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User Defined Groups . 
 
There will be times when you will need to monitor the progress of particular groups of children; for 
example ‘booster groups’:  This is done by creating a User Defined Group .  The example shown 
is with respect to Assessment Manager 7 , however, this group can be picked up by other 
modules in SIMS .net , including Attendance 7 . 
 
Step One  
You will need to ensure that you have the correct ‘Access Rights’. 
 

a. On the SIMS Shorcuts  panel, click on the word System : 
 

 
 

b. Click on the ‘downward’ arrow against Select a User Group . 
 

c. Select Assessment CoOrdinator  
 

 
 

d. Click on Assign Users to User Group  icon. 
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Step One  (continued) 
 

e. On the ‘split’ screen that follows; highlight your name and click on Choose to make sure 
that your name is in the lower half and Update . 

 

 
 

f. Repeat steps a – e  for Assessment Operator Access Rights. 
 

g. If you require memberships to other groups, you can assign them here also. 
 

Step Two  
To create a User Defined Group : 
 

a. Go to Focus – Groups – User Defined Groups . 
 

 
b. Click on New 
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c. Type in your details as follows: 
 

 
 
 

d. You will need to ensure that Active  is selected in the Active State box. 
 

e. (If you want this group to be assigned to someone in particular, you will need to click on 
the browse icon and select a Current Main Supervisor ). 

 

f. Click on Save. 
 
Step Three  
You now need to populate your User Defined Group . 
 

a. Click on Action . 
 

 
 
 

b. A ‘drop down’ arrow will appear.  Click on Add Member . 
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Step Three  (continued) 
 

c. Click on Search . 
 

d. If you need to select students from through out the school, Group Type  box can be left 
as <All> . 

 

e. To select a particular Year Group  / Reg. Group ; click on the ‘drop down’ against Group 
Type. 

 

 
 

f. If you select a particular Group Type , you will need to click on Search again. 
 
g. To Select Members , hold down the ctrl key on your keyboard, highlight the students 

required and left click with your mouse.  Your screen will look as follows: 
 

 
 

h. Click on OK. 
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Step Three  (continued) 
 

i. You will see the following screen: 
 

 
 

j. Check that you have included all the required students, and click on Save. 
 

k. Close out of this screen. 
 
Step Four  
How to Assign your User Defined Group  to a Template. 

a. Go to Focus  – Assessment Manager – Template . 
 

 
 

b. Locate the name of the Template  that you wish to assign your newly created group 
to. 

 
c. (If you know the name of the Template  you require, type in details in the Template 

name and click on Search) 
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Step Four  (continued) 
 

 
 

d. Double click or Open the Template. 
 

 
 

At the screen shown, select hyperlink 2. Marksheets  
 

On the Marksheets screen click on New 
 

 
 

Click on the + Against User Defined , from the drop down select the User Defined 
Group  that was created in Step Two , click on Apply . 

  

       At the screen shown click on Save.  This will now appear in your ‘Marksheet Entry’ list. 
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Step Five  
Assigning a User Defined Group in Attendance 7  
 

(a)  You will need to ensure that you have the correct ‘Access Rights’.  To do this follow 
Step One  (a) – (e).  Against Select a User Group  you will need to Select Attendance 
Manger  and / or Attendance Operator  Access Rights (dependent on the level of Access 
required).  If you are at all unsure about ‘Access Right’ levels please contact the ICT 
Helpline. 

 

 
 

(b) Once you have assigned Access Rights you will need to log out and log back into  
SIMS .net .  You are now ready to assign your previously created User Defined Group . 
 
(c) Go to Focus  – Attendance  – Edit Marks  
(at this stage, you can select another option from the ‘drop down’ list). 
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Step Five  (continued) 
 

(d) Once this screen is opened; you will need to click on the Group Type  option (as 
shown).  Highlight User defined group , and click on Search  

 

 
 

(e) You will now see the Groups  that you have previously created (as shown). 
 

 
 

(f) Hightlight the Group and select Open.  You can now enter data or check previous 
weeks attendances against your previously selected students (as shown). 
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