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One IT Services & Solutions is a Stockton-based not-for-profit company providing advice, support and guidance to Headteachers, Principals and 
other school-based staff for the development and support of ICT-based provision within their schools. The team has a wide range of experience and 
expertise so schools have the potential to access a diverse set of tailored services. This includes regular pre-arranged support visits as well as help 
desk support. 

The objectives of the Company are:
• To continue to provide a quality custom-designed service catering to the customer’s particular needs and wants.
• To continue to provide access to the latest software and hardware to ensure the team is at the forefront in their market area. The one   
  certainty in the IT industry is that technology will continue to evolve and develop.
• To continue with the culture of constant improvement and increase business steadily so the image and reputation of the business remains  
 positive.
• Considering the nature of the service we offer, the skills and knowledge of our staff are of the utmost importance and we need to    
 continue providing staff with training, mentoring and development.

Our keys to success are:
• Provide excellence in service delivery providing a reliable, trustworthy, first-rate IT provision.
• Continually communicate with customers ensuring a needs based solution is provided.
• Provide value for money and regularly check competitors’ pricing.
• Continue to be a customer-centric service focusing on service delivery.
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Introduction
For SIMS to make a real difference to your school or academy, you 
need to understand everything it can do for you. 

Our training courses will help you to learn all you 
need to know about SIMS. Browse through this guide 
to discover how our training courses can help you 
and your colleagues make the most of SIMS and 
unlock its potential.
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Finding the right course:
Core Courses 
Support the efficient day-to-day maintenance of school information 
in areas such as attendance, behaviour, academic management, SEN 
requirements and reporting

Attendance      7
Management of Behaviour and Achievement    8
Preparing for a New School Year Pastoral    8
Preparing for a New School Year Academic   9
Standard Reporting      9
Extended Reporting     10
Reporting from Lesson Monitor    10
Reporting on Behaviour and Achievement  11
Reporting on SEN     11
Reporting Top Tips and Techniques   12
Reporting with Excel Analysis (Capita course)  12
SIMS and Pupil Premium - Import and Analysis  13
SIMS SEN User     13
SIMS Office User      14
SIMS Office user Top Tips and Techniques    14
     

Curriculum Courses  
Address all areas relating to assessment, analysis and reporting, 
tracking pupil progress, Exams, timetabling, Academic 
Management and Course Management .

Assessment Essential Skills   15
Analysing Assessment Data     16
SIMS Discover Standard Analysis Day 1:  16
SIMS Discover Day 2: Assessment Analysis  17
Reporting to Parents using Profiles  17
Assessment Mapping   18
Cover     18
Course Manager    19
Domestic Exams    19
Exams Organiser    20
Exams Organiser Top Tips & Techniques  20
Exam Results Analysis   21
Exam Results Analysis Advanced  21
Exams Results Survival Workshop  22
Curriculum Management NOVA T6 - Capita Course 22
Alternative Curriculum   23
Curriculum Management Student Options  23
NOVA T6 Workshop - Capita Course  24
Maintaining the Timetable   24
Nova Refresher - Capita Course   25

www.oneitss.org.uk For more information call 01642 635570Page 4



Personnel Courses  
Extend the use of the SIMS database to cater for
the maintenance of staff details with a focus on
links to financial monitoring and preparation for
the School Workforce Census. 

Personnel User    28
Staff Reporting from Personnel   28
Staff Performance     29

Statutory Returns Courses  
Reduce the workload surrounding the provision of statutory returns 
to the Government through the School Census, including the School
Workforce Census. 

School Census     30
School Census Drop in   30
School Census Post 16 - Secondary  31
School Census Drop in   31
School Workforce Census   32 
School Workforce Census Drop In  32

Finance  Courses
Address all aspects of financial management in schools including 
budget preparation and monitoring 

FMS Daily Tasks    26
FMS Financial Management (Capita Course) 26
FMS Top Tips & Techniques (Capita course)  27 
FMS Development (Capita remote Course)  27

Finding the right course continued:
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School Based Consultancy

Check out the course content in the following pages to see 
which courses are suitable. 

No one know SIMS as well as we do. We are a SIMS 
accredited provider and we can bring you personalised 
SIMS training courses. That’s why schools choose One IT 
for their training needs.

We can also bring the training to you! 
All courses can be delivered in your school, and can be 
tailored to your specific needs.

We offer a drop in session the last Thursday of every 
month where you can visit our offices and work on your 
own SIMS system and ask as many questions as you like.

Which course is for me?
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Attendance

Learn how to use SIMS Attendance to fulfil day to day 
statutory attendance monitoring requirements.
Who is it for?
Staff with responsibility for 
attendance who have an 
understanding of attendance 
procedures and are familiar with 
SIMS.

Why attend this course:
Strong attendance has a direct 
impact on achievement. Learn 
how to make the best use of 
SIMS attendance for effecive 
attendance monitoring.

What you will learn:
• planning a strategy for 

managing the statutory 
attendance process

• customising SIMS Attendance 
to meet the particular needs 
of your school

• understanding the potential 
links to other functionality in 
SIMS

• identifying the most efficient 
way of collecting attendance 
data

• understanding how to 
maintain attendance data 
efficiently

• reporting attendance data to 
help monitor attendance

Duration: half day

Also consider:
Reporting on Attendance

Core Courses 
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Management of Behaviour and Achievement 

Learn how to use this software to record, monitor and manage 
students’ behaviour and achievements, including detentions and 
the use of report cards.

Who is it for?
Staff with pastoral or 
administrative
responsibilities for monitoring
student behaviour and 
achievement and who have a 
basic knowledge of SIMS.

Why attend this course:
Behaviour has a direct impact 
on a student’s attainment. Learn 
how to make the best use of SIMS 
Behaviour Management.

What you will learn:
• setting up and configuration 

of all aspects of the Behaviour 
Management area including 
detention criteria and 
reportcard templates

• editing of relevant lookup tables
• adding behaviour and 

achievement details from the 
class register 

• using the behaviour and 
achievement recording routines 
for individuals and student 
groups

• administering individual and 
scheduled detentions including 
letters to parents

• creation of report cards
• reporting exclusions
• recording exclusions

Duration: half day

Also consider:
Reporting on Behaviour

Preparing for a New School Year (Pastoral)

Learn about the pastoral arrangements for the new academic
year, including student leavers and associated procedures.

Who is it for?
Staff with responsibility for 
preparing SIMS for the new 
academic year who have a basic 
knowledge of SIMS.

Why attend this course:
To gain an overview and
understanding of the pastoral
requirements of the new school
year.

What you will learn:
• creating the new academic 

year
• the pastoral promotion 

process
• processing leavers
• housekeeping routines

Duration: half day
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Standard Reporting 

An introduction to the report designing process.

Who is it for?
Staff responsible for responding 
to requests for information. You 
should have attended a SIMS 
Office User course or have a 
good understanding of SIMS.

Why attend this course:
To be able to respond to 
requests for information 
efficiently, including reports, 
making your school processes 
more streamlined.

What you will learn:
• running pre-defined reports, 

modifying and creating 
reports  to produce lists 

• creating reports to produce 
mail merge documents and 
labels

• the use of different output 
formats of Word® and Excel® 

• using analysis output 
• exporting, importing and 

using the My Favourite 
Reports panel on the Home 
Page.

Duration: half day

Also consider:
Extended Reporting

Preparing for a New School Year Academic

Explore academic arrangements for the school year, including 
the assignment of students to classes and producing student 
timetables. 

What you will learn:
• setting the academic year
• how to use CTF or ATF to  

import new pupil data 
• defining the academic  

promotion rules 
• allocating students   

to bands and classes 
• printing timetables   

and class lists 
• housekeeping routines
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Who is it for? 
Staff with responsibility for 
preparing SIMS for the new 
academic year who have a 
basic knowledge of SIMS.

Why attend this course 
Dealing with the new 
school year can be a com-
plex process. Gain an over-
view of the requirements of 
the new school year, in-
cluding assigning students 
to classes.

Duration: half day

Also consider:
Preparing for a new school 
year (Pastoral)



Extended Reporting

This course provides a follow-up to the Standard Reporting course.

Who is it for?
Staff responsible for responding 
to requests for information. You 
should have either attended the 
Standard Reporting course or 
be familiar with the techniques 
covered on the course. 

Why attend this course:
To further develop the reporting 
techniques covered in Standard 
Reporting.

What you will learn:
• the production of more 

complicated lists and mail  
merged documents 

• modifying templates to adjust 
the appearance of reports 
including incorporating 
headed paper 

• developing the use of RTF 
output

• exploring cross-modular links   
in the data

• using different focuses as the 
starting point for reports 

• extending the use of the  
Analysis tool

Duration: half day

Reporting from Lesson Monitor

Learn about the reporting capabilities of SIMS Lesson Monitor  
to ensure you are using the software in the most efficient way.

Who is it for?
Staff who are involved in 
monitoring attendance.

Why attend this course:
To learn how to make best use of
Lesson Monitor.

Duration: half day
What you will learn:
• Managing Lesson Monitor 

data
• reporting attendance data to 

help monitor attendance
• Using letter templates to 

enhance communication with 
parents
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Reporting on SEN  

Understand how to make the best use of SEN data collected in 
SIMS. 

Who is it for?
SENCOs, teaching assistants and 
administrators who support the 
SENCO. Your school must already  
be recording SEN data in SIMS for 
this course to be relevant. 
Why attend this course:
Learn how to make the most 
effective use of this data.

What you will learn:
• how to modify various panels 

on the SIMS Home Page to 
receive information about 
SEN pupils

• running pre-defined SEN 
reports

• producing simple reports with   
a filter relevant to SEN pupils

• customising the SEN Review 
letter

• using quick letter

Duration: half day

Also consider:
SIMS Discover Standard 
Analysis 

Reporting on Behaviour and Achievement

Understand how to make the best use of behaviour and 
achievement data collected in SIMS.

Who is it for?
Staff with pastoral responsibilities.
Your school must already be
recording data in SIMS Behaviour
Management for this course to
be relevant.

Why attend this course:
Improving behaviour and
achievement is key to driving
school improvement. Learn how
to make the most efficient use
of this data.

What you will learn:
• how to modify your SIMS 

Home Page to automatically 
receive information about 
behaviour and achievement 
events

• how to run pre-defined 
achievement and Behaviour 
reports

• based on a pre-defined report, 
how to create and extend a 
simple report within a date 
range and use sub-filters

• creation of analysis reports
• use of quick letter
• how to create a personalised 

standard letter

Duration: half day

Also consider:
SIMS Discover standard 
analysis
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Reporting - Top Tips and Techniques

This half day workshop session provides the opportunity to learn 
useful reporting techniques and top tips. 

Who is it for?
Users of SIMS responsible for 
responding to requests for 
information and who are familiar 
with the techniques covered on   
the Standard Reporting course.

Why attend this course:
To learn useful reporting 
techniques and top tips, to 
examine complexities discovered 
when designing reports and to 
explore possible solutions.

What you will learn:
• useful reporting techniques  

such as mail merge, RTF 
output, sub-reports and 
filtering

• some of the day’s agenda is 
tailored by the requirements  
of those attending to ensure  
that you make the best use   
of the SIMS Report Designer  
in your school or academy.  
Please bring along reports   
you are trying to create

Advanced Reporting with Excel Analysis

Explore the use of SIMS to extract data and analyse it using 
Excel®, including how to automate reporting and analysis, 
enabling your school to generate the reports whenever 
necessary.
Who is it for?
Staff who wish to extend their 
ability to analyse data using 
SIMS and Excel. You will need 
some basic knowledge and 
experience of SIMS, including  
the assessment, attendance, 
behaviour and reporting areas   
and an understanding of Excel.

Why attend this course:
To learn advanced reporting and 
analysis techniques, including 
automating the process.

What you will learn:
• automating data analysis in 

SIMS reports using Excel 
• Excel formulas 
• analysing assessment data 

using Excel
• designing more complex  

SIMS Reports
• Excel pivot tables 
• Excel macros

Duration: half day

Duration: 2 days
Capita run course
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SIMS and Pupil Premium - Import and Analysis

Explore the process of importing and analysing Pupil Premium data 
and tracking against attendance, attainment and interventions with 
this remote training session. You can also find out how key stage 
data can be imported from the Key to Success website.

Who is it for?
Data managers, assessment   
co-ordinators and school 
administrators. Delegates must 
have access to their Secure Site 
(S2S) and login details. 

Why attend this course:
Tracking your Pupil Premium 
spend and its impact is key for 
you to provide the evidence to 
Ofsted.

What you will learn:
• download and import Pupil 

Premium data as well as  
maintain and update in SIMS

• track Pupil Premium data 
against key performance 
indicators such as punctuality 
and attainment

• track and extract Pupil 
Premium information for 
Ofsted and senior leaders

Duration: half day

Also consider:
SIMS Discover Standard 
Analysis 
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SIMS SEN User 
Explore the functionaility of SEN in SIMS to enable you to use it 
effectively and efficiently in relation to the SEN Code of Practice.

Who is it for?
SENCOs and senior staff with 
responsibility for overseeing special 
needs provision and administrative 
staff who may be involved in 
maintaining SEN information.

Why attend this course:
To understand how to make best 
use of the functionality relating to 
SEN in SIMS.

What you will learn:
• managing and recording 

details of reviews, events 
and provisions, customising 
SIMS Attendance to meet 
the particular needs of your 
school

• managing pupils with 
statements and Education 
and Health Care Plans (EHC)

• producing the SEN reports 
provided in SIMS

• editing SEN related look-
up tables to provide school 
customisation

• adding linked adults, agents 
and agencies

• sending, receiving and 
viewing messages related to 
SEN pupils

• configuring panels on the 
SIMS Home Page to help 
monitor SEN processes

Duration: half day

Also consider:
Reporting on SEN



Who is it for?
New users of SIMS. 

Why attend this course:
Help your school to run like 
clockwork by learning how to 
make use of accurate, well-
maintained data within SIMS.

What you will learn:
• finding your way around SIMS
• looking up pupil information 
• making day-to-day adjustments  

to pupil details 
• sending a letter home
• responding to information 

received about pupils   
and contracts 

• dealing with leavers   
and admissions

• managing exclusions
• managing agents and agencies

Duration: half day

Also consider:
SIMS Office User Top Tips and 
Techniques

SIMS Office User

Explore the key functionality and features in SIMS to enable your 
school to run efficiently through its effective use of data.  

Who is it for?
Administrative staff or data 
managers with a basic knowledge  
of SIMS including reporting.

Why attend this course:
To learn best practice in managing 
school data and core functionality 
in SIMS.

What you will learn:
• contact management
• user defined groups
• user defined fields 
• alerts, notifications   

and communication 
• merging agents and agencies
• quick reports
• changes to data - bulk update
• validating and maintaining  

address details

Duration: half day

Also consider:
Standard Reporting, 
Extended Reporting

SIMS Office User Top Tips and Techniques 

Discover useful ways of managing school data, best practice, 
housekeeping and understand core functionality in SIMS. 
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Curriculum Courses  

Assessment Essential Skills - Secondary 

Explore the potential of SIMS Assessment including the essential 
skills needed to build and implement an assessment system and 
how the software can be used to create a customised tracking 
system.

Who is it for?
Senior leaders or staff 
with responsibility for the 
assessment process who have 
a basic knowledge of SIMS.

Why attend this course:
Raising attainment across 
your school is key and SIMS 
Assessment is an efficient way 
of keeping track of all your 
students.

What you will learn:
• key components of SIMS 

Assessment including  
aspects, grade sets, result  
sets and categories 

• building templates and  
creating marksheets 

• using formulae in marksheets 
• creating, using and filtering  

data review marksheets 
• designing and generating 

individual reports 
• an overview of the basic 

capabilities of analysis

Duration: 3 x half days

Also consider:
Analysing Assessment Data 
or Using and Analysing 
Assessment
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Analysing Assessment Data

Learn how to analyse the full range of your students’ 
assessment data using the functionality in SIMS Analysis.

Who is it for?
Senior teaching staff involved 
in the strategic planning of 
assessment and data analysis 
and staff engaged in the day-
to-day maintenance of the 
assessment process; you need 
to be an experienced user of 
SIMS Assessment.

Why attend this course:
You want every pupil to 
achieve - SIMS Analysis can 
help you to analyse your pupils’ 
data to help you support their 
needs.

What you will learn:
• using and maintaining user 

defined groups
• using analysis grids; group, 

aspect, chance and result set
• using marksheets to analyse 

outcomes, employing a range 
of filters as appropriate

• an overview of SIMS Discover

Duration: half day

Also consider:
SIMS Discover Day 2:
Assessment Analysis 

SIMS Discover Day 1: Standard Analysis 

Learn how to use the analysis tool, SIMS Discover, to analyse
your school’s data effectively. This hands-on course provides
a useful overview of the software.

Who is it for?
Staff wishing to enhance their 
data analysis skills by using the 
powerful graphical analysis tool, 
SIMS Discover.
A basic understanding of SIMS is
advantageous.
Why attend this course:
To learn how to use a range of 
graphs and create new ones to 
enhance the school’s analysis of 
data for improved performance.

What you will learn:
• creating Venn diagrams and 

filtering by year, key pastoral 
factors, attendance, behaviour 
and end of key stage 
assessments

• working with data from 
previous academic years

• creating and using Discover 
groups 

• defining and setting up 
dynamic group alerts to 
track pupils (e.g. persistent 
absenteeism) 

• using SIMS user defined 
groups in SIMS Discover

Duration: half day

Also consider:
SIMS Discover Session 2:
Assessment Analysis
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SIMS Discover Day 2: Assessment Analysis

Learn how to adapt the SIMS Discover user definable components
to analyse assessment data effectively.

Reporting to Parents with Profiles

Explore the production of high quality, fully customisable reports 
for parents using the Profiles module. 

Who is it for?
Staff already using SIMS 
Assessment who wish to 
enhance their assessment 
analysis skills by using the 
powerful, graphical analysis 
tool, SIMS Discover. It is 
essential that you have 
experience of SIMS Discover.
The ‘SIMS Discover Session 1: 
Standard Analysis’ course) is 
intended as a precursor to this 
course.

Why attend this course:
To learn how to create custom
graphs based on your school’s
assessment data recorded in 
SIMS to enhance analysis across 
the school.

What you will learn:
• creating new graphs based 

on assessment data in SIMS 
e.g. Grades Tracking, Marks 
Tracking

• creating graphs to show 
progress

• understanding and creating 
Discover aspects to support 
the creation of additional  
graph types e.g. Venn 
diagrams

• creating graphs in bulk
• using filters with these graphs
• using dynamic groups as 

assessment marksheet 
filters and as rows on Group 
Analysis grids.

Duration: half day

Also consider:
Analysing Assessment Data

Who is it for?
Staff responsible for setting up 
and producing reports for parents 
and who have a good working 
knowledge of SIMS Assessment. 

Why attend this course:
Parents want to be kept in the 
loop - learn how to produce high 
quality reports efficiently, saving 
you time.

What you will learn:
• designing and importing 

comment banks and free text 
sections 

• setting up a profiling session 
• designing a report template 

including links to other SIMS 
modules (data recorded in   
SIMS Assessment, Behaviour  
Management and Attendance  
can all be linked to a report)

• selection and amendment of 
comments, free text and how   
to preview profiles 

• how to review and approve 
students’ profile reports 

• generating and printing the 
final profile report

Duration: half day
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Assessment Mapping in SIMS 

Understand the benefits of the assessment mapping tool with 
a walkthrough of the functionality.

Cover 

Understand how to implement Cover to manage all aspects of 
classroom staff absence and to explore the dynamic links of the 
module to other areas of SIMS such as Personnel and Exams. 

Who is it for?
Senior leaders, assessment   
co-ordinators and staff who 
create aspects and result sets in 
SIMS.

Why attend this course:
To gain a practical insight into 
the functionality of the new 
assessment mapping tool.

What you will learn:
• how to map your school’s 

data in SIMS Assessment 
across to SIMS resources

• mapping results will be shown 
within these resources, such  
as Marksheets, Tracking 
Grids, Discover and other 
Analysis tools (including the 
RAISEonline style school 
report

Duration: half day

Who is it for?
Staff involved in the cover 
process. 
Why attend this course:
Covering staff absence can cause 
headaches for senior leaders. 
Learn how to manage your cover 
effectively while keeping your  
staff records up-to-date.

What you will learn:
• links to SIMS Personnel 

managing supply cover 
• declaring teaching absence   

and arranging cover 
• managing room closures due   

to examinations 
• printing of the cover 

arrangements cover statistics 
and impact summaries

Duration: half day

Also consider:
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Course Manager

Designed to support schools without Post16 provision, this course 
explores how the Course Management functionality of SIMS links 
the areas of Nova-T, academic management and Examinations 
Organiser.

Domestic Examinations 

Investigate how Examinations Organiser can be used to manage 
domestic (internal/mock) examinations and explore the links to 
SIMS Assessment. 

Who is it for?
Academic administrators 
and exam officers with an 
understanding of the school’s 
curriculum structures and 
procedures. This course does  
not cover Post 16 provision 
or the Post 16 Learning Aims 
return. 

Why attend this course:
To understand how the Course 
Management functionality of  
SIMS links the areas of Nova-T, 
academic management and 
Examinations Organiser.

What you will learn:
• how and when a course is 

created
• how to manage the student 

memberships of courses 
• the relationship between 

course manager and other 
areas of SIMS

• a greater understanding of 
the link between examination 
awards and courses of study

Duration: half day

Who is it for?
Exam officers and administrative 
staff responsible for organising 
internal examinations. You need  
to be familiar with the use of 
Examinations Organiser for  
external examination entries. 

Why attend this course:
To learn how to use SIMS to  
manage domestic examinations.

What you will learn:
• creating a domestic season  

and series 
• creating basedata  

assigning candidates and 
issue examination numbers 
making entries 

• managing clashes and seating 
• running reports  

cloning a basedata series 
understanding SIMS  
Assessment links. 

Duration: half day
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Examinations Organiser

Explore all aspects of managing external examinations using SIMS 
Examinations Organiser.

Who is it for?
Exam officers and 
administrative staff with 
responsibility for external 
examination entry and 
organisation.

Why attend this course:
To streamline your 
examinations process, saving 
you administration time while 
ensuring your data   
is accurate. 

What you will learn:
• setting up the Examinations 

Organiser module 
• entering candidates   

for examinations and  
recording forecast grades and 
coursework marks 

• submitting data to  
examination boards 

• using seating organiser 
• dealing with clashes

Duration: half day

Examinations Organiser - Top Tips and 
Techniques

Revisit some of the key features within Examinations Organiser 
and explore techniques to improve efficiency, saving both time 
and resources and helping to streamline the examination process 
effectively.

Who is it for?
Exam officers with a 
working knowledge of SIMS 
Examinations Organiser.

Why attend this course:
You need an examination 
process that’s as efficient as 
possible.  This course helps you 
to streamline those processes. 

What you will learn:
• basedata structure
• marksheet creation, linking  

awards and courses
• clash report interpretation
• different roles within a school 

which impact on the exam 
officer’s work

Duration: half day
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Examinations Results Analysis

Uncover all aspects of the examination results process including 
importing results into the software and analysing them to produce 
headline analyses on results day.  

Who is it for?
Exam officers and 
administrative staff with 
responsibility for external 
examination entry and 
organisation.

Why attend this course:
Efficiently handle your school’s 
exam results to help results day 
run more smoothly.

What you will learn:
• importing results files 

calculating PI information
• running standard reports and 

analyses 
• exporting results to Excel® 
• creating and using results 

marksheets 
• editing results

Duration: half day

Examinations Results Analysis Advanced

Learn about the analysis and customisation of examination results 
using Assessement Manager in line with your school’s specific 
requirements. 

Who is it for?
Staff with responsibility 
for producing analyses of 
examinations data who are 
familiar with SIMS Examinations 
Organiser software and 
Assessment Manager. 

Why attend this course:
To explore the relationship 
between SIMS Examinations 
Organiser, SIMS Assessment 
and SIMS Discover.

What you will learn:
• using SIMS to perform group, 

aspect, result set and chance 
analyses of examination  
results data

• creating tracking marksheets  
with ‘traffic lights’ to identify  
and target students

• producing graphs and charts   
of various analyses

• using SIMS Course Manager   
to allow heads of department  
to see departmental 
marksheets

Duration: half day
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Examinations Results Survival Workshop

This workshop is intended to provide Exams Officers with 
the most up-to-date information to assist them in achieving a 
successful results download and subsequent analysis of results. 

Who is it for?
Exam officers and 
administrative staff with 
responsibility for external 
examination entry and 
organisation.

Why attend this course:
An informal discussion session 
which will help Exams results 
day to run more smoothly.

What you will learn:
• To discuss possible problems 

affecting Exams results day.
• Listen to the latest advice and 

obtain feedback from other 
Exams Officers

Duration: half day
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Curriculum Management Using Nova-T 

Gain a step-by-step explanation of how to use Nova-T in the 
production of the school timetable, from populating the system 
with core data (rooms, staff, subjects) to submitting the completed 
timetable to SIMS. 

Who is it for?
Staff with responsibility for 
constructing and maintaining 
the timetable and with some 
prior knowledge of timetable 
principles.
Why attend this course:
To learn how to use Nova-T   
to produce the school 
timetable.

What you will learn:
• defining the timetable cycle
• populating base-data 
• constructing a curriculum 

model 
• resourcing classes  

managing multiple length 
sessions (doubles, triples...) 

• allocating non class codes
• curriculum analysis 
• manual and automatic 
• scheduling, optimising the 

timetable 
• automatic and manual 

allocation of rooms
• printing of timetables and 

reports links between SIMS 
and Nova-T

Duration: 4 days   
(usually 2 x 2 day sessions)
Capita run course



Alternative Curriculum 

Explore the alternative activities in Nova-T, the placement of students 
and the consequential effect on other areas in SIMS. 

Who is it for?
Timetablers and data managers 
with a working knowledge of 
the Academic Management 
area of SIMS and a basic 
knowledge of Nova-T.
Why attend this course:
To learn how to use Nova-T 
and SIMS for the placement 
of students in alternative 
activities.

What you will learn:
• how to create alternative 

activities in Nova-T to be 
staffed, roomed and placed 
on the timetable 

• exporting these activities to 
SIMS together with the rest of 
the timetable structure 

• placing students into 
alternative activities on a 
period by period basis in SIMS 

• appreciating related 
attendance and assessment 
issues 

• how to use the additional 
relevant SIMS reports

Duration: half day

Curriculum Management Student Options

Learn how the SIMS Options module can be used to manage the 
student options process. 

Who is it for?
Staff involved in the 
options process who have 
an understanding of its 
relationship to the timetable.

Why attend this course:
Juggling students, classes and 
rooms can be time consuming. 
Make your options process 
more efficient, saving you time 
and helping students to study 
the lessons they want.

What you will learn:
• entry and analysis of student 

choices 
• creating block structures and 

classes 
• allocating the options 
• editing the structure 
• producing reports 
• exporting the finished  

information to SIMS   
and Nova-T

Duration: half day
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Alternative Curriculum 

Explore the alternative activities in Nova-T, the placement of students 
and the consequential effect on other areas in SIMS. 

Maintaining the Timetable 

Gain an overview of the procedures required in order to maintain an 
effective school timetable.

Who is it for?
Staff with responsibility for 
day-to-day maintenance of the 
timetable. 

Why attend this course:
Timetables are vital for keeping  
your school running like 
clockwork. Learn how to keep it 
up-to-date so everyone knows 
where they should be.

What you will learn:
• how to change the room and 

teacher of a timetabled class
• adding additional staff onto 

classes, for example, for 
support

• establish teacher and   
room carousels

• dealing with the arrival   
of new staff

• maintaining the integrity of 
data between Nova-T and 
SIMS

Duration: half day
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Nova Workshop

Discuss and examine complexities you’ve discovered when 
constructing your new timetable with a Nova-T consultant  and 
explore possible solutions.

Who is it for?
Teaching and non-teaching 
staff responsible for planning 
and constructing the timetable  
and who have a good working  
knowledge of Nova-T.

Why attend this course:
To learn how to produce your 
timetable more efficiently.

What you will learn:
• The agenda for the day 

is determined by the 
requirements of those 
delegates attending to enable 
you to make the best use 
of Nova-T in your school or 
academy.

Duration: one day
Capita run course



Nova Refresher 

Revisit the timetabling cycle and explore in greater depth the 
processes involved. 

What you will learn:
• The agenda for the day will be 

tailored to the requirements of  
the delegates to enable you to  
make the best use of Nova-T in 
your school or academy

Duration: one day
Capita run course

Who is it for?
Teaching and non-teaching   
staff responsible for planning   
and constructing the timetable   
and who have a good working 
knowledge of Nova-T. 

Why attend this course:
To re-examine timetabling 
procedures using Nova-T and 
explore any new available 
functionality.
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Finance Courses  

Who is it for?
Staff responsible for the day-to-
day tasks within FMS.

Why attend this course:
To get up to speed on the daily
tasks within FMS.

What you will learn:
• an understanding of the 

accounts payable process
• how to raise orders
• invoicing
• how to process payments
• how to record income
• how to deal with petty cash

FMS Daily Tasks

Learn about the day-to-day aspects of FMS, including orders,
invoices, payments, recording income and dealing with petty
cash. Local bank/central processes will be covered as appropriate.

Duration: half day
Capita run course

FMS Financial Management

Explore the management side of FMS. You will learn how FMS
is set up and how to amend the chart of accounts structure. 
Management based reports and month end processes will be 
covered.
Who is it for?
Staff responsible for the 
management of finances within 
FMS.

Why attend this course:
To learn how to get the most out
of FMS, so that you have efficient
financial management processes.

What you will learn:
• an understanding of the FMS 

setup
• maintaining the chart of 

accounts structure
• how to enter budgets
• how to deal with bank/central 

processes
• processing journals and 

payroll entries
• how to deal with reconciliation 

processes
• producing management 

reports

Duration: 1 day 
Capita run course



Who is it for?
Staff responsible for maintaining
financial information and who
may have attended the FMS Daily
Tasks course.

Why attend this course:
To share best practice and 
maximise the efficiency of your 
use of FMS.

What you will learn:
• Utilising functionality in 

the following FMS areas for 
maximum efficiency:

• accounts payable 
• general ledger
• non-invoiced income
• personnel links to SIMS
• the new year/year end 

process
• supporting documents
• emailing PDF orders

FMS Top Tips and Techniques

Explore how you currently use FMS and examine how you
can maximise efficiency with time saving tips in managing
your school’s finances.

Duration: half day
Capita run course
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Who is it for?
Staff with bursary responsibilities
who have an understanding of the
way FMS and financial procedures
are defined in school and some 
basic knowledge of SIMS. Your 
school must already be recording 
data in FMS for this course to be 
relevant.

Why attend this course:
To gain awareness of the new
functionality and best practices
within the FMS software in order
to extend its use and make 
current procedures more efficient.

What you will learn:
• The course covers the 

new functionality of FMS, 
including:

• BACS setup/usage
• e-ordering
• debit cards
• top tips
• FMS MultiView (academy 

groups)
• new interactive reports
• asset management 

(academies)

FMS Developments - Remote

This remote session course aims to help you understand how to 
make the best use of the new functionality within FMS.

Duration: 90 minutes (remote 
training) Capita run course
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Personnel Courses 

Personnel User

Learn about the maintenance and management of personal,
professional and contractual staff data. There will be a focus on
data collected by the School Workforce Census.
Who is it for?
Staff with responsibility for 
updating and maintaining 
personal, professional and 
contractual information of staff

Why attend this course:
To learn how to manage staff
information, including School
Workforce Census data.

What you will learn:
• the SIMS Personnel record 
• how to add new appointments 

in SIMS personnel
• understanding contracts
• managing staff leavers
• how to deal with promotions
• maintaining staff 

qualifications, absence and 
training details

Duration: half day

Reporting from Personnel

Explore the production of existing reports and design of custom 
reports to support the analysis of personnel data..

Who is it for?
Staff with a working knowledge 
of SIMS Personnel who wish to  
extract data into reports.

Why attend this course:
To further your knowledge and 
skills in producing personnel 
reports.

What you will learn:
• running and previewing exists 

reports
• designing and running your 

own reports
• editing existing reports

Duration: half day



Who is it for?
Staff familiar with SIMS Personnel
who want to gain an understanding 
of the functionality contained 
within the new module Staff 
Performance add on.

Why attend this course:
Staff who are engaged with their
role perform better. Gain an 
understanding of the new staff
performance functionality, so your 
staff are always involved
in their professional development.

What you will learn:
• setting up and amending your 

school’s line management 
structure

• allocating staff performance 
appraiser access rights to your 
staff

• customising module lookups 
and settings

• completing the initial staff 
performance setup process 
for your school

• recording and managing staff 
objectives, CPD, observations 
and reviews

• running staff performance 
reports

Staff Performance

Gain an understanding of how to manage and maintain the
staff performance functionality.

Duration: half day
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Statutory Returns Courses 

Who is it for?
Staff with responsibility for 
preparing the statutory census 
return who have a working 
knowledge of SIMS.

Why attend this course:
To learn how to prepare for the
census return.

What you will learn:
• background information to 

the School Census 
• creating and validating a 

return 
• correcting any validation 

errors by editing individual 
pupil records or by using bulk 
update 

• preparing data for the return 
• authorising the return
• printing detailed reports
• printing a summary of the 

census

School Census

You will be taken through the preliminary preparation for the 
census return, including the procedure for creating a return and 
correcting any outstanding validation errors. 

Duration: half day

Also consider:
SIMS Census Drop-in

Who is it for?
Staff with responsibility for 
preparing the statutory census 
return who have a working 
knowledge of SIMS.

Why attend this course:
To prepare for the
census return.

School Census Drop-in 

This will give you the opportunity to come into the centre and 
work on your live SIMS data and be able to do a dummy run of the 
census and work through any errors with the SIMS and BuSi team.

Duration: As required
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What you will learn:
• Creating and validating a 

return and correcting any 
validation errors with support 
from the MIS Applications 
Team 



School Census for Post 16

Gain an understanding of the data collected by the School
Census for Post 16 and explore how SIMS can be configured
to provide the data and how to produce the return itself and
resolve data issues.

What you will learn:
• Creating and validating a 

return and correcting any 
validation errors with support 
from the MIS Applications 
Team 

School Census for Post 16 Drop-in

This will give you the opportunity to come into the centre and 
work on your live SIMS data and be able to do a dummy run of the 
census and work through any errors with the SIMS team.

Duration: As required

Who is it for?
Staff responsible for statutory
returns and/or for maintaining
staff details in SIMS or elsewhere
with a working knowledge of
Post 16 Census requirements.

Why attend this course:
To learn how to use SIMS to 
provide the information collected 
by the School Census for Post 16.

What you will learn:
• background information to 

the Census
• initial preparation of SIMS 

to enable production of the  
School Census

• reviewing and editing the full 
range of Post 16 student data 
to support the School Census

• producing the School Census
• consideration of validation 

errors

Duration: half day

Also consider:
SIMS Census Post 16 Drop-in

Who is it for?
Staff responsible for statutory
returns and/or for maintaining
staff details in SIMS or elsewhere
with a working knowledge of
Post 16 Census requirements.

Why attend this course:
To learn how to use SIMS to 
provide the information collected 
by the School Census for Post 16.
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What you will learn:
• Creating and validating a 

return and correcting any 
validation errors with support 
from the MIS Applications 
Team

School Workforce Census Drop-in

This will give you the opportunity to come into the centre and 
work on your live SIMS data and be able to do a dummy run of 
the census and work through any errors with the SIMS and BUSI 
teams.

Duration: As required

Who is it for?
Staff responsible for statutory
returns and/or for maintaining
staff details in SIMS or elsewhere
with a working knowledge of
SIMS Personnel.

Why attend this course:
To learn how to use SIMS to 
provide the information collected 
by the School Workforce Census.

What you will learn:
• background information to 

the School Workforce Census
• initial preparation of SIMS 

to enable production of the  
School Workforce Census

• reviewing and editing the full 
range of staff data to support 
the School Workforce Census

• producing the School 
Workforce Census 

• consideration of validation 
errors

School Workforce Census

Gain an understanding of the data collected by the School
Workforce Census and explore how SIMS can be configured
to provide the data and how to produce the return itself and
resolve data issues.

Duration: half day

Also consider:
SIMS Workforce Census Drop-in

Who is it for?
Staff responsible for statutory
returns and/or for maintaining
staff details in SIMS or elsewhere
with a working knowledge of
SIMS Personnel.

Why attend this course:
To learn how to use SIMS to 
provide the information collected 
by the School Workforce Census.
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Technical Support and Consultancy 

Share in our technical expertise 

We currently provide support for over 400 physical and virtual servers across 166 sites, this includes over 13500 
desktop clients across 6 Local Authorities. We also have a central shared data centre with over 70 physical 
and virtual servers. By means of constantly assessing the market and through economies of scale we invest in 
many centralised solutions using the latest technologies to continually provide the best and most cost-effective 
support. In particular we search the market for the latest and most up-to-date devices available and purchase 
these devices for schools to try.

We will offer an online collaboration environment that offers secure cloud based email, personal and shared 
storage areas, video streaming, instant messaging and voice/video communication. The system will have a 
99.9% guaranteed uptime, spam/antivirus filtering, bad word lists for students and full audit compliance.

Book a Technical Expert to visit your School or Academy and benefit from our professional advice. Our technical 
team is experienced in installing and configuring networks, servers, end user devices, software and peripherals. 
Our technical consultants can plan your current and future ICT needs to ensure you achieve the best for your 
stafff and pupils in the future. 

How To Book
 

 

 By Phone: 01642 635570

 Online: www.oneitss.org.uk/courses - click on the booking form link

 By email to helpdesk@oneitss.org.uk 

The training venue can be wherever you would like it to be. We currently run courses at our office which is 
situated at Blackburn House, Falcon Court, Preston Farm Industrial Estate, Stockton on Tees, TS18 3TX and on 
site at schools. We can provide bespoke training which is tailored to your needs or the needs of the schools 
within an Academy Trust.

For information on costs please go to www.oneitss.org.uk/courses, all courses are for half a day unless 
otherwise stated.

User Groups
User groups are held twice a year and are free to anyone who has an SLA with us and include lunch. 

If you have a new member of admin staff starting in your school, they are entitled to a free 1 hour on-site 
induction session with one of our SIMS team members. Please ring 01642 635570 or email helpdesk@oneitss.
org.uk to arrange.
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We offer 3 levels of SIMS Support via a yearly Service Level 
Agreement.
This includes:

Level 1

General Support
• Personalised technical and user support of all core SIMS modules.
• Telephone advice and on-site support when required, the helpdesk is open from 8.00am to 5.00pm   
 Monday to Friday except bank holidays.
• We will provide remote support to your school so with just a few clicks we can view your screen while  
 you are on the phone so we can give you tailored one to one support.
• Any SIMS faults or user problems that arise during an OFSTED inspection will be dealt with within the hour.
• We will give ad hoc assistance with creating reports
• We will provide consultancy and support in developing the use of new modules when required.
• We will assist in the processing and promotion of pupil pastoral information into the new school   
 academic year.
• We will provide written instructions for standard tasks and procedures when required and keep staff   
 informed when changes occur.
• We will provide a data entry service (if time permits) at an hourly rate for entering data.
• We will provide support with associated add on’s to your Management Information System eg school  
 dinner money, communication systems, payment systems and VLE integration.
• All SIMS data will be backed up in line with school backup procedures in conjunction with the school        
              Network Manager or IT provider. An off-site backup solution is available to schools on the One IT central   
              network.
• We will provide support when completing and running your census return, this includes free drop in       
              sessions where you can work on your own data and uploading files to Collect.
• During Exam period we will import the latest list of QCA codes and apply any performance files and  
 patches provided by Capita as well as keeping the Exams Officer informed of any changes to    
              requirements as they occur.

SIMS Support

We’re here to support you.
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• All SIMS data will be backed up in line with school backup procedures in conjunction with the school   
             Network Manager or IT provider. An off-site backup solution is available to schools on the One IT central  
 network.
• We will provide support when completing and running your census return, this includes free drop in       
             sessions where you can work on your own data and uploading files to Collect.
• During Exam period we will import the latest list of QCA codes and apply any performance files and         
             patches provided by Capita as well as keeping the Exams Officer informed of any changes to 
             requirements as they occur.
• We will provide assistance on exams day from 7.00am in the morning until 6.00pm at night to assist     
             schools with downloading exam results files, importing them into SIMS and producing reports.

Advice
• Advice on the use of all Management Information System modules.
• Advice on the purchase of add-ons for SIMS.
• Consultancy on School Improvement using SIMS.

Upgrades
• Upgrades to the SIMS system will be provided as and when issued by Capita Education Services if 
 deemed necessary by the One IT Support Team (schools may be asked to actually perform the 
 upgrade). Upgrades will only be done if deemed necessary due to the disruption to the school.

High Quality Support
• We will ensure that at least two support officers have attended SIMS courses on the various 
 modules available.
• The support officers will also attend any update training as and when appropriate.
• We will ensure that the team are SIMS Accredited and renew this accreditation as and when 
              necessary.

Training
• We will arrange a comprehensive program of Management Information system software training 
 according to demand.
• We will provide on-site training at an agreed hourly rate.

Level 2

Includes all of the above, with the following additions:
• We will perform all the necessary software upgrades.
• We will perform all necessary SIMS year end procedures.
• If the school logs a call and it cannot be solved by telephone or using remote  support software, a   
 support officer will visit.

Level 3

Includes all of the above, with the following additions:
• We will help set up and maintain assessment data using Assessment Manager, this service will include  
 assistance with setting up templates, marksheets and reports and one to one support in the continued  
              use of Assessment Manager. If setting up Assessment Manager completely from scratch then there may  
 be an initial set up cost.
• We will provide 4 hours worth of data entry into any SIMS module including Assessment Manager and  
 Attendance data.
• You can attend two days worth of our in house SIMS training free of charge and you are also entitled to 2  
 hours on-site training.
• We will assist in the processing of the timetable transfer to SQL including Options if required. 
• We will support all none core modules to include Timetable, Options, Cover and Profiles.



One place for all your IT requirements

Blackburn House
Falcon Court
Stockton on Tees
TS18 3TX
Tel: 01642 635570

www.oneitss.org.uk

To arrange a meeting or for more information contact:
Andrea Warburton  Tel: 01642 635570
    email: andrea.warburton@oneitss.org.uk 

TESTIMONIALS 

“I cannot recommend One IT SS highly enough and would be happy 
to provide you with further detail should you require it.”

“Excellent support provided by efficient and extremely helpful staff. 
We are delighted with the service that we receive.”

“The service is excellent – no problem is too much for them.”

“Your staff are brilliant, always ready to help and I feel I can ask even 
the stupidest of questions if I don’t understand anything.”

“Asolutely no complaints what so ever. Since changing our provider 
the level of service has been excellent. Long may it continue.


