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Introduction

The Admissions Code of Practice applies to the admissions process for
maintained Primary and Secondary schools.

Under this system, parents submit an application form (the School

Application Form) to Northamptonshire County Council (NCC), Local

Authority (LA), | i sting their preferred schools for t
Supporting reasons can be given to indicate wh
attendance at a particular school would be more beneficial than their

attendance elsewhere.

In co-operation with other Admission Authorities, the LA is responsible for
processing all the submitted preferences and for ensuring that each
applicant is issued with a single offer of a school place. Parents are then
advised of this offer.

The Admission Authority of all maintained Primary and Secondary schools
are responsible for setting the Admission Criteria for their school and these
must be published in advance. The LA applies these Admission Criteria to all
applicants, for every school for which the LA is the Admissions Authority.

Schools that act as their own Admissions Authority will receive an
Admissions Data Transfer (ADT) file from the LA for import into SIMS. This
file contains details of all the applicants who have specified a preference to
attend the school.

Each school is then responsible for sorting the applicants (or ranking them)

in order of acceptance, so that the number of free places available for an

intake can be filled by the applicants who score most highly when ranked
againsttheschool 6s Admi ssion Criteria. Once the sch
preferred applicants, a ranked list or Admissions School List (ASL) file must

be sent back to the LA so that they can process the applications along with

those for all other schools. This file contains a list of all the applicants to the

school , sorted or ranked into order of the sch
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The LA then makes the appropriate offers and sends an Admission Transfer
File (ATF) to every school, listing the names and details of the applicants
who have been offered a place at each school. Once the ATF file has been
imported into SIMS, schools will have a clear idea of who they expect to
attend.

The ADT, ASL and ATF files are compiled in XML format in accordance with
the published requirements from the DfE.

IMPORTANT NOTES: Due to the sensitive nature of some of the data
stored in SIMS, careful consideration should be given when specifying the
location of any folder into which you save sensitive data, e.g. census
returns, imported and exported CTF s, eftc.

You should be mindful of your school é6s
information security. Consider which users have access to the chosen

folder, especially if the folder is shared on a Server. The DfE recommends
1ISO27001 as the standard for information security
(http://www.itgovernance.co.uk/bs7799.aspx ). If you are in any doubt,
consult with your IT Security Officer before proceeding.

Please ensure that you use  either CTF or ATF files t o import
pupil/students into SIMS. Using both methods may produce duplicate
entries.

s New in This Rel ease?

The following changes have been made in this release.

Recording Tier 4 Applications

6|

Tier 4 functionality, which handles applications from foreign pupil/students,
can now be recorded. A CAS Reference (Confirmation of Acceptance for
Studies) can be recorded via the Application page (Focus | Admission |
Application).

Only schools that accept foreign nationals (requiring a VISA) as
pupil/students need to manage these applications. This functionality assists
in tracking this type of application.

Prior to using this functionality, you must enable it via the Setup Details
page.

Additional Resources:

Recording Tier 4 Application Information and Complet ing Registration
Information in the Managing Applications to your School chapter of the
Managing Pupil/Students  handbook

More Information:
Setting up Admissions  on page 8

respon
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Permissions for SIMS

When running SIMS, you should use the login name and password assigned
to you by the System Manager. Your login details are set up using SIMS
System Manager.

A set of default permissions is supplied with System Manager. This includes
various user groups to which users can be assigned.

Users should be allocated membership to one or more of these groups in
order to access and use the various areas of SIMS. The permissions
available within these groups can be edited as required and it is also
possible to add new groups to which a bespoke set of permissions can be
added.

For more information on setting user permissions, please refer to the
System Manager handbook. All handbooks can be accessed from the
Documentation Centre which is launched by clicking the Documentation
button on the Home Page in SIMS. Once open, click the Handbooks
button, select the required category, then click the required handbook from
the Handbooks page.

For a list of the permissions available for each release, please refer to the
appropriate permissions spreadsheet. Copies can be obtained from
SupportNet (http://support.capitaes.co.uk/) by entering PERMLIST in the
Site Search field on the Home page.

Note for Primary Schools with Nursery Classes

Schools that receive an ATF file may encounter applicants in the file who are
already members of the school, e.g. they are enrolled in a Nursery class.
These applicants can be imported as new applicants but prior to admitting
them; the Admissions Officer is required to record these children as leavers
from the Nursery class. For further information on recording leavers, please
refer to the Managing Pupil/Students in SIMS handbook.

Note for Schools with Sixth Form Intakes

Sixth Form intakes are not covered by the Codes of Practice in the same
way as years Reception i Year 11. As a result, there are no Admissions Data
Transfer (ADT) files available from the LA for these intakes.

Schools must first create intake and admission group combinations then
enter applicants manually from any application forms that may have been
received for these intakes. The Finalise Offers page can be used to offer
places to these applicants.

When the applicants have accepted the offer of a place, they can be
accepted and admitted in the usual way.


http://support.capitaes.co.uk/
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Licensing Admissions
If your school acts as its own Admissions Authority, you need to obtain the

correct Licence Activator for your establishment, named 3.61.313 to
3.61.999 9306 Patch.ZIP

SIMS Version

This documentation is applicable to Version 7.142 onwards. To check your
version of SIMS Select Help | About SIMS.net

Build 23

7.142 & Capita Business Services Lid 1984-2011 Allights reserved

Versian7
CHILDREN'S SERVICES Contains TextSharp @ 2008 Bruno Lowgie m

Setting up Admissions

Before starting the Admissions process in SIMS, it is important to set up the
system defaults.

1. Select Tools | Admissions | Defaults to display the Setup Details page.

SetupDetals
=1 Frint
Setup Details
Admizsion No. Prefix I:I Admizsion Mo. Suffix
Multiple &dmission Group O Mext Enquiny Reference
Record Withdrawal Information [l Enter Defaults On Admit ]
Tier 4 &pplications [v]

2. Amend the Admission No. Prefix and Admission No. Suffix values, if
required. The prefix can be either a letter or a number between 0-9 that

enables you to identify a year ds ixdeafauléssi on i nt
to zero.

3. Specify whether or not you use multiple admission groups by selecting the
Multiple Admission Groups check box, if required. Selecting the check
box enables you to organise admissions by splitting the intake groups across
the terms of the academic year. Additional admission groups can be set up
only if this check box is selected. If this check box is deselected, SIMS
creates a single admission group and associates it with the newly created
intake group.

The Next Enquiry Reference field is not relevant for Own Admission
Authority Basic Licence users and should be ignored.

8|
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Select the Record Withdrawal Information check box if you want to
record when pupil/students, who have previously applied to attend your
school but have subsequently gone elsewhere, withdraw their application.

The Enter Defaults On Admit check box enables schools to save data on
an applicantés record without entering
When the applicant is finally admitted, SIMS generates the dates providing
the Enter Defaults On Admit check box is selected.

Select the Tier 4 Applications check box if you wish to record this
information. Once this has been selected, a Tier 4 Application record can be
created and the CAS Reference (Confirmation of Acceptance for Studies)
can be recorded via the Application page (Focus | Admission |
Application).

Only schools that accept foreign nationals (requiring a VISA) as
pupil/students need to manage these applications. This functionality assists
schools in tracking this type of application. Schools can now decide whether
or not the fields associated with Tier 4 applications are displayed.

Click the Save button to save the details.
Additional Resources:

Recording Tier 4 Application Information and Completing Registra tion
Information  in the Managing Applications to your School chapter of the
Managing Pupil/Students  handbook

dat es,
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Adding Oversubscription Criteria .....ccccvccrierieriesressre s s s srannns 11
Introduction

Oversubscription criteria should be defined if you have an agreed academic
selection process or if you regularly reject applicants because of over
subscription.

The criteria specified can be a collection of requirements that a
pupil/student must meet or achieve.

LA schools should only set up criteria that have been agreed and published
locally, as defined in the DfE Admissions Code of Practice.

If your school has no academic requirements but gives priority, for example,
to applicants who already have a sibling in the school and who live within
walking distance, then sibling(s) in school and walking dista nce

could be specified as two of your oversubscription criteria.

When your individual oversubscription criteria have been defined, they
should be combined into one or more admissions policy(ies). The same
admissions policies can be used from one year to the next or new policies
can be defined for each academic year, as required.

It is possible to have different admissions policies running at the same time,
attached to different intake groups. All applicants in a particular intake
group are ranked using the same set of oversubscription criteria so that a
fair and impartial system is maintained.

More Information:
Adding/Editing an Admissions Policy on page 18

Searching for an Existing Criterion

10 |

1.

Select Tools | Admissions | Criterion to display the Find Criterion
browser.

Find Criterion

|:| Mew H Search Open S:\? Delete (= Print GNext
Mame | | Type  |SAnw 4 Active  |Sctive b
Mame Description Type Active

CofE Church of England Faith

istance To School Diztance To School Megative Active
Other World Faith Other World Faith Boolean Active
Sibling at School Fanmily Member curently attending school Boolean Active
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2. Search for the required criterion by entering all or part of the Name or
select an option from the Type drop-down list. Alternatively, select the
Active status from the drop-down list.

3. Click the Search button to display a list of existing Criterion that match the
search criteria entered. Criteria that are no longer current can be viewed by
selecting Inactive from the Active drop-down list.

4. Double-click the required Criterion or highlight the criterion then click the
Open button to view the Criterion Detail page.

Adding Oversubscription Criteria

The oversubscription criteria defined must ref
published criteria. For example, you may have five or six criteria including
sib ling at school , lives within walking distance , etc.

Each of these criteria must be set up with a clearly recognisable description.
As the criteria is applied to the applicants in the order of their stated
priority, the first criteria of sibling at school would be considered as
priority group 1, etc. Defining criteria in this way enables the creation of
clear priority groups within the ASL file so they can be identified easily as
representing specific criteria. For most applicants who meet the first criteria,
the offer of a place at your school may be almost certain, regardless of
whether they meet any of the subsequent, lower rated criteria.

NOTE: I't is important to note that only the mai
oversubscription criteria should be defined . Any criteria that would be used
only in atie -break situation should not be defined.

5. Select Tools | Admissions | Criterion to display the Find Criterion

browser.
Find Criterion
|:| Mew H Search Open 9’2 Delete (=) Print @Next
Mame | | Type  |SAnw 4 Active  |Sctive b
Mame Description Type Active
Church of England Faith
Distance To School Diztance To School Megative Active
Other 'world Faith Other 'world Faith Boolean Active
Sibling at School Fanmily Member curently attending school Boolean Active

| 11
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6. After searching for the criterion to ensure that it does not already exist, click
the New button to display the Criterion Detail page.

IEI Save “3\' Undo (=) Print
Criterion

Type Negative v
Marme |Walking Distance
Dezcription |Schoo| within ‘W alking Distance
Active [w]
Minirnum % alue l:l
b aximum Y alue
Highest Calculated Score

7. Select the criterion Type from the drop-down list. For Basic Licence users,
only the True/False criterion should be selected. The remaining fields
displayed vary according to the criterion type selected.

Select True/False if the answer is either a positive or negative value.
Specify a Value for True and a Value for False, which indicate the score
that a value of true and false represent.

8. Enter a unique Name for the criterion. This is a mandatory field and allows
up to 25 characters to be entered.

9. Enter a meaningful Description for the criterion.
10. If this criterion can be used immediately, select the Active check box.

11. Click the Save button to save the details.

Changing the Type of a Criterion

Basic licence users should not need to change, de-activate or re-activate
criterion but can do so, if required.

1. Select Tools | Admissions | Criterion to display the Find Criterion

browser.
Find Criterion
|:| Mew ﬁ Search Open 9’? Delete (=) Print G Mext
Mame | | Type  |SAnw 4 Active  |Sctive b
Mame Description Type Active
Church of England Faith Boolean
Distance To School Diztance To School Megative Active
Other World Faith Other World Faith Boolean Active
Sibling at School Fanmily Member curently attending school Boolean Active

2. Search for then select an existing criterion (please see Searching for an
Existing Criterion  on page 10).

12 |



3.

4,

02| Defining Oversubscription Criteria

Select a different Type from the drop-down list (please see Adding
Oversubscription Criteria on page 11).

Specify the new values then click the Save button to save the changes.

De-Activating a Criterion

2.

3.
4,

Previously active criterion can be made inactive if they are no longer
required, to hide them from general use.

Select Tools | Admissions | Criterion to display the Find Criterion
browser.

Mew Search Open Delete (=1 Print 3 Browse MHext Frevious
Finew 84 [ Open 3¢ A4

Mame | | Type |<’b‘"5'> b | Active |"“"°“Ve N
Marie Description Type
Church of England Faith Boolean
[Diistance Ta Schaool Digtance Ta Schaool MNegative
Other World Faith Other World Faith Boolean Active
Sibling at Schoal Family Member currently attending school Boolean Active

Search for then select an existing criterion (please see Searching for an
Existing Criterion  on page 10).

Criterion
Type |N egalive |
Mame |Distance To School |

Deselect the Active check box.

Click the Save button.

| 13
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Re-Activating a Criterion

Previously de-activated criterion can be re-activated, if required.

1. Select Tools | Admissions | Criterion to display the Find Criterion
browser.
B Mew H Search [ Open % Delete (= Print |@Next Prewvious |
Mame | | Type |<Any> 4 | Active |"“"Cti\’e b
Mame Description Type Active
Church of England Faith Boolean ive
Distance To School Diztance To School Megative Active
Other World Faith Other World Faith Boolean Active
Sibling at School Fanmily Member curently attending school Boolean Active
2.

Search for then select an existing criterion (please see Searching for an
Existing Criterion on page 10).

|N egative |

|Distance To School |

3.

Select the Active check box to re-activate the criterion.
4. Click the Save button.

14 |
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Adding/Editing an Admissions PoOliCY.....ccverimmimriarieriersessassansansansans

Introduction

Throughout the Codes of Practice system, an admissions policy represents a
complete set of criteria and banding that a school uses to define their
admission requirements for each academic level.

Admissions policies enable a school to deal with multiple admissions that
take place at the same time. For example, schools may run admissions
processes for both their lower and upper schools during the same time
period and this is possible only because each school level has a separate

admissions policy in place. Admissions policies also enable you to deal
efficiently with staggered admissions.

Schools must be licensed to use the basic Codes of Practice routines before
creating admissions policies.

Searching for an Existing Admissions Policy
1. Select Tools | Admissions | Policies to display the Find Admissions

Policy browser.

f% FindAdmissions Policy
D MNew H Search

Open 52 Delete (= Print

ﬁ Previous

<A -

Mame
Year 7 Winter 09
‘ear 3 winter 03

Active
Active
Active
Active

Enter all or part of the Name of the required admissions policy, if known, or
select an option from the Active drop-down list. Admissions policies that are
no longer current can be viewed by selecting Inactive from the drop-down

list.
Click the Search button to display existing admissions policies that match
the search criteria entered.

Double-click the required admissions policy or highlight an admissions policy
then click the Open button to display the Admissions Policy Details page.

| 17
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Adding/Editing an Admissions Policy

18 |

1.

4,

Select Tools | Admissions | Policies to display the Find Admissions
Policy browser.

After searching for the required existing admissions policy, either highlight
an existing policy then click the Open button or click the New button to
display the Admissions Policy Details page.

Enter a unique Name for the policy.

The Active check box is selected by default. This indicates that the new
admissions policy is available for use immediately.

Admizzions Policy Detals
E Save "‘Sf' Undo (=1 Print @ Help EUnpin 32 Clo

1 Baszic Detail: 2 Oversubscription Criteria 3 Tie-break 4 Bands

l::n:cDelails @exam] 9_scree“
b Active

2 Oversubscription Criteria

Mame Fricrity D Mew
Sibling at School 1
CofE 2
3 Tie-break
Mame Wwieighting D Mew
“walking Distance E
4 Bands
Mame % Intake Fair banding
Mainstream 100 Mo

In the Oversubscription Criteria panel, click the New button to display
the Associate Criterion with Policy dialog.



03| Defining Admissions Policies

For a new admissions policy, at least one oversubscription criterion must be
selected. If you are amending an existing admissions policy, only criteria
that are not already associated with the policy are available for selection.

=

s pssociate Criterion with Policy

Details
Criterion
M ame
‘whalking Distance
Priarity 3 |

Highlight the required criterion then click the OK button to return to the
Admissions Policy Details page, where the selected criterion is displayed
in the Oversubscription Criteria panel.

The Priority level of the Oversubscription Criteria can be set to mirror
your published admissions policy by highlighting the required criterion then
clicking the Up or Down button. The higher up the list, the higher the
priority.

Users with the Basic licence should not specify a Tie-break criterion, so this
panel can be ignored.

In the Bands panel, click the New button to display the Add Band dialog.

s Add Band =3
Basic Delails

Mame |Mainstream | Percertage of Intake Places

Fair Banding Criterion ] | |

Filter Rules
Criterion Operator D Mew

Fair Banding
Mame *% Intake Pricrity

1] ] [ Cancel

| 19
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Adding a Band
It is possible for users with the Basic Licence to define multiple bands.

1. In the Basic Details panel, enter a unique Name for the band or change
the name as required. The name of the band must be a name that has been
agreed with the LA.

r "
sne Edit Band =1E3
Basic Details
Mame |Mainstream | Percentage of Intake Places
Fair Banding Criterion [
Filter Rules
Criterion O peratar [ Mew
Fair Banding
Mame *% Intake Pricrity
ok ] [ Cancel

2. Specify the Percentage of Intake Places available within the band. If
more than one band is defined, the combined total of Percentage of
Intake Places across the bands must add up to 100. If a single band is
created, the Percentage of Intake Places must be set to 100.

NOTE: If English State schools wish to use Fair Banding or set up aptitude,
ability or proportional bands, they must obtain the Full Licence for
Admissions.

3. Select the Fair Banding Criterion check box, if applicable. Banding is used
by some schools to ensure that their intake is comprehensive. It ensures
that the school és intake includes a proporti on
abilities. Banding should operate only when the number of applications
exceeds the number of places available.

4. If the Fair Banding Criterion check box is selected, the adjacent drop-
down list becomes active. Select the appropriate Fair Banding Criterion
from the drop-down list. Only criteria that have not already been associated
with this policy are available for selection.

NOTE: Schools that have the Basic Licence for Admissions do not need to
create Filter Rules.

20 |
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Click the OK button to return to the Admissions Policy Details page then
click the Save button to save the details.

De-Activating an Admissions Policy

3.
4,

Previously active admissions policies can be made inactive if they are no

longer required, to hide them from general use.

Select Tools | Admissions | Policies to display the Find Admissions

Policy browser.

Search for and select an existing admissions policy (please see Searching for

an Existing Admissions Policy
Details page.

on page 17) to display the Admissions Policy

Admizzions Policy Detals
E Save ";\' Undo (=1 Print

1 Baszic Detail: 2 Oversubscription Criteria 3 Tie-break 4 Bands

1 Basic Details
Mame rear 7 Winter 11

[ Active

2 Dversubscription Criteria

@ Help @Unpin % Clo

Mame Friority D Hew
Sibling at School 1
CofE 2
3 Tie-break
Mame ‘weighting |:| Hew
“Walking Distance B
4 Bands
Mame *% Intake Fair banding
Mainstream 100 Mo

Deselect the Active check box in the Basic Details panel.

Click the Save button.

| 21
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Re-Activating an Admissions Policy
Previously de-activated admissions policies can be re-activated, if required.

Select Tools | Admissions | Policies to display the Find Admissions

1.

Policy browser.

f# Find Admissions Policy

|:| Mew ﬁSearch Open g"\ Delete (=1 Print ﬁF‘revious
MNarme l:l Active <A -
MName Active
‘Year 7 Winter 09 Active
‘Year 3 'Winter 09 Active
‘Vear 7 winter 10 Active

ter 11 ]
2. Search for and select an existing admissions policy (please see Searching for
on page 17) to display the Admissions Policy

an Existing Admissions Policy
Details page.

Admizzions Policy Detals
E Save "‘Sf' Undo (=1 Print @ Help EUnpin 32 Clo

1 Baszic Detail: 2 Oversubscription Criteria 3 Tie-break 4 Bands

1 Basic Details

Mame rear 7 Winter 11

[l Active

2 Oversubscription Criteria

Mame Pricrity D Mew
Sibling at School 1
CofE 2

3 Tie-break
Mame ‘Weighting D Mew
“walking Distance E

4 Bands
% Intake Fair banding

M ame
Mainstream 100 Mo

3. Select the Active check box in the Basic Details panel.

4. Click the Save button.

22|
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Deleting an Admissions Policy

It is not possible to delete or make inactive an admissions policy that is
currently assigned to an intake group. If you wish to delete an admissions
policy currently assigned to an intake group, you must first replace the

policy with another one.
1. Select Tools | Admissions | Policies to display the Find Admission
Policy browser.

A% Find Admissions Policy

D Mew ﬁSearch Open 9’2 Delete (=1 Print ﬁF‘revious

Active
Active
Active
Active

MName

‘Year 7 Winter 09
‘Year 3 'Winter 09
‘ear irter 10

2. Enter the Name of the required admissions policy or select an option from
the Active drop-down list. Admission policies that are no longer current can
be viewed by selecting Inactive from the Active drop-down list.

3. Click the Search button to display a list of existing admissions policies that
match the search criteria entered.

4. Highlight the required admissions policy then click the Delete button.

5. Click the Save button.
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Creating Intake Groups

Before importing applicants, it is essential that intake and admission group
combinations have been set up for the forthcoming academic year. For
schools that will be importing ADT files, the creation of a new admission
group or intake group into which these files can be imported is essential.
Intake and admission groups can be set up in advance for future academic
years.

1. Select Routines | Admission | Admission Groups | Setup to display the
Find Intake Group browser.

w FindIntake Group
D MNew H Search @ Help 3.2 Close
Hame ‘ ‘ Admission Season  [<Anys w | Status |Active v
AdmissionYear  [cany» | ‘ear Group <Ay o l:l
Mame Admiszion Year Adrizsion Seazon Year Group Planned Admiszion Status
2005 - Auturnin - 7 200572006 Auturnn Year 7 160 Active
200372010 - Auturnn Year 7 200372010 Auturn Year 7 260 Active
200372010 - Auturnn Year 8 200372010 Auturn Year B 0 Active
201072017 - Auturin Year 7 2010/2011 Avutumn Year 7 250 Active
2011/2012 - Autumn Year 7 201142012 Autumn ear 7 260 Active

It is possible to search for the required intake group by selecting the Status
from the drop-down list. This enables users to search for inactive intake
groups as well as currently available groups. It is also possible to delete
intake groups from the browser but it is only possible to delete groups
where all the applications have already been dealt with. By setting an intake
group as inactive rather than deleting the group, SIMS retains a history of
the applications for a particular intake.

| 25



04| Creating Intake and Admission Groups and Importing ADT Files

26 |

2.

After searching for an existing intake group to ensure that the details have
not already been added, click the New button to display the Intake Group
Details page.

1 Intake Group
Admission Year 2012/2013 - Admission Policy  Year 7 - Autumn 2012 -
Admission Season  Agtumn - Mumbers To Rank |312 |
Year Group Year 7 - Name |2D12¢"2D13-A|.rtumn Year 7 |
Planned Admission (250 Active =

In the Intake Group panel, select the Admission Year to which the intake
group relates from the drop-down list. The admission year defaults to the
current academic year but can be changed, if required.

Select the Admission Season from the drop-down list, enabling you to
associate a specific term with the intake group.

Select the appropriate Year Group from the drop-down list. Many schools
maintain several lists of applications for different year groups.

Enter a numeric value for the Planned Admission. This represents the
maximum number of new pupil/student who can be admitted for this intake
group and is generally abbreviated to PAN (Planned Admission Number).

If you have previously defined an Admission Policy for this intake groups,
select it from the drop-down list.

Enter a value in the Number To Rank field. If your admissions policy has
only one band, this figure must be 25% more than the Planned Admission
Number (PAN). If your policy has more than one band, this figure must be
35% more than the PAN. If a large number of applicants apply each year for
a limited number of places, schools may agree with their LA that they rank
only a certain number of the applications received.

The Name field is created automatically from a combination of the
admission year, admission season and the year group specified. The name
can be changed by overtyping the default text.

The Active check box is selected by default, indicating that the intake group
is available for use immediately. Once the applications for a particular intake
group have been dealt with, schools can mark the intake group as inactive
to prevent it from being displayed in the Find Intake Group browser.

Click the Save button to save the intake group details.

SIMS validates that the name for the new intake group is unique and that
an admission year, admission season, year group and PAN have been
specified. Schools are required to set up additional admission groups only if
the Multiple Admission Group check box is selected on the Setup Details
page (via Tools | Admissions | Defaults). If this check box is not
selected, SIMS creates a single admission group and associates it with the
newly created intake group.

More Information:
Adding/Editing an Admissions Policy on page 18
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Adding/Editing an Admission Group

1. Select Routines | Admission | Admission Groups | Setup to display the
Find Intake Group browser.

* Find Intake Group

|:| Mew H Search @ Help % Cloze
Hame ‘ ‘ Admission Season  [¢any | Gtatus [active v
AdmissionYear  [cAnyy | ‘ear Group pr - El

Name Admission “ear Admission 5 eason ‘rear Group Planned Admission Status
2005 - Auturn - 7 2005/2006 Autumn ear 7 1E0 Active
200372010 - Auturn Year 7 200372010 Auturn Year 7 250 Active
200372010 - Auturn Year 8 200372010 Auturn Year B 0 Active
201072011 - Auturnn Year 7 201072011 Auiturnn Year 7 250 Active
2011/2012 - Auturnn Year 7 201172012 Auturnn Year 7 250 Active

2. Enter all or part of the group Name or select the appropriate search criteria
from the drop-down lists then click the Search button to display all intake
groups that match the search criteria entered.

3. Highlight the required intake group then click the Open button to display
the Intake Group Details page.

4. Click the New button in the Admission Groups panel to display the Add
Admission Group dialog or highlight an existing admission group then click
the Open button to display the Edit Admission Group dialog.

@ &

sMs Add Admission Group @g

Admission Group

Name |Autumn _ .Y, Iy e e “
Date Of Admission [01 ;naxzn'e_’xam | :‘]p bl

C

5. Enter a uniqgue Name for the admission group.

6. Specify the Date Of Admission by clicking the Calendar button then
selecting the required date. Admission groups are generally set up in
advance of the expected intake for the forthcoming academic year. It is
possible however, to specify the Date Of Admission as a date in the past.
The date of admission specified must fall within the admissions year
selected when the intake group was defined.

7. Click the OK button to return to the Intake Group Details page.
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Importing Admissions Data Transfer (ADT) Files

28 |

An Admissions Data Transfer (ADT) file contains a list of applicants for your
school, together with their relevant known information. These applicants are
children who have named your school as a preference on their School
Application Form. The applicants in an ADT file should be imported into an
applicable admission group and intake combination and then ranked into
orderof preferred acceptance, by applying
admissions criteria.

NOTE: Before proceeding with the import, please ensure that the selected
intake group and admission group combination has been defined for the
correct date of admission.

WARNING: Schools should not enter applicants for Primary and

Secondary intakes manually prior to importing the ADT file, as this would

introduce the risk of creating duplicate applicants. During the ADT and ATF

import process, SIMS matches applicant details based on their Surname
and Forename. Applicants who have been entered manually will not have

been issued with an Application Reference Number (ARN) because these

are generated by the LA. ARNs cannot be entered manually by the school.
Therefore these applic  ants cannot be fully processed because an ARN is
required for inclusion in the ASL file.

your

S
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NOTES: The second issue concerns the applijcant 8s
information that is very useful to the receiving school. The ADT file

contains only the LA num  ber and Establishment number for the school. It
does not include the school name. Most schools importing these files will
generally know only the school name and may not have recorded its LA
number and Establishment number in SIMS. If this is the case, the
information contained in the file cannot be matched against the

information held in SIMS because the LA humber and Establishment
number cannot be associated with the school name. Where this occurs, the
information from the ADT file cannot be imported and will be lost.

For exampl e, a school may be recorded ifn the
with the following information:

School name = St Johns Middle School
The details in the ADT File are recorded in the following format:
<CurrentSchool>

<LA>820</LA>

<Estab>9012</Estab>
</CurrentSchool>
The school name is not present in the ADT file, which means that the
information that the receiving school already holds cannot be matched
against the incoming data held in the ADT file. You are unable to cre ate a
new school record from the details held in the ADT file because the school
name is not available.
It is suggested that you complete the LA number and Establishment
number for all schools that are already recorded in SIMS (via Tools |

Other Schools) before importing the ADT file, paying particular attention
to known feeder and destination schools.

Before proceeding, ensure that you have received an ADT file from your LA
and stored it in an accessible location.
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1. Select Routines | Admission | Import ADT File to display the Import
ADT File wizard.

r P ..—.1
B® Import ADT File Wizard ?Ix

Import ADT File Wizard

This wizard will take you through the process of importing an ADT file from your LA, Before proceeding
wou should hawe an ADT file and have setup an intake and admission group.

< Back Mext » ] [ Cancel

NOTE: The Import ADT File wizard can be resized at any time by clicking
and dragging any edge or corner of the wizard, enabling more information
to be displayed on -screen.

2. Click the Next button to continue.

r P ..—.1
B® Import ADT File Wizard ?Ix

Import ADT File Wizard

Flease select an ADT file and click next.

| | [ Browse
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Click the Browse button to display the Open dialog.

B oo
@ p=condary30ApplicantADTFile, xml
File name: IEngSecondarySMpplicanm% j Open I
Filez of type: IADT Files L j Cancel |
|

Navigate to the location of the stored ADT file, highlight it then click the
Open button to return to the wizard.

Click the Next button to import the ADT file. The contents of the file now
start being imported.

SI MS begins the import by validating the det ai
that are contained in the ADT file.

The house number and house name of an address are held in a single field
of the xml file structure. The combined field is known as the PAON (Primary

Addressable Object Name).

The following screen is displayed only if the ADT file contains addresses with
incorrectly formatted PAON fields and enables you to correct the address
details manually to prevent the system from rejecting the address.

.
Import ADT File Wizard

Import ADT File Wizard

The following PAON are not correctly formatted and require you to specify the correct house number and/or house name prior to
irmport.

Hide Best Guess

Discard | PAON Houise Number House Mame
[T 33bPacntestds

[ < Back ][ Mext ] [ Cancel

The Hide Best Guess check box is selected by default.
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Addresses that can be reconciled without user intervention are not
displayed. The only addresses displayed in the lower section of the page are
those that cannot be resolved automatically. These addresses can be
corrected by clicking either the House Number or House Name field then
entering the correct information manually. Alternatively, address details can
be discarded and therefore not imported by selecting the Discard check box
adjacent to the relevant entry.

If a large number of addresses require correction during import, you should
request a correctly structured ADT file from the LA.

6. After correcting or discarding incorrect addresses, click the Next button to
continue.

The Filter by entry year and group check box is selected by default. This
ensures that only admission groups that have been associated with the
selected intake group are available for selection. Deselecting this check box
enables users to select from a list of all the admission groups that have
been defined, as well as changing the intake group.

a5l Import ADT File Wizard (%[

Import ADT File Wizard

Pick the intake and admission group you wish to import the applicants into and click next to perform the
import.

Intake Group
20122013 - Autumnn Year 7 -

Admission Group

1 Admission Group Admit On Year Group
Autumn Year 7 01/09/2012 Year 7

<Back | [ MNet> | [ Cancel

SIMS checks that the details contained in the ADT file header correspond
with the details of the intake group into which the file is being imported. All
admission groups associated with this intake group are displayed in the
panel at the bottom of the wizard.

7. Highlight the required Admission Group then click the Next button to
continue.

Schools that have started to enter manually de
applications may encounter some duplicate applicants when importing the

ADT file. To reduce the risk of duplicate applicants, SIMS checks the

information in the ADT file against existing applicant details. Any details that

match on surname and forename are displayed.

NOTE: These details re quire investigation to determine whether they are
new applicants or duplicates of existing, manually entered applicants.
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Application Reference Numbers (ARNs) play a key role in the matching of
applications. Applicants who have been entered manually in SIMS are not
issued with an ARN. ARNs are created as part of the LA process and
applicants contained in the ADT file have been given their own unique
number, which is imported into SIMS with the rest of their details. These
applicants are not displayed on this page.

@

ADT Import Wizard E]Er
Import ADT File Wizard

The following applicants within the ADT file have been matched with existing people. If you
believe that the system has matched a person comectly, please indicate which person iz the
carect match. When you have completed this presz nest and the file will be imported.

Mame Reference DOB Gender | Matches | Name DOB

Tony Mullet 935-2010-09-K-0039  09/10/1936 Male [ Tony Mullet  09/10/1956 t
™ Tony Mullst 094101956 +
™~ Mew person

< ?

| < Back || Mest > | | Cancel |

= If any of the applicants displayed on this page of the wizard prove to be
a match for an existing student or applicant, select the Matches check
box adjacent to the correct Name.

= If any of the applicants displayed on this page of the wizard prove to be
a new applicant, select the Matches check box adjacent to the New
person record in the Name column.

Click the Next button to continue.

SIMS also checks for Contact matches, e.g. any applicant in the incoming
ADT file who shares a contact who is already present in the system.

= If any of the contacts listed in the following page of the wizard prove to
be a match for an existing contact, select the Matches check box
adjacent to the correct Name.
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If any of the contacts listed in the following page of the wizard prove to

be a new contact, select the Matches check box adjacent to the New
person record in the Name column.

i,
£ Import ADT File Wizard

Import ADT File Wizard
The following contacts within the ADT file hawve been matched with existing people. f vou believe that the system has matched a
person correctly, please indicate which person is the correct match. When you hawe completed this press next and the file will be
imported.
Title Mame Address Matches | Title Mame Address Rale
ke Peter 'willams  Addilineltest] Addiline2test], Ad I PETER ILLIA 17 Hanbury Road, SWINDOM, i Contact
[v Mew person
i) (] (o]

Click the Print button to print the list of potential matches, if required.

Click the Next button to import the ADT file. A progress bar is displayed.

_
£ Import ADT File Wizard X

Import ADT File Wizard

Yourfile is being imported. Flease wait.
[ EEE
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When the import is complete, the Number of applications in file,
Number of applications processed and Number of new applications
are displayed. The status of the file import is also displayed.

i,
Import ADT File Wizard

Import ADT File Wizard

The results of the impart are shown below.

Murmber of applications in file l:l Mumber of new applications ICI

Murmber of applications processed

The file imported but with warmings.

Application Reference Surname Farename Comments -
Mdd Mia MAa Mo distance from school criterion set up for admizsion policy. This informatic
993-2003-039-K.-002701 Caolling Fhil Unable to impart the current school detail: because the School or LA coulc
993-2003-039-K.-002701 Caolling Fhil In-Care details imported

993-2003-039-K.-002701 Caolling Fhil Contact [K.aren Colling] has Phone Murmber BEES5S within the ADT File, set
999-2003-09-kK-002702 Harper Adrian Contact [Amy Harper) has Phone Nurmber 878787 within the ADT File, zat t
999-2009-09-K.-002702 Harper Adrian Unable to impart the current school detail: because the School or LA coulc
999-2009-09-K-002703 ‘wiilliamz John Unable to impart the current school detail: because the School or LA coulc 3
Qaa 0Na Nd ¥ onna7nd RERHE PN ¥ imm 1 hmmbkdm ke imnmmeb Hem mnermank smlemsd Ambails bmmminm Hem ©mlemmd ;e 1A el

S

(& i) (B e ]

Any applicants who have been imported with warnings or comments can be
viewed in the lower panel. Use the scroll bar to view the Comments field, if
required.

You are advised to Print and/or Save the warnings/comments report. A
printed copy of this report can be returned to the LA with a rejected ADT file
to indicate the errors in the file and why a corrected file is required (if this
proves to be the case). A saved report can be opened using a text editor,
such as Notepad.

10. Click the Finish button to close the wizard.

Late ADT Files

Schools may receive additional ADT files after they have imported the prime
file.

Late files enable the LA to send to schools details of applicants whose
applications to join the school were received after the last closing date for
applications (perhaps because of oversubscription at their first preference
school). Applications received in a late ADT file will be marked as late in the
corresponding application record.

Transferring Admission Group Members

All applications received by a school must be associated with an intake and
admission group. The intake and admission groups define the intended date
of admission and the year group for each individual application.

Occasionally, it may be necessary to associate applications with an
alternative intake and/or admission group. This may be because of
oversubscription to an intake and/or admission group, or because the
application was originally placed in the wrong intake or admission group.
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Select Routines | Admission | Admission Groups | Transfer
Applications to display the Transfer Admission Group Members page.

Transfer Admission Group Members
@ Help |"_JT-| Unpin &2 Cloz:
Members
itz it o exa m n e saﬂnre1e“" v
Admission Group | Autumn v Admizsion Group | Intake v
Mame D ate of Birth Name Date of Bith
Addizon, Millie 28/04/2000 ABBOT, Clarisza 22/06/1933
Benter, Fran 30/08/2000 ABLE. Benjarnin 19/02/1999
Blackmore, Tyson 09/09/1393 Abu-Koash, Frederik 05/08/1339
Erocklehurst, Clint 244121933 ADAIR, Geoffrey 22/03/1333
Browan, Jeriny 30/02/2000 ADAME, Louise 01/10/1398
Clarkson, Anna 184111933 ADDISON, Avie 03/03/1333
Fletcher, Tristan 13/04/2000 ADDISOM, Graham 1740941992
Jenkins, Ruth 12/05/2000 AGATHOCLEOUS, George 24/10/1938
K. AGATHOCLEQUS, Sukvina 0470441993
ima Ahmad, Arfa 3041141938
Mehar, Sabrina Ahmed, Mohan 041141998
Moady, Shaun 27/02/2000 AITKEM, Nigel 01/05/1933
Orton, Alan 01/06/2000 AKHTAR, Amanat 1041141998
Patel, Metran 14/04/2000 AKHTAR, Mina /0141939
Patel, R ajan 25/07/2000 AKHTAR, Rahana 114111938
Saldanha, Lisa 03/071/2000 AKRAM, Amina 120641933
Sama, Sana 104121933 AL AMIN, Ranit 04/01/1933
Simmaons, Colin 28/02/2000 Allcroft, Cathering 214121938
Tailor, Bina 21/02/2000 Allen, Megan 05/04/1333
Tang, Lewis 24/07/2000 ALLISON, Kirstie 15/05/1933
Turner, Rachael 1041041333 AMIS, Denniz 11/04/1333
watking, Shelley 16/02/2000 AMRAM, Shabana 1604419399
‘roung, Ben 01./01/2000 Amran, Cera 1040441338
Zog, Simon 14/02/2000 ANDERSON, Diana 28/06/1933
Andrews, Josh 06/11/1338
Anzell, Richard 0B/05/1933
Antas, Sergei 2440341339
ANZIEND, Roberto 2140641939
Arkle, Robin 23/03/1938
ASHILL, Damien 194121938
ASTLEY, Angela 12/06/1933 !
aticTn s nr 1000

On the left-hand side of the Members panel, select the Intake Group and
Admission Group from which you want to transfer members from the
drop-down lists. Only admission groups that have been associated with the
selected intake group are available for selection.

All the applications that are currently associated with this intake/admission
group combination are displayed in the panel on the left-hand side of the
grid.

On the right-hand side of the Members panel, select the Intake Group
and Admission Group to which you want to transfer members from the
drop-down lists. Only admission groups that have been associated with the
selected intake group are available for selection.

All the applications that are currently associated with this intake/admission
group combination are displayed in the panel on the right-hand side of the
grid. If you have inadvertently selected the same intake/admission group
combination on both sides of the screen, a warning message is displayed in
the Status Bar advising that it is not possible to transfer members.

NOTE: If you would like to kee  p arecord of the original allocations, click
the Print button before continuing.

Highlight the applications you wish to transfer then click the Forward and
Backward buttons to move the applications. Applications can be selected
individually or in multiples by using the Ctrl & Click or Shift & Click.
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5. Click the Save button to save the transferred applications.

Recording Application Criteria, Assigning Applicants to
Priority Groups and Allocating a Rank Position

Some schools choose to create a number of spreadsheets, enter the
applicantdéds details into the spreadsheets and
has been completed, schools should enter the ranking scores against the

applicants in SIMS so that the ASL file is created correctly.

NOTE: Only schools that are oversubscribed, i.e. the total number of
applications is greater than the Planned Admission Number (PAN) for the
intake, need to record application criteria. When the ASL file is created
under this circumstance |, the applicants are ordered by surname and
forename

The following example is of a basic admissions policy that contains three
oversubscription criteria, displayed in priority order:

1. Statemented
2. Catholic Faith
3. Sibling in school

Each of the above criteria are treated as a separate priority group in the ASL

file. To ensure that applicants are allocated
published oversubscription criteria, it is necessary to identify the priority

group of which each applicant is a member.

For each applicant, you must record the priority number of the top most
criterion that the applicant meets within the published set of
oversubscription criteria. For example, if Jon Edwards is Statemented and is
also of the Catholic Faith, he meets the topmost criterion and should
therefore be recorded in priority group 1. If an applicant meets none of the
oversubscription criteria, they do not need to be assigned to a priority
group.
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The following table demonstrates how to allocate an applicant to an

appropriate priority group.
Applicant Name

Jon Edwards

Priority Group

1 Statemented

Rank

Julie Savage

2 Catholic Faith

Joanne Birch

2 Catholic Faith

Josh Hopkins

2 Catholic Faith

Jennifer Williams

3 Sibling in school

Joseph Jacobs

3 Sibling in school

Sally Smith

Once priority groups have been recorded for all applications, you should
then to record a rank position within the groups, where the total number of
applications exceeds the Planned Admission Number (PAN). For example, if
the PAN is 3, then the following applies:

The applicants who fall into priority group 1 do not need to be ranked
because the total number of these applications remains within the PAN.
Applicants who fall into priority groups 2 and 3 must be ranked because the
total number of these applications in addition to those in priority group 1
collectively exceed the PAN.

Applicant Name Priority Group Rank
Jon Edwards 1 Statemented

Julie Savage 2 Catholic Faith 1
Joanne Birch 2 Catholic Faith 2
Josh Hopkins 2 Catholic Faith 3
Jennifer Williams 3 Sibling in school 1
Joseph Jacobs 3 Sibling in school 2
Sally Smith

Each priority group needs to be ranked separately to indicate which of the
applicants within each group are most likely to be offered a place at your
school. To calculate a rank position for each applicant, a tie-break criterion
must be applied. For example, if the tie-break criterion is specified as
Distance to school , the applicant who lives nearest to your school
premises is given a rank position of 1, the second nearest is given a rank
position of 2, and so on.
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It is necessary to record a rank position only for applicants to a priority
group where the total number of applicants has exceeded the PAN for the
intake.

ASL Data Entry

1. Select Routines | Admission | ASL Data Entry to display the Find
Intake Group browser.

* Find Intake Group
|:| Mew ﬁ Search Open SL:’\ Delete (=) Print @ Next ﬁ Frevious @ Help 32 Cl

Name | | Adriszion Season | cany> w | Statuz |Active -
Admission ear <Ay w | TearGroup <Ay w EI

Mame Admizzion 'ear Admizzion Season “Year Group Planned Admission Staluzs

2009 - Autumn Year 7 2008/2m0 Avtumn Year 7 250 Antive
2003/2010 - Autumn Year 8 2003/2m0 Avttumn Year & 10 Aclive
2010/2011 - Autumn Year 7 2010/2m1 Avtumn Year 7 250 Aclive
2010/2011 - Integrated Year 7 200s2011 Integrated ear 7 100 Active
201042011 -Year 7 20o/2m1 Auturin Year 7 100 Active
201142012 - Auturan Year 7 2011/2mz2 Auturnn Year 7 250 Active

2. Search for then select the required intake group to display the Basic ASL
Entry for Intake page.

Schools that have defined an admissions policy with multiple bands can
allocate applicants to the appropriate admission band manually.

Basic ASL Entry for Intake - qua In I]I ,e;.sc#r’.«e e n
=1 Print
1 Results
1 Resulis
Band |BandB + | | Choose Members ] [ FreviewASL | iew Application Detailz [
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a. Select the Band to which you want to allocate the first group of applicants
from the drop-down list then click the Choose Members button to display
the Edit Band Members dialog.

=

ss Edit Band Members @@

Choose Band Members

Choosge who pou want to be in thiz band

Late | Forename Surname L.. | Faorename Surname
Syndia Chengaho... Geoff Smith
Freya Jackszon Adrian Harper
will Aaml Kim “wilde
Phil Callins
John “williarnz
Fred Stone

[l Add new members to priorty group Sibling at Schoal v

Sibling at Schoal

Cancel

As well as assigning applicants to this band, you can optionally assign
them to a priority group at the same time. To achieve this, select the
Add new members to priority group check box then select the
required priority group from the drop-down list. The priority groups
available are those associated with the admissions policy to which the
intake group is attached.

In this example, Geoff Smith, Adrian Harper and Kim Wilde are going to
be assigned to Band B and priority group Sibling at School.

b. With the Add new members to priority group check box selected, select
Sibling at School from the drop-down list.

NOTE: If you do not wish to add an applicant to a priority group at the
same time as adding them to an admission band, ensure that the
check box remains  deselected.

c. Highlight Geoff Smith, Adrian Harper and Kim Wilde (the applicants you wish
to allocate to Band B and the Sibling at School priority group) in the panel
on the left-hand side of the page.

d. Click the Add button to display their names in the panel on the right-hand
side of the page.
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NOTE: Incorrectly allocated applicants can be removed from the band
(and the priority group) by highlighting their name(s) then clicking the
Remove button.

To assign another group of applicants to a different priority group (e.g.
Distance to School), you must first click the OK button to return to the
Basic ASL Entry for Intake, click the Choose Members button again,
select a different priority group then select the required applicants.

IMPORTANT NOTE: If you change the priority group, select another
group of applicants then click the Add button in the same dialog

session (i.e. without re-openingthe Edit Band Members dialog, all
applicants added to the band in this dialog session will be assigned to

the most recently se lected priority group (e.qg. Distance to School).

To assign another group of applicants to a different admission band, click
the OK button to return to the Basic ASL Entry for Intake page, select a
different Band from the drop-down list, click the Choose Members button
then repeat steps a to d.

When all of the allocations have been made, click the OK button to return to
the Basic ASL Entry for Intake page.

NOTE: Schools using multiple bands must remember that applicants can

be allocated to more than one band . For example, schools with a Musical
Ability band with a 10% intake, and a mainstream band for the remaining

90% intake, may find that applicants apply for both a music place and a
standard place.
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If you have a single band in an admissions policy, it is not possible to use
the Edit Band Members dialog to allocate applicants to priority groups.
Instead, you should use the Basic ASL Entry for Intake page. Schools
with multiple bands in an admission can also use this page, either to
allocate all of their applicants to priority groups or to make ad-hoc changes
to allocations made using the Edit Band Members dialog.

example screen

Basic ASL Entry forIntake - .UA ite] fear 7

E Save ‘jf' Undo = Print

1 Results

1 Resulls
Band |BandB ~ | | Choose Members ] [ Fresview ASL ] Wiew Application Details [
Late  Surname Forename Pricrity Group Rank
Chengahorwe-Soman Sundia 1 - Sibling at Schaoal 0
Harper Adrian 2-CafE 1]
Smith Geoff 1 - Sibling at 5chool 0
wilde Kim Unaszigned 0
Aami “will 2-CofE 1]
Jackson Freya 1 - Sibling at 5chool 0
Williams John 2-CofE 1]
Collinz Fhil Unazzigned 1]
Stone Fred 1 - Sibling at School |+ 0
1 - Sibling at School
2-CofE
Unassigned

b

a. Click into the Priority Group column adjacent to the first applicant to
display a list of criteria that have been specified in the admissions policy to
which the intake group is attached.

b. Select the top most criterion that the applicant meets.

c. Continue to enter values for each applicant until they have all been assigned
to a priority group.

NOTES: You may find it more convenient to enter the number of the
priority group rather that select the priority group from the drop -down
list for each applicant.

The details of the applicantés criterlia and
can be saved at any time by clicking the Save button.
3. Toviewasummaryofan applicantés application details

in the Results panel then select the View Application Details check box
to display the Application Details page.

The information displayed for each applicant includes their reason for
application, siblings at the school and the distance from their home address
to the school.
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4. Click the Preview ASL button to order the list of applicants in accordance
with the criterion they meet.

BasicASL Entiy for Intake- 201 13)(3 mlllejsg.re e"

ESave ";‘j:\.'Undo =1 Print

1 Results

1 Resuliz

Band |BandB * | | Choose Members ] [ Preview ASL ] Wiew Application Detail: [

Late  Surname Forename Pricrity Group Rank
Chengahonwe-Somoo Sundia 1 - Sibling at 5choal 1}
Jackson Freya 1 - Sibling at School 0
Sraith Geoff 1 - Sibling at 5chaool i}
Stone Fred 1 - Sibling at 5chool 0
Aaml Will 2-CofE 0
Harper Adrian 2-CofE 0
illiamns John 2-CofE 0
Collinz Fhil Unazzigned 1]
wilde Kim Unassigned 0

5. For applicants who exceed the PAN, enter a Rank.

6. When all applicants have been given a value for each criterion, click the
Save button.

NOTE: There must be at least one ranked group in the ASL file for it to be
valid.

Any applicants who have been ranked and are outside the PAN are displayed
beneath the green line labelled pan. Applicants who fall outside the
Number to Rank threshold are displayed below the blue line labelled ntr.
These lines identify clearly any applicants who have not been ranked highly
enough to attain a place in this intake group.

7. At any point during this process, the application criteria entered for the
applicants can be printed by clicking the Print button on the Basic ASL
Entry for Intake page to display the Run a Screen Based Report dialog
(please see Printing the Application Cri  teria for Applicants  on page 43).

Printing the Application Criteria for Applicants

The Run a Screen Based Report dialog enables you to select the layout
and output options for the selected report and is displayed when you click
the Print button on the Basic ASL Entry for Intake page.

The Use a predefined layout and Output to a web browser options are
selected by default.

1. Specify the preferred layout option by selecting the appropriate radio
button.

= Use a predefined layout

The ASL Data Entry layout is selected automatically and cannot be
edited.
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Supply your own layout

This option is available for schools that prefer a report layout that is
different to the default layout available in SIMS. Before selecting this
option, an .XSL file (recommended for the production of a printed
output from .XML) must have been created.

Click the Browse button to display the Select a layout file dialog,
navigate to the required location, highlight the required .XSL file then
click the Open button to return to the Run a Screen Based Report
dialog. Alternatively, enter the path and filename manually.

=

s Run a Screen Based Report @@

Layout Oplions
() Use a predefined layaut

(%) Supply your own layout C:ASIMS Report D esignz\Report_Layout |B

() Output raw XML

Output O plions
(%) Output ta a web browser

() Output to a file

Ok ] [ Cancel

Output raw XML

This option outputs raw .XMLdata, which is stored in the SIMS
database. This can then be imported into another application, e.g.

Microsoft® Excel , and formatted to your school 6s
r"“s Run a Screen Based Report @g|
Layout Oplions

() Use a predefined layaut
() Supply your own layout
(%) Output raw XML

Output O plions
() Output ta a web browser

(%) Output to a file C:ASIMS Report Designs\Hepolt_Layout.me| [:]

Ok H Cancel ]
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2. Specify the preferred output option by selecting the appropriate radio
button.

=  Output to a web browser

The default option produces a report in HTML format and displays it in
your default web browser.

v

s Run a Screen Based Report EJE|

Layout Oplions
() Use a predefined layout

(%) Supply your own layout C:ASIMS Report D esignz\Report_Layout. sl | E

() Dutput raw <ML

Output O plions
(%) Dutput to a web browser

() Dutput ta a file

Ok ] [ Cancel

= Output to a file

This option produces a report in .XMLformat to the location specified.
Enter the location where you want to save the .XMLfile.

Alternatively, click the Browser button to display the Save As dialog.
Navigate to the required location and enter a File name. Click the
Save button to return to the Run a Screen Based Report dialog.

=

- aa
54 Run a Screen Based Report @E|

Layout Opbons
() Use a predefined layout 451 Data Entry

() Supply your own layout
() Dutput raw =ML

Output Opbons
() Dutput to a web browser

(3) Dutput ta a file C:ASIMS Report Designs'\Heport_Layout.me|E]

Ok ] [ Cancel ]

3. Click the OK button to produce the report.
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Exporting ASL Files

3.

46 |

Following the entry of priority group and rank, you must produce a number
of Admissions School List (ASL) export files for return to your LA Support
Team. One file is created for each admissions band and contain a list of
ranked applicants. From these lists, your LA can finalise the pupil/student
intake.

ASL export files are created in .XMLformat and should not be confused with
CTF export files, although they look very similar. ASL export files can be

distinguished by the letters ASL in the middle of the filename string, e.g.
8204321 _ASL_820LLLL_08001.XML.

The first seven digits of the filename string represent the source code and
are a composite of your LA code and your individual establishment number.
The letters identify the file as an ASL export file (a CTF export file would
state CTF here instead). The next three digits are a repeat of the LA
destination code followed by four Ls, which indicate that the file is intended
for use by this LA only. The final five digits incorporate the year of entry and
a unique serial number for this file. The serial humber of the file increments
as subsequent files are created.

NOTE: Before commencing the Export ASL File process, you are strongly
advised to set up a folder in which to store all the ASL export files. SIMS
does not remember the location of previously saved AS L export files.
Having a folder specifically for the storage of these files enables them to be
located easily before submitting them to your LA Support Team.

Select Routines | Admission | Export ASL File to display the Export ASL
wizard.

Click the Next button to continue.

atl Export ASL Wizard L2 o
Export ASL File

Pick the intake group you wish to export the ASL file from.

2012/2013 - Autumn Year 7 -

[ <Back |[ Next> | [ Concel ]

Select the required intake group from the drop-down list. This determines
the intake group and admission group combination that will be used to
create the ASL file.
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NOTE: If the number of applicants contained in the ADT file is less than the
PAN, an ASL file ranked on surname/forename is produced.

Depending on the intake group selected, a list of associated admission
groups may be available.

Highlight the required Admission Group then click the Next button to
continue.

Click the Browse button to display the Browse For Folder dialog.

Browse For Folder

2-3) sims ~
{C5) ADT Files

1) Attend
E] Documentation
I3 Exams
{C5) ManifestFiles
151 OPTIONS
I3 Setups
1050 SMOvA
{C5) SGL Server Management Studio Expre:
[T Swstem. Sav
< | ¥

|£

[ Make New Folder ] [ OK ] [ Cancel ]

Navigate to the location of the folder created for the storage of ASL export
files then click the OK button.

Click the Next button to continue to create the ASL export file.

Export ASL Wizard e |
Export ASL File

The ASL export has completed successfully and the results saved
ta the fallowing files:

| |C:\Program FileshSIMSSASLFilesh
| [3027111_ASL_302LLLL_10001. <ml

| < Back || Finish I | Cancel |

Once the file has been created, click the Finish button to close the wizard.

The ASL file(s) created can be located in the storage folder specified during
the import and sent to your LA.
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Deleting an Application.....cccveciiiiiiiiss i irs e e e e r e n s 63
Running the Projected Student Numbers Report ......cccviivivnninnnns 64

Importing an Admissions Transfer File (ATF)

In March, schools receive an Admissions Transfer File (ATF) from their LA.
This file contains the names of applicants who have been offered a place at
your school for the following September, together with additional basic
applicant information. Once the ATF file has been imported into SIMS and
applicants have been accepted, the curriculum planning process can be
started.

NOTES: Before proceeding, please ensure that you have received an ATF
file from the LA and that it is stored in an accessible location.

An intake group and admission group combi nation must also have been
defined, into which applicants can be imported.
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1. Select Routines | Admission | Import ATF File to display the Import
ATF File wizard.

' Import ATF File Wizard ?x)

Import ATF File Wizard

Thiz wizard will take you through the process of importing an ATF
file fram vour L&, Before proceeding you should have an ATF file
and have setup an intake and admission group.

| < Back || Mext > | | Cancel

2. Click the Next button to continue.
3. Click the Browse button to display the Open dialog.

4. Navigate to the location of the stored ATF file, highlight the ATF file then
click the Open button.

?X
Import ATF File Wizard

Flease select an ATF file and click nest.

|C:\Program FilezhSIMSASIMS  neth381 LLLL_ATF_88| Browse

< Back || Mext » | | Cancel
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5. Click the Next button to validate applicant addresses in the ATF file.

Import ATF File Wizard

The following PAOM are not corectly formatted and require you to specify the corect housze
number and/or hause name prior ta import.

Hide Best Guess |

Dis | PO | Housze Number | House Name |
v 2 Alpha-House 2 Alpha- Houze

| < Back || Mest > | | Cancel |

The House Number and House Name of an address are held in a single
field of the XML file structure. This field is called a PAON (Primary
Addressable Object Name).

This page is displayed only if the ATF file contains addresses with incorrectly
formatted PAON fields and enables you to correct the address details to
prevent the system from rejecting the address.

The Hide Best Guess check box is selected by default.

Addresses that can be reconciled without user intervention are not
displayed. The only addresses displayed in the lower section of the page are
those that cannot be resolved automatically. These addresses can be
corrected by clicking either the House Number or House Name field then
entering the correct information manually. Alternatively, address details can
be discarded and therefore not imported by selecting the Discard check box
adjacent to the relevant entry.

If a large number of addresses require correction during import, you should
request a correctly structured ATF file from the LA.

6. After correcting or discarding incorrect addresses, click the Next button to
continue.
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7.

Select the required Intake Group from the drop-down list.

Import ATF File Wizard

Import ATF File Wizard

B011/2012 - Integr

applicants into and click next to perform the gacl

Pick the intake and admission group you wis_h Lz @eoort the
Intake Group \ %\

2

Admit On

| “rear Group |

01/0942

Admission Groge
¥ { A AN\
'y %\ AN\ Y

011 Year 7

< Back

Mext > Cancel

SIMS checks that the details contained in the ATF file header correspond
with the details of the intake group into which the file is being imported. All
admission groups associated with this intake group are displayed in the

panel at the bottom of the wizard.

Highlight the required Admission Group then click the Next button to
import the ATF file. A progress bar is displayed.

Schools that have

started

to enter manually

applicants may encounter some duplicate applicants when importing the ATF
file. To reduce the risk of duplicate applicants, SIMS checks the information
in the ATF file against existing applicant details. Any details that match
based on surname and forename are displayed.

NOTE: These details require investigation to determine whether they are
new applicants or duplicates of existing, manually entered applications.

Application Reference Numbers (ARNs) play a key role in the matching of
applications. Applicants who have been entered manually in SIMS are not
issued with an ARN. ARNs are created as part of the LA process and
applicants contained in the ATF file have been given their own unique
number, which is imported into SIMS with the rest of their details. These
applicants are not displayed on this page.

= If an applicant in the ATF file is a match for an existing applicant, select
the Update Application check box. This updates the existing

application and

adds t he

applicantds ARN

= If an applicant in the ATF file is a match for an existing applicant in
SIMS, where their application was originally from another admissions
year or they are currently an existing student in the Nursery year, select
the New Application check box. For example, an applicant applied to
join the school for the Nursery year in Sept 2010 but their application
was unsuccessful, so they have now applied to join the Reception year
in Sept 2011. These applicants are created as new applications.

t

t

(0]

h
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= If an applicant in the ATF file is a completely new applicant and is not
the same as the individual found by SIMS, select the New person
check box to create a new person and a new application.

import ATFFlewzard 20
Import ATF File Wizard
The following applicants within the ATF file have been matched with existing people. If pou
believe that the system has matched a person corectly, please indicate which person is the
corect match, “When you have completed this press next and the file will be imported.
Mame | Reference | DOB | Gender | M atches |Acti0n | I
Fiona Teale 9939-2010-10-k-0606  10/06/1996 Female [} Update Application  F
- Mew Application F
Icd Mew person
Sarah Teale 999-2010-10-k-0606  10/06/1996 Female v Mew Application 5
r Mew person
4| | >
| < Back | | Mest > I | Cancel |

View all the fields in the panel using the scroll bar to move backwards and
forwards across the page.

Click the Next button to continue.

SIMS also checks for Contact matches, e.g. any applicant in the incoming
ATF file who shares a contact who is already present in the system.

= If any of the contacts listed in the following page of the wizard prove to
be a match for an existing contact, select the Matches check box
adjacent to the correct Name.

= If any of the contacts listed in the following page of the wizard prove to
be a new contact, select the Matches check box adjacent to the New
person record in the Name column.

Import ATFE File Wizard

Import ATF File Wizard
The following contacts within the ATF file have been matched with existing people. If you
believe that the system has matched a person comectly, please indicate which person is the
corect match, "When you have completed this press next and the file will be imported.
Mame Title Address Matches | Title Mame Address
Michael Pieterso Misz Unknown v kr Michael Fieterso
] Mew person
£ >
< Back | | Mext > | | LCancel
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10. Once you have dealt with each contact, click the Next button to continue.

Import ATF File Wizard g |
Import ATF File Wizard
“our file iz being imported. Pleaze wait,
[ [T T
| < Back | | Mexst > | | Cancel |

When the import is complete, the Number of applications in file, the
Number of applications processed and the Number of new
applications are displayed.

Import ATF File Wizard

The rezultz of the import are shown below.

MHumber of applications in file Mumber of new applications EI
MHumber of applications processed

Unable toimport the file due to critical erars.

Application Reference | Surname | Forename - ESave
A MR MAA &
993-2010-10-F 080618 Teale Pauline £ Print
993-201 0-10-F-080619 Teale Sarah
993-2010-10-F-080619 Teale Sarah
933-201 0-10-k-0B0E1E Teale Pauline
933-201 0-10-k-0B0E1E Teale Pauline
933-201 0-10-K-0B0E13 Teale Sarah -
933-201 0-10-K-0B0E1E Teale Pauline
993-2010-10-K-0B0E15 Teale Sarah W
« I _’|J
‘ < Back | | Finish | ‘ Cancel ‘

Applicants are imported with a status of Offered and their details can be
viewed and updated via Focus | Admission | Application. Warnings or
errors in the ATF import are listed, as shown in the previous graphic.

It is possible to Save or Print these details by clicking the appropriate
button on the right-hand side of the page.
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To save the details of the ATF import, click the Save button to display
the Save As dialog.

-

-
Save As @
Savein |_)SIMS et j £ B
- | I AMPA
uﬁﬁ |- Template
My Fecent
Documents
€
Desktop
My Documents
Iy Computer
<«
by Metwark, File name: | - Save |
Flaces
Save ag type: |Log Files j Cancel

Navigate to or create a local folder in an appropriate location, enter a
File name then click the Save button.

IMPORTANT NOTE: As the log file may contain confidential
information about the applicants, give careful consideration to where

you store these files.

To print the details of the ATF import, click the Print button to display
the Run a Screen Based Report dialog.

=

5 Run a Screen Based Report

Layout Oplions

" Dutput raw

Dutput Opbons

v |lse a predefined layout

" Supply your own lapout

HML

+ Dutput to a web browser

" Dutput to a file

|D efault report

Ok

Cancel

Select the Output to a web browser check box then click the OK
button to display the report in your web browser. The report can be

printed by clicking the Print button.
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Additional information about the applicants can be obtained by

producing individual Data Collection Sheets and sending them to the
applicant ds
Sheets can be produced via Reports | Run | Focus | Application or
individually by clicking the Reports hyperlink in the Links panel.

parent/ guardi ans

11. Click the Finish button to close the wizard.

Finalising Offers for Sixth Form Intakes

56 |

2.

for

compl eti on

The Finalise Offers page should be used for Sixth Form intakes to make
offers to its applicants.

Select Routines | Admission | Finalise Offers to display the Find Intake
Group browser.

w Find Intake Group

Narme |

Admizzion ‘'ear <Ay

Marne

2003 - Autumn Year 7
200342010 - Auturan Year 8
201042011 - Auturan Year 7
2010/2011 - Integrated Year
20M0/2011 -Year 7
2011/2012 - Autumn Year 7

a0i1/2mz

| Adrizzion Season

ealll g
A 11 i<
j i
i fLmh
1 U Iftegrated
20107z

=

Avtumn
Avttumn

D Mew B Search Open $€ Delete (=) Print G Next ﬁ Previous

Lhny>

| Status Active

vl ]

@ Help ¢ Cl

“

Planned Adrission

250
10

250
100
100
250

Status
Aclive
Active
Active
Active
Antive
Aclive

Search for the required intake group, highlight it then click the Open button

to display the Finalise Offers page.

e umexa m I] I es c ool
(=1 Print @ Help U
1 Summary 2 Applications
1 Summary
Planned Adrissicn 180 Offered
Tatal Applicants 173 Accepted l:l
Admitted 161
Rejected P ]
2 Applications
Late Mame Gender Doe App. Status Applied Offered Rejected
» Allen, Pallp Female 29/04/2000 withdrawal
Byrne, Edith Female 03/02/2000 withdrawal
Canring, Sinead Female 25/03/2000 withdrawal
Carlos, Felipe ale 03/05/2000 withdrawal
Carter, Caitlin Female 1540941939 “ithdrawal
Carter, Hary ale 2140941993 Qffered 's
Chan, vuri Male 02/08/2000 Offered '
Chengahonwe-Soman, Female 05/06/2000 Offered 's
Jackson, Freya Female 30407/2000 Offered '

The Summary panel displays the current statistical information relating to
the selected intake group.
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= Planned Admission i indicates the original humber of applications
intended for this group (the PAN).

= Total Applicants i indicates the number of applications that have
already been received and provisionally assigned to this intake group.

= Applied i indicates the number of applicants who have already applied
for a place in this intake group.

= Offered i indicates the total number of places within this intake group
that have already been offered to applicants.

= Accepted i indicates the number of applicants who have accepted their
offered place.

=  Withdrawn i indicates the humber of applications that have been
withdrawn from this intake group.

= Admitted i indicates the number of applicants who have already been
admitted from this intake group.

= Rejected i indicates the number of applicants who have been rejected
from this intake group.

The Applications panel displays the applications, together with the
applicant Name, Gender, DOB and their current Application Status.

Work through the list of applications, offering places and rejecting applicants
where appropriate. The figures in the Offered and Rejected fields in the
Summary panel are updated each time the information is saved.

The coloured markers on the far left-hand side of the grid signify the
following for each application.

Green - that the applicant will be offered a place
Orange - that the applicant could possibly be offered a place
Red - that the applicant will not be offered a place.

Primary and Secondary intakes should be finalised using the Export ASL
File routine (via Routines | Admission | Export ASL File) and then
importing an ATF file to set the application status to offered.

Click the Save button to save the allocations.

Click the Print button to print the allocations.
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Accepting and Declining Applicants

When an acceptance notice is received from an applicant to whom you have
offered a place, the application status should be updated. Only applications
with a status of Accepted or Admitted are available when planning
registers and detailed timetables.

1. Select Routines | Admission | Accept Applications to display the Find
Intake Group browser.

* Find Intake Group

D MNew H Search Open 3\? Delete (=1 Print G MNext @ Help %2 Close
Mame | ‘ Admission Season  [ehnys "~ Statuz |Active v
Admission rear Shnye " “r'ear Group <Ay v l:l
Mame Admission Year Admission Seazon Year Group Planned Admizsion Status
2005 - Autumn - 7 2005/2008 Auturnn Year 7 1E0 Aictive
2003 - Autumn “rear 7 2003/2010 Auturnn Year 7 260 Active
2003/2010 - Auturnn ear 8 2003/2010 Auturnn Year 8 10 Aictive
201042017 - Auturan Year 7 201042011 Auturn Year 7 250 Active
20102011 - Integrated Year 7 20102011 Integrated YVear 7 100 Aclive
201042011 -Year 7 201042011 Autumn Year 7 100 Aictive
CCS Intake 2010/2011 201042011 Auturnn Year 7 1E0 Aitive
CCS Intake 2011/2012 201142012 Auturnn Year 7 1E0 Aitive

2. Search for the required intake group, highlight it then click the Open button
to display the Accept/Decline Applications page.

Accept/Decline Applications - ZIBXa m u I e‘ sc re e I | |
Il_—"l Save | " Undo (= Print Q Links = @ Help 2 Unpin 9
1 Summary 2 Applications
1 Summary
Planned Admizsion Accepted
Total Applicants ‘withdrawn D
Offered Advited [0 ]
2 Applications
Current Application Status Offered LY
Mame Gender DOE Application Stat..  Offered Accepted ‘Withdrawal ‘Withdrawal B.. Destination Scha..
4 Brocklehurst Elmt" Male" 24121 SEIS" Wlthdrawal|_| " v " Distance[ _Faifields Secan.
Bracklehurst Clint ale 2441241999 Aecepted v
Browun Jenny Female 3040342000 Accepted _ 4
Brown Jenry Fernale 3040342000 Accepted _ v
Dlatkson fna|  Female 18/11/1393 Aecepted [ v
latkson Anna|  Female 18/11/1399 Accepted [ v
Jenkinz Futh Female 12405/2000 Accepted v
Jenking Ruth|  Female 12/05/2000 Aecepted [ v

The Summary panel displays the current statistical information relating to
the selected intake group.

= Planned Admission i indicates the original number of applications
intended for this group (the PAN).

= Total Applicants i indicates the number of applications that have
already been received and provisionally assigned to this intake group.
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= Applied i indicates the number of applicants who have already applied
for a place in this intake group.

= Offered i indicates the total number of places within this intake group
that have already been offered to applicants.

= Accepted i indicates the number of applicants who have accepted their
offered place.

= Withdrawn i indicates the number of applications that have been
withdrawn from this intake group.

= Rejected i indicates the number of applicants who have been rejected
from this intake group.

= Admitted i indicates the number of applicants who have already been
admitted from this intake group.

Clicking the chevron button minimises the Summary panel, enabling more
space on the screen for the Applications grid.

The Applications panel enables you to change the Current Application
Status of the applications displayed in the grid. Select the required status
from the drop-down list to change the selection of applications displayed.

The grid displays the applications, together with the applicant Name,
Gender, DOB and their current Application Status. It is possible to
change the order in which the applicants are displayed in the grid by clicking
any of the four column headings.

There are five additional columns, Offered, Accepted, Withdrawal,
Withdrawal Reason and Destination School. The last two columns are
available only if the Record Withdrawal Information check box is
selected on the Setup Details page (via Tools | Admissions | Defaults).

Work through the list of applications, marking each applicant appropriately
by clicking the relevant cell.

Any changes made t oCuasrent®@Application Status are
updated only when you click the Save button. The figures in the Summary
panel are updated each time the information is saved. SIMS validates that
the total number of applicants who have been accepted or admitted from
this intake group does not exceed the planned admission number (PAN) for
the intake group.

Click the Save button to save the changes.
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Withdrawing Applications

In addition to the following process, it is also possible to withdraw applicants
individually via the application record (Focus | Admission | Application).

1. Select Routines | Admission | Accept Applications to display the Find
Intake Group browser.

* Find Intake Group
|:| Mew ﬁ Search Open ?? Delete (=) Print @ Next ﬁ Previous @ Help Sﬁz Cl

Name | | Admiszion Season | <anyy w | Statuz |Active -
Admission Tear <Ay w | Tear Group <y v EI

Mame Admizzion 'ear Admizzion Season “Year Group Planned Admission Staluzs

2009 - Autumn Year 7 2008/2m0 Avtumn Year 7 250 Antive
2003/2010 - Autumn Year 8 2003/2m0 Avttumn Year & 10 Aclive
2010/2011 - Autumn Year 7 2010/2m1 Avtumn Year 7 250 Aclive
2010/2011 - Integrated Year 7 200s2011 Integrated ear 7 100 Active
201042011 -Year 7 20o/2m1 Auturin Year 7 100 Active
201142012 - Auturan Year 7 2011/2mz2 Auturnn Year 7 250 Active

2. Search for the required intake group, highlight it then click the Open button

to display the Accept/Decline Applications page.

Accept/Decline Applications - 2011 /2012 - Integrated Year 7
E‘SGVE ‘:':}‘Undu (=1 Print ‘El Links - @Help @Unpin S:
1 Summary 2 Applications
1 Summary
Flanned Admizzion Accepted
Total Applicants Withdrawn
Dffered O] Adritied L ]
2 Applications
Current Application Status Applied »
Name Gender DoB Application Stat.  Offered Accepted ‘withdrawal ‘withdrawal .. Destination Scho...
» Brocklshurst, Clint Male| 24121909 appled [N | | f f
Brocklshurst, Ciint Male 24/12/1339 withchawal [ v Distance | Faifields Secon.
Brown, Jenny Female 3040342000 ‘withdrawal _ v Distance | Fairfiglds 5econ..

All the applicants who have been allocated to this intake group are displayed
in the Applications panel.

3.  Work through the list of applications, offering places and rejecting applicants
where appropriate. The figures in the Summary panel are updated each
time the information is saved.

4. For each applicant who is marked as withdrawn, a Withdrawal Reason
should be selected from the drop-down list to indicate why the applicant will
not be attending your school.
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5. Click the Destination School cell then click the Browse button to display
the Schools Browse dialog.

=

s*= Schools Browse

b Schools Browse

D Mew H Search

Mame |

School Head Teacher School Address b’
Abbots Repton Primary Cambs 0480 957654, Abbots Repton, United K
Castle Lower 333 Rock Garden, United Kingdarm

Castle Street Junior School Castle Street, Shorthand, Parkshire, 5115 6PP,
Cedars Middle School Sutton Road, EAST TOWMN, 512 BED. United k
England

Fairfields Secondary School 200 Pool Road, Uppercrust, 5116 3aH, United
Frankwel School 44 Frankwell, East Town, 513 8JU. United King
Gireen Abbey School Adrian Blacker M ain Office, Monkmoor Road, Bedford, Bedfon
Green Dale Primary School

Greenacres Primary School Battlefield Road, EAST TOWH, 511 44E, Unite
Harbour Yiew Primary

Hillz Lower School Bedford, United Kingdom

King George Middle School Chapel Street, Underbond, Parkzhire, 5118 BAE
Longacres Primary School -
< ¥

()8 ] [ Cancel

(1) PRecords found: 40

6. Enter the required school Name then click the Search button to display a
list of schools that match the search criteria entered.

7. Highlight the required school then click the OK button to return to the
Accept/Decline Applications page.

8. Click the Save button to save the changes.

Admitting Applications

It is possible to admit applicants only when a place has been offered and the
place has been accepted. Applicants should be admitted only when you are
certain that they will be attending your school.

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

w Find Intake Group

D Mew H Search Open ?:’\ Delete (=] Print @ Next ﬁ Frevious @ Help % Cl
Name | | Adriszion Season | canyy w Status |Active w
Admizzion Tear <y w “Vear Group <Ay vy EI

Marne Admission Year Adrizsion Season “Year Group Planned Admission Status

2009 - dutumn Year 7 2009#2010 Avtumn Year 7 250 Antive
200342010 - Autumn Year E Avtumn Year & 10 Antive
2010728 Avttumn Year 7 250 Aclive
2U1U/ \ h Integrated rear 7 100 Active

20 D.-" 2m DEZDH Auturin Year 7 100 Active
20113’4_”4 »’-\utumn Year 7 2011/2mz Auturnn Year 7 250 Active

2. Enter all or part of the intake group Name or select the appropriate options
from the drop-down lists then click the Search button to display all intake
groups that match the search criteria entered. Alternatively, click the
Search button without entering or selecting search criteria to display all
intake groups.
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Highlight the required intake group then click the Open button to display
the Admit Applicant Detail page.

The Summary panel displays the current statistical information relating to
the selected intake group.

= Total Applicants i indicates the number of applications that have
already been received and provisionally assigned to this intake group.

= Planned Admission i indicates the original number of applications
intended for this group (the PAN).

= Applied i indicates the number of applicants who have already applied
for a place in this intake group.

= Offered i indicates the total number of places within this intake group
that have already been offered to applicants.

= Accepted i indicates the number of applicants who have accepted their
offered place.

=  Withdrawn i indicates the humber of applications that have been
withdrawn from this intake group.

= Rejected i indicates the number of applicants who have been rejected
from this intake group.

= Admitted i indicates the number of applicants who have already been
admitted from this intake group.

Clicking the chevron button minimises the Summary panel, enabling more
space on the screen for the Applications grid.

The Applications panel enables you to change the Application Status of
the applications displayed in the grid. Select the required status from the
drop-down list to change the selection of applications displayed.

The grid displays the applications, together with the applicant Name,
Gender, Date Of Birth, Date of Admission, Enrolment Status, their
current Application Status and their UPN.

The Assign UPN column can be edited. If an applicant does not have an
existing UPN, click this cell, select the appropriate action from the drop-
down list then click the Save button. Alternatively, click the Assign
Permanent UPN button to assign UPNs to all the applicants in the grid.
Permanent UPNs are issued to applicants only when it is believed that they
have never been allocated a UPN, or to replace a temporary UPN.

There are several additional columns, including Admitted, Withdrawal,
Withdrawal Reason and Destination School. The last two columns are
available only if the Record Withdrawal Information check box is
selected on the Setup Details page (via Tools | Admissions | Defaults).

Work through the list of applications, marking each applicant appropriately
by clicking the relevant cell. Clicking the Admit All button selects the
Admitted cell for each applicant in the Applications grid.
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Any changes to an a pApplication Status are updatedt
when the record is saved. The figures in the Summary panel are updated
each time the information is saved.

4. Click the Save button to save the details and update the information in the
Summary panel.

Re-admitting Pupil/Students

It is sometimes necessary to re-admit pupil/students because they have
left, they have joined the school mid-term or they have disappeared from
view because their Date of Admission was a date in the future.

1. Select Focus | Pupil (or Student) Details to display the Find Student
browser.

2. Click the New button to display the Add Pupil (or Student) page. Enter
any known details of the required pupil/student in the Basic Details panel
to facilitate the search.

3. Click the Continue button to display the Matched People panel, which
displays all the people who match the search criteria entered.

4. Highlight the required pupil/student then click the Open button to display
the following warning message.

The selected pupil/student is a Leaver, do you want to re-admit the
pupil/student?

5. Click the Yes button if you are certain that this is the pupil/student who
shouldbere-admi tted to display the pupiPupil{dorudent 6s
Student) Details page.

6. Click the Save button to highlight the mandatory fields that must be
completed before you can save the details. These include the Registration
Group, Year Group, Year Taught In, Enrolment Status and Admission
Date fields.

7. Click the Save button when all the required information has been entered.

Deleting an Application

Schools may require the ability to delete one or more applications for a
number of reasons.

= An application may have been entered in error.

=  Applicants may have been offered a place but decided not to attend your
school. Maintained schools may want to delete these applications in late
September once it is clear that these applicants are not going to arrive at
your school.
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An Own Admissions Authority school may find that they have been named
on the School Application Form by more parents than there are places
available at the school. Application records for these applicants will have
been created when an ADT file was imported into SIMS. Schools will want to
delete the applicants who were not offered a place by the LA. This action
may be carried out once the possibility of an appeal has passed.

Select Focus | Admission | Application to display the Find Application
browser.

Enter the Surname or Forename for the applicant or select the
Application Status, Intake Group, Admission Group or Tier from the
drop-down lists. Alternatively, leave all the fields blank to search for all
applicants.

Click the Search button to display the applicants who match the search
criteria entered.

A% FindApplication

|:| Mew H Search Open 9’2 Delete (= Frint G Mext @ Help 92 O
Sumarne | | Application Statuz  |<Cuments A l:l Adrmizzion Group <Ay A l:l
Foreriame | | Intake Group <hys v l:l Tier <Ay [
MName Date OfB... Gen.. Application Status Intake Admizzion Group
Chengahonwe-Som... 05/06/2000  Female  &pplied 201142012 - Integrated Year ? 2011 Ak - ear 7
Calling. Phil 22/07/2000  Male Applied 2011.-"2012 Intenra'efw 3 X Ml -ear 7
Harper, Adrian 02/07/2000  Male Applied 2011 4 Ml - ear 7
Jackszon, Freya 300742000 Female  Applied 2011 SR - Year 7
Srnith, Geoff 30/06/2000  Male Applied 20118 u., e fear ? 2011 Auturmn - Year 7
Stane, Fred 12/01/2000  Male Applied 2011.-"2012 Integrated Year ¥ 2011 - Autumn - Year 7

After identifying the correct application to delete, click the Delete button to
display the following warning message.

Deleting Applications will affect your annual statistics and is
irreversible. Are you sure you wish to continue?

Click the Yes button to delete the application and display the following
message.

The application has successfully been deleted from the system.

Click the OK button to complete the process.

Running the Projected Student Numbers Report

64 |

The consolidated Projected Student Numbers report enables schools to plan
more effectively for the forthcoming admission intakes. The number of
projected pupil/students can be filtered on current Admission Status,
Gender and Boarder Status.

IMPORTANT NOTES: You are st rongly advised to run the School
Promotion routine (via Routines | School | Promotion) before
generating the Projected Student Numbers report to ensure accurate
results in the report output.

You are also advised to ensure that any pupil/student leavers ha ve been
recorded.
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1. Select Reports | Admissions | Projected Student Numbers Report to
display the Projected Student Numbers dialog.

@ e

=" Projected Student Numbers @E|

Admizsion vear

School Tier <Ay w

‘rear Group Year 7
‘ear 8
ear 9
Year 10
Year 12
Year 13
Year 11

Admission Season | Autumn

Spring

Surnmer

Integrated
Application Status | <Any> 7
Gender <Ay 3
Boarder Status by 3

ok ] [ Cancel

2. Select the required Admission Year from the drop-down list. Click the
Inactive Items button to view any inactive admission years. The inactive
admission years can be identified by the presence of a yellow exclamation
mark symbol in the drop-down list.

3. Select the appropriate School Tier from the drop-down list.

4. Highlight the Year Group and Admission Season you wish to include in
the report.

5. Select the Application Status, Gender and Boarder Status from the
drop-down lists.

6. Click the OK button to display the Run a Screen Based Report dialog.

r 5
s Run a Screen Based Report Ejg|
Layout Oplions
() Use a predefined layout Prajected Student Mumbers L

() Supply your own layout
() Dutput raw <ML
Output Ophions
Output type HTHL w
(%) Dpen

() Save tofile

ok ] [ Cancel
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7. After specifying the Layout Options and Output Options, click the OK
button to produce the Projected Student Numbers report.

The report can be output to Excel, an HTML browser or as XML data.

Projected Student Numbers by Year Group (2010/2011)

Year 7
On Roll Students 161
Leavers 0
Total 161

Projected Student Numbers by Promoted Students (2011/2012)

Year 7
Planned Admission 250

Promoted Students 0
Accepted Applicants 0
Total Y2 %" 1 M4 0
Projected Student Numbers by Application Status (2011/2012 % \\

\* \'\J

A\ Year 7
Applied 0
Offered 0
Accepted 0
Admitted 0
Rejected 0
Reserved 0
Withdrawal 0
Projected Student Numbers by Application Status (2010/2011)

Year 7

Applied 0
Offered 0
Accepted 0
Admitted 161

The report is split into four sections:
= Projected Student Numbers by Year Group
= Projected Student Numbers by Promoted Student
= Projected Student Numbers by Application Status
= Projected Student Numbers by Application Status (Yearly Comparison).
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