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Schools have a statutory duty to report and submit EYFS Profile data for every pupil at the
end of Reception.

Using the wizards in SIMS is the easiest way for you to prepare your data and allows
schools to enter Teacher Assessments directly into SIMS.

Once all data has been entered into SIMS, you are required to produce a CTF (common
transfer file) for submission to your Local Authority.

This document is a step by step guide on entering and submitting your EYFS Profile data
and fulfil the requirements of the DfE in relation to EYFSP arrangements.

Please do not hesitate to contact the SIMS team with any problems or questions.

01642 635570

helpdesk@oneitss.org.uk
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You will need to import the wizards and marksheet templates before you can enter any data
into SIMS. The below instructions are a step by step guide on how to import all resources
needed to enter your EYFS Profile data.

1. Goto Routines | Data In | Assessment | Import

2. Press the browse button to browse for the wizard

siMs Tmpork

Select the file to impart from

Header comments from the import file:

Overwrite with default values [

< Back | | Mest > | | Finish | | Cancel

| y

3. The browser window should automatically take you to a folder called “Assessment
Manager”
If you find the browser doesn’t default to this location, please browse to

C:\Program Files\SIMS\SIMS .net\AMPA\England Primary (and Middle Deemed
Primary)\Assessment Manager

OR

C:\Program Files (x86)\SIMS\SIMS .net\AMPA\England Primary (and Middle
Deemed Primary)\Assessment Manager

4. Select the file named “EYFS Profile Wizard 2020” and click “Open”

5. Click “Finish”

Your wizard has now been imported. We now need to import the marksheet templates so
that you can input your data.

1. Goto Routines | Data In | Assessment | Import



Press the browse button to browse for the marksheet template

1
5iMs Imnpork

Select the file to import from

|

Header comments from the import file:

Owenwrite with default values [

< Back | | Mest » | | Finish | | Cancel

4

You should be directed to the Assessment Manager folder again. If you aren't,
browse to the file path mentioned previously.

Select the file named “EYFS Profile Template 2020” and click “Open”

Click “Next”

siis Import

HE

Select the file to impart from

|E:\Program Files [#8E]%SIMS4SIMS net\akPAMEngland Primary [and Middle Deemed Primary]\assessment Managar\E‘|
Header comments from the import file:

Early Years Foundation Stage Profile Template 2018

This Template should be used for the recording of Early “'ears Foundation Stage outcomes in 2018

Ovenarite with default values [l

< Back ‘; Finish Cancel

2




7.

8.

9.

Select “Import Templates” from the drop down box

sIMs Import 7| x|

Import  {Import Templates j

Back |[ Met> || fiish || Cancel

Click “Next”

Tick “EYFS Profile 2020”

SiHs Import
Select the Templates that will be imported

| Select Al | |DeselectAII

< Back | ‘ Mest > | | Finish | | Cancel

Click “Finish”
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Now that the wizard and marksheet template have been imported, we need to activate the

marksheet to allow us to view it and enter data

1. Goto Focus | Assessment | Template

2. Search for “EYFS profile”

* Find Template

D New H Search f”-'Dpen Delete =3 Print @ Mext ﬁF‘lewous

Template Mame |EYFS profile

| Owarer IAnyTempIate j Select Category

Active Satus [octive =l

Narme | Owner | Status
EYFS Profile 2014 Active
EYFS Profile 2015 Active
EYFS Profile 2016 Ative
E'YFS Profile 2017 Ative
E*F5 Profile 2018

EF5 Fiofile Good Level Development 2017 Aclive
EF5 Fiofile Good Level Development 2018

Active

3. Select “EYFS Profile 2020”
4. In section 3 (Marksheets), click “New”

5. Expand “Year Group” by clicking on the “+” and select Reception

s Group Selector [ 2]

Select the effective Group date

Fom [01/08/201)[ @ | 1o [s/esems][ | Refresh

- [J Course
[#- [ Mational Curriculum Year
- [ Exam Season Candidates
- [ Assessment User Defined
(- [ Ethniicity
- [J Home Language
~ O Houss
- [J Mew Intake Group
#- [ Registration Group
=[O ear Group
4 vear Groups

|»

- CYear B j

Apply | | Clear Selection || Cancel |

4

6. Click “Apply” then click “Save” in the top left hand corner of the screen.

Your marksheet has now been activated.



04‘ Preparing the Information

In the final term of Reception, an EYFSP assessment must be made for each pupil. If a pupll
starts a new school before the summer half term holiday, the new school are responsible for

recording and reporting the pupil’'s EYFSP.

Running the Wizard

1. Select Tools | Performance | Assessment | Wizard Manager

ﬂ Wizard ? *
Select Wizard
Fiter <]
MName Edit Date Complete
EYFS Profile Wizard 2018 ‘ﬂ‘lﬂﬂlﬂﬁﬂ O
= Back Next > Finish Cancel

2. Leave the filter on Incomplete, highlight ‘EYFS Profile Wizard 2020’ and click

‘Next’.

3. Onthe Select Group screen, click the magnifying glass

Selector.

Q to display the Group

4. Click the *+’ next to ‘Year Group’ and select ‘Year R’ then click the ‘Apply’ button.



B Group Selector 7 x

Select the effective Group date

From [01/09/2018][ @] 1o [31/082019)[ @] Refresh

[+ Ethnicity ~
[+~ Home Language
- House
[#- New Intake Group
[+~ Registration Group
[=- Year Group
- All Year Groups
- Year 1
- Year 2
- Year 3
- Year 4
- Year B
- Year 6
- Year N2
- Year N1
[#- Special Neads
[+~ User Defined Groups
[+- First Language
- Exam Perfformance Cohort o

| Apply | | Clear Selection | | Cancel

5. Click ‘Next’.



Marksheets

Important: Data only needs to be populated in the ‘EYFS Profile 2020’ marksheet. Once
saved, the ‘EYFS Profile GLD 2020’ marksheet will also be populated. To see information in
the ‘EYFS Profile GLD 2019’ marksheet, you will need to click on ‘Calculate’.

We will now enter data into the marksheets that we have activated in previous steps.

1. Click on ‘EYFS Profile 2020’ and click on the green pencil 7 button.

ﬁ Wizard - EYFS Profile Wizard 2018 ? x
Markshests
Filter: |In{:ﬂmplete w Please select a Marksheet and click on the pencil to enter/edit data.
Template Group Last Used Complete f
EYFS Profile 2018 Year R 29/06/2018 [l
EYFS Profile Good Lev_ Year R 29/06/2018 ]
< Back Next = Finish Cancel

2. Enter a grade for each pupil in the appropriate cells. The grades are as follows:-

- 3 (Exceeding)

- 2 (Expected)

- 1 (Emerging)

- A (Unable to access or exempt)



3. To enter grades quickly, right click in the first cell and select ‘Select Grade for Cell’.
Move the View Select Grade dialog box so you can view this alongside pupil names
and the Result column. Double click the result for the first pupil. This will place the
grade in the cell and moves to the next pupil. Continue to select grades until they
have been entered for all pupils. Click the ‘Close’ button to return to the marksheet.

2 Markshest
Fesult Date [21/02/2019 |[ B | Group Membership Date [21/02/2013 || Bl | 5 Refresh (1) Summary 32 Narrow @ Zc
Group Filter| | (%
m View Select Grade ? x|
wl C
= = £
584 i
g ‘.:'I' Grade Description ]
o+
Eg 2 Expected
o E < 1 Emerging <
_§ =2 A Unable to assess or exempt
2 [k 3
[T} Qo - 4

(%]

ABBOTT, Jessica
ABHRA, Shaquib
ACKTON, Charlotte
ALALA, Michael
BEMSON, Chantal

BHATI, Nadeem I
BORDET, Magda
BURROWS, Delphine

CEDRIC-SMITH, Elliott I
CLEEVES, Rosie
CLINTON., Joseph Apply & Next Skip Close | |
COOPERS, Ryan

COOPER-SMITH, Beatrice I

SOTNTED CodiA T

i

4. All white columns (without f) enables the entry of the EYFS level.

5. Once all columns are completed, click ‘Save’. Columns with ‘¥ in the header will
automatically complete.

6. Click I Caleulate Any pupils with missing results will show as ‘Missing’ and will be
highlighted red in the ‘Data Check’ column.

UTW People Communities
School Assessment - EYFS
School Assessment - EYFS
School Assessment - EYFS
EXP Media & Materials

School Assessment - EYFS
School Assessment - EYFS

MAT Shape Space Measure
School Assessment - EYFS

UTW The World
UTW Tachnology
EXP Being | magi

4
=
[}
a

PHY Health & Seff-care:

School Assessment - EYFS
School Assessment - EYFS
PSE Feelings Behaviour

School Assassment - EYFS
School Assassment - EYFS
School Assessment - EYFS
School Assessment - EYFS
School Assessment - EYFS

School Assassment - EYFS
School Assessment - EYFS
PHY Moving & Handiing

School Asssssment - EYFS

COM Listening Attention
School Assessment - EYFS
PSE Sell-confidence

Students
COM Understanding
COM Spesking

PSE Relationships
UIT Reading

LIT Writing

MAT Humbers

ABBOTT. Jessica 3 3 3 3 3 3 2 2 2
ABHRA, Shaquib £3 2 2 2 3 z E: i i

7. Results can be overtyped if a correction is needed. Ensure that you click ‘Save’ again
if you amend any results.



Populating the GLD Marksheet

1. Click on ‘EYFS Profile Good Level Development 2020’ and click on the green
pencil # to open the GLD marksheet.

2. Click BpCaleulate 4, auto-populate the marksheet.
3. All columns should now populate.
4. Click ‘Save'.

5. Close the wizard.



05 Exporting the Results to a CTF

1. Click Routines | Data Out | CTF | Export CTF

2. Select the export type ‘General’

Export Type

Phanics Test Results

KS1
K51 excluding Tests and Tasks

KS2

Eary Years Foundation Stage data (FSF)
CME - Leavers

CME - Joiners

[ Select |[K Cancel

3. Deselect all boxes in the ‘Data to be Exported’ panel except for ‘Student Basic
Details’, ‘Student Address’, ‘Assessment Data’ and ‘Include KS1 Tasks/Tests’

1 Data to be Exported

Student Basic Details ] Student Address bl Student Contacts
SEM Information O Schoal History
Attendance Summary O Programme hy{PoS) O FSM History

Assessments

O

4. Select ‘Reception’ in the ‘Year Grp’ column and check that all relevant pupils are

listed.

5. Right click in the white area under ‘Destination LA/Other’ and click ‘Select All

Destination L&/Other

Select All H
|




6. Left click in the ‘Destination LA/Other’ cell for the first pupil and scroll down until you

9.

10. Your file is now ready to send via your LA’s preferred method of secure transfer.

find your Local Authority.

Destination LAOther Destinatic

Southwark ~
9 St Helens
4 Staffordshire
Staffordshire (Pre Lar)
] Stockport
Stockton-On-Tees
Stoke-on-Trent ~

Click ‘Export CTF | & Exwert CTF

Click “Yes’ when you receive the below message relating to address tidy.

CTF Export can cause problems where addresses are untidy or

duplicated.

You may want to check with your System Manager that Address Tidy

and Merge has been run recently before you proceed with CTF Export.

Do you want to continue with CTF Export?

Make a note of the filename that appears on the screen.



06 Exporting the Results to Excel
(Stockton schools only)

From the marksheet screen in SIMS you can export the data formatted to excel for the use
of the MIS team.

Focus | Assessment | Marksheet Entry

Focus [Reports  Routines Tools Window Help
- v [ E
Home Page Ctrl fg § QP b—’g BBL

Schaol
Pupil
Behaviour Management

S SelectedAcad

Interventions
Person
Groups
Agency
Admission
Attendance
Dinner Money
Eees Billing
Alerts

2% System Manager

Communication
Assessment i Marksheet Entry r

Y F FFFFFFFFFF

Profiles » Progress Grid Entry
P MyListEntry B Programme of Study Tracking Entry

[ ARAD Eunbns

L haonae

Open the marksheet called EYFS Profile 2020, make sure your data entry is complete and
the extra student columns of DOB, Reg (class) and Gender are visible on screen.

w w w w w w 7 w o w w Zw w o w w o
w rid w [rid w rid rid w w w w ﬁ& 8z w w ris w
5z = o 2% e = Ei = = o = = H=e by = Y =
8 | 8 2| £ 2| 2| - : : > | 3% | 5® : 5 | an [ eC
gz £g = ) Jz = R = = = = = = = = = S
2: g= s £= vn): s: i: a: [ = [ §.= §= == §= _g: g=
2 3 £ = = = 9 2 2 o = 3 3 z £
£ s = k; 3 H = [ £ 8 £ = £ = £ = = = = %
S ols |8 | |35 | a5 || K|k | k||| 58| &S|l s k|5 K|
= <} =3 =3 =3 2 =B “3g =3 =3 ] 3 B -] B 3 B =3 =3
£ 5 g 5% 5% 5% £5 £5 88 ] ] =5 =5 i3 =3 25 = = ] =5 2
[=] Q o= Qo Qw Qo =3 =N} -3 -9~} =973 = = w w =13 =13 =1"3 e () =]
0170672015 %F ;02
050412015 |M |02
01072015 |F |01
13082015 (M |N
T

From the menu bar select export and choose formatted.

§Undo (=) Print 'B Export ~ ECaIculate

Unformatted
entry for this Marks —

The file will open in excel.



Please save the file and upload to the extranet as instructed. Notes will come from the MIS
team with folder locations for uploads.

Extranet URL: https://extranet.sbcschools.org.uk/



https://extranet.sbcschools.org.uk/




