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End of Year Preparation Check List  

This section provides a check list of the actions that form part of the end of year process. 

Routines that MUST be carried BY the 31st August 2011 

Ç Create a System Manager backup 

Ç Check Sims is at the latest version 

Ç Record changes to teaching staff as soon as they are known 

Ç Create the New Academic Year 

Ç Setup next yearôs pastoral structure 

Ç Set up new Intake/Admission groups 

Ç Adding Applicants  

Ç Import CTFôs (Common Transfer Files) as appropriate 

Ç Allocate students to registration groups 

Ç Record leavers  (See appendix 6 for advice on leaving dates)  

Ç Export CTFôs (Common Transfer Files) 

Ç Set up the Promotion Mapping for the Next Academic Year 

Ç Print class lists for next year 

Ç Admit Applicants 

Ç Apply the Timetable 

Ç Attendance/Lesson Monitor Tasks 

Ç SIMS Learning Gateway 

Ç Essential Housekeeping 

 

Routines to be carried out after the start of the new academic year 1st September 
2011 

Ç Re-admit any returning students 

Ç Attendance/Lesson Monitor Tasks 

Ç Assessment Tasks 

Ç Further Housekeeping Routines 

 

 

 



 End of Year Secondary Pastoral  

Sims End of Year 2011 5 

Introduction 

 

This booklet describes the initial steps that should be followed to enable a successful 
transition from one academic year to another.   

You MUST complete the specified procedures BEFORE the start of the new academic 
year.  

It is important that in order for the End of Year to complete successfully, your system is 
tidied prior to the End of Year processes. 

A check list of the processes to be completed is included in this book, not all schools will 
need to complete all processes. 

If you should need any assistance whilst completing the processes detailed in this book 
then please contact the Capita .ict Helpdesk on (01604) 824999.  

 

Creating a Backup  

 

Before you start the Preparation Processes, it is necessary to take a System 
Manager backup of your data, irrespective of whether a backup was completed the 
night before. 

 

IT IS IMPORTANT THAT YOU HAVE EXCLUSIVE USE OF THE SIMS SYSTEM FOR 
THIS PROCESS. 

 
To create a backup you will need to liaise with someone who has System Manager access 
to Sims. 
 
From within Sims open the System Manager Module (System), by clicking on Focus | 
System, close the Welcome Screen and take the route Tools | Create Backup. 
 
Enter a Backup Description (e.g. EOY Preparation) and click Create. 
 
A warning will appear explaining that a new backup will be created.  Click OK to continue. 
 
This process, depending on your system, will take approx 10 - 15 minutes. 
 

The message box will disappear once the backup has been created. 

 

NOTE You may want to make further backups as you proceed with the process ï 
especially if you are completing tasks over a period of time. 
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1. Check Sims is the correct version 
 

Before commencing any of the tasks in this book please ensure that you have upgraded to 
the latest version of Sims (Version 7.138 or above).  

In order to check this, open Sims, login when prompted and take the route  

Help | About Sims.  

 

 

 

 

 

 

 

 

 

 

Ç Completed 

 

PLEASE NOTE ï All the examples of screens in this book relate to Version 7.138, 
you may have already moved to a subsequent version, and some screens may have 
updated as a result.  

 

 

 

 

 

 

 

 

 

 

Ensure your Sims version 
is 7.138 or above. 

If not then some of the 
functionality required for 
the End of Year 
Procedures may not be 
available to you and you 
should contact the Capita 
.ict Helpdesk on (01604) 
824999 before continuing. 
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2. Record Changes to Staff  

 

The details of all new staff joining the school should be recorded as soon as the 
information is available. It is important to note that any staff used on the timetable requires 
additional information to be entered to ensure a successful transfer of the timetable into 
SIMS.  Further information is outlined in the Academic Year End documentation. 

 

Any existing staff that are leaving the school should be allocated leaving dates.  These 
tasks can be done through Focus | Person | Staff. 

You may have to liaise with the correct person in your school in order to establish that this 
has been done. 

 

You may have to return to this section again as more staff information becomes available. 

NOTE: Details of these changes should be made in Personnel 7 within SIMS.  

 

Please remember to issue Data Collection Sheets to all Staff at the beginning of 
September.  As this data is confidential these must be issued in sealed envelopes. 

 

Ç Completed 
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3. Create the New Academic Year  

All schools will need to follow this procedure, as this information creates Attendance 
records for every student due to be on roll in the following year. 

This process allows you to define the start and end dates for each of the school terms, 
together with dates for public holidays and staff training days.    

 

IMPORTANT NOTES:  

This procedure requires a great deal of resource on your system therefore we recommend 
that you have exclusive use of your SIMS system before embarking on this process. 

Please be aware that the process can take some time. 

Capita .ict recommends you create your Academic Year with a start date of 1st 
September 2011.  For any subsequent changes to an Academic Year please refer to 
Appendix 3 (pg67). 

Promotion of students into New Year groups, etc. occurs automatically on the first day of 
the first term of the new academic year, regardless of whether students will attend school 
on this day. 

 
1. Click on Routines | School | Academic Year  

 

 

 

 

 

 

 

 

 
2. The first page of the wizard requires you to define the working week. The default 

selection should be correct for all Northamptonshire LA schools. 
 

 

 

 

 

 

 

 

 

 

 

Click Next to 
start the 
wizard. 

 

Click Next for 
the following 
screen. 

 

Ensure the 
correct days 
and sessions 
are P. 
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4. Enter relevant dates for 
each term manually or click 
onto the field you wish to 
enter a date for, use the 
drop down arrow and use 
the Calendar to select the 
required date. 

Overtype Term 1 Holiday  
to state Autumn Term 
Holiday 

3. The next screen prompts you to specify the start and end dates of the terms within 
the Academic Year you are about to create.  Term dates for 2011/2012 are included 
in Appendix 2 (Page 66) for your information. 

 

In order to filter effectively within your SIMS system (Assessment and Analysis) it is       
import to name Autumn, Spring and Summer Terms as shown in the following graphics) 

 

 

 

 

 

 

 

 

 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

NOTE: It is also possible to manually enter dates into relevant date fields using the format 
ddmmyy, eg 010911.  

Select the Preview check box to view a summary of the data you have entered so far. 
This enables you to thoroughly check the details of the Academic Year as you go 
along before finally committing to create it. 

Choose Autumn Term from the drop 
down menu and enter appropriate start 
and end dates ï see Appendix 2  

Once completed select Next.  If 
there are errors on the screen, the 
Next button will not be available for 
selection.  Check for messages in the 
box under the list of terms for more 
details 
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When you have entered the details for your teacher training days, click the Next 
button to display the page entitled Define public holidays.  Again, if the Next 
button is not available, check for messages in the box under the list of training days. 

 

    
 
 

The next screen is where the 
Half-term holidays used to be set 
up.    
 
This screen is no longer used in 
Northamptonshire so should be 
left blank.  

 

Select Next  to continue. 

5. To define a Teacher Training 
Day click the Add button and 
select Staff Training Day.  
Enter the relevant date then 
click on OK.   
 
Repeat this process for each of 
the 5 Training Days.    
 
These dates are specified in 
Appendix 2 (page 66) 

Due to the fact that the Academic 
Year starts on 1st September but 
students are not expected to attend 
until at least the 6th September it is 
necessary to add 2 Pre Academic 
Year Holiday dates for the 1st and 
2nd of September. 

Add the dates as shown. 

Select Next 
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NOTE: Please be aware that the next process can take some time to complete. 
 

 

A summary of the data entered will be 
displayed. Check this information carefully for 
any errors, before finally clicking the Create 
button to create the new academic year. A 
warning message will appear if there are any 
anomalies and you will need to make the 
necessary amendments before continuing.  

 

NOTE: As noted earlier it is recommended that you have exclusive use of the 
SIMS System for this process.  Please be patient as this may take some time. 

 

Once complete, the wizard will display the following screen: 

 

 

 

 

 

 

Click the Close button to close the wizard and complete the process. 

 

 

 

 

 

 

Ç Completed 
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4. Set up Next Year's Pastoral Structure 

 

Next academic yearôs pastoral structure will have been set up when you created the new 
Academic Year and is based on the current yearôs pastoral structure.  You may now need 
to make corrections to the next yearôs pastoral structure or you may want to have a 
different structure from the current year.  There is further information overleaf about 
changes you may need to make to your pastoral structure. 

Please note the following: 

Â It is not essential to assign teachers to registration groups at this stage, if the 
information is not yet known. 

Â If you want teachers to move up with their students to the next academic year, this can 
be achieved as part of the pastoral promotion process. This is covered later in the 
manual. 

Â You need to ensure that the National Curriculum Year attached to each year group is 
correct. 

NOTE: The next Academic Year (Section 3 of this book) must have been created before 
the next yearôs pastoral structure can be checked or amended. 

 

Selecting Next Academic Yearôs Structure  

1. Select Focus | School | Pastoral Structure | Next Academic Year Structure to 
display the Next Academic Year Pastoral Structure. 

 

 

 

 

 

 

 

The full structure can be viewed by clicking the + icons to 
expand various areas and contracted by clicking the ï icon. 

 

 

  

 
 
Example of an incorrect Pastoral Structure. 

The Effective Date defaults to 
the start of the next Academic 
Year and cannot be changed. 
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There may be occasions where the structure is incorrect.   
 
  
 This graphic shows an example of an incorrect structure. 

This structure is considered incorrect because in 
addition to a vertically structured Year 12 and Year 13, 
there is also a horizontally structured Year 12. This 
may have originally been required due to low numbers 
in Year 13 and high numbers in Year 12. This may 
have resulted in a consequential need to combine 
registration groups containing students from both Year 
12 and Year 13 whilst retaining some registration 
group exclusively with students from Year 12.  
 

 

 
 
 
 
Using the incorrect structure example, the students in 
Year 12 and 13 may have been split as shown 
opposite: 
 
 
 
 

 
The structure could be corrected by merging the 
years and adding all the registration groups to  
Year 12/Year 13. This is possible, even if all the 
students in one Registration group are all from Year 
Group 12. The resulting correct structure would 
then look as shown opposite: 
 
 
 
 
 
 
 
 
 

 

 

Year 12/Year 13 Class 12A 
Class 12B 
Class 12C 
Class 12D 
Class 13A 
Class 13B 
Class 13C 
Class 13D 

Year 12 Class 12E 
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Checking the Horizontal and Vertical Setup for Next Yearôs Pastoral 
Structure 

There may be occasions where you want to change the next yearôs pastoral structure, 
perhaps because of fallen or increased student numbers.  

 
It is important to note that a fully vertical structure 
is perfectly acceptable. If for example, your school 
structure is similar to that shown opposite: 

 

 

Then an acceptable pastoral structure in Sims would be as follows: 

 

 

 

 

 
If you need to amend the Horizontal or Vertical Setup of your school for next year then 
please refer to Appendix 1 (pg 54) of this booklet for more information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Year 7 Class A 

Year 8 Class B 

Year 8 Class C 

Year 10 Class D 

Year 11 Class E 

Year 12/Year 13 Class F 

 

Year 7/Year 8/Year 9/Year 10/ Year 11/Year 12/Year 13/ Class A 
Class B 
Class C 
Class D 
Class E 
Class F 

 

Ç Completed 
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5. Checking National Curriculum Years 
 
Please ensure that the National Curriculum year attached to each year group is correct.  
This can be achieved by right-clicking on each year group and selecting Properties from 
the pop-up menu.  The National Curriculum year attached to the year group is displayed in 
the top field. 
 

 
 

NOTE: Please note that once a National Curriculum year has been created it cannot be 
deleted.  Therefore please ensure that if required the correct NC Year is added.  Any 
anomalies should be reported to Capita .ict helpdesk on (01604) 824999. 



 End of Year Secondary Pastoral 

16  Sims End of Year 2011 

Adding New Year Groups 

 
If an additional year group is required, such as the introduction of Year 14, this should be 
added before pre-admission groups are created to ensure that the new year group is 
available for selection. 

If you are adding a year group because you are 
extending your range of years, you will firstly need 
to set up a National Curriculum (NC) Year.  Right 
Click on Pastoral Structure and select Setup 
Curriculum Years. 

 

 

 
Select the New National Curriculum Year by placing a tick in 
the relevant box. Click OK. 
 
 
 
 
 
 
 
 
 
 
 
 
Right click on Pastoral Structure and select New Year Group from the pop-up menu to 
open the Year Group dialog.  Select the National Curriculum Year from the drop-down list 
to which the year group will be attached.   
 

Enter a Short Name and a Full Name for the 
year group.   
 
The Full Name (up to 32 characters will be 
used throughout Sims to identify the year 
group).  The Short Name (up to 10 characters) 
will be used for column headings in reports. 
This may influence your choice of name. 

To ensure column headings fit comfortably on the report page, it is recommended that 
short names should be as short as possible, e.g. a maximum of 6 characters.  Both names 
must be unique within the school. 
 
Select the Head of Year if required, by clicking the Browser button to open the Select 
Person browser.  Enter a surname and/or forename in the relevant fields and then click 
on search.  Highlight the required member of staff and click on OK. 
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NOTE: All members of staff defined within your Sims system are available for 
selection. This is optional at this point and can be done at a later date, if Head of 
Year is unknown. 

 

Editing Registration Groups 

There may be occasions when you wish to add one or more Registration Groups to next 
yearôs Pastoral Structure. You may for example have more students in your sixth form 
due to increased numbers.  You may also need to change the names of Registration 
Groups attached to years due to changes of teaching staff.   

Capita .ict strongly recommend that you use generic Registration Group names i.e. 7A, 
7B, 8A, 8B, 9A, 9B, 10A, 10B etc.   

 

 

It is important before making any changes that you read the notes below. 

 

WARNING: Registration Group names MUST NEVER be edited as this will affect the 
historical data for that class.  For example, if a class is called 7FGT and is changed to 
7ASW, then ALL instances of 7FGT will be replaced with 7ASW including all historical 
data. 

When it is necessary to change Registration Group names you must add new ones with 
the correct names then delete the incorrect ones, irrespective of the time of year.    

To correctly change the name without affecting historical data, you will need to create a 
new class called 7ASW, transfer the students from 7FGT to 7ASW, then delete the 7FGT 
class. This will ensure that the historical details of 7FGT can still be accessed if required.  

To ensure that you donôt rename a Registration Group name to a name that has already 
existed, right-click on the required Registration Group folder in the pastoral structure and 
select Re-use Old Registration Groups.  A dialog will open listing any registration groups 
that have previously been deleted.  If the required Registration Group appears in this list 
you MUST re-use it. 
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Adding a Registration Group Teacher  

Registration Group teachers must be added to each of your registration groups by right-
clicking on the appropriate Registration Group heading and selecting properties .  The 
Registration Group teacher can then be selected using a search window.  This needs to be 
completed for each class, as staff become known.  

It is possible to assign two Registration Tutors to a registration group. This is done 
by adding one Tutor in the normal way as described above and then adding a second one 
through the Supervisors section of the same screen with a role of Joint Main 
Supervisor.  

This will result in both names being displayed in the pastoral structure and reports, e.g. on 
Registration Group reports.   

Adding a New Registration Group from the Pastoral Structure 

1. Expand the year group to which the registration group will be added. 

2. Right click on the Registration Group folder and select Reuse Old Registration 
Group from the pop-up menu to open the Class dialog ï in order to check that your 
new registration group has not previously been used. 

3. If the registration group does not appear, click on cancel.  Right click and select New 
Registration Group. 

4. Enter a Short Name and Full Name for 
the new registration group. 

The Full Name (up to 32 characters) will be 
used throughout Sims to identify the 
registration group, the Short Name (up to 6 
characters) will be used in column reports 
when using the Reporting tool.  Both names 
must be unique within the school. 

Add the Registration Tutor by clicking the 
Browser button to open the Select Person 
dialog.  Enter a Surname and/or Forename 
in the relevant fields, then click on the 
Search button.  Alternatively, leave the fields 
blank to search for all staff. 

Highlight the required person and click the 
OK button to select them as the Registration 
Tutor  Click the OK button on the 
Registration group dialog to create the 
registration group. 
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Deleting a Registration Group 

a.  Ensure you are in the correct Academic Year by checking the date at the top of the 
screen. This should say the 01/09/2011. 

b.  Locate and expand the Year Group/s from which you wish to delete the registration 
group. 

c.  Expand out the Registration Group folder to show all the registration groups attached 
to that year. 

d. Click onto the Registration Group you wish to delete and right-mouse click. 

e.  Select the option to Remove the registration group. 

f.  The following message will be displayed: 
 
 
 

g.  Click Yes to remove the registration group. 

h.  The registration group will be removed from the screen. 

Changing the Display order of Years/Registration groups 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
Once the required changes have been made to the structure, click the Save button on the 
toolbar to save the structure. This may take some time depending on the amount of 
changes that have been made. 

Ç Completed 

 

If the years/classes do 
not appear in the 
required order, 
highlight the 
year/class to move, 
then click the UP or 
DOWN button on the 
toolbar to move the 
year to the required 
location. 
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6. Set up Intake/Admission Groups 

Before entering/importing applicants, it is essential that you have Admission Groups set up 
in your system for the forthcoming Academic Year. Some schools will need more than one 
Admission Group for example, intake for both Year 7 and Year 12. Separate groups need 
to be created for each year into which you will receive new students. 

IMPORTANT NOTE: Existing Year 11 Students who are remaining in your school and will 
be moving into Year 12 should NOT be added as New Students but dealt with in the 
normal Promotion Mapping Routine as described in Section 13. 

1. If you require more than one admission group for the intake group then click on Tools 
| Admissions | Defaults. 

 

Tick Multiple Admission group, and then click on Save 

2. Select Routines | Admission | Admission Groups | Setup to display the Intake 
Group page.  

IMPORTANT NOTE: Although Admission Groups can be deleted once created, you also 
have the facility to make groups inactive.  It is advisable to perform a search to ensure that 
the Admission Group does not already exist before creating a new one. 

3. If you have not already done so, search to see if the Intake Group already exists. 

4. Click the New button on the toolbar to create a new Intake Group. 
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5. The Intake Group panel allows you to determine where the Admissions will be 
admitted to.  

6.  Select the Admission Year and the Admission Season from the respective drop-
down lists.  

(The Admission Season enables you to select a specific term if required. It is possible 
to add more than one Admission Group to an Intake Group if required (perhaps 
because you have a staggered admissions policy). 

7. Select the Year Group which students will be admitted to. 

8. Enter the expected number of students that you are intending to admit for this intake in 
the Planned Admission field. Make sure that the number is large enough to 
accommodate all applicants. 

9. Enter an applicable Name.  For Reporting purposes it is advisable to keep this Name 
as short as possible.  (If applicable, select the Admission Policy that will be applied 
to this Admission Group from the drop-down list.  The Admissions Policy will only be 
available to Own Admissions Schools who have set up Admissions Policies in 
Sims).   

10. In the Admission Groups panel, select New, if you have multiple admissions 
selected, and enter a name, for the new Admission Group which must be unique within 
your school, along with the Date of Admission or click the Calendar button to select 
the required date. The Date of Admission is 1st September even if this is not the first 
day of your school term.  If you havenôt got multiple admissions selected then enter a 
name for the new admission group, along with the date of admission. 

11. If you have previously created an Admission Group with a date prior to the academic 
year start date this can be easily amended.  (Please contact Capita .ict for advice). 

12. Click the Save button on the toolbar to create the Intake Group along with the 
associated Admission group.  

You can now add new Admissions to the Admission Group just created. This can be 
done in a number of ways depending on your school. 

 

NOTE:  

The LA is able to provide an electronic file for import onto your system (in the form 
of an ATF file), containing most of the student data; this should cut down on the 
chance of inaccuracies in the data, and potential duplication of students in your 
system. 

Ç Completed 

 

It is good practice to run the Address Tidy routine within SIMS to ensure that all 
address information held on your system is accurate and all duplicate addresses 
are deleted.  Please refer to Appendix 5 (page 76) for information on how to run this 
routine. 
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7. Adding Applicants 

In view of the New Admissions process your school may add applicants in any of the 
following 3 ways: 

¶ Add Students Manually ï not the recommended route 

¶ Add Students via an ATF ï supplied via Admissions department at 
Northamptonshire County Council 

¶ Add Students via a CTF ï supplied via Feeder School 

 

1.  Add Students Manually 

Follow route Focus | Admission | Application as described below.  We DO NOT 
recommend this route if you intend importing an ATF file (Admissions Transfer File) at 
a later stage.  However you may have already started adding Applicants manually.  In 
this circumstance we recommend that you DO NOT import an ATF.  You may still need 
to add late applicants through this route if you do not receive their details electronically. 

The route Focus | Admission | Application is very similar to the usual Student Details 
screen. 

Use the New button to add a student. 

 

Enter some basic details for the student 
you wish to add and click on Continue.   

 

The System will attempt to match the student you are adding and offer a match if found.  
Alternatively you will be taken directly to the Applicant detail form. 

If a potential match is found, 
highlight the required record 
and select Open, if a potential 
match is not found select 
New. 
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This form contains much the same data as 
the usual Student details form, although the 
Registration section includes information on 
the Intake Group of the student and 
consequently the Admission Group 
attached to that intake. Application Status 
information, is also included.  

 

 

 

 

Add in the Basic details for the student then use the Registration Details Hyperlink to 
add the Intake Group information. The Application Status will default to Applied.  Save the 
information for the student. 

Once the student is saved then the Application Status can be changed to reflect their 
status.  This status can be changed globally for all applicants in a particular Intake group.  
This process is covered later. 

 

2.  Add Students via an ATF 

All secondary schools will be sent an ATF file from the local Authority this year.  The 
file will contain the list of applicants who have been offered a place at your school for 
September, together with all their basic student information. Once schools import this 
file, they will be able to continue the Admissions process although students will be set 
to the default application status of Offered.  Schools can begin their curriculum 
planning as soon as this file has been imported and the applicants accepted.  These 
files must be used prior to the import of a CTF, when the CTF is imported it will 
enhance the information provided in the ATF.   

 

NOTE:  

Information on importing the ATF file will be made available at the same time as the file. 

 

3.  Add Students via a CTF 

Importing students via CTF (Common Transfer File).  (The Application Status will 
default to Applied after the import of a CTF).  The process of importing CTF files is 
covered in section 8.  CTFs contain important historical information and it is therefore 
recommended to import CTFs for all students.  This will not overwrite any information 
already held in the students record. 
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8. Import Common Transfer Files (CTF) 

Import any CTF files as they arrive. To avoid duplicate student details it is strongly 
recommended to import CTFs into an Admission group.  However it is also possible to 
import directly on-roll if required, this route should be used with caution.   

If any of the students already exist in the system, any blank fields in their record will be 
updated with data from the CTF file. However, any existing data will not be overwritten 
as it is deemed to be the most up to date information. Any such information will be 
highlighted in the Exception Log which appears once the import has completed. 

You need to run AVCO (Students) or log onto S2S site to retrieve the CTF(s) for your 
system. 

Select Routines | Data In | CTF | Import CTF to display the Import CTF page. 

 

 

 

 

 

 

 

 

 

 

 

 

3. Select Pre-Admission from the Place new pupils in drop-down list if you wish to 
import the student into a pre-admission group and ensure that the appropriate pre-
admission group is selected or select On-roll if you want to import the student directly 
into the school.  

4. Click the Import CTF button to begin the file import. Details of any errors will be 
displayed in the Exception Log at the bottom of the Import CTF page. 

IMPORTANT NOTE:  The admission process can take place after the 1st September 2011, 
but the pupils must have an admission date of the 1st September 2011.  If any 
expected pupils do not arrive at the school they must be treated as a missing child and you 
must contact the Education Welfare Service and IMRS for advice on how to manage these 
records.  Please refer to LA guidance referring to end dating a pupil document by the 
following link:-
 http://www.northamptonshire.gov.uk/en/councilservices/EducationandLearning/services/c
ypd_info/Pages/GeneralGuidance.aspx  

Ç Completed 

1. In the Data to be 
Imported panel, 
specify the information 
to be imported from the 
CTF file by selecting 
the appropriate check 
boxes. 

 

2. Browse to the location 
of the CTF file by 
clicking the Open 
button adjacent to the 
CTF File field. 

http://www.northamptonshire.gov.uk/en/councilservices/EducationandLearning/services/cypd_info/Pages/GeneralGuidance.aspx
http://www.northamptonshire.gov.uk/en/councilservices/EducationandLearning/services/cypd_info/Pages/GeneralGuidance.aspx
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9. Moving Applicants between Intake and Admission Groups 

In order to manage your Admissions you may be required to move a student from one 
Admission Group to another.   (For example you may have received one CTF containing 
siblings who will be going into different Year Groups).  Similarly you may need to move an 
Applicant from one Intake Group to another. This allows complete flexibility in managing 
groups. 

 

 

 

 

 

 

 

 

 

 

 

Use Route Routines | Admission | Admission Groups | Transfer Applications to 
locate the Intake and/or Admission Group you wish to move the applicant into. Ensure 
you Save the details of the group before closing the screen. 

 

 

 

 

 

Select the Intake/Admission group on the left hand side in order to find the 
applicant/s you wish to move. 

In the right hand side locate the Intake/Admission group you wish to move the 
applicant/s to. 

Highlight the relevant student and use the arrow to move them to the correct 
group. 



 End of Year Secondary Pastoral 

26  Sims End of Year 2011 

10. Record Leavers  

 

This facility allows accurate records to be kept of students after they have left the school. 
During the final 2 terms you may need to remove a group of students who are all leaving 
on the same day to attend the same destination school in the next Academic Year. 

 

¶ Use Routines | Student | Leavers (this is the recommended route for all school 
leavers).  

This is a two step process.  The top of the screen is used to identify the group of students 
that you wish to work on i.e. a particular year group. 

The bottom of the screen can be used to further sub-group the students before assigning 
the destination school and date of leaving, as not all students may be going to the same 
destination. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use the search screen as before to find the group you wish to work on.   

You can then choose the entire group by clicking on the down arrow to the right-hand 
of the Select button and choosing All  or highlight individuals within the group using 
the shift or Ctr l key and left-mouse button and then click on Selected  from the drop-
down menu.   

The selected Students will 
then get moved into the 
Manage Students Leaving 
Details  window (see notes 
overleaf). 
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Complete the screen for the required students.   

 

Current (2010/2011) 
Year Group 

Circumstance Date of Leaving 

Year 7, 8, 9, 10 Completing the school 
year then moving to 
another school. 

31/08/2011. 

Year 11 Students may or may 
not return to Year 12. 

DO NOT give the students a DOL until the 
circumstance is established in September 2011.  
If they do not return then issue the DOL 
24/06/2011. 

Year 12 * Students not returning 
to Sixth Form. 

Issue a DOL which is after the student has 
completed all of their courses. 

Year 13 * Student not returning 
to school. 

Students should be issues a DOL which is after 
all of the courses have completed. 

 

Issuing dates of leaving WILL NOT have an impact on Exam Results due in August 2011. 

* Please refer to further advice and guidance on leaving dates and impact on Course 
Manager in Appendix 6.  

Ensure you Save the screen before exiting which will action the details. 

You will get a message saying that this will update the entitlement records of the student ï 
click Yes to continue. 

A Date of Leaving  must be entered along with a Destination after Leaving .  The Reason 
for Leaving  should be selected from the drop-down menu. 

Once the Leaving Information has 
been entered you can then decide if 
you want to apply it to all the 
Students in the window or a 
selection.  Make a selection of 
Students using the shift or Ctrl key 
and left-mouse button if necessary 
and click the appropriate button:  
Assign to All  or Assign to 
Selected . The Remove  button 
removes the Student from the list 
completely.  Clear  removes the 
Leaving information from the 
Student.   
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NOTE: If someone who was a leaver subsequently returns, please ensure that you re-
admit them ï do not simply remove the date of leaving as this will affect the history. If for 
any reason you have to take the leaving date out of any student record you must email 
IMRS@northamptonshire.gov.uk as this will have an impact on your B2B return.  

To ensure that information required for statutory returns, such as the School Census, is 
accurate and up to date, ensure any SEN students have been recorded with a status if 
necessary and that an Ethnicity has been recorded for all students before making the 
student a leaver. 

Ç Completed 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:IMRS@northamptonshire.gov.uk
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If the School is not listed 
then use the New button 
to add the School details. 

11. Other School - Destinations  
  

You need to check the Destination School is in your database.  

¶ Go to Tools | Other Schools 

 

 

 

 

 

 

 

 

 

Add any required destination schools before creating the CTF file. 

Note: Ensure you add the DfE number when adding the destination school in order for the 
CTF file to be created successfully.  

If you do not know the DfE number of the destination school you can use the School 
Lookup linked to the S2S website to find the relevant information. 

 

Go to https://securedatatransfer.teachernet.gov.uk/sdtlive/asp/login.asp  

 

 

 

 

 

 

 

 

 

Type in the name of the 
school and click on the 
Search  button to see if 
the school already exists 
on your system. 

https://securedatatransfer.teachernet.gov.uk/sdtlive/asp/login.asp
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12. Creating the CTF file 

 

Important Information:  

A CTF file can be created and sent to the Destination School once the Destination School 
is known.  This will provide the Destination School with the basic information they need on 
the students that will be joining them.   

 

1. Select Routines | Data Out | CTF | Export CTF to display the CTF Export page.  

2. In the Data to be Exported panel, ensure that all the tick boxes are selected. 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. You may need to select the check box to Include Students Already Exported in the 
export file, if you have already created a CTF file for some of the students, but wish to 
include them in this CTF.  (A CTF may have been created for transfer of Key Stage 
results to the NAA). 

4. Click the Refresh Students button to update the list of students displayed based on 
your selections. It is possible to change the display order by clicking on any of the 
column headings. 

5. Select the Destination School from the appropriate drop-down lists. This can be done 
on a student by student basis, or you can select multiple students as follows: 

Á To select non-contiguous students, hold down the Ctrl key and single-click each 
student to be selected then single click the destination cell of the last student in the 
list. 

Use the drop-down arrow in the 
Year Group  Column to select a 
particular year group if required. 
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Á To select sequentially listed students, single-click the first student in the list, hold 
down the Shift key, then single click the destination cell of the last student in the 
list. 

Á To select all the students, right-click anywhere in the table and Select All from the 
pop-up menu. 

6. Once you have highlighted the required students, select the Destination School by 
clicking in the appropriate column and selecting from the drop-down list. 

 

7. Once you have 
completed this 
process, click the 
Export CTF button to 
create the export file. 

 

8.  A message will 
appear about 
problems occurring if 
addresses are untidy 
or duplicated.  Click 
on Yes to continue. 

 

Note: It is possible to create several CTF files at once.  If you select students going to 
several different schools then a CTF file will be created for each school selected. 

A message notifying the file has been created appears.  Select OK. Any errors will 
now be displayed in the Exception Log panel together with the number of students in 
the file, the number processed and the number exported.  Particular attention should 
be paid to the Number of Students not exported box. 

 

Any errors relating to 
students not exported, 
must be corrected before 
the student can be 
successfully included in 
the CTF export file. 

9. Once created the CTF file can be sent to its destination via AVCO (for 
Northamptonshire schools only) or the S2S website can be used for both in and out of 
county Schools.  

Ç Completed 
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13.  Set Up the Promotion Mapping for the Next Academic Year  

Setting up the promotion paths for the pastoral structure plays a key part in the end of year 
procedures and ensures that students move from their current year and registration group 
into the correct year and registration group for the forthcoming Academic Year.  

This process can be carried out at any point after the creation of the New Year as 
the promotion itself occurs at the beginning of the next academic year. You can also 
repeat the process a number of times until you are happy that all the students have 
been allocated to the appropriate registration groups. 

NOTE: To promote year groups and registration groups, the next Academic Year must 
have already been set up. 

1. Select Routines | School | Promotion. The following Promotion Data Check 
message dialog will be opened advising that student data needs to be prepared (all 
current group memberships are checked and confirmed).  The following check will be 
carried out each time you enter this route:  

 

 

 

2. Select the OK button to open the Validate Memberships message dialogue : 

 

 

(This function checks and validates all student information and therefore may take some 
time to complete). 

Once complete, the Setup Promotion Mapping dialog will be opened. 
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Using the Override memberships boxes will ensure that any existing memberships 
(however they were defined) are overwritten. If you return to this page to make changes 
you can then decide whether to overwrite the existing memberships by selecting the check 
box as required. For example, if you had originally stated that students in 7A were to be 
promoted to the 8A and subsequently wanted to go from 7A to 8B, you would need to 
select the Override memberships check box.  

 

3. Click on the Finish button to save the settings and continue to the Promote Pastoral       
Groups page shown overleaf which lists your current year groups. 

 

 

Select the Academic Year 
20010/2011 from the drop-down 
menu and click  Load.  

 It is imperative that you select 
the correct academic year 
otherwise any changes made 
will affect the wrong year and 
will be very difficult to rectify. 

 

 
This panel will then show the 
proposed promotion of your year 
groups i.e. Year 7 into Year 8 etc.  
This information should not need 
to be edited.  Tick the Override 

membership box.  

This section is useful if students will be moving to another registration group óen masseô.  
If, however, students are moving to a mixture of registration groups then the promotion 
path can be left blank at this point; and the registration groups assigned individually as 
shown overleaf.  The bottom panel relates to the proposed promotion paths for your 
registration groups.  The second column lists your current registration groups which can 
be mapped to registration groups for next year in the third column.   

Select the registration groups, if any that will be moving óen masseô and leave the other 
registration groups blank.  It is advisable NOT to promote any of the registration tutors at 
this stage as this may affect any tutors already added through route Focus | School | 
Pastoral Structure | Next Academic Year Structure.   

Tick the Override Membership box. 

 

 

 

Tick the Override membership box  
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4. The system will display the Promote Pastoral Groups page.   

This screen will allow 
you to edit the 
studentsô registration 
groups on an 
individual/group basis 
and will contain any of 
your óen masseô 
copying from the 
previous screen. 

 

5. Clicking the + icon adjacent to one of 
the year groups or double-clicking 
on a year group will expand the year 
out to show each student and the 
potential promotion path as shown 
opposite: 

 

 

 

NOTE: Clicking the Map   button on the toolbar at any point will return you to the 
Setup Promotion Mapping screen. 

 

 

 

6. When expanded, you can change the class for any individual students by clicking in the 
appropriate column and selecting a different class from the drop-down list. The change will 
appear in red and the Unusual check box will be automatically selected.  This indicates 
that the change falls outside the normal mapping previously set in the Setup Promotion 
Mapping Dialog. Repeat as required.  

 

The Customise  button can be 
used to change the way students 
are sorted, the way they are 
grouped and the columns 
displayed. 
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7.    In addition, you can highlight multiple students using any of the following methods: 

Â To select non-contiguous students, hold down the Ctrl key and single click each 
student to be selected. 

Â To select sequentially listed students, single click the first student in the list, hold 
down the Shift key, then single click the last student in the list.  

Once the relevant students have been selected then click into the óNext Registration 
Groupô column of the last student in your selection to select the value to be entered. 

5. Click the Save button on the toolbar to save the promotion mappings. The 
promotion will occur at the beginning of the next academic year. A warning dialog 
will be displayed if any unusual promotions have been selected. Accept the warning 
by clicking Yes. 

 

Ç Completed 
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14. Allocate Applicants to Registration groups and Admitting 
Applicants 

There are two ways to allocate applicants to registration groups, either individually through 
the Applicant Details page or in bulk using the following instructions: 

 

1. Select Focus | School | Pastoral Structure | Next Academic Year Structure to 
display the Next Academic Year Pastoral Structure page. 

2. The Effective Date defaults to the start date of the next Academic Year and cannot be 
changed. 

3. Expand the Pastoral Structure, locate and expand the relevant year and locate the 
Registration Group folder. 

 

4. Right-click the Registration 
Group folder and select 
Members from the pop-up 
menu to open the Allocate 
Students/Applicants dialog.  

 

 

 

 

 

 

 

5. Once open, the following options are available: 

The studentôs Name, Gender, Year Group and Registration Group will be displayed 
together, with the total number of students allocated to each class at the bottom of the 
grid. Right-click on any column heading to change the order. Clicking an individual 
Registration Group heading can be useful to identify whether there are any blanks. 

The Student Status panel allows you to limit the students displayed as follows: 

To identify students 
who have not been 
allocated a reg group, 
Click onto the 
heading Reg Group, 
right mouse click 

and choose Sort By. 
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Students ï select this check box to display any on-roll students who have been assigned 
to a class within the selected year.  These students are displayed with a grey background. 

Accepted Students ï select this check box to display any Applicants who have an 
application status of Accepted.  These students are displayed with a pink background. 

Current Applications ï select this check box to display any Applicants who have an 
application status of Offered.  These students are displayed with an orange background. 

 

Printing Registration Group Lists for accepted students is covered in Section 15. 

Additional columns can be displayed by clicking the Actions button and 
selecting an item from the drop-down menu such as House, Ethnicity, 
Previous School, Admission No. and Date of Birth, etc. 

 

 

6. Select the required registration group for each student in the grid by single-clicking in 
the appropriate cell to display a tick. Single clicking again will remove the tick. 

7. Once you have identified registration groups for all the required students, click OK to 
Save your changes.  

Ç Completed 

To admit Applicants 

Select Routines | Admission | Admit Applications to display the Find Intake group 
browser. 

 

 

 

Search for and then double click the required intake group to display the Admit Applicant 
Detail page. 

It can also be useful to change the view to View Triple to include a 
breakdown of the total females and males in each group. 
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The Summary panel displays read-only statistics about the selected intake group. 

The Applications panel displays by default, all applications with an application status of 
Accepted.  To admit applicants with a different application status, such as Offered select it 
from the Application Status drop- down list. 

To assign permanent UPNs to the applicants, click the Assign Permanent UPN button.  
The Assign UPN column is then populated with Assign Permanent UPN. 

If you are unsure if a pupil has already been allocated a UPN at a previous school, please 
contact IMRS on 01604 236190, who will be able to check education websites and give 
advice on how to obtain these UPNs/CTFs. 

To edit individual applicants, select the required value from the drop down list in the 
Assign UPN column, eg No change (if the applicant already has a UPN) or Assign 
Temporary UPN. 

To admit all the applicants in the selected intake group, click the Admit All button.  
Alternatively, click in the Admitted column adjacent to each applicant you wish to admit. 

Applicants can be withdrawn at this stage if required by clicking in the Withdrawal column 
adjacent to the applicable applicant. 

 

Once complete, click the Save button to admit the applicants.  The Application panel 
refreshes its display and shows only the applicants with an application status matching 
that selected in the Application Status drop down list. 

 Ç Completed 
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15. Print Registration Group Lists for Next Year 
 

NOTE: This report only shows students who have been Accepted or Admitted. 

Registration Groups (Dated) Report 

 

1. Select Reports | Run Report to 
display the Reports browser. 

2. Expand Focus and then click on 
Student focus and double-click the 
required pre-defined report e.g. 
Registration Groups (Dated). 

3. The Enter Parameter Values for 
Report dialog is displayed.  

4. Deselect the Bypass Effective Date 
check box. 

5. Enter the required date, e.g. 01/09/2011 or click the Calendar button and select the 
required date. 

6. Select the required Year Group(s) and Registration Group(s) then click OK to produce 
the required report. 

 

Note: If you have used the facility to allocate two tutors to a Registration Group this will NOT 
show on the report until the start of the NEW Academic Year. 

 

 

 
 
 

Ç Completed 
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16. Applying the Timetable  
 

It is important that ALL schools complete this task to ensure that the correct timetable day 
is mapped to the correct date in SIMS. This is essential to enable Lesson Monitor users to 
see their new classes but the Cover diary also relies on this routine being run.  
 
Using this route will also ensure that when viewing timetable information via a student for 
the ócurrent weekô that the correct information is displayed and that the correct timetable 
information is displayed for staff on their Home Page of SIMS. 
 

If you have revised your timetable cycle in terms of periods or times of the day then a new 
timetable cycle should have been sent back to SIMS from NOVA as covered in the 
Academic Year End documentation.  If you have not had to make any changes to the cycle 
then a default model should be available for your selection based on your usual cycle. 

 
Apply the timetable use route Tools | Academic Management | Apply Timetable 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Ensure the 
appropriate 
Model is 
selected.  Either 
the default Model 
(as shown) or the 
appropriate 
model you 
created in 
NOVA-T and 
sent back. 

The Academic Year setup is picked up from the creation of the Academic Year in 
SIMS so the first date showing with a status  of full should be the first day staff 
and students are due in school. 

If you have a 2 
week timetable 
then ensure the 
correct timetable 
day (A or B) is 
selected here. 

Once you are happy that the correct model, 
date range and timetable day has been 

selected. Click on Apply.  
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IMPORTANT NOTE: If your timetable model is going to change i.e. Week A and 
Week B gets changed part way through the year then please 
only apply the changes for the relevant date range. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The relevant Timetable days should then have mapped to 
the dates.  Check you are happy with the information. 

The Select start 
point should only 
need to be used if 
you wish to map a 
timetable day to a 
different day than 
is listed at the 
bottom of the 
screen. 

Once you are 
happy with all your 
settings click 

Save. 

Ç Completed 
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17. Lesson Monitor ï Checking Registration and Sessions 
 
 
Once the Timetable has been applied it is important to check the Registration and 
Periods Pattern in Tools | Setups | Lesson Monitor Setups | Module Setups to ensure 
that the relevant periods are set correctly and the AM and PM registration slots are defined 
accurately. 

In the first panel of the Setup screen, Registration and Periods Pattern, we determine 
the mapping of which periods belong to the morning and which belong to the afternoon 
sessions.  If the timings of your school day have changed you will need to ensure that the 
morning sessions are highlighted pink and the PM periods yellow.   

A period can be selected by clicking the column header and then clicking the relevant 
coloured button to the right. A block of periods can be selected by holding Shift and 
clicking before selecting the Session button. In the following example Periods 1 to 4 have 
been associated with AM and Period 5 with PM: 

 

Similarly, if your registration periods have been changed you will need to define these 
within this section of the Module Setup screen.  The A in the Period 1 column means that 
the AM session registration will either be before Period 1 or, if the relevant setting is 
selected, during Period 1. The P in the Period 5 column means PM session registration 
before Period 5 or during. The Aôs and Pôs can be moved by clicking in a cell and typing A 
or P. 

 

If you require any further assistance with this process please refer to the Lesson Monitor 
handbook in the Documentations area or contact Capita .ictôs helpdesk on 01604 824999. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Ç Completed 
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18. Additional Attendance and Lesson Monitor tasks 
 

¶ Deal with any Unexplained Absences for the past academic year through route 
Focus | Attendance or Lesson Monitor | Deal with Unexplained absences 

¶ Deal with any missing marks for the past academic year through route Focus | 
Attendance or Lesson Monitor | Deal with Missing Marks 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ç Completed 
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19. SIMS Learning Gateway Considerations 

 

Schools with SIMS Learning Gateway (SLG) need to make some consideration to any new 
and old users. 

 

¶ Remove access to SIMS Learning Gateway from leavers, the parents of leavers 
(where they have no other children at the school) and staff who have left. 

¶ Create and distribute SIMS Learning Gateway accounts for new staff, students and 
parents (contacts).  Ensure the usual ñcleansingò has taken place, ensuring that no 
duplicate contacts are provisioned and they have the correct Parental Responsibility 
selected. 
 

For further information, please refer to you training documentation which describes the 
processes outlined above. 
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17. Essential Housekeeping Routines in Sims 

This year you will be completing an Autumn School Census Return on 6th October 2011. 

In order for this to run as smoothly as possible you need to be aware of some of the 
routines that should be completed prior to 6th October, in order to complete your return 
successfully. 

The Bulk Update routine allows a number of records to be updated en masse, although 
you can if you wish update each studentsô record individually. 

 

¶ Routines | Student | Bulk Update 

 

 

 

 

 

 

 

 

 

IMPORTANT You should use this routine to update student records, to include ethnic 
information, ethnic data source, mode of transport etc all of which is needed before 
Autumn School Census on the 6th October 2011.  

It is good practice to record a Disability for every appropriate student as this will become 
a statutory field in the Spring Census 2012. 

 

Print and circulate Data Checking Sheets for all Students.  

 

Reports | Run Report, browse to the Data Collection Sheet Focus folder and select the 
required Data Collection Sheet. 

Enter the required parameters for the students you wish to print these for and click on OK. 

Once the data checking sheets have been returned you will need to update, and complete 
any missing information.  

Ç Completed 

 

Select the group you wish to 
work with e.g. a registration 
group. 

 

 You can then select the data 
item you wish to update e.g. 
Mode of Travel Data Source. 

You need to click into the 
boxes to assign information 
individually or highlight a 
column heading, right mouse 

click and choose Check All. 
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Run the Name Format Tidy 

 

This routine enables School Administrators and Administration Assistants to ótidyô the 
names of individuals entered in the system so that they are all displayed in a uniform way. 
Changes can be applied to a combination of students, staff, agents and contacts or 
globally, as required. The actual case changes can be made to either upper case or title 
case depending on the selection made. 

1. Select Tools | Housekeeping | General to display the Housekeeping page.  

 

2. In the Name Format panel, select the relevant check box adjacent to the type of 
individual to whom the changes will apply. 

3. Select the Title Case radio button 
adjacent to the appropriate part of 
the name that you wish to change. 
Any changes that you make will 
be reflected in the Example: 
section allowing you to preview 
how the new selection will look 
before applying it. (N.B. NCC 
Data Entry Standards are Title 
Case for Students and 
Contacts). 

4. Click on the Apply button to update the selected Name Formats. 

Ç Completed 
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All the processes covered so far in this 
document MUST be carried out BEFORE the 

start of the Academic Year ï 31
st

 August 2011 
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Run the Name Format Tidy 

 

This routine enables School Administrators and Administration Assistants to ótidyô the 
names of individuals entered in the system so that they are all displayed in a uniform way. 
Changes can be applied to a combination of students, staff, agents and contacts or 
globally, as required. The actual case changes can be made to either upper case or title 
case depending on the selection made. 

2. Select Tools | Housekeeping | General to display the Housekeeping page.  

 

5. In the Name Format panel, select the relevant check box adjacent to the type of 
individual to whom the changes will apply. 

6. Select the Title Case radio button 
adjacent to the appropriate part of 
the name that you wish to change. 
Any changes that you make will 
be reflected in the Example: 
section allowing you to preview 
how the new selection will look 
before applying it. (N.B. NCC 
Data Entry Standards are Title 
Case for Students and 
Contacts). 

7. Click on the Apply button to update the selected Name Formats. 

Ç Completed 
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After the New Academic Year has started 
 

The following routines should be undertaken once the new Academic Year has been 
started: 

1. Re-admit any returning students 

2. Further Housekeeping Tasks 

Record any Re-admission Students 

Any students who have left your school and then subsequently returned must be re-
admitted rather than added to the system again. This ensures that the studentôs 
educational History is maintained.  

IMPORTANT NOTES: 

It is essential that you follow the process below for re-admissions. Do NOT remove the 
Date of Leaving as a method of re-admitting.  

If you do have to delete a leaving date for any reason rather than readmitting, you MUST 
email IMRS@northamptonshire.gov.uk immediately as this will affect your B2B return. 

1. Select Focus | Student | Student Details to display the Student Details page.  

2. Click the New button to display the Add Student page. 

3. Enter the studentôs known details into the Basic Details panel, and then click the 
Continue button. 

4. A list of Matched People matching the search criteria entered will be displayed. 

5. Highlight the required student and click on the Open button to display a warning 
message óThe selected student is a Leaver, do you want to re-admit the 
student?ô 

6. Click the Yes button.  The studentôs details will be displayed for you to check to make 
sure it is the right student.  

7. Click the Save button on the toolbar. All mandatory fields will be highlighted in red and 
must be completed before you are able to finally save the studentôs details. 

8. Click the Save button again if any additional data has been added. 

Ç Completed 

 

If you have admitted pupils that do not turn up at your school, you MUST NOT 
permanently delete them.  You can issue a leaving date once you have confirmation of 
where they are now schooled.  You must ask advice from your Education Welfare Officer 
as the pupil may be classed as a ñmissing childò.   Please refer to LA guidance referring to 
end dating a pupil document by the following link:-
 http://www.northamptonshire.gov.uk/en/councilservices/EducationandLearning/services/c
ypd_info/Pages/GeneralGuidance.aspx  

mailto:IMRS@northamptonshire.gov.uk
http://www.northamptonshire.gov.uk/en/councilservices/EducationandLearning/services/cypd_info/Pages/GeneralGuidance.aspx
http://www.northamptonshire.gov.uk/en/councilservices/EducationandLearning/services/cypd_info/Pages/GeneralGuidance.aspx
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Further Housekeeping Routines in Sims 

 

The following routines do not need to be run as part of the End of Year procedures, but 
this is a convenient time of year to carry them out. 

 

1. Update parental salutation and addressee fields. 

2. Reset parental ballot flags. 

3. Update the mailing point information.  

4. Delete old CTF files.  

5. Assessment Manager. 

  

Update Parental Salutation and Addressee 

 

1. Before running this route you should first ensure that the Addressee format is, as 
required, via route Tools | Setups | Setup Addressee Format. 

2. Select Routines | Student | Update Parental Salutation/Addressee to open the 
Find Student(s) browser. 

3. To update salutation and addressee for a group of students, search on the appropriate 
Year or Reg Group by selecting from the appropriate drop-down lists. Highlight the 
required students via either of the following methods: 

¶ Hold down the Ctrl key and single-click on each required student. 

¶ Single-click the first student in the list, hold down the Shift key then click the last 
required students in the list. 

¶ To select all the students, click the Select button down arrow and select All from 
the drop-down menu. 

4. Once the required students have been 
highlighted, click the Select button to add 
the students to the Students panel. 
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5.   In the Options panel, select the relevant check boxes to either Update Parental 
Salutation and/or Update Parental Addressee, both options can be performed at the 
same time, if required. If you want to Overwrite any existing Information for the 
selected students, select the check box. However this will NOT overwrite any manual 
changes you have previously applied. 

6. Click the Generate button on the toolbar to perform the update.  

7. Click Save to save any amended details. 

Ç Completed 

 

Information on Correspondence for Split Families 

Correspondence and Student Report Options 

Within Sims there is the functionality to record the fact that you wish correspondence to go 
to both parents where there is a family split. 

A Relationship Details panel is available for a contact when accessed via a student as 
shown.  A Correspondence check box is available within this panel. 

 

 

 

You only need to use this tick box in the instance where there is a family split for the 
parent that does not live with the student. 

In most circumstances the software will assume that, if you are sending correspondence, 
you wish to send this to the parent that lives with the student i.e. the standard Address 
Labels Parents Report available via the Reports route of Sims defaults to send to only 
those parents that live with the student. 

There is a report available (in the Contact Focus of reports) to produce labels for those 
parents set to receive correspondence. 

The Student Report Check Box works in the same way and it is also possible to print 
labels for those parents for whom this has been selected. 
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Parental Salutation and Addressee for Split Families 

Using the route Routines | Student | Update Parental Salutation/Addressee only looks 
at those contacts that live at the same address as the student and have parental 
responsibility. 

Therefore, Parental Salutation will show  

¶ Mr and Mrs if both contacts are parents, have parental responsibility and live at the 
same address as the student. 

¶ The field will be blank if both contacts are (for example) step-parents, have parental 
responsibility and live at the same address as the student. 

You may want to review this information, in order to update any that are not showing as 
required. 

For any split families, there is an option within the contact to update the Salutation and 
Addressee individually.  This would need to be completed for those parents where the 
correspondence or Student Report boxes have been ticked. 

 

 

Ç Completed 

 

Resetting Parental Ballot Flags 

When there is a vacant position for a parent governor in the school, it will be necessary to 
contact all the people who are eligible to stand for election to the position and who are 
eligible to vote for the final candidates.  

This routine will set the Parental Ballot check box on the Contacts Basic Details true 
(i.e. it will be selected). This will overwrite any previous settings and you may therefore 
need to manually amend any individuals who you do not want to have a parental ballot. By 
default all parents who have a child registered as óon rollô at the school are eligible for the 
election. The term óParentsô includes natural parents and anyone else who is defined as 
having parental responsibility.  

 

1. Select Tools | Housekeeping | General to display the Housekeeping routines page.  
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2. Click on the Reset 
Parental Ballot Flags 
hyperlink to display 
the Reset Parental 
Ballot Flags panel. 

 

3. Enter the Effective Date or click the Calendar button to select the required date. In 
this circumstance, students must have a status of óAcceptedô on the Effective Date. It 
is therefore possible to reset the flags in the past and in the future. 

The Include accepted pre-admission students due to be on roll on the effective date 
check box will default to No, e.g. de-selected. Select the check box if you would like to 
reset parental ballot flags for the contacts of pre-admission students. 

  

Ç Completed 

Updating the Mailing Point 

The normal day to day correspondence intended for parental perusal, is usually sent home 
with one of the students in the family. To identify the chosen student from each family who 
is considered to be the mailing point, the Mailing Point check box should be selected on 
their Student Details page. 

It will be possible to run a report that gives the details of the students designated as the 
mailing point for each family. This will ensure that class teachers receive the correct 
number of letters to distribute to their class. There is no reason why more than one student 
living at a particular address could not be flagged as the mailing point. This may ensure 
the safe delivery of letters by one or other of the students, if not both. 

1. Select Tools | Housekeeping | General to display the Housekeeping page.  

2. Click on the Update Mailing Point hyperlink to display the Update Mailing Point 
panel.  

3. Specify the Effective Date by clicking on the Calendar icon to select the date. In this 
circumstance, students must have a status of óAcceptedô on the Effective Date. It is 
therefore possible to update mailing points in the past and in the future. 

4. The Default Mailing Point drop-down list will default to Oldest Child, but can be 
changed to Youngest Child if required. 

5. Click on the Apply button 
to update the studentôs 
mailing point. 

 

Ç Completed 
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Delete Old CTF Files 

 

When CTF files are imported, they are saved to the n:\SIMS\STAR\CTFin Directory 
(where n: represent your SIMS drive letter) that was specified when configuring the CTF 
Defaults. Each file will have an individual file Name when viewed through Windows 
Explorer.  

 

The first seven digits of the file Name represent the sending schools LA Number and 
Establishment Number and the other seven digits represent the destination schoolôs LA 
Number and their Establishment Number. 

 

Over time, a number of files may build up in the CTFin directory. If this is the case, the 
most recent file created can be identified by the information in the Date Modified field. 

To locate files to be deleted open Windows Explorer. Go to Start | Run and type in 
Explorer.  Browse to your n:\SIMS\STAR\CTFin Directory (where n: represent your 
SIMS drive letter). 

Highlight the relevant CTF files from the list displayed, right-mouse click and select Delete 
for those files that are no longer required. 

Ç Completed 

 

 

Tidy Sims Reporting Area  

It is only possible to delete reports that you have created.  The master copy of each item is 
stored in your My Reports folder.  You must delete the item from this folder if you wish to 
permanently delete it.  Deleting a report from any other folder simply prevents that item 
from being accessed from that location. 

Deleting a Report 

Select Reports | Design to display the Report Designer. 

1. Click on Open an existing report to open the Open Report (report browser) 
dialog. 

2. Navigate to the required report. 

3. Highlight the report name then press the Delete key.  A confirmation dialog will be 
displayed.  Click OK to complete the process.  Alternatively, right click on the report 
name and select Delete. 

 

Ç Completed 
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Deletion of any unlinked Contacts 

 

As students leave you may find that some contacts on your system are no longer linked to 
anyone ï in order to keep the database tidy you can delete these unlinked contacts at any 
time.  

 

Follow the route: 

 Tools | Housekeeping | Delete Unlinked Contacts. 

 

 

 

  

 

 

 

 

 

 

 

Ç Completed 

Contacts are listed in the 
browse after clicking on 
Search ï or you can select 
individual contacts.  Use 
Select All/Selected to 
move the contacts to the 
Unlinked Contacts to be 
deleted area. 

Once you are happy with 
your choices click on 
Delete. 
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Tidying of Agencies, merging duplicates or deleting unused Agencies. 

 Agencies can be tidied through the route 

1. Tools | Housekeeping | Merge Agencies 

 

 

 

 

 

 

 

 
2. In the Options panel, the Copy Agent Links and Copy Student Links check 

boxes are selected by default. Deselect these check boxes if required. 
 

¶ Copy Agent Links ï merges any agents associated with the agency (will be 
displayed in the Linked Agents panel). 

 

¶ Copy Student Links ï merges any students who are linked to the agency (will be 
displayed in the Linked Students panel). 
 
IMPORTANT NOTE: If you elect not to copy agents to the main agency, you should 
ensure (either before or after merging) that they are assigned to another agency. 
 

3. In the Main Agency panel, select the agency that is to be retained by clicking the 
Open button to open the Select Agency browser. 
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4. Search for the required agency, highlight the name then click the OK button to 
select them. The details of the agency (including the Agency Type, Address and 
Telephone) will be displayed together with any Linked Agents and Linked 
Students. These details can be hidden at any point by clicking the Hide Details 
hyperlink, which changes to display Show Details. This is a toggle feature and can 
be used to alternate between hide and show. 

 
5. Select the agency whose details you wish to merge with the main agency by 

clicking the Open button in the Agency to be Merged panel. The details of the 
agency will be displayed in the same way as the main agency. 

 

 

 

6. If required, print a copy of the details by clicking the Print button on the toolbar. 
 

7. Once you are certain that the required agencies have been selected, click the 
Merge button on the toolbar to merge the information. 

8. A message dialog will be displayed prompting for confirmation that you wish to 
continue. This process is irreversible. Only click the Yes button if you are sure that 
these agencies are to be merged. 


