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Identify the Pupils

If all pupils taking the tests are in the correct year group, this can be ignored. If, however, there
are pupils assigned to other year groups taking the tests, then a User-Defined Group must be
created for use in the Wizard.

Creating a User Defined Group
In SIMS.net:

Select Focus | Groups | User Defined Groups.

=

2. Click the New button to create a new group.
3. Insert a suitable name and code for the group.
4. Make the group Active in the Active Status box.
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Maintain User Defined Groups
[ New 4 Search [ Open  Delete " Print | Bl Browse - Next 1 Previous

User Group Details:

Bisave & undo (& Print
1 Group Details 2 Membership

1 Group Delails

Group Description Key Stage 1 Active State jActive -
ShortName T Current Main Supervisor I:I
Notes ’

Include in Discover  []

2 Membership
Effective Date Range |[01703/2014-31/06/2015__A[€L | academic Year [Acatemic vear 201472015 -

Cursor Day [wednesday ]

Cursor Date [18mzr201s |

[ Zoom % Action

Sep I|Dc1 TNov |Dec [dan reh ‘Mar I|Apr [may |Jun [dul ||Aug IA
Member
‘“"‘ i |III L

The Current Main Supervisor section can be ignored or added if you wish to assign one.

5. Move on to the Membership section.
6. Click Action and Add Member to add pupils to the group.
7. Choose the Group Type and Group from which you want to select and click Search.
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8.

sims 5elect Members

Group Type  |Year Group vl Group

— L E—

H[=1E3
“ Search Links ~ @Help
Surname

Role

fudent =]
Effective Date  [18/02/2015

Simmands, David
Moligno, Alessandra

Male
Male

Hale
Fiufin, Kazmer Male
Hope, John hiale
DiMonaco, Sikana Female
Maortimer, J ane Female
Reid, Rosie Female
Richards, Lauren Female
Stuart, Philippa Female
Polinn, ¥ adim Male
tuneer, Taiig hiale
Cassidy, Michael hiale
Beynon, Harvey Male
Peterson, Emily Female
Westings, Amy Female
Marris, Kate Female
“ward, Lucy Female

(O] |ED matches found

Choose the pupils you require by selecting individuals or in multiples. (Click on the Ctrl

button to select individual pupils or use the Control + Shift button to select a range of

pupils).

5ins Select Members

Group

Group Type  |Year Group -

1=l E3
84 Search Links ~ @ Help
Surname l:l Forename l:l Rale Student 'I

- Effective Date  [18/02/20115

‘Westings, Am

(Gender

Femals

O] ‘ED matches found

Click OK. The names of these pupils will appear in the box below.
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9. Save.

Maintain User Defined Groups
B New (1 Search " Open  Delete " Print | [l Browse - Next . Previous

User Group Details:

Bsave S undo 1 Print
1 Group Details 2 Membership

1 Group Details

Group Descripion ot Stte |
Shrt Narme Comenmainsuperier [ |[&]
Notes

Include in Discover [

Action 2 Membership
Effective Date Range |J1/08/2014 - 31/08/2016 Academic Year  |Pcademic Year 2014/2015 -

Curn
ursor Date 18/02/2015

[ Zoom @ Action.
Sep |Oct |Nov |Dec |Jan |Feb |Mar |Apr |May [un |Jul | Sug
Memeer IIIIIIIIIIII|||||IIIII||1|||1|||||||||||||||IIIIIIIII|||||
Abdullah, Tamwar - 1ELM
Beynen, Harvey - PINE
Cassicy. Michael - 1ASH
DiMonaco, Silvana - 104K
Hope, John - 1PINE
Moligno. Alessandro - 1ASH
Morris, Kate - 10AK

D

Mcin.imen Jane - 1PINE -
4

10. If there are other pupils who will have assessments but are allocated to other years then
choose the appropriate year again and select those children to add to the group.

Once you have created the User Defined Group — continue with the instructions for the
relevant Key Stage Wizard you were working on and which you created this group to enter
the results for.
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