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Introduction

This handbook details the best practises to adopt to enable you to record,
analyse and report accurately for the Census Return at Post 16 level and for
the Post-16 PLASC Return for schools in Wales.

School users of SIMS are familiar with courses through the use of
Assessment, Profiles, Analysis and Examinations Organiser. In these

applications, access to classes is provided through the courses which they
serve.

In addition, the course is used, where appropriate, as the most natural point
of attachment for such entities as a comment bank in Profiles, or an award
in Examinations Organiser. Please refer to the Processing Results and
Calculating PI Data in Examinations Organiser handbook for further
information about Adding PI Results to Multiple Pupil/Students in SIMS.

What is a Course?

A course can most appropriately be defined as a qualification or Learning
Aim. At its simplest, it constitutes what the Curriculum Matching Wizard
recognises as a distinctive subject/level combination, exported by Nova-T as
class properties.

A course can also function as a group of students pursuing a particular
Learning Aim (Learning Activity for schools in Wales). The properties to be
maintained include those generic to any group, such as supervision and
membership, and those specific to a course, such as links with classes,
exam awards, subjects, etc.

Managing Courses | 1



01| Getting Started with Course Manager

A course has defining attributes, which are Subject and Level, and
descriptive attributes, which are generally properties defined by an external
authority for purposes of reporting and analysis in Census Returns. The
terminology used in Course Manager for this set of properties is
Classification Code and Classification Codeset.

Schools are familiar with the conventions used to generate codes, short
names and descriptions for the courses which have been inferred from class
definitions in Nova-T. For example, if a Geography class is exported from
Nova-T with a level of GCSE, it is inferred that the school is preparing
students to achieve a Learning Aim coded as Gg/GCSE and entitled
Geography (GCSE). The same conventions are used by Course Manager to
generate the short names and descriptions required when a new course is
Created.

Why is Course Manager Needed?

Course membership is usually correctly reflected by a single class
membership. However, certain types of anomaly can occur in every school.
These potential anomalies are catered for in Course Manager:

= A single class preparing all or some of its members for more than one
Learning Aim, most commonly GCSE English classes delivering both
Language and Literature as separate examinations.

= A single class preparing its members for one or another of multiple
Learning Aims, for example a class for an Applied GCE subject that
contains candidates for Single or Dual certification.

= A course for which no formal, timetabled classes are provided, such as
twilight courses.

= A course taught across the curriculum, e.g. Key Skills Communication.

= A student pursuing a Learning Aim without formal teaching, e.g. a
native speaker of a foreign language, who may require a certain amount
of exam preparation, but not a full course of instruction.

= A student in a class for some other reason than an intention to achieve
a Learning Aim associated with it.

Important Information Regarding the Collection of Post
16 Learning Aims
English schools with a Sixth Form are required to provide the details of
Learning Aims/QNs in the School Census:
= Learning Aims are collected once a year in the Autumn Census.

= Learning Aims are collected for students taught in Year 12 and above
during the Learning Aim collection period.

= Schools must ensure that the Learning Aims submitted in the census are
those that they wish to claim funding for.

= Local Authorities and Academy schools should refer to the Department
for Education website for pertinent information.

Schools in Wales are required to provide the details of Learning
Activities/QWADs in the Post-16 PLASC return.

2 | Managing Courses
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What Data is Collected?

Learning Aims information (England) is collected for students within the
following parameters:

In the Current Academic Year:

= any student, regardless of age, who has been on-roll between the 1st
August 201n and the date of the census day who has participated in a
Learning Aim whilst in National Curriculum Year 12 or above.

For the Previous Academic Year:

= any student, regardless of age, who has been on-roll between the 1st
August 201n and 31st July 201n who has participated in a Learning Aim
whilst in National Curriculum Year 12 or above.

Dual Registered Students

= Funding is only provided to the student's main school and the Learning
Aims details for dual registered students must be returned by the main
school. Subsidiary schools must not submit Learning Aims details for
dual registered students who are not on-roll at their school.

The following information is collected in the census file:

= QAN (Qualification Accreditation Number) now known as QN
(Qualification Number)

= Start Date of the Learning Aim
= Planned End Date of the Learning Aim
= Actual End Date of the Learning Aim

= Current Status of the Learning Aim, Completed, Continuing, Withdrawn,
Transferred

= Core Aims (England only)
= Details of Traineeships and UKPRN (England only)
=  Programme of Study hours.

Understanding QANs (QNs) in England

Qualification Accreditation Numbers (QANs) are applied to each individual
Exam Award. These are used to universally identify the exam Board
provider; the Level being studied and the Subject of an exam.

There are two different sources of QANs that can be used simultaneously
throughout Course Manager, depending on the circumstance:

= QWS QANSs are downloaded from the DfE QAN website
(https://collectdata.education.gov.uk/qwsweb/default.aspx). These are
applicable to all Learning Aims without a result or an entry in the
basedata supplied by the exam Awarding Organisation Body (AOB)
including new courses and completed school assessed Learning Aims.

= AO QANs are provided by the exam Awarding Organisation Body. These
are an integral component of examinations basedata. You must ensure
that you are using the most up-to-date basedata in line with the
examinations season.

Managing Courses | 3


https://collectdata.education.gov.uk/qwsweb/default.aspx

01| Getting Started with Course Manager

To ensure that you are using the most current QANs available for each
course of study, it is recommended that you download and import the QAN
catalogues provided by the DfE (via Tools | Examinations | Import
Qualification Data). This is an important activity to undertake before you
start to create the School Census.

s ) More Information:

2/ Importing Qualification Data on page 13
Updating QANs (NIEFQANSs) and Discount Codes for Course Manager on page 18
Maintaining Courses in England on page 25

Understanding QWADs in Wales

Secondary schools in Wales must import a copy of the applicable
Performance Measures file for use in PI. This file contains information
derived from the Qualifications in Wales (QiW) website
(https://www.giw.wales). QiW contains details of all qualifications that are
approved or designated for teaching in Wales for learners aged under 19,
excluding higher education.

Any qualifications that are approved or designated by Qualifications Wales
are eligible for funding by a Local Authority or by Welsh Government. This
funding is for the education provider, not the learner.

Information held in QiW includes:

= qualification titles

= qualification numbers

= the Awarding Body that awards each qualification
= qualification start and end dates

= links to further qualification information.

Welsh Government information including:

= whether it counts as a choice for 14-19 Learning Pathways
= performance measures information.

QiW enables schools to:

= search for and view qualification records

= save your school searches

= compare qualification information

= export qualification data

= save qualification data

= print off qualification data.

All qualifications in QiW are allocated a unique identification code known as
a Qualifications Wales Approval/Designation Number (QWAD). Schools must
use this number when making curriculum choices.
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NOTES: Qualifications that are available only in Wales will have only a QW
Approval/Designation number. The Welsh Government sets policy on
school performance measures and decides on the allocation of contribution
values of qualifications, performance points and the discount codes applied
to individual qualifications. The QiW hosts this information. If you have any
queries on how qualifications contribute towards performance measures,
including GCSE/A level equivalency values, performance points or discount
codes, please send an email to the Information Management Strategy at
the Welsh Government on ims@gov.wales.

Thousands of QWADs have been provided in SIMS. Individual QWADs must
be associated manually with a suitable course to ensure that they are
correctly identified in the Post 16 PLASC return.

i) More Information:

2/ Maintaining Course Classification Codes on page 21
Maintaining Courses in Wales on page 26
Updating QWADs in Welsh Schools on page 17

Impacts on Other Areas of SIMS

All existing links between Exam Awards and Courses are preserved when
upgrading to the most recent version of Course Manager. These links are
allocated blank Start and End dates in the Examination panel of the
Maintain Course page.

The Course panel in the Award Details dialog available from Tools |
School Setup | Exam Award in Examinations Organiser, is now read-only.

EI Award Details EI@

External Title ‘ART,CRAI-_F AMD DESIGH

Intemal Title ‘Art Craft and Design (EDEXL 9AD0T)

Description ART.CRAFT AND DESIGN

Award Code 94001 Ewpiry Date  |31/08/2011 i3]

Board 11 Edexcel Foundation (GCE) |

Qualification ‘General Certificate of Education |

Course |Ar‘t (GZEA) |
Blcourse Start End

Art(GCEA) 11/05/2012 14/05/2012

The name of the Course that the Award is linked to is displayed together
with a Start and End date denoting the history of their association.
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IMPORTANT NOTE: The linking of Exam Awards with courses is now
undertaken through Course Manager. This may result in minor changes to
job roles, the allocation of tasks and user permissions within the school.

More Information:

Splitting AQA Basedata to Separate Certification Elements into Individual Awards

on page 93

What's New in this Release?

Wales: Revised List of QWADs for Import

Welsh schools only

Tools | Academic Management | Course Manager | Update QWADs
for Course Manager

The list of QWADs provided by the Welsh Government was updated for
Autumn 2022. QWADs are reported on in the Post 16 PLASC 2022 Return.

More Information:
Updating QWADs in Welsh Schools on page 17

Setting Permissions

When running Course Manager in SIMS, you should use the Login Name
and Password assigned to you by the System Manager. This will have been
set up using the System Manager module.

The default data available with the current version of the System Manager
module provides a number of groups to which a user can be assigned
membership. Each group offers a different range of Course Manager
functionality, so it is possible to specify the individual level of access for
each user.

To enable users to add, edit and delete course details, they should be
assigned membership of the Curriculum Manager group. Other groups which
provide the ability to view course details only are Class Teacher, Pastoral
Manager, Registration Tutor, Assessment Co-ordinator, Exams Officer,
Returns Manager, Assessment Operator and Exams Operator.

SIMS System Manager should be run to create user accounts for those
people who require access to Course Manager. To grant a user access to
Course Manager, they should be allocated membership of appropriate
groups.

The groups that have been provided as default data are designed to be used
as a starting point for schools, to enable them to grant their users access to
Course Manager quickly and conveniently. If you decide that the groups
provided as default data are inappropriate for your school, you can create
your own groups and assign the appropriate Permissions accordingly.
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Where to Find More Information

Online help can be accessed by pressing F1 or clicking the applicable Help
button in SIMS.

A wide range of documentation is available from the SIMS Documentation
Centre, including handbooks, quick reference sheets and tutorials. Click the
Documentation button located on the top right-hand side of the SIMS
Home Page, select the required category, then select the document you
require.
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Introduction

Due to the direct impact on the school's funding in relation to courses, a
number of key members of staff must liaise closely with one another to
ensure that clear and concise processes are followed when administering
Course Manager.

i ) More Information:
)/ Viewing Assessment Marksheets as a Course Supervisor on page 13

Modifying Course Manager Settings

This page enables you to specify the default settings that will be used
throughout Course Manager. These settings are applied to all courses unless
you manually modify the parameters of a specific course from the Course
Details page.
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1. Select Tools | Academic Management | Course Manager | Course
Manager Settings to display the Update Course Manager Settings

page.

Update Caurse Manager Sctings
Save  Undo
1 Seftings

1Settings

Auto update Class Supervisars
from chosen Course Supervisors [

From  [01/09/206

Default for Course Browse Current Academic Year -

To  [pleE07

Minimum Course Duraticn One Year -

Discount Results

Default Course Duration  One Year -

=2}

Maximum Course Duration -
Two Years Flanned Hours Threshold [0 |
Default Continuity Tolerance ~ Two Weeks - Earliest YTl for Completion Management  Curriculum Year 11 -
Default Completion Tolerance  Two Months -
Folder for Results Report IC:\Reports | ‘

Default Course Duration and Tolerances by Level

(Values stated above will be used as the default for a Level where the default is not specified below)

Right click on columns to set the Defaults

Level Default Course Duration Default Continuity Tolerance  Default Completion Tolerance Default Qualification Hours  Default Non-QualificationHours
Advanced Extension Award (AEA) One Year Two Weeks | Two Months 0

Asset Advanced (ATAdv) One Year Two Weeks Two Months 0

Asset Intermediate (ATInt) One Year Two Weeks | Twao Months Tmm—

Asset Mastery (ATMas) One Year Two \Weeks | Twa Months

Asset Preliminary (ATPre) One Year Turo Weeks Two Months

Asset Proficiency (ATFro) One Year Twro Weeks Two Months

BTEC Award Level 1 (BTAw1) One Year Two Weeks Two Months

BTEC Award Level 1&2 (BTAw) One Year Two Weeks | Two Months

0
0

ololo|lololo

2. If you want the Course Supervisor to be made a supervisor of all classes
that are linked to a course, select the Auto update Class Supervisors
from chosen Course Supervisors check box. The selection made here is

reflected in the Supervisors panel on the Course Details page.

1 Settings

Auto update Class Supervisors
from chosen Course Supervisors [

Default for Course Browse Current Academic Year

[

Census View

From 0170972076 |

Current Year To Date
Previous Academic Year

Custom
View All Courses

3. Click the drop-down arrow to select the Default for Course Browse. The
selection you make here is reflected in the Find Course browser. The
default is Census View (schools in Wales will see Current Academic
Year), but this can be changed, whenever necessary. The options are:
Current Year to Date, Previous Academic Year, Custom and View All
Courses. The From and To dates are updated automatically in conjunction
with the selection that you have made. If you have selected Custom, the
date range can be specified when searching for a course in the Find Course
browser. The courses displayed in the Find Course browser reflect the
dates selected here, i.e. only courses that have student memberships during

the selected date range are displayed.
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IMPORTANT NOTE: If you want the Core Aim column to be visible when
reviewing a pupil/student's course membership in the Memberships and
Results panel of the Course Details page, you must ensure that you
select either the Current Academic Year or the Previous Academic
Year in the Default for Course Browse.

The Minimum and Maximum Course Duration fields enable you to define
the predicted length of time needed to deliver the course material to the
pupil/students. The Minimum Course Duration defaults to One Year, the
Maximum Course Duration defaults to Two Years. Both of these options
can be changed to ensure that the expected course duration does not
exceed the length of time specified here. The possible lengths of time that
you can select for either of these duration settings are: Less than 2 weeks,
2-24 Weeks, One Year, Two Years, Three Years, Four Years or Five
Years.

Minimum Course Duration One Year - Default Course Duration One Year A

Discount Results [l

Maxi C Durati Two Y v
aximum Course Duration wo Years Planned Hours Threshald EI

The Default Course Duration cannot be outside the range defined by the
Minimum and Maximum Duration fields. This is set to One Year, by
default. Specifying the Course Duration makes it easier for you to decide
whether to restart a course after the Summer holidays as a continuation of
the same Learning Aim or to regard the course as a retake with a new
Learning Aim associated with it.

The Discount Results check box is selected by default. This ensures that
the Exam results calculation includes Discounting.

Enter an appropriate figure, in hours, in the Planned Hours Threshold
field.

Default Continuity Tolerance  Two \Weeks - Earliest YT| for Completion Management Curriculum Year 11 -

Default Completion Tolerance  Two Months -

The Default Continuity Tolerance field defaults to Two Weeks. This
represents the acceptable length of a 'gap' in course membership, including
holidays, which is tolerated before course memberships are deemed to have
been discontinued. The possible lengths of time that you can select for
either of these tolerance settings are: None, One Day, Two Days, Three
Days, Four Days, One Week, Two Weeks, Three Weeks, One Month, Two
Months or Three Months.

The Default Completion Tolerance field defaults to Two Months. The
length of time specified here indicates the period of time prior to the
expected course completion date that a pupil/student can leave a course and
still be deemed to have completed the course. A default Status is assigned
when a pupil/student leaves a course via Curriculum Assignment by
Scheme or via the Leavers routine.
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5.

The Earliest YTI for Completion Management field defaults to Year 11.
This indicates that students taught in Year 11 and above are subject to
management of their course completion. This also controls the appearance
of the Course Membership(s) dialog when manually modifying a student
membership.

IMPORTANT NOTE: Courses for students in Year 11 must be ended
before the 1st August so that they are not confused with qualifications for
Year 12 and above.

The settings specified here are applied to all courses globally. However, you
can modify the Course Duration, Continuity Tolerance and Completion
Tolerance fields within an individual course through the Maintain Course
routine, if required.

Click the Browser button adjacent to the Folder for Results Report field
to display the Browse For Folder dialog. Navigate to a suitable storage
location for the Course Manager reports that will be generated.

Folder for Results Report |C:"-_Rep0rts |

The Default Course Duration and Tolerances by Level grid displays the
default settings for all the available Levels. You can modify the settings for
individual levels by clicking into the relevant column so that the drop-down
arrow becomes visible. Select an alternative setting from the drop-down list.
If you change your mind, right-click the column heading of the setting that
you have changed and click the hover help to reset the level settings back to
the default setting.

Default Course Duration and Tolerances by Level
(Values stated above will be used as the default for a Level where the defaultis not specified below) Right click on columns to set the Defaults
Level Default Course Duration Default Continuity Tolerance  Default Completion Tolerance Default Qualification Hours  Default Non-Qualification Hours =
r e T R - - fromwe
Asset Advanced (ATAdv) One Year fa) Description Tuio Months 0 0
None i
Asset Breakihrough (ATErk) One Year One Day | Two Months 0 0
Asset Intermediate (ATInt) One Year Two Days Twio Months 0 0
Three Days F
Asset Mastery (ATMas) One Year Four Days Tuio Months 0 0
Asset Preliminary (ATFre) One Year One ieek | [Two Months 0 0
Twio Weeks L
Asset Proficiency (ATPrc) One Year Three Weeks Twio Months 0 0
- - One Month 1=
BTEC Award Level 1 (BTAw1) One Year T Months | | Two Months 0 0
ETEC Award Level 16 2 (ETAw One Year Three Months Twio Months 0 0
&3 Vi o

Enter a figure for the Default Qualification Hours and the Default
Non-Qualification Hours columns, for each Level, where applicable.

IMPORTANT NOTE: When changing the Default Course Duration,
Default Continuity Tolerance or the Default Completion Tolerance,
you must ensure that you right-click the column heading in the Default
Course Duration and Tolerances by Level panel to collectively change
the default setting in the columns. If you click the Save button before
doing this, the defaults in the Default Course Duration and Tolerances
by Level panel will not correctly reflect the defaults that you have
specified in the Settings panel.
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When new Levels are added, you are prompted to revisit the default settings
to ensure that they are applicable to the new Levels. It is also suggested
that you manually set the Default Course Duration for GCSEs to Two
Years in length.

6. If you do not want to save any changes that you have made, click the Close
button.

7. Alternatively, click the Save button to apply your changes.

Viewing Assessment Marksheets as a Course Supervisor

When assigning a supervisor to a course, you normally select the
Supervisor Title that best suits that person’s role within the school, e.g.
the Curricular Manager (although the role of Curricular Manager could
have different responsibilities in different schools).

Course Manager provides a pre-defined set of supervisor titles; ensure that
you select the appropriate title for each supervisor. If you are a supervisor
of the group, you can see all related marksheets. If you are a Head of Year,
any marksheets that are for a registration group or a class belonging to the
associated pastoral year are visible. The links between registration groups
and pastoral years are defined when creating the pastoral structure. The
links between classes and pastoral years are made when the timetable is
submitted from Nova-T.

Supervisor Title Marksheet Access Levels

Class Teacher (this is not one of the | View own class marksheets only
Course Manager Supervisor Titles)

Head of Department View course and class marksheets
Second in Department View course and class marksheets
Course Co-ordinator View course and class marksheets
Head of Faculty View course and class marksheets
Curricular Manager View course and class marksheets
Supervisor View course and class marksheets

Importing Qualification Data

Qualification Accreditation Numbers (QANs) are numbers that are applied to
each individual exam award. These are used to universally identify the exam
board provider, the level being studied and the subject of an exam. To
ensure that you are using the most current QANs available for each course
of study, it is recommended that you download and then import the QAN
catalogues provided by the DfE before starting each School Census return
(https://collectdata.education.gov.uk/gwsweb/default.aspx) or Post-16
PLASC Return and before beginning exams results processing.
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1. In SIMS, select Tools | Examinations | Import Qualification Data.

If you have not already downloaded the most recent files, please do so
before continuing. The necessary files can be obtained from the Department
for Education QAN Web Site
(https://collectdata.education.gov.uk/gwsweb/(S(trOgbpge3f5zbd20agx0123
z))/Main.aspx).

SIMS.net =

Please confirm that your download is up to date.

ok [ comer |

2. After downloading the latest files, click the OK button to display the Import
Qualification Data page.

Import Qualification Data

(=) Print

Select Catalogue Files
Last Updated On
Current GAN XML [ | [
Lwiarding Bodies XML \ | [
Discount Codes XML \ | [@
Qualification Types XML { J (31

'El Import Catalogue Files

3. In the Select Catalogue Files panel, click the Browser button adjacent to
the relevant file type field and navigate to the location of each file. Highlight
the required file and click the Open button. You must ensure that the file
selected for each file type is the correct one.

Import Qualification Data

=3 Print

Select Catalogue Files
Last Updated On 22/02/2019
Current QAN XML |C:'-.OneDrive'-.Sims T\Releases \Summer |
Awarding Bodies XML |C:'-.OneDrive'-.Sims T\Releases'\Summer |
Discount Codes XML |C:'-.OneDrive'-.Sims T\Releases \Summer |
Qualification Types XML |C:'-.OneDrive'-.Sims T\Releases'\Summer |

-B Import Catalogue Files
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As long as you have selected the correct file name for each file type, when
you click the Import Catalogue Files button, the files are automatically
imported in the correct order. This may take a few minutes.

When the files have imported successfully, the Activity Log confirms what
has been imported.

= Actity Log ? x
& Priet [ Save

| i trvie

| The: folowang G AD ) were successfully emporded

| IAWAD: COO0R2855
1 IWAD: CDO02a3E
| OWAD- CDD03153
| |IWAD: CDOOSE28
GVYAD CDO0SB32
CVALD: CDDOTRES
GVYAD: CO011365
OWAD: COD01594
CWALD: CDD0LL02
GVYAD: QD004 06
WALD: CDOOSS4E
{ (AVWAD: CODDEERD
| GWAD: CDD0TI1S
1 IWAD: CO0L1593

Click the Close button.

In the Select QWAD File panel, the Last Imported Date is displayed for
information.

Select QWAD File

R —

Last Imported File Name | |

Select new file to import | | L';':

4| Import QWAD File

The Last Imported File Name displays the details of the last imported
QWAD file.

Click the Browser button adjacent to the Select new file to import field
and navigate to the location of the QWAD file you want to import.

Click the Import QWAD File button to begin the import of the file.

Secondary schools in Wales must import a copy of the applicable
Performance Measures file for use in PI. This file contains information
derived from the Qualifications in Wales website (https://www.giw.wales)
(QiW). This file contains the details of the recognised Awarding Bodies and
their qualifications for England (Ofqual), Northern Ireland and Wales
(Estyn), together with the grades, points values, equivalences and
thresholds.
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8.

10.

11.

In the Select Performance Measures File panel, the Last Imported
Date is displayed for information.

Select Performance Measures File

Last Imported Date 10/05/2019
Last Imported File Name |Perforrnance Measures WALES ONLY 2015 V3. XML |
Select new file to import | | Q,

@ Import Performance File

The Last Imported File Name displays the details of the last imported file.
This includes the region, year prefix and version.

Click the Browser button adjacent to the Select new file to import field
and navigate to the location of the file you want to import.

Click the Import Performance File button to begin the import of the file.

For schools in Northern Ireland, the NI KS4 A-E and L3 A-C Entry
Equivalence fields are populated after importing the NIEFQAN.xml file.
Alternatively, an additional process enables you to select the NIEFQAN codes
that you want to make available in Course Manager (via Tools | Academic
Management | Course Manager | Update NIEFQANs and Discount
Codes for Course Manager). Once selected, the NIEFQAN codes are
available in Maintain Course Classification and can be assigned to a
course in Course Manager.

Click the Print button to print a copy of the file names and locations for
future reference, if required.

When you next open the page, the Last Imported Date field reflects the
date of the most recent file import although you must navigate to the
location of the most recently downloaded file before you can import the
catalogues again.

All necessary points and equivalences for the Welsh Baccalaureate are now
included in the Performance Measures file. You are no longer required to
record this information manually.

Reviewing QWADs/QANs Panel

Once the relevant Performance Measures file has been imported, you can
print two reports from the Review QWADs/QANSs panel.

Review QWADs / QANs

Report

Certification Elements without G\WADs / QANs

Certification Elements with unmatched QWADs / QANs Report
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These reports enable you to check the integrity of the QWADs/QANSs in the
basedata:

= Certification Elements without QWADs/QANSs - this report lists the
Series Board Entry Code and the Title of all basedata elements
without a QWAD/QAN. You must enter the missing QWADs/QANS in
Examinations Organiser via Focus | Basedata to ensure the accuracy
of the PI data in Examinations Organiser.

= Certification Elements with unmatched QWADs/QANSs - this report lists
the Series Board Entry Code, Title and QWAD/QAN of all basedata
elements that have a different QWAD/QAN from the QWAD/QAN details
provided in the relevant file. You must correct the QWADs/QANSs in the
basedata to ensure the accuracy of the PI data in Examinations
Organiser.

NOTE: Both of these reports check the QWAD/QAN information held for the
past four years.

Click the Save button on the Import Qualification Data page.

Updating QWADs in Welsh Schools

Qualification Wales Approval Designation numbers (QWADs) are collected in
the Post-16 PLASC Return instead of Learning Activity reference numbers.
Thousands of QWAD records can be selected in SIMS. Courses must be
assigned QWAD codes to ensure that they are correctly identified in the
annual PLASC return.

1. Select Tools | Academic Management | Course Manager | Update
QWADs for Course Manager to display the Update QWADs for Course
Manager page.

Update QWADs for Course Manager
Board <Any> v  leve <Any> -
Containing Title ot QWIAD |

(), Search Title

QWAD Title Subject Expiry =
C0004799 WJEC Level 1/Level 2 GCSE in Pefforming Arts 9.1 Peforming arts 31/03/2018
C0000787 WJEC Level 1/Level 2 GCSE in Perffoming Arts 9.1 Performing arts 18/05/2017
C0004300 WJEC Level 1/Level 2 GCSE in Pefforming Arts (Double Award) 9.1 Peforming arts 31/03/2018
C0001618 WUJEC Level 1/Level 2 GCSE in Pefforming Arts (Double Award) 9.1 Peforming arts 18/05/2017
C0001258 WJEC Level 3 Advanced GCE in At and Design 9.2 Crafts, creative a...  31/08/2017
C0007230 WAJEC Level 3 Advanced Subsidiary GCE in At and Design 9.2 Crafts, creative a...  31/08/2021
C0001283 WJEC Level 3 Advanced Subsidiary GCE in At and Design 9.2 Crafts, creative a...  31/08/2017
C0002356 WJEC Level 3 Diploma in Foundation Studies At and Design 9.2 Crafts, creative a...  31/08/2018
C0011868 WJEC Level 3 Foundation Diploma in At and Design 9.2 Crafts, creative a 31/08/2024
QWAD Title Subject Expiry
C0007220 WJEC Level 3 Advanced GCE in At and Design 9.2 Crafts, creative a...  31/08/2021

2. Specify the QWAD search criteria by selecting from the Board and Level
drop-down lists. You can also enter all or part of the QWAD’s Containing
Title or code (QWAD).

3. Click the Search Title button.

4. Highlight the required QWAD and click the Add button to copy the selected
item into the lower panel.
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Multiple QWADs can be selected by highlighting the first item, holding down
the Shift and Ctrl keys and using the Up and Down arrows.

If you select an item by mistake, highlight it and click the Remove button.
When you have selected all the required QWADs, click the Update button.
These items will now be available for use within Course Manager.

NOTE: If items are already available for selection within Course Manager,
they will not be visible when searching the QWAD catalogue.

Deleting Unused QWADs

It is possible to delete QWADSs that have never been associated with a
course by clicking the Remove Unused QWADSs button in Maintain Course
Classification (Tools | Academic Management | Course Manager |
Maintain Course Classification).

Updating QANs (NIEFQANs) and Discount Codes for
Course Manager

Once the latest QWS QAN catalogue or NIEFQAN file has been imported into
Course Manager, you must activate specific QANs (NIEFQANs) and Discount
Codes so that they become available for selection.

Select Tools | Academic Management | Course Manager | Update
QANs (NIEFQANSs) and Discount Codes for Course Manager to display
the Update QANs (NIEFQANs) and Discount Codes for Course
Manager page.

Update QAMNs and Discount Codes for Course Manager
Update =i Print

Update QANs and Discount Codes for Course Manager

Board by = Level <Any> -
.. - e n
Containing Title 1st4Sport Qualifications QAN |
AB for units used by OCR., EDEXC| _
ABMA Education Ltd 1 ), SearchTitle

Accredited Skills for Industry
Aecredited Skills for Industry [1]
Accrediting and Assessment Burez
Active International Qualifications
AlM awards

AlM Awards

Amateur Swimming Association
Ao FA Qualifications

AoFA Qualifications

AptEd

AQA - City and Guilds

AQA Education

Ascentis

ASET

Associated Board of the Royal Sch

Associated Sports Qualifications
QAN Tile ~ ‘ssociation of Accounting Technic Discourt Code  Subject Bxpiry
Association of Business Executive
Association of Business Executive
Association of Business Managers
Association of Chartered Certified .
Association of Medical Secretaries
ATHE Ltd
ATHE Ltd [1]
Luvard Scheme Development and £
Awarding Body Consortium -

QAN Title Discount Code Subject Expiry
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Specify the QAN (NIEFQAN) search criteria by selecting from the Board and
Level drop-down lists. You can also enter all or part of the QAN’s (NIEFQAN)
Containing Title or code (QAN).

Click the Search Title button.

Update QANs and Dis count Codes for Course Manager
E Update (= Print

Update QANs and Discount Codes for Course Manager
Board A0A - City and Guilds >  Lel <Any> -

Containing Title QAN |

() SearchTitle

QAN Title Discount Code Subject Expiry ot
- City and Guilds Level 3 Principal Leamingin E... E

50023549 AQA - City and Guilds Level 2 Principal Leamingin E... XA Principal Leaming in ...  31/08/2014

50023950 AQA - City and Guilds Level 1 Principal Leamingin E... XA Principal Leaming in ...  31/08/2014

50023962 AQA - City and Guilds Level 3 Prncipal Leamingin IT  CA Principal Leaming in IT  31/08/2014

h00Z3974 AQA - City and Guilds Level 1 Principal Leamingin IT ~ CA Principal Leaming in IT  31/08/2014

50023586 AQA - City and Guilds Level 2 Principal Leamingin IT ~ CA Principal Leaming in IT  31/08/2014

50028133 AQA - City and Guilds Level 3 Advanced Diplomain ... DIP3 L3 Dip 31/08/2014

50028145 AQA - City and Guilds Level 2 Higher Diploma in Infor...  DIP L1and L2 Dip 3/08/2014

50028157 AQA - City and Guilds Level 3 Advanced Diplomain ... DIP3 L3 Dip 31/08/2014 i

QAN Title Discount Code Subject Expiry

50023871 AQA - City and Guilds Level 1 Principal Leamingin C... TA Principal Leaming in ...  31/08/2014

50023883 AQA - City and Guilds Level 2 Principal Leamingin C...  TA Principal Leaming in ...  31/08/2014

50023835 AQA - City and Guilds Level 3 Principal Leamingin C...  TA Principal Leaming in ...  31/08/2014

50023501 AQA - City and Guilds Level 1 Principal Leamingin C... KA Principal Leaming in ... 31/08/2014

50023513 AQA - City and Guilds Level 2 Principal Leamingin C... KA Principal Leaming in ...  31/08/2014

50023925 AQA - City and Guilds Level 3 Principal Leamingin C... KA Principal Leaming in ...  31/08/2014

Highlight the required QAN (NIEFQAN) and click the Add button to copy the
selected item into the lower panel.

Multiple QANs (NIEFQANSs)can be selected by highlighting the first item,
holding down the Shift and Ctrl keys and using the Up and Down arrows.

If you select an item by mistake, highlight it and click the Remove button.

When you have selected all the required QANs (NIEFQANSs), click the
Update button.

These items will now be available for use within Course Manager.

NOTE: If items are already available for selection within Course Manager,
they will not be visible when searching the QAN and Discount Codes
catalogue or NIEFQAN file.
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Running the Duplicate QAN Report

You can create Student Level reports or a QAN Level report, enabling you
to view and print information for pupil/students who have a learning aim
with a status of transferred, withdrawn, completed or continuing.

1. Select Tools | Academic Management | Course Manager | Duplicate
QAN Report to display the Duplicate QAN Report dialog.

m Duplicate QAN Report l T
“iew Student Level Report
Select Academic Year  Cument Academic Year -
(#leyaan | [#) By Student

Wiew QAN Level Report

@ Report

Close

W

2. Specify the date period for the report from the Select Academic Year
drop-down list. The options are Current Academic Year, Current Course
Memberships, Previous Academic Year and Custom.

3. Click the required button for the report to be created, based By QAN or By
Student.

4. Click the Report button to generate the View QAN Level Report.
The reports are created in .html format.
5. Click the Close button.
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Maintaining Courses in Wales .....c.ccvverimrimrimssmssassessassassassassansansansnns 26
Introduction

A number of new concepts have been introduced to improve the
maintenance and management of courses. These include the ability to
specify the Duration and Tolerance parameters for each individual course.

Maintaining Course Classification Codes

Classification codesets are provided as part of an installation or upgrade of
SIMS. Codesets can be made Active or Inactive, according to the selection
of certifications provided by your school, but they cannot be deleted or
amended in any other way.

Before adding or editing course details, you should ensure that
classifications are set up according to your school’s needs, so that only
codesets appropriate to the courses offered by your school are made
available for selection.

Schools in Wales should ensure that only Learning Activities that take place
in their school are marked as Active. Spending time on setting up your
codesets correctly can reduce the amount of time spent allocating Learning
Activities to courses. It is also possible to delete QWADs that have never
been associated with a course.

After upgrading to the most recent version of Course Manager, all existing
classifications are preserved and are allocated blank Start and End dates in
the Classification panel of the Maintain Course page.
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1.

Select Tools | Academic Management | Course Manager | Maintain
Course Classification to display the Classification Codes dialog.

ﬁ Classification Codes @

Save Undo

Classification Codeset QAN + Miew By - m

Code l:l Description | [ Go ]

Codes
Code Discount Code Expiry Date Description Active State |~ New
50022635 4830 31/08/2017  |AQA Level 3 Advanced Subsidiary GCEin Sociclogy Active .
50022684 MaZ Pearson EDEXCEL Level 3 Advanced GCE in Physical Education Active
BO02324X 4770 31082019 | AQA Level 3 Advanced Subsidiary GCEin Law Active
50023263 4010 31/08/2017 | Pearson EDEXCEL Level 3 Advanced Subsidiary GCEin History Active
50023275 MAZ Pearson EDEXCEL Level 3 Advanced Subsidiary GCEin Physical Educati.. |Active
50023287 4410 31/08/2017  |Pearson EDEXCEL Level 3 Advanced GCE in Economics Active
50023305 4770 31/08/2013  |AQA Level 3 Advanced GCE in Law Active
50023330 3910 31/08/2018  |Pearson EDEXCEL Level 3 Advanced Subsidiary GCE in Geography Active 5
5002341 |1730 31082019 | AQA Level 3 Advanced GCE in Electronics Active
5002355X 1730 31082019 | AQA Level 3 Ad d Subsidiary GCEin Electroni Active
50024267 1110 31/08/2017 | Pearson EDEXCEL Level 2 Advanced GCE in Chemistry Active
50024305 4410 31/08/2017  |Pearson EDEXCEL Level 3 Advanced Subsidiary GCE in Economics Active
50024358 1210 31/08/2017 | Pearson EDEXCEL Level 3 Advanced GCE in Physics Active %
[ ok |[ GClese |

Select a Classification Codeset from the drop-down list. The available
codesets vary depending on the location of your school.

In England, the following codesets are available:
= Level

= QAN

=  DAS Generic QAN

=  PPoS (these must be entered manually)

=  Provider UKPRN (England only). Where the provider of a course for Post
16 students is other than the school, the provider's UK Provider
Registration Number can be selected. This information can be entered in
the Establishment panel via Focus | School | School Details.

In Northern Ireland, schools can select NIEFQAN from the Classification
Codeset drop-down list.

After selecting a QAN, it is possible to click the Remove Unused QANs
button to delete extraneous QANs. Only QANs that are not linked to courses
or used in Exams can be deleted.

If you select QWAD from the Classification Codeset drop-down list, the
option to Remove Unused QWADs is presented. Only QWADs that are not
linked to courses can be deleted.
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An Activity Log displays the details for the outcome of either of these
housekeeping processes.

BB Activity Log
= Print E Save
Aciivi

Expired QAN 10011353 can not be removed as it is used in BExam
Expired QAN 10013467 can not be removed as it is used in Exam
Expired QAN 10020020 can not be removed as it is used in BExam
Expired QAN 10020032 can not be removed as it is used in Exam
Expired QAN 100261598 can not be removed as it is used in BExam
Expired QAN 10034110 can not be removed as it is used in Exam
Expired QAN 10045782 can not be removed as it is used in BExam
Expired QAN 10055526 can not be removed as it is used in BExam
Expired QAN 10055551 can not be removed as it is used in BExam
Expired QAN 10055563 can not be removed as it is used in BExam
Expired QAN 10055575 can not be removed as it is used in BExam
Expired QAN 10058151 can not be removed as it is used in Exam
Expired QAN 10058163 can not be removed as it is used in BExam
Expired QAN 10058175 can not be removed as it is used in BExam
Expired QAN 10064357 can not be removed as it is used in BExam
Expired QAN 50046752 can not be removed as it is used in Exam
Expired QAN 50078872 can not be removed as it is used in BExam
Expired QAN 10003733 successfully removed from course manager
Expired QAN 10006151 successfully removed from course manager
Expired QAN 10007301 successfully removed from course manager

Expired QAN 50045325 successfully removed from course manager

m

=

The DAS system is only interested in the Generic QAN in terms of Diplomas,
this is the only field available on the Student Diploma Maintenance Form
in Examinations Organiser. However, the QAN is the one used in Course
Manager against the course. To reconcile the two codes, you can select the
Generic QAN alongside the QAN. This is an optional selection.

If you select Provider UKPRN (United Kingdom Provider Reference
Number) from the Classification Codeset drop-down list, the New button
is activated.

Click the New button to display the Add Classification Code dialog.

a.

B Add Classification Code |2 i)
Code
Code |
Description
OK Close

Enter the eight digit Code for the new course classification code. For
further assistance, please visit The UK Register of Learning Providers
website (https://www.ukrlp.co.uk/). This is a list of partner

organisations that may be providing a number of courses.
Enter the matching Description for the Provider UKPRN specified.
Click the OK button and then the Save button.
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For schools in Wales, the following codesets are available:

= QCA
= WG Learning Medium
=  QWAD

= WG Disability Status
= WG Learning Provider
= WG Learning Activity
= DAS Generic QAN.

HE Classification Codes @

Save Undo

Classification Codeset  QwAD ~  iew “lnys -

Cose [ ] Descrior | &)

Codes

Code Expiry Date Description Active State New

b S RIS WIEC Level 1 Key Skills in Problem Solvin
Coooooo7_ 31722076 y : e [
CO00000B | 31/1272016  |WJEC Level 2 Key Skills in Problem Solving Active
C000000S | 31/1272016  |WJEC Level 3 Key Skills in Problem Solving Active
C0000011  |31/11272016  |WJEC Level 1 Key Skills in Working \with Others Active
Cooooo12 - (311272016 |WUEC Level 2 Key Skills in Working \with Others Lctive
Cooooo13 (311272016 |WUEC Level 2 Key Skills in Working \with Others Lctive
Cooooo030 | 31082017 |WJEC Level 3\welsh Baccalaureate Advanced Diploma Active

oK Close

4. Refine the list of codes to display only Active or Inactive codes by selecting
the required option from the View drop-down list. The resulting list updates
automatically according to the option selected.

5. Enter the code or a fragment of the code, if known, into the Code field.

The display of codes can be refined further by entering search text in the
Description field. This refines the list to display only codes whose
Description contains the character(s) entered. The Description field
enables up to 163 characters to be entered.

6. Click the Go button to display the codes for the selected Classification
Codeset.

7. Select the code whose Active State you want to edit.

8. In the Codes panel, click in the Active State column for the applicable
code.

9. From the View drop-down list, select a different value, if required. The
options are Active or Inactive.

10. Repeat Steps 5-8 for each code whose Active State you want to edit.
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NOTE: The view can be reset to display all available codes for the selected
Classification Codeset by selecting <Any> from the View drop-down list
and clicking the Go button.

11. Click the OK button.

12. To complete the process, click the Yes button when asked if you want to
save any changes made.

Maintaining Courses in England

1. Select Tools | Academic Management | Course Manager | Maintain
Course to display the Find Course browser.

W Find Course
B tew # Search 15 Open 3 Delete 1Print [l Browse| B Next  Previous ) ResetFilters &) Updte All Course Memberships 48] Reconciliztion Repors »
Description | | Short Name |:| Sublect <Any> - QANDisc Codel:l
Level(s) + View Memberships Census View <] From (0770872016 [ To 05/10/2017 |[(] Status <Any> -
Census View
Description Short Name Subject | Current Academic Year QAN/DiscCode QAN Bxpiry  Active Status  Qual Hours  Non-Qual Hrs
Additional Science (GCSEF) Sa/GCSEF Addtional | Current Year To Date Il Course Inactive 150
Additional Science (GCSNF) Sa/GCSNF Additional E“?i“’“ Academic Year 4 By Coure Active
At (GCE2Y) Ar/GCEZY At vsteom anced Two Year Active
View All Courses
At (GCEA) Ar/GCEA At s ravanced S0026094/3510 31082017 Active 150 0
At (GCEAS) Ac/GCEAS At GCE Advanced Subsidiary  50029150/3510  31/08/2017  Inactive 150
At (GCSEF) Ar/GCSEF At GCSE Ful Course 50046810/3510  31/08/2017  Inactive 150
At (GCSNF) Ar/GCSNF At GCSE 9- 1 Full Courss Active
A (Ksig3) Ar/Ksigd At Key Stage 3 Active &0
Biology (GCE2Y) BI/GCE2Y Biology GCE Advanced Two Year Active

2. Search for the required course details by completing some or all of the
following search fields:

= enter the course Description, e.g. Art (GCEA). Results are displayed
for all course descriptions that contain the search criteria entered.

= enter the Short Name for the course, e.g. Ar/GCEA.

= select the relevant Subject from the drop-down list, e.g. Art.
Alternatively, leave the default set to <Any> to view existing courses
for all subjects.

= enter the QAN/Discount Code combination, if known.

= select the course Level(s) from the drop-down list, e.g. GCE
Advanced, etc. by selecting the required check boxes. Only those levels
in use in your school are available for selection. To support the
vocational T Level and T Level Transition programmes, when defining a
new course, it is possible to select two additional levels from the Level
drop-down list.

= T Level (Level 3)
= T Level Transition.
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= T Level programmes consist of a full-time study programme, usually
lasting up to a standard academic year. They are aimed at students who
are not yet ready to start a T Level programme but who have the
potential to progress to a T Level programme in the future. They are
comprised of:

= a T Level-specific, substantial Level 3 Technical qualification (the T
Level aim)

= one or more occupational specialisms
= aT Level industry placement
= Level 2 Maths and English (where applicable).

= select the required View Memberships option from the drop-down list,
the default is Census View but this can be changed to Current
Academic Year, Current Year to Date, Previous Academic Year, or
Custom.

= click the respective Calendar buttons in the From and To date fields to
change the valid date range for the course that you are searching for.
The default date range corresponds to the Census View selected from
the View Memberships drop-down list.

= select an alternative course Status from the default of <Any> by
selecting from the drop-down list.

When you have specified the required search criteria, click the Search
button.

All courses with student memberships within the date range selected, are
displayed.

Highlight the course you want to view or edit and click the Open button to
display the Course Details page.

If you want to restore the default settings in the Find Course browser and
remove the previously selected Levels before undertaking another search
for a different course, click the Reset Filters button at the top of the
browser and specify your search criteria again.

Maintaining Courses in Wales

1.

Select Tools | Academic Management | Course Manager | Maintain
Course to display the Find Course browser.

W Find Course
B tew # Search = Open 3¢ Delete & Print [[Bl Browse| § Next | Frevious &) Reset Filiers &) Uptate All Course Memberships
Description | | Shert Name [ Subject <amys v LA | QuAD |
Level(s) lL View Memberships Current Academic Year = From [01/08/2017 |[E1) To [31/08/2018 |[EL] Stetus  <fny> -
Advanced Extension Award a
Description BTEC Award Level 1 me Subject Level LA QWAD QWAD Bxpiry  Active Status
Addtional Scie{|_| BTEC Award Level 2 EF Additional Scisnce GCSE Full Course Active
At (GCEA) SEE Ee;f“:e tm:i At GCE Advanced 32100008 Active
Art (GCEAS) srneste e 5 At GCE Advanced Subsidiary  3200000E Active
N BTEC Diploma Level 2
AL {GCSER | BTEC Diplama Level 3 «[F At GCSE Full Course Active
At KStgd) |« v At Key Stage 3 Active
Biology (GCEA) B/GCER Biology GCE Advanced 3210001E Active
Biology (GCEAS) Bi/GCEAS Biology GCE Advanced Subsidiary 3200001E Active
Biology [GCSEF) BI/GCSEF Biology GCSE Full Course Adtive
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2. Search for the required course details by completing some or all of the
following search fields:

= enter the course Description, e.g. Art (GCEA). Results are displayed
for all course descriptions that contain the search criteria entered.

= enter the Short Name for the course, e.g. Ar/GCEA.

= select the relevant Subject from the drop-down list, e.g. Art.
Alternatively, leave the default set to <Any> to view existing courses
for all subjects.

= enter the QAN/Discount Code combination, if known.
= enter the current LA (Learning Activity) code, if known.

= enter the current QWAD (Qualification Wales Accreditation Designation)
code, if known.

= select the course Level(s) from the drop-down list, e.g. GCE
Advanced, etc. by selecting the required check boxes. Only those levels
in use in your school are available for selection.

= select the required View Memberships option from the drop-down list,
the default is Census View but this can be changed to Current
Academic Year, Current Year to Date, Previous Academic Year, or
Custom.

= click the respective Calendar buttons in the From and To date fields to
change the valid date range for the course that you are searching for.
The default date range corresponds to the Census View selected from
the View Memberships drop-down list.

= select an alternative course Status from the default of <Any> by
selecting from the drop-down list.

3. When you have specified the required search criteria, click the Search
button.

All courses with student memberships within the date range selected, are
displayed.

4. Highlight the course you want to view or edit and click the Open button to
display the Course Details page.

5. If you want to restore the default settings in the Find Course browser and
remove the previously selected Levels before undertaking another search
for a different course, click the Reset Filters button at the top of the
browser and specify your search criteria again.

Course Details - Duration and Tolerance Panel

The values in the Duration and Tolerance panel are inherited from the
settings specified in the Update Course Manager Settings page. You can
change these values for an individual course by clicking the respective
drop-down list and selecting an alternative value. Any changes made are
specific to the course that you are currently viewing.
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The From and To dates are inherited from the Find Course browser. A
blank From date indicates any date on or before the To date. A blank To
date indicates any date on or after the From date. If both From and To
dates are blank, there is no filtering on the date fields. Select the respective
Calendar button to change the dates.

Course Details: AMGCEA
S Undo =1 Print

1 Duration and Tolerance 2 Basic 3 Examinztion 4 Classification 5 Supervisors 6 Classes 7 Memberships and Results

From [08/08/2015 [ To =] ‘\-i Refresh

1 Duration and Tolerance

Normal Duration One Year -
Continuity Tolerance ~ Two Weeks -

Completion Tolerance  Two Months -

The Normal Duration value is used to determine whether a new class
membership should be added to an existing course membership, for the
purposes of retakes.

Two year courses must be set up correctly to ensure that after the
completion of year one, the status for students is displayed as continuing
to indicate that a result is not expected until after year two of the course is
completed.

The Continuity Tolerance value is used to decide whether a single
student's memberships should be joined together to form a continuous
course membership.

The Completion Tolerance value enables you to determine whether a
pupil/student leaving their course before the Planned End Date is deemed
to have a course completion status of Completed. This is reflected in the
Memberships and Results panel of the Course Details page. The
introduction of Completion Tolerance means that you no longer have to
make decisions regarding course completion based on whether or not the
course End Date was entered in advance.

If you have changed any of the values, click the Save button before
continuing.

More Information:
Course Details - Memberships and Results Panel on page 38
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Course Details - Basic Panel

The fields in the Basic panel are only active when you are creating a new
course. At any other time, you can view the basic details about the course,
including its name, description and its associated subject.

Course Details: AVGCEA
save S Undo = Print

1Duration and Tolerance  2Basic 3 Examination 4 Classification 5 Supervisors 6 Classes 7 Memberships and Results

From |08/03/2015 [ ] 1o [31/0872017 |[E& ] ‘g Reiash

1 Duration and Tolerance

4

Mormal Duration One Year
Continuity Tolerance ~ Two Weeks -

Completion Tolerance  Two Months -

2 Basic

s
Notes

Level (GCE Advanced

Shert Name [A/GCEA

Description At (GCEA)

Active Status ctive -

Current QWIS QANIDise

Choae Poe @

Auto Update =

Vembership

Tuition Hours ] e

Study Hours Qualification

Minstesper Cycle | |  Non-Qualification =

1. Select the Subject with which the course is associated from the drop-down
list.

2. Select the Level of the course from the drop-down list.

The Short Name and Description for the course is populated automatically
from the combination of information selected. The Short Name is read-only
although the Description can be modified, if required. When saving a new
course that contains a subject and level combination already in use in
another course, the new course short name is displayed and appended with
a number in the Course Details label, enabling differentiation between
courses.

3. Select the required value from the Active Status drop-down list. This is the
status currently assigned to the course. The options are Active, Inactive
and Obsolete.

IMPORTANT NOTE: Courses that contain no members in a four-week
period (i.e. from two weeks prior to today’s date to two weeks after
today’s date) are marked as Inactive. Please be aware of this rule if you
mark a course as Active with a view to populating its membership for the
next Academic Year, as the course may be made Inactive in the
meantime.

The Current QWS QAN/Disc code field is populated with the relevant
code.
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10.

Schools in Wales have different fields displayed in the Basic Details panel.

2 Basic

Subject [Art

Notes

Level |GCE Advanced

Shert Mame |An’GCEA

Description |Arl {GCEA}

Active Status Active -

3210000E]

Auto Update =
kel

Current LA Code

Current QWAD Code

Class Links

Auto Update
Membership

Tuition Hours 150

Study Hours 300

[]

Minutes per Cycle

The Current LA Code (Learning Activity) is populated with the relevant
code (schools in Wales only).

The Current QWAD Code (Qualification Wales Accreditation Designation) is
populated with the relevant code (schools in Wales only).

Select the Auto Update Class Links check box, if required.

Selecting this check box ensures that the automated creation of course-class
links by the Curriculum Matching wizard in Nova-T6 continues for this
course. However, any course-class links submitted by the Curriculum
Matching wizard will not overwrite any links declared manually in Course
Manager.

Deselecting this check box means that course-class links can be maintained
only through Course Manager.

Select the Auto Update Membership check box, if required.

NOTE: If a student's class membership is amended in Academic
Management, their course memberships are updated automatically without
the need to manually run the Update Course Memberships routine. This
will not be possible if you have deselected the Auto Update Membership
check box. Deselecting this check box means that course memberships can
only be maintained through Course Manager.

Enter the total number of Tuition Hours for the course, if known. If
entered, this figure must not exceed the figure entered for Study Hours.

Enter the total number of Study Hours for the course, if known.

Enter the number of minutes per timetable class in the Minutes per Cycle
field.

In the Planned Hours per Year section, enter a figure for each of the
Qualification and Non-Qualification hours. For funding purposes, the
minimum threshold for a pupil/student's total full-time programme is set to
0 Planned Hours in a single academic year regardless of the Normal
Duration set for the course in the Duration and Tolerance panel. The
combination of Qualification and Non-Qualification hours count collectively
towards the total of Planned Hours per Year. (Schools in England only).

Enter any relevant Notes that relate to the delivery of the course. The
Notes field allows the entry of up to 1000 characters.
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11. Click the Save button to save the details and activate the remainder of the
page.

NOTE: The remainder of the Course Details page can only be edited if
you click the Save button after entering Basic details.

Course Details - Examination Panel

The data displayed is dependent on the most up-to-date Examinations
basedata having been imported into Examinations Organiser. The Award
name, the Board offering the qualification, the Qualification level and the
Award code are displayed.

The From and To date fields in the Examination panel are blank initially
because the previous version of Course Manager did not maintain the
history between courses and exams. The awards are displayed in yellow to
indicate that the date that they were associated with the course is not
known. You can only have one award associated with an examination at a
time so you must determine which of the awards is the current one.

Click into each of the date fields to display a drop-down arrow. Click the
arrow to display the Calendar and select the appropriate date range for
each award. If the date ranges for the awards overlap, they remain
displayed in yellow until the overlap is fixed.

The Reason field enables you to enter a free text explanation detailing why
the award associated with the exam was changed, if you wish.

3 Examination
Awards
Loward Board  Qualification Award Code  From Te Reason |—_| New
b ART.CRAFT AMD DESIGM EDEX.. |General Certificate of Educati..| 9AD01 5 Delete
ART, CRAFT AND DESIGN WJEC/... | General Certificate of Educati...| 3001
Certification Elements Click the row to view the Element Details
Season Board Award Code  Entry Code Internal Title From To AD QAN/Disc
P June (Summer) Ex.. |[EDEX_. |9AD01 SADOM Art, Craft and Design 01/05/2011 30V06/2011 50025880/3510
June (Summer) Bc.. |EDEX.. [9ADO1 SADO1 Art, Craft and Design 01/05/2010 30:06/2010 50025880/3510
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The Certification Elements panel displays the elements for seasons that
are relevant to the highlighted award within the From and To date range.
Click anywhere in a certification element row to display the Element
Details pane and view all the pertinent information about the element.

Canfication Elemants Click the row ta view the Element Details
Season Board Award Co. Entry Code Internal Title Fram To AD QAN/Disc R Flamant Nataile

» June (Summer_ |[EDE. 9ADO1 9ADO1 Art, Craft and De.. |01/05/20 30/06/20 50025880/3510 Award ‘ART,CRAFF AND DESIGN
June (Summer_ |[EDE. |9ADO1 9ADO1 Art, Craft and De. |01/05/20 30/06/20 50025880/3510

Board \Edexce\ Foundation (GCE)

\
\
Internal Title| Art, Craft and Design |
External Tiltle ART,CRAFT AND DESIGN ‘
\
\
\
\

Description |
QCA Code [3510 | gan [50025880
Entry Code [9ADO1 | Process Entry

Fees | ‘ Item |Cert\ﬂcatiun

Result Type Both

1. If the awards displayed are not currently linked to the course, click the New
button to display the Select Awards dialog.

m Select Awards C=TIET é

W Find Award
B Search

Award Tile Board Qualification Cument Course Code
ADDITIONAL SCIENCE[WJEC/GCSE 0231] WJE...  General Certificate of Secondary Education Addtional Science (GCSEF) 0231
APPLIED BUSINESS (DBL)EDEXL/GCE 8722) EDEX... General Certificate of Education Business Studies (GCEDS) 8722
APPLIED BUSINESS (DBL)[EDEXL/GCE 9722] EDEX.. General Certificate of Education Business Studies (GCEDA) 9722
ART & DESIGN[OCR J160] OCR General Certificate of Secondary Education At (GCSEF) J160
ART AND DESIGNWJEC/GCE 2001] WJE... General Certificate of Education At (GCEAS) 2001
ART, CRAFT AND DESIGN[WJEC/GCE 3001] WJE. General Certificate of Education At (GCEA) 3001
ART.CRAFT AND DESIGN[EDEXL/GCE 8ADD1] EDEX... General Certificate of Education 8ADD1
ART.CRAFT AND DESIGN[EDEXL/GCE 3ADD1] EDEX.. General Certificate of Education At (GCEA) SADD1
BIOLOGY[EDEXL/GCE 9BI01] EDEX.. General Certificate of Education Biology (GCEA) BI01
BIOLOGY[EDEXL/GCE 8BI01] EDEX... General Certificate of Education 8BI01
BIOLOGYWJEC/GCE 2071] WJE. General Certificate of Education Biology (GCEAS) 207
BIOLOGY[WJEC/GCSE 0232) WIE... General Certificate of Secondary Education Biclogy (GCSEF) 0232
BIOLOGY[WJEC/GCE 3071] WJE... General Certificate of Education Biclogy (GCEA) 3071
BUSINESS[EDEXL/KSQ K5584] EDEX.. BTEC Business Studies (BTCe2) K5584
BUSINESS STUDIES[WJEC/GCSE 0122] WIE... General Certificate of Secondary Education Business Studies (GCSEF) 0122
BUSINESS STUDIES[EDEXL/GCE 8B501] EDEX.. General Certificate of Education 8Bs01
BUSINESS STUDIES[OCR J253] OCR General Certificate of Secondary Education J253
CHEMISTRY[WJEC/GCSE 0233] WIE... General Certificate of Secondary Education Chemistry (GCSEF) 0233
CHEMISTRYIENEX] AGCE 8CHO1L ENE (General Cartifirate nf Ediration acHN

Enter the Award Title or the name of the Qualification, if known.

3. Alternatively, click the Search button to display a list of all the Award
Titles that are available for selection, including awards that are already
associated with another course. You can now link a course to more than one
exam award at a time.
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If you select an exam award that is already linked with another course, a
warning message is displayed.

SIMS.net l ——

This award is already linked with Course 'Biology (GCSEF)'.
Do you want to end the assocation with the existing course?

4. Click the Yes button to end the existing award/course association. An end
date of yesterday's date is given for the termination of the award/course
association. Alternatively, click the No button to return to the Select
Awards dialog and continue to search for the relevant award.

5. If any overlapping award dates are found, a warning message is displayed
and you must rectify the date range before you can save the changes.

Course Details - Classification Panel

This panel enables you to select additional attributes for the course. The
codesets available vary depending on the location of your school.

In England, the following codesets are available:
= Level

= QAN

=  DAS Generic QAN

= PPoS (these must be entered manually because there is no pre-defined
code list)

= Provider UKPRN (England only).

1. Click into each of the date fields to display a drop-down arrow. Click the
arrow to display the Calendar and select the appropriate date range for
each codeset. If the date ranges for the codesets overlap, the dates must be
changed to rectify this.

The Reason field enables you to enter a free text explanation of why the
codeset associated with the course was changed but this is not mandatory.

2. If the codeset(s) displayed is not currently linked to the course, click the
New button to display the Select Code dialog.

Multiple UKPRN providers and Learning Activities/Mediums can be added to
a single course as long as the date ranges do not overlap.
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For schools in Wales, the following codesets are available:

= QCA
= WG Learning Medium
=  QWAD

= WG Disability Status
= WG Learning Provider
= WG Learning Activity.

——— —— S
B Select Code e . ==
Codeset Description fon
QCA Qualfication Cumiculum Authority
WG Leaming Medium WG Leaming Medium =
QWAD Qualfication Wales Approval/Designation No
WG Disability Status WG Disability Status
WG Leaming Provider WG Leaming Provider
WG | eaminn Artivite WG | eaminn Antivity =
4 m r
[
Containing Code|:| Containing Description ‘ [ Go
Code Description Expiry Date
C0000779 WIJEC Advanced GCE in Mathematics 31/08/2019
C0000786 WJEC Advanced GCE in Further Mathematics 31/08/2019
C0000783 WUJEC Advanced GCE in Pure Mathematics 31/08/2019
C0011536 WUJEC Level 3 Advanced GCE in Mathematics 31/08/2023
C0011537 WIEC Level 3 Advanced GCE in Futher Mathematics 31/08/2023
_DK -_Canoei

1. Highlight the required Codeset to display a list of related codes in the lower
section of the dialog.

2. Search for the required code by entering the code number in the
Containing Code field or by entering some related text in the Containing
Description field before clicking the Go button. The list of related codes
displayed is updated to reflect the search criteria entered.

3. Highlight the Code to be associated with the course.
Click the OK button to return to the Classification panel.

The related Codeset, Code, Description, QWAD Expiry (schools in Wales
only), QAN Subject and QAN Expiry, From and To date columns and a
Reason column are displayed.

| Course Details: Ma/GCEA
[ save &) Unde = Print
1 Duration and Tolerance. 2 Basic 3 Examinaion 4 Classification 5Supervisors 6 Classes 7 Memberships and Results

From [01/08/2017 |[(Bl] 1o [31/08/2018 |(B] (& Refresh

4 Classificaion
Codeset Code Description QWAD Expiry  From To Reason U New
W ing Medi I
VG Learning Medium  |E English only % Delete
WG Learning Activity | 3210019E GCEA: Mathematics
» QWAD C0000782 WJEC Advanced GCE in.. |31/08/2019
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5. If a code has been added in error, or if you want to change the code
associated with the selected course, highlight the existing code and click the
Delete button. Repeat Steps 1-4 to add a different code.

IMPORTANT NOTE: Deleting a code should be performed with caution.
For example, removing a code from an active course has serious
implications for the School Census.

i) More Information:
2/ Viewing Assessment Marksheets as a Course Supervisor on page 13

Course Details - Supervisors Panel

This panel enables you to select the supervisor(s) to be associated with the

selected course. It also displays any supervisor(s) already associated with
the course.

5 Supervisors
Course Manager Settings indicate that Class Supervisors
should NOT be aute-update from chosen Course Supervisors
Surname Forename Initials Title Main Start Date End Date |:| Mew
} Sndrews Selina Course Co-ordinator 11052016 54 Delete

NOTE: When selecting the course supervisor(s), select their Supervisor
Title with care as this will affect their ability to view Assessment
marksheets associated with the selected course and classes.

1. Click the New button to display the Select person dialog and search for the
person who is to be assigned as a supervisor.

m Select person E S
* People Browse
B4 Search (= Print

suvame [ | Foerame [ | Roe Employee M

Name

Anderson, Mrs Mary
Andrews, Mrs Selina
Asher, Mrs Dawn
Asf, Mrs Mina
Atkinson, Mr John
Batchley. Miss Andrea
Blacker, Mr Adrian
Brown, Mr James
Brown, Mr Paul
Burmows, Miss Katie
Burton. Miss Fiona

Buedon, Mre Abigail Y
ke Ao |

m [ »

oK l ’ Cancel

&) Records found: 94

The Role of the person defaults to Employee but can be changed by
selecting an alternative from the drop-down list.
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The list of people displayed can be further refined by entering the first few
characters of the person’s Surname or Forename.

2. Click the Search button to display the people who match the search criteria
entered.

3. Highlight the person to be assighed as the Supervisor and click the OK
button to display the Add Supervisor dialog.

m Add Supervisor l 2 &_J
Supervisor Details
Forename |Se|ina |
Surname | Andrews |
Supervisor Title
Start Date [11/05/2016 8=
End Date | |
oKk | [ Cancal |

4. Select the Supervisor Title from the drop-down list. Available options
include Supervisor, Head of Department, Second in Department,
Curricular Manager, Head of Faculty and Course Co-ordinator.

5. Click into each of the date fields to display a drop-down arrow. Click the
arrow to display the Calendar and select the date range during which the
selected person will be assigned a supervisory role for the course.

The End Date can be left blank if no definite end date for this person’s
supervisory role has been decided.

Once the Supervisor details have been entered, click the OK button to
return to the Supervisors panel on the Course Details page.

A supervisor whose title is Course Co-ordinator is assigned as the Main
supervisor of the course, as indicated by the selected check box. It is not
possible to have more than one Main supervisor during the same date
range.

5 Supervisors
Course Manager Setfings indicate that Class Supervisors
should NOT be auto-update from chosen Course Supervisors

Surname Forename Initials Title Main Start Date End Date |:| New
Andrews Selina SA Course Co-ordinator 11/05/2016 §;’-\§ Delete

To remove the role of course co-ordinator from a staff member, highlight
their name in the Supervisors panel and click the Delete button.

NOTE: The Course Supervisor can be made a Supervisor of all classes
linked to the course.
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Course Details - Classes Panel

This panel enables you to select the classes to be associated with the
selected course. It also displays those classes already associated with the

course.
6 Classes
Class Staff From To D Mew
11x/Sa2 15116 Mrs L Chase 01/09/2015 2210712016 % Delete
11y/Sa2 15116 Mrs A Abell 01/0%:2015 2210712016
10x/Sa2 15116 Ms B Peters 01/0%:2015 2210712016
b 10y/Sa2 15116 Mrs A Abell 01/09:2015 220712016

The Class code, the name of the Staff member and the From and To dates
are displayed for existing standard classes. Alternative Curriculum classes
are also available for selection.

1. Click the New button to display the Select Class dialog.

m Select Class 2 -5
From 01/09/2013 To 02/09/2014 Match by Subject
Classes

Description Staff From To
10e/Bi1 13/14 Dr § Miandad 03/09/2013 23/07/2014

[ 10y/Bi1 13/14 03/09/2013 23/07/2014 [
11x/Bi1 13/14 Ms J Estaphan 03/09/2013 23/07/2014
11y/Bi1 13/14 03/09/2013 23/07/2014
128/Bi1 13714 03/09/2013 23/07/2014 l

0K ‘ I Close

The Match by Subject check box is selected by default. This refines the list
of available classes to those that have been associated with a matching
subject.

Click any of the column headings to sort the results displayed.

If the class to be associated with the course is not displayed, deselect the
Match by Subject check box to display a list of all classes in the current
Academic Year. Alternative Curriculum classes are listed for selection when
the Match by Subject check box is deselected.
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2. Highlight the class to be associated with the course.

TIP: Multiple classes can be selected by holding down the Ctrl key and
clicking each class. Alternatively, to select a block of sequentially listed
classes, click the first class name in the block, hold down the Shift key and
then click the last class name in the block.

3. Click the OK button to return to the Classes panel.

If a class has been added in error, highlight the class and click the Delete
button.

IMPORTANT NOTE: The deletion of a class should be performed with
caution. For example, removing a class from an active course removes all
student class memberships.

Course Details - Memberships and Results Panel

This panel displays the details of all the pupil/student memberships for the
selected course. This includes their full Name, the YTI (Year Taught In),
their Reg group, their individual ULN (Unique Learner Number), their
current Class, the Start and End date for each of their memberships as
well as the P End (Planned End Date), a Core Aim flag (where applicable),
their current Status, the Reason (for withdrawal) column (England and
Wales only), the Protect column, the Result that they have achieved, the
AO QAN/Disc code and the QWS QAN/Disc code.

An additional column has been provided adjacent to the QWS QAN/Disc
column that enables you to record whether the Learning Aim is Non
Funded.

NOTE: Hours spent studying for a Non Funded Learning Aim are excluded
from the calculation made when the Calculate Hours from Courses
button is clicked on the Maintain Post-16 Programmes of Study page.
If Maths or English are being studied as a result of lack of Prior Attainment,
these courses should not be marked as Non Funded.

Additionally, where the provider of a course for Post 16 students is other
than the school, the relevant Provider UKPRN (England only) can be
selected from the drop-down list. If students are engaged in a traineeship
programme, this can be indicated by clicking in the Traineeship column.

7 Memberships and Results

(@) RecalculateResuls | | IE Results Report

Core Aim column is only displayed for single academic year view

Name YTl Reg ULN Class  Start

P Ackton, Stan (13) |[(G) [1111175534

Click on Result Column to view the Result Details
Status Reas. Prote_ Resut AO. QWSQANDisc NonF. Pr. T/ Al [ New
0772020 |Withdra .| Other 60144567/3510 % Delete

Adebayi . Enmanuel 12 5142336643 | 12D/Ar1 |03 60144567/3510 & Exception

Affleck , Alexis (13) |(K 1111175496 |13D/Ar1 |0 C 601..|60144567/3510 i Placement
Ankonkule , Cheryl 12 N 5142365444 12D/Ar1 |03 60144567/3510
60144567/3510

60144567/3510

Baker , Alexandra 12 P 1111166349 |12D/Ar1 |0
Baker , Jade 12 N 5142336584 | 12D/Ar1 |0
Barnett . Jamie 12 J 5142336525 | 12D/Ar
Bond . Jamie 12 G 5142336517 | 12D/Ar
Bradley . Laura 12 H 5142365452 | 12D/Ar

60144567/3510
Chaplin , Rita (13) |(N) [1111175216 [13D/Ar B 601...|60144567/3510
60144567/3510

A 601..|60144567/3510

Cudd . Andrew 13 L 1111176344 |13D/Ar
Emerston , Sam (13) |(K 111117439 |13D/Ar1 |0

Fink , Sara 12 L 5142365371 |12D/Ar1 |03 60144567/3510
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Changing Start, End and Planned End Dates

If you want to amend any of the course dates, click into the required
column, select the drop-down arrow and select an alternative date from the
Calendar. The course End date refers to the date on which the course of
study is scheduled to end, and the P End date refers to any exceptions to
this End date for one or more pupil/students on the course. The P End date
cannot be earlier than the course End date.

Setting Core Aim Flags

Since 2013, it has been possible to specify which course of study is deemed
to be a Core Learning Aim for each pupil/student. A Core Learning Aim flag
indicates that this course is the primary course of study for the
pupil/student in their Programme of Study. Only one course of study per
pupil/student can be flagged as a Core Learning Aim per academic year. If
the pupil/student is enrolled on a two year course of study, you must flag
the second year of study as a Core Learning Aim when the academic year
changes.

Core Aims are academic year based and the Core Aims column is not
displayed if the default of Census View is selected in the Find Course
browser. This is because the From and To date range for the Census View
spans two academic years.

"W Find Course
[ New # Search 15 Open € Delete 2 Print |3l Browse| & Next  Frevious &) ResetFillers {5 Update All Course Memberships 48] Reconciliaion Repors =
Description | | Short Name [ ] sublect aany> - QMNDiscCode[ |
Level(s) = View Memberships Census View ~| From 01/08/2016 [[ 2 ] To 05/10/2017 |[[ | Status  <Any> -
Census View
Desaription Short Name Subject | Current Academic Year QAN/DiscCode  GANBxpiy  Aclive Stalus  Gual Hows  NonQual Hrs
Addtional Scisncs (GCSEF) Sa/GCSEF Addtional Current Year To Date I Course Inactive 150
Addtional Science (GCSNF) Sa/GCSNF Addtional E@i"’“ AcademicYear |y by Courss Active
At (GCEZY) AC/GCEZY At ustom anced Two Year. Active
f View All Courses
At (GCEA) Ac/GCEA At e ravanced 50026034/3510  31/08/2017  Active 150 0
At (GCEAS) Ar/GCEAS At GCE Advanced Subsidiary  50029150/3570 3140872017 Inactive 150
At (GCSEF) Ar/GCSEF At GCSE Full Course 50046810/3510  31/08/2017  Inactive 150
At (GCSNF) Ac/GCSNF At GCSE 3- 1 Ful Course Active
Art (KStg3) Ar/KSta3 At Key Stage 3 Active &0
Biology (GCE2Y) BI/GCE2Y Biology GCE Advanced Two Year . Active

IMPORTANT NOTE: If you want to view or edit the Core Aim column of a
pupil/student in the Memberships and Results panel, you must ensure
that you select either the Current Academic Year or the Previous
Academic Year from the View Memberships field in the Find Course
browser.

If you do not select a single academic year view from the View
Memberships drop-down list in the Find Course browser, the following
narrative is displayed above the Memberships and Results panel and the
Core Aim column is not visible.

| Core Aim column is only displayed for single academic year view |

If you want to change the Core Aim flag for multiple pupil/students,
right-click the Core Aim cell for an individual pupil/student and select the
Set this course as Core Aim for all these students hover help. This
assigns the Core Aim flag to all pupil/students in year 12 and above in a
single academic year.
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You can also remove an existing Core Aim flag from a pupil/student by
clicking into the populated cell of the Core Aim column adjacent to their
name.

A warning message is displayed.

!  You are removing the core aim for one or more students. Are
/ * '\ you sure you want to continue?

Click the Yes button to remove the Core Aim or click the No button to
cancel the process.

IMPORTANT NOTE: Schools in different regions can access various
additional columns in the Memberships and Results panel: Welsh
schools can specify a Withdrawal Reason and indicate the Retake
status, schools in Northern Ireland can indicate the Retake status and
English schools can specify a withdrawal Reason, indicate the Non
Funded status and specify the Provider UKPRN.

Changing the Status

If a pupil/student has left the course because they have left the school or
because they are concentrating their time on other course subjects, select
Withdrawn from the Status drop-down list. Select the withdrawal Reason
from the drop-down list to record why the pupil/student is leaving a course
or learning aim before the expected end date. The options are:

Learning Aim Withdrawal Option Learning Aim Withdrawal Reason

Other provider (gov) Learner has transferred to another provider to
undertake learning which meets a specific
government strategy

Other provider Learner has transferred to another provider

Injury/illness Learner injury/illness

Financial Financial reasons

Personal Other personal reasons

Exclusion Learner has been excluded

Other Other

Not known Reason not known
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If the pupil/student stops studying this course or learning aim to begin to
study another, select Transferred from the Status drop-down list instead
of Withdrawn.

Protecting Pupil/Student Memberships

It is possible to safeguard any pupil/student course memberships against
changes that might be made to the data through the Update Course
Memberships routine. This ensures that the pupil/student’s course
membership is not affected by running this routine.

IMPORTANT NOTE: Planned End Dates for student memberships in year
taught in 10/11 and 12/13 are kept in line with a Two Year Duration
setting for a course, as defined in the Duration and Tolerance panel.
This means that student memberships no longer need to be protected and
the Protect column in the Memberships and Results panel does not
need to be ticked to prevent the Update Course Memberships routine from
reversing any manual changes made to the Planned End Date.

However, if you wish to protect a particular student's membership from
changes, click in the Protect column before clicking the Update All Course
Memberships button in the Find Course browser. Effectively, it means
that a student is still a member of the course but may no longer be
attending any of the associated classes.

Course Details: Sa{GCSEF
BEsave Sunde & Print
1 Duration and Tolerance 2 Basic 3B 4 Classif 5 Super 6Classes 7 Memberships and Results
T From (0170872015 |[E] 1o [21/0872016 |[] ‘\;: Eea b
@ Resuls | ([ Results Report |
Click on Result Column to view the Result Details
me YTl Reg ULN Class  Start End P End CoreAim Status  Reas Prote. R A QWSQANL NonFunded  Provid Trair = | B New
=wman , Jack m 1A 1111172187 | 100/Sa2 (0310872015 |22/07/2016 |22/07/2016 %De\ela
bblers , Hallie 111D 111172179 |10y/Se2 (03092015 2210772016 (2200772016 @ Exception
~owski , Angela 11 1F (1111172136 |10y/Sa2 030912015 | 2200772016 (2200772016
ssten, Derek 1 [11C 1111172128 |100/Se2 (00972015 2210772016 (2210772016
atton, India 11114 1111172055 |100Se2 (030972015 2200772016 (2200772016
30, Gio 1 [11A 1111172039 |100Sa2 030972015 (2210772016 (2210772016
ngh . Feisal 111 (1111172004 |100/Ss2 (03092015 2200772016 |2200772016
nith , Erica m 11F  |1111171954 | 10yiSa2 (03/08/2015 |22/07/2016 |22/07/2016
sbey . Grenetta 12 |G [11mera [11yisa2 |03osr201s 22072016 22072018 | ¥ v |c leoona. v
:mal  Mohammed  |(11) |(11D) 1111171830 | 11y/Sa2 |03/08/2015 |22/07/2016 | 2210712016 C 50012
irtlet, Jeremy 12 M |TIITI71792 |11y/Se2 (0092015 2210772016 (2210772016 C [s0013-
sra, Jill (1) |(11F) (1111171784 |11yiSa2 03092015 2200772016 (2200772016 C 50013
uce , Felix a1 1P 1111171733 [11wisa2 (030912015 2210772016 |2210772018 D lsoo1s.
Total : 118 -
< m b
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1. If you want to assign additional pupil/students to this course, click the New
button to display the Select Members dialog.

ﬁ Select Members | (| e S
H Search Links ~ @Help

S — |
Group Type  <All> v  Group | | Effective Date  [19/04/2016
Name Reg Group

|

i

i

i

i

i

i

i

i

i

M [ selectanl | [Deselecta

i

i _ ;

i @ From effective date to end of working academic year(19/04/2016-21/07/2017) ) Over the whole working academic year (05/08/2016-21/07/2017)

2. Enter the Surname or Forename for the required member, if known. The
Role field automatically defaults to Student and this is read-only.

The Effective Date field at the top of the Select Members dialog defaults
to today's date but this can be changed by selecting an alternative date from
the Calendar. This sets the date for when the student's membership takes
effect in conjunction with the radio buttons at the bottom of the Select

Members dialog.

3. Click the Search button to list the members who match the search criteria.

Alternatively, you can assign membership of the course based on the
membership of an existing group. Select the Group Type from the
drop-down list, e.g. Class, Year, Group, etc. to activate the Group field.
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a. Click the Browser button adjacent to the Group field to display the

Groups Browse dialog and select the group from which you want to
populate the course.

H Search

I
Description | |

Short Name Description

8 Year 8

3 Year 3
10 Year 10
1Al Year 11
12 Year 12
13 Year 13

0K ” Cancel

':_-‘;' 7 matches found

b. Enter a partial Description, if known and click the Search button.
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c. Select the Short Name of the required group and click the OK button
to return to the Select Members dialog.

| sumeme [ ] Fowmame | | Role
Group Type Year Group v Grow [rear 12 | Effective Date 280472014
Name Reg Group -

James ABBOT

Mary ACKROYD

Millie ADDISON

Chaz AMBROSE
Joshua AMIS

Amy ANDERTON
Nick ANMDREASSEN
Abbis ARMBRUSTER
Rachel ATLANTA
Paul BANFIELD
Siobhan BANTAM
Francessca BENTER
Yoland BLACKETT
Tyson BLACKMORE
Alexandra BRISTLE
Clint BROCKLEHURST
Anna CLARKSON

st

E§:F rom effective date to end of working academic year(28/04/2014-22/07/2014) [( :::Over the whele working academic year (03/09/2013-23/07/2014)

T (R e B w—

o Je=]

d. Once the required group has been selected, the name is displayed in the
Group field. If the Group Filter was selected in error, click the Delete
button to remove it.

e. Click the Search button to list the members of this group.

4. Highlight the individual student(s) who will be assighed membership of the
selected course or click the Select All button to select all the students.

Multiple students can be selected by holding down the Ctr/ key and clicking
each person's name or, to select a block of sequentially listed students, click
the first name in the block, hold down the Shift key and click the last hame
in the block.

If you make a mistake with your selection, click the Deselect All button and
start your selection again.

If you want to specify a different period of student membership for the
course, select one of the radio buttons at the bottom of the Select
Members dialog:

= Select the From effective date to end of academic year
(dd/mm/yyyy-dd/mm/yyyy) radio button to set the course
membership from today's date to the last day of the current academic
year.

= Select the Over the whole academic year (dd/mm/yyyy-
dd/mm/yyyy) radio button to set the course membership for the
whole of the academic year.
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=  Select the Next Academic Year radio button to set the course
membership for the whole of the next academic year. This option is only
available if the next academic year has previously been defined in SIMS.

= Select the radio button adjacent to the From and To date fields to set a
specific date range over which the selected student(s) will be members
of the course. Click the respective Calendar button and select the dates

as required.

Click the OK button to return to the Memberships and Results panel.

7 Memberships and Results
(@ Recalculate Resuls IZ Results Report
Core Aim column is only displayed for single academic year view Click on Result Column to view the Result Details

Name YTl Reg ULN Class  Start Status  Reas. Prote. Result AO. A B New

» Ackton , Stan (13) |(G) [1111175534 030 20 |Withdra..| Other 9 Delete
Adebayi , Emmanuel 12 ) |5142336649 [12D/Ar1 © Exception
Affleck , Alexis (13) |00 |1111175496 |13D/Ar1 c 601 ) Placement
Ankonkule , Cheryl 12 [N (5142365444 |12D/Ar 60144567/3510
Baker . Alexandra 12 [P [1111166349 [12D/Ar1 60144567/3510
Baker , Jade 12 [N |5142336584 |12D/Ar1 50144567
Barnett . Jamie 12 ) |5142336525 |12D/Ar1 60144567/3510
Bond . Jamie 12 |G |5142336517 |12D/An 60144567
Bradley . Laura 12 |H |5142365452 |12D/An 60144567/3510
Chaplin . Rita (13) |(N) [1111175216 |13D/AN B 601..{60144567/3510
Cudd , Andrew 13 |L (1111176344 [13D/Ar 60144567/3510
Emerston , Sam (13) [0 [1111174996 |13D/AN A 601..|60144567/3510
Fink , Sara 12 |L |5142365371 |12D/Ar1 (0310 60144567/3510

The Delete button enables you to delete a student from the course who has
been added incorrectly in the first place. This does not constitute
terminating their membership of the class, this must be done in the
Curriculum Assignment by Student routine.

If an exam result has been manually amended, perhaps because of an
appeal, the Recalculate Results button can be used to recalculate the
results for the affected course. Where an exam result is available, this
routine continues to make use of the QAN and Discount code associated with
that exam result and only makes direct use of the QWS QAN and Discount
code where an exam result is not available.

Click the Results Report button to display the Results Report. This
displays all the results for all memberships and shows a Best Result in a
different shaded colour.

Results Report
‘This report contains itive information.
Exam resuls for~ At (GCEA)”nhe ate range “U201210 3102012"
i cispayec n Course Wanagen

= wn o wo o Msomg  ome o
o, caers o e msome  om o
o o o we e nsome e 0
EaYa T o ) 0
ot o e stomg  somn =0
e o S htomg  omon =0
o o o aoo  om =0
o, st T £ msom  om o
st bt o wo e nsomen e 0
- T o e 0
oo Kom ] e stome  smomoa o
—r— o o intomg  omn =0
o o we o Mtoog  ome =0
ety o o somg  om o
o e T e msome  om o
enos ey o we e hnsomen e 0
. oy T e o 0
. T e stomg  somn =0
e, ey o o intomg  omon =0
e o o aoo  om =0
s, G o o avmg  om o
Vi, e ovosaons T e msome  om 0

More Information:
Running the Update All Course Memberships Routine on page 73
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Dealing with Exceptions

It is possible to effectively remove a student from a course but still allow
them to attend the associated classes by adding an Exception record.
When the Exception record is created, the student’s course membership is
ended as of yesterday’s date.

1. Click the Memberships and Results hyperlink to display the
Memberships and Results panel.

Highlight the student to be removed from the course.
3. Click the Exception button.

The student’s name is displayed in the Exceptions list in the bottom section
of the page. In the top section of the Memberships and Results panel, the
student’s course membership End Date is changed to yesterday’s date.

4. Click the Save button.

7 Memberships and Resulis
| @ Recolculate Resuis | I8 Results Report
Care Aim column is only displayed for single academic year view Click on Result Column to view the Result Details
Name YTl Reg ULN Class Start End P End Status  Reas. Prote. Result AO. QWS QAN/Disc Retake Pr. Tr - D New
’ ;‘-\bbat.’Susan 13 L 5142370022 |12A/Bi1 |03/09/2015 |22/07/2016 |22/07/2016 50024759/1010 %’QDEIE{E
Chaudhry , Sindhu 13 H 5142369865 |13A/Bi1 |03/08/2015 |22/07/2016 |22/07/2016 ‘/ 50024755/1010 @Em&m‘nn
Fagan , Emily 13 P 5142369652 |13A/Bi1 |03/03/2015 |22/07/2016 |22/07/2016 50024755/1010
Lilya. Yoji 13 H 5142369172 |12A/Bi1 |03/09/2015 |10/05/2016 |22/07/2016 |Wwithdra...|Injury. 50024759/1010
Mameprin , Mo 13 N 51423659113 |13A/Bi1 |03/08/2015 |22/07/2016 |22/07/2016 ‘/ 50024755/1010
Osmond . Debbie 13 L 5142368382 |13A/Bi1 |03/03/2015 |22/07/2016 |22/07/2016 50024755/1010
Shi, Ameera 13 H 5142368729 |13A/Bi1 |03/0%/2015 |22/07/2016 |22/07/2016 50024759/1010
Smith , Mark 13 H 5142368656 |13A/Bi1 |03/08/2015 |22/07/2016 |22/07/2016 ‘/ 50024758/1010
Streeks | Judy 13 H 5142368575 |13A/Bi1 |03/09/2015 |22/07/2016 |22/07/2016 50024759/1010
Szydlowski . Jacch 13 J 5142368555 |13A/Bi1 |03/0%/2015 |22/07/2016 |22/07/2016 50024759/1010
Tailor , Hailey 13 K 5142368540 |13A/Bi1 |03/08/2015 |22/07/2016 |22/07/2016 50024758/1010
\wade . Carlz 13 K 5142368443 |13A/Bi1 |03/09/2015 |22/07/2016 |22/07/2016 50024759/1010
‘Waldron . Lee 13 F 5142368435 |13A/Bi1 |03/0%/2015 |22/07/2016 |22/07/2016 50024759/1010
Exceptions
Pupil YTl Reg ULN Delete
P Lilya. Yoji 13 H 5142369172
WARNING: It is very important that the Save button is clicked after
adding an Exception record.

5. You may now edit the End Date of the membership to the date that the
student stopped studying the course if it was not yesterday, or you can
delete the membership altogether if the student is in the class but was never
studying the course. The Exception record will remain.

6. To remove an Exception record and reinstate a student’s course
membership, select the Delete check box(es) adjacent to the applicable
student in the Exceptions list and click the Save button. The course
membership will be reinstated from the class on running the Update
Course Membership routine.

NOTE: You cannot protect the remaining membership after making an
Exception. If you try to do this, an error message is displayed.
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Deleting an Exception

1. Click the Memberships and Results hyperlink to display the
Memberships and Results panel.

2. In the Exceptions panel, select the Delete check box adjacent to the name
of the student with an exception that you want to delete.

Exceptions

Pupil YTI Reg ULN Delete
Al Amin . Ranjit 13 L 5142375334

1 Baden.Arthur 13 dl 5142375113 P
Barker, Robert 13 P 5142375059

3. Click the Save button to delete the exception.

Printing Course Details

Click the Print button from within the Course Details page to print a paper
copy of all the course information contained on this page.

Deleting a Course

IMPORTANT NOTE: The deletion of a course should be performed with
caution. For example, deleting a course removes all student class
memberships and has serious implications for the Census Returns. If you
attempt to delete a course that is in use somewhere in SIMS, e.g. it is
linked to an Assessment Manager Marksheet or a Profiles Session, the
Activity Log is displayed.

[ Activiy Log o |

=) Print E Save

The following Exam Awards are attached to this course
Drama and Theatre Studies (EDEXL 8DR01)

The Course is used in Lesson Monitor Connexion schemes
Theatre Studies (GCEAS)

The Course is used in the following School Census retums
Autumn Retum 2010

School Census Autumn 2011

School Census Autumn 2012

School Census Summer 2011

You must remove all existing links to the course before you are permitted to
proceed.
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1. Select Tools | Academic Management | Course Manager | Maintain
Course to display the Find Course browser.

W Find Course

[5 New @ Search 7% Open 9 Delete (4 Print ShNext  Previows & ResetFitters &) Update All Course Memberships
Description | | Shert Name [ Subject <amys v LA | QuAD |
Level(s) lL. View Memberships Current Academic Year = From [01/08/2017 |[E1) To [31/08/2018 |[EL] Stetus  <fny> -

] Advanced Extension Award a

Description || BTEC Award Level 1 me Subject Level LA QWAD QWAD Bxpiry  Active Status
Addtional Scie{_| BTEC Award Level 2 EF Additional Scisnce GCSE Full Course Active
AECEY | SEE Ee;f“:e tm:i At GCE Advanced 32100008 Active
AGCEAD) |5 prec Dleplér!:: P 5 At GCE Advanced Subsidiary  3200000E Active
AL {GCSER | BTEC Diplama Level 3 «[F At GCSE Full Course Active

At KStgd) |« v At Key Stage 3 Active
Biology (GCEA) B/GCER Biology GCE Advanced 3210001E Active
Biology (GCEAS) Bi/GCEAS Biology GCE Advanced Subsidiary 3200001E Active
Biology [GCSEF) BI/GCSEF Biology GCSE Full Course Adtive

2. Search for the course to be deleted.
3. Click the Delete button.

Adding a New Course

It is unlikely that you will need to add a course manually using the New
button because you can link a course to various Exam Awards and QANs
throughout the life of the course.

IMPORTANT NOTE: It is imperative that Levels are assigned to courses
correctly. When adding new courses, the use of 'Other’ as a Level identifier
should be kept to an absolute minimum.

Course Details - Work Placements Panel

It is possible to record details of work placements associated with a
student's course. A student may have more than one work placement over
the duration of a course.

For schools in England, information relating to work placements is collected
in the School Census. For other schools, the recording of this information is
optional.

1. Click the Memberships and Results hyperlink to display the
Memberships and Results panel.

Highlight the student for whom you want to record a work placement.
3. Click the Placement button.

7 Memberships and Results
(@ Recalculate Results IE Results Report
Core Aim column is only displayed for single academic year view Click on Result Column to view the Result Details

Name YTl Reg ULN Class Start End P End Status  Reas. Prote. Result AO_ QWSQ. NonF_ Pr. T A B New
Smith, Osias 12 |P |1111165482 |12D/Ar [0 02 6014456 % Delete
Smith , Tristan 12 M 1111166799 | 12D/Ar1 6014456 & Exception
Stannington . Lucy 12 |3 [1111166454 |120/Ar1 6014456 59 Placement
Tate . Kate (13) |(M) 1111174325 13D/Ar Cc 601..|6014456.

) Terrey.Ryan (13) |@ [1111174287 |13D/Ar1 (03109720 G 601_|6014456

A new record is created in the Work Placements panel below.
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Click the Work Placements hyperlink to display the Work Placements
panel.

From [01/082019 |[BY] 7o [01/1072020 |[B}] [& Refresh

8 Work Placements
Name YT Reg ULN Start End Employer D Employer Name Mode Planned Hours  Notes B Add
) Ackton, Stan (13 (G 1mm7ssas 9 Delete
Adebayi , Emmanuel 2 ) 5142336649
Affieck . Alexis (13) | 1111175498
Atkinson , Ben BN 1111168163

Terrey . Ryan (13 |@  [1111174287

The student’s name and identifying information are displayed.

Record the Start and End date of the placement, together with any other
relevant information.

If you want to record the Employer ID, use the Employer Data Service
(https://edrs.education.gov.uk/search/Isc/find.aspx).

To record another work placement for the same student, click the Add
button and then repeat steps 5 to 6.

Click the Save button.
To record a work placement for a different student, repeat steps 1 to 6.

To delete a work placement, highlight the item you want to delete, then click
the Delete button.

Click the Save button.

After saving the new work placement and returning to the Memberships
and Results panel, the student's name is displayed in bold text to indicate
that they have been assigned a work placement.
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Maintaining Post-16 Programmes of Study in England.........c.ccvueeus 58

Maintaining Post-16 Programmes of Study in Wales......c..c.ccviemiaeens 66

Running the Update All Course Memberships Routine.........ccecevueins 73

Starting Next Year's Timetable Early ......c.ccccvmiiiiiininn s nannnnass 82
Introduction

Membership of a course is generally dependent on a student's attendance at
classes that are associated with the course.

However, a student can be a member of a class but not be a member of the
corresponding course. In this instance, the student's class membership
should be protected so that running the Update All Course Memberships
routine does not override the actual situation. It is also possible for a
student to be a member of a course that has no corresponding lessons.

More Information:
Course Details - Memberships and Results Panel on page 38

The Impacts of Completion and Continuity Tolerance on Student
Memberships

The value specified in the Default Completion Tolerance field in the
Update Course Manager Settings page is applied globally to all courses.
However, you can modify the Completion Tolerance field for an individual
course in the Course Details page, as appropriate.

This value relates to the difference between the Planned End Date of the
course and the actual end date of the student's membership of this course.
If the actual end date of the student's membership of a course falls within
the value specified in the Default Completion Tolerance or Completion
Tolerance fields, the student is deemed to have completed the course.

The value specified in the Default Continuity Tolerance field in the
Update Course Manager Settings page is also applied globally to all
courses. Again, you can modify the Continuity Tolerance for individual
courses in the Course Details page, as appropriate.

This value indicates the period of 'a gap in time' during the expected course
duration that a pupil/student can temporarily leave the course and then
return to it and still be deemed to have completed the course. This ensures
that their membership of the course is not affected by the hiatus and this is
reflected as a continuous membership instead of two separate
memberships.
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Changes made to a student's course and class memberships obviously
impact their curriculum and the Curriculum Assignment by Scheme and
the Curriculum Assignment by Student routines in Academic
Management are used when modifying student memberships.

Modifying Student Memberships

A number of situations can occur on a regular basis that require you to
modify a student's class and course memberships. Some of the more
common situations are detailed in this chapter.

1. Select Focus | Student | Curriculum Assignment by Student to display
the Find Student for Curriculum Assignment browser.

b Find Student for Curriculum Assignment

#l Search ~ [ Open EiPrint Gnem Previous
Smame | | e [ ] e Cutont -
Year Group <Any> - l:l Reg. Group <Any> - l:l House <Any> - l:l
Aead. Status  <Any> - I:I YearTaughtin  <Any> - I:I Tier <Any= - I:I
Name Year Taught In Year Group Reg. Group House Gender Admission Number
Abbey, Grenetta 7 7 TF Hocke Female 003579
Abbey, Jmmy 9 9 GA Cune Male 003599
Abbaot, Ben 7 7 TA Newton Male 004161
Abbot, Claire 10 10 104 Hooke Female 003460

2. Specify the search criteria to locate the required student and click the
Search button.

3. Highlight the student and click the Open button to display the Select
Effective Date Range dialog.

<Working Academic Year:
<Autumn Term+Christmas Holiday=
<Spring Term+Easter Holiday>
<Summer Tem::

05/09/2016 - 21/07/2017
01/08/2016 - 04/01/2017
05/01/2017 - 18/04/2017
19/04/2017 - 21/07/2017

m Select Effective Date Range @I-E—hj
Academic Year 20162017
@ MNamed Date Range Name Date Range
Academic Year 2016/2017 01/06/2016 - 31/08/2017

~) Custom Date Range From|D5,fD5-;’2D‘IE |

To |21 /07/2017 |

Restrict date range from today to end

[7] Don't ask me again (this session or until manually changed)

QK

I I Cancel

= Select the Named Date Range radio button to select a pre-defined
date range. This might be a complete academic year (e.g. 01/09/200n
to 31/08/200n), a working academic year (e.g. 01/09/200n to
22/07/200n, the time that students actually spend at school) or specific
terms (e.g. Spring term 200n-200n).
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= Select the Custom Date Range radio button and enter the required
start and end date. Select this radio button if a change that you want to
record does not start until next week, for example. Select the From and
To dates by clicking the appropriate Calendar button and selecting a
date from the Calendar.

Two check boxes are provided at the bottom of the dialog, which enable
further refinement of the Effective Date Range.

= Select the Restrict date range from today to end check box if you
want to restrict the Effective Date Range to run from today’s date to the
end of a Named Date Range. This option is available only if a Named
Date Range is selected and if today’s date lies within the date range
you choose.

= Select the Don’t ask me again (this session or until manually
changed) check box if you do not need to select the date range each
time a Scheme is selected from the browser in this session.

4. Once the required date range and check boxes have been selected, click the
OK button to display the student's Schemes.

Once this page is displayed, the browser is hidden automatically. It can be
displayed again if required, by clicking the Browse button.

5. Right-click the Scheme that will be affected by the change and select Open
Details to display the Historical Curriculum Membership Details dialog.

Managing Courses | 53



04| Managing Student Memberships

The green line represents today's date and the red line indicates the end of
the Effective Date Range.

I Historical Curriculum Membership Details

Student: Claire Abbot. Scheme: 11x Mathematics (Block)

Effective Date Range [23/05/2013 - 19/07/2013 Academic Year [Academic Year 201272013 |

Cursor Day [<hore> Selected Class [hMal_wtn V) |
Cursor Date [¢hore> | Selosted Membership (0470872012 - 16/05/2013
B New 1% Qpen 3¢ Delete @l Zoom & Relax [ 22 Exclusive

Sep |0m Thov |Dec I|Jar| [Feb  [Mar |Apr [May Joun Jul [Aug [a
Class N
i LLLLAL LI L)L L L L L L L L L]
TlMa2  (with DM)

1xMa3 (with FB) |

6. Drag the orange timeline for the affected class to the required end date and
click the OK button.

7. Click the Save button on the Student Curriculum Summary page to
display the Course Membership(s) dialog.

—

B Course Membership(s) for Claire Abbot EE—
Surname Forename Reg Course Start Date Planned End D.. Actual EndDate Status

P Abbot IC\aire |11A IMafGCEAS [ 19/07/2013 15/05/2013 Withdrawn E

Completed
Transferred

oK ] [ Cancal

The changes made to the student's course membership are displayed.
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8. Right-click in the Status column and select the appropriate option from the
drop-down list.

= if the student's class membership ended within the Completion
Tolerance specified for the course, the Status defaults to Completed.

= if the student's class membership ended outside of the Completion
Tolerance specified for the course, the Status defaults to Withdrawn.

= if the student has swapped to a different class that is associated with
the same course but still within the Completion Tolerance specified for
the course, the Status remains unaffected.

= if the student transfers to a completely different course, the Status
defaults to Transferred.

9. Click the OK button to return to the Student Curriculum Summary page.

NOTES: It is only possible to extend class memberships within the
specified Course Duration. For example, class memberships cannot
continue for two years if the Course Duration is only for one year. If a
student’s class membership is amended in Academic Management, their
course memberships are updated automatically without the need to
manually run the Update Course Memberships routine.

Leaving a Class and then Resuming

If a student has a class membership of a course with a Planned End Date
that is more than one day after the start date of another relevant class
membership, the course membership will have a gap inserted unless each of
the following is true:

= The gap in working days between the class memberships is within the
Default Continuity Tolerance specified for the course.

= The returning date for the second class membership is not after the
Planned End date indicated by the Default Course Duration.
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Leaving a Class and Not Resuming

If a student 'drops' a class and will no longer be attending classes associated
with the course, their course membership should be recorded as
Withdrawn in the Course Membership(s) dialog.

=X

m Course Membership(s) for Claire Abbot

Membershp(s)
Sumame

Start Date Planned End D.. ActualEndDate Status
| 04/09/2012 19/07/2013 WWithdrawn

Completed

Forename Reg Course
7 ‘Abbot |craire [11a |majGeEAs

Transferred

Leaving a Course before the Planned End Date

If a pupil leaves a course, by leaving a relevant class, before the Planned
End Date of the course, they can still be deemed to have completed the
course if the difference between the date of leaving the class and the
Planned End Date for the course membership is within the Completion
Tolerance for the course.

Where leaving a class has been deemed to indicate completion of the
course, both the End Date and the Planned End Date for the course are set
to the date of leaving the class.

Leaving the School Before the Planned End Date of the Course

If a student leaves school after finishing their exams but before the Planned
End Date of the course they have been studying, as long as their date of
leaving falls within the time period specified in the Completion Tolerance
for the course, the student is considered to have completed the course.

If a student leaves your school altogether, they should be recorded as a
Leaver via Routines | Student | Leavers. This terminates all their class
and course memberships, so no remedial action is necessary in Course
Manager. Additional course memberships must not be added.
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= In the unfortunate event of a student's death, their class and course
memberships should be marked as Withdrawn and they should be
recorded as Deceased via the Leavers routine.

Manage Student(s) Leaving Details
Save =i Print
1 Leaving Information 2 Students

1 Leaving Information

Date of Leaving @ Reason for leaving Deceased EE Assign to All
Destination after Leaving | Elective Home Education Ected
Learning &im \Withdrawal - End of phase transfer - FE/6th form college
Reason End of phase transfer - Independent school

End of phase transfer - Maintained school

2 Students In-year transfer - FE/Sth form college

MName Year Group Reg.Group Adm. No. Date of Admission Date of Leavi In-year transfer - Independent school e
Abbey, Grenetta 1 1F 003579 01/09/2011 In-year transfer - Maintained school

Left Country

Missing Pupil

MNormal leaving age - Employment
Mormal leaving age - Training
MNormal leaving age - Unemployed
Other reason

Permanent Exclusion

Unknown

Transferring From One Course to Another

A student may decide to 'swap' from one course and embark on a course of
study for a different subject. Where this occurs, the course Status for the
original course of study should be recorded as Transferred.

_
B Course Mermbership(s) for Claire Abbot e

bershiols)

Sumame Forename Reg Course Start Date Planned End D.. Actual End Date Status
2 Abbot ICIaire I‘I‘IA IM&'GCEAS 04/09/2012 19/07/2013 15/05/2013 Transferred E

Completed
Withdrawn

oK ] [ Cancel
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If a student wants to change classes but continues to study the same course
that is associated with both the original and the new class, their course
membership is not affected.

Managing Resits

Resits are undertaken when students resubmit coursework or sit for an
exam again without having attended any additional lessons other than
perhaps, revision sessions.

It is not a requirement that schools include information about resits in the
School Census.

Managing Retakes

Retakes occur when a student opts to begin a complete qualification again,
including their attendance at regular lessons. Retakes should be recorded as
a new Learning Aim for every student and included in the School Census.

Maintaining Post-16 Programmes of Study in England

The annual hours that count towards a course of study are categorised as
Qualification - Planned Learning Hours or Non-Qualification Hours - Planned
Employment, Enrichment and Pastoral Hours. To qualify for funding
purposes, Planned Hours must be timetabled within your school's normal
working pattern.

You can record information relating to Programmes of Study for Post-16
pupil/students, enabling you to submit details of the total Planned
Qualification Hours and Planned Non-Qualification Hours in the School
Census.

To enable the recording of information relating to each programme type
selected, additional columns have been provided on the Maintain Post-16
Programmes of Study page for: Programme Type, Start Date, End
Date, Planned End (date), Status, Reason (for withdrawal),
Traineeship.

1. Select Tools | Academic Management | Course Manager | Post-16
Programmes of Study to display the Maintain Post-16 Programmes of
Study page.

Maintain Post- 16 Programmes of Study
£ Report &) Refresh @ Help g Unpin 3 Close

Autumn Census Student Year Taughtin [cAm>  ~| RegGroup [cAny> ] Enolment Stows [y

Effective Date (0671072022 | Levei(s) v] Occurences = 1 | subject [Any> v|  Unsssigned hours O Resetfilters
Resetall Programmes | | g.c Calculste Programmes| | _ Remove Transfer £dd o ColculsieHows | Overwriteexising — | | [ [ B Theeshoid [0
of Sty ¥ of sy Programme | FProgramme. | ¥ Programme, | fomCourses | values e g 3] Threa
Right Mouse Click for options Students with leaming aims 01082021 1o 310772023
Student YTi |Reg |Enrolment Status | DOL |Core Aim |O.Frogramme Type |StartDate |End Date | Planned End |Status Reason | Traineeship | TT Hours |Qual Hours | Non-Qual Hrs |Total Hours [N¢ &
Acton. Jordan Single Registration C | Study Programme |0: 0 0 ]
Adams. Adam 13 |G |Single Registration :
Adams, George Single Registration
Adasheii. Mohammed |12 Single Registration

3 |Continuing
Continuing 0 0 0
Completed

Adebayi, Emmanuel Single Registration Ar | Study Programme |0
Amelia, Goss 12 Single Registration
Americana, Kari Single Registration C | Study Programme |02/09
Amis, Harold 12 Single Registration

Anderson, Ethan Single Registration B | Study Programme |0

2 | Completed

22 | Completed

Andrews, Jasmine Single Registration
Angel, Tina 12 Single Registration
Ankonkule, Cheryl Single Registration Ar | Study Programme | 0/09720
12 Single Registration
12 Single Registration
12 Single Registration

oo oo oo o oeolsee

2. Select the Autumn Census from the drop-down list (England only). Schools
in Wales should select the Academic Year. You can select the previous and
next year's autumn census, if required. The Effective Date field reflects the
associated dates.

58 | Managing Courses



10.

04| Managing Student Memberships

All students who could be included in the School Census Autumn Return or
Academic Year are displayed, whether they are studying at year 1 or year 2
of their programme, or have completed their programme of study and left
the school in the previous academic year. Guidance text has been added
beneath the function buttons to reflect this (adjacent to Right Mouse Click
for options label), e.g. Students with Learning Aims 1/8/2021 to
31/7/2023.

You can update the information displayed on the Maintain Post-16
Programmes of Study page to reflect the pupil/students and the courses
they are undertaking at any time by clicking the Refresh button. Only
pupil/students who are assigned to Post-16 courses are displayed.

Enter a pupil/student's name in the Student field to locate a specific
pupil/student.

Alternatively, select a Level(s) from the drop-down list. Only levels in use
in your school are displayed for selection.

Select the Year Taught In (YTI) from the drop-down list. You can select
<Any>, year 12 or year 13.

The Occurrences counter defaults to >=1.
Select the Reg Group from the drop-down list.
Select the relevant Subject from the drop-down list, if required.

Select the Enrolment Status from the drop-down list. The default is set to
<Any>.

You can also choose to display only those students with Unassigned hours
by selecting the check box. This enables you to identify students assigned to
courses who need to have the Planned Hours per Year section completed
in the Course Details page. If a value of zero has been entered into either
of the columns, this value is treated as a blank allocation of hours and is
displayed when the Unassigned hours check box is selected.

The Reset Filters button enables you to restore the default settings.

The students are listed with their Year Taught In (YTI), Reg group,
Enrolment Status, Date of Leaving (DOL), if applicable, a Core Aim
indicator and an abbreviated list of Other Courses that they are assigned
to. The Core Aim and Other Courses columns include learning aims that
span the date range for the current academic year and the previous
academic year. Updated criteria in the Other Courses column ensure that
all courses that are active at some point during the selected academic year,
regardless of their duration, are displayed.

Where you have entered the Planned Hours per Year for each individual
course of study on the Course Details page, these totals are carried
through into the Qual Hours and Non-Qual Hours columns of the
Maintain Post-16 Programmes of Study page when you click the
Calculate hours from courses button.

NOTE: Hours spent studying for a non-funded Learning Aim are excluded
from the calculation. Where Maths or English are being studied as a result
of lack of Prior Attainment, these courses should not be marked as
non-funded.
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11.

12.

13.

14.

Right-click anywhere in the table to display a pop-up menu. You can access
their Student Details page, their Student Courses page or Select All the
pupil/students from this menu.

Student YTl |Reg |Enrolment Status DOL

Abbey, Jimmy 12 |G Single Registration

Abbot. Claire 13 |H Single Registration

Abbot, James 13 |G Single Registration | 31/08/2014
i FE i
Ackroyd. Mary 13 |H Student Details 4
Addison. Millie | ER T Student Courses 4|
AEROIINZ02 IZM N Select All <Ctrl-A>

Allen. Megan 13 |J SR ey ST

The TT Hours column enables you to check the accuracy of Planned Hours

for a timetabled Programme of Study.

Overvirite existing values [J

| | { | \?‘ Threshold :D_I

TT Hours |Qual Hours

4

1

20
15
10]

5
-
4]

Mon-Qual Hrs | Total Hours Notes

25 |Testnote
17 |PoS note here
14 Jreason for figure
0
0

i

|

If you want to manually amend the totals for a specific pupil/student,
highlight their name in the list, click into the Qual Hours or the Non-Qual
Hours column(s) and enter a different total.

If you want to manually amend the totals for all the pupil/students at once,
right-click anywhere in the list, press Ctrl & A to Select All the
pupil/students in the list and enter a different total in the Qual Hours or the
Non-Qual Hours column(s). Alternatively, enter a figure in the box
adjacent to the green arrow button at the top of either the Qual Hours or
the Non-Qual Hours column(s) to flood fill the entire column with the
figure entered. You can also enter a figure in the Threshold box, enabling
you to check that a pupil/student's full time funding is accurate before it is
included in the School Census Return.

The combined hours for each pupil/student and their Post-16 Programmes of
Study are displayed in the Total Hours column. The figure displayed in this
column will be shown with a yellow background to indicate that the figure is
less than the figure you specified in the Threshold box.

You can also enter a brief set of Notes to indicate the reason for the
manually assigned hours. This will enable you to reconcile and validate your
School Census return in conjunction with the Programmes of Study
Report accessible from Routines | Statutory Returns | School Census.

If you want to determine the total Qual Hours and Non-Qual Hours
figures for a pupil/student, for all the courses that they are assigned to,
based on the information entered on the Course Details page, click the
Calculate hours from courses button.

mao Caleulate Hours
“ fromCourses
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If you have selected the Overwrite existing values check box before
clicking the Calculate hours from courses button, the following warning
message is displayed.

SIMS net e

This process will calculate the planned hours from the courses for
, the selected students. (1 selected)

Warning: all existing values will be overwritten.

OK ‘ l Cancel

Click the OK button to continue or click the Cancel button to abandon the
process.

If you want to preserve any existing figures that are present in the Qual
Hours and Non-Qual Hours columns, ensure that the Overwrite existing
values check box is not selected before you click the Calculate hours
from courses button.

A message dialog is displayed.

SIMS .net e S

This process will calculate the planned hours from the courses for
= . the selected students. (1 selected)

Existing values will not be overwritten.

OK ‘ I Cancel

Click the Cancel button to abandon the process.

Alternatively, click the OK button to collate all the Qualification and
Non-Qualification totals that have been specified in the Planned Hours per
Year section of the Course Details page for each course, and populate the
respective columns with the cumulative total for each pupil/student
according to the courses that they are assigned to.

Click the Save button.
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20. Click the Report button to print the Maintain Post-16 Programmes of
Study page in .html format. It is also possible to include Programme of
Study fields in any Student focussed reports that you design in SIMS, as

well as other fields relating to Courses.
Select fields to be included in the report
Focus [Student
Find | | B Fulllist Caption|
A &

= Basic details...
- Name & Reg
- Forename & Sumame

- Sumame

- Legal Sumame

- Farename

- Legal Forename
Middle name(s)
Sumame & Intial

- Initial & Sumame

- Sumame & Legal Forer
- Sumame & Forename
Legal Sumame & Lega
Initials

- Diate of birth

- Agein years

- Age fym}

- Days to next bithday
- Last Updated

- Role Text

- Telephone {own)

- Primary Telephone
Email {own)

B ®

m

- Name & Reg [Student]

[F] Programme of Study

Courses

Course name [Course]

Start date

End date

Planned end date [Planned End]

Completion status (cument) [Status]

Withdrawal reason

ID of the course [ID]

Course Code of the course [Course Code]

Course Description of the course [Course Description]

Study Hours of the course [Study Hours]

Tuition Hours of the course [Tuition Hours]

Planned Qualification Hours of the course [Planned Qualification Hours]
Planned Mon-Gualification Hours of the course [Flanned Mon-Gualfication Hours]
Classffication Code of the course [Classification Code]

Subject of the course [Subject]

Resetting all Programmes of Study
Existing calculations for a selected academic year can be reset before

recalculating them (based on

the latest course information) by clicking the

Calculate Programmes of Study button. Columns can be blanked for an
individual student or for multiple students by right-clicking in the
Programmes of Study grid and selecting Select All.

1. Click the Reset all Programmes of Study button.
(‘sms net 5
This will reset all of the Programmes of Study details. Do you wish to
\ proceed?
oK ] I Cancel
2. Click the OK button.

The previously calculated details are removed from all the columns in the

Programmes of Study grid.
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3. Click the Undo button, if required. The following graphic is for
representation purposes only.

SIMS .net I""”'"I |

{e} Do you want to undo your changes to Academic Year 2015/20167

4. If you want to revert to the previously calculated details, click the Yes
button. Alternatively, click the No button to reset the calculations for all
Programmes of Study.

NOTE: Clicking the Reset all Programmes of Study button does not
calculate the cohort again.

Calculating the Programmes of Study

It is possible to recalculate the details displayed in the columns of the
Programmes of Study grid after clicking the Reset all Programmes of
Study button. Columns can be recalculated for an individual student or for
multiple students, and only for those students who have not been withdrawn
from or transferred to a different programme of study, by right-clicking in
the Programmes of Study grid and selecting Select All.

When calculating programmes of study, if a student is withdrawn from all of
their learning aims, then the Status is set to Withdrawn on the Maintain
Post-16 Programmes of Study page. Additionally, if all of a student's
learning aims share the same withdrawal reason, then the Reason column
is populated with this withdrawal reason. Otherwise, this column will remain
blank.

NOTE: Clicking this button calculates the earliest Start Date and the latest
Planned End Date by considering the student's Learning Aims. If the values
displayed are not satisfactory, enter the values manually.

1. Click the Calculate Programmes of Study button.

| SIMS .net i

This process will calculate the programmes based on learning activities
! % linked with courses for the selected students.(l selected)

If you select "Yes' existing programme values will be overwritten.

If you select ‘Mo’ existing values will not be overwritten,
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2. Click the Yes button to recalculate the figures in the Programmes of
Study grid. Alternatively, if you want to retain the existing details, click the
No button to abandon the process.

Removing a Programme of Study

It is possible to delete student(s) details from the Programmes of Study
grid, if required. However, if a student has more than one row displayed, a
row with the status of Transferred cannot be deleted.

1. Click the Remove Programme button.

SIMS .net

It

! Y selected studentis)?

Are you sure you wish to remove the Programmes of Study for the

0K

Cancel | ||

2. Click the OK button to remove the Programme of Study details for the
selected student. Planned hours and any additional notes are retained

against the student's record.

Transferring a Student to another Programme

It is possible to record a student's transfer from one Programme of Study to
another part way through the academic year using the Transfer
Programme button. A student can be enrolled on only one active

Programme of Study at a time.

1. If you want to move a student to a different Programme of Study, highlight
their name and click the Transfer Programme button to display the

Transfer Programme dialog.

The Existing Programme of study is displayed for information.

= Transfer Programme

Pupil: Abbess. Graham G

X

Existing Programme |Study Programme

Start Date

22/07/2021

I =
e

Planned End

Type of Transfer ‘ Transfemred v
New Programme {

27/10/2020 |[EX

0]¢

Cancel

The Type of Transfer field is populated automatically.
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= A Planned End date must be recorded before clicking the OK button.
An additional row is created for the new Programme of Study for the
selected student. The End Date for the original Programme of Study
defaults to the day before the Start Date of the new programme. This
can be changed by selecting an alternative date from the Calendar.

= Select an alternative course from the New Programme drop-down list.
Click the OK button.

On the Maintain Post-16 Programmes of Study page, an additional row
is displayed for the student's new Programme of Study, with the specified
Start Date and the Completion Status of Continuing. The row detailing
the student's original Programme of Study is marked as Transferred with
an End Date that precedes the specified Start Date of the new course by
one day.

Details that have been changed but not yet saved are displayed in bold text.
The action buttons are not available when a Transferred row is highlighted.

Click the Save button.
Adding a Programme

A second record can be added for a student who has completed a T Level
Transition programme in 2021/22 and is starting the T Level programme in
2022/23 using the Add Programme button.

The type of Existing Programme is displayed in the Add Programme
dialog.

Select either Completed or Withdrawn from the Status drop-down list.
Specify the Actual End Date by selecting the date from the Calendar.
Select the New Programme from the drop-down list.

Specify the Start Date by selecting the date from the Calendar.

NOTE: The Actual End Date of the old programme and the Start Date for
the new programme cannot overlap. Only one programme can be studied
at a time.

Specify the Planned End Date by selecting the date from the Calendar.
Click the OK button.

More Information:

Understanding QANs (QNs) in England on page 3

Updating QANs (NIEFQANs) and Discount Codes for Course Manager on page 18
Maintaining Course Classification Codes on page 21

Maintaining Courses in England on page 25
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Maintaining Post-16 Programmes of Study in Wales

This page displays all students included in the Post-16 PLASC Return and
enables you to manage the courses being studied for each of these
students. The calculations made on this page are not suitable for funding
purposes and this page should be considered as an aid rather than as an
exact representation of courses being studied. If the calculations appear to
be incorrect, it is possible to change the figures manually.

1. Select Tools | Academic Management | Course Manager | Post-16
Programmes of Study to display the Maintain Post-16 Programmes of
Study page.

The following graphic has been modified for display purposes so that all
buttons and columns are visible.

[ 5145 et Vago Green Abbey
Tools  Window Help

focus  Reports  Roufin

2 @ - S3 errd BRCESaDasE
Maintain Post-16 Programmes.
[Fisave  Sundo 2 Report &) Refresh
Academic Year 20172018+ Stdent [ | YearTeught ~ Envolment Status  <Any> -
~ Occurrences > v Unassignedhours [J Resetiiters
Resctll Proranes | 2 ol = Beroe ][4 Tele Oteniccisiing gl () thestas [ ]

Right Mouse Click foroptions
Student Y11 [Reg |Enrolment Stetus [ DOL [Courses Programme Start Date

| [EN I | |Bs/GCEDA: FriGCEA: Gs/GCEA: Ma/GCEA: PpiGen: Rel/Gen: Ts/GCEA 4+ as [0/08/2017 | |31/07/2018 | Continuing
2 |6 T 345 0110972017 31072018 C
3ASequivalent 0110872017 3072018
5+GCSEs 011082017 310712018
4+aS 011092017 31/07/2018 | Contir

End Date | Expected End | Completion Status |Length |Year | Guided Hours |Notes
1

[i | |

1
2

1
1
1
i
i
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

INEHEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE R

The Academic Year defaults to the previous academic year. The current,
previous and next academic year definitions are available for selection. It is
possible to calculate the Programmes of Study for the previous academic
year.

2. Select a different year from the Academic Year drop-down list, if required.

You can update the information displayed on the Maintain Post-16
Programmes of Study page to reflect the students and the courses they
are taking at any time by clicking the Refresh button. Only students who
are assigned to Post-16 courses are displayed.

3. Enter a student's name in the Student field to locate a specific student. All
Post-16 students with a matching or partially matching name are displayed.

Alternatively, select a Level(s) from the drop-down list. Only levels in use
in your school are available for selection.

4. Select the Year Taught In (YTI) from the drop-down list. You can select
<Any>, year 12 or year 13.
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The Occurrences counter defaults to >=1 but you can select an alternative
value from the drop-down list.

Select the Reg Group from the drop-down list.
Select the relevant Subject from the drop-down list, if required.

Select the Enrolment Status from the drop-down list. The default is set to
<Any>.

You can also choose to display only those students with Unassigned hours
by selecting the check box.

The Reset Filters button enables you to restore the default settings.

The students are listed with their Year Taught In (YTI), Reg group,
Enrolment Status, Date of Leaving (DOL), if applicable, and an
abbreviated list of the Courses they are studying.

Where programmes of study have already been specified for some students,
the Programme column, the Start Date, End Date, Expected End date
(July), the Completion Status, the Length and Year columns (only
displayed from academic year 2017/2018, and a default value of 1 - zero is
not valid), the total of Guided Hours and an additional column to add any
relevant Notes.

NOTE: The Completion Status of Withdrawn should not be used to
indicate that a student has left and enrolled with another provider.

The Guided Hours column benefits from hover help, which displays an
amalgamation of the hours entered in the Tuition Hours field on the
Maintain Course page for each course being taken by the selected student.

You can also access an individual's Student Details page, their Student
Courses page or Select All the students by right-clicking anywhere on the
Maintain Post-16 Programmes of Study page and selecting the required
option from the pop-up menu.

Student YTl |Reg |Enrolment Status DOL

Abbey, Jimmy 12 |G Single Registration

Abbaot, Claire 13 |H Single Registration

Abbot, James 13 |G Single Registration | 31/08/2014
AbbotSusan e T e

Ackroyd, Mary 13 |H Student Details 4
Addison. Millie | ERT Student Courses 4 ]|
AMEROIINZ0E IZMN Select All <Ctrl-Ax

Allen. Megan 13 [J Iy ey TS AT

Resetting all Programmes of Study

Existing calculations for a selected academic year can be reset before
recalculating them (based on the latest course information) by clicking the
Calculate Programmes of Study button. Columns can be blanked for an
individual student or for multiple students by right-clicking in the
Programmes of Study grid and selecting Select All.
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1. Click the Reset all Programmes of Study button.

("SI et [

This will reset all of the Programmes of Study details. Do you wish to
! , proceed?

2. Click the OK button.

The previously calculated details are removed from all the columns in the
Programmes of Study grid.

3. Click the Undo button, if required. The following graphic is for
representation purposes only.

SIMS .net — -

1:9] Do you want to undo your changes to Academic Vear 2015/20167

e [ e ]

4. If you want to revert to the previously calculated details, click the Yes
button. Alternatively, click the No button to reset the calculations for all
Programmes of Study.

NOTE: Clicking the Reset all Programmes of Study button does not
calculate the cohort again.

The mapping table provided by the Welsh Government is used to populate
the Programme column. Course memberships with the status of
Transferred or Withdrawn are not included but the Learning Activity
Reference on the reference date of 31/07/201n is considered.

Calculating the Programmes of Study

It is possible to recalculate the details displayed in the columns of the
Programmes of Study grid after clicking the Reset all Programmes of
Study button. Columns can be recalculated for an individual student or for
multiple students, and only for those students who have not been withdrawn
from or transferred to a different programme of study, by right-clicking in
the Programmes of Study grid and selecting Select All. Since the
2018/2019 academic year, the calculations are based on the QWAD
information, not the Learning Activity references.

NOTE: Clicking this button provides a 'best estimate' calculation based on
the mappings provided by the Welsh Government, not a definitive
calculation. If the values displayed are not satisfactory, manually enter the
values that you require.
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1. Click the Calculate Programmes of Study button.

| SIMS net [

This process will calculate the programmes based on learning activities
l % linked with courses for the selected students.(1 selected)

If you select "Yes' existing programme values will be overwritten.

If you select 'Mo’ existing values will not be overwritten,

2. Click the Yes button to recalculate the figures in the Programmes of
Study grid. Alternatively, if you want to retain the existing details, click the
No button to abandon the process.

Removing a Programme of Study

It is possible to delete student(s) details from the Programmes of Study
grid, if required. However, if a student has more than one row displayed, a
row with the status of Transferred cannot be deleted.

1. Click the Remove Programme button.

SIMS .net ||

Are you sure you wish to remove the Programmes of Study for the
l . selected student(s)?

[ OK l | Cancel | ||

2. Click the OK button to remove the Programme of Study details for the
selected student.

Transferring a Student to another Programme
A student can be enrolled on only one active Programme of Study at a time.

1. If you want to move a student to a different Programme of Study, highlight
their name and click the Transfer Programme button to display the
Transfer Programme dialog.
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The Existing Programme of study is displayed for information.

ﬁ Transfer Programme @

Pupil: Abbey, Grenetta G

Existing Programme IAS

Type of Transfer Transfered - different provide

End Date 17/01/2018 [

[ ok ][ Cancel

2. Select an alternative programme from the Type of Transfer drop-down list.

= If Transferred - different provider is selected, an End Date must be
recorded before clicking the OK button. A new Programme of Study is
not created for the selected student. The End Date defaults to the last
day of the currently selected academic year (July) but this can be
changed by selecting an alternative date from the Calendar.

= If Transferred - same provider is selected, select an alternative
course from the New Programme drop-down list.

ﬁ Transfer Programme l ? &J

Pupil: Abbey, Grenetta G

Existing Programme 4+ A2

Type of Transfer Transfemed - same provider

OK || Cancel

3. Click the OK button.

On the Maintain Post-16 Programmes of Study page, an additional row
is displayed for the student's new Programme of Study, with the specified
Start Date and the Completion Status of Continuing. The row detailing
the student's original Programme of Study is marked as Transferred with
an End Date that precedes the specified Start Date of the new course by
one day.

Details that have been changed but not yet saved are displayed in bold text.
The action buttons are not available when a Transferred row is highlighted.

4. Click the Save button.
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Calculating Hours from Courses

A total of guided hours can be calculated for individual students for the
programmes of study being studied during the selected academic year, and
only for those students who have not been withdrawn from or transferred to
a different programme of study.

Highlight the required student(s) or right-click and Select All before clicking
the Calculate Hours from Courses button to determine how many
Guided Hours are required for each student.

Maintain Post-16 Programmes of Study
[Fisave & undo = Report & Refresh

Academic Year 201772018~ Swdet [ | YearTaughth <y v RegGroup <Any> + Envolment Status  <Any> -

Level(s) ~  Occurrences Subject <A ~  Unassigned hours [ [ Resetfilters |
Mta\cu\ateProgrammes| — Remove Transfer g0 Calculate Hours | Owerwrite existing Threshold :
“of Stud Programme & Programme ° fromCourses | values = |:| t

Right Mouse Click for options

‘ Resetall Programmes
of Stud

The calculation is based on the Tuition Hours assigned to each course
being studied by the selected students via Tools | Academic Management
| Course Manager | Maintain Course.

If you have selected the Overwrite existing values check box before
clicking the Calculate Hours from Courses button, the following warning
message is displayed.

("sivs net ===

This process will calculate the planned hours from the courses for the
! . selected students. (1 selected)

Existing values will not be overwritten,
Please note: If there have been any changes to courses since this screen

was opened, press the Refresh button on the toolbar before calculating
I hours from courses. 1

| OK | [ Cancel

[ —— ——

Click the OK button to begin the calculation process.

The Guided Hours column is populated for the selected student(s).
Click the Save button.

Overwriting Existing Values

It is possible to assign a value of Guided Hours to a single student by
highlighting their name in the list. To highlight all the students in the list,
right-click and Select All before overwriting existing values.

Enter a total of hours in the box adjacent to the Overwrite existing values
check box, select the check box and then click the green down arrow.
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The following warning message is displayed.

Block Fill Planned Hours

Warning: Existing values in the selected
rows will be overwritten

@) Replace existing value with 640
) Add 640 to existing value

") Subtract 640 from existing value

oK | [ cancel

2. Select the appropriate radio button and click the OK button.

The Guided Hours column is populated in accordance with the option
selected.

Click the Report button to print the Maintain Post-16 Programmes of
Study page in HTML format, if required. It is also possible to include
Programme of Study fields in any Student focussed reports that you
design in SIMS, as well as other fields relating to Courses, including
Length and Year.

Select fields to be included in the report
Focus [Student

Find [ | & Fulllist

[=)--- Basic details. . &
- Name & Reg

Captionl

- Mame & Reg [Student]
=[] Programme of Study
- Mcademic Year

- Farename & Sumame @
- Sumame

Legal Sumame @
Forename

- Legal Forename
- Middle name(s) =-E] Courses

- Sumame & Initial Course name [Course]
Initial & Sumame = Start date

Sumame & Legal Forer) (| | o End date

- Sumame & Forename
- Legal Sumame & Lega
- Initials

- Diate of birth

Planned end date [Flanned End]
Completion status (cument) [Status]
Withdrawal reason

|0 of the course [ID]

Course Code of the course [Course Code]

Course Description of the course [Course Description]

Study Hours of the course [Study Hours]

Tuition Hours of the course [Tuition Hours]

. Role Text Planned Qualification Hours of the course [Planned Qualfication Hours]

............. Telephone {own) Planned Non-Qualification Hours of the course [Planned Non-Gualfication Hours]
............. Primary Telephone - (lassification Code of the course [Classfication Code]

............. Email {own) - Subject of the course [Subject]

- Agein years

- Age fym}

- Diays to next bithday
- Last Updated

i More Information:
2/ Maintaining Course Classification Codes on page 21
Maintaining Courses in Wales on page 26
Understanding QWADs in Wales on page 4
Updating QWADs in Welsh Schools on page 17
Welsh Schools Only - Calculating Programmes of Study using QWADs on page 97
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Running the Update All Course Memberships Routine

Before running this routine, you must consider the following ramifications:
= student memberships have been protected, where applicable

= the Auto Update Membership check box has been selected in the
Basic panel of the Course Details page for each individual course,
where applicable.

This routine takes Course Duration and Course Tolerances into account.
For students who are studying in Year Taught In Yr 10 or 12 on a two-year
course, their membership of the course is created by running Update Course
Memberships. However, in their first year of the course (academic year
2020/2021), the Planned End Date will be set to 31/07/2022 by default
because the Class End Date for the second year of the course is not known
at the time that the course membership is created. The Actual End Date is
displayed with the same date as the future Planned End Date.

In the second year of the course, e.g. when students are in Yr 11 or 13 in
the academic Year 2021/2022, after running Update Course Memberships,
the Planned End Date and the Actual End Date now display the future

class end date.

1. Select Tools | Academic Management | Course Manager | Maintain
Course to display the Find Course browser.

[ Find Course
B tew #4 Search [ Open 3¢ Delete (& Print [[3l Browse| & Next | Frevious &) Reset Fitiers &) Uptate All Course Memberships
Description | | Short Name |:| Subject <Amy> - | Quan [
Level(s) lLWewMembersmps Current Academic Year ~ From |[)1/D5/2017 | B Te \31/03/2ms| ] Swtus  ctny> -
Advanced Extension Award .
Description BTEC Award Level 1 me Subject Level LA QWAD QWAD Expiry  Active Status

Addtional Scif__| BTEC Award Level 2 EF Additional Science GCSE Full Course Active
At (GCEA) ETEC Certficate Level 2 At GCE Advanced 32100008 Active
Art (GCEAS) SEE E.e’“ﬁ“'e Level 3 5 At GCE Advanced Subsidiary  3200000E Active
; iploma Level 2
40t (GESEF) | ETEC Dilorna Level 3 - et GCSE Full Courss Active
At KStad) | B t Koy Stsge 3 Active
Biology (GCEA] Bi/GCEA Biology GCE Advanced 3210001E Active
Biclogy (GCEAS) BI/GCEAS Biclogy GCE Advanced Subsidiary  3200001E Active
Biclogy (GCSEF) BI/GCSEF Biology GCSE Full Course Active

2. Click the Update All Course Memberships button.

A warning message is displayed, advising that this process can take a long
time.

Alternatively, select Tools | Academic Management | Course Manager |
Update Course Memberships to run the routine.

The Academic Year in which the memberships will be updated, is displayed
at the top of the dialog. If you want to change the academic year before
continuing, click the No button and then select Tools | Academic
Management | Set Academic Year.

e
SIMS .nat l"""""'“'"]

l Acadermic Year 2015/2016
Update course memberships can take a long time
Do you wish to proceed 7
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3. Click the Yes button if you want to proceed.

Updating Course Memberships

Updating Course Memberships.

Please wait

When the Update All Course Memberships routine has finished, the
Activity Log is displayed.

B Activity Log [
=1 Print |1':_r| Save
Acivi

Cumiculum course memberships successfully updated.

If the curriculum course memberships have been updated successfully, click
the Close button.

5. If any errors have been identified, click the Print button on the Activity
Log so that you have a record of the errors you must investigate.

Viewing a Student's Course Memberships from the Pupil/Student
Details page

Course memberships for the currently selected student can be viewed by
clicking the Courses hyperlink in the Links panel on the right-hand side of
the Student Details page to display the Student Courses page.

1. Select Focus | Student | Courses to display the Find Student browser.
[ Find Student
B New #§ Scarch - Open  Frint Next 4 Previous  [F] View ~ Links - @Help 98 Close
Tier <hny> v YearGroup <Ay +  RegGrowp <hny> v Howe <> -

Name Year Group YTl Reg. Group House Gender Admission Number
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Enter the relevant search criteria to locate the student whose course
memberships you want to view.

Highlight the required student and click the Courses hyperlink to display
their Student Courses page.

Student Courses: Abbot Susan Academic Year 20152016
Save Undo = Report

Student Courses - ; e |
Previous Academic Year - Set Core Aim

Flanned Qualification Hours I:I Planned Non-Qusalification Hours l:l
Core Learning Aim is reguired by School Census for some courses of study

=I- Abbat Susan

2 Bi/GCEAS, Biclogy {GCEAS), 03/08/2014, 22/07/2015
- QAN 50027761/1010 WJEC Level 3 Advanced Subsidiary GCE in Biology
- Result: A
- School Census Activity: SC Science
- QAN B002324X/4770 AQA Level 3 Advanced Subsidiary GCE in Law
- Result: A
- School Census Activity: OT Other
—I- Ma/GCEAS, Mathematics (GCEAS), 03/09/2014, 22/07/2015
- QAN: 10034110/2210 Pearson EDEXCEL Advanced Subsidiary GCE in Mathematics
- Result: A
- School Census Activity: MA Mathematics or Mumeracy
—I- 50/GCEAS, Sociology (GCEAS), 03/09/2014, 22/07/2015
- (QUAN: 50022635/4850 AQA Level 3 Advanced Subsidiary GCE in Sociclogy
- Result: A
- School Census Activity: OT Other
=] Gs/GCEAS, General St (GCEAS), 03/09/2014, 22/07/2015
. - School Cansus Activity: GS General Studies
=J- Cs/Gen, Com'lty Service (Gen), 03/09/2014, 22/07/2015

. School Census Activity: OT Other

It is possible to change the student courses displayed by selecting an
alternative to the default of Current Academic Year. The options include:

=  Current Course Memberships
= Previous Academic Year and

= Custom. Where Custom is selected, additional date fields enable you to
specify an exact date range within the Current Academic Year only.
Click the Calendar buttons in the From and To fields to specify the
date range required. Click the Refresh button to update the student
courses displayed in line with the dates specified.

The tree structure is expanded and displays all courses for which the
selected student is a member. The first node displays the selected student's
name. The second node displays the short name of the course, the course
description and the start and end date. The third node displays the
QAN/QWAD/Discount Code for the course. The Result for any completed
course is also displayed on the third node, together with a status of
Transferred (for schools in England only), Retake or Withdrawn. For
schools in England, it is also possible to record a Withdrawal Reason,
where applicable.
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4. Click the Report button to display the Student Courses Report for the
selected student. This report lists the Course Name, Course Description
and Start Date and End Date for all courses with which the student is
associated during the selected date range.

Student Courses Report - Abbot Susan

You can also click a course name in the Student Courses page to view the
Course Details page. This enables you to view all the details of the course
together with the student memberships that were associated with the
course during the selected date range.

Setting a Core Learning Aim for a Course

It is possible to specify which course of study is deemed to be the Core
Learning Aim for each student. It is not required for students following
academic programmes. Only one course of study per pupil/student can be
flagged as a Core Learning Aim per academic year. If the pupil/student is
enrolled on a two year course of study, you must flag the second year of
study as a Core Learning Aim when the academic year changes.

1. Highlight the second node of the tree structure to select the short name of
the course, together with the course description and the start and end date.
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Right-click to display the pop-up menu and select Set Core Learning Aim.

Alternatively, after highlighting the required course details, click the Set
Core Aim button.

Student Courses: Abbey Jimmy Academic Year 20162017
Save Unde = Report

Student Courses - - -
Previous Academic Year -

Planned Qualification Hours Planned Non-Qualification Hours Ijl

Core Learning Aim is reguired by School Census for some courses of study
(=1 Abbey Jimmy

(=)~ Gg/GCEA, Geography (GCEA), 03/09/2015, 22/07/2016
QAN: 500248383510 WIEC Level 3 Advanced GCE in Geography
School Census Activity: HU Humanities
s/GCEA, General Studies (GCEA), 03/09/2015, 22/07/2016
- School Census Activity: GS General Studies

Open Course Details <Enter>

Set Core Learning Aim <5pace>
[l Ts/GCEA, Theatre St {GCEA), 05rvorewrorzervrreoTe

QAN: 50026203/5210 Pearson EDEXCEL Level 3 Advanced GCE in Drama and Theatre Studies
School Census Activity; OT Other
[=- Bs/GCEDA, Business Studies (GCEDA), 03/09/2015, 22/07/2016
- (AN 10042891,/0002 Pearson EDEXCEL Advanced GCE in Applied Business (Double Award) (Revised NGF Level)
i-- School Census Activity: HU Humanities
[=I- 51/Gen, Sports L'Ship {Gen), 03/05/2015, 22/07/2016
i..- Sehaol Census Activity: OT Cther

The course details are appended with the words (Core Learning Aim).

If you want to remove the (Core Learning Aim) flag from a course of
study, highlight the course details, right-click and select Unset Core
Learning Aim from the pop-up menu.

Student Courses: Abbey Jimmy Academic Year 20162017
Save Unde = Report

Student Courses

Previous Academic Year - Set Core Aim

Planned Qualification Hours Planned Non-Qualification Hours Ijl

Core Learning Aim is reguired by School Census for some courses of study

[=)- Abbey Jimmy
(- Gg/GCEA, Geography (GCEA), 03/09/2015, 22/07/2016
- QAN; 50024838/3910 WJEC Level 3 Advanced GCE in Geography
i School Census Activity: HU Humanities
[=- Gs/GCEA, General Studies (GCEA), 03/09/2015, 22/07/2016
- School Census Activity: GS General Studies
B /GCEA. English Li (GCEA). 03/09/2015, 22/07/2016 (Core Leaming Aim)
School Census Activity: EN English Literacy or Reading
[=)- Ts/GCEA, Theatre St (GCEA), 03/09/2015, 22/07/2016 . .
QAN: 50026203/5210 Pearson EDEXCEL Level 3 Advanced GCEin Drama 4 26 Unset Core Leaming Aim <Space>
- School Census Activity: OT Other
[=- Bs/GCEDA, Business Studies (GCEDA), 03/09/2015, 22/07/2016
QAN: 10042851/0002 Pearson EDEXCEL Advanced GCE in Applied Business (Double Award) (Revised NQF Level)
- School Census Activity: HU Humanities
[=)- 51/Gen, Sports L'Ship (Gen), 03/08/2015, 22/07/2016

i... School Census Activity: OT Other

Open Course Details <Enter=
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Alternatively, highlight the details of an alternative course of study and click
the Set Core Aim button. This action removes the (Core Learning Aim)
flag from the original course of study and flags the newly selected course as
the (Core Learning Aim).

Running the Reconcile with Exam Results Report

You can verify the consistency of Learning Aims information with Exam
Results by running this report.

1. Select Tools | Academic Management | Course Manager | Maintain
Course to display the Find Course browser.

2. Click the drop-down arrow adjacent to the Reconciliation Reports button
and select Reconcile with Exam Results to display the Reconcile
Learning Aims & Exam Results dialog.

ﬁ Recencile Leamning Aims & Exam Results @Iﬂ—hj
Select the Academic Year Academic Year 201572016 -
Destination Folder C:M\Course Manager Reports |
|@ Export | | Cancel

3. Select the Academic Year by clicking the drop-down arrow and selecting
from the list displayed.

4. If you have already specified a Destination Folder when running the
Reconcile with Exam Entries Report, this destination is automatically
supplied. If you want to change the destination, click the Browser button
adjacent to the Destination Folder field to display the Browse For Folder
dialog.

Browse For Folder -

Select the folder to save exported files

4& Computer -
» . Touch Screen PC (\\pandora\Data\Pub
> & System Reserved (C:)
» = Local Disk (D)
> & DVD RW Drive (E:)
» = Library PC (\\pandora\Data\Publicatiol
t&b. MNetwork

m

. B rantral Danal
4 Ll r

Make New Folder OK Cancel

78 | Managing Courses



04| Managing Student Memberships

5. Navigate to the required storage location for the report output.
6. Click the Export button to create the report output.

=
ﬁ Reconcile Leamning Aims & Exam Results &I-E_hj
Select the Academic Year Academic Year 20152016 -
Destination Folder C:\Course Manager Reports |
[@ Export ] | Close
(i) Reports generated successfully and saved to the folder C:\Course Manager Reports.

When the reports have generated successfully, a message is displayed at
the bottom of the Reconcile Learning Aims & Exam Results dialog.

7. Click the Close button.

8. Navigate to the specified storage location, highlight the required report
output and double-click to open the report output in Microsoft Excel.

A B C D E E G H 1 ] K L
1 |UPN _l Surname Forename NC_Year Enrolmen Course Course_QAN Course_Disc CQAN_Expir CQAN_Descripr Completion_Status
2 1L8204321( Adams Owen 13 OnRoll  Art (GCEA) 50025880 3510 31/08/2015 EDEXCEL Level Continuing
3 Q8204321 Briscoe  Benjamin 13 OnRoll  Art (GCEA) 50025880 3510 31/08/2015 EDEXCEL Level Continuing
4 D8204321 Cruwys Dafydd 13 OnRoll  Art (GCEA) 50025880 3510 31/08/2015 EDEXCEL Level Continuing
5 A8204321( Halliday Mitzi 13 OnRoll  Art (GCEA) 50025880 3510 31/08/2015 EDEXCEL Level Continuing
6 C8204321( Hylton Julie 13 OnRoll  Art (GCEA) 50025880 3510 31/08/2015 EDEXCEL Level Continuing
7 | Z8204321C Morey Dominic 13 OnRoll ArT(GCEA) 50025880 3510 31/08/2015 EDEXCEL Level Continuing
8 U8204321 Osman Kieren 13 OnRoll rt (GCEA) 50025880 3510 31/08/2015 EDEXCEL Level Continuing
9 (8204321( Rimbault Kai 13 OnRoll Ar‘t(GCEA) 50025880 3510 31/08/2015 EDEXCEL Level Continuing
10 U8204321 Smith Melanie 13 OnRoll  Art (GCEA) 50025880 3510 31/08/2015 EDEXCEL Level Continuing
11 X8204321( Stephansc Morgan 13 OnRoll  Art (GCEA) 50025880 3510 31/08/2015 EDEXCEL Level Continuing
12 'W8204321 Tashiwa-F Lucine 13 OnRoll Art (GCEA) 50025880 3510 31/08/2015 EDEXCEL Level Continuing
13 F8204321( Walsh Erin 13 OnRoll  Art (GCEA) 50025880 3510 31/08/2015 EDEXCEL Level Withdrawn

Running the Reconcile with Exam Entries Report

You can verify the consistency of Learning Aims information with Exam
Entries by running this report.

1. Select Tools | Academic Management | Course Manager | Maintain
Course to display the Find Course browser.
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2. Click the drop-down arrow adjacent to the Reconciliation Reports button
and select Reconcile with Exam Entries to display the Reconcile
Learning Aims & Exam Entries dialog.

T N
B8 Reconcile Learning Aims & Exam Entries @Iéj
Select the Academic Year szl gV RV -
Destination Folder |C:\Course Manager Reports |
[#] Export | | Cancel

3. Select the Academic Year by clicking the drop-down arrow and selecting
from the list displayed.

4. Click the Browser button adjacent to the Destination Folder field to
display the Browse For Folder dialog.

Browse For Folder [ﬁ

Select the folder to save exported files

4 Computer i
» = Touch Screen PC (\\pandora\Data\Pub
> & System Reserved (C:)
> < Local Disk (D2)
> & DVD RW Drive (E)
> o Library PC (\\pandora\Data\Publicatiol
> @g MNetwork

H o BB rantral Danal
4 1 | b

Make New Folder OK

m

5. Navigate to the required storage location for the report output.
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6. Click the Export button to create the report output.

ﬁ Reconcile Leamning Aims & Exam Entries @Iﬂ—hj

Select the Academic Year Academic Year 20152016 -

Destination Folder C:\Course Manager Reports

[-B Export ] ’ Close

(i) PReports generated successfully and saved to the folder C:\Course Manager Reports.

s

When the reports have generated successfully, a message is displayed at
the bottom of the Reconcile Learning Aims & Exam Entries dialog.

7. Click the Close button.

8. Navigate to the specified storage location, highlight the required report
output and double-click to open the report output in Microsoft Excel.

Running the Student Courses Report

This report provides information relating to student memberships of a
course based on the course status.

1. Select Tools | Academic Management | Course Manager | Student
Courses Report to display the Student Courses Report page.

Student Courses Report
B Search [E]Report

Year Tsughtln  <Amy> v MName [ ] DatRange PrevousAcademcYear v
Reg. Group Ay +  Grouping  Student - From  [01/08/2015

Enrolment Status  Curent +  Paging  Studemt - To Course Status <Any> =
Studert YTl Reg  Coumses

Abbess, Graham ] EA Ar/KStg3; En/KStg3, Fi/KSta3, Ge/KSig3 Ga/KSig3: Hi/KSlg3, Ma/KSig3; Pe/KSig3: Ps/KSig3, Re/KSigd, Sc/KSig3, Te/KSta3,

Abbey, Grenetta i 1IF | En/GCSEF. Ge/GCSEF: Go/GCSEF. Ma/GCEAS: Mu/GCSEF: Pe/Gen: Ps/Gen: Re/Gen: 5a/GCSEF: So/GCSEF. St/GCSEF, Te/GCSEF:
Abbey, Jimmy 3 G Bs/GCEDA; Ft/GCEA; Ga/GCEA; Gs/GCEA; S/Gen; TsAGCEA;

Abbey, Sean g 28 En/KSig3; Fr/KStg3: Ge/KSig3 Ga/KSig3: Hi/KSta3: Ma/KSig3; Mu/KSig3: Pe/KStg3. Fs/KSig3: Re/KSig3; Sc/KSig3: Te/Kita3:
Abbot, Andrew 0 10E | Bs/CNCe; Dr/GCSEF: En/GCSEF: Fr/GCSEF: Ge/GCSEF: Ga/GCSEF: Ma/GCSEF: Pe/Gen: Ps/Gen: So/GCSEF:

Abbat, Ben i 11A | BI/GCSEF: Ch/GCSEF: En/GCSEF: Ge/GCSEF: HI/GCSEF: h/GCSEF: Ma/GCSEF, Mu/GCSEF Pe/Gen: Ph/GCSEF: Ps/Gen; Re/Gen:
Abbot, Susan 13 L Bi/GCEA; Cs/Gen; Gs/GCEA; La/GCEA; Ma/GCEA; S0/GCEA;

Able, Cameron 0 10A | Ar/GCSEF: En/GCSEF: Ge/GCSEF. Go/GCSEF: He/GCSEF; Ma/GCSEF: Pe/BTAw2; Ps/Gen: Sa/GCSEF: So/GCSEF:

Abrahams, Jacaui 11 118 | Bi/GCSEF, Ch/GCSEF, Dr/GCSEF, En/GCSEF, Fr/GCSEF. Gg/GCSEF. He/GCSEF: Ma/GCSEF, Pe/BTAW2: Ph/GCSEF. Ps/Gen; Re/Gen,

| Ackrington, Robet |10 10D | B/GCSEF: Ch/GCSEF; Ec/GCSEF: En/GCSEF; Fr/GCSEF: Gg/GCSEF; Ma/GCSEF; Mu/GCSEF; Pe/Gen; Ph/GCSEF; Ps/Gen;

Ackton, Bill n 1A De/GCSEF; En/GCSEF; Ge/GCSEF, #/GCSEF; Ma/GCSEF; Pe/BTAWZ; Ps/Gen
Ackton, Stan S 9A Dr/KStg3; En/KStg3; Fr/KStg3; Ge/KStg3; Gg/KStg3; Hi’KStg3; Ma/KStg3; Pesk g3, Sc/Ksig3;

Acton, Jordan 7 Ar/KSta3; En/KStg3: Fr/KSta: Ge/KStad: Go/KStad: HiZKStg3: Ma/KSta3: Mu/KSta3: Pe/KSta3: Ps/KSto3: Re/KStgd: Sc/KStad: Te/KStad:
Acton, Samantha [ 8A Dr/KStg3: En/KStg3: Fr/KStg3: Ge/KStg3; Gg/KStg3: Hi/KStg3: Ma/KStg3: Pe/KStg3: Ps/KStg3: Re/KStg3: Sc/KStg3: Te/KStg3:
Adams, George 7 7 Ar/KStg3; En/KStgd; Fr/KStgd; Ge/KStgd; Go/KSta3; Hi/KStg3; Ma/KStg3; Mu/KStg3; Pe/KSta3; Ps/KStg3; Re/KStad; Sc/KStgd; Te/KStad;
Adams, Melanie 12 Q Ar/GCEAS: Bi/GCEAS: Gg/GCEAS: Gs/GCEAS: La/GCEAS: Rc/Gen:
Adebayi, Emmanuel 7 7 Ar/KStg3: En/KStg3: Fr/KStg3: Ge/KStg3: Gg/KStg3: Hi/KStg3: Ma/KStg3; MusKStg3: Pe/KStg3: Ps/KStg3: Re/KStg3; Sc/KStg3; Te/KStg3:
Adedsii, Payal 10 1c Ar/GCSEF; En/GCSEF; Fr/GCSEF; Hi/GCSEF; Ma/GCSEF; Pe/GCSEF: Ps/Gen; Re/GCSEF; Sc/GCSEF;
Adrianson, Robert S 9B Ar/KStg3: Dt/KStg3; En/KStg3; Fr/KStg3: Ge/KStg3: Gg/KStg3: Hi/KStg3: Ma/KStg3: Pe/KStg3: Ps/KStg3: Re/KStg3: Sc/KStg3:
Affelay, Brian ] 5C Dt/KStg3; En/KSta3; Fr/KStgd: Ge/KSta3; Gg/KStgd; Hi/KStg3: Ma/KStgd; Mu/KSta3; Pe/KStgd; Ps/KStgd; Re/KSta3; Sc/KStg3;
Affleck, Alexis 9 30 En/KStg2: Fr/KStg3: Ge/KStgd: Gg/KStad: Hi/KStgd: Ma/KSta3: Mu/KSta3: Pe/KStad: Ps/KSta3: Re/KStg3: Sc/KStg3: Te/KStgd:
Agathocleous, Joe 10 10E Ec/GCSEF; En/GCSEF: Fr/GCSEF; Gg/GCSEF: Hi/GCSEF; Ma/GCSEF; Pe/Gen; Ps/Gen; Sc/GCSEF:
Ahmad, Carina 10 108 Bi/GCSEF; Ch/GCSEF; En/GCSEF; Fr/GCSEF; Hi“GCSEF; Ma/GCSEF; Pe/BTAwZ; Ph/GCSEF; Ps/Gen; Re/GCSEF; 50/GCSEF;
|| Ahmed, Ackmar 1 1E Ar/GCSEF: Bi/GCSEF: Ch/GCSEF: Dr/GCSEF: En/GCSEF: Ge/GCSEF: Ma/GCEAS: Pe/Gen. Ph/GCSEF: Ps/Gen: Re/Gen: St/GCSEF: Te/GCSEF:
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The following report criteria can be selected:

= The Year Taught In (YTI) field defaults to <Any> but you can select a
specific year from the drop-down list, if required.

= Select the relevant Reg. Group from the drop-down list.

=  Select the required Enrolment Status from the drop-down list. This
enables you to report on Current students or on Leavers only.

= If you want to view the details of a specific student, enter their name in
the Name field.

=  You can determine whether you want to group the printed report output
by Student, Reg. Group or None by selecting the appropriate options
from the Grouping and Paging drop-down lists.

=  Select the relevant Date Range from the drop-down list. Selecting the
Custom option activates the From and To date fields.

= Select the Course Status from the drop-down list. The options are
<Any>, Completed, Continuing, Future, Transferred or
Withdrawn.

2. When you have specified the required search criteria, click the Search
button to populate the Student Courses Report.

3. Highlight the required student(s) and click the Report button to generate
the report output.

Starting Next Year's Timetable Early

If you start next year's curriculum early in your school, this will have an
impact on class and course memberships. If this year’s student scheme
memberships finish at the end of the Summer term, they need to be
terminated at the date that the new timetable begins. This should be done
to prevent old, as well as new students from appearing in class lists.

Schemes exist for the whole academic year, even if classes and student
class memberships within the scheme have end dates before the end of the
academic year, unless it was anticipated during the Summer term that
schemes would finish earlier. If it was not anticipated that the previous
timetable would finish early and existing memberships need to be adjusted,
this should be done before making the new assignments.

Where you want to show students as being in next year's classes, i.e. Year
12 students in Year 13 classes, you should consider the following:

= Class and course memberships for the previous year should finish on the
correct date.

= The curriculum plan and timetable should be transferred from Nova for
the next academic year.

= Students should be assigned to classes and courses for June/July.

If an early commencement of the next year's timetable results in an early
start to courses, the affected courses should be recorded as such in Course
Manager. This ensures that the Learning Aims are collected accurately in the
School Census.

If extra-curricular activities are created, these can be defined with a Level
identifier of 'Other'. This ensures that they are not collected in the School
Census.
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05' Preparing for the Census Return

Census Check LiSt ...icciiimimmimminmsanmsssmsasssssssnsssnsssnsssnsssnsssnsssnsnnnsnnns 83
Running the Bulk Update Courses Routine - Remove August or
September ENd Dates .....c.ccuvemvemmammammansamsansanssnssnssnssnssnssnssnssnssnnnnnnns 84
Running the Bulk Update Courses Routine - Using Completion
Tolerance to Reset Status .....cciverrmmirrmsnsrsesssessssssssasssanssnnsnnnnns 85

Census Check List
The following activities must be completed before you begin to create the
School Census Return:
= Upgrade to the latest version of SIMS.

= Set the required course durations, continuity and completion tolerances
by specifying the Course Manager Settings.

= Ensure that the date range for exam awards that are associated with
current courses is correct and that only one award is active at any one
time.

= Process any Post 16 Leavers and calculate Planned Hours for current
pupil/students in the previous and current academic years.

=  Ensure that the Learning Aims status is correct for Leavers and use the
Bulk Update Courses routine to amend the status where necessary.

= Create the timetable and assign the correct levels to all courses.

=  Check that the courses created in Course Manager are present in the
new academic year timetable.

=  Amend existing courses and add all new required courses through the
Maintain Course process.

= Assign student memberships for the new Year 12 and 13 classes.
= Import basedata into Examinations Organiser.
= Import the latest QWS QAN and QWAD catalogues.

= Link all new courses to the appropriate Exam Awards, QWS QAN and
QWADs.

= Import the Exam Results from the Awarding Bodies into Examinations
Organiser.

=  Verify the Learning Aims and Results ready for the School Census.

=  Enter Non-EDI Exams information into Examinations Organiser and link
to a course.

= Import the latest version of the Performance Measures file (Wales only).
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Running the Bulk Update Courses Routine - Remove
August or September End Dates

If schools have inadvertently set the end date for classes to a date in August
or September, this date becomes the membership planned end date for
courses. This can result in some courses being excluded from the funding
calculations. To prevent this becoming an annual problem that requires
manual intervention, it is possible to run the Remove August or
September End Dates Bulk Update routine, which changes the dates to
31 July.

Select Tools | Academic Management | Course Manager | Bulk
Update Courses to display the Bulk Update Course End Dates page.
This page is separated into two different routines:

= Remove August or September End Dates
= Use Completion Tolerance to Reset Status

Both of these routines enable you to retrospectively correct historical data
that may have been defined incorrectly.

Before running the Bulk Update routine, it is suggested that you click the
Report button. This displays an html report detailing the classes that will be
corrected and the changes that will be made.

Running the Remove August or September End Dates routine performs
the following actions within the parameters of If Start Date is before
August and Planned End Date is in August or September:

= Set Planned End Date to 31st July

= If Actual End Date exists, set to 31st July

= Adjusts class and end dates in line

= If a Status exists, remove it

= Reports on the changes made.

Click the Execute button to run the routine and update the classes.

Remove August or September End Dates

Thiz report will show the changes that will be made f this Update is exacutad IMI

The Execute Bulk Update routine performs the following:

If Start D'ate is bafore August and Planned End Date is in August or September
Set Planned End Date to 31st July
If Actual End Date exists set to 31st July m
Adjusts class end dates in line
If a Status exists, emove it

Reports on the changes made
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Running the Bulk Update Courses Routine - Using
Completion Tolerance to Reset Status

Before running the Bulk Update routine, it is suggested that you click the
Report button. This displays an html report detailing the changes that will
be made.

Running the Use Completion Tolerance to Reset Status routine performs
the following actions:

= Set Planned End Date to Actual End Date
= Adjusts class end dates in line

= If a Status exists, remove it

= Reports on the changes made.

Click the Execute button to run the routine and update the status for
classes.

Use Completion Tolerance to Reset Status

This report will show the changes that will be made i the Bulk Update Use Completion

Tolerance to Reset Status routine is executed

The Executs Bulk Update routine perdoms the following:
Set Planned End Date to Actual End Date
Adjusts class end dates in line SN
If 3 Status exists, remove it

Repons on the changes made
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06 Appendix

List of Levels.....ccuverierimmemmnmmmmmsmsamsamsansanssnssnssnssnssassnssnssnsnnsnnsnnsnnss 87
Splitting AQA Basedata to Separate Certification Elements into
Individual AWards.....ccccrvervemmammamsmsansansassanssnssnssnssnssnssnssnssassnssnssnsnes 93
Welsh Schools Only - Calculating Programmes of Study using

List of Levels
In the following table, the Code is the abbreviation used in Course Manager,
which Nova-T also uses to assign levels to classes.

NQF indicates the corresponding level in the National Qualifications
Framework notation.

Legacy indicates the value used in recent versions of Nova-T, and NI
Legacy indicates the value in the Northern Ireland version of Nova-T.

IMPORTANT NOTE: It is imperative that Levels are assigned to classes
correctly. When manually creating a course, the use of 'Other' as a Level
identifier should be kept to an absolute minimum.

Description Code NQF Legacy NI Legacy

Advanced Extension Award AEA 3 AEA AEA
Asset Advanced ATAdv 3
Asset Breakthrough ATBrk 0
Asset Intermediate ATInt 2
Asset Mastery ATMas
Asset Preliminary ATPre 1
Asset Proficiency ATPro
BTECH Tech Award Level 1 BTA1
BTECH Tech Award Level 1/2 BTA12
BTEC Award Level 1 BTAW1
BTEC Award Level 2 BTAW2
BTEC Award Level 3 BTAW3
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Description Code ‘ NQF Legacy ‘ NI Legacy
BTEC Certificate Level 1 BTCel 1
BTEC Certificate Level 2 BTCe2 2
BTEC Certificate Level 3 BTCe3 3
BTEC Diploma Level 1 BTDi1 1
BTEC Diploma Level 2 BTDi2 2
BTEC Diploma Level 3 BTDi3 3

BTEC Extended Certificate Level 2 BTXe2

BTEC Extended Diploma Level 3 BTXD3

BTEC Subsidiary Diploma Level 3 BTSd3

iGCSE Full Course CIEG

DiDA Award DAAw 1-2

DiDA Certificate DACe 1-2

DiDA Diploma DADi 1-2 DIDA
Diploma Foundation DplL1

Diploma Higher DplL2

Diploma Advanced DpIL3

Diploma Progression DplLP

Entry Level EL 0 EL EL
Foundation Certificate in Secondary |FCSE

Education

FSMQ Advanced FSMQA |3 FSMQ
FSMQ Foundation FSMQF 1

FSMQ Intermediate FSMQI 2

Functional Skills FSkl

GCE Advanced Subsidiary Revised GCAS1

GCE Advanced Two Year Course GCE2Y

GCE A Double Award GCEDA 3
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Description Code ‘ NQF Legacy ‘ NI Legacy
GCE Advanced GCEA 3 AGCE GCEA2
GCE Advanced Subsidiary GCEAS |3 ASGCE |GCEAS
GCE ASB Double Award GCEDS |3

GCSE Double Award GCSED 1-2

GCSE Full Course GCSEF

GCSE Short Course GCSES

GCSE 9-1 Short Course GCSNS

GCSE 9-1 Full Course GCSNF

GCSE 9-1 Double Course GCSND

General Gen Null NONAC
International Baccalaureate IB 3

International Baccalaureate Diploma |IBDPH
Program Higher Level

International Baccalaureate Diploma |IBDPS
Program Standard Level

International Baccalaureate Middle IBMYP
Years Program

International Baccalaureate Primary |IBPYP
Years Program

IMIAL L1 Award IMAw1

IMIAL L1 Certificate IMCel

IMIAL L1 Diploma IMDi1

IMIAL L2 Diploma IMDi2

Key Skills Level 1 KSki1 1

Key Skills Level 2 KSkl2 2

Key Skills Level 3 KSklI3 3

Key Stage 1 KStgl N/A STG1

Key Stage 2 KStg2 N/A STG2

Key Stage 3 KStg3 N/A STG3 KSTG3
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Description Code NQF Legacy NI Legacy
Level 1/2 Certificate L12C

NQF Entry NQFO 0
NQF Level 1 NQF1

NQF Level 2 NQF2

NQF Level 3 NQF3

OCR Nationals Award Level 1 ONAw1l
OCR Nationals Award Level 2 ONAw2
OCR Nationals Certificate Level 1 ONCel

OCR Nationals Certificate Level 2 ONCe2

OCR Nationals Certificate Level 3 ONCe3

OCR Nationals Extended Diploma ONED3
Level 3

OCR Nationals Diploma Level 3 ONDi3

OCR Nationals First Award Level 1 ONFA1

OCR Nationals First Certificate ONNFCe
Other Other OTHER
Project Level 1 PjL1

Project Level 2 PjL2
Pearson Technical Level 3 PTLe3
Extended Project PjExt
Diploma PL Foundation PLL1
Diploma PL Higher PLL2
Diploma PL Advanced PLL3

VRQ Level 2 VRQL2

VRQ Level 3 VRQL3
VTCT L2 Certificate VTCe2
VTCT L2 Diploma VTDi2
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Description Code NQF Legacy NI Legacy
WBQ Advanced WBQA 3

WBQ Foundation WBQF

WBQ Foundation Level 2 WBQF2

WBQ Intermediate WBQI

WBQ National WBQN

WBQ National Level 2 WBQN2

Year 12 Non Qualification Course Y12NQ

Year 13 Non Qualification Course Y13NQ

BTEC Short Course Levels

BTEC Levels require explanation. There are three ‘widths’, Award, Certificate

and Diploma, and (for school purposes) three levels.

Name Description

AWE BTSC Entry Level Award

CEE BTSC Entry Level Certificate

DIE BTSC Entry Level Diploma

SA1l BTSC Level 1 Subsidiary Award
AW1 BTSC Level 1 Award

EA1l BTSC Level 1 Extended Award
SC1 BTSC Level 1 Subsidiary Certificate
CE1 BTSC Level 1 Certificate

EC1 BTSC Level 1 Extended Certificate
SD1 BTSC Level 1 Subsidiary Diploma
DI1 BTSC Level 1 Diploma

ED1 BTSC Level 1 Extended Diploma
SA2 BTSC Level 2 Subsidiary Award
EA2 BTSC Level 2 Extended Award
EC2 BTSC Level 2 Extended Certificate

Managing Courses | 91



06| Appendix

Name Description

SD2 BTSC Level 2 Subsidiary Diploma
ED2 BTSC Level 2 Extended Diploma
AW2 BTSC Level 2 Award

SC2 BTSC Level 2 Subsidiary Certificate
CE2 BTSC Level 2 Certificate

SD2 BTSC Level 2 Subsidiary Diploma
D12 BTSC Level 2 Diploma

AW3 BTSC Level 3 Award

EA3 BTSC Level 3 Extended Award

SC3 BTSC Level 3 Subsidiary Certificate
CE3 BTSC Level 3 Certificate

EC3 BTSC Level 3 Extended Certificate
SD3 BTSC Level 3 Subsidiary Diploma
D13 BTSC Level 3 Diploma

ED3 BTSC Level 3 Extended Diploma
SA3 BTSC Level 3 Subsidiary Award

Cambridge National and Technical Levels
Cambridge National Levels
" Level 1/2 Award
. Level 1/2 Certificate
= Level 1/2 Diploma.
Cambridge Technical Levels
= Level 2 Certificate
= Level 2 Extended Certificate
= Level 2 Diploma
= Level 3 Certificate
= Level 3 Introductory Diploma
= Level 3 Subsidiary Diploma
= Level 3 Diploma
= Level 3 Extended Diploma.
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Splitting AQA Basedata to Separate Certification
Elements into Individual Awards

It may be necessary to link additional Awards to courses where the
Basedata Award contains more than one certification element. This is most
likely to occur with the AQA Basedata structure.

Before proceeding, the following prerequisites must have been carried out:

= In Examinations Organiser, ensure that you are viewing details for the
correct Season by selecting Tools | School Setup | Seasons.

=  You must also ensure that you have downloaded and imported the
up-to-date Basedata for the appropriate Season before continuing.

The graphics in the following instructions are for illustration purposes only.
1. Select Focus | Basedata to display the Basedata for (Season) dialog.

Basedata for June (Summer) Exams 20 E

- a0a
¥ B412_70 A0A GCE
- 6G12_70 404 GCSE
-3 Art and Design (404 4200)

+ 32¢ 4201 &t and Design
+ %@ 42011 Art and Design Unit 1
+ 224 42012 At and Design Unit 2
+ 3¢ 4206 Art and Design (Photography)
+ ;ga 42061 Art & Design [Photo] Unit 1
+ ¢ 42062 Art & Design (Photo) Unit 2

+ 3§ Science (A04 4460)
+ @ EDEXL/GCE

Nate: Right Click on a node to view context-sensitive m

In this example, the certificate for 4201 Art and Design (with units) and
4206 Art and Design Photography (with units), needs to be separated from
the Art and Desigh main award 4200.
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2. Expand the AQA node, right-click the GCSE node and select Add a New
Award from the pop-up menu.

Basedata for June (Summer) Exams 2012

BB ADA

Properties
Refresh Basedata

Include an Existing Award
Add a New Award

Add a New Element
Add Elements from a Previous Season

Marksheet Setup
Marksheet Locks

Delete the Series

- [ WIECHGCE
o1 WIECHGCSE

Naote: Right Click on a node to view context-sensitive m

3. In the Create New Award dialog, enter the Internal Title and the
Description.
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Click the Browser button adjacent to the Qualification field and select
General Certificate of Secondary Education from the drop-down list.

Create New Award

Extermnal Title I

Internal Title |4ZDEAn and Design Fhotography

Descriptian 4206 Art and Design Photography

Award Code

Board

Qualification |General Certificate of Secondary Education

Course |

Course History Course

Click the Save button to return to the Basedata for (Season) dialog.

The new Award is now visible in the Basedata structure.

5
s 4206 At and Design Photography
= % Art and Design (804 4200)
+ 32§ 4201 Ast and Design
[+ w=@ 42011 At and Design Unit 1
+ %24 42012 Art and Design Unit 2
+ %24 4206 Art and Design (Photography)
[+ w2@ 42061 At & Design (Photo) Unit 1
+ ggﬁ 42062 At & Design (Photo) Unit 2
& Science [A0A 44601

The Award now needs to be linked to the relevant Certification Elements.

Right-click the new Award in the Basedata structure.

4
B At and Desigr Properties
#4201 Art 5
: gg 42011 A:; Remove Award
+ g 42012 At
w2 4206 Art 3

Include An Existing Element

[+ x2g 42061 Ant & Design (Photo) Unit 1
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7. Select Include an Existing Element to display the Include Elements in
Award dialog.

Include Elements in Award - 4206 Art and Design Photograp

Awvailable tems Chosen ltems

[ElDesciption [/ ElDesciiption 7
4201 Art and Design gl 4206 At and Design [Photography
42011 Art and Design Unit 1 : =l 142061 Art & Design [Photo) Unit 1
42012 Art and Design Unit 2

42062 Art & Design (Photo] Unit 2
Choose ox |

<A Remove |

4522 Information & Comm Technole

<1 Remave Al

Update Cancel

8. Select the applicable Available Items and click the Choose button to copy
them into the Chosen Items panel.

9. Click the Update button to add the certification and unit elements to the
new Award in the Basedata structure.

3 BG12_70 404 GCSE
B
# gog 4206 Art and Design (Photography)
# wog 42061 Art & Design (Photo) Unit 1
+ 2@ 42062 Art & Design (Photo) Unit 2
= ﬂ Art and Design (404 4200)
+-gog 4201 Aut and Design
+ g2g 42011 At and Design Unit 1
+ gog 42012 At and Design Unit 2
+ go@ 4206 Art and Design (Photography)
+ wog 42061 At & Design (Photo) Unit 1
+-go§ 42062 Art & Design (Photo) Unit 2
i+ 3 Science (AQA 4460)

You need to remove the old elements from the Award.
10. Right-click the element name and select Detach Element From Award.

ERN] 4206 Art and Desian (Photographal

+ g4 42061 Art & Design [Photo) Unit‘t: Properties
+ 32d 42062 Art & Design (Photo) Unit 2
if Science (404 4450) | Detach Element From Award

®L/GCE Remnve Flement Fraom Series
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A confirmation message is displayed.

SIMS Examinations Organiser Modul e

11. Click the Yes button to proceed.

Repeat this process for any other Awards that need to be separated from
Certification Elements.

Welsh Schools Only - Calculating Programmes of Study
using QWADs

To ease the transition from the use of Learning Activity references to
QWADs from 2018 onwards, the following flow charts have been included for
reference.

Rules for Calculating A2 Levels

Y ,/f-’n;e they dou\\‘g\
_ASthe numberof-_ " Welsh Baccand ™
oAl o “.._ Skills Challenge -~

R O “\ LCertificate?

Qualification type = Welsh Baccalaureate

Skills challenge = QWAD = C0007212
Qualification type = GCE A level

’ re the: 22> ! e they doing ]‘Tli.-iNn
o A
Yos Yes :

Programme is. Programme is Programme is
0022A03B 0023A03B 0024A03B
2A2 3A2 4+ A2
v
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Rules for Calculating AS Levels

Are they doin
Welsh Bacc and
Skills Challenge
Certificate?

s the number of

Qualification type = GCE AS level ASs>=2

Qualification type's
QWAD = C0007212

l_m

elsh Baccalaureate

No Nol No| Are they doing 4 or
more ASs
Yes Yes
Programme is Programme is
0013A03B 0014A03B
v = 3AS 4+ AS

Rules for Calculating GCSEs

Qualification type = GCSE (9-1)
or General Certificate of
Secondary Education

Yes

Are they doing 3

Are they doing 4

Yes Yes
- 5 4
Cant work out Programme is Programme is Programme is
programme so eave 0003A028 0004A028B 0005A028
blnk 3 GCSE 4 GCSE 4+ GCSE
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//‘\

e %

Are they doing
, " Welsh Bacc and ™
?g_’\\ Skills Challenge

Skills challenge = QWAD = C0007212

re they doing
Welsh Bacc and
Skills Challenge
Certificate?

< Are they doing

“ 7 N A2s? . A2
~ Certificate? - ~ R
"
M Yes Yes
A
Q type = Welsh
VP! b Programme is Programme is Programme is

0023C03B

2 A2 with WBQ,

-
2 5>—No—pp Are
e ~

~

they doing 3 >———No
>

0024C03B

3 A2 with WBQ

025C03B

4+ A2 with WBQ,

‘Are they doing 2

Qualification type = Welsh Baccalaureate
AND

ificati B '
S e Skills challenge = QWAD = C0007212

re they o
S

Q type=Welsh Yo
QWAD = C0007212 OPUr?E;E%ESISB Programme is
A wen 4+ AS with WBQ
N N
nt No of AZs 4/; n\\r ,/‘7“‘ l: =y dnm:'\\
S  the number af, 7 wakh tace and
are I‘r”rﬂrf\\)\ B < s> /\_"“_"\ SkillsChallenge .~
Count No of GCSEs o 2 \ertificae?,

Programme i

Prog
0023C03B | 0024C03B

| 342 with WBQ

Programme is

0025C03B

vEQ

2 2 with WBQ 2+ A2 with

"\ Skills Challenge .~

\ Certificate? .~

Qualification type = GCE AS level '\\AS')”? b

Qualification typé'w Welsh Baccalaureate
AND QWAD = C0007212

[ Programme is |

" 0013A03B |

3as

0022A038 | 0023A03B 0024A038
o 242 32
AR ,f’r:mn, b,
A the numberab., " Welsh Bace and ™

T L 0

5
5—M->-x/\~'w. they doing 4 of >

Programme it

N

Programme is
0013C03B

2 S with WBQ

Programme is

0014C03B |

Programme is
0015C038

3 A with WBQ 4+ AS with WBQ
L
N

~.
~_more ASs
e
Yes
Programme is

0014A03B
4+ AS

Qualification type = GCSE (9-1)
o General Certificate of
Secondary Education

Programme is

0003A02B

3 6CSE

Programme is

0004A02B

Programme is
0005A02B

4GCSE 5+ GCSE

Managing Courses | 99



06| Appendix

100 | Managing Courses



Index
A
adding @ COUISE ..vivviiiiiiiiiii i e 48
B
Basic panel
course details ......ovvvviiiiiiiiiiii 29
BTEC
short course levels..........ccveeeviniiinnne. 91
bulk update of course end dates
routine
running
remove August end dates ............... 84
using completion tolerance to reset
status..cooiiiii 85
C
census check list.......coooveiiiiiiiiiiinin, 83
changing
Course Manager settings ........ccoooiueee. 9
check list
(011 2 =] £ 83
checking

exam result outcome
running the Reconcile with Exam

Entries report .....ccoovviiiiiiiiiinnnns 79

Classes panel

course details .....cvvviiiiiiiiiiii 37
Classification panel

course details .....cooviviiiiiiiiii 33
collecting

post 16 learning aims.........c.ccoeeveinennn. 2
course details

Basic panel.....ccooiiiiiiiiiiiiiiie 29

Classes panel......cccocviviiiiiiiin i 37

Classification panel ............coooeiiinnt. 33

Duration and Tolerance panel............. 27

Examination panel...........ooooiiiin. 31

Memberships and Results panel.......... 38

Supervisors panel........ccoevviiiiiennae, 35

I| Index

course end dates
running bulk update routine

remove August end dates................ 84
using completion tolerance to reset
status. .o 85
Course Manager
Setting Up..vvviiiii i e 9

updating QANs and discount codes...... 18
courses

Maintaining .....ccovvviiiiii 25
D
dealing with exceptions ..............ccoeeeiee. 46
deletinga course........cooviiiiiiiiiiiienins 47
deleting an exception..........c.coovininnnnn. 47
discount codes

updating for Course Manager.............. 18
Duration and Tolerance panel

course details......coveviiiiiiiiiiii 27
E
exam result outcome

checking

running the Reconcile with Exam
Results report......cccovviiiiiiiinnnnn, 78

Examination panel

course details......ccoeviiiiiiiiiinii 31
|
impacts on other areas of SIMS............... 5
importing

qualification data...........ccoeiiinn, 13
L
learning aims

collecting for post 16.......ccovevviiiinnnnnnn. 2
leaving a class and not resuming ........... 56
leaving a class and then resuming ......... 55
leaving a course before the planned

enddate.....ccvviiii 56
leaving the school before the planned

end date of the course.........cvevvinnnnne. 56
VIS i 87

Managing Courses | 101



I| Index

BTEC short course ........vvvvvvviiiiiiiinnnns
list Of leVelS.covviiii e

M
maintaining
COUMSES 1 utiutiie it iteineiteiteateaneanensennanes
Basicpanel ......ccooviiiiiiiiii
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