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User Defined Groups .

There will be times when you will nee

d 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 :

eI
E"‘ “',

SEIE)

Focus Ee;:orits -VPi;iu;;es .Nioo\s Er;aow i Eelp
E=] ; S W 3 5 =R - A=A -
i P BBERZS R B8
SIMS Shorteuts [ T ol
‘| SIMS System Marager Modu O
SIMS im s / B85 E Linpin 3K Close
Capit
oo e -
Supporthet %
Aasessment
Permrmancy
Frofiles
Systenn Welcome to System Manager
Mova T
Oplions Flease choose the action you wish to perform
Schoolcomms
H Add a New User (not already known to the system)
Assign Users to User Group:  [Select a User Graup -
H Display f print a report of New Us
Documentation
¥ Show this screen at startup
Help
I:’Erkusl'lehe? E-rtr,
. ‘ y .
b. Click on the ‘downward’ arrow against Select a User Group .
c. Select Assessment CoOrdinator
System Manager
Welcome to System Manager
Flease choose the action you wish to perfarm
% H Add Existing People as Users of the Systemn
H Add a New User (not already known to the system)
HC% fz| Assion Users to User Group e e
Display ! print & report of New Users
I Shouw this screen at startup
Help
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..

| = From [14-0Z2/2007 BEH| 1o | B S

[ = T o~
i Sdrmin,. SLG

& Bates. BELIMNDA

i Boston, Sarah

& Boswell JERMNIFER

Za Brooks. CARL

i Bircimn, CHA R A2 M E

EFEREcwn. PALILIMNE
e Brouwn. Susan -
Choose All I Choose - | <+ Remowve | r Remowe All
[ = et From To
= B LG 5. 06
Boswell, JEMMIFER 29/06/2006
A Brooks. CARL 2111 /2008
Za Brown. CHARRAIMNE 024171 /2006
i Myles. KEWIM 0z2/09-2003

From [14/02/2007 BEH| 7o | B =

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. Goto Focus — Groups — User Defined Groups

b. Click on New

EESIMS nek: WATERS EDGE PRIMARY SCHOOL

Peporks Routine=s Tool= R T [= 1N Help
Homes Fags E acl. - Forwsard = Er llil:,.___f w i:‘:
Schaal > — e -
Fupil r EPage: Mrs G Groswenor. 210 72008
Eshaviour Management * krint «F Configure < Refresh
P=r=on »
Sroups | U==r Defimned Sroup=
Sgericy » FProfiles User Defined Groups letins
admission > assessmenkt Defined Groups
Atkendance ] t
E=e== Billima 3
ale=rkes 3
assessment Managsr L e T g:‘hl‘lol
Profiles >
.u__éh Py Lisk Erbrs Classes Today
= Py Markshest Enkrye =00 o330 10:00 10 =0 1
S Exit —l

3E PRIMARY SCHOOL

Tools wWindow Help

o - rovod SR BWENHBREER O K88

Maintain User Defined Growups

D M e Search Open Delsts Frirt &l Browse [RE-Fi S Prewious

User Group D etails:
Save Undo = Print
1 Group Details 2 Memberzhip

1 Group Details

Group Description || | Aictive State l :’
Shart Name | | Current M ain Supervisor | | [@j
Motes
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c. Type in your details as follows:

Tools  Window  Help
% — .’.’. i 1‘ ~ E “ || = (= 5 & ":g._ 1 I‘f—. E‘_'
<|:I Back Ry - w n 'i e L2 G = L‘-J' L“.‘t-‘ -':_";
* M aintain Uzer Defined Groups
|:| Mew Search Open Delete Print m Browse Mext Previous

User Group Details:

E Save ""} Undo = Print
11 Group Detail: 2 Membership

1 Group Details
Biraup Desciption |YB Booster Group | Active State Iﬁ«ctive =l
Shotlene |YB Booste] | Current Main Supervizor | |
Motes

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 .

UszerGroup Details:
E Save "’f Undo =3 Print
1 Group Details 2 Membership

1 Group Details

Group Drescription |YE Boaster Group | Active State Iﬁclive LI
Short Heme |YB Boaster | Current Main Supervisor | |
Maotes

2 M&mbership
Effechye Date Range  [03/09/2007 -01/03/2008 | boademic Year  |cademic Year 2007/2008 =]
Curzor D |M0nday |
Cursor Date [21/01/2008 |

]EZoom % Actior...

r Gl |
e RemoveMembershlngl |IIIIIIIIIIII,IIIIIIII|IIII,IIIIIIII|III,IIIIIIIII

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.

s Tools  Window  Help

@ - B9 BRES BHBCEZ2DS BB

* Maintain UserDefined Groups

D New Search Open Delete Frint 5] Browse Mext Previous

User Group D etails:

|E‘] Save *“‘) Unda = Print
1 Group Detailz 2 Membership

ESelect Members

=

B4 Search Links = @Help

Surname l:l Forename | | Rols |Student vl
Group Type <Al "l Group | | Effective Date  [21/01/2008 i

Ethnicity Category -

Hame Attendance L ser Defines [ Gender | I =
ABBOT, Mark  |Boarder Status Male
ABBOTT. Matk |House Male
i‘a’éég‘?g ;’:d Mew Intake Group ma:e

- 80931 R egistration G oI
Ackropd, Hugh ool ale
Ackrovd, Marc Sitalf = M ale
Ackropd, Mary Female

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:

{E PRIMARY SCHOOL

Tools window  Help

@oer - s B3 G BWESHM BRBECES0OS D08

[#% Maintain User Defined Groups

Bl Mew 11 Sesrch Open  Delete Priet | [ Browse Pt Previnus

User Group Details:

Save Undo = Print
el FH select Members =1 E3
ic H Search Links = @Help
Foamee ] | B | | o = —
Sl i
Group Type Ifear Graup VI Group ‘Year E | I:l b4 Effective Date  [21/01/2008 [} |
M
Mame: [ Gender [ Curent Group |
Trunley, Wendy Femsle  vear B

Hughe: n

Voung, Kathn Female  ‘ear &
Gray, Lotty Female Year 6
i b ale Year B
P ‘leal
el &
Begumn, Raghbir b ale Year B
Green, Alan b ale Year B
C 5 ¥ 5
(=

Flobbs, Arna Femals e B
Liddel, Peter b ale Year B
=} any - =3

]E - ks vl Sl rear b
Me || 540 Hale Yoo b
]9 | | Cancel

h. Click on OK.
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Step Three (continued)

i. You will see the following screen:

User Group D etails:

[ save

[1 Girc

S Undo (= Print

P NP
'1Save current ikern (Ctrl+5)|

1 Group Details

Group Diescription

|'Y'S Eoaster Group

| Active State

Short Mame

|'Y'S Eooster

| Currenit kM ain Supervisor

I-’i\ctive

I | [& ]

Motes

2 Membership

| [= ]

Academic Wear

Effective Date Range  [D3/094/2007 - 01/09/2008
Curzor D ay |MDnday |
Cursor D ate [z1/01 /2008 |

IAcademic “rear 200772008

T Zoom S8 Action

tember

Sep |Oct [Movw  [Dec ,Jan [Feb |IMar ,Apr I[ZET ‘Jun ,Jul Jawa =
L L)L)

Hartley. D aniel

Hughes, flison

kil ansoor, Khalid

James, Lucy

Ucroft Loty

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

k. Close out of

Step Four

How to Assign your User Defined Group to a Template.

this screen.

a. Go to Focus — Assessment Manager — Template .

E‘SIMS .net: WATERS EDGE PRIMARY SCHOOL

Reports

Routines

Home Page

School

Pupil

Behaviour Management
Person

Groups

Agency

Admission

Attendance

Alerks

Tools wntindow Help
P - e = 0 o, E = E‘?‘ = =3 = gl
. ok e o \’ﬁ: w = -')Il 'ﬂ I.LT.- = e ‘-f;
i Fage: Mrs G. Grosvenor. Wednesday 14 M arch 2007
+» =h
» Events This week
3
@ 1 Evenis This Wesk
»
3
3

Assessment Manager

Markshest Entry

Profiles 3 QMR Entry
[E5| My List Entry 9 Individual Report
L= My Markshest Entry Aspect
5% Exmit Grade Set
Result Set
Lookup Tables
Template
OMR Termplate
Group Analysis
Aspect Analysis
Resulk Set Analysis
D ocumentation - Chance Analysis
Trend Analysis >
[ Favounites
Pugil Detzils

b. Locate the name of the Template

to.

that you wish to assign your newly created group

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) Goto 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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