exampro testbase @@ MERIT

SIMS Data Entry

School data (student and teacher information) needs to be
entered via the Admin Console so that your teachers can
enter marks and get reports in MERIT and/or assign work in
Exampro/Testbase Onscreen.

Step 1 - Download the report definition file

You will need to run a report definition file within SIMS to extract the required data.
Data should be uploaded in a comma-separated values (CSV) formatted spreadsheet.

Go to exampro.co.uk / testbase.co.uk and

log in with your administrator account,
then click the Admin Console button in ADMIN CONSOLE

the menu on the left-hand side.

Click the Bulk Import icon.

&

Bulk Import
Import classes and
students
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Select SIMS IMPORT

Click the Download our Report Definition File link.

Download our Report Definition File

Save the file to your computer (preferably the Desktop) and unzip it.

Step 2 - Extracting the data

You should use the SIMS Data Manager account when following these instructions.
This account will have the correct permissions to extract the required data.

On your SIMS system select Click Open at the top right of the
Reports > Import. Import report(s) screen.

Import report(s)

FH SIMS . net

|Roukines  Tools

Eun Repork

Design Repork

SIMS \ Irnpict
- ! Prafiles

Capita Export
SBLUS
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In the Select report file to import window, navigate to the Desktop and select the
DoublestruckStudents.RptDef file.

Once selected click Open.

I Seiect report e toimport " ) =
@@‘]. Desktop » - ]41 W search Desktop I
Organize = Mew falder o~ 0 9

% - Ay
W Favorites S Libraries Homegroup
©3) Creative Cloud Files ﬁ Systern Folder i Systern Felder
B Desktop
I8 Downloads Administrates i | Computer
N Racent Places System Falder i | System Folder
00 Werk in Progress (Davinci) -
Metwark ] |
R ] hi
4l Libraries | Systemn Folder § n?j |
A |
& Homegeoup = Documents - Sherteut OpticnalTests.RptDef
i =| Shorteut RPTDEF File
[P 105 kB | sake
| "% Computer
i g Netwerk l
I
File pame: OptionalTests RptDef - Rapundeﬁritiunt'.RpIDdi T
H Open |r Cancel |

Ensure the Doublestruck_Students Report checkbox is selected.

Click Import.

—
M8 Import report{s) P‘m

Import reports and associated templates from an archive

Archive file IC:"-.Users"-}-‘\clministlat0r"-.Desldop"-.OptionaITests.F-!ptDef | B Open
Description Status Check All
Doublestruck _Studerts ending...

= = = m a amaas aa—

¥l Import associated templates
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Once the status has changed from
Pending... to Imported, close

the Import report(s) screen by Focus  |[Reparts. |Rn_utines Tools
licking Close. — —
clicking Close & | Run Report L

Select Reports > Run Report from the e s li Design Report
main menu bar. SIMS| Irnport
SIM5 Profiles »

Capita Export Eve
SOLUSE

FH SIMS . net

In the Report Browse window (on the left-hand side) expand Focus and select Student.

&0 SIMS net: Green Abbey School =

Focus Reports Routines Tools Window  Help

e B 1 2 Ba (= - - ) =
B @ - %9 eI BRERERRDS &
[0} Preview B Run @Help [ 'Unpin ¢ Close
ReportBrowse
= My Reporis » | Name Focs | Owner Supplier Updated  Version -
] Fou Data Collection Sheet Student  Imported CES Repoting Services  14/07/2015
= Data Collection Sheet Sudent  Imponed 209 4421 Test Pamary .. 17/11/2005
Data Collection Sheet Stdert  Imponed Green fbbey School  25/07/2012
Data Collection Sheet - NI Student  Imported CES Repoting Services  14/07/2015
1= Aspect Data Callection Shest (Fort 12) Sudent  Imporied CES Reporting Services  14/07/2015
{7 Contact Data Callection Sheet (Fort 12)- NI Student  Imported CES Repotting Services  14/07/2015
7 Group Detertion Non Atendance Report Student  Imported CES Repoting Services  19/02/2007 -
i Category = || DfE FSM Ever 6 @ Spring Census 2012_ Student  Imported CES Repoting Services  14/07/2015 a
1] Template DXE FSM Ever 6 @ Sorng Census 2013 Student  Imported CES Repotting Services  14/07/2015
I Gradeset DIE FSM Ever 6 @ Spring Cersus 2014 Student  Imported CES Repoting Services  14/07/2015
{5 Reuultset Doublestruck_Students Student  Imported Green Abbey School  11/04/2016
£ OMR Template DPP Reportfor Year 7 Studert  Imported Green Abbey School  22/07/2015
] Resut Dul Registered Pupils Student _Imported Green Abbey School  31/07/2009

Find Doublestruck_Student in the list of reports. Select it and then click Run.
The report will be generated for the whole school. This may take several minutes.

™ SIMS .net: Green Abbey School

Focus  Reports  Roukines  Tools  Window  Help
S g A 4 A = - - -
2 @ (B BRES BBCRSD S &
L | @ (411 Kok
Report Browse
& & Focus ~|| Name Focus | Owner Supplier Updated  Version ~
[ Student Data Callection Sheet Student Imparted CES Reporting Services 1570772014
-] Stalf _ || Data Collection Sheet Student Imported 209 4421 Test Primary ... 1771172008
5 Class - || Data Collection Shest Student Imparted Green Abbey Schaol 25/07/2012
ata Collection Sheet - tudent mporte eporting Services
B Aspect || pataca Sheet - NI Stud l d CESR B 15/07/2014
[ Contact Data Collection Sheet (Font 12) Student Imported CES Repoiting Services  15/07/2014 n
M Grou Data Callection Sheet [Font 12] - NI Student Imported CES Reporting Services  159/07/2014
o Detention Mon Attendance Report Student Imported CES Repoiting Services  13/02/2007
wer pring Census b tudent mporte eporting Services
[ Categary DIE FSM Ever 6 @ Spiing C 2 Stud 1 d CES R g 15/07/2014
us b fudent mportex epoiting Services
[ Template - f 2013 Stud I d CES Reporting 5 15/07/2014
radeset tudent mporte epoiting Services
[ Gradesst Stud I .o CES R 5 16/07/2014
] Resultset Student Adrian Blacker Green Abbey School 14/03/2016
-7 OMR Template i Studert  Adrian Blacker Green Abbey School 14/02/2016
1 S| ial Hegistered Fupls Student  Imported Gireen Abbey School 314072009
€ i | ¥ EAL Pravision Year 7 Student Adiian Blacker Green Abbey S chool 23/07/2012 v
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Click Browse in the resulting dialogue

[ Export as text o — —— | )

box to select where to save the report, e -

Output to a text file with the following name and format:

e.g. your Desktop, and ensure that S

ou have the Comma separated Frames

format selected. , . S \
(] |
| |
: J
| |
: ;

Click Save.

'w SEAS _ i ——————

@'4- Desktop » - | 5 | | Search Desktop }J
-
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@) Creative Cloud Fi | Systern Folder Q System Folder
M Desktop
% Downloads Administrator | Cornputer
Systern Folder 1 Systern Folder
@ Documents "

& OneDrive Nty 00 Work in Progress (Davinci) -
£l Recent Places  |= Ir 5 ste:ﬂr Folder j hotew
Y ', Shortcut

"‘:- Docurments - Shortcut
h"L Shortcut

? ﬁloct.Jments @"—/ 1.05 KB
usic

[E5 Pictures
Subversion By

B videos

-l Libraries

@ Homegroup

-
oM Carnniter

File name: Students.csv %
Save as type: | Text files (*.bd;*.csv) -
( Hide Folders ([ swve JI[ cance ]

You will then return to the Export as
text screen.

—
ﬂExpurlastext b — —— e ||

Output to a text file with the following name and format:

Filename

Select OK. =
2+ S Comma separated

Tab separated i

XML
| AML with schema |
\ N
i |
|
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When the report has been exported, a message will appear. Click OK.

E
SIMS .net -

ChDocuments and Settings\Administrator,Desktop\Doublestruck_Students.csv
has been created

When the export is complete, your spreadsheet should look as follows and should be in
CSV format.

Xid9-~ Doublestruck_Students - Microsoft Excel - x
Home | Insert  Pagelayout  Formulas  Data  Review  View 2 @@=
P s Catior B Siwrap Text General - ﬁ Bad Good Neutral E— §< i Zhunsens ? #
i P T Bwcscacnc~ Fe v Bf Crotors omr Exlanatory... Wypertnk ikescor | o oo v | 207 sons e
Cipbosra 5 Font 3 Algnment 5 Number stytes ceis aiting
vao - @ Al
a B c b E F s ] l 3 K L ™ N B a R s T U w X v z a5
1PN Adno LegalForeSumame MiddlenaGender DOB Ethnicity Eligible foFSM Ever Pupil PrerSEN Statu:In LEA Car YeartaugtReg  SupervisoClass  Teacher Work Email B
2 N823321 4504 Graham  Abbess M e White - Er F F F 3 88a MissJFosCLSBA  Miss J Foster
3 B32343211 3979 Grenetta Abbey 3 241u1-00 White - Er T T 3 3 1F MrMUNWCISIIF  MrM Unwin unwin@me.com
4 HCL HookeMIrs W Harris
5 88204321 3599 Jimmy  Abbey M b White - Er T T 3 3 136 nfa  CSG  MrsEPaton
5 HCLCurie Miss S Slaters
7 (cB2343211 4505 Sean  Abbey ™ R White - Er F F 3 F 88 DrSMian(CS88  DrS Miandad minandad@me.com
8 [£32343211 4163 Andrew Abbot M g White - SCF F F 3 1010E  MissBPatCLSI0E Miss B Patel
9 HCL Flemi MIr T Ng
100823321 4161 Benjamin Abbot  Michael M 20u1-00 White - Er T T 3 3 1A MsAWRCISIA  MrsAWheeler
n HCL Newt M K Jacobs
12 p8204321C 3460 Claire  Abbot 3 g White - Er F F 3 F HCL HookeMIrs W Harris w.harris@me.com
13 P8234321C 3762 Hannah  Abbot 3 g White - Er F F 3 3 1 HCL HookeMIrs W Harris
14082043210 3600 Susan  Abbot 3 21-Jun-98 White - Er F F 3 3 3L /a2 HCLHook«MIrs W Harris
15 CSL MisskBumows  burrows@me.com
16 Us234321: 4164 Cameron Able ™ R White - I F F 3 F 1010A  MriBrowCIS10A Mr)Brown
u HCL HookeMIrs W Harris
18 Q823321 3980 Jacqui  Abrahams 3 12-0ct:99 White - £r F F F 3 11118 MsEWatCIS1B  MrsEWaters waters@me.com
1 HCL Flemi MIr T Ng ng@me.com
20 ME224321. 4165 Robert  Ackringtol M g White - Er F F F 3 10100 MissGRatHCL Curie Miss S Slaters slaters@me.com
2 CLS10D  Miss G Ratcliffe
22 M8202001 4343 Stanley Ackton Craig M g White - Er F T 3 3 99a MrMLUBECLSSA  MrM Lubbock
b HCL HookeMrs W Harris
24132020010 3923 William _ Ackton M 11-Jun-S8 White - Er T T F 3 1A MsAWNCISIIA MrsAWheeler  wheeler@me.com
> HCL Boyle Mr C Yates
26 88202001 4504 Samantha Acton 3 g White - Er F F F 3 88a MissJFosCLSBA  Miss J Foster
270824321 3763 Melanie Adams 3 06-1un-99 White - Er F F 3 3 n HCL Flemi MIr T Ng
28 Q8202001 4166 Payal  Adedeji M empnt indian T T 3 3 1010C  MrvstodHCLBoyle MrCYates yates@me.com
» CLs10c M stockil
30 T8234321C 3764 Richard  Adkins M g White - Er T T 3 3 2 HCLCurie Miss S Slaters
3118243211 4304 Robert  Adriansor M g White - Er T T 13 3 EEY MrsAZeliCLsSB  Mrs AZelinskova
2 HCL HookeMrs W Harris
33 Y2u3211  435Brian  Affelay ™ s White - Er T T 3 F EES Ms J Estap HCL HookeMrs W Harris
1 CLSSC  MsJEstaphan
35 88202001 4345 Alexis  Affleck Grace  F 20u1-02 White - Er T T F 3 990 MrsDMuCLSSD  MrsDMumford  mumford@me.com
% HCL HookeMIrs W Harris
3728202001 4167 Stelios  Agathocle M 18-Jun-01 Greek Cyp T T 3 3 1010E  MissBPatCLSI0E  Miss B Patel
8 HCL Boyle Mr C Yates
39 ES20001C 4168 Carina  Ahmad 3 g Kashmiri§ F T F Monitor LiF 10108 MrASImNCLS108 MrA Simmons
[20] HCL HookeMrs W Harris [ 1
41 £8243211 3981 Ackmar  Ahmed M seppne Arab F 3 3 3 1U1E  MrsSARdCISIIE  MrsS Andrews
RRI Students , © T4l m
Ready |

Notes:

* You will have the option to select specific classes from the spreadsheet before you
finalise the upload. This means you won't have to filter out irrelevant classes when
you export data from your school management system.

+ Each student will be listed multiple times in the spreadsheet: one entry per class.
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Step 3 - Uploading your data

Return to the Bulk Import section of the Admin Console using your
administrator account.

Either drag and drop your file into the space indicated or follow the link to browse
and select the file to upload it.

Drag and Drop your file or Browse

You will then be presented with a list of classes from your data set.

Use the filter list to locate specific classes.

You can select the classes you wish to upload,
up to twenty at a time.

Note: data associated with any classes you do

not select will not be stored by our system.
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Once you have made your selections, click Finalise upload.

You will be presented with a summary of your import. It will show what data has been
uploaded, how many accounts have been created, and identify any warnings or
errors encountered.

If you need to upload more than twenty classes, simply repeat Step 3, and select
classes in batches of no more than twenty.

That's it!

Column Title

Data

Required Purpose

UPN Universal Pupil Number Mandatory |To uniquely identify the pupil
Adno Admission Number Mandatory | A fallback to identify the pupil
Legal Forename | Pupil Name Mandatory |Used in reporting
Surname Pupil Name Mandatory |Used in reporting
Middle name(s) |Pupil Name Optional Used in reporting
Gender Pupil Gender Mandatory | Used in reporting
DOB Pupil Date of Birth Mandatory | A fallback to identify the
student
Ethnicity Pupil Ethnicity code Optional Used in reporting
Eligible for Pupil Eligibility for free Optional Used in reporting
free meals meals
FSM Ever 6 Identifies pupils who have Optional Used in reporting
been eligible for free meals
in the last six years
Pupil Premium | Pupil Eligibility for pupil Optional Used in reporting
Indicator premium funding
SEN Status Identifies pupils with special | Optional Used in reporting
educational needs
In LEA Care Identifies looked after Optional Used in reporting
children
Year taught Pupil year group Mandatory | Used to group pupils by year
in Code group for reporting
Reg Pupil registration group Optional Used to group pupils by
registration group for reporting
Supervisor Teacher name Optional Used to associate registration
groups with teacher accounts
Class Class name/code Mandatory | Used to group pupils by class
for reporting
Teacher Teacher name Mandatory | Used to associate classes with
teacher accounts
Work Email Teacher email Optional Used to deliver login

credentials to teachers
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