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I Introduction 
 

 
This section contains: 

 
 Introduction to SIMS Learning Gateway 2 

 Portal Model 

Introduction to SIMS Learning Gateway 2 

SIMS Learning Gateway 2 (SLG2) is an implementation of Microsoft ® Windows 
SharePoint services (WSS3) and Microsoft ® Office SharePoint Server 
(MOSS2007) technologies. 

SharePoint allows code called web parts to be dropped into zones on a page to 
perform a certain task. Capita has designed web parts to surface data from your 
SIMS system and show the results to parents, students and teachers. 

The initial layouts of the sites have been set at installation. The purpose of this 
training manual is to make you familiar with the tasks needed to maintain basic 
sites. Following a look at the Student, Parent and Teacher portals you will be 
introduced to the techniques needed to manage these sites. 

This documentation concentrates on the SIMS-Capita web parts and their links to 
school databases (only the briefest introduction can be made here to general 
SharePoint web parts). It is important to realise that many other third party web parts 
are available on the Internet and that further general SharePoint training might be 
needed for SLG administrators. 

Portal Model 

Each School site exists as part of a hierarchy of related sites on one of Capita’s 
Hosted SLG2 installations. On a self hosted site, it should be a secure site of which 
the URL will be defined by the school; on a hosted site your site URL will be 
something like: 

https://hslg10.capita-cso.co.uk/schools/grab/slg 

 
NOTE: The text in bold will be personal to your school. 
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This is the typical basic set up for each school SLG2 site. 

 

Sites have been automatically created for students, teachers, parents and admin. It 
is possible to create extra sites for other groups such as Governors, or perhaps 
specific departments created from the Teachers site, e.g. Science Dept etc. (see 
Unit 07). 

Each of the three main sites (Parents, Students and Teachers) is a separate web 
site collection within the School Home site. Different links will be visible to different 
users based on their login ID, group membership and related permissions (see Unit 
09 for default detail). 

There may be some common areas for notices, discussions etc. 

As you define groups and apply permissions to group members, different people will 
be able to access different areas. Most of this user population and assignment of 
group permissions will happen automatically through Active Directory (AD) routines 
(see Unit 05) that are run by the school through SIMS. 

SharePoint runs on web parts (special code to sit on a page and do a particular job). 
The function of each of the Capita web parts is described in the following unit. 
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01 The Capita Web Parts 
 

 
This section contains: 

 

 Logging in 

 The School Home Page  

 Web Parts Surfacing SIMS Data 

 Extra General Web Parts 

SharePoint runs on web parts (special code designed to sit on a page and do a 
particular job). Some web parts provide an Announcement board functionality, some 
offer hyperlink lists, some provide Library storage capability. There are hundreds of 
general web parts available. 

Capita has designed new web parts to sit within the general SharePoint environment 
and surface data from your SIMS system for students, parents and teachers.  

The default range of this data is essentially the same for each group, though there 
are small differences which will be explained later.  

Each view is controlled by its own switchboard so that a school can tailor different 
final views for each main group – see Unit 2. 

From a user’s login credentials the system knows to which main group they belong 
and also exactly who the user is according to their role(s) in the SIMS database. 
This means that data is very accurately targeted to individual users who only ever 
see data pertinent to themselves, their families or their classes. 
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Logging In 

You will issue the site URL and probably put a link somewhere on your school web 
site and/or Intranet. When users follow the link they will be challenged for their SLG2 
credentials: 

 

  

Capita Hosted SLG2 will see the top screen shown in the preceding graphics. This 
is because the system is in fact logging the user in via Microsoft ISA server. Any self 
hosted school which has ISA server would see a similar log in screen and the 
design of that screen, although the same for all hosted schools, can be designed 
individually for LAs or self hosted schools. 
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Schools which do not have ISA server will be asked for their credentials via the 
second of the two graphics above. In some cases you may need to put the domain 
name in front of the user id, such as GAB\userid. 

A Hosted SLG2 sites have a time-out and after a period of inactivity, you need to 
log in again to move to a new page. The time out period is significantly longer if 
you set the Private Computer radio button (several hours compared with only 
ten minutes for a public computer). 

B Users can force a password change after logging in – they can also visit an 
area called My Account to do this at any time later. On a hosted site it is set 
that the first time they ever log in they are forced to change their password in 
any case. 

C This is the main log-in panel on a hosted site.  

D Users can ask for a forgotten password to be reset: Note this functionality can 
also work on a self hosted site but needs to have been set up at install. 

 

This requires a registered email address and a security question and answer 
previously stored in their My Account profile space. 

E Users can view messages about the Hosted Service Status: 

 

After success with their ID and password they will reach: 
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The School Home Page 

Yours will eventually be personalised with your badges/colours etc. 

 

The key elements here are: 

A - the site name and school badge. B - a banner graphic. 

C - tab links for other sites to which 
users have access. 

D - Announcements and other items for 
everyone within the site. 

E - The Quick Launch Area (QLA) 
showing general Microsoft libraries, and 
other Navigation indexes etc. 

 

Section E holds a SIMS Navigation web part which is slightly different for parents, 
students and teachers who obviously need access to different data from SIMS.  

However the top two links of the SIMS Navigation web part are common to all users: 

 

The My Account page stores information which the user can alter. 
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Each section can be expanded (using the little grey triangle) to show more detail: 

    

   

Schools may wish to hide the View My User Account address information on the 
students’ page to protect vulnerable children. 

Users are normally allowed to Change My Account Password. 

The Change Security Question and Answer are used in the forgotten password 
routine. 

The Consolidate My User Account web part is not relevant for Hosted schools and 
may already have been hidden. On a self hosted school, this web part allows a user 
to merge or consolidate his newly created id from SLG, (i.e. using his role within 
SIMS), with his or her existing id in Active Directory used to log on to the network 
within school. If you wish to use it, this is the process: 

You need to have an id for SLG created by using the SIMS routines described in 
Chapter 5, and use this id to log on just once to the Learning Gateway site. Go to 
the Consolidate My User Accounts web part and put in your original AD account id 
and password. Click the Continue button (not Enter). You will be asked to confirm 
this consolidation and then receive a message that it has been completed 
successfully. If you then log out you will then be able to log in again using your 
original AD account credentials and will have inherited the permissions from the, 
now disabled, SLG account. The disabled account will show as such with AD and 
although it can now quite safely be deleted, it is a good way of seeing which users 
have carried out this Consolidation routine. 

The School Details Page button shows basic public information about the school, 
as held in SIMS. 

 School Details Page button 
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The next section of the Navigation web part varies according to the user’s role: 

       

The preceding graphics show the links available to students, parents and teachers 
respectively. 

There is also an Administrator site which will be dealt with later – see Chapter 6. 

The key SIMS data located in the My Summary area for the student is the basis of 
what is shown to students, parents and teachers. Students access the data by 
clicking My Summary. Parents also have the My Children Dashboard page with 
key information about their children, but can then drill down for details about each 
child. Teachers must use the Student Search page first. 

Web Parts Surfacing SIMS Data 

The range of web parts surfacing SIMS data is similar for all three types of user, 
except that parents also see this My Children Dashboard overview page. School 
has control over the visibility of this default data – entire web parts can be hidden 
from view and some allow internal fine-tuning. They can be adjusted differently for 
each of the user groups, in other words you may want to allow teachers to see some 
items of information but not parents or students. 

8  The Capita Web Parts 
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This is the default set on what is known as the Student Summary page: 

 

Each web part can be expanded by clicking the grey triangle in the top left corner.   

Student Basic Information 
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Student Session Attendance Summary 

This data does not include today’s marks it summarises to yesterday. 

This summary is for the statutory Attendance marks (AM/PM registers). 

 

More Session Attendance Details: 

 

This view does include today’s registers. 
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Student Lesson Attendance Summary (Needs Lesson Monitor 
Licensed) 

This data does not include today’s marks it summarises to yesterday. 

 

More Lesson Attendance Details/Lesson Absences 

 

 

These views do include today’s registers. 
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Student Conduct Summary 

This shows data from the SIMS Achievement and Behaviour modules. 

 

Any column can be hidden if necessary. 

Student Assessment Summary 

This shows data from SIMS Assessment module. 

 

Results are not visible to parents or students until a check box in the Template area 
of SIMS Assessment has been activated – see later. 
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Student Classes 

The data shown here depends on the Timetabling routines in SIMS/Nova. 

 

10A/Re1 – links to the names of class members, this can be disabled – see Unit 3. 

 

Student Timetable 

 

The Capita Web Parts  13 



SLG2I-1-v10  SIMS Learning Gateway 2 

Extra General Web Parts 

Users can click the link on the Student Summary page (top web part) and go to the 
Student Details page, where you will see more details about the student selected. 

 

Each section can be expanded or collapsed by clicking the grey triangle in its top 
left corner. 

Student Registration Information 

 

Student Address Information 

 

Student Telephone and Email Information 
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Student Family Home Information (not Visible to Students) 

 

Teachers see a list of all contacts here. A parent would see their own name only. 
Clicking a link in the Contacts section leads to the page called Student Contacts. 
Each section can be expanded by clicking the grey triangle in its top left corner. 
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Student Medical Information 
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Student Ethnic Cultural Information 

 

Student Additional Information 

 

Student School History Information 
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Student Special Educational Needs Information 

 

In addition, the parent has an Overview Dashboard page, shown in the following 
graphic. 

 

The Dashboard view gives the parent the latest available information about his or 
her children, but the parent can then drill down using the Student Record link to get 
the same information as shown to the other users. 
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The Headlines web part scrolls between various key items of data for all of the 
children for whom the contact has parental responsibility at the school, including 
attendance, achievement and behaviour and key performance indicators from SIMS 
Assessment. You can choose which you want to show. 

 

The Today’s Attendance web part allows you to choose whether to show just today’s 
AM and PM marks, or each lesson. The Autumn release will allow you to drill down 
from this screen for more details. 

 

The Events web part allows you to choose from a selection of types of event, which 
have happened recently, by default in the last seven days, although the user can 
define the date range by clicking the Binoculars tool. The user can also scroll left 
and right to more events using the arrow tool. To see more details, just click the 
link, to see a screen similar to this: 
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The My Children Links web part shows a small picture of each of the children for 
which the contact has parental responsibility and then gives a link to the same 
Student Summary page discussed previously. 

The visibility of each web part can be controlled independently for each user group. 
Some of the Capita web parts have internal controls as well. 

Using these controls to tailor the views of students, parents and teachers is dealt 
with in Unit 2. 
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02 Controlling the Capita Web Parts 
 

 
This section contains: 

 

 Introduction 

 Close, Delete and Hide on Page  

 Internal Fine Tuning 

Introduction 

The school will almost certainly wish to hide at least some of the data available 
about each student to at least some of the possible user roles. What to show and 
what not to show are key decisions in the implementation of Learning Gateway. The 
data displayed to users via Learning Gateway is obviously only as good at that 
which exists in SIMS, so much of the decision making as to how to ensure complete 
and accurate data will be done in SIMS. Nevertheless, whether or not the data in 
SIMS is quite as good as you would like it to be, you can also choose to remove all 
or part of each web part via the Learning Gateway. 

The Capita web parts can be controlled in two different ways: 

 By removing them from the page in one of three ways 

 Internal fine tuning. 

Close, Delete and Hide on Page 

In general you should never delete or close the Capita web parts, if you do then we 
cannot guarantee that you can replace them successfully. Often, the Capita web 
parts work in a hierarchy with others, and require special code to be run to link them 
all together. Deleting a Capita web part often breaks these links. Capita can replace 
them for you, but you would be charged. 

An administrator might accidentally close a web part by selecting Site Actions | 
Edit Page after which they click the small Close cross or select Edit | Close. 

    

Controlling the Capita Web Parts  21 



SLG2I-1-v10  SIMS Learning Gateway 2 

If a web part is closed it is sent to a temporary store area which an administrator can 
access by selecting Site Actions | Edit Page | Add Web Part | Advanced Web 
Part Gallery and Options | Closed Web Parts, from where it can be dragged back 
into one of the main SharePoint zones. 

 

 

Closed web parts returned to a zone usually remember their internal settings. 

Web parts can be deleted by selecting Site Actions | Edit Page and then Edit | 
Delete: 
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As this is a more drastic action than clicking the Close button, you are warned: 

 

If you continue the web part is deleted. You might find a new copy in one of the web 
part Galleries, but it will have to have any internal setting replaced manually. 

If there are Capita web parts you do not wish users to see, the technique to use is a 
standard Microsoft one called Hide on Page. This leaves the web part in place, 
invisible to the normal user; it can also be very easily re-shown when necessary. 
This would be the normal way advised to remove Capita web parts from the page 
that you may wish to put back later. The only exception to this is where the web part 
to be removed contains data in plain text, such as if you wished to remove the 
Student Address web part. If hidden, even though the user cannot then see it, the 
information contained therein is still on the page and can be found by using the view 
source option in Internet Explorer. Whilst this would not be a problem for items such 
as attendance pie charts where the data would make no sense in this form, plain 
data such as addresses would be discernable via this route. In this case we advise 
that the close web part option be used. 

Select Site Actions | Edit Page to enter Edit mode and then select Edit | Modify 
Shared Web Part: 

    

A Control column displays allowing several adjustments, three of which are 
common to every web part in the world: 

 

Every web part has sections labelled Appearance, Layout and Advanced; the 
Capita web parts have an extra section labelled SIMS Learning Gateway Web Part 
Properties or something similar – see next section called Internal Fine Tuning. 
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The Hide on Page technique needs you to open the Layout section and select the 
Hidden check box, then click the Apply button or the OK button: 

 

As an administrator you will see the word (Hidden) as your reassurance that the web 
part still exists on the page, but cannot be seen. To the user, the web part is simply 
invisible. 

To show a web part again, simply deselect the Hidden check box. 

The Capita web parts occur separately on each of the Teacher, Parent and 
Student sites and will need to be removed using the separate Layout and Hidden 
switches on each site. A school can decide to use Hide on Page for the Teacher 
view, but what they can see is also controlled from within SIMS and automatically 
reflects any extra restrictions imposed by SIMS system mangers on say the SIMS 
group Class Teacher (see Unit 5). 

Internal Fine Tuning 

All Capita web parts have an extra control section labelled SIMS Learning Gateway 
Web Part Properties or similar wording. Sometimes crucial fine tuning can be 
achieved by altering the properties of the web part in this section. 

The exact details vary from web part to web part and this example shows the 
Conduct web part: 

 

Here, deselecting the Show student behaviour check box leaves only the 
Achievement data visible to the user. We will return to this in more detail soon. 

There are several sets of pages containing Capita web parts which might require 
fine tuning. In each case, the bolded text in the example hosted URLs given in the 
following section will need adjusting for your school, however the ordinary text is 
always the same. Note that some installations use a singular label for student, 
parent and teacher, while others use the plural students, parents and teachers 
check yours carefully. 
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Student Summary Page 

https://hslg10.capita-cso.co.uk/schools/grab/Students/SLGPages/ 
StudentSummary.aspx 

https://hslg10.capita-cso.co.uk/schools/grab/Parents/SLGPages/ 
StudentSummary.aspx 

https://hslg10.capita-cso.co.uk/schools/grab/Teachers/SLGPages/ 
StudentSummary.aspx 

(Student, parent and teacher perspectives. The above would be typical URLs for a 
hosted school). 

 First, select Site Actions | Edit Page to gain edit control over the page: 

 

 Schools without the Lesson Monitor licence will need to use Hide on Page for 
each perspective on the web part Student Lesson Attendance Summary 

 Schools may wish to use Hide on Page for the Student Conduct web part. 
Alternatively they may wish to use the Internal Fine Tuning technique to set a 
publication date, before which no events entered in SIMS will show, or to hide 
or show only one of the sections (Behaviour vs. Achievement), or they may 
wish to use Internal Fine Tuning to hide certain of the columns visible in each 
section by deselecting the relevant check box: 

     

Note, the publication of a behaviour event can also be controlled within SIMS itself, 
(see chapter 4), using the Behaviour Status within the Behaviour Incident screen. 
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 For parents at least, schools will probably wish to break the link on the Class 
Members web part leading to the Class Members name list page. This is 
achieved by expanding the SIMS Learning Gateway Web Part Properties 
section and deleting the StudentClassMembers.aspx file information. With this 
field blank the link simply refreshes the Summary page. 

 

 Schools may wish to break the links to Greater Detail on the web part labelled 
Student Basic Information. This is achieved by expanding the SIMS Learning 
Gateway Web Part Properties section and deleting the text in the Web part 
Links field. Click in the field to display a small box with dots in it – this is 
shown in the following graphic. 

 

[More Student Details…|StudentDetails.aspx] 
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 Schools may wish to break the links to More Sessions Attendance Details on 
the Student Attendance Summary web part. This is achieved using Site 
Actions | Edit Page followed by expanding the SIMS Learning Gateway Web 
Part Properties section and deleting the text in the Web Part Links text box. 
Click in the field to display a small box with dots in it – this is shown in the 
following graphic. 

 

[More Session Attendance Details...|StudentSessionAttendanceDetail.aspx] 

 Schools may wish to break the links to More Lesson Attendance Details...   
Lesson Absences... on the Student Lesson Attendance Summary web part. 
This is achieved using Site Actions | Edit Page followed by expanding the 
SIMS Learning Gateway Web Part Properties section and deleting the text in 
the Web part Links text box. Click in the field to display a small box with dots 
in it – this is shown in the following graphic. 

 

[More Lesson Attendance Details...|StudentLessonAttendanceDetail.aspx] 

[Lesson Absences...|StudentLessonAttendanceDetail.aspx] 

The Student Planner 

There are two (slightly different) ways a student can see their own timetable: 

 From the Student Timetable link at the bottom of their Student Summary page 

 From the Students tab. 

Controlling the Capita Web Parts  27 



SLG2I-1-v10  SIMS Learning Gateway 2 

The first way shows a clean timetable surfacing only the student details as devised 
in normal timetabling techniques in SIMS. 

The second way includes this clean aspect but is also designed to surface a line of 
information from the SIMS Diary and to surface a line from the student exchange 
calendar (if an Exchange server exists). 

The Exchange Calendar Data web part on this page (and also on the equivalent 
Teacher page from the Teacher tab) is likely to show this licence key error 
message: 

 

Schools should use the Hide on Page technique to make it invisible.  

If a self-hosting school has an Exchange server it needs its SIMS Learning 
Gateway Web Part Properties completed with Domain and Server Name 
information: 

 

 
For set up details please see Resource Number 13851 on Support Net. 

However, it needs a single AD to work. Hosted schools use Capita AD for SLG 
work. One solution might be the use of the Page Viewer web part to display your 
Exchange log-in page. 

If a school is happy that students see the data in the school SIMS Diary, nothing 
extra need be done (except hiding the Exchange Calendar web part).   

However, if a school uses the SIMS Diary extensively for teacher information and 
does not want this data surfaced to students, we can ensure that the student only 
ever sees the clean version of the timetable.   

The Students tab is no more than a hyperlink – we can quite easily create another 
hyperlink to the clean version of the student timetable. 
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The clean version of the timetable has a URL similar to this – you will need to alter 
the bolded elements to match your own SLG2 installation: 

https://hslg10.capita-cso.co.uk/schools/grab/SLG/Students/SLGPages/  

This is followed by one of these choices: 

 StudentTimetable.aspx?CalendarPeriod=day  

 StudentTimetable.aspx?CalendarPeriod=week  

 StudentTimetable.aspx?CalendarPeriod=month  

The Week view is used by most schools. 

An administrator can do the following to create a new link to this URL (in the Quick 
Launch area of the Student Index): 

On the school Home tab, select Site Actions | Site Settings and then click Quick 
Launch in the Look and Feel column: 

    

1. On the next screen click the New Link icon: 

 

2. Then complete the details on the next page with the clean timetable URL and 
description (probably My Timetable). Make certain that the Heading drop-down 
shows Students Site (or perhaps SIMS Learning Gateway) before clicking the 
OK button. 
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This puts a new link onto the student Quick Launch Area list: 

 

However, there is a second instance if the Student Index inside any of the student 
pages – if you click, say, My Summary from the student index, then on the next 
page you will notice that the My Timetable extra link does not immediately show. 

Stay on that Student page and follow the routine described above to add a My 
Timetable extra link to the Student Site section again. Note that this time around, 
the heading offered is labelled SIMS Learning Gateway: 

 

This Index will follow you around anywhere in the student pages. Finally, although 
you have now created new QLA hyperlinks to a clean timetable, you can still see the 
top tab link to the one including SIMS data. So a last job is to delete this tab link – 
this does not and must not delete the Student site – it only removes a link to that 
site. 

1. To achieve this, click the Home tab and select Site Actions | Site Settings | 
Top Link Bar: 

    

2. Click the Edit icon for Students: 
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3. Click the Delete button: 

 

4. Click the OK button at the next prompt: 

 

The Student tab disappears. 

For an up to date and full list of all the Capita web parts and their properties you 
may wish to adjust, see the document entitled SIMS Learning Gateway Web Parts 
Handbook, available on SupportNet. At the time of writing, the latest version for 
SIMS 7.132 is resource number 13851, but this will of course be updated for later 
releases. 

Nevertheless, for all of the web parts, the technique is the same: after a discussion 
among colleagues at the school, a decision needs to be made as to whether the 
school is happy to show the web part to the end users or not. If not then the school 
either needs to change the processes in school so that they are happy to show the 
data, or to remove the web part, or parts of it. Having made the decision to remove 
the web part, either then hide or close the whole web part, or use the more granular 
tools within the SIMS Learning Gateway Web Part Properties to hide or reveal the 
data contained therein. 
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03 Teachers and SLG2 
 

 
This section contains: 

 

 The Teacher View 

 Attendance Register Page 

 Marksheet Page 

 Profiles Page 

 Student Search Page 

 Staff Search Page 

The Teacher View 

The main areas of the default teacher are as shown: 
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This My Planner screen combines elements from three different areas: 

1. It shows the teacher’s own timetable as it is in SIMS. If the option in the web 
part has been enabled, it also shows if the teacher is on cover, and also if there 
are other lessons which are being covered and by whom, therefore: 

 

2. It also has items directly linked from the SIMS school diary (note these items 
are also displayed by default to the students’ equivalent screen so it depends to 
what use you put the SIMS diary as to whether that is appropriate. It can of 
course be removed from the Students’ screen) 

3. It can also show items from an Outlook calendar if the school has Exchange. 
This is not possible on a hosted school and the web part to do this will need to 
be hidden. 

Links on the Quick Launch menu on the left connect dynamically to SIMS 
functions: 

 

The My Account and School Details pages are the same as those for students 
and parents and have been described earlier – see Unit 1. 
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Teachers can enter data and save to SIMS from three areas of SLG2 – Registers, 
Marksheets and Profiles. In each case you are reminded if you try to move from 
the page without saving. The following graphic shows the marksheet warning: 

 

Attendance Register Page 

The Attendance Registers Page link lets the teacher mark the registers through 
whatever means are available in school, e.g. Lesson Monitor. On the first page the 
teacher can change the date and also over-write their own name with that of a 
colleague to cover a class - choosing one class gives access to the name list for 
editing. Note it is the Search button you need to click to find the lessons for another 
teacher, not the Refresh button: 

 

 

As with Attendance 7 and Lesson Monitor 7, the teacher can flood fill a column 
before making fine adjustment (marks pre-entered by the office are skipped over 
and not altered at this point). Also, hovering in a cell shows the lesson details for a 
student for that period in the day. 
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There is also the ability to record minutes late and comments about each student by 
clicking the Green Pencil icon. 

 
Click to record minutes late and comments 

 

Those students who have had minutes late entered about them will then show as 
blue cells, while those with a comment will have a red pencil. Hovering over the cell 
will display what has been entered.  

 

The information entered is immediately available to all staff in SIMS (and to parents 
and student if you wish). 

Once marks have been saved, the teacher must deselect the Preserve check box 
before changing and re-saving – like the Preserve/Overwrite padlock in SIMS. As 
in SIMS, office pre-entered marks can be overwritten during a second save routine. 

Marksheet Page 

The Marksheet Page link gives access to those assigned to that teacher in SIMS 
Assessment module: 

 Marksheet page link 
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Clicking any marksheet label gives its details and allows much of the functionality 
available in SIMS: 

 

Marks can be entered in the usual way… 

 

…and calculations, e.g. for traffic light colour coding can be carried out by clicking 
the Calculate button. 

 
NOTE: You must save before the Calculate button will be effective. 
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Marks can be flood filled from a list of eligible codes: 

 

Comments can be entered in appropriate cells by clicking the Green pencil icon. 

 

These comments can also be spell checked by using the Check Spelling button. 

 Check Spelling button 
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You can also search for marksheets for other teachers using the All Marksheets 
filter, if you have the SIMS rights to do so: 

 

The same useful extra columns available on the rich client version of SIMS 
marksheets are available by clicking the Columns button, and then choosing those 
which you require to be displayed. 

 Columns button 

 

The general point here is that as long as the Assessment system has been set up 
correctly in SIMS Assessment, i.e. templates have been set up and marksheets 
have been allocated correctly to teachers and their classes, with the exception of 
teachers needing to click the Calculate button on the Learning Gateway version of 
the marksheet, there is very little difference in using Learning Gateway as opposed 
to SIMS. and there literally nothing else the assessment coordinator needs to do in 
SIMS for the system to work correctly in Learning Gateway, apart from give staff a 
small amount of training. In particular, as with any software, but especially that 
which is reliant on an internet connection, it is advised that data on marksheets is 
saved very regularly. 

Within SIMS, on the Template Design screen, there is an additional Display 
results in Learning Gateway check box. This has nothing to do with the teachers’ 
ability to see marksheets, but is to allow users to see a list of results from aspects 
within that template to be visible on the Student Summary page. Only aspects 
allocated to templates with the Display Results in Learning Gateway check box 
selected will be visible to parents and students. Teachers see all of the marksheets 
allocated to them whether that check box is selected or not. 
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Marksheets have always been designed for teacher use and the labels/codes used 
and the wide range of data displayed may not be appropriate for publication to 
parents. Many schools will want to devise new templates with fewer, more user-
friendly labels for parental use. 

 
NOTE: The ability to publish students’ reports to parents, generated as a PDF 
stored as a Linked Document in SIMS, including data entered via SIMS 
Assessment is scheduled for release in the SLG2 2010 Autumn Main Release, but 
will be discussed further in Chapter 4. 

Further to this list displayed on the Student Summary page, as part of the tidying 
up process described in the previous chapter, SLG administrators can alter the text 
displayed for column headings in that web part, for example you may wish to alter 
the column heading which by default says Description, to Period of Assessment, 
since in fact what goes in that column is the name of the result set. 

 

Profiles Page 

The Profiles Page link gives access to the Profiles module of SIMS for report writing. 

As with the Assessment Marksheets, as long as the Profiles session, comment 
banks and classes have been set up correctly in SIMS, again there is nothing else 
which needs to be done in Learning Gateway to make those Profiles data entry 
screen available to the teachers of those classes. 

However, it should be noted that the screens within Learning Gateway are only for 
data entry of the classes that the user him or herself teaches. There is no way to 
allow a head of department for example, to see the other classes in his department, 
nor at present is there the equivalent of the Profiles Review screen which is 
available in SIMS. 

 Profiles Page link 
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In the Profiles Browser section, teachers will see an Index list of their reports. 
Clicking one of them produces a list of students in the group: 

 

Clicking a student name generates an editable report in the Profiles Detail section 
of the screen, including a photograph of the student if one has been attached to the 
student. Exactly as in SIMS, the teacher can choose from comment back and add 
free text. 

 

 
NOTE: The ability to publish students’ reports to parents, generated as a PDF 
stored as a Linked Document in SIMS, including data entered via Profiles is 
scheduled for release in the SLG2 2010 Autumn release. 
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Student Search Page 

The Student Search Page link gives access to SIMS student records which can be 
searched for a selected student using techniques familiar to any SIMS user: 

 Student Search Page link 

 

From the Student Summary page further links from each panel are shown if more 
details are required. 
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Staff Search Page  

The Staff Search Page link gives a similar view of staff information for a selected 
person: 

 Staff Search Page link 

 

 

From the Staff Browser web part, you can access a member of staff’s timetable. For 
example, you can search for Mrs Abell and click her name to access her 
information. From Mrs Abell’s Staff Basic Details web part you can access her 
Teachers Timetable or other basic information. Your SIMS systems manager 
controls the range of staff data visible to colleagues (see Unit 5). Controls set up in 
SIMS are also updated in SLG2, for example, the default Class Teacher group in 
SIMS cannot see colleague address information and will see this in SLG: 
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04 SIMS Preparation for SLG 
 

 
This section contains: 

 

 Introduction 

 Duplicate Contacts 

 Parental Responsibility 

 Distributing Account Credentials 

 Other Items to Address Within SIMS 

Introduction 

User IDs and passwords for SLG2 are created through a SIMS routine called 
Provisioning. The actual process is quite simple and will be described in Chapter 5, 
but before you get to that screen it is vital that both the data in SIMS and the 
processes by which that data gets there are checked and agreed. 

Your consultant will have given you a more succinct version of this chapter in a 
single document and will have discussed the issues with you, but this chapter will 
discuss in detail the items you will need to address. 

The provisioning process creates an ID and password for each user and also 
creates and populates extra AD groups for All Teachers, All Students and All 
Parents. This information is used after logging on to filter appropriate content to the 
user depending upon their group membership. 

Each contact with parental responsibility gets a separate IDs and password. The 
decision as to whether the contact can have an id and password created for him or 
her and therefore, gain access to a child’s personal record is only by whether or not 
he or she has the Parental Responsibility check box selected for that child and 
does not have the Court Order check box selected. 
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In other words it has nothing to do with the fact that he or she is a natural mother or 
father, or the contact priority. It is therefore vital that the details about the contacts 
and their responsibilities for children at the school are correct before an id and 
password is given out. 

We recommend the school follows the processes outlined below. 

We also recommend that the school makes the best effort it can to collect email 
information for each SLG2 user and adds this to the correct fields in SIMS. This is 
relatively easy for teachers who will have a school based email address available; 
students may also have such an address. Schools can make it an important or 
essential part of their roll-out publicity that parents provide an up-to-date email 
address, possibly before names are Provisioned and ID and password information is 
issued, and sign a suitable responsible use policy (an example of which you will 
have been given), before they receive their credentials. 

Having corrected the existing contact information in SIMS, there are also other key 
processes within the database which will need to be discussed in this chapter. 

Duplicate Contacts 

1. Best practice in SIMS recommends that each user is in the SIMS database only 
once. When new siblings join school the single existing adult record should be 
reused for the new children. If a member of staff has a child at school, best 
practice is that their Staff Details are also used as Contact information for the 
child.   

However, it is not unusual for a school to have entered details for a contact twice, 
due to data coming in via Common Transfer File (CTF) or just perfectly 
understandable minor oversights in the office. For SIMS general use this has not 
previously been a big problem, however it creates issues for SLG2 because each 
contact would receive multiple IDs and passwords, ID1 would only see the details 
for Child1; while ID2 would see only Child2. 

If an adult contact is in SIMS once and linked to several children, then their single 
SLG2 ID will give them access to all relevant children from their My Children 
Dashboard page. 

If a teacher has children at the school, then using their staff details as contact details 
will ensure that they see all Teacher functionality and all Parent functionality after 
their single log-in, once provisioned for both roles. 

2. Select Tools | Housekeeping | Delete Unlinked Contacts routine in SIMS to 
clean out the list there. 
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3. Run one of the Duplicate Contacts Check Reports and use it to help identify 
where such contacts exist.  As part of your training resources your consultant 
may have provided you with a better version of this report than the standard 
one available within SIMS and may have even run the report for you. This better 
report will not only identify in blue where it suspects there might be a duplicate 
contact, but also where there are missing forenames for the contact (which will 
stop the user being provisioned) and where there is apparently a missing post 
code. This latter apparent omission could also be caused by the Home 
address can be disclosed check box being deselected in the contacts 
Address Details. Unless this has been done deliberately, it will of course cause 
a problem with any letter with an address on it to send the contact his or her 
password. 

 

4. If such duplicate contacts are found, rename one to identify it as being the one 
you wish to delete (e.g. Smith becomes xxxSmith). 

5. Attach a misplaced student to the correct version of the contact; remove the link 
to the incorrect duplicate contact. 

6. Select Tools | Housekeeping | Delete Unlinked Contacts routine. 

 
NOTE: This process does not have to have been completed for all duplicate 
contacts before provisioning any parents. However, the school should always 
check details of each parent before provisioning. 

7. A similar approach should also be taken to remove duplicate contacts who are 
staff members. 
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Parental Responsibility 

1. Run a report to identify anomalies such as students with contacts that are not 
their mother or father being recorded as having parental responsibility or where 
the contact is shown as being a parent, but does not have parental 
responsibility. Such a report should have been given to you as part of your 
training materials. The report identifies in red contacts where they may be a 
problem.  

 
NOTE: this is a very tricky and sensitive area. The report is not saying that the 
data is necessarily incorrect, just that it may be worth checking. The school 
must be clear on its position as regards who should have parental 
responsibility for a child on the database and it has to be said there is some 
conflicting advice on the subject. Capita has to delegate that decision to the 
school or Local Authority. 

2. Check and correct such anomalies. 

3. The school must also ensure that any parents with a court order against them 
have that flag selected in the database, so that they are immediately denied 
access to the child’s data, even if they have been previously issued with a login. 

 
NOTE: as with the duplicate contacts issue, it is not necessary to have 
corrected all entries before provisioning anybody, but you must ensure that 
you check permissions before provisioning individual contacts. 

Other items to Address within SIMS 

 Develop an internal administration policy that outlines key procedures and 
practices. This should include identifying what data to share and what to be 
kept private and school processes to ensure that information is kept up to date 
and accurate. This must ensure that your school implementation adheres to the 
Data Protection Act, protects young children and that it follows current 
guidelines and UK legislation. For example, ensure that you have acceptance 
or agreement with students, where necessary, to share data with their 
parents(s) or carer(s) in line with the Data Protection Act 

 Ensure that the school staff involved are aware of their responsibilities as 
regards the data on the system and the fact that a parent does have the right to 
access any data should they request it, even if it is not displayed in Learning 
Gateway 

 The main areas of concern and work are discussed below, but clearly there are 
issues to be considered as to which data to display in Learning Gateway and 
the implications of doing so, bearing in mind that previously it was unlikely that 
parents would see it. Apart from those below, areas to consider would include 
the Notes fields next to contact phone numbers, medical information, in 
particular medical events and SEN information. In each case, using the 
techniques described in Chapter 2, these web parts can be either completely or 
partially removed, if the school wishes, using the options given. 
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 Attendance data 

o It is good practice to pre-enter all known reasons for absence into the 
system. These include things like holidays, but also internal reasons why 
students may not be in their lessons but still be at school, such as inclusion 
rooms, lessons for special needs, music lessons etc. Internal codes for such 
reasons can be created, as follows. 

 

With the correct permissions, using the route shown in the preceding graphic, you 
will see the Maintain Codes screen: 
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By clicking the New button, you can create your own internal codes for whatever 
you wish. Note that for each one it must link to an existing statutory meaning and so 
has no implications for your Census Return data. 

o School and parents should realise that Summary data in SLG2 (for 
Attendance and for Lesson Monitor) shows data up to the end of school 
yesterday. The details for each element shows today’s data as well 

o The school needs to ensure that as near to 100% of registers are taken at all 
times and that students with unauthorised absences are picked up 
immediately. The reports, front screen Missing Registers panel and today’s 
unauthorised absences can quickly identify such issues, but there must be 
systems in place to ensure that these reports are followed up immediately 

o If there are technical reasons why registers cannot be taken (such as in PE, 
where it may be more difficult to take a register), then these need to be 
addressed. There are various solutions for such issues, not least the use of a 
web enabled phone. Set parents’ expectations that there may be some 
instances where Attendance data is not immediately published online. 
Ensure, for example, that no mark entered is not seen as an immediate 
cause for concern by parents 

o If staff suspect truancy from a lesson, systems must be in place to 
immediately address this internally, perhaps using the SIMS send message 
routine 

o Note that the ability to show register comments entered by staff is an item, 
which can be chosen to be displayed on the events part of the My Children 
Dashboard, so if you intend to allow this to be shown, be sure that staff are 
aware of the fact. 

 Achievement and Behaviour 

o Decide whether to share Behaviour and Achievement information online with 
parents. You have various kinds of internal control over the range of data 
shown in the Conduct web part on the Student Summary page. You can 
change your mind at any time about this control and can phase it in or out at 
any time 

o Consider using the Web Part Properties to remove the ability for parents to 
see entries until staff have been trained to enter incidents 

o Consider using Web Part Properties to define what information columns are 
available to parents by showing or hiding Behaviour columns as required 

o Train staff on the appropriate way to enter incident details, particularly the 
use of comments, so as to avoid use of other students’ names and personal 
opinion, and if staff are going to be the ones entering data into the system 
directly, use the ability of Include in Register in the Behaviour and 
Achievement Type set up screens shown in the following graphic, to allow 
the most common types of achievement and behaviour to be entered into the 
system with a simple right click from the register 
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o Use the ability to control whether an incident is published in Learning 
Gateway to staff only, or to all users, by adapting the Behaviour Status look 
up via Tools | Lookups | Maintain. 
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By changing the Publish To SLG Roles drop-down to Staff only, an event can be 
either delayed or permanently prevented from being displayed to parents. You may 
prefer to create a specific new Lookup Value such as Publish to SLG, so that even 
though resolved, a conscious decision to display an item to parents needs to have 
been made.   

o Some schools set-up the Behaviour Management module in such a way as 
to minimise staff free text data entry, using the school’s own systems in the 
lookup options 

o In all cases, if the Behaviour Management module is to be used, it is vital 
that the school uses this opportunity to rethink its policies and procedures as 
regards how data is entered into the system. 

 
NOTE: The ability to enter achievement and behaviour incidents plus fill in 
report card details directly via Learning Gateway is scheduled for the Spring 
2011 release. 

 Assessment 

o As far as the teachers are concerned, the marksheets they have permission 
to view in SIMS via their SIMS and Group Supervisor permissions are the 
same marksheets they can view in SLG2 with no further action necessary 

 
NOTE: The Display Results in Learning Gateway check box in the 
Template Design screen refers to the parents’ ability to view the aspects 
rather than that of the teacher. 

o Any template where the Display Results in Learning Gateway check box 
has been selected immediately displays any results that students have in the 
aspects on that template on the Student Summary screen. However, it is 
unlikely that the templates used by teachers to enter data are suitable to 
display to parents as there are usually too many aspects and it may be 
difficult for parents to understand them. The best advice is for the school to 
make one template per year group containing the 15-20 aspects that the 
school feels are most important for parents to view. In this scenario, the 
column headings can also be adjusted to make them easier to understand 
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o If you wish to use the Key Performance Indicator (KPI) option on the 
Headlines web part on the parents’ My Children Dashboard, you must set 
those aspects you wish to use in the Set up screen of the Student Teacher 
View, via Tools | Set ups | Student Teacher View. 

 

In panel 3 of this set up screen, you can choose up to three different aspects for 
each year group, which will then not only display on the Student Teacher View 
screen within SIMS for that student, but also, if you wish it, as Headlines on the 
parents’ My Children Dashboard. 

 Profiles 

o As with SIMS Assessment, there is no further action required within SIMS for 
the same Profiles reporting session to appear to the class teachers via 
SLG2. However, in order to make best use of the module, we advise that 
training is taken on how to set it up within SIMS. 

 
NOTE: The ability to publish students’ reports to parents, generated as a PDF 
stored as a Linked Document in SIMS, including data entered via SIMS 
Assessment and Profiles is scheduled for release in the SLG2 2010 Autumn 
Release. 

When available, the process of uploading reports generated in either Profiles or 
SIMS Assessment will need to be managed carefully. The process is described 
below. 
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Essentially the process is in four parts: 

1. Complete Reporting Session in Profiles or SIMS Assessment. 

The reports are generated in the normal way within SIMS and then uploaded to the 
Document Management Server. 

2. Publish Reports using SIMS. 

The assessment coordinator then uses a new screen in SIMS: 

 

With this screen you can decide to publish any historical reports by using the filters. 

3. Pending reports are stored in SIMS. 

The above process initially takes the chosen reports from the Document 
Management Server and stores them with a status of pending within SIMS. Note 
that depending on how many reports you choose to publish this could take up a 
considerable space on the SIMS server. 
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The Publish Reports screen then allows you to choose when you want these 
reports to be uploaded to a document library on the live SharePoint site and 
therefore available for viewing. You can choose whether to display to each of the 
three roles and also put an expiry date at which point the report would be removed. 
Note that part of the publishing process can convert the Word document stored in 
the Document Management Server to a PDF format, but this can only do so if the 
machine being used to carry out the process has Word 2007 or later. 

4. Reports removed from SIMS once published. 

Even though the space taken up on the SIMS server will be released once the 
reports have been published on-line, nevertheless the school needs to take care as 
to how much space it is using from its on line allocation. This is clearly a major 
consideration for a hosted site, which by default initially has only 5Gb of disk space. 

 Staff Personal Details 

o Only staff with Personnel permissions in SIMS can view more than staff 
timetables via SLG2. Ensure that these permissions are correctly set. 

 SIMS System Manager Permission Groups 

o As part of the Provisioning process, those members of staff defined as 
teachers within the SIMS database are automatically put into the Class 
Teacher permission group. This is because in order to be able to view the 
Capita web parts they must have the particular permissions to run the web 
part licences given to them in that group by default, shown in the following 
graphic, and the above ensures that they do. 
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 There are two potential difficulties that arise from this: 

o If the school has previously created a bespoke Permission Group for its 
teachers then this group will not contain the above permission by default, but 
the process of provisioning has by default given the teachers the standard 
group permission anyway which the school does not want. If the school 
wishes to remove the teachers from the standard group, they must first add 
the SIMS Learning Gateway Licence permissions to their bespoke group 

o If a member of staff is not a teacher, the Provisioning process does not put 
them in a Permission Group automatically, so after provisioning those 
members of staff could find that they are not allowed to view some or all of 
the web parts. The other standard group which includes the relevant licence 
permissions is Administrative Assistant.  So either they must be added to this 
group or the licence permissions added to whichever group they are 
members of before provisioning them. If the error is not noted beforehand, 
and the permission is added subsequently it may be necessary to wait till the 
next day before the effect is seen on a hosted site, or a self hosted school 
may need to do an iisreset on the web server. 

Distributing Account Credentials 

Even if the data has been checked as above, it is recommended that the following 
process (or similar) is followed: 

 Choose one year group at a time 

 Send a general letter asking if parents want online access to their children’s 
data. Some schools first issue logins, then ask parents to apply for their 
password, thereby introducing an opportunity for further data checks and vetting 
that of applicants 

 Send an Acceptable Use Policy to interested parents along with documents 
they must sign to confirm their acceptance, the accuracy of their details and 
details of the children for whom they have parental responsibility 

 Request valid parental email addresses and enter this data into SIMS before 
provisioning 

 Check and if necessary, amend all gathered Parental data 

 Provision the parents and issue the logins and passwords, using adapted 
versions of the reports provided within SIMS 

 Distribute usernames and passwords separately – there are separate reports in 
SIMS | Reports | Run | Focus | Contacts. In order for the Addressee and 
Salutation mail merge fields to populate, they must have been generated within 
SIMS. Unfortunately for the individual contacts there is no bulk process for 
doing this. 

 
NOTE: Some schools have decided to send the logins and passwords 
separately by post, some have asked parents to collect them and some have 
given them out at parents’ evening, where parents can immediately access 
the site and be given a demonstration. 
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 In all cases, given the potential for difficulty, especially with first-time logins, it is 
important to provide clear instructions and help to try to avoid problems 

 If a parent loses or forgets their password, the school can reset it, but the 
school must have a clear procedure as to how this happens and how the new 
password is securely delivered to the parent. 

SIMS Preparation for SLG  57 



SLG2I-1-v10  SIMS Learning Gateway 2 

58  SIMS Preparation for SLG 



SIMS Learning Gateway 2  SLG2I-1-v10 

05 SIMS Routines for SLG 
 

 
This section contains: 

 
 Introduction 

 Adding and Deleting Users 

Introduction 

 Access to the SharePoint system is controlled by IDs and passwords set up and 
monitored through Active Directory (AD) routines 

 Each school sends lists of potential users to the Hosted Service AD using a 
routine in SIMS. When a user logs in, the AD checks credentials and on 
approval, the user has access to the database information selected (by the 
original school) for their use  

 Initially, schools will send users to the AD in one of three groups – teachers, 
parents or students. Each group will have different access permissions set by 
the school. Finer group detail is possible on request from Capita – see Unit 10 – 
Capita Help Desk 

 This section explains the AD Maintenance routines and the permissions system 
controlled from within SIMS for the security groups according to information 
held within the SIMS database. 

Adding and Deleting Users 

1. From SIMS, select Routines | Active Directory Provisioning | Provision 
Users | Students | Add Students. The paths for other roles within the school 
are self evident. 
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2. Filter as needed, e.g. Ben Abbot; Year 7, then click the Search button. The 
individual or group is displayed. 

 

3. Select an individual or using the CTRL key, group of individuals, then click the 
Select to Add drop-down and select Selected Items from the drop-down list. 
To add all users on the list shown, select All Items from the drop-down list. The 
selected individuals are displayed. 

 

4. Click the Save button and the individual or group is added to a queue which a 
Scheduled Task on the SIMS server will transfer at the allotted time. You can 
of course choose to run the Scheduled Task manually if you wish. 

The paths for removing (or rather disabling) any user are self evident and the 
process is similar to that for adding them. Note that when a student is set as off roll 
in SIMS, by default both the student and parent lose access to his or her SIMS data, 
but can still log on to the site. Care needs to be taken when using the above routine 
to disable parent accounts that you do not also disable parental access to a younger 
sibling’s data. 

Any changes to memberships of groups in Active Directory, i.e. new users, deleted 
users and changes to group memberships in SIMS such as form and class changes, 
will be updated when the Scheduled Task linking the SIMS database with AD is run, 
usually overnight, but it can of course be run manually at any time. 

The file to be run by the Scheduled Task is ADPScheduledProcesses.exe, which 
is to be found on the SIMS server and should have been set to run as a Scheduled 
Task. Usually a shortcut to the routine has been left on the desktop of the SIMS 
server. 
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After transfer you will see the new names in the Administration area of your SLG2 
site and in the Passwords lists in SIMS. 

SLG2 Passwords Reports 

1. You can access the user information (IDs and passwords) through a new 
report. Import the latest AD-PRptDef files (after each update of SIMS): 

 

2. After import, the reports are available by selecting Reports | Run Report. Click 
the Focus folder and then either the Student, Staff or Contacts folder. They all 
start with ADP. 

Teacher and Student Reports offer only two kinds while Parents offer four. 
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To run these you need MS Office on your machine and you need to be in the School 
Administrator group of SIMS. 

Staff and Student Memo Reports produce mail merged letters giving ID and initial 
password, schools can resave new versions of these reports in order to edit the rest 
of the text in this report to give any other information. 

Staff and Student User Accounts lists produce summary Excel spreadsheets 
showing the user names and initial passwords for all users. 

For parents there are two mail merged letters, one for IDs and one for Passwords, 
do not send both out in the same letter. 

The Parent User Accounts list produces a summary Excel spreadsheet showing 
the user names and initial passwords for all users. 

 
NOTE: There is no way to show a list of current passwords for users. The reports 
will only ever show the initial one, prior to its being changed. If a changed 
password is forgotten, it will have to be reset, either directly in AD for a self hosted 
school or by using the Administrator Site (see Chapter 6). 
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06 SLG2 Administrator Site 
 

 
This section contains: 

 

 Introduction 

 Manage SLG2 User Detail Page 

 Manage Registered School Page 

Introduction 

In this extra site the administrator can reset user passwords, can apply and revoke 
limited Admin permissions for a colleague and can register new school sites (mainly 
for LAs). 

Entry to two different control areas is given in the QLA: 

 

Clicking the links takes you to the relevant page. 

Manage SLG2 User Detail Page 

1. Type in a full or partial First Name, Last Name, User Name or Security Group 
label and click the Search button to produce a list of relevant names. 

2. Click a name to see details. 
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For each user you can reset the password and assign SLG2 Site Administrator 
rights – you would only use the second option for a very few trusted staff members 
to allow them to reset passwords as by default this also gives site editing rights. 

3. Click the Reset Password hyperlink to see the following screen: 

 

4. The wording here explains the site password policy – this might need to be 
changed if it still has the default text: Your new password must comply with the 
site password policy. 

5. Type the new password twice and click the Reset button. 

SLG2 Site Administrator rights allow a selected user to reset passwords here; it also 
gives users the very powerful Site Actions button. It is probably a good idea that no 
more than two or three staff members have this right. 

6. Click the Assign SLG2 Site Administrator rights hyperlink. To see the following 
screen: 

 

The rights have been applied. 
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7. Click the View User Account hyperlink to see: 

 

Notice that the second message has now changed to Revoke SLG2 
Administration rights, and as you would expect clicking here removes these rights 
and reinstates the user’s previous permissions. 

Manage Registered School Page 

This area is of relevance only to an LA or self hosted school wishing to register 
completely new School sites within the current one. 

Basic information about the new school’s SIMS database is needed. 
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07 Making Changes to the Sites 
 

 
This section contains: 

 

 Introduction 

 Themes 

 Graphics 

 Web parts 

 Creating New Pages and Sites 

 Governors 

 Modifying the Default Student Planner 

Introduction 

Work in this unit refers in the main to general SharePoint techniques without direct 
reference or relevance to Capita web parts. It is no more than an introduction to 
general SharePoint administration and schools wishing to develop their use of the 
installation beyond the SIMS data surfacing should budget to send a key staff 
member onto a more general SharePoint course. Capita is one provider of such a 
course. 

The work all starts from the Microsoft ® Learning Gateway Administrator 
permissions which show you the Site Actions button.   

 Site Actions button 

Each site hanging on the hierarchy in Unit 1 has exactly the same potential as any 
other. Maintaining the School Home site is no different in principle than maintaining 
a Departmental or Governors site within a school. 

Your School site probably has at least four default sites already a School Home 
Page, a Student Home Page, a Teachers Home Page and a Parents Home 
Page. An administrator can add more, e.g. a site for the Geography department or 
for class 7xMa. The way the site looks is decided by the school and the changes 
can be carried out by those who have been given the specific rights to do so for that 
site. It is clearly vital that any new sites created and the ways that information is 
displayed are carefully planned within the school before such changes are made. 

In this chapter, we shall show how to carry out the main tasks that the administrator 
in charge of maintaining and creating sites, would need to know. You can also make 
changes using Microsoft ® SharePoint Designer software. 
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Themes 

An important decision about your new site is its look and feel, you can choose a 
theme for the site, which identifies a colour scheme, fonts etc. You may decide on 
the same theme for each sub-site of your School area, you might decide on 
different themes for different sites, however, you cannot have different themes for 
separate pages of a single sub-site. 

 

On the site shown in the preceding graphic, the theme is one of the SIMS designed 
themes (SLGTeachers/Parents) and includes the graphic, the colours and font on 
the page; there are several of these SIMS themes and there are many more 
standard themes which come with SharePoint. Your own themes can be designed 
(see Unit 8) or you can make changes to the theme applied by default. You may 
wish to employ Capita to design your theme for you and will usually have made that 
decision at the point of purchase but can of course decide to do so at a later date. 

1. The way to apply a new theme, as with any other aspect of the design, starts by 
clicking the Site Actions button. 

2. From the drop-down list, click the Site Settings hyperlink to show a page with 
many options on it, which are largely self explanatory. 

 

 
Site Settings hyperlink 
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3. Click the Site theme link in the Look and Feel section. 

 

This then shows the index of themes currently available. 

 

4. In the preceding graphic, you can see that the current theme is called 
SLGTeacher. Choose another theme (the thumbnail will change to give you a 
preview) and click the Apply button. You should see the change immediately. 

Sometimes caching issues delay the appearance of a new theme. Greater detail 
about modifying and creating themes is given in Unit 8. 

Graphics 

1. Each page on each site is made up of a mosaic of web parts, which can be 
placed in various places on the page. The following graphic shows the School 
Photograph as part of an Image web part. 

2. To change the graphic shown on the web part, click the Site Actions button 
and choose Edit Page. 

Edit Page hyperlink 
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The screen changes and the page with its component web parts become available 
for editing. 

3. Click the Edit drop-down on the Image web part of the graphic you want to 
change and then select Modify Shared web part. 

4. On the right-hand side of the page the properties associated with that web part 
will appear, including its title, whether it is displayed showing a border (both in 
the Appearance area) and the URL of the picture displayed. 

 

5. By clicking the browser button and putting in a web location, any graphic stored 
on the web can be displayed. However more usually, the school will want to 
choose a graphic which it has stored in a folder on the School site. The way to 
do this is to upload the image into a Picture Library. 

 Browser button 

6. Click the Site Actions drop-down then click the Create button and click the 
Picture Library hyperlink from the Libraries menu. You will then see a self 
evident screen to set up your picture library. At this point, you can decide to 
make a link to it on the left hand side of the screen or Quick Launch Area. If 
you choose not to do so at this point so as not to clutter that area up then you 
would need to find it again via the View All Site Content link at the top of that 
Quick Launch Area. 

 
Create button 

 Picture Library link 
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7. Go to the library you have created. 

 

You can then use the buttons shown to create folders and upload pictures; you can 
also put pictures into this library. One important point to note is that you should 
resize any pictures you want to use with graphics software before uploading the 
image to the SharePoint site. 

8. If you want to use one of these pictures as your image on the web page, you 
must put the URL of the image in your clipboard so you can use it later: 

 

9. To do so, open the picture in the library by clicking it once, then right click it and 
choose Copy Shortcut or, as above, click the picture again to open it in a page 
on its own then copy the URL of the page. 

10. Paste this URL into the place described in the Image web part (preceding step 
4) and click the OK button. 

11. Click the Exit Edit Mode button at the top-right of the screen and the graphic 
will now be the one you have chosen. 

 Exit Edit Mode button 
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The Site Icon (Jelly Babies) Graphic 

1. In the top left corner of each page there is likely to be a default jelly babies 
graphic: 

 

You can over-write this with your school badge. Ideally this would be a 100x100 
pixel gif with a transparent background. Upload the graphic to the picture library 
you created above. 

2. Right click and Copy Shortcut to put its URL in the clipboard or open it in a 
page on its own and copy the URL. 

 

3. Return to the School Home Page and select Site Actions | Site Settings and 
in the Look and Feel column of the new page click Title, Description and 
Icon. 

4. In the Icon URL field, copy the URL for your school badge and click the OK 
button to save. 

 

You might also wish to change the displayed title and perhaps delete the rather 
redundant description. Never change the URL name field. This is a site-specific 
change and must be applied in the same fashion to all other sites independently. 
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Web Parts 

As stated previously, the page you see consists of web parts, including a 
Navigation menu on the left to take you to other pages. You can, with care, add any 
available web part to any page. Where you can place the web part depends on the 
layout of the zones on the page, and this is decided by the choice of template when 
the page was created. It would probably not be advisable in the first instance to add 
any of the SIMS web parts to a new page, because they often work in a hierarchical 
structure and might fail outside that structure. Standard SharePoint web parts can 
be added as follows. 

First you need to go to the required page with an Administrator ID. This can be tricky 
for the SIMS pages because hyperlinks to specific SIMS web part pages will not 
show to an administrator. There are two ways round this. 

If you have access to a valid student, teacher or parent ID you can use this to 
navigate to the page concerned and then you can change identity by logging in as 
the administrator. 

If you do not have a valid other ID you can use the View All Site Content hyperlink 
normally visible at the top of the left-hand QLA: 

 

First of all, the following error message is perfectly normal – it means that your 
identity as administrator cannot surface the specific SIMS data the web part is 
designed to find. For a Hosted site you will probably just see empty web parts rather 
than an error: 

 

1. Click the Site Actions button and then click the Edit Page button to enter edit 
mode. 

2. To add web parts to any available zone on the screen, click the Add a web part 
button and a list of the web parts available will appear, with a brief description of 
what each does. 

 Add a web part button 
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3. You can then select the check box next to the web part(s) you want and click 
the Add button. When you are more familiar with the functionality of the web 
parts, it is probably easier to click the Advanced Web Part Gallery and Options 
hyperlink and the list of available web parts appears on the right of the screen, 
as shown in the following graphic. 
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4. You can then more easily drag and drop each web part required into the place 
you wish. Once a web part is on a page you can alter its location in a zone or 
even move it to another zone using drag-and-drop. 

5. Whilst in Edit Page mode, the Edit button on each web part allows you to 
change settings such as its name, type of border or even hide it from view 
without actually removing the web part from the page. 

6. Within some SIMS web parts, there are also specific properties which can be 
changed to allow or disallow particular items to be shown. These can include 
the option to show students’ details to parents only for children currently at the 
school, or previous students who have attended the school, or only to show 
Achievements and Behaviour Details entered after a certain date. See 
Chapter 2 for the methods to adapt these or, for a complete list, find the 
document entitled SIMS Learning Gateway Web Parts Handbook, available on 
SupportNet. 

Editing Web Part Displays 

After clicking the Edit button on any page, each web part displays a control bar 
similar to the following graphic: 

 

 You can add a web part to the selected zone by clicking the Add a Web Part 
button or edit or delete the existing web part 

 You can alter the relative top-bottom positions of each web part in a zone by 
dragging the top bar to its new location. You can drag web parts across to a 
different zone the same way. 

Click the Edit button and then select Modify Shared web part to gain full control. 

 

The Edit panel for each web part has certain elements constant and others relevant 
only to the particular web part. 
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The common features are Appearance, Layout and Advanced: 

 

These are general Microsoft ® controls and a little experimentation will show the 
effects of each element. The main one to find is displayed in the following graphic. 

 

The wording here controls which title is displayed on the web part bar. 

The SIMS web parts have other fine controls, different for each one. 

 

Deleting Web Parts 

Never delete any SIMS web parts, normally use Hide on Page to hide those you do 
not want users to see, see Unit 2 for more details. All web parts allow a soft delete 
(Close) or a hard delete (Delete). 
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If you click the Close button then the web part is sent to a folder called Closed web 
parts from which it can be easily retrieved. It will hold onto any information in the 
web part, e.g. an announcement, graphic or link. 

 

If you click the Delete hyperlink then the web part is removed in a much more robust 
fashion. You can always finds a replacement in the web parts Galleries – but no 
announcements, graphics, links information etc. will be retrieved – the web part 
comes back clean. 

 

Creating New Pages and Sites 

You can either choose to create new pages in existing sites or new sites which will 
hang from the one you have created. You may decide that the Governors should 
have their own site, or that each department at the school should have its own site, 
or each class or year group within that site should have its own page or series of 
pages. You may also want there to be a corporate look to each new page or site 
created - clearly such decisions cannot be taken in isolation but will need 
considerable planning before implementation. 
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The process of web design is beyond the scope of this booklet, but the initial stage 
of some simple changes is to click the Site Actions button, then the Create button, 
and then choose the most appropriate of the options shown here. 

 

The following screens then lead you through the process of page or site creation. 

1. Click the Sites and Workspaces hyperlink which will offer a variety of pages 
already designed with basic web parts such as announcements, links etc. 

 

2. Complete the basic details – it makes sense to have the site name and its URL 
identical but avoid spaces in the URL; there is no need to add a description, but 
if you do it will appear on the site. 

3. Lower down the screen you may want to experiment with various templates 
(including some you may have saved as your own Custom templates (self 
hosted sites only) but the Team Site is a good starter. 

 

78  Making Changes to the Sites 



SIMS Learning Gateway 2  SLG2I-1-v10 

4. You need to decide whether or not the new site inherits the same group access 
permissions as its parent: 

 

5. If you use the same permissions, everyone who reaches the higher site will also 
get to your new one. If you use unique permissions you can limit entry to the 
new site to other groups or individuals. 

6. You can have the new site show the same tabs as its parent or only show tabs 
lower down its own internal structure. Experimentation will show you which you 
prefer. 

 

7. Make your permissions choices and click the Create button and wait for the site 
to be processed. 

If you selected Same Permissions as parent site you are taken straight to the new 
Home Page for the site. 

If you selected Unique Permissions you have an extra screen where you choose the 
people who can access the new site.  

You have choices in three areas: 
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8. You would normally only add new groups into the Visitors section, leaving 
alone the defaults for the final one and occasionally adding trusted users into 
the Members Group, e.g. teachers if you want them to be able to change 
Announcements etc. 

9. By default, the Visitors section will have a group called School Visitors. 

 

10. You will want to fine tune this access by specifying a more restricted grouping, 
e.g. if you create a site Key Stage 3 Students, you do not want anyone else 
having access. 

11. To complete this fine-tuning click the Create a new group radio button and 
then click the Browser icon which appears: 

 Browser icon 

 

12. Type part of the name for the group you are seeking and select from the 
displayed list. Here we are searching for Year and were offered all year groups 
as exported to AD: 

 

The list of possible groups available depends on whether their capture from SIMS 
has been enabled see Chapter 9. Note that, in addition, on a hosted site, even when 
captured they will not necessarily appear as a list such as that above so they can be 
chosen until they have been used once. It will probably be necessary to type them in 
on the screen (step 11) and click the tick icon in order to use them. This is an issue 
in that the name must be typed exactly correctly. 
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13. If the new site was a Key Stage 3 Student site you would double-click the Year 
7, Year 8 and Year 9 lines in turn to add them: 

 

14. Click the OK button and they are added to the correct access group: 

 

Finally click the OK button and you are taken to the Home Page of the new site. 

 

15. You can then select a theme to affect the look and feel of the site. 

Governors 

 
NOTE: the ability to create and automatically maintain an AD group for Governors 
will be available with the October Main Release of SIMS and SLG2 (7.124). 

One group which most schools will want to allow access to a new dedicated part of 
the school SLG2 site is Governors. They are not exported as a group from SIMS 
and so a different approach has to be followed. 

Some Governors will already be staff members as a teacher, parent or support staff. 
In this case they will be sent through the AD Provisioning routine and will have an 
identity in SLG. 

On a Self Hosted site, a new user can be created directly in AD, but either because 
yours is a Hosted site and/or if you wish the governor to see SIMS data, he/she will 
have to have a SIMS identity created manually and then the AD Provisioning routine 
will send them to SLG2 as individuals who can then be given access to the 
Governors’ site. 

These SIMS IDs will not (necessarily) be given a SIMS password – so they will not 
be able to get into SIMS unless the school wishes it. The credentials are used only 
to allow an ID in SLG. 
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This is the process: 

1. Add a new user into SIMS:  

  or   

2. Click the New button. 

3. Complete the Basic Details and click the Continue button. 

 

4. The next screen has many fields which could be completed. Schools should 
decide whether or not to include the new person as part of the School 
Workforce Census information. If you do not want to do this deselect the 
Eligible for SWC check box in Basic Details. 

5. For our purposes, the critical section is Employment Details. Here you should 
complete as follows: 

 

6. Make sure there is an Employment Start Date. 
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7. It is not necessary for the purpose of creating the new user, but if you wish click 
the New button to create a new Service Agreement with the following Reason: 

 

8. Use this SWC Post entry: 

 

Add the following service agreement Role and Start Date: 

 

9. Click the OK button. 

10. Click the Save button for the Role Definition. 

11. Click the Save button again for the whole new person record. 

This identity is now available for AD transfer to SLG2 like anyone else. Once 
transferred, they can be included as members of a newly created Governor’s site. 

Teacher/Student Planner Defaults Settings 

See Unit 2 for a technique to ensure that students do not see SIMS Diary 
information as part of their Planner display. 

By default the Teacher and Student planners open in a Monthly view. You can 
change this (for every user) to a Weekly or Daily view if you wish. 
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1. To change the Planner Default View click the Students/Teachers tab. 

 

2. If you wish to change the default, select Site Actions | Site Settings | Site 
Libraries and Lists | Customize My Planner | Calendar. 

 

3. Here you can select a new Default View and click the OK button to save your 
choice. 

4. The user can still alter any Default View from the choices in the top right corner 
of the Calendar. 

Deleting Hyperlinks 

Several Capita web parts on the Student Summary page have hyperlinks which 
schools might wish to disable. This section summarises the original hyperlink text 
along with its location. 

Web part: Student Basic Information 

Target: Student Details Page 

Text: [More Student Details...|StudentDetails.aspx] 
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Web part: Student Session Attendance Summary 

Target: Student Session Attendance Detail page 

Text: [More Session Attendance Details...|StudentSessionAttendanceDetail .aspx] 

 

Web part: Student Lesson Attendance Summary 

Target: Student Lesson Attendance Detail page 

Text: (There are two hyperlinks here, but both have the same target) 

 [More Lesson Attendance Details... |StudentLessonAttendanceDetail.aspx] 

 [Lesson Absences...|StudentLessonAttendanceDetail.aspx] 
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Web part: Student Classes 

Target 1: Student Class Members page  

File – with names of other children in the class 

Text: StudentClassMembers.aspx 

Target 2: student Timetable page (clean)  

Text: [Student Timetable...|StudentTimetable.aspx?CalendarPeriod=week] 
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08 Managing Themes 
 

 
This section contains: 

  Managing Themes 

You will probably want to replace the default banner graphic across the School, 
Student, Teacher and Parent Home Pages, using your own colour scheme and 
logo. 

You can have different banner graphics on each page or the same banner 
everywhere. 

The default banner graphics are stored as part of the theme for the site, and by 
replacing the default graphic in the Theme folder you should easily achieve the 
effect you want. 

 If your school hosts the SLG2 server you can do this yourself 

 If the LA or Capita hosts the server you need to prepare a Theme folder (from 
the sample left by your consultant) and email it to your host for inclusion and 
indexing. 

 You can also employ Capita to design your theme for you. 

Standard SharePoint Themes 

On a standard SharePoint page the top layout looks similar to this: 

 

The shield graphic can be easily changed, but the background area is quite plain. 
We have altered all the standard SharePoint themes to allow the inclusion of extra 
graphics: 
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Your consultant may have provided the SLG2 variants on the SharePoint standard 
themes. The installation and indexing of themes for Hosted schools is controlled by 
Capita – see Unit 10.   

You can alter the actual graphics quite easily. 

 

Graphic A is called titlegraphic.gif and is stored on the SharePoint server in the 
location: 

C:\Program Files\Common Files\Microsoft Shared\web server 
extensions\12\TEMPLATE\IMAGES 

Initially it is constant across all site pages. This is an advantage for a single school 
site installation, but for a LA installation the same graphic, e.g. the LA badge would 
appear on all School sites. Individual schools can make a local change if they wish – 
Unit 7 - The Jelly Babies Graphic. 

Graphic B is called logo.gif and must be stored on the web server in the location: 

C:\Program Files\Common Files\Microsoft Shared\web server 
extensions\12\TEMPLATE\THEMES\MyTheme (where MyTheme is the specific 
name of your theme).  

Clearly this is only possible on a Self Hosted school, or if you have a local copy of 
SharePoint. 

If it is missing, this is not fatal to the display – you simply get a plain background 
instead. 

The graphic at A and the text next to it can be altered through the following route in 
sequence: 

 Site Actions drop-down 

 
Site Setting 

 
Look and Feel link 

 
Title box 

This page allows schools to customise the badge shown at A in the preceding 
graphic by storing the required picture and putting its URL details in the field: 
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If this field is blank then the generic preceding graphic (beneath the Heading 
Standard SharePoint Themes) will display. If you want to vary the graphic we 
recommend storing it in a Picture Library in the School section of your site – 
because all users have permission to access this page, graphics stored there will 
also be available for display on their other pages. 

Modifying an Existing Theme 

The Theme folders are stored on the SLG2 server and new themes for Hosted 
schools must be processed by Capita – see Chapter 9. 

There are sub-folders for all SharePoint default themes plus those designed by 
Capita (which start with SLG). Three SLG2 themes have been radically re-designed: 

 SLGTeacher (Teacher site/Parent site) 

 SLGAge1319 (Secondary Pupil Site) 

 SLGAge812 (Primary Pupil Site). 

There is no SLG2 theme for the Parents’ site. 

The key graphics (which a school would need to change to produce its own look and 
feel) are named differently between the SharePoint and these three SLG2 theme 
folders. 

In these SLG2 pages the key banner graphic is actually made up of two pictures: 

Teacher Site: 

 

Secondary Student Site: 

 

The graphic names are the same in each subfolder (though the actual graphics 
change) and are called: 

A globaltitlearea.jpg. 

B bannerContainer.gif (this gif has the colour white set to transparent, so your 
site background colour may also need altering as it is designed to allow the 
tabs to show on a plain background). 
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You can substitute your own pictures if you wish, but we recommend archiving the 
original (by calling it banner_old.gif for example) and then storing your own in the 
same folder using the original name. 

When the theme has been processed by Capita you should be able to apply it from 
the index. 

Defining a New Theme 

To create a brand new theme, you need to create a new folder with the images and 
files that make up the theme; you can preview them within your SharePoint site as 
you work. Clearly this is only possible on a self hosted site or if you have a local 
copy of SharePoint. 

Here are the basic steps to create a new theme called School1.  

 
NOTE: Upgrades to SharePoint might overwrite changes you make here, so you 
might want to take a back-up of key files and folders later. 

1. First, make a working copy of the new Theme folder, navigate to the SLG2 
folder collection which may have been provided by your training consultant. 

C:\Program Files\Common Files\Microsoft Shared\web server 
extensions\12\TEMPLATE\THEMES 

2. Pick any one of the existing folders, remembering that there are three main 
types of choice: 

 Standard SharePoint 

 SLG2 SharePoint variants (with graphics) 

 SLG2 other – more radical changes in layout. 

3. Make a copy of it in the same directory by Copy and Pasting. Rename the 
copy School1.  

4. Second, modify the files and filenames for your theme. In your Theme’s folder, 
rename the *****.INF file to School1.INF. This name must match your folder 
name exactly. 

5. Open this INF file to edit the title of your theme. 

[info]  

title=School1  

6. Do not change anything else – save the INF file. 

7. Use a graphics editor programme such as Paint Shop to open the key graphics 
files (logo.gif) – edit or replace as you need, but keep the names the same. 
Remember that deep graphics will force the bottom edge of this section of a 
page further down the screen, making scrolling essential – shallower graphics 
(less tall) will avoid this. Aim for a maximum height of about 100 pixels. 
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8. Other gif files control the colours and gradations visible – changing these 
elements is beyond the scope of this training manual. 

9. Finally, after Capita processing, you will be able to apply the theme to your 
SharePoint site.  

a) Select Site Actions | Site Settings. 

b) Click the Site Theme hyperlink. 

c) Choose the name of your new theme from the index and click the Apply 
button. 

d) You may need to clear your internet cache (F5/Ctrl and F5) before the final 
new theme is seen. 

Notes for Hosts (LA or Capita) 

Sometimes the LA or Capita will host the SLG2 server. In this case a school would 
design their own theme (based on a sample left by their consultant) and send it to 
the host for Inclusion and Indexing. 

Inclusion 

The schools should provide a folder called, for example, MySchool which includes: 

 logo.gif (essential) 

 a MySchool.INF file  

 a theme.css file. 

There will also be dozens of other, untouched files in the folder. This entire folder 
should be copied by the host to the location: 

C:\Program Files\Common Files\Microsoft Shared\web server 
extensions\12\TEMPLATE\THEMES 

Indexing 

Before the theme can be chosen by a school it must be added to the Index file 
SPThemes.xml which can be found here: 

C:\Program Files\Common Files\Microsoft Shared\web server 
extensions\12\TEMPLATE\LAYOUTS\1033 

Here each theme has a similar seven line entry and the host must create an entry 
for the school: 

<Templates> 

<TemplateID>MySchool</TemplateID> 

<DisplayName>MySchool</DisplayName> 

<Description>Add your own brief description here</Description> 
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<Thumbnail>images/MySchool.gif</Thumbnail> 

<Preview>images/MySchool.gif</Preview> 

</Templates> 

The school should have provided the file MySchool.gif as a 375 x 231 pixel 
thumbnail. This should be stored in:C:\Program Files\Common 
Files\Microsoft Shared\web server extensions\12\ 
TEMPLATE\IMAGES. 

The server should be restarted with iisreset for the changes to be applied. 

Errors in the graphics or colour scheme should be referred back to the school. 

Content Editor Web Part 

A more direct and temporary way of effecting changes in the style of your page, may 
have been demonstrated by your training consultant, using the CEWP in conjunction 
with style adjustments in the extra training document Theme Changes.doc – which 
may have been provided by your consultant. 

This is a powerful way of applying style information and seeing its effects straight 
away. 

However, this should only be a temporary experimentation. When you have found 
style changes you like you should copy their class sections to a Theme folder and 
have it processed by your host. 
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09 Capita Help Desk 
 

 
This section contains: 

 

 Introduction 

 Getting Started 

 School Theme 

 Provision More Groups 

Introduction 

 Each Hosted school has to log at least one Help Desk case with Capita for the 
processing of their school theme 

 Some will also want to ask for greater granularity in the group information 
provisioned from SIMS. 

Getting Started 

1. Phone the Help Desk on 0845 600 2785. 

2. Say you are logging a new case. 

3. Give the school post code and name. 

4. Give your name as main contact for the case. 

5. Be prepared to give your SIMS version, e.g. 7.132 or Summer 2010 release. 

6. If asked for your SLG2 version – you do not know this because it is the Hosted 
Service - say it is a SIMS Hosted Learning Gateway issue – all SLG2 cases are 
dealt with by Bedford, even if you get your general SIMS Help from a local 
centre, e.g. your LA. 

7. Give them your server URL details, e.g. hslg3. 

School Theme 

1. Case title: Request that SLG2 theme is processed for Fred Bloggs Academy. 

2. Extra info: Theme files to follow. 

3. Ask for a Case Number – use this as the key to follow up if necessary. 
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Then: 

4. Make a zipped folder of the theme components (your consultant may have done 
the first one). 

5. Send a new email to sims.support@capita.co.uk with the Case Number in the 
Description field, e.g. Case: 0810-123456 Install SLG2 theme for 
Fred Bloggs Academy. 

6. Attach the zipped folder. 

7. Wait to hear back that Capita have installed and indexed the theme for your use 
(expect turnaround time of about five working days). 

8. You will then find your theme in the Index list and you can apply it to any page 
you wish. 

Provision More Groups 

 The Provisioning Service creates an ID and password for use within SLG2 and 
also collects group information about each user 

 By default this will be at the broadest level of Staff Member, Teacher, Parent or 
Student 

 You can ask for greater granularity in this group data if you want to target 
information within SLG2 to Year 8 parents, SIMS subject co-ordinators or 
students in Academic Class 7x Sc3 

 These are probably your default settings: 
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1. If you want to target messages in SLG2 to any of the other groups you must 
request a redefined xml file from Capita. 

2. Case title: Request that new xml file is provided for Group Granularity in SLG. 

3. Extra info: Please provide new xml file to include the following extra groups: 

 Parents by Year Group 

 Pupils by Academic Class 

 SIMS System Manger Groups etc. 

4. Ask for a Case Number – use this as the key to follow up if necessary. 

5. Wait for new xml file information from the Help Desk and save it to a convenient 
temporary store place. 

Then: 

6. In SIMS select Routines | Active Directory Provisioning | Register 
Provisioning Service: 

 

7. Click the Open button. 

 

Capita Help Desk  95 



SLG2I-1-v10  SIMS Learning Gateway 2 

8. Browse to the store place of the xml file: 

 Browser button 

 

 

9. Click the file and then click the OK button.   

There is no final save. You will be shown a screen outlining what the settings are. 
Click the OK button again. The next time your ADP Scheduled Task runs it will send 
the new group information. It will bring existing users up to date and it will send all 
group information for new users. This is a very powerful option to invoke in that it will 
from then on allow you to allocate any resources you have on SharePoint not just to 
the broad groups of students, staff, teachers and parents, but any of the groups from 
the selection you made on the previous page, and, more importantly, those 
permission groupings will be maintained via changes made in SIMS which feed 
through into the AD whenever the adpscheduledprocesses task is run, therefore 
increasing enormously the potential to use SharePoint as a very powerful content 
management system. 
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A Appendix A - Libraries and 
Documents 

 

 
This section contains: 

 

 Introduction 

 Creating a Document Library 

 Adding a Document to a Library 

 Extra Columns 

 Checking Documents In and Out 

 Alerts 

Introduction 

Work in this unit refers in the main to general SharePoint techniques without direct 
reference or relevance to Capita web parts. It is no more than an introduction to 
general SharePoint administration and schools should budget to send a key staff 
member onto a general two day Microsoft SharePoint Administrator course. Capita 
is one provider of this course. 

A primary aim of SharePoint is to allow the storage, viewing and editing of a single 
master copy of any document, therefore simplifying document retrieval and version 
control. 

To allow this functionality, documents are stored in Libraries and the ability to 
change documents is controlled through group permissions. 

You can tag a document with a special property, which means that only the person 
who checks out the document can make changes until the revised version is later 
checked in. Change dates can be automatically recorded along with the ID of the 
Editor. Administrators have the power to reinstate earlier copies of documents if 
necessary. 

An administrator can set up an Alert System to warn them via email when changes 
are made to a document. 

Several of the default site templates include a Shared Document area, which is a 
Library. 

By making a Library available you create a structure to hold documents for others to 
add to, use, check out and check in. 

You can create Libraries for Documents, Pictures (includes a slideshow viewer) or 
Forms. 
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Creating a Document Library 

Each site created from the Team Site Template will have a default Shared 
Documents Library visible in the QLA of the Site Home Page. From time to time you 
may wish to create new Library areas for specialist purposes. The process is 
described next. 

1. From your Home Page of the selected site, click the Site Actions button and 
then click the Create button. 

You are offered a variety of Libraries: 

 

Hovering over each choice gives some basic information about it: 

 

On the next page you have some basic decisions to make: 

 

2. At this point it will be a good idea to choose the Yes radio button in the 
Document Version History section, so that you can keep track of change 
made to any document, but this setting can be changed later. 
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The most curious decision here is the final one, the default document type for new 
documents. You should create different Libraries for Word docs, pictures, 
spreadsheets etc. You also have the option of making a Library for Office 2007 
files only or for Office files from earlier versions. You can also select None. 

Later you will see that you can bring documents into a Library either by importing 
one previously saved (recommended) or by creating a new one on the fly and 
saving it direct to the Library. Trying to write a new document forces it to be only of 
the type you specify here, importing allows any document format to be included in 
the Library and is preferred because of its greater flexibility, though you may wish to 
keep strictly to the rule one document type per Library, in which case you might 
want to reflect this in the library name, e.g. Word 2007 Library. 

3. After making your choices click the Create button to save them, your new 
Library will now be visible on the Home Page along with the default Shared 
Documents Library, it is an empty shell to start with: 

 

Adding a Document to a Library 

1. From your Home Page click the name of your Library (QLA - Documents). 
Here we are using the Library called School Documents. 

2. Click the Upload button to start a Browser routine to locate a previously saved 
document. 

 Upload button 

 Browser button 

3. When your document details are in the browser path, click the OK button to 
upload to the Library. 

4. If you have several relevant documents you can click the Upload Multiple Files 
button to bring in the whole batch, they must be saved in the same folder of 
your computer. 

 Upload Multiple Files button 

5. As mentioned earlier it is also possible to create a new document on the fly, 
though only of the default file type specified when you set up the Library initially. 
It is more practical and more flexible to use the Upload routine. 

New Document button 
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Extra Columns 

You might wish to add an extra Display column for each library, for example, to 
show whether a document is Read Only or can be checked out for comment and 
editing. 

To do this, navigate to the main Library page and select Settings | Create 
Column. 

 

Give the column a name and select its type from a wide range, some of which have 
set-up decisions to make: 

 

For example, Choice gives the options of radio buttons, drop-down menu etc. 

 

100  Capita Help Desk 



SIMS Learning Gateway 2  SLG2I-1-v10 

Finally, click the OK button to save the choice and for all new documents the 
importer/creator has to complete the information for this new column. 

 

The selected information is displayed in the new column: 

 

Checking Documents In and Out 

Your Library can simply be a storage location for documents – but you might want it 
to be a workspace as well – where documents can be altered by different people. 

In WSS3 these workspaces are intelligent – they will prevent two people working on 
a single document simultaneously, and they will keep track of who made alterations 
and will hold different versions of the same document to allow an audit trail. 

You can prevent anyone else working on your chosen document by using the Check 
Out routine. As with a normal library, the document is then linked with only your 
name and until you use the Check In routine no-one else can take and alter a copy. 

1. From your Home Page, click the name of your Library and then hover over the 
name of your document to trigger a drop-down button. 

 

2. Click the drop-down to reveal your choices and select Check Out. You will then 
see that the Word graphic for the document has slightly changed, to indicate it 
has been checked out, and that if you hover over the graphic, it will tell you who 
it is checked out to. 
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3. Next you must hover over the document name again and this time select Edit 
in Microsoft Office Word - the system automatically prompts for Word, Excel 
etc. 

 

4. You will be prompted for your password again before the document will open. 
After making your changes, clicking the Save button will store the new file back 
in your site – or you can choose Save As... to save somewhere else on your 
own computer. 

When you close the editing programme you get an extra panel asking about the 
Check In routine, you will also be prompted for any comment on the changes you 
have made: 

 

You can also Check In from the drop-down menu discussed earlier. 

5. If you want to see the version history, i.e. how the document has changed and 
the comments made by each contributor as they check the document in, you 
must click the Settings button, then select the Document Library Settings 
button. Under General Settings, click the Versioning Settings hyperlink and 
choose the options you require. 

 Settings button 

 
Document Library Settings button 

 Versioning Settings link 
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6. Having done so, the drop-down list for the document will then contain the option 
of Version History, and will allow the user to see the various versions of the 
document so far: 

 Version History button 

 

Alerts 

An Alert is a tool to warn users about changes to a document, list or library. An Alert 
can also warn of new additions to lists and libraries. 

The way to create an Alert is quite straightforward and is common to all documents, 
lists and libraries. The example here is for the Shared Documents Library which is 
part of the Team Site Template. 

1. From your Home Page click a Document Library in the Documents section of 
the QLA. 

2. Click the Actions drop-down then click the Alert Me button. 

 Actions button 

 
Alert Me button 
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3. On the next page, make your choices about where, how frequently and about 
what you wish to be alerted: 

 

4. Click the OK button to save your choices. 
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A Appendix B - Managing User 
Groups and Permissions 

 

 
This section contains: 

 

 Overview 

 Giving Users Access to Sites 

 Changing Group Permissions 

 Creating a New Group 

Overview 

Work in this unit refers in the main to general SharePoint techniques without direct 
reference or relevance to Capita web parts. It is no more than an introduction to 
general SharePoint administration and schools should budget to send a key staff 
member onto a general two day Microsoft SharePoint Administrator course. Capita 
is one provider of this course. 

 You give access to users for your site by assigning them to groups. Each group 
definition includes permissions which control the way the group can interact 
with your site and its content 

 Each site has various group permissions defined by default and you can create 
new groups and permissions if necessary 

 Much of this work will happen automatically under Active Directory routines 
which will create security groups for the students, parents and teachers at the 
school when they are selected to be given access to SLG. The routines for 
creating user IDs and the security groups to which they belong are discussed in 
Unit 5. 

Giving Users Access to Sites 

Most of this work will have happened automatically under Active Directory routines, 
the instructions here help you define extra groups and their permissions. 

1. From your Home Page, click the Site Actions drop-down, then select Site 
Settings from the menu displayed. 

2. Under Users and Permissions click the People and groups hyperlink. 

 
User and Permissions 

 People and Groups link 
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This will show you those groups which currently have any rights on the site. The 
groups are listed in the left-hand menu. 

 

3. The More… link shows a much more comprehensive list of site groups. 
Depending on your permissions and installation the More… list could show 
groups across many School sites. 

4. At this point you can choose one of several options. The most common will be 
either to allow or disallow people’s access to the site, or create a new group 
with specific access to the site. You might also alter the default Reader 
permissions for some groups in certain areas. 

Allow/Disallow Access to an Existing Site Group 

1. Click the All People button. This now shows all groups and individuals who 
currently have any rights to see or change this site. By default this will show the 
Detail View: 

 All People 

 Detail View 

 

But you may prefer List View instead: 

 List View 
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2. First let us add new users to the site and allow them specific permissions. Click 
the drop-down next to the New button, then click the Add Users button. 

 New button 

 
Add Users button 

This leads to the following screen: 

 

This allows you to choose either existing groups or individuals and give them 
specific permissions on the site. 
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3. Click the Book button to allow you to search for individuals or groups. 

 Book button 

 

4. You must type at least one letter in the Find box before clicking the Search 
button, then choose the individuals or groups you want to give that access to 
the site, by clicking the Add button then clicking the OK button. 

 Add button 

 Search button 

5. You can also free-type a name, but you should then check its registration by 
clicking the Check Name icon. If your typed name does not exist in the 
directory you will be told so: 

 Check Name icon 

 

Here the name Fred Bloggs has been italicised to match the warning. 
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Next choose the level of access you want to give to those individuals or groups 
using the panel shown, either by adding them to an existing group (click the radio 
button and set the drop-down by Add users to a SharePoint group, or by giving 
specific permissions to them. 

 

Clearly care needs to be taken here to give high enough permission for people to be 
able to use the site successfully, but not too much so that they can cause damage. 

6. Click the OK button when you have chosen and the names will appear in the list 
of names of individuals and groups who have permissions on that site. 

Changing Group Permissions 
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NOTE: Use these procedures with care. 

Groups typically have Reader Status by default – anything higher than this allows 
them greater or lesser control over site content – sometimes including the ability to 
delete content and change the look and feel of the site.  

Reader permissions are perfect for most groups most of the time. However, a 
Reader group cannot respond to a survey or reply to a message thread in a 
Discussion Forum. They need Contributor Status for this. 

However, if you gave the group blanket Contributor Status they would also be able 
to add, edit and delete items from notice boards and links sections. 

There is a way to give a selected group Contributor permissions in exactly and only 
the areas you want – you promote the group in the selected area(s) only and they 
have their default Reader Status everywhere else. You are likely to need this for two 
main areas – Discussion Forums and Surveys. 
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Permissions in a Discussion Forum 

1. Make sure you are at the Display Page for exactly the right Discussion board, 
e.g. select Teachers | Science Department | Team Discussion. 

 

2. Click the following buttons in sequence: 

 Settings button 

 
Discussion Board Settings 

 Permissions for this Discussion Board 

 Actions button 
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Edit Permissions 

3. If you see a different final Actions choice (Inherit Permissions) it means that 
step 4 has already been done and you can skip to step 5: 

 

 

4. Effectively this creates unique permissions for this area and so you are warned 
that this will happen, click the OK button. 
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You next get active control over the groups which have access to this area: 

Currently Teachers Visitors have Read Status – you want this upgraded to 
Contribute Status to allow them to join in a Discussion thread. 

5. Select the Teachers Visitors check box and click the Actions drop-down then 
select the Edit User Permissions option.  

 

6. Deselect the Read - Can view only check box and select the Contribute – 
Can view, add, update, and delete check box. 

 

7. Click the OK button. 

This group now has Contribute permissions, but only for this isolated discussion 
area. They can join in a discussion, they can edit and delete their own contributions, 
but they can do nothing else. 

Permissions in a Survey 

1. Make sure you are at the Display Page for exactly the right Survey board, e.g. 
select Teachers | Science Department | LP Survey. 

2. Click the following buttons in sequence: 

 Settings button 

Survey Settings link 

 Permissions for this survey link 

 Actions button 

 
Edit Permissions link 
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Add Questions link 

 

Permissions for this survey link 

 

Manage permissions of Parent link 

3. If you see a different final Actions choice (Inherit Permissions) it means that 
step 4 has already been done and you can skip to step 5: 

 Inherit Permissions link 

 
Remove User Permissions and Edit User 
Permissions links 

4. Effectively this creates unique permissions for this area and so you are warned 
that this will happen, click the OK button. 

 

You next get active control over the groups which have access to this area: 

 

Currently Teachers Visitors have Read Status – you want this upgraded to 
Contribute Status to allow them to join in a Discussion thread. 
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5. Select the Teachers Visitors check box and click the Actions drop-down and 
select Edit User Permissions from the menu displayed. 

 

6. Deselect the Read – Can view only check box and select the Contribute – 
Can view, add, update, and delete check box. 

 

7. Click the OK button. 

This group now has Contribute permissions, but only for this isolated Survey area. 
They can now respond to this survey, they can show a graphical summary of 
responses and show all responses. You may wish also to change the Advanced 
permissions to the survey so that they can only see their own responses. 

 

Creating a New Group 

Although there are already quite a few SharePoint groups which have been defined 
when the school’s system was set up, it could be that you want to create a new 
SharePoint group so as to be able to choose it in the future. One typical use of this 
facility is the creation of a group allowed to add, edit and delete things from lists 
such as notice boards, forums etc. or you may want Governors group, for example. 

The process has two steps, create a new group and add members to the group. 

1. From your Home Page click the Site Actions drop-down, then select Site 
Settings from the menu displayed. 
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2. Under Users and Permissions click the People and Groups hyperlink. 

3. Click the New button followed by New Group. You then reach a screen which 
allows you to create the SharePoint group of your own:  

 

You must give the group a unique name on the site; you should add a brief 
description; you would normally be the Group Owner, allowing you to alter 
permissions later for example. 

Lower down the Set-up screen you can set certain parameters and email new 
members. 

 

You should think carefully about the permission level you want group members to 
have: 

 

4. Click the Create button to save the new group. 

You can then add new members as described in Allow/Disallow Access to an 
existing site below. 
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A Appendix C - Wikis and Blogs 
 

 
This section contains: 

 

 Introduction 

 Working with Wikipedia (WIKIS) 

 Working with Web Log (BLOGS) 

Introduction 

Work in this unit refers in the main to general SharePoint techniques without direct 
reference or relevance to Capita web parts. It is no more than an introduction to 
general SharePoint administration and schools should budget to send a key staff 
member onto a general two day Microsoft SharePoint Administrator course. Capita 
is one provider of this course. 

Wikis and Blogs are increasingly common on the internet. 

A Wiki is a web page to which anyone can contribute – a more detailed explanation 
is given by SharePoint when you create a new Wiki page. We will explain how to 
create the Wiki page and give permission to visitors to add their own comments, 
you should also carefully read the instructions from the link How To Use This Wiki 
Site which will appear in the Quick Launch left margin. 

A Blog (short for Web Log) is a private on-line diary or information space controlled 
by one person and read by many. In this case the Blog would be set up and 
controlled by a school administrator while others – parents, students or teachers, 
depending on the Blog location – would be able to add comments - these could be 
held in an Approval area until cleared for publication by an administrator. 

Creating WIKIS 

The original Wiki page can only be created by an administrator. After this, with the 
correct permissions, any user will be able to add new content or new pages to the 
site. 

1. You need to be at the correct Start page, e.g. Parents Home Page from which 
you click the Site Actions button, then click the Create button. 

2. From the Web Pages section, click the Sites and Workspaces hyperlink. 
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3. You then have some basic choices about Title and Description: 

 

4. Type a unique URL (web address): 

 

5. Select the correct site type: 

 

6. You also set permissions inheritance (it is probably best to make this unique so 
you have independent control) and decide if you want to see a link to the Wiki in 
the QLA (probably Yes) and in the tabs across the top of every screen. 

 

7. Finally, click the Create button to save the page. You will be taken to the new 
page where you should carefully read the information linked from How To Use 
This Wiki Site. 
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Back on the main School, Parent, Teacher and Student Home Page you should 
see a new link in the Quick Launch or Tabs set (you may have to refresh the page 
using the F5 function key). 

 

Basic Setup of WIKIS 

Your initial page will contain default text – you can go into Edit mode and change 
any and all of it. 

 Edit Mode button 

This way you can introduce yourself, or explain what the focus of the page is etc. 

You can create new Wiki pages by typing a default title inside double square 
brackets, e.g. [[My Wiki Page 1]] this turns the words into a hyperlink and if you click 
the link you can edit the new page exactly as before. 

If you do not go straight to the new page its hyperlink is underlined in dots indicating 
to a visitor that there is a fresh page for them to add to. In this graphic My Wiki Page 
1 has been visited, while My Wiki Page 2 has been created but has no text yet. 

 

Visitors will only be able to add content if you give them the correct permissions. 

WIKIS Permissions 

Most Wikis will be for the use of all site members. The group creation routines for 
your school automatically create groups called All - My School Parents, All - My 
School Teachers, All - My School Students and All - My School. You can use 
this feature to link everyone in the relevant group to the correct Wiki and give them 
the rights to add new content. 

You can of course have very restricted contributory rights if you wish by selecting 
individual users rather than entire groups. 

Make sure you are at the Home Page for the Wiki site. 

1. Click the Site Actions button, then click the Site Settings hyperlink and select 
People and Groups. 
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2. Click the Settings drop-down and select Set Up Groups from the displayed 
menu. 

 

The next page offers you three permissions levels for groups using the site: 

 

For each category you can create a new group (and add members to it) or more 
likely, choose an existing group. To start with each list is short: 
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3. Clicking More… expands the list: 

 

4. From this list you can select an appropriate group, e.g. All – The Grange 
Students if the Wiki is on the Student area. 

5. To allow users to contribute to a Wiki you should select their group in the 
Members of this site section. 

6. Finally click the OK button to save your choices. 

Version Control of WIKIS 

The system automatically stores copies of earlier versions of your Wiki site. 

1. As site manager you can delete inappropriate content – click the Edit button to 
go into Edit mode and alter the text or you can delete the item completely. 

2. You can restore the site to an earlier version – click the History button and 
select the following from the list in the left-hand margin: 

 

Creating BLOGS 

The original Blog page can only be created by an administrator. After this, with the 
correct permissions, any user will be able to add new content or new pages to the 
site. Comments will be held in a non-visible store for approval before final 
publication. 

You need to be at the correct start page, e.g. Parents Home Page, from which you 
click the Site Actions button, then click the Create button. 

1. Then, from the Web Pages section click the Sites and Workspaces hyperlink. 
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2. Type in basic details: 

 

3. You should set the permissions to be unique, then you have control over the 
way the Blog works independent of the way its Parent site is set up. Set the 
other radio buttons as you wish. 

 

4. Click the Create button to complete the job. 

After a little processing your new Blog page is created and you are taken to the next 
step – setting up groups and permissions. 
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BLOG Permissions 

The next page offers you three permissions levels for groups using the site: 

 

You need to carefully identify the members for the Blog – those who can contribute 
comments. 

1. For each category you can create a new group (and add members to it) or 
choose an existing group. To start with each list is short: 

 

2. Clicking More… expands the list: 

 

3. From this list you can select an appropriate group, e.g. All – The Grange 
Parents if the Blog is on the Parent area. 

4. To allow users to contribute to a Blog you should select their group in the 
members of this Site section. 

5. Finally click the OK button to save your choices. 
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6. You have two more levels of control over how the Blog can be used – one 
limiting a user’s ability to edit content, and one setting up the requirement for 
your approval before content is publically visible.  

7. To limit Edit access, click the Site Actions drop-down and select Site Settings 
from the menu displayed. Click the Site Libraries and Lists hyperlink from the 
Site Administration section. 

 

8. Click the Customize “Comments” hyperlink. 

 

9. Select Advanced Settings from the General Settings section. 

 

You would probably want to restrict edit access only to a user’s own posts. 
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10. Click the OK button to save your choices. 

The user then sees Edit links only for their own comments: 

 

11. To set up content approval, select Versioning settings from the General 
Settings section. 

 

12. Select the Yes radio button in the Content Approval section: 

 

13. Click the OK button to save your choices. 

With approval in place the user sees this message when they go to comment: 
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14. Their comment is held in an Administrative area. When the administrator goes 
here and selects Manage comments in the Admin Links section: 

 

The user sees: 

 

15. Clicking the drop-down for the comment title shows: 

 

16. From which the administrator can choose to approve or reject the comment. 

The final step occurs here: 

 

17. Click the OK button to save your choices. 
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Using Blogs 

The administrator sets up the initial Blog, which will have three default areas to start 
with – Category 1, Category 2 and Category 3. An administrator can change these 
labels, delete a category and establish a new one. Think of them like threads in a 
Forum. 

 

The default structure also provides a store place for photos and two forms of 
automatic change tracking, one of which works from a Diary View: 
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After this, selected groups can contribute comments by clicking the Comments 
hyperlink. 

 

This opens a dialogue window where comments can be typed and submitted. 
Comments are usually held in a hidden area until the administrator approves them 
for publication.  

 
For more information please see Using BLOGS. 
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A Appendix D - Audiences 
 

 
This section contains: 

 

 Introduction 

 Admin Set up  

 Applying Audience Filters 

Introduction 

Work in this unit refers in the main to general SharePoint techniques without direct 
reference or relevance to Capita web parts. It is no more than an introduction to 
general SharePoint administration and schools should budget to send a key staff 
member onto a general two day Microsoft SharePoint Administrator course. Capita 
is one provider of this course. 

 The Audiences feature allows administrators to target materials to selected 
groups and individuals 

 After some administrative set-up, materials such as Announcements, 
Documents etc. can be tagged with the title of a particular audience after which 
only the selected people will see the resource. 

Admin Set-up 

Audiences have to be set up and compiled (populated with members) on the SLG2 
server – this is part of the general SharePoint set-up and will have been completed 
by the Capita Hosted technical team. 

Applying Audience Filters 

Audience filters can be applied to any resource within SharePoint. So, for example, 
you could set an Audience filter on an Announcement Board and only those in the 
permitted group would be able to see the Announcements on a particular page. 

In this example an Announcement web part is to be targeted – the principle is the 
same for other resources. 

1. On the page holding the Announcements web part, click the Site Actions drop-
down and select Edit Page from the menu displayed: 
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2. Click the Edit drop-down and select Modify Shared web part from the menu 
displayed: 

 

3. Open the Advanced section of the web parts Properties and scroll down to 
Target Audiences: 

 

4. Click the Book icon to search for the Audience Group Name, after selecting 
Global Audiences, Distribution/Security Groups or SharePoint filters first: 

 

5. Double-click a group name to add it and click the OK button to finish the 
process. 

 

6. Finally click the OK button to finish the web part editing and the Audience filter 
should be in place. 
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7. You can even apply an Audience filter to one Announcement in a set by using 
the same techniques from the Target Audiences control for each new message: 
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