to Northamptonshire 
Local Authority is Friday 1st July 2011. 
 
These instructions will guide you through completion of the above requirements. 
 

These instructions are written based on the assumption that all results have been 
entered into eProfile.  Please refer to the eProfile manual for instructions on how 
to do this. 
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Overview of Early Years Foundation Stage Profile Procedures 
 
For schools that have chosen to use the eProfile software to record the Early Years 
Foundation Stage Profile results the processes outlined in this document are carried out 
in eProfile and SIMS. 
 
All data entry and validation will be carried out in eProfile; data will then be transferred 
into SIMS Assessment and will be available through the Key Stage Wizard.  
 
The Wizard Manager area of SIMS Assessment provides an easy way of managing the 
statutory Early Years Foundation Stage Profile Procedures, guiding you through 
selecting the EYFS Pack; selecting the pupil group; editing and validating the results in 
Marksheets.   
 
You will be able to export the Early Years Foundation Stage Profile scores in a Common 
Transfer File (CTF) to SIMS. 
 
It is important to mention that when you commence the processes within the Wizard ï all 
tasks DO NOT need to be completed in one go.  As long as you save any work you have 
entered into Marksheets, the Wizard can be reactivated when appropriate or convenient 
to continue working. 
 
N.B.  The Wizard only deals with one Group at a time for the creation of Marksheets -  
eg Year Group, Registration Group.  If you require Marksheets by Registration Groups 
you would need to reopen the Wizard and create Marksheets for each relevant group.  
However, the Marksheets created can then be accessed either via the Marksheet 
navigator in Assessment (and can be exported if required) or by re-entering the wizard 
and selecting the relevant group you wish to work on.  
 
The wizard would need to be re-entered in order to print the reports for the relevant 
groups. 
 
It is recommended that you select Year Group R for the purpose of Early Years 
Foundation Stage Profile administration. 
 
 
 

Permissions 

 
Only Users with Assessment Co-ordinator or Assessment Operator permissions can 
use the Wizard Manager. 
 

SIMS Version check 
The SIMS System must have been upgraded to 7.138 to undertake the tasks within this 
guidance.  This can be checked in SIMS via the route: Help | About SIMS.net 
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Essential Upgrade to eProfile 
 
 
Certain issues may occur when eProfile users attempt to import data from eProfile into 
SIMS via CTF. 
Investigation has proved that to overcome these issues, eProfile users should upgrade 
their existing version to the latest version of the software.   
 
The upgrade will update the current version of eProfile and recognise and accept the 
school details.  It will also transfer pupil information and Area of Learning assessment 
data. It is therefore recommended that you: 

¶ Download the latest version of eProfile. 

¶ Upgrade to the new version of eProfile 

¶ Complete data input to the new version. 

¶ Create an export file for importing into SIMS for transfer via CTF to 
Northamptonshire County Council. 

 
This guidance will take you through the above processes. 
 
You may wish to finalise assessments input on the current version, before upgrading.  
However, you should upgrade before creating the transfer file to SIMS. 
 
Please note: you will need to update all current copies of eProfile on each laptop and 
the main school office. 
 

Download and Upgrade to eProfile Version 3.2 
 
This is now available via the eProfile website: 
 
http://eprofile.org.uk 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Select  

Download eProfile Version 3.2 

http://eprofile.org.uk/
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Confirm that your LA will support the use of eProfile the ñDownload fsp320.exeò will 
become available. 

Select Download fsp320.exe 
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The saved .exe can be copied to 
a usb stick and used to upgrade 
all laptops/workstations as 
required 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 Navigate to a location of your 

choice and select Save.   

It is recommended that you 
save the eProfile application 
file to the existing eprofile area 
on your computer. 

Select Save. 

To run the upgrade/install on 

each laptop etc, select  Run. 
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If you receive a Security 
Warning select Run to 
continue. 

A Setup Wizard will 

commence, select Next 

You will be informed where 
eProfile will be installed.  Take a 

note of this.  Select  Next. 
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The update will recognise your 
current version. 
 

Select Yes to confirm installation. 

Select Additional Tasks you 
would like the Setup to complete 
(i.e. Create a Desktop shortcut),. 

Select Next. 

Setup will display a Ready to 
Install screen. 
Select  Install. 
The installation may take some 
time, please be patient. 
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REMEMBER ALL INSTALLATIONS OF ePROFILE WILL NEED TO BE UPDATED TO 
VERSION 3.2. 
 

The Setup Wizard will inform 
you when it has completed. 

Select  Finish. 

Open eProfile. 

Select to work with your 
current Reception year ï 

2011. 

Insert your password and 

select  Enter. 
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Validating Results In eProfile 
 
Before any results can be transferred into Assessment they must have been recorded in 
eProfile and then validated. 
 

 

 
Ensure you have completed Early Years Foundation data entry for the current 

Year Reception pupils. 

Select  Assessment. 

Select Pupils 
 

 

Enter assessments ï for 
entering assessments for 
Individuals. 

Group assessments ï for 
entering assessments for 
Groups of pupils. 
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Any Errors or Omissions must be resolved before the results can be exported. 

 

 
Once the validation process has finished you will be returned to the initial eProfile 
screen.  Any errors or omissions that have been reported must be addressed. 
 
The validation process must be repeated until ONLY warnings remain or the 
following message is displayed. 
 
 

 
 
 

If the system detects any errors 
or omissions a message will be 
displayed.  To see these errors 

or omissions click OK. 

Select All Done? to validate all results for 2011. 

Click on the 
printer icon to 
print the report. 
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Merging Data from Different eProfile Installations 
 
You may need to create files from different laptops if you have more than one 
Reception class and results for different groups on different laptops. 
 
Data from all laptops should be collated into a central copy before creating the Export to 
MIS file. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
Repeat this process if necessary 

Select  Manage your work, followed 
by  Export data for merging with 

another eProfile. 

Select the pupils to be included in the 
Merging File and Close. 
Save the file to a location, this should 
be a Memory Stick which will allow you 
to take the file to the Central Copy of 
eProfile for import. 

You will be asked to confirm that you 
wish to select pupils to pass on to 

another eProfile user?  Select  Yes. 

On the target computer (Central 
Copy), open eProfile in the usual 
way.  Select the route:  
Manage your work | Read in data 
from another eProfile.  
Locate your file to be merged in and 
follow the prompts. 
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Exporting Results to SIMS 
 

When all Assessments have been marked as all done, and merged (if necessary) to a 
central version of eProfile it is necessary to export the final results from eProfile and 
import them into SIMS.  The results will then be included on any CTF exported from 
SIMS for the pupils involved.  This is necessary so that the end of EYFS results can be 
sent to other schools and the Local Authority via AVCO..  
 
To create the file: 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
If the file is ready for creation the following screen will be displayed: 

 
 
 
 
 
 
 
 
 
 

 

 
 

Ensure school data is entered 

correctly and click OK. 

Accept the default CTF filename 
choice, ensure that _CTF_ is 

selected and click OK 

Select Data Collection. 

Select Create results for your MIS. 

The system will check if there are any 
errors with the data that would prevent the 
file from being successfully created.  Any 
errors displayed should be investigated 
and resolved where possible. 
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You will then be asked for a location to save the file.   
 
It is suggested that the file be saved to a memory stick or floppy disk, enabling you to 
move the file onto the SIMS MIS system.  

 
 
 
 
 

 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 

The file is now ready to be imported into SIMS. 
 

Navigate to the location 
you wish to save the 
results file to. 

Once the file has been 
created a message will be 
displayed confirming the 
location of the saved file.  

Click OK. 
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Check SIMS for 2011 Key Stage Wizards 
 
Open SIMS.net and log in with the appropriate access level (see permissions page 2). 
 
Following the completion of the Spring Upgrade, the 2011 Key Stage Wizards may have 
been automatically imported.  Check in SIMS for their presence. 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
If the 2011 Wizard is not available or you do not see the Import Assessment 
Manager Resources message, continue onto the next page. 

From the Home Page of SIMS.net select 
the route: 
 
Tools | Performance | Assessment | 

Wizard Manager. 

Scroll down the list of imported Wizards and 
check if the required 2011 Wizard/s is listed. 
For the administration of Early Years 
Foundation Stage you require the Wizard: 

EYFS Profile Summary Wizard 2011 

If the 2011 Wizards are present, proceed to page 18 
Importing the Common Transfer File into SIMS. 
 
If the 2011 Wizards are not present continue onto 

the next page Importing the Key Stage Pack. 

If you see the Import Assessment 
Manager Resources screen, ensure 
that both boxes are ticked and select 
Yes. This will ensure that the 2011 
Wizards and Templates are available for 
import into SIMS. 
On completion you will receive an 
Activity log, check that all is imported 
before closing.  Then proceed to page 18 
Importing the Common Transfer File 

into SIMS. 
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Importing Results from eProfile Into SIMS 

Import the Early Years Foundation Stage Profile Wizard 

 
Before the CTF created by eProfile can be imported you must import the EYFS 
templates into SIMS. 
 
Open SIMS.net and log in with the appropriate access level (see permissions page 2). 
 
Select Routines | Data In | Assessment | Import 
 

 
 

 
 
 
 
 
 
 
 
 
 

Select the file browser button. 

If you see the Import Assessment 
Manager Resources screen, ensure that 
both boxes are ticked and select Yes. This 
will ensure that the 2011 Wizards and 
Templates are available for import into 
SIMS. 
On completion you will receive an Activity 
log ï this should be checked for any errors 
and closed if none..   
If you do not see this screen, continue 
below. 
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Ensure you have the 
Overwrite defaults box 
checked. 
 
Select Finish.   
 
Then select Yes to import 

Select  Assessment Manager. 

From the AMPA area, select 
England Primary (and Middle 
Deemed Primary), by double-
clicking on it with your mouse. 

 
Navigate to C:\Program 

Files\SIMS\SIMS.net\AMPA 

 

Select EYFS Profile Summary 
Wizard 2011.  
 

Select Open to proceed. 
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When the wizard has been 
imported an Activity Log will be 
displayed.   
 
Check that this has all been 
imported correctly and if so, 
select Close. 
 
The EYFS Wizard has now been 
imported into SIMS. 

Ensure you have the 
Overwrite with Default 
Values box checked. 
 
Select Finish. 
Then select Yes to import 
the wizard. 
This process may take a 
few minutes to complete. 
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Importing the Common Transfer File to SIMS 

 
If you are a hosted school please contact the Technical Infrastructure Team on 
01604 824999 before proceeding. 
 
From within SIMS.net, go to Routines | Data In | CTF | Import CTF 
 

The Import CTF screen will be displayed. 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
When importing a CTF for a child who is already on the system, the system checks that 
the details in the file match those already on the system. (E.g. name, date of birth and 
gender). You may get errors if the pupilsô names have been changed in eProfile. 

Data to be imported - this 
information carries through from that 
setup in the CTF configuration 
details. Tick the box so that Only 
Student Basic Details and 
Assessment Data is imported. 

The Exception Log at the bottom of the screen will give information 
about the Import. 

Details of the imported Pupils will be 
displayed with the number of 
processed and new Pupils.  Any 
messages relating to data anomalies 
will be displayed.  This report can be 
saved or printed (if there are 
exceptions) but all import information 
can be viewed again via 
Routines/Data In/CTF/View Import 

History Log. 

Once the file has been selected click Import CTF.  
You may receive a message regarding Address 

Tidy and Merge.  Select Yes to continue 

Use the CTF File Browse button to 
locate the file you wish to import.  It 
will default to look in your 
N:\SIMS\STAR\CTFIN box (where N 
represents your SIMS directory).  
Navigate to the location of the file 
previously saved to memory stick.  

Select the file and click Open. 

Using the down arrow, select On Roll 



EARLY YEARS FOUNDATION STAGE PROFILE 2011 USING eProfile and SIMS Assessment      

   19 

 
When the CTF has been imported successfully the results will be available in the 
Assessment Manager Early Years Foundation Stage Profile Wizard. 
 

Running the Early Years Foundation Stage Profile Wizard to 
view results 

 

Selecting the EYFS Wizard 

 
 
 
 
 
 
 

 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In SIMS follow the route: 

¶ Tools 

¶ Performance 

¶ Assessment  

¶ Wizard Manager 

The drop-down list in the Filter box allows you to 
display Incomplete, Complete or All definitions.   
Note: Each time you open the Wizard the default view 
is set to Incomplete. 

The Complete 
check box can be 
selected to 
indicate that you 
have finished the 
procedures. 

Select EYFS 
Profile Summary 

Wizard 2011 . 

Select Next. 
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Selecting the Pupil Group 
 

This page allows you to select the Group whose Early Years Foundation Stage Profile 
scores you wish to input and or review.  You can also use this page to replace a 
currently selected Group. 

 
 
 
 
 
 
 
 

Note: For the creation of Marksheets the Wizard only deals with one Group at a time.  
If you require Marksheets for more than one Registration Group you would need to re-
open this Wizard and create Marksheets for each relevant group.  These can then be 
accessed either via the Marksheet navigator in Assessment (and can then be 
exported if required) or by re-entering the wizard and selecting the relevant group you 
wish to work on. It is recommended that you select Year Group R - Reception for the 
purpose of Early Years Foundation Stage Profile administration. 

 

 

 
 
 

 
 
 
 
 

 
 

Click on the Field Browser 
button to open the Group 
Selector.  The screen below 
will open. 

Expand Year Group by clicking on the + to 

the left of Year Group. 
 
Select Year R. 
 

Select Apply. 

Effective Group Date 
 
The Group From and To Dates default to the 
current Academic Year. 
 

Year R is now displayed In the 
Select Group box. 

 

Click Next. 
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Early Years Foundation Stage Profile Marksheets  
 

This page of the Wizard displays the Marksheets created from the Templates in the 
imported Early Years Foundation Stage Profile pack and the Group that you have 
selected.  You can open these Marksheets directly from this page and enter, edit and 
validate scores.   
 
Since you entered Early Years Foundation Stage Profile data into eProfile, most of the 
data in these Marksheets should be complete.  The data has been brought from eProfile 
into SIMS Assessment via the export/import CTF routine already completed. 
 
As with the first page of the Wizard you have the option to filter the display to show 
Incomplete, Complete or All Marksheets.   
 
The default filter is Incomplete.   
 
These Marksheets can be sorted on all but the Complete column by clicking on the 
column header. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

There is a 
Last Used 
column 
which 
displays the 
date the 
marksheet 
was last 
saved and 
the 
Complete 
check box 
can be 
selected to 
indicate that 
you have 
finished 
working on a 
particular 
Marksheet. 

There is a Last 
Used column 
which displays the 
date the 
marksheet was 
last saved and the 
Complete check 
box can be 
selected to 
indicate that you 
have finished 
working on a 
particular 
Marksheet. 

Choose the first Marksheet: PSE Summary Data Entry by either 
highlighting it and selecting the Edit Marksheet icon or by double-
clicking the required Marksheet. 
 

(The Marksheets are all labelled with a number 1, 2., 3., etc.   
And this indicates the step they should be completed in). 

There is a Last Used column which displays the date the Marksheet 
was last saved and the Complete check box can be selected to indicate 
that you have finished working on a particular Marksheet. 

 

The Marksheet step of the Wizard shows 6 
Templates for EYFS (EARLY YEARS 
FOUNDATION STAGE).  
 
The first 4 Marksheets allow data entry. 
 
The 5th and 6th Templates display all the 
information you have entered in ñView Onlyò 
format. 
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Close the Marksheet. 

 

Check Data 

Marksheet 1: PSE Summary Data Entry 2011 

 

All assessments entered in eProfile will be available in each of these Marksheets.  It will 
not only show positive assessments but also any child recorded as not assessed will 
have an N displayed in the Status column on each of these Marksheets.  If this 
information is not displayed see Appendix 2 for guidance on entering the data manually. 

This Marksheet contains columns displaying the PSE (Personal Social and Emotional 
Development) scores.   
 
Check that there is no missing data.  If children have no data entered this would indicate 
that they were not in eProfile.  The relevant scores and Status can be entered in this 
Marksheet.  You will need to Calculate to obtain the Subtotal score.  You are able to 
record a childôs results in eProfile at a later date if you wish.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 

Indicates that the Marksheet is 
complete.  After completing all data 
entry and calculation, click into the 
Radio button to indicate completion 
 

The eProfile data should be displayed in the 
relevant columns: PSE Disp & Attitude, PSE 
Social Dev, PSE Emotional Dev columns 
and the PSE Score, together with the Status 
for each assessment.  

Save the data by clicking on the Save 
button at the top of the Marksheet. 
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Marksheet 2: CLL Summary Data Entry 2011 

 
This Marksheet should display assessments for CLL (Communication Language and 
Literacy.   
 
Check that there is no missing data. ï If children have no data entered this would 
indicate that they were not in eProfile.  The relevant scores and Status can be entered in 
this Marksheet.  You will need to Calculate to obtain the Subtotal score.  You are able to 
record a childôs results in eProfile at a later date if you wish.  
 

 
 
 
 
 

Select the Marksheet:  
2. CLL Summary Data Entry 

2011 

After completing all data 
entry and calculation, click 
into the Radio button to 
indicate completion 
 

Save the data you have 
entered. 

 

 
 
Close the Marksheet to 
return to the Wizard. 

 

 

Select the next 
Marksheet:  
3. PSRN Summary 

Data Entry 2011. 

Calculate 
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Marksheet 3: PSRN Summary Data Entry 2011  

 
This Marksheet should display assessments for Problem Solving, Reasoning & 
Numeracy. 
 
Check that there is no missing data. ï If children have no data entered this would 
indicate that they were not in eProfile.  The relevant scores and Status can be entered in 
this Marksheet.  You will need to Calculate to obtain the Subtotal score.  You are able to 
record a childôs results in eProfile at a later date if you wish.  

 

 

 

 

 

 

 

 

 
 

 
 

 
 

 
 
 
 
 

After completing all data 
entry and calculation, click 
into the Radio button to 
indicate completion 

Select the next Marksheet:  
4. KUW PD & CD Summary 

Data Entry 2011. 

Save the data you have 
entered. 

 

 
 
Close the Marksheet to 
return to the Wizard. 
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Marksheet 4: KUW PD & CD Summary Data Entry 2011 

This Marksheet should display assessments for KUW PD and CD (Knowledge and 
Understanding of the World, Physical Development and Creative Development). 
 
Check that there is no missing data. ï If children have no data entered this would 
indicate that they were not in eProfile.  The relevant scores and Status can be entered in 
this Marksheet.  You will need to Calculate to obtain the Subtotal score.  You are able to 
record a childôs results in eProfile at a later date if you wish.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 

 
 
 
 

After completing all data 
entry and calculation, click 
into the Radio button to 
indication completion. 

Save the data you have 
entered. 

 

 
 
Close the Marksheet to 
return to the Wizard. 

 

 

Select the next Marksheet:  
5. EYFS Totals 2011. 
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Marksheet 5: EYFS Totals 2011 

 
This is a ñRead Onlyò Marksheet, and no data entry can be completed here.  It will (if all 
calculations are done on the Marksheets 1 ï 4 above) contain Summary Totals from 
each section of the Early Years Foundation Stage Profile:  
 
 

PSE Development 
Communication Development 
PSRN Development 
Knowledge & Understanding of the World 
Physical Development 
Creative Development 
 
 

 
 
 

 

 

 

 

 

 
 
 
 
 

 

 

 

 
 

 

On completion of all data, indicate 
that the Marksheet is complete  

EYFS Total Score is also shown. 
If you have had to enter any data into 
Assessment for pupils missing from 
eProfile you will need to Calculate to 
work out the Total EYFS score. 

 

Save the data you have entered. 

 

 
 
Close the Marksheet to return to the 
Wizard. 

 

 

Select the next Marksheet:  

6. EYFS Summary 2011 
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Marksheet 6: EYFS Summary 2011 

 
This Marksheet contains the Score for each section of the Early Years Foundation Stage 
Profile.  Each of the columns are ñRead Onlyò and no formula columns are contained. 
 
No data is required to be entered or saved in this Marksheet.  It is supplied for viewing 
the data entered only.  It can be printed or exported if required.   
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The Early Years Foundation Stage Profile routines are now complete in SIMS 

Assessment. 

Close the Wizard by selecting Cancel. 

Close the 
Focus to return 
to the Wizard. 

 

The Marksheet contains sores for each 
section of the Early Years Foundation 
Stage Profile.  Each of the columns are 
ñRead Onlyò and no formula columns 
are present in the Marksheet. 
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Sending Results to the Local Authority   
 
The Early Years Foundation Stage Profile data must be completed and sent to 
Northamptonshire LA by Friday 1st July 2011 this is done by creating a Common 
Transfer File (CTF).  Schools are able to create CTFs where the destination ñschoolò is 
an LA.  Please note that all pupils require a UPN (Unique Pupil Number) before you are 
able to send CTFs. 
 

Creation of Common Transfer File for Year Reception  

 
Open SIMS.net and log in with the appropriate access level to create CTFs 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Follow the route: 

¶ Routines 

¶ Data Out 

¶ CTF 

¶ Export CTF 

The Data to be Exported area 
shows the selection of fields 
for export -  

Export CTF Screen. 
 

 The default view displays all Current pupils who have not 
previously had a CTF created.  To ensure that you include all of 

the current Reception pupils in the CTF, indicate you wish to Include 
students already exported. 
 

Select Refresh Students. 
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Choose to only show Pupils in Year 
group Reception. 
 
However if you have included any Non 
Reception pupils in the Assessments 
they must also be included in the CTF 
ï Refer to Appendix 2. 
 
Only Reception Year pupils will be 
displayed on screen. 

The only data required to be exported 
is Student Basic Details and, 
Assessment Data. Deselect the other 
fields by clicking into the boxes, which 
removes the ticks. 

The Student selector by default, shows 
all pupils currently on roll, 
alphabetically by surname.   
 
Click the drop-down arrow in the Year 
Grp column. 
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Right click in the Destination LA/Other cell for the 
first pupil. 
 
Select All will appear, click on this to highlight the 
screen. 

Click on the down arrow in the first cell and a list of LAôs will appear,  
 
Start typing NORTHA - and this should take you to Northamptonshire. 
Click on Northamptonshire to select it as a destination for the CTF 

 

Click on Student Options hyperlink and 
this will make the Export CTF button 
visible. 
 
Select Export CTF. 
 
The production of the file may take 
some time, please be patient. 
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Upon completion an Exception Log will be displayed showing the number of 
pupils contained in the file and the number of pupils processed.  There should 
be no pupils not exported. 
 
Please note:- Information may appear in this box ï it does not normally mean 
that the pupilôs information has not been exported. It is alerting you to any 
information that may be incorrect in the pupilôs record. 
 
Check that the number of pupils in the file is correct 
 
 
The CTF file has now been created and is saved to the CTFOUT folder waiting 
for the AVCO routine to be run in order to despatch to the LA. 

Please ignore this message 

and select Yes 

Make a note of the file name 

and select OK 




















