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Introduction

The SIMS Home Page provides an overview of the key and relevant content
stored in SIMS relating to the currently logged in SIMS user. The information
available to display includes events from the School Diary, reminders and
messages. It is also possible to display attendance, assessment and
pupil/student conduct summaries, tailored to the lessons for which you are the
main class teacher.

The SIMS Home Page is displayed automatically each time you log into SIMS.
If you close the screen, it can be re-opened by selecting Focus | Home Page.

When you first log into SIMS, a default set of panels will be displayed on your
SIMS Home Page. The panels displayed are determined by your System
Manager/Administrator and by the default Home Page group(s) to which you
have assigned. However, many of the panels on the SIMS Home Page can be
configured to display information relevant to you and your role. The display
order of the panels can be changed and the text on each panel can be also be
amended to reflect your requirements.

When SIMS is upgraded, all of your personalised settings are retained. Any

changes you make to the layout and display of the SIMS Home Page affect
the display of your Home Page only; these changes are not reflected on the
Home Page of other SIMS users.

What's New in this Release?

The following change has been made in this release.

Redesign of the SIMS Home Page
A wide range of changes have made to the SIMS Home Page in this release.

Where the previous versions of the Home Page named the individual items
displayed as 'panels', the new version names them 'widgets'. The user
documentation has been updated in line with this change.

The vast majority of the functionality has been retained and new functionality
has been added. On upgrade to this release, your existing Home Page settings
are retained, as have your permissions.
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01] Introduction

The way that SIMS places widgets on the Home Page has been changed to
make the most use of 'white space' on-screen, making the screen scalable.
Where the original Home Page allowed a rigid two columns and a defined
number of rows, the new release employs an intelligent, automatic placement
of widgets; they are now placed in the next available space to the right of an
existing widget.

The My Classes Today panel has been renamed the My Timeline widget. Its
layout has been enhanced, to provide you with a mechanism that makes it
easier to view your events over the course of a day, week, month, etc.

The following widgets can now be placed on the SIMS Home Page, many of
which enable you to fine-tune their content to suit your requirements:

= My Timeline

= School Bulletin

= School Diary

= My Reminders

= Favourites

= My Messages

= Assessment Summary

=  Conduct Summary

= Attendance Summary

= My Scheduled Reports

= Missing Registers Notification
= Scheduled Detention Sessions

Permissions

®

All SIMS users can access and view the SIMS Home Page. However, the
functionality available to individual users depends on their permissions. Where
applicable, any specific permissions required to access functionality on the
SIMS Home Page are documented in this guide.

Please see your System Administrator/Manager if you are not sure whether
you have the required permissions.

Additional Resources:

Managing SIMS Users, Groups and Databases handbook

For a list of the permissions available for each release, please refer to the
appropriate permissions spreadsheet, which can be found on our SupportNet
website (http://support.capitaes.co.uk/) by entering PERMLIST in the Site
Search field on the SupportNet Home page then clicking the Go button.

2 | Configuring and Using the SIMS Home Page
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Where to Find More Information

A wide range of documentation is available from within SIMS via the
Documentation Centre and can be accessed by clicking the
Documentation button on the SIMS Home Page. The range of
documentation includes handbooks, tutorials, mini guides and quick reference
sheets. Once open, click the appropriate button (e.g. Handbooks) then
navigate to the applicable option.

References to any other documents mentioned in this handbook can be
accessed from the Documentation Centre unless otherwise specified.

Online help can be accessed by pressing F1 or clicking the applicable Help
button.
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Viewing the My Timeline Panel

Your timetable is displayed in the My Timeline widget on the SIMS Home
Page.

Mon, 04 Mar 2... Tue, 05Mar 2... Wed, 06 Mar ... Thu, 07 Mar 2... Fri, 08 Mar 2013 =
0800
30
0900 08:53-09:15 08:53 09:00- 08:53-09:15 08:53-09:15 08:53 09:00-
— | 09:15-10:15 09:15 09:15-10:15 09:15-10:15 09:15
30 | Mon:l 11yfSc2 || -10:1 Wed:1 10y/5c2 || Thu:l 12A/Bi1 -10:1
1000 Sdence Lab 1 5 Science Lab 1 Sdence Lab 1 5Fri:1
AL josanas | 10051115 || 10:45-11:15
- Tue:2 9yfscl Wed:2 10y/5c2 || Thu:2 12A/Bi1
1 100
30 11:35-12:35 11:35-12:35 11:35-12:35 11:35-12:35 I
o0 Tue:3 11y/5c2 || Wed:3 7D/Sc Thu:3 9y/Scl Fri:3 7D/5c
12_ Sdence Lab 1 Science Lab 1 Sdence Lab 1 Sdence Lab 1
30| 12:35-13:35 12:35-13:35 12:35-13:35 12:35-13:35 12:35-13:35
00 Mon:4 Tue:4 10y/Sa2 | Wed:4 7D/Sc Thu:4 11y/Sa2 || Fri:4 10y/Sa2
13_ 13CHil{Cover) | Scence Lab 1 Science Lab 1 Science Lab 1 Science Lab 1
30
14 | 14:08-14:30 Pm || 14:08-14:30PM || 14:08-14:30 PV || 14:08-14:30PM || 14:08-14:30PM | =
¥ | 1430-15:30 oI 14301530 | 14:30-15:30
1500 Mon:5 124/Bil =1 Thu:5 8FjPs Fri:5 11y/Sa2
30
1600 15:00-16:30 16:00-17:30
— SMT Meeting
30
1 700
30
1 800
30
1 900 -
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02] Using the SIMS Home Page

By default, your timetable is displayed for the current working week. Today's
date is indicated on the timeline by a yellow highlight on the date in the
heading row. In the previous graphic, today's date is Monday 4 March 2013.
The scope of the view is displayed in the panel header. In the previous graphic,
the timetable for the period Monday 4 March 2013 to Friday 8 March 2013 is
displayed.

NOTE: The current time can be deduced by viewing the intersection of the
highlighted date in the column header and the highlighted time bar displayed
in the row header. In the previous example, it is approximately 08:30.

The items that can be displayed on your timeline are defined by the timeline
configuration process (please see Home Page Timeline Configuration on page
70). By default, the following items are displayed on your timeline:

= School events (cream background. In the previous graphic, an SMT
meeting is scheduled for 16:00 on Thursday 7 March)

= Timetabled lessons (dark blue background. In the previous graphic, all
timetabled lessons are displayed in dark blue)

= Cover assignments (yellow background. In the previous graphic, there is a
cover assignment scheduled for 12:35 on Monday 4 March)

= Detentions (red background. In the previous graphic, a detention session
is scheduled for 15:30 on Tuesday 5 March)

=  NCC periods (turquoise background)
= Cover rota periods (green background)

= PPA periods (light blue background. In the previous graphic, a PPA period
is scheduled for 10:15 on Monday 4 March).

The range of options available on the Timeline widget are discussed in the
following sections.

<~ More Information:

1/ Changing the Displayed Date of the Timeline on page 6
Changing the Interval of the Timeline Widget on page 8
Changing the My Timeline View on page 7
Printing the Content of the Timeline Widget on page 9

Changing the Displayed Date of the Timeline

By default, your timetable is displayed for the current working week. This can
be changed using right-click functionality in the date bar at the top of the My
Timeline widget. This can be used in conjunction with the View options
(please see Changing the My Timeline View on page 7) to present the required
display.

Right-click a date in the heading row at the top of the Timeline widget to
display a pop-up menu.

| Mon, 21Jan 2... | Tue, 22 Jan 2... Wed, 23Jan 2... Thu, 24Jan 2... | Fri, 25 Jan 2013 |
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02] Using the SIMS Home Page

= To go to a specific date, select Go to Date to display the Go To Date

dialog.
[I3 Go To Date @
Date: Eo1/2013 - oK

Show In: |Work Week Calendar | - | Cancel

= Enter the required Date or select a date from the drop-down list.

= Select the required timeline view from the Show In drop-down list.
The options are Day Calendar, Work Week Calendar, Week
Calendar, Month Calendar.

= Click the OK button to return to the My Timeline widget.
= To revert to today's date, select Go to Today.

NOTES: The date selected will show the My Timeline for that date in the
selected view (please see Changing the My Timeline View on page 7).

The display settings are reset the next time you open the SIMS Home Page.

Changing the My Timeline View

The display can be amended to show your timetable in one of the following
formats:

Day View Displays your timetable for today only.

Work Week View Displays your timetable for the current working
week. This is the default view.

Week View Displays only events for which you are
timetabled for the whole week (including
weekends).

Month View Displays only events for which you are
timetabled for the whole month (including
weekends).

Right-click a date in the column heading at the top of the My Timeline widget
to display a pop-up menu. Alternatively, right-click a time in the row headings
to access the same functionality.

[Mon, 213an2... Tue, 22Jan2.. Wed, 23Jan2.. Thu, 24Jan2.. Fri, 25Jan 2013 |
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02] Using the SIMS Home Page

Select Change View To then one of the following options to achieve the
required view:

= Day View

=  Work Week View (default)
= Week View

=  Month View.

NOTES: The view selected will show the My Timeline widget for the selected
timeframe (please see Changing the Displayed Date of the Timeline on page
6).

The display settings are reset the next time you open the SIMS Home Page.

Changing the Interval of the Timeline Widget

The time interval can be amended to show the content of the My Timeline
widget in greater detail.

Right-click a date in the row heading on the My Timeline widget to display a
pop-up menu.

09w
30
1Quo
30

11

30

12

30

13
30
140
30
1 50'3

30

The previous graphic shows a 30 minute time interval.

Select one of the following options to achieve the required view:
= 60 Minutes

= 30 Minutes

. 15 Minutes

= 10 Minutes

= 6 Minutes

= 5 Minutes

NOTES: The current selection is indicated by a tick in the pop-up menu.

The more regular the interval, the more detailed the view on the My
Timeline widget.

The display settings are reset the next time you open the SIMS Home Page.
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02] Using the SIMS Home Page

Printing the Content of the Timeline Widget
The content of the My Timeline widget can be printed.

The printed output produces the view of the My Timeline widget displayed
on-screen at the time of printing. Therefore, you must prepare the My
Timeline widget (i.e. select the required timeframe, the view and the
interval) prior to printing.

1. Click the Options button then select Print from the pop-up menu to display
the Preview page.

Options button

Green Abbey School

04 March -

March 2013 April 2013
M TW T F 5 5 M TW T F 5 5
12 3 12 3 45 68 7

4 5 6 7 8 910
1112 13 14 15 16 17
18 19 20 21 22 23 24

8 910 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28

25 26 27 28 29 30 31 2% 30

08 March 2013

04 March | 05 March | 06 March | 07 March | 08 March
08:53-09:15 AM 11D 08:53-0 08:53-09:15 AM 11D 08:53-09:15 AM 11D 08:53-0
09m 09:00-09: 09:00-09:
09:15-10:15Mon:1 09:15- 09:15-10:15 Wed:1 09:15-10:15 Thu:l 09:15-
11y/5c2 Sciencelab 1 10:15 10y/5c2 Science Lab 12A/Bil Science Lab 1 10:15
a8 Tue:l 1 AR Fri:l
100 9y/5cl a8 124(Bit

10:15-11:15 Thu:2
124Bil Science Lab 1
an

10:15-11:15 Wed:2
10y/5c2 Science Lab
1

10:15-11:15 Mon:2 10:15-11:15 Tue:2
PPA 9y/5cl Sciencelab 1
an

-
11w | | |

11:35-12:35 Tue:3
11y/5c2 Science Lab 1
a4

11:35-12:35 Wed:3
7D/5c Sciencelab 1
4

11:35-12:35 Thu:3
9y/5c1 ScienceLab 1
A

11:35-12:35Fn:3
7D/5c ScienceLab 1
a8

120

12:35-13:35 Thu:4
11y/Sa2 Science Lab

12:35-13:35 Wed:4
7D/fSc Sciencelab 1

12:35-13:35 Mon:4
13C/Hil{Cover)

12:35-13:35 Tue:4
10y/Sa2 SciencelLab 1

12:35-13:35Fri:4
10y/Sa2 Science Lab

1300 Humanities Room 5 aa an 1 1
ap ) A
1400 14:08-14:30 PM 11D ‘ |14:E|S—14:3E| PM 11D | 14:08-14:30 PM 11D 14:08-14:30 PM 11D 14:08-14:30 PM 11D
14:30-15:30 Mon:5 14:30-15:30 Wed:5 14:30-15:30 Thu:s =
e X 14:30-15:30 Fri:5
124/Bi1 Science Lab 1 PPA 8F/Ps Science Lab 1 11y/sa2 Sclence Lab
a8 A
1500 1
15:30-16:30 SLT ‘
Detention (5)H1
16m 23 | | 16:00-16:30 Departm | 16:00-17:30 SMT
Meeting
17w
Abell Anita 11 04/03/2013 9:12:24

The preview displays your school nhame and the timeframe of the timeline,
together with minimised calendars for the current and following month. On the
minimised calendars, the days that contain a scheduled lesson, detention
session, etc. are displayed in bold.
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2. Click the Print button to print your timetable.
<~ More Information:
1/ Changing the Displayed Date of the Timeline on page 6
‘ Changing the My Timeline View on page 7
Changing the Interval of the Timeline Widget on page 8

Viewing the School Diary

The School Diary is used to record and display any school events that occur
during the course of the academic year. These might include school trips,
training days, staff meetings, parent consultation evenings, etc.

Click the Options button in the My Timeline panel then select School Diary
from the pop-up menu to display the School Diary page.

)| Options button

Monday Tuesday Wednesday Thsday  Faday Sturday Sunday

5
09:00 0930 KS3 Veekly Assembly - | 16:00 16:30 Department Mestings 1600 17:30 SMT Mesting 0300 09:20 KS4 Weekiy Assembly

1 1 2
0300 0930 KS3 Weekly Assembly —. | 16:30 16:30 Department Mestings 1600 17:30 ST Meeting Spring Term Esster Holiday

NOTE: The School Diary can also be accessed via the School Diary widget
and via Focus | School | School Diary.

<> More Information:
1/ Viewing the School Diary on page 17

Viewing My Groups

Any groups for which you are the supervisor can be viewed from the My
Timeline widget.

1. Click the Options button in the My Timeline panel then select My Groups
from the pop-up menu to display the Groups for page.

rﬂ Options button
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Effective Date
Effective Date 10/03/2013 |(2] (%= Refresh]

1 Groups
Type Description Role
Class 10y/5a2 Main Class Teacher
Class 10y/Sc2 Main Class Teacher
Class 11y/Sa2 Main Class Teacher
Class 1y/5c2 Main Class Teacher
Class 12A4/Bi1 Main Class Teacher
Class 7D/5¢c Main Class Teacher
Class 8F/Ps Main Class Teacher
Class Gy/Scl Main Class Teacher
Registration Group 110D Registration Tutor

The Effective Date defaults to today's date but can be changed by entering
the required date or clicking the Calendar button then selecting a date. If you
change the date, you must click the Refresh button to update the list of
Groups.

In the Groups panel, all the groups of which you are a member (on the
effective date) are displayed, together with the group Description and the
staff member's Role in the groups.

This information can be viewed in a variety of display orders. Right-click
anywhere in the dialog then select Type, Description or Role from the
pop-up menu to display the content in the selected order.

1 Groups
= 0pen

Type Description Role

Type: Class
Class 10y/Sa2 Main Class Teacher
Class 10y/Sc2 Main Class Teacher
Class 11y/5a2 Main Class Teacher
Class 11y/Sc2 Main Class Teacher
Class 12A/Bi1 Main Class Teacher
Class 7D/5c Main Class Teacher
Class 8F/Ps Main Class Teacher
Class Sy/Scl Main Class Teacher

Type: Registration Group
Registration Group 11D Registration Tutor

Revert to the original display by right-clicking anywhere in the dialog then
selecting Hide Groups from the pop-up menu.

Either double-click the group that you wish to view in more detail or highlight
it then click the Open button.

The Basic panel displays the Group Name, Group Type and Supervisor. If
you have the appropriate permissions, you can click the Supervisor hyperlink
to display their full employee record on the Employee Details page.

The Members panel displays all the group members, together with the
number of members (Count).

This information can be viewed in a variety of display orders, as described in
Step 2.

Configuring and Using the SIMS Home Page | 11
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4. To drill down to the pupil/student record, double-click the required
pupil/student or highlight them then click the Open button to display the
Student History page.

5. Click the Print button to print a copy of the list of groups.

Configuring the My Timeline Widget

Additional configuration options are available for this panel, enabling you to
define precisely how it is presented on-screen.

Click the Options button in the My Timeline panel then select Configure
from the pop-up menu to display the Timeline Configuration dialog (please
see Configuring the My Timeline Panel on page 74).

m Options button

Refreshing the Content of the My Timeline Widget

Many of the widgets on the SIMS Home Page can be configured to refresh the
data after a specified amount of time. However it is possible to refresh the My
Timeline widget manually.

Click the Refresh button in the My Timeline widget to refresh its content.

Refresh button

< More Information:
1/ Configuring the My Timeline Panel on page 74

Taking the Register

Right-click the required class or registration group in the My Timeline widget
then select Take Register from the pop-up menu to display the Take
Register page for the selected class, enabling the register to be taken. For
Attendance users, this displays AM or PM attendance registers. For Lesson
Monitor users, this displays the applicable register.

) Take Register Markshest 5 My List Entry
Take Register 10y/Sc2 Mrs_ A Abell 060032013

5 Undo (24 Print &) Refresh &% Codes 4 Extra Name @ Class Photo  Minutes Lste [5] Comments 48] Links ~
Current View History @ Today ()Fure  Present0

Name Reg |AM Wed1 Wed2 Wed:3 Wed4 PM Wed5

Deveraux. Brandon w s [ =] - o I R
Douglas, James W | s | - - | -
Duke, Inman 00 | - V-
Fagan, Emily T0E | ¢ = ] -
Fisher, Craig W0F | / - | -
Flack, Sara-Mae 10F | M M M M M M M
Foster, Adsm 10 |/ - N
Inglis, Luke W0F |/ \
Isherwood, Lol 0F |/ v
Joseph, David 10D | 7 \
Kennet, Ashley T0E |/ \
Kusserow, Josh T0E | / v
Mahler, Maximillian 10E | 7 A\
Mamprin, Mo 10E | 7 \
Manning. Joyce 100 | - v
Nixon, Poppy 0D | / \
Oakley. Wendy T0E |/ \
Oglander. Ralph 100 | - v
Rainbird, Peaches 10D | 7 A
Ramsbattom, Sally T0E |/ \
Randsll, Holly 0F | ¢ \
Shi, Ameera 10E | / A
Shishoo, Hari 100 |/ \
Smith, Ricky 100 | / \
Snelling, Alisha T0E | / \
Sole, Dover 0F |/ v
Trigg, Peter 0E | / \
Tray. Derek 00|/ \
Zshoor. Dina T0E | / v
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02] Using the SIMS Home Page

9 Additional Resources:
oo

Taking a Register chapter in the Managing Pupil/Student Attendance
handbook

Taking a Register chapter in the Monitoring Session and Lesson Attendance
handbook

Generating a Student List Report

Right-click the required class or registration group in the My Timeline widget
then select Student List from the pop-up menu to display the Class page or
the Registration Group page (depending on the type of class selected),
which displays the members of the selected class.

Class 3y/Sc1 05032013
New [ Open [ Save ) Undo (2 Print
1 Details 2 Members
Effective Date
Effective Date [perarama |(B]) & Refresh)
1Details
b Stpenvisor
2 Members
Count
Admission Number Sumame Forename Year New
003763 Adams Melane 9 Open
003768 Aineon Brdget 9 —
003771 Bamard Anchew 9
003780 Butterield Lam 9
003781 Chalke Sarzh 9
003884 Cosk Greg 9
003738 Evans Kathleen 9
003799 Evans Rhys 9
003893 Fung Ruth 9
003806 Gould Nicola 9
003810 Hardems Christopher 9
003812 Heffeman Luke 9
003818 Hume Edmund 9
003815 Jarah Sayd 5
103821 Jmenez Miguel 5
003824 lincoln Philp 5
003825 Uewelyn Robin 5
003908 MeDenald Cameron 9
003842 Pikington Sandy 9
003845 Renshaw Simon 9
003846 Rnodes Dariel 9
003849 Richardson Keth 9
003854 Roulston Haydn 9
003359 Scott Michael 9
003864 Stanley Eric 9
003869 Tankink Bram 9
003870 Temry Laura 9
003871 Thomas Rhys 9
003877 Williams Anna-lucia 9
003522 Wilson Anne 9

From here it is possible to display a pupil/student’s details (by highlighting
their name then clicking the Open button) and to print the class list (by
clicking the Print button).

Viewing Marksheets

Right-clicking the required class in the My Timeline widget then select
Marksheets from the pop-up menu to display the Find Marksheet browser,
which displays all the marksheets for which you have permission to view.
Double-click the required marksheet to display it on the My Marksheet Entry

page.

Additional Resources:

4

Entering and Reviewing Data using Marksheets chapter of the Administering
Assessment handbook
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Profile List Entry

e

Right-click the required class in the My Timeline panel then select Profile
List Entry to display the List Entry browser. This enables teachers to work
on groups for whom they are responsible and select comments for each
pupil/student.

Additional Resources:

Selecting Comments using List Entry in the Selecting Comments chapter of
the Managing Pupil/Student Profiles handbook

Viewing Class Photographs

Right-click the required class or registration group in the My Timeline widget
then select Class Photographs from the pop-up menu to display the Class
Photo dialog. This option is particularly useful for supply staff or new
teachers, because it displays photographs of all the pupil/students in the
selected class (if pupil/student photographs are recorded in SIMS).

3 Class Photo - 11y/Sc2 == ==
:

. L : ) =
Arnold, Lisa Bell. Leonie Ehelt, Leah

g
N

Appleby, Harbinder

Collier, Richard Dialton, Nina Delaney, \Wayne

Bushby, Paul Butler, Migel

Click for photoaraphers Pt || oK

The Click for photographers hyperlink opens a web page on the Capita SIMS

website
(http://www.capita-sims.co.uk/our-partners/accredited-school-photographer
s), which contains information about accredited school photographers.

Click the Print button to print the photographs or the OK button to return to
the SIMS Home Page.
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Generating a Class List Report

Right-click the required class or registration group in the My Timeline widget
then select Class List Report from the pop-up menu to display the Class List
Report page or the Registration Group List page (depending on the type of
class selected), which displays the members of the selected class. A range of
additional functionality is available.

Class List Report : 10y/Sc2 as of 05/03/2013 (Membership Date 0603/2013)

B save lerowse [ESot i=List + @ Setings Move First *Previous = Next | MoveLast [§]Photo (S Print Opfions <8 Export

A Al - ot | $3Fued Colmns | 3[3] T RowDiider| 15| FF test TT Remova | B Rename JE AutoSizs i Remove | (5 Guick Print
Font Report Layout Column Mesting Column Options Print

Full Name nder Date of Birth |Year Group Reg Group

Deveraux, Brandon Male 01/06/1998  |Year 10 10D

Douglas, James Male 18/05/1998 Year 10 10F

Duke, Inman Male 19/12/1987 Year 10 10D

Fagan, Emily Femnale 28/05(1998  |Year 10 10E

Fisher, Craig Male 10/02/1998 'Year 10 10F

Flack, Sara-Mae Female 03/11/1987 Year 10 10F

Foster, Adam Male 27/05/1998 Year 10 10D

Inglis, Luke Male 25/12/11997 'Year 10 10F

Isherwood, Lolli Female |09/01/1988  |Year 10 10F

Joseph, David Male 06/12/1997 Year 10 10D

Kennett, Ashley Male 01/08/1998 'Year 10 10E

Kusserow, Josh Male 01/07/1998  |Year 10 10E

Maher, Max Male 21/06/1998  |Year 10 10E

Mamprin, Mo Male 01/10/1997 'Year 10 10E

Manning, Joyce Female |13/08/1998 Year 10 10D

Nixon, Poppy Femnale 28/11/1997 Year 10 10D

Qakley, Wendy Femnale 17/02(1998  |Year 10 10E

Oglander, Ralph Male 24/12/1997 Year 10 10D

Rainbird, Peaches Fernale |19/06/1998  |Year 10 10D

Ramsbottom, Sally Fernale |03/02/1998  |Year 10 10E

Randall, Holly Female |16/10/1997 Year 10 10F

Shi, Ameera Fernale |07/07/1988  |Year 10 10E

Shishoo, Hari Male 1201211997 |Year 10 10D

Smith, Ricky Male 20/10/1997 Year 10 10D

Snelling, Alisha Female 09/12/1987 Year 10 10E

Sole, Dover Male 0171211997 |Year 10 10F

Trigg, Peter Male 23/07/1998 Year 10 10E

Troy, Derek Male 11/02/1988 Year 10 10D

Zahoor, Dina Female |14/02/1998  |Year 10 10E

9 Additional Resources:
ap]

Running the Class List Report in the Producing Student List Reports chapter
of the Producing Student List, Student Analysis and Timetable Reports
handbook

Viewing Event Details

Right-click the required class or registration group in the My Timeline widget
then select Show Event from the pop-up menu to display the School Event
dialog, which displays details of the recorded event. The information is
displayed in read-only format.

School Event @

Description [SMT Meeting -
Category  [Meeting Categories. .
Start time 16:00 Al day event [
End time 17:30 Recurrence. ..
Private

Click the Cancel button to return to the SIMS Home Page.
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Viewing Detention Details

Right-click the required class or registration group in the My Timeline widget
then select Show Detention from the pop-up menu to display the Detention
Details page, which displays the date and time of the detention session, the
pupil/students who are scheduled to attend, any linked activities, etc.

Additional Resources:

i Recording Detentions chapter of the Managing Pupil/Students handbook

Viewing the School Bulletins Panel

School bulletins can be published by users with School Administrator or
Administrative Assistant permissions. Once published, they can be opened
and viewed by all SIMS users (please see Adding a School Bulletin on page
17).

Any published bulletins are displayed in the School Bulletins widget on the
SIMS Home Page.

NOTE: If the number of published bulletins exceeds the number that can be
displayed in the School Bulletins widget, the More hyperlink enables
access to the additional bulletins in full screen mode.

To access a bulletin from the minimised School Bulletins widget, click the
name of the bulletin to display the Edit School Bulletin dialog. To access a
bulletin from the maximised view of the School Bulletins widget, highlight
the required bulletin then click the Open button to display the same dialog.

£ Edit School Bulletin [~ )=

Basic Details

Title |CPD programme for the spring 2013 tem |

Bulletin Date [26/10/72012 (=
Attachments

AMtachment  Summary Type Chwner |:| New

@ Training Data Supporting Info...  School Bulletin Blacker Adrian Open
S’@ Delete
4 m 3
oKk | [ Cancel

The Title of the bulletin and the Bulletin Date are displayed in the Basic
Details panel.

Any Attachments to the bulletin are displayed in the bottom panel.

For full instruction on adding, opening, viewing and deleting attachments,
please refer to Attaching a New Note/Document in the Using the Pupil/Student
Links Panel chapter of the Managing Pupil/Students handbook.
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Adding a School Bulletin

This section is applicable only to users with School Administrator and
Administration Assistant permissions.

If your school produces a weekly bulletin of forthcoming events, reminders to
staff, etc. it can be posted to the School Bulletins widget on the Home Page
of all SIMS users. This is a convenient method of providing information to all
your staff.

1. Click the Options button then select Add new from the pop-up menu to
display the School Event dialog.

Options button

2. Enterthe Title of the bulletin and a Bulletin Date in the Basic Details panel.

For full instruction on adding, opening, viewing and deleting attachments,
please refer to Attaching a New Note/Document in the Using the Pupil/Student
Links Panel chapter of the Managing Pupil/Students handbook.

Removing a School Bulletin

This section is applicable only to users with School Administrator and
Administration Assistant permissions.

School bulletins can be removed from the SIMS Home Page if they are no
longer relevant or have been added in error.

NOTE: If a bulletin is removed, any associated documents remain on the
Document Management Server.

1. Maximise the School Bulletins widget to full screen mode.
Highlight the bulletin you wish to delete then click the Delete button.
3. Restore the panel to minimised view and return to the SIMS Home Page.

Viewing the School Diary

The School Diary is used to record and display any school events that occur
during the course of the academic year. These might include school trips,
training days, staff meetings, parent consultation evenings, etc.

Any school events are displayed in the School Diary widget on the SIMS
Home Page.

NOTES: The School Diary can also be accessed via the Options button in the
My Timeline widget and via Focus | School | School Diary.

If the number of school events exceeds the number that can be displayed in
the School Diary widget, the More hyperlink enables access to the
additional events in full screen mode.
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1. To access a school event from the minimised School Diary widget, click the
name of the event to display the Event Details dialog. To access an event
from the maximised view of the School Diary widget, highlight the required
event then click the Open button to display the same dialog.

8 Event Details EI@
Event
Type |Sch00| Event |
Name |Mee‘ting |
Start Time |DE,-’D3,-’2D1 3 16:00 | End Time 06/03/2013 16:30
Motes Department Meetings

The event details are displayed in read-only format.
2. Click the Close button to return to the SIMS Home Page.

Adding a School Diary Event

1. Click the Options button then select Add new from the pop-up menu to
display the School Event dialog.

Options button

School Event @
Description
Category hd Categories. ..

Starttime |06/03/2013 B | 0830 ¥ Allday event [J
Endtime |06/03/2013 Ed | 0900 hd Recurrence...

Private O

[ ok ][ cancel |

2. Enter a Description for the event. This text is displayed in the School Diary.
3. Select an appropriate event Category from the drop-down list.

NOTE: New categories can be created, if required.

4. If the event is scheduled to last for an entire day, select the All day event
check box. This disables the time drop-down lists.

5. Specify the Start time for the event by entering the required date (this
defaults to today's date) or click the Calendar button then select the required
date. Select the required time from the drop-down list. The time element is not
available for an all day event.
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6. Specify the End time for the event by entering the required date (this defaults
to today's date) or click the Calendar button then select the required date.
Select the required time from the drop-down list. The time element is not
available for an all day event.

Recurring events can be set up by clicking the Recurrence button to display
the Event Recurrence dialog. For more information, please refer to the
Setting Up the School Diary chapter of the Setting Up and Administering SIMS
handbook

7. Select the Private check box if the event is of a personal nature. This prevents
other users from seeing the details of the event. The Private check box should
not be used for normal school events. Any events that you mark as Private
are only visible from your personal Home Page. Personal appointments and
days off can be added to your individual School Diary view as reminders, etc.

8. Click the OK button to save the event.

NOTE: Once a school event has been added, it can be deleted only when the
school diary is accessed via Focus | School | School Diary.

9 Additional Resources:
=p]

Setting Up the School Diary chapter of the Setting Up and Administering
SIMS handbook

Printing the School Diary
The content of the School Diary widget can be printed.

The printed output produces the view of the School Diary widget displayed
on-screen at the time of printing. Therefore, you should refresh the content of
the School Diary widget prior to printing (please see Refreshing the Content
of the School Diary Widget on page 20).

1. Click the Options button then select Print from the pop-up menu to display
the diary in your web browser.

@ Options button

School Diary

Date Description Category
05/03/2013 09:00 - 09:30 |[KS3 Weekly Assembly - Sports Hall |[Assembly
06/03/2013 16:00 - 16:30 |Department Meetings Meeting
07/03/2013 16:00 - 17:30 |SMT Meeting Meeting

08/03/2013 09:00 - 09:30 KS4 Weekly Assembly - Main Hall |Assembly

2. Click the Print button to print the diary events.

Configuring and Using the SIMS Home Page | 19



02] Using the SIMS Home Page

Refreshing the Content of the School Diary Widget

Many of the widgets on the SIMS Home Page can be configured to refresh the
data after a specified amount of time. However it is possible to refresh the
School Diary widget manually.

Click the Refresh button in the School Diary widget to refresh its content.

Refresh button

Viewing My Reminders

SIMS can be configured to generate a reminder to advise users of forthcoming
deadlines, e.g. free school meal eligibility, medical events, SEN reviews, etc.

Each SIMS user can specify the reminders they want to set and the number of
days prior to the event occurring that the reminder should be generated and
sent to the applicable member(s) of staff. The reminders are displayed in the
My Reminders widget on the SIMS Home Page. The date the reminder was
Sent, the Subject line and the Read status is displayed. In the following
example, a SEN review reminder has been sent.

H

Read Sent Subject
= 05/03/2013 08:39 SEN Review Due

NOTE: If the number of reminders exceeds the number that can be displayed
in the My Reminders widget, the More hyperlink enables access to the
additional reminders in full screen mode.

A maximum of 50 reminders can be displayed on your Home Page. Once this
limit has been reached, you are prompted to delete existing reminders.
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To view a reminder from the minimised My Reminders widget, click it to
display the Read Reminder dialog. To access a bulletin from the maximised
view of the My Reminders widget, highlight the required reminder then click
the Open button to display the same dialog.

m Read Reminder

Reminder Details
Event Name

Annual
Annual

Annual

Forename
Anna
Grenetta

Carina

e & s
Surname End Date
Clayton 05/03/2013
Abbey 05/03/2013
Ahmad 08/03/2013
Print | | Delete | | Close

When used in conjunction with the Subject of the reminder displayed in the
My Reminders panel, the Event Name informs you of the purpose of the

reminder.

Double-click a summary line in the dialog to navigate to the area in SIMS and
view the full record. In the case of the SEN review reminder used in this
example, the Student SEN details page is displayed.

Close the detail page to return to the SIMS Home Page.
With the Read Reminder dialog open, you can Print or Delete the reminder.
Click the Close button to retain the reminder and to return to the SIMS Home

Page.
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Viewing My Favourites

To facilitate navigation in SIMS to areas that you visit most frequently, SIMS
monitors and records the most commonly accessed functional areas and
provides them as shortcuts via the Favourites widget.

Marksheet Entry
Template

Student Teacher View
Student Details

Import From Spreadshest

Pagels): [1]2 3 4

Menus | Reports I Students I Marksheets|

The following categories of functionality in SIMS can be added as shortcuts
automatically via the Favourites widget:

Menus (added to the Menus tab automatically when you open a menu
route in SIMS)

Reports (added to the Reports tab automatically when you drag a SIMS
pre-defined report to the Favourites folder via Reports | Run Report)

Students (added to the Students tab automatically when you open a
pupil/student's details via Focus | Pupil (or Student) | Pupil (or
Student) Details then click the Favourites button)

Marksheets (added to the Marksheets tab automatically when you open
a marksheet via Focus | Assessment | Marksheet Entry then click the
Favourites button).

Each of the tabs located at the bottom of the Favourites widget can display a
maximum of five hyperlinks to functional areas in SIMS. Each tab can contain
up to four pages, meaning that a maximum of 20 hyperlinks for each category
can be stored. To view additional pages, click the appropriate Page(s) link. In
the previous example, the Menus tab displays five hyperlinks on page 1 and
provides four pages of links.

1. To open a shortcut, select the required tab (e.g. Menus) and click the required
page (using the Page(s) links).

2. Either click the required shortcut or right-click it then select Open "<shortcut
name=>" to display the functional area.

The history of your navigation in SIMS can be removed by right-clicking any
shortcut then selecting Reset Counters from the pop-up menu.
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Viewing My Messages

All messages that you have received are displayed in the My Messages
widget on the SIMS Home Page. This includes system messages if a message
that you have sent to another SIMS user cannot be delivered. The default
refresh rate can be defined as part of the widget configuration process (please
see Configuring the My Messages Panel on page 77).

By default, messages sent to you with a high priority setting are displayed in a
pop-up window at the bottom right-hand corner of the screen, regardless of
your location in SIMS.

2

You have received a new message

In addition, an alarm is played by default when a high priority message is
received.

1. Click a message in the My Messages widget to display its details in the Read
Message dialog.

Print or Delete the message, if required.

3. Click the Close button to retain the message and to return to the SIMS Home
Page.

<~ More Information:
1/ Sending General Messages on page 23
Viewing Sent Messages on page 26
Deleting Sent Messages on page 27
Responding to Messages on page 28
Adjusting the Message Options for High Priority Messages on page 30

Sending General Messages

Messages can be sent to one or more SIMS users, perhaps to inform them of
a forthcoming event.

The type of message sent depends on the subject matter. For example, to
send a message about a particular pupil/student, you can send a Student
General Message from the Links panel in SIMS. Another type of message
that can be sent is a General message. This type of message is not
subject-specific, and should be used if existing message types (from the Type
drop-down list in the Message panel of the Send Message dialog) are not
appropriate. For example, you might want to send a message informing all
heads of year of a forthcoming visit from a school inspector.

Once sent, the recipient can view messages in the My Messages panel of
their Home Page.

1. Select Focus | Alerts | General Messages to display the General
Message page.
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2. Click the New button to display the Send Message dialog.

Send Message
brd g

Recipient

Message

Type
Date

Subject

Message

Recipient Detail

(o] & =
Recipient Name & Add
Remove
|Gener:|| Message | Priority Medium -
[06/03/2013 13:05 |

3. Click the Add button in the Recipient panel to display the Select Recipients

browser.

[ 22 select Recipients e )
People Browse

HSearch =) Print

Title Sumame Forename Gender i

Mrs Abell Anita Female |E|

Mrs Andrews Selina Female

Mrs Asher Dawn Female

Mr Atkinson John Male

Miss Batchley Andrea Female

Mr Blacker Adrian Male

Mr Brown James Male

Mr Brown Paul Male

Miss Bumows Katie Female

Miss Burton Fiona Female 2

ad | [ ok ][ cancel

(&) Records found

177

4. Search for then highlight the required recipient (multiple recipients can be
selected by holding down the Ctrl key and clicking the required names).

5. Click the Add button to add each person (or group of people).

6. When you have added the required member(s) of staff, click the OK button.
The selected members of staff are displayed in the Recipient panel.
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NOTE: To remove a member of staff, highlight their name in the Recipient
panel then click the Remove button.

Recipient

Recipient Detail

Recipient Name

Abell, Mrs Anita
Andrews, Mrs Selina
Asher, Mrs Dawn
Atkingon, Mr John
Batchley, Miss Andrea
Blacker, Mr Adrian

Broown Mr lame:

m

& Add

=3 Remove

In the Message panel, the Type field displays General Message and cannot

be edited.

Select the Priority of the message from the drop-down list. High priority
messages are displayed in a pop-up window in the bottom right-hand corner of
the recipient’s screen, if this setting has been activated (please see Adjusting
the Message Options for High Priority Messages on page 30).

The Date field is populated from a combination of the system date and time.
The Subject field displays General by default, but can be edited if required.

In the Message field, enter the message text that you want to send to the
selected member(s) of staff.

ﬁ Send Message
Recipient
Recipient Detail

Message

Type
Date

Subject

Message

Recipient Name

Abell, Mrs Anita
Andrews, Mrs Selina
Asher, Mrs Dawn
Atkinson, Mr John
Batchley, Miss Andrea
Blacker, Mr Adrian

Browwn Mr . lame:

m

|Genercll Message | Priority Medium

[p6/03/2013 13:15 |

fo] © =)

B Add

= Remove

|Genercll

Hi all

Just to let you know, the next visit from the inspector is on 25/03/13.

When the required recipients have been selected and the Message field is
populated, the Send button becomes available. To cancel the sending of the
message, click the Close button.

Click the Send button to send the message. The message is displayed in the
My Messages panel of the intended recipient(s).
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NOTE: All sent messages are stored in the Sent Items panel of the General
Message page until they are deleted.

«> More Information:
1/ Deleting Sent Messages on page 27

Viewing Sent Messages

All sent messages are stored in the Sent Items panel of the General

Message page until they are deleted. It is possible to view and print the
details of these messages.

1. Select Focus | Alerts | General Messages to display the General
Message page.

General Message
) Refresh =) Print
Sent ltems
Recipient Subject Sent Date Priority Message Type Fead Status D New
Anita Abell; Seli... General 06/03/2013 13:16  Medium General Message Unread 92 Delete
Fiona,Burton Grenetta Abbey | Female | Year & | 8F 25/02/2013 16:55  Medium Student General Message  Unread

The Sent Items panel displays all of the messages that you have sent, which
you have elected to retain.

The Read Status column indicates if the message is currently Unread, Read
(by some, but not all of the recipients) or Read By All.
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2. Double-click a message to view its details in the Sent Message dialog.

ﬁ’ient Message EI =] @I
Sender
Name [Abel, Mrs Anita |
Date |DE,-’D3,-’2D1 31316
Recipient(s)
Recipient Name Read Status it
Blacker Mr Adrian Mo g
Brown Mr James No
Abell Mrs Anita No il
Message
oo priiy
Subject |Geneva| |
Message  [Hiall
Just to let you know, the next vis: from the inspector is on 25/03/13.
oK | [ Print

The Recipient(s) panel displays all recipients of the message. The Read
Status in this panel displays Yes if the recipient has read your message.

3. To print the message, click the Print button. Click the OK button to return to
the General Message page.

4. To print all sent messages, click the Print button on the General Message
page.

Deleting Sent Messages
Any sent messages that you no longer need can be deleted.

WARNING: Deleted sent messages are removed permanently and there is
no restore function. Any user to whom you have sent the message can still
access it via the My Messages panel on their Home Page until they elect to
delete it.

1. Select Focus | Alerts | General Messages to display the General
Message page.

2. Highlight the required message(s) then click the Delete button. Multiple
messages can be selected by holding the Ctrl key then clicking each message
you wish to delete.

3. Confirm the deletion by clicking the Yes button.
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Responding to Messages

The six most recent messages that you have received are displayed in the My
Messages widget on the SIMS Home Page.

v

Read Sent Subject
B 04/03/201315:50 Missing registers
) 25/02/2013 16:58 Genersal

NOTE: If the number of messages in your inbox exceeds the number that can
be displayed in the My Messages widget, the More hyperlink enables
access to the additional messages in full screen mode.

1. Click anywhere on the required message line to display the content of the
message in the Read Message dialog.

I Read Missage o] o E=
Sender
Name |Blacker, Mr Adrian |
Date [p5/04/2012 12:01
Recipieni(s)

Recipient Name
Konchalski ,\Mr Milan
Brown Mr James
Edwards .Miss Joan

Message
Subject |Easter Concert |
Message We still have some tickets left for the Easter Concert available for -

purchase at reception.

[ Repy | [ReplyTomn |

[ Print ] [ Delete H Close

NOTE: Print or Delete the message as required or click the Close button to
retain the message and return to the SIMS Home Page.
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To respond only to the sender of the message, click the Reply button to
display the Reply Message dialog. Alternatively, click the Reply To All
button to respond to all recipients of the original message, including the
sender.

[ — oo e
Sender
MName |Blacker. Mr Adrian |
Date [p5/04/2012 12:01
Recipient(s)
Recipient Name & Add
Blacker Mr Adrian Delete
Message
Tpe priy
Subject |RE: Easter Concert |
Message -
Mr Adrian Blacker Wrote :
We still have some tickets left for the Easter Concert available for
purchase at reception.

Click the Add button in the Recipient(s) panel to display the Select
Recipients browser.

[m Select Recipients EI@

People Browse

B8 Search = Print

Title Sumame Faorename Gender 'S
Mrs Abell Anita Female i
Mrs Andrews Selina Female
Mrs Asher Dawn Female
Mr Atkinson John Male
Miss Batchley Andrea Female
Mr Blacker Adrian Male
Mr Brown James Male
Mr Brown Paul Male
Miss Bumows Katie Female
Miss Burton Fiona Female i
ad | [ ok |[ Cancel

(&) Records found: 77

Search for then select the required recipient (multiple recipients can be
selected by holding down the Ctrl key and clicking the required names).

Click the Add button to add each person (or group of people).
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6. When you have added the necessary members of staff, click the OK button.
The selected members of staff are displayed in the Recipient panel.

NOTE: To remove a member of staff, highlight them in the Recipient panel
and click the Remove button.

7. Enter your reply in the Message panel and click the Send button to send the
message.

Adjusting the Message Options for High Priority Messages

Any messages sent to you by other SIMS users are displayed in the My
Messages panel on the SIMS Home Page. By default, messages sent to you
with a high priority setting are displayed in a pop-up window at the bottom
right-hand corner of the screen, regardless of your location in SIMS.

a

Y'ou have received a new meszage

In addition, an alarm is played by default when a high priority message is
received.

NOTE: Each SIMS user can define their own settings for when they receive a
high priority message. The settings defined apply only to that user and only
to messages received by that user. Therefore, if you send a high priority
message to another SIMS user, the pop-up window displays on their screen
only if the recipient has defined this setting.

1. Select Tools | Setup Message Options to display the Setup Message
Options page.

1 Options for high priority messages

Display an alert when a new message is received [l
The pop-up alert will be displayed for seconds

Flay a sound alarm =]

By default, all the options are selected and the pop-up alert is displayed for 30
seconds

2. Deselect the Display an alert when a new message is received check box
to de-activate the pop-up display for high priority messages.

By default, the Duration pop-up alert will be displayed for 30 seconds.
This determines the period of time that the pop-up message remains
on-screen.

3. To amend the length of time that the pop-up message is displayed, enter the
required time, in seconds.

4. Deselect the Play a sound alarm check box to de-activate the sound prompt
when the pop-up alert is displayed.
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NOTE: To receive the pop-up alerts for high priority messages, the My
Messages widget must be displayed on their Home Page.

Refreshing the Content of the My Messages Widget

Many of the widgets on the SIMS Home Page can be configured to refresh the
data after a specified amount of time. However it is possible to refresh the My
Messages widget manually.

Click the Refresh button in the My Messages widget to refresh its content.

Refresh button

Viewing My Scheduled Reports

The My Scheduled Reports widget is used to display any reports that you
have scheduled to run automatically at specified times. For example, Heads of
Year may want to produce behaviour reports on a daily basis to keep track of
any behaviour incidents. It is possible to schedule these reports to run for
yourself and on behalf of other SIMS users.

Once generated, the reports are stored on the Document Management Server
(DMS) and a link to the report is displayed in the My Scheduled Reports
widget on the SIMS Home Page.

d

Read Sent Subject
B 07/03/2013 10:42 Staff Address List has been run as scheduled

NOTE: If the number of scheduled reports that have been run exceeds the
number that can be displayed in the My Scheduled Reports widget, the
More hyperlink enables access to the additional reports in full screen mode.
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9

To access a report from the minimised My Scheduled Reports widget, click
the name of the report to display the My report output dialog. To access a
report from the maximised view of the My Scheduled Reports widget,

highlight the required report then click the Open button to display the same
dialog.

m My report output EI [=] @

Report O utput
Report Mame |Staﬂ Address List |

Executed On 07/03/2013

Scheduled By [Abell, Mrs Anta |

iew report Click here to view the report

Schedule for this report has expired. Please extend the
schedule or else it will be deleted.

Print || Delete || Close

The Report Name and the date the report was Executed On are displayed,
together with the name of the user who scheduled the report (Scheduled
By).

To view the report output, click the Click here to view the report hyperlink

to open the application associated with the selected report format, from where
it can be printed.

Click the Print button to print the information in the dialog, if required. The

notification can be deleted from the My Scheduled Report widget by clicking
the Delete button.

Click the Close button to return to the SIMS Home Page.
Additional Resources:

Running Scheduled Reports chapter of the Designing and Running Reports
handbook
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Viewing Missing Register Notifications
This section is applicable only to users with Attendance Manager permissions.

It is possible to display a list of registers that have not been completed within
a specified number of minutes after a lesson or session starts. The period of
time after which notifications will be displayed is defined as part of the widget
configuration process (please see Configuring the Missing Register Notification
Panel on page 78). It is also possible to access the registers to complete
missing marks, if required.

O  Teacher Reg  Room Date Period |+
Mr.A Blacker 8B/... Humanities Room 1 04/03/2013 11:35 Mon:3 L

[C]  Mr.A Blacker 10y... Humanities Room 2 04/03/201302:30 Mon:5

[ MrJBrown 104 Humanities Room 2 04/03/2013 08:53 Monday AM

[C]  Mr.J Brown 13A.. At Room 2 04/03/201309:15 Mon:1

[C]  MrJ Brown 12V... At Room 2 04/03/201311:35 Mon:3

[T Mr.J Brown 12V... At Room 2 04/03/201312:35 Mon:4 -

The Missing Registers Notification widget displays any registers that have
not been completed after a defined period of time (e.g. 10 minutes after a
lesson or session starts). Any missing or incomplete register is displayed in
this panel. The panel displays details of the registration tutor/class teacher,
the session or lesson, the room, date and period.

This functionality enables a Head of Year (with Attendance Manager
permissions), for example, to identify any sessions or lessons that have not
had their registration taken within the required time period. The Head of Year
can then send a message to all members of staff who have not yet completed
their register.

IMPORTANT NOTE: By default, the content of the Missing Registers
Notification panel is refreshed automatically by SIMS every ten minutes.
This means that if missing register notifications are set to be sent ten
minutes after a lesson or session starts, the delay before the Missing
Registers Notification panel displays this information may be up to twenty
minutes after the lesson or session starts. It is important to bear this in mind
when setting the notification delay.

Opening a Register and Entering Marks

It is possible to open the registers displayed in the Missing Registers
Notification widget, perhaps if you want to complete missing marks.

O  Teacher

Mr.A Blacker
[C]  Mr.A Blacker
[ MrJBrown
[C]  Mr.J Brown
[C]  MrJ Brown
[T Mr.J Brown

Reg

8B/...
10y...

10A

13A..
12v..
12v..

Room

Date

Period

Humanities Room 1 04/03/201311:35 Mon:3

Humanities Room 2
Humanities Room 2
At Room 2
At Room 2
At Room 2

04/03/2013 02:30
04/03/2013 08:53
04/03/2013 09:15
04/03/201311:35
04/03/201312:35

Mon:5
Monday AM
Man:1
Mon:3
Mon:4

-
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Double-click the required register in the Missing Registers Notification
widget to display the Take Register page.

Take Register 11A/Fr1 Mr. M Konchalska 067032013
Save Undo = Print \:;\ Refresh @' Codes L:_:-l Extra Name {8 Class Photo Minutes Late D Comments Q Links -
Current View History (@ Today Future Present 0
Name Reg (AM Wed:1 Wed:2 Wed:3 Wed4 PM Wwed:5

Binning, Darren LU l:l - A -
Caollier, Richard 1D | o o) T u U ! =
Collins, Kerry 1F | r - = A\ -
Duncan, Joanna 1D | 7 - - = - A -
East, Alison 1nC | s - - = = ! -
Evans, Aaron 1D | 7 - - = - A -
Evergreen, Thomas 1F | r - - - - \ _
Frost, Tobin 1D | 7 - - = - A -
Gatehead, Micheal 1E | 7 - - = - A -
Harris, Rikki 1B | 7 - - = - A -
Ho, Lisa 1F | 7 - - = - A -
Holt, Siena 1B | 7 - - - - \ -
Liddel, Peter A | 7 - - = = A =
Lowry, Mike 1F |« - - = = ! =
Faggobeer, Odee 1B | - - - = = A\ -
Trunley, \Wendy 1C | r - - = = ! =

P Additional Resources:
=p]

Taking a Register chapter in the Managing Pupil/Student Attendance
handbook

Taking a Register chapter in the Monitoring Session and Lesson Attendance
handbook

Printing Missing Register Notifications
The content of the Missing Registers Notification widget can be printed.

The printed output produces the view of the Missing Registers Notification
widget displayed on-screen at the time of printing. Therefore, you should
refresh the content of the Missing Registers Notifications widget prior to
printing.

1. Click the Options button then select Print from the pop-up menu to display
the notifications in your web browser.

Options button

Missing Registers Notification
Reg Tutor/Class Teacher Register Room Date Session/Lesson
Mr.A Blacker 8B/Re Humanities Room 1 04/03/2013 11:35:00 Mon:3
Mr.A Blacker 10y/Re3 Humanities Room 2 04/03/2013 14:30:00 Mon:5
Mr 1 Brown 10A Humanities Room 2 04/03/2013 08:53:00 Monday AM
r.J Brown 34/Tel Art Room 2 04/03/20 9:15:00 on:1
r.J Brown 2V1/Tt1 Art Room 2 04/03/20 35:00 on:3
r.J Brown 2V1/Tt1 Art Room 2 04/03/20 2:35:00 on:4
r]Brown 0A Humanities Room 2 04/03/20 4:08:00 onday PM
-] Brown Oy/Re2 Art Room 2 04/03/20 4:30:00 on:
ss.] Edwards 3A/Del usiness Studies 04/03/20 :15:00 on:
55.] ar 3B/Hs1 usiness Studies 04/03/20 :15:00 on:
55.] ar 3C/Ecl usiness Studies 04/03/20 :35:00 on:
55.] ar 3C/Ecl usiness Studies 04/03/20 2 H on:
55.] Edwar 2A/Ma2 usiness Studies 04/03/2013 14:30:00 on:
r.A Pinkne D/Re Humanities Room 5 04/03/2013 09:15:00 on:
r.A Pinkne 11y/Hi2 Humanities Room 5 04/03/2013 10:15:00 on:
r.A Pinkney 13C/HI1 Humanities Room 5 04/03/2013 11:35:00 on:
Mrs.E Paton 7B/Hi Humanities Room 4 04/03/2013 11:35:00 Mon:3
Mrs.E Paton 11x/Hi2 Humanities Room 4 04/03/2013 12:35:00 Mon:4
Mr.A Simmons 10C/Ggl Humanities Room 1 04/03/2013 10:15:00 Mon:2

2. Click the Print button to print the notifications.
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Sending a Missing Register Notification Message
This section is applicable only to users with Attendance Manager permissions.

The Missing Registers Notification widget enables a Head of Year (with
Attendance Manager permissions), for example, to identify any sessions or
lessons that have not had their register taken within the required time period.
The Head of Year can then send a high priority message to all members of staff
who have not yet completed their register, prompting them to do so.

The period of time after which notifications will be displayed in the Missing
Registers Notification widget is defined as part of the widget configuration
process (please see Configuring the Missing Register Notification Panel on

page 78).

O  Teacher Reg Room Date Period i
W] MrA Blacker 8B/... Humanities Room 1 04/03/201311:35 Mon:3

[C]  Mr.A Blacker 10y... Humanities Room 2 04/03/201302:30 Mon:5

[T MrJBrown 104 Humanities Room 2 04/03/2013 08:53  Monday AM

[ Mr.J Brown 13A... At Room 2 04/03/201309:15 Mon:1

[C]  MrJ Brown 12V... At Room 2 04/03/201311:35 Mon:3

[C]  MrJ Brown 12V... At Room 2 04/03/201312:35 Mon:4 -

1. Select the check box relating to the register(s) for which you want to send the
notification message. Alternatively, select the check box in the header row to
select all missing registers displayed in the Missing Registers Notification
widget.

2. Click the Options button then select Send Message from the pop-up menu
to display the notifications in your web browser.

ﬁﬁ Options button

If the message has been sent successfully, a message is displayed at the
bottom of the Missing Registers Notification widget.

The recipient can view the notification via the My Messages widget on the
SIMS Home Page. By default, messages sent to you with a high priority
setting are displayed in a pop-up window at the bottom right-hand corner of
the screen, regardless of your location in SIMS.

el

a

You have received a new meszage

In addition, an alarm is played by default when a high priority message is
received.

NOTE: Each SIMS user can define their own settings for when they receive a
high priority message. The settings defined apply only to that user and only
to messages received by that user. Therefore, if you send a high priority
message to another SIMS user, the pop-up window displays on their screen
only if the recipient has defined this setting.
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4

D4

More Information:
Adjusting the Message Options for High Priority Messages on page 30

Refreshing the Content of the Missing Registers Notification Widget

Many of the widgets on the SIMS Home Page can be configured to refresh the
data after a specified amount of time. However it is possible to refresh the
Missing Registers Notifications widget manually.

Click the Refresh button in the Missing Registers Notifications widget to
refresh its content.

Refresh button

Viewing My Detention Sessions

.

Any detention sessions for which you are the main staff member assigned are
displayed in the My Detention Sessions widget. The period over which data
is displayed (e.g. Today, Current Week, etc.) is defined as part of the widget
configuration process (please see Configuring the My Detention Sessions
Panel on page 79).

d

Date StartTime End Time Location Main Staff Code
05/03/2013  15:30 16:30 H1 AL

Click the required detention session to display its details on the Detention
Details page.

Additional Resources:

Adding/Editing Detentions in the Recording Detentions chapter of the
Managing Pupil/Students handbook

Printing My Detention Sessions

The content of the My Detention Sessions widget can be printed.

The printed output produces the view of the My Detention Sessions widget
displayed on-screen at the time of printing. Therefore, you should refresh the
content of the My Detention Sessions widget and ensure the correct scope
(e.g. Today, Current Week, etc.) is selected prior to printing (please see
Refreshing the Content of the School Diary Widget on page 20).

Click the Options button then select Print from the pop-up menu to display
the detention sessions in your web browser.

)| Options button
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My Detention Sessions

Date Start Time End Time Location |Main Staff Code
05/03/2013 |15:30 16:30 H1 AA

2. Click the Print button to print the detention sessions.

Viewing the Attendance Summary

A summary of pupil/student attendance can be displayed in the Attendance
Summary widget on the SIMS Home Page, enabling the monitoring of their
progress. The attendance information displayed is defined as part of the
widget configuration process (please see Configuring the Attendance
Summary Panel on page 80).

The following example shows the Attendance Summary widget when all
Year Groups have been selected.

Ycar [J-OJ;\IS —

ala afo oo oo oo ol oo

S L Y S A S ) R

[. Present - Authorised Absence Unauthorised Absence |

Pupil/student attendance for the selected group(s) over the course of the
current academic year is displayed on a vertical bar chart. The legend beneath
the chart displays the scope of the chart, which is the display of all Present
marks, together with Authorised and Unauthorised absences. The
horizontal axis displays the cumulative percentage of these marks, starting
with a green bar (for present marks), a yellow bar (authorised absences) and
a red bar (unauthorised absences).
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4

Hover the mouse over the bar to display the humber and percentage of
sessions or lessons in each category. To view the data that makes up the
present, authorised or unauthorised bars on the chart, double-click the
required bar to display the Student Attendance Summary dialog. In the
following graphic, the Present (green) bar was selected to display the
Student Attendance Summary: Present dialog.

Student Attendance Summary : Present @
Sumame Forename Present Reg i
Abbey Grenetta 216 8F 1
Abbey Jimmy 218 10A
Abbot Andrew 214 7E
Abbot Ben 205 8A
Abbot Claire 154 1A
Abbot Clarissa 206 G
Abbot Hannah 202 5B
Abbat James 186 G
Abbot Susan 158 108
Able Benjamin 212 N
Able Cameron 210 TA
Abrahams Jacqui 22 8B
Ackrington Robert 210 7D
Ackroyd Mary 138 H
Ackton Bil 202 8A
Adams Kathryn 194 11E
Adams Melarie 206 3D
Addison Ayril 138 M -

The number of present marks (or authorised or unauthorised absence marks,
depending on the part of the bar chart that was selected) is displayed. You can
drill down into the data further by right-clicking the required pupil/student
then selecting Student Teachers View or Student Attendance Summary
from the pop-up menu.

Additional Resources:

Configuring and Using the Student Teacher View mini guide

Displaying Marks chapter of the Managing Pupil/Student Attendance
handbook

Displaying Marks chapter of the Monitoring Session and Lesson Attendance
handbook

The data used to build the unauthorised absence part of the bar chart can be

viewed by clicking the Options button then selecting Toggle from the
drop-down menu.

Qa

Code

Options button

Sumame Forename Reg Session / Lesson

lm| »

El Aswar Jared 7F FM u
El Aswar Jared 7F Mon:5 u
Gardener Hamy 7B FM N
Gill Andrew 11B AM N
Gill Andrew 11B M N
Grartt Derek aF FM N
Grazer Alexis 11E AM N i
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The data displays unauthorised absences recorded for today only. The
Session/Lesson for which an unexplained absence mark has been recorded
and the actual mark recorded (Code) are displayed for each pupil/student.
Where multiple session/lessons have been recorded for a pupil/student, a new
line is displayed for each session/lesson.

This information can be viewed in a variety of display orders. Right-click
anywhere in the Today's Unauthorised Absences widget then select
Surname, Forename, Reg, Session/Lesson or Code from the pop-up
menu to display the content in the selected order.

M

-

Sumame Forename Reg Session / Lesson  Code

Surname: El Aswar

B Aswar Jared 7F FM u

El Aswar Jared 7F Mon:5 u
Surname: Gardener

Gardener Hamy 7B FM N

Surname: Gill

Revert to the original display by right-clicking anywhere in the widget then
selecting Hide Groups from the pop-up menu.

To revert to the bar chart view, click the Options button then select Toggle
from the pop-up menu.

IMPORTANT NOTES: Approved educational activity marks are treated as a
present mark in the Attendance Summary widget on the SIMS Home
Page.

If a mark is entered in Take Register for a future session or lesson, this is
included in the figures in the Attendance Summary widget.

Printing the Attendance Summary

Two printed outputs are available from this widget. With the Attendance
Summary displayed, the bar chart is printed. With Today's Unauthorised
Absences displayed, the data is printed in surname then forename order,
regardless of the display order on-screen.

Click the Options button then select Print from the pop-up menu to display
the diary in your web browser, from where it can be printed.

ﬁﬂ Options button
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Attendance Summary bar chart output:

Attendance Summary

Year Groups

o ot o @

[ Fresent [l Authorised Absence | Unauthorised Absance |

Abell Anits Teofl

0470372013

Today's Unauthorised Absences output:

Attendance Summary

| Surname | Forena Reg. Group|Session / Lesson| Cod
El Aswar |Jared 7F PM u
El Aswar |lared 7F Mon:5 u
Gardener [Harry 7B PM N
Gill Andrew 11B AM N
Gill Andrew  [11B PM N
Grant Derek 8F PM N
Grazer Alexis 11E AM N
Handson | Emily 7F PM N
Harris Stephanie|] AM N
Harris Stephanie|] PM N
Hibberty |Fiona 7A PM N
Hotterly |Deborah [7C AM N
Hotterly |Deborah [7C PM N
Humphries|Robert N AM N
Humphries| Robert N PM N
Isaac Smith 11B AM N
Leanord | Victoria G Mon:5 o
Leanord |Victoria G Mon:4 0]
Leanord | Victoria G AM o
Leanord |Victoria G PM 0]
Leanord | Victoria G Mon:2 o
Leanord |Victoria G Mon:3 0]
Mansoor |Khalid 11C Mon:5 (o]
Mansoor |Khalid 11C PM (o]
McDonald |Cameron |9D PM (o]
McDeonald |Cameron |90 Mon:5 (o]
Perch Penny 10D Mon:5 u
Perch Penny 10D PM U
Taaramae |Rein 9B AM u
Taaramae |Rein 9B Mon:3 u
Taaramae |Rein 9B Mon:4 u
Taaramae |Rein 9B Mon:1 u
Taaramae |Rein 9B Mon:2 u

40 | Configuring and Using the SIMS Home Page




02] Using the SIMS Home Page

Viewing the Conduct Summary

A summary of pupil/student conduct can be displayed in the Conduct
Summary widget on the SIMS Home Page, enabling the monitoring of
behaviour and achievement. The conduct information displayed, together with
the period over which data is displayed (e.g. Year to Date, Previous Week,
etc.), is defined as part of the widget configuration process (please see
Configuring the Conduct Summary Panel on page 82).

The previous example shows the Conduct Summary widget when the Whole
School has been selected for the Previous Term.

15000 |

10000 -

5000 .
o

Year 7 Year 8 Year 9 Year 10 Year 11 Year 12 Year 13

The data in the chart consists of the aggregate of the points awarded for
behaviour incidents (awarded a negative points value) and achievements
(awarded a positive points value). Where the points awarded for
achievements exceeds the points awarded for behaviour incidents), this
indicates generally positive conduct for the group and the bar is displayed
above the horizontal axis (i.e. a points aggregate of greater than 0).

The scope of the Conduct Summary widget determines the style of the bar
chart. In the previous graphic, the vertical axis starts at zero and the last
marker is at 15000. All of the bars on the chart are within the range 0 to 15000
so this indicates generally positive conduct.

If the scope of the widget was reduced to display conduct for a single day
(Today or Previous Day), one of the groups that you are monitoring
(perhaps a specific registration group) might display a negative aggregate
score (the points awarded for behaviour incidents exceeds the points awarded
for achievements). Under these circumstances, the bar would be displayed
below the horizontal axis (i.e. a points aggregate of less than 0) to indicate
generally negative conduct.

Hover the mouse over a bar to display the number of conduct points for the
selected group(s). The information displayed differs depending on the groups
selected. For example, if you have chosen a Whole School view, hovering the
mouse over a bar displays the aggregate conduct points for each year group.
Hovering the mouse over a bar on the widget where you have chosen to
display a single year group displays (in a secondary school) the aggregate
conduct points for each registration group in the year.
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To view the data that makes up a bar displayed in the widget, double-click the
required bar to display the Pupil (or Student) Conduct Summary dialog. In
the following graphic, the Year 7 bar was selected to display the Pupil (or
Student) Conduct Summary: Year 7 dialog.

ﬁStudent Conduct Summary : Year 7 @
Sumame Forename Reg  Achievement Behaviour Aggregated *
Abbot Andrew JE 99 20 79 B
Able Cameron TA 9 20 79
Ackrington Robert 7D 59 20 79
Adedeji Payal x 95 20 79
Agathocleous Joe 7E 59 20 79
Ahmad Carina 7B 9 30 69
Albion Frederick TF 59 30 69
Aldridge Courtney TE 55 20 79
Allim Farah 7c 59 20 79
Anderson lan 7D 9 20 79
Anderton Wesley 7E 55 0 55
Andrews Hank 7F 9 20 79
Arcwright Shaun 7E 55 0 55
Amstrong Temy 7C 99 10 il
Avison Edward 7D 59 10 29
Bagaley Chris TA 59 10 89
Bandaras Jose 7D 59 0 59
Bandaras Maria 7E 95 0 9% -

The number of Achievement and Behaviour points are displayed for each
pupil/student in the selected group, together with an Aggregated figure. The
Aggregated figure equals the number of Achievement points minus the
number of Behaviour points.

You can drill down into the data further by right-clicking the required
pupil/student then selecting Student Teachers View or Student Conduct
Summary (which displays its details on the Behaviour Management page)
from the pop-up menu. Alternatively, click the Close button to return to the
SIMS Home Page.

The view of the data on the Conduct Summary widget can be toggled
between a bar chart and a data table that displays Today's Conduct
Incidents for Selected Groups (behaviour incidents and achievements) by
clicking the Options button then selecting Toggle from the drop-down menu.

r'ﬂ Options button

65

Sumame Forename Reg Type

Abbey Grenetta 8F Qutstanding Work
Dorian Jonathan SA Homeworlk lssue

The data displays pupil/student conduct information recorded today only. The
Type of conduct that has been recorded is displayed for each pupil/student.
Where multiple conduct details have been recorded for a pupil/student, a new
line is displayed for each conduct item.
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To view further information about a conduct incident, double-click the required
item to display the Pupil/Student Teacher View page.

This information can be viewed in a variety of display orders. Right-click
anywhere in the Today's Conduct Incidents for Selected Groups widget
then select Surname, Forename, Reg or Type from the pop-up menu to
display the content in the selected order.

Sumame Forename Reg Type
Reg: 8F

Abbey Grenetta 8F Outstanding Worke
Reg: 94

Darian Jonathan A Homework lssue

Revert to the original display by right-clicking anywhere in the widget then
selecting Hide Groups from the pop-up menu.

To revert to the bar chart view, click the Options button then select Toggle
from the pop-up menu.

9 Additional Resources:
=p]

Recording Behaviour Incidents chapter of the Managing Pupil/Students
handbook

Recording Achievements chapter of the Managing Pupil/Students handbook
Configuring and Using the Student Teacher View mini guide

Viewing the Assessment Summary

A summary of pupil/student assessments can be displayed in the
Assessment Summary widget on the SIMS Home Page, enabling the
monitoring of their progress. The assessment information displayed is defined
as part of the widget configuration process (please see Configuring the
Assessment Summary Panel on page 85).

The following example shows the Assessment Summary widget when the

EN TA: English Subject Level KS3 aspect and all the registration groups in year
10 are selected.

Aspect: EN TA: English Subject Level

KS3

Result Set: Key Stage 3 Validated
Result

104 3
108 1
10C 2

10D 1 1
4 T | 3

Belo... 3 4 5 6 7 8

w | | e
| oen | s
| wD | Co | oen
=]
||| e
[ | »

TIP: If you have selected to display more than three groups, or if you have

selected an aspect with more than seven grades, you are advised to view the
data in full screen mode.

The widget name is renamed according to the selected analysis.
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9

The sort order of the Assessment Summary widget can be changed by clicking
the required column header.

A filter can be applied to the data to display specific results. In the previous
graphic for example, registration groups with 10 pupil/students who have
achieved a grade 7 for the selected aspect can be displayed by hovering over
the grade 7 column heading, clicking the Filter icon that is displayed in the
top-right hand corner of the column heading (as displayed in the following
graphic) then selecting 10 from the list.

Aspect: EN TA: English Subject Level =

K53 ) Belo... 3 4 5 6 7 8 E
Result Set: Key Stage 3 Validated

Result

10B 1 3 10

10D 1 1 3 7 3 10

= W[ ="10 Edit Filter
< I G

Additional Resources:

For full instruction on adding, editing and removing filters, please refer to
Using the Filter Editor in the Entering and Reviewing Data using Marksheets
chapter of the Administering Assessment handbook.

You can drill into the data to see which pupil/students have achieved a
particular grade. Double-click the required grade cell to display the Student
Assessment Summary dialog.

e

Sumame Forename Aspect Result Result Date

EN TA: English Subject Level KS3 ] 16/07/2012
Monkhouse Scott EN TA: English Subject Level KS3 5 16/07/2012
Singh Shana EMN TA: English Subject Level KS3 5 16/07/2012
Smith Callum EN TA: English Subject Level K53 3) 16/07/2012
Wade Carla EN TA: English Subject Level KS3 5 16/07/2012
] (T ]
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This information can be viewed in a variety of display orders. Right-click
anywhere in the dialog then select Surname, Forename, Aspect, Result or
Result Date from the pop-up menu to display the content in the selected

order.
B Student Assessment Summary IEI

Sumame Forename Aspect Result Result Date
Forename: Callum

Smith Callum EN TA: English Subject Level KS3 ] 16/07/2012
Forename: Carla

Wade Carla EN TA: English Subject Level KS3 5 16/07/2012
Forename: Gabriel

Judd Gabriel EN TA: English Subject Level KS3 ] 16/07/2012
Forename: Scott

Monkhouse Scott EN TA: English Subject Level KS3 5 16/07/2012

Forename: Shana
Singh Shana EN TA: English Subject Level KS3 5 16/07/2012

1| T +

Revert to the original display by right-clicking anywhere in the dialog then
selecting Hide Groups from the pop-up menu.

Double-click the required pupil/student to drill further into the data and to
display their Pupil (or Student) Teacher View page.

Click the Close button to return to the SIMS Home Page.

Increasing the Size of Panels on the Home Page

All of the panels on the SIMS Home Page (with the exception of the
Favourites panel) can be expanded to display their content in full screen
mode. This is particularly useful if a panel contains a lot of information, which
may be difficult to read in the default view.

Click the Expand button to maximise the required panel to full screen mode.

Once maximised, the panel can be reduced to its original size by clicking the
Restore button.

Expand button

Restore button

If a panel is expanded when you exit SIMS, it will be restored to its original size
the next time you log into SIMS.
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Setting Panel Refresh Rates

The content of the widgets on the SIMS Home Page refresh automatically
after a defined period of time. Each of the widgets refresh at a different rate.
When a widget is refreshing, the Panel Refreshing icon (located in the
bottom right-hand corner of the widget) rotates.

@ Panel Refreshing icon

A number of the widgets can be refreshed manually, in case you wish to view
updated content between automatic refreshes. The display of the Refresh
icon (displayed in the top right-hand corner of a widget) indicates whether or
not a widget can be refreshed manually.

;"E"“i' Refresh icon

Click the Refresh icon to update the content of the widget.
The following widgets can be refreshed manually:

= My Timeline

= School Diary

= Favourites

= My Messages

= Conduct Summary

= Missing Registers Notification

The refresh rate for the following widgets can be set:

= My Timeline widget (please see Configuring the My Timeline Panel on page
74). By default, this widget refreshes every 15 minutes.

= School Diary widget (please see Configuring the School Diary Panel on
page 76). By default, this widget refreshes every 30 minutes.

= My Messages widget (please see Configuring the My Messages Panel on
page 77). By default, this widget refreshes every 1 minute.

= Conduct Summary widget (please see Configuring the Conduct Summary
Panel on page 82). By default, this widget refreshes every 12 minutes.

= Missing Registers Notification widget (please see Configuring the Missing
Register Notification Panel on page 78). By default, this widget refreshes
every 10 minutes.

The default for the following is set by SIMS and cannot be amended:
= School Bulletins

= My Reminders

=  Favourites

= Attendance Summary

=  Assessment Summary

= My Scheduled Reports

= My Detention Sessions.
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Home Page Configuration Overview

The content and layout of the SIMS Home Page can be defined on a per user
basis, enabling the display of information that relates to specifically to each
SIMS user.

The information displayed on the SIMS Home Page is displayed in individual
panels, which each user can choose to display or hide. When panels are added
to the SIMS Home Page, they are placed in any empty space to the
right-hand side of an existing panel. If there is no space to the right-hand side
of an existing panel (i.e. it is the edge of the screen), it is placed in the next
available space on the following line.

The panels that can be displayed on your SIMS Home Page, together with
their content, are determined by the permissions you have been granted by
the System Manager. For example, if you are a class teacher of registration
group 8A, the System Administrator may have set up panels on your Home
Page that display information relating to registration group 8A by default.

The displayed panels can be configured to display data relevant to your role
and, for class teachers, the classes that they teach. For example, a Head of
Year might want to display behaviour incident information by registration
group, whereas a Head Teacher might want to display the same information
by year group.

WARNING: Prior to adding panels to the SIMS Home Page, please consider
the performance issues that this might cause. Some of the panels that can be
displayed on the SIMS Home Page might be set to refresh regularly. If the
SIMS Home Page for many concurrent users contains a large number of
panels, this could lead to a reduction in the performance level of your SIMS
system.
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Configuring the SIMS Home Page

The content and layout of the SIMS Home Page can be defined on a per user
basis, enabling the display of information that relates specifically to each SIMS
user. Changing the content and layout on your SIMS Home Page does not
affect the display of the Home Page on any other user's workstation.

The number of panels displayed and their display order can be defined. Once
displayed on the SIMS Home Page, many of the panels offer additional
configuration options.

NOTE: A maximum of 50 panels can be displayed on the SIMS Home Page.

The number of panels displayed on the SIMS Home Page, together with their
content and display order, can be defined.

Click the Configure button at the top of the SIMS Home Page to display the
Configure Home Page dialog.

m Configure Home Page @
Panels Grid

bl Show Timeline bl School Bulletin Number of

School Diary Additional Panels
Section A (Multi-use Panels) Q
=
A
@ w® F

Attendance Conduct  Assessment My Reminders
Summary Summary  Summary Q r‘j Remaove Panel
M Remove Al
Section B(Single-use Panels) ﬁ Favourites
i3 Ga
My Mizzing Scheduled
Schedul..  Register..  Detentio... | My Messages

« Click and drag the required icon from the left hand panel to the appropriate cell in the Grid panel.

« To remove anicon from the grid, click and dragthe icon out of the grid. Alternatively highlight the icon and
click the "Remove Panel” button.

* To remove all icons from the grid, click the "Remove All" button.

I8 Default Setting [ 0K H Cancel ]

The panels currently displayed on your SIMS Home Page are shown in the
Grid on the right-hand-side of the dialog. The Grid represents the display
order of these panels on the SIMS Home Page, not the precise layout. When
panels are added to the SIMS Home Page, they are placed in any empty
space to the right-hand side of an existing panel. If there is no space to the
right-hand side of an existing panel (i.e. it is the edge of the screen), it is
placed in the next available space on the following line.
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For new users of SIMS, the Grid contains the panels set up by the System
Administrator.

NOTE: Panels in the Grid displaying a lock symbol indicate that your System
Administrator has dictated the display of this panel. You do not have
permissions to remove this panel from your Home Page. It may also be
possible that you are unable to add panels, and the Panels section is greyed
out to indicate this.

Additional Resources:

General SIMS Setups chapter of the Setting up and Administering SIMS
handbook

More Information:
Configuring the Individual Panels on the SIMS Home Page on page 73
Using the SIMS Home Page on page 5

Displaying and Hiding the Default SIMS Home Page Panels

To facilitate the selection of panels you might want to display on your SIMS
Home Page, the My Timeline and School Bulletins panels have been
identified as two panels that are likely to be beneficial to all SIMS users.
Consequently, they have been defined as default panels that you can choose
to display prominently on the SIMS Home Page.

Panels
bl show Timeline bl school Bulletin

Section A (Multi-use Panels)

@ ® W

Attendance  Conduct Assessment
Summary Summary  Summary

Section B(Single-use Panels)

B D @

My Missing Scheduled
Schedul... Register.. Detentio...

When panels are added to the SIMS Home Page, they are placed in any
empty space to the right-hand side of an existing panel. If there is no space to
the right-hand side of an existing panel (i.e. it is the edge of the screen), it is
placed in the next available space on the following line.

In the Panels section on the left-hand side of the Configure Home Page
dialog, select or deselect the Show Timeline and School Bulletin check
boxes.

= If selected, the My Timeline panel will always be displayed as the first
panel, at the top-left hand side of the SIMS Home Page.

= If only the School Bulletins check box is selected, it will be displayed as
the first panel on the SIMS Home Page.

= If both of these check boxes are selected, the School Bulletins panel will
be displayed in any empty space to the right-hand side of the My
Timeline panel. If no space is available to the right, it will be placed in the
next available slot on the following line.

Configuring and Using the SIMS Home Page | 49



03] Configuring the SIMS Home Page

Click the OK button to return to the SIMS Home Page, where the display will
be updated.

Selecting the Number of Additional Panels to Display on the SIMS Home
Page

The number of panels you wish to display on the SIMS Home Page can be
defined. This number is in addition to the default panels (the My Timeline and
School Bulletin panels) that you may have selected (please see Displaying
and Hiding the Default SIMS Home Page Panels on page 49). Therefore if you
want to display six panels in total, including the two default panels, enter 4 in
the Number of Additional Panels field.

= If the Number of Additional Panels is increased, an additional empty
panel is displayed beneath the final selected panel.

= Ifthe Number of Additional Panels is decreased, any panels that would
cause this value to be exceeded are removed, starting from the bottom of
the Grid list.

1. Enter the Number of Additional Panels you want to display on the SIMS
Home Page. Alternatively, click in the field then click either the Up or Down
arrow adjacent to the field to change the number.

Grid

Number of
D School Diary Additional Panels

5 B |&F
Q My Reminders

Remove Fanel

M Remove All
e Favourites
[:] My Messages

2. Click the Save button.

ol Save button
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Grid
Mumber of
D School Diary Additional Panels
5 15
Q My Reminders
Remove Panel
[ Remove Al
—{? Favourites
[:] My Messages

When the configuration is saved, the Grid display expands or contracts based
on the value entered.

= If the Number of Additional Panels was increased, an additional empty
panel is displayed beneath the final selected panel.

In the previous graphic, an empty space has been added beneath the My
Messages panel, enabling another panel to be added to the SIMS Home
Page.

= If the Number of Additional Panels was decreased, any panels that
would cause this value to be exceeded are removed, starting from the
bottom of the Grid list.

In the previous graphic, if the Number of Additional Panels was now
reduced to four, only the empty space at the bottom of the Grid would be
removed. However if the Number of Additional Panels was reduced to
two, the following message will be displayed because you are attempting
to remove an occupied space on the SIMS Home Page.

Configure Home Page E3

The new grid setting will remove some of the
! % selected panels. Are you sure you wish to continue?

Click the Yes button to remove the Favourites panel, My Messages
panel and the empty space at the bottom of the Grid and therefore
remove them from the SIMS Home Page. Alternatively, click the No
button to cancel the removal of the panel(s).

3. Click the OK button to return to the SIMS Home Page, where the display will
be updated.
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Adding Panels to the Home Page

WARNING: Prior to adding panels to the SIMS Home Page, please consider
the performance issues that this might cause. Some of the panels that can be
displayed on the SIMS Home Page might be set to refresh regularly. If the
SIMS Home Page for many concurrent users contains a large number of
panels, this could lead to a reduction in the performance level of your SIMS
system.

Panels
bl Show Timeline bl School Bulletin

Section A (Multi-use Panels)

@ %
Attendance  Conduct Assessment
Summary Summary  Summary

Section B(Single-use Panels)
Fa E e Y
B D %

Scheduled
Detentio...

Missing
Register..

My
Schedul...

There are two types of panel that can be added to the SIMS Home Page:

Single use panels

A single use panel serves a single purpose for a SIMS user. This type of
panel displays information relevant to the user, e.g. the My Messages
panel displays all messages sent to the user and the My Reminders panel
displays reminders for events, etc. that the user is involved with. One
occurrence of these panels can be added to the SIMS Home Page.

Multi-use panels

A multi-use panel enables you to view important information relating to a
specific subject matter, but for a range of groups. Multiple instances of a
multi-use panel can be added to the SIMS Home Page. This would be
particularly useful for a Head of Year, for example, who may wish to view
an attendance summary for each of their registration groups. This can be
achieved by adding more than one occurrence of the Attendance
Summary panel to their Home Page and configuring each panel separately
to display attendance information for each of the registration groups.

The method of adding a single use panel and a multi-use panel is identical. The
configuration options available for each individual panel varies depending on
the panel you have added.

NOTE: The ability to add panels to the SIMS Home Page is determined by
the lock settings provided by the System Manager/Administrator. The
following processes assume that the lock settings have been disabled,
enabling you to add panels to the SIMS Home Page. For more information,
please refer to the General SIMS Setups chapter of the Setting up and
Administering SIMS handbook.

The graphics in this section demonstrate how the Attendance Summary
multi-use panel can be added to the Grid.
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Ensure that a sufficient number of spaces on the SIMS Home Page have been
provided for the number of panels you wish to add (please see Selecting the
Number of Additional Panels to Display on the SIMS Home Page on page 50).

& Configure Home Page (-5l
Panels Grid
bl Show Timeline bl School Bulletin Number of
School Diary Additional Panels
Section A (Multi-use Panels) -
5 B &
Attendance Conduct  Assessment My Reminders
Summary Summary  Summary C) r‘j Remove Panel
M Remove Al
Section B(Single-use Panels) ﬁ Favourites
5 Gy
My Missing Scheduled
Schedul..  Register..  Detentio... My Messages

» Click and drag the required icon from the left hand panel to the appropriate cell in the Grid panel.

« To remove anicon from the grid, click and drag the icon out of the grid. Altematively highlight the icon and
click the "Remove Panel” button.

* To remove all icons from the grid, click the "Remave All" button.

B Default Setting l 0 H S ]
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2. Click and drag a panel from either Section A (Multi-use Panels) or Section
B (Single-use Panels) into the required empty position on the Grid on the
right-hand side of the page. The name of the selected panel is displayed.

m Configure Home Page @
Panels Grid
bl Show Timeline bl School Bulletin Number of
School Diary Additional Panels
Section A (Multi-use Panels)
35
0 \
@ w® ®
LB Conduct  Assessment My Reminders
Summary Summary  Summary r‘j Remave Panel

M Remave All

r © ©

Section B (Single-use Panels) Favourites

5 Gy
My Missing Scheduled

Schedul..  Register..  Detentio... My Messages

Attendance
Summary

@

» Click and drag the required icon from the left hand panel to the appropriate cell in the Grid panel.

« To remove anicon from the grid, click and drag the icon out of the grid. Altematively highlight the icon and
click the "Remove Panel” button.

* To remove all icons from the grid, click the "Remave All" button.

HIE Default Setting [ oK H Caneel ]

NOTE: If you attempt to drag a panel into an occupied space in the Grid, a
message is displayed in the Status Bar of the dialog, informing you that the
panel cannot be placed in this location. If you want to place a panel into a
position that is currently occupied, you must first place the panel into an
empty space and the move it to the required location (please see Changing
the Panel Order on page 58).

3. Repeat Step 2 until all of the required panels have been selected. If you are
selecting to display a multi-use panel, ensure that one instance of the panel is
added for each of the groups you wish to monitor.

4. Click the OK button to save the configuration and to return to the SIMS Home
Page, where the new panels are displayed.
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If you have added a multi-use panel to the SIMS Home Page and a message
is displayed in the panel rather than any data, you must configure this panel
separately to indicate your preferences.

H

There is no data to show.

-~ More Information:
1/ Locking Home Page Groups on page 69

Removing Panels from the Home Page

Panels that are no longer required or have been added to the SIMS Home
Page in error can be removed.

NOTE: The ability to add panels to the SIMS Home Page is determined by
the lock settings provided by the System Manager/Administrator. The
following processes assume that the lock settings have been disabled,
enabling you to add panels to the SIMS Home Page. For more information,
please refer to the General SIMS Setups chapter of the Setting up and
Administering SIMS handbook.
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The graphics in this section demonstrate how the Scheduled Detention
Sessions single use panel can be removed from the Grid.

m Configure Home Page

Panels Grid

b Show Timeline ¥ School Bulletin Number of
School Diary Additional Panels

Section A (Multi-use Panels}

O
@ w ®
Attendance Conduct  Assessment
Summary Summary  Summary

5 =

My Reminders
[ ] Remove Panel

M Remove Al

r © ®

Section B (Single-use Panels) Favourites
%
My Mizzing
Schedul... Register... My Messages
(& Scheduled
Detention
Sessions

« Click and drag the required icon from the left hand panel to the appropnate cell in the Grid panel.

« To remove anicon from the grid, click and dragthe icon out of the grid. Alternatively highlight the icon and
click the "Remove Panel” button.

* To remove all icons from the grid, click the "Remove All" button.

I8 Default Setting [ 0K H Cancel ]

1. Inthe Grid display, click the panel you wish to remove then click the Remove
Panel button. Alternatively, click and drag the required panel from the Grid
display to anywhere outside of the Grid display. All panels can be removed
from the Home Page by clicking the Remove All button.

NOTE: Removing panels by clicking the Remove All does not affect the
display of the default panels (My Timeline and School Bulletins). These
are treated separately and their display is controlled by the status of their
check boxes in the Panels section at the top of the Configure Home Page
dialog.

The following message is displayed if you remove a single panel.

Configure Home Page E3

4 l: Are you sure you wish to remove the selected panel?

[ ves || o
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The following message is displayed if you remove all panels.

Configure Home Page

=

4 l: Are you sure you wish to clear the current grid configuration?

L ve J[ M |

2. Click the Yes button to remove the panel(s) or the No button to cancel the

removal.
& Configure Home Page
Panels Grid
bl Show Timeline bl School Bulletin Number of
School Diary Additional Panels
Section A (Multi-use Panels)
5 =
Fi
@ w® ®
Attendance Conduct  Assessment My Reminders
Summary Summary  Summary . r‘j Remaove Panel
M Remove Al
Section B(Single-use Panels) ﬁ Favourites
5 Gy
My Mizsing Scheduled
Schedul..  Register..  Detentio.. My Messages

-
K
S

« Click and drag the required icon from the left hand panel to the appropriate cell in the Grid panel.

« To remove anicon from the grid, click and dragthe icon out of the grid. Alternatively highlight the icon and
click the "Remove Panel" button.

* To remove all icons from the grid, click the "Remove All" button.

B8 Default Setting [ oK H Cancel ]

The selected panel(s) are removed from the Grid display.

If you remove a single use panel, the removed panel will be placed back in the
Section B (Single-use Panels) section.

3. Repeat Steps 1 and 2 until all of the required panels have been removed. If
you are removing multi-use panels, ensure that each unwanted instance of the
panel is removed.

4. Click the OK button to save the configuration and to return to the SIMS Home
Page, where the removed panels are no longer displayed.

P More Information:
!/ Locking Home Page Groups on page 69
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Changing the Panel Order

With the exception of the My Timeline and School Bulletins panels, the
display order of all Home Page panels can be changed. This is particularly
useful if you want to display a specific panel towards the top of the page,
perhaps because you want this information to be instantly visible when the
Home Page is displayed.

The graphics in this section demonstrate how the panel display order is
changed my swapping the location of the My Messages and My Reminders

panels.
m Configure Home Page
Panels Grid
[l Show Timeline [l School Bulletin Number of
School Diary Additional Panels
Section A (Multi-use Panels}
5 =
0
@ w W
Attendance Conduct  Assessment My Reminders
Summary Summary  Summary . r‘j Remove Panel
M Remove Al
Section B(Single-use Panels) ﬁ Favourites
5 Gy
My Missing Scheduled
Schedul..  Register..  Detentio.. My Messages

« Click and drag the required icon from the left hand panel to the appropniate cell in the Grid panel.
« To remove anicon from the grid, click and dragthe icon out of the grid. Alternatively highlight the icon and

click the "Remove Panel" button.

* To remove all icons from the grid, click the "Remove All" button.

I8 Default Setting [ oK H Cancel ]

1.  Ensure that all the panels you wish to display on the SIMS Home Page have
been added to the Grid display (please see Adding Panels to the Home Page
on page 52).

2. Click and drag a panel from its current location in the Grid display to the
required location.

If you move a panel from its current location to an empty space in the Grid
display, the panel is removed from its current location and placed into the
empty slot.

58 | Configuring and Using the SIMS Home Page



03] Configuring the SIMS Home Page

If you move a panel from its current location to an occupied space in the Grid
display, the two panels change places.

&8 Configure Home Page )
Panels Grid
b Show Timeline ¥ School Bulletin Number of
School Diary Additional Panels
Section A (Multi-use Panels} Q
5 =
Attendance Conduct  Assessment My Messages

N
'
r

Summary  Summary  Summary %] Remove Panel

M Remove All
Section B (Single-use Panels) ﬁ Favourites
5 Ga
My Mizzing Scheduled .
Schedul..  Register..  Detentio... My Reminders

©

« Click and drag the required icon from the left hand panel to the appropnate cell in the Grid panel.

« To remove anicon from the grid, click and dragthe icon out of the grid. Alternatively highlight the icon and
click the "Remove Panel” button.

* To remove all icons from the grid, click the "Remove All" button.

B Default Setting l o1 H Conc ]

Repeat Step 2 until the panels are in the required display order.

Click the OK button to save the configuration and to return to the SIMS Home
Page, where the panels are displayed in the new order.
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The following graphic demonstrates the situation where, having re-arranged
the display order of panels on the Home Page, there is an empty space in the
Grid display.

ﬁ Configure Home Page @

Panels Grid

bl Show Timeline bl School Bulletin Number of
Q School Diary Additional Panels

5 2

Section A (Multi-use Panels)

0
@ w ®
Atftendance  Conduct  Assessment
Summary Summary  Summary r‘j Remaove Panel

M Remove Al

Section B (Single-use Panels) ﬁ Favourites
i3 Ga
My Missing Scheduled
Schedul..  Register..  Detentio... My Messages
My Reminders

©

« Click and drag the required icon from the left hand panel to the appropriate cell in the Grid panel.

« To remove anicon from the grid, click and dragthe icon out of the gnd. Alternatively highlight the icon and
click the "Remove Panel” button.

* To remove all icons from the grid, click the "Remove All" button.

B8 Default Setting [ oK H Cancel ]

If you save this configuration by clicking the OK button, no empty spaces are
displayed on the SIMS Home Page. Instead, if an empty space is present on
the Grid display, this space is truncated on the Home Page and makes best
use of the space available.

Reverting to the Default Home Page View

If you have configured the SIMS Home Page to display a set of widgets, and
these widgets have been configured individually, it is possible to return to the
default Home Page configuration, if required.

WARNING: Before continuing, please ensure that you have read the
introductory section on Home Page groups (please see Understanding Home
Page Groups on page 61).

Restoring the default settings of your Home Page has two effects:

= It restores the layout and configuration of your Home Page widgets to
those specified by your Home Page group(s), removing any widgets that
are not defined in the Home Page groups.
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NOTE: If you are not assigned to a Home Page group, your Home Page
reverts to the default layout (please see Default Home Page Panels for
Users Not Assigned to a Home Page Group on page 63).

= It merges any summary panels that are configured to view similar
information. For example, if you are the Registration Tutor of registration
group 7A and 7B, then you may have two Attendance Summary panels
on your Home Page. Restoring the defaults merges these into a single
Attendance Summary panel, which displays data for both 7A and 7B.
This is applicable only if you are recorded as the registration tutor for both
of these classes in the pastoral structure (if you tutor only group 7A, the
summary panel for 7B is removed when you restore the default settings).

1. Click the Configure button at the top of the SIMS Home Page to display the
Configure Home Page dialog.

2. Click the Default Setting button to restore to the default settings then click
the Yes button to confirm.

NOTE: If the Default Setting button is disabled, it is not possible to restore
the default settings because the Home Page group setting is locked.

3. Click the OK button to save the changes and return to the SIMS Home Page.

<~ More Information:

1/ Understanding Home Page Groups on page 61
Default Home Page Panels for Users Not Assigned to a Home Page Group on page
63

Understanding Home Page Groups

The information that can be displayed on the SIMS Home Page may not be
applicable to all members of staff. For example, a Head of Year may want to
view only summaries of all pupil/student activity in their year, whereas a class
teacher may want to view only the summaries for their class(es).

Home Page groups can be used to ensure that only information relevant to a
type of user is displayed on their Home Page. These can be used to display a
default set of panels on the Home Page for each member of staff who is
assigned to a particular group. For example, a class teacher of registration
group 7A is assigned to the Registration Tutor Home Page group and
therefore, panels that display information on registration group 7A are
displayed automatically on their Home Page.

SIMS provides four pre-defined Home Page groups, described in the following
table. Please note that all of the pre-defined Home Page groups will include as
part of their configuration the automatic display of the My Timeline and
School Bulletin widgets.
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Home Page Group Roles Assigned Panels Assigned

Head of House Head of House School Diary

My Messages

My Reminders
Favourites

Attendance Summary
Conduct Summary (x 2)

Scheduled Detention Sessions.

Head of Year Head of Year School Diary

My Messages

My Reminders
Favourites

Attendance Summary
Conduct Summary (x2)

Scheduled Detention Sessions.

Registration Tutor Class Teacher School Diary

My Messages

My Reminders
Favourites

My Lesson Plans
Attendance Summary

Conduct Summary (x2).

Senior Leadership Must be added manually School Diary
Team by the System

Administrator My Messages

My Reminders
Favourites

Attendance Summary
Conduct Summary (x2)

Scheduled Detention Sessions.
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NOTES: The preceding table describes only the default assignment of panels
to each group in SIMS. Your System Administrator can make changes to
these assignments and therefore the panels assigned to you may differ from
those specified.

SIMS uses your assignment in the pastoral structure to determine the
information displayed on your Home Page. For example, if you are a class
teacher recorded as registration tutor for 7A in the pastoral structure, you
are assigned summary panels for registration group 7A automatically on
your Home Page.

It is possible to be a member of more than one Home Page group. For
example, a Head of Year 7 who is also the registration tutor of registration
group 7A would be a member of both the Registration Tutor group and the
Head of Year group. In this case, the member of staff can view the panels
assigned to both groups on their Home Page.

Some members of staff might not be assigned to a Home Page group, in
which case they are assigned a default set of Home Page panels (please see
Default Home Page Panels for Users Not Assigned to a Home Page Group on
page 63).

Default Home Page Panels for Users Not Assigned to a Home Page
Group

Some members of staff might not be assigned to a Home Page group. If this is
the case, the following panels are displayed on their Home Page by default:
= My Timeline

= School Bulletins

= School Diary

= My Messages

= My Reminders

=  Favourites

Managing Home Page Groups

SIMS provides four pre-defined Home Page groups by default. Three of the
pre-defined groups are populated automatically with SIMS users, based on
their role in the pastoral structure; the Senior Leadership Team is the
exception because it requires users to be assigned manually. If the
pre-defined Home Page groups do not provide sufficient groupings of SIMS
users, you can create your own ones then assign users and Home Page panels
to these groups.

A user can be assigned to more than one Home Page group, meaning that they
will be assigned the aggregate of the panels selected for each Home Page
group. If a user is not assigned to at least one Home Page group, they are
assigned a default set of panels on their Home Page (please see Default Home
Page Panels for Users Not Assigned to a Home Page Group on page 63).
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Searching for a Home Page Group

Before adding a Home Page Group, you are advised to search for existing

groups to ensure that a group with a similar or identical purpose does not
already exist.

Select Routines | Home Page | Home Page Group Configuration to
display the Find Home Page Group Configuration browser.

“ Find Home Page Group Configuration
[E New 8 Search [3 Open 9 Delete &3 Print [l Browse| §-Next | Previous Licks - @Help 3¢ Close

Group Name | ‘

Group Name

Head of House

Head of Year
Registration Tutor
Senior Leadership Team

Enter all or part of the Group Name then click the Search button to display
all Home Page groups that match the search criteria entered. Alternatively,

leave the search criteria blank then click the Search button to display all
recorded Home Page groups.

Adding/Editing Home Page Groups

1.

Search for the Home Page group you wish to edit. If you intend to add a Home
Page group, search to ensure that an identical one does not already exist.

Highlight the Home Page group you wish to edit then click the Open button or

add a Home Page group by clicking the New button to display the Home Page
Group Configuration Details page.
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Home Page Group Configuration Details

i save 9 uUndo

1 Group Details 2 Panel Set

1 Group Details
Group Name
s
=
e
Force Refresh [¢l
2 Panel Set
Fanels Grid
bl Show Timeline bl School Bulletin
School Diary
Section A (Multi-use Panels)
Attendance  Conduct  Assessment My Meszages
Summary Summary ~ Summary d . r’j Remove Panel
1 [ Remove All
Section B(Single-use Panels) tA) My Reminders
5 Ga
My Missing Scheduled .
Schedul.. Register..  Detentio... ﬁ Favourites L

« Click and drag the required icon from the left hand panel to the appropriate cell in the Grid panel.

« To remove anicon from the grid, click and drag the icon out of the grid. Altenatively highlight the icon and
click the "Remove Panel" button.

To remove all icons from the grid, click the "Remove All" button.

3. Enter a unique Group Name.

Assigning Users to a Home Page Group
1. Click the Search Staff button to display the Search Staff dialog.

c@ Search Staff button
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£ Search Staff [
Role Type M Select
Title Sumame Forename Gender

2. Search for the required member(s) of staff by selecting their Role Type from
the drop-down list (e.g. Current Teaching Staff) then clicking the Search
button to display all members of staff with that role. Searching by Role Type
is a convenient method of assigning all current teaching staff to a single Home

Page group.

Q Search button

EE Search Staff [~7|[mE3a]
Role Type Current Teaching Staff - Select

[, Sumame Forename Gender -

O s Abell Anita Female =

[ Ms Andrews Selina Female

- Atkinson John Male

- Blacker Adrian Male

= M Brown James Male

- Brown Paul Male

[ Miss Bumows Katie Female

O] Miss Burton Fiona Female

[ Me Chasa lamn Famala i
(1) Records found: 57

3. Select the check box of the member(s) of staff you wish to add to the Home
Page group. Alternatively, select the check box in the header row to select all
members of staff currently displayed in the Search Staff dialog.

4. Click the Select button to assign the member(s) of staff to the Home Page
group.

5. Click the Close button to return to the Home Page Group Configuration
Details page, where the Staff list is populated with the selected member(s)
of staff.

6. Any members of staff who have been added in error can be removed from the
group by highlighting their name then clicking the Remove Staff button.

,Q Remove Staff button
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NOTES: A user can be assigned to more than one Home Page group, meaning
that they will be assigned the aggregate of the panels selected for each Home
Page group.

If a staff member is assigned to more than one Home Page group, and you
subsequently remove them from one of these groups, the panels assigned to
the group from which they have been removed will still be displayed on their
Home Page until they have been removed manually by the user. To remove
all group panels from a user's Home Page, the user must be removed from all
Home Page groups.

If a user is not assigned to at least one Home Page group, they are assigned
a default set of panels on their Home Page (please see Default Home Page
Panels for Users Not Assigned to a Home Page Group on page 63).

Select the Force Refresh check box in the Group Details panel so that,
when the Home Page group configuration is saved, the changes are made to
the Home Page configuration of the selected user(s).

NOTE: If you are adding or removing users from an existing Home Page
group, you do not need to select the Force Refresh check box. A forced
refresh is carried out automatically when an existing Home Page group is
saved.

Allocating Panels to a Home Page Group

1.

In the Panel Set panel, select the Show Timeline and School Bulletin
check boxes to display these panels on the Home Page of users assigned to the
selected Home Page group.

The icons in Section A and Section B represent the panels that can be added
to the Home Page group.

2 Panel Set
Panels

b Show Timeline bl School Bulletin

Section A (Multi-use Panels)

@ % P

Attendance Conduct  Assessment
Summary Summary  Summary

Section B(Single-use Panels)

B D %

My Mizsing Scheduled
Schedul... Register... Detentio...
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The Grid section on the right-hand side of the Panel Set panel consists of any
panels already assigned to the Home Page group, together with a number of
available spaces into which additional panels can be placed.

D School Diary [

My Messages
[:] [ ]Remove Panel

[ Remove All

m

Y

\D My Reminders

Favourites

)::}.
|

2. To add a panel to the selected Home Page group, click and drag it from the
Section A or Section B section on the left-hand side of the page into the
required position in the Grid on the right-hand side of the page.

3. To switch the position of panels in the grid, click and drag the panel you wish
to move to the required location.

4. Toremove a panel, click and drag the panel out of the grid. Alternatively, click
the panel you wish to remove then click the Remove Panel button. To
remove all panels from the Grid, click the Remove All button.

WARNING: Careful consideration should be given when adding panels to a
Home Page group, particularly when the group consists of a large number of
users. Some of the panels have frequent refresh intervals, so a large number
of panels displaying on several workstations could lead to a reduction in
performance of the SIMS system.

5. Click the Save button to save the changes. The changes to a Home Page group
come into effect once SIMS is restarted on a user's workstation.

NOTE: If a user cannot see the Home Page group panels on their Home Page
following a restart of SIMS, follow the preceding steps to access their Home
Page group details, select the Force Refresh check box then click the Save
button. When the user restarts SIMS, they should then see the required
panels on their Home Page.
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Locking Home Page Groups

The panels assigned to each Home Page group can be locked to ensure that
users cannot remove them from their Home Page. This functionality can also
be used to prevent users from displaying additional panels on their Home
Page.

NOTES: Setting a lock on Home Page groups does not prevent users from
configuring panels that are already displayed on their Home Page.

Careful consideration should be given to the locking options selected because
any setting applied affects all Home Page groups. It is not possible to select
the Home Page groups to which you wish to apply a lock.

Three levels of locking are available:

= Unlocked - this is the default option. The panels assigned to all Home
Page groups are initially displayed on each member’s Home Page.
However, each group member can add or remove panels as required. The
additional panels selected by each user do not affect the panel
configuration of the remaining members of the Home Page group.

= Lock Group Panels - selecting this option prevents the removal of panels
assigned to each group member. Each group member can display
additional panels on their Home Page. However, none of the default panels
assigned to the Home Page group can be removed. Any additional panels
that a member chooses to display do not affect the panel configuration of
the remaining members of the Home Page. Any additional panels that a
member chooses to display can be removed, if required.

NOTE: The Lock Group Panels option does not lock the Show
Timeline or School Bulletin check boxes, or the School Diary, My
Messages, My Reminders or Favourites panels in the Configure
Home Page dialog (accessed by clicking the Configure button at the
top of the SIMS Home Page. All of these panels are user-defined and
therefore can be removed by each user.

= Lock down - selecting this option locks all panels on the Home Page for all
users. This rule applies to panels that are assigned to a Home Page group,
to panels that have been added by each user and to panels any user who
is not a member of a Home Page group. Selecting this option prevents a
user from displaying additional panels and from removing existing panels.

1. Select Routines | Home Page | Lock Home Page Configuration to
display the Home Page Configuration Lock State dialog.

m Lock User Home Page Configuration @
Home Page Configuration Lock State
Unlocked @

Lock Group Panels

Lock Down

Save | | Cancel
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Select the required radio button then click the Save button to save the lock
configuration.

The lock setting comes into effect when SIMS is restarted on a user's
workstation.

Deleting Home Page Groups

3.

Home Page groups that have been added in error or are no longer required can
be deleted.

Select Routines | Home Page | Home Page Group Configuration to
display the Find Home Page Group Configuration browser.

Click the Search button to display all Home Page groups.
Highlight the group you wish to delete then click the Delete button.

Home Page Timeline Configuration

The default configuration of the My Timeline widget on the SIMS Home
Page can be defined. SIMS users can define their specific requirements using
the configure option in the My Timeline widget.

Select Routines | Home Page | Home Page Timeline Configuration to
display the Home Page Timeline Configuration dialog.

m Home Page Timeline Configuration @
Timeline Options
Start time 08:30 - End time  16:00 -
Work week [ Sun [ Mon [ Tue [Wed M Thu kFi [JSat
Start day Monday -
Event Selection
[l School Events [l Detentions
[l Timetabled Lessons [l NCC Period
[w] Cover Assignments [l Cover Rota
oK | Concel |

In the Timeline Options panel, enter the default Start time and End time
for the My Timeline panel. Alternatively, select the times from the respective
drop-down lists.

The dates entered or selected determine the visible timescale on the My
Timeline panel when the Home Page is opened. Having entered 08:30 as the
Start time and 16:00 as the End time means that, when the Home Page is
opened, the period between 08:30 and 16:00 are displayed on-screen, with a
white background (indicating 'active' hours). Any times before and after this
period are displayed with a darker background, indicating that this is outside
of normal working hours.
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NOTE: A period of 11 hours and 30 minutes can be displayed on the default
My Timeline view. Use the adjacent scroll bar to view earlier or later events.
Alternatively, maximise the display of the My Timeline panel to view the
panel in full screen mode.

3. Select the days of the week you wish to display on the My Timeline panel by
defining the Work week. Select the check box adjacent to the day(s) of the
week you want to display.

4. Select the first day of the working week from the Start day drop-down list.
This indicates day of the week that is displayed in the left-hand column and,
based on the settings in the Work week section, the subsequent columns.

5. Inthe Event Selection panel, select the check box of the type(s) of event you
wish to display in the My Timeline panel.

_

Mon, 04 Mar 2... Tue, 05Mar 2... Wed, 06 Mar ... Thu, 07 Mar 2... Fri, 08 Mar 2013 =

0800
30
0900 08:53-09:15 08:53 09:00- 08:53-09:15 08:53-09:15 08:53 09:00-
09:15-10:15 09:15 09:15-10:15 09:15-10:15 09:15
30 | Mon:l 11yfSc2 || -10:1 Wed:1 10y/5c2 || Thu:l 12A/Bi1 -10:1
1000 Sdence Lab 1 5 Science Lab 1 Sdence Lab 1 5Fritl
w0 LB gpusanis | 10m5-1015 | 1015418015
. Tue:2 9y/5cl Wed:2 10y/5c2 || Thu:2 12A/Bi1
1 100
30 11:35-12:35 11:35-12:35 11:35-12:35 11:35-12:35
o0 Tue:3 11y/5c2 || Wed:3 7D/Sc Thu:3 9y/Scl Fri:3 7D/5c
12 Sdence Lab 1 Science Lab 1 Sdence Lab 1 Sdence Lab 1
30 | 12:35-13:35 12:35-13:35 12:35-13:35 12:35-13:35 12:35-13:35
o0 Mon:4 Tue:4 10y/Sa2 | Wed:4 7D/Sc Thu:4 11y/Sa2 || Fri:4 10y/Sa2
13 13C/Hil(Cover) | Scence Lab 1 Science Lab 1 Science Lab 1 Science Lab 1

30

1400 14:08-14:30 PM || 14:08-14:30 PM || 14:08-14:30 PM || 14:08-14:30 PM || 14:08-14:30 PM
30

14:30-15:30

14:30-15:30 \Wed:5 PBA 14:30-15:30 14:30-15:30

1500 Mon:5 124/Bil Thu:5 8FPs Fri:5 11y/Sa2

0 15:30-16:30
]_600 16:00-16:30 16:00-17:30

SMT Meeting
30

1700

30

1800
30

19 -

6. Click the OK button to save the panel configuration and return to the SIMS
Home Page. Any changes to the configuration are implemented immediately.

<> More Information:
1‘-/, Increasing the Size of Panels on the Home Page on page 45
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Introduction

The content and layout of the SIMS Home Page can be defined on a per user
basis, enabling the display of information that relates specifically to each SIMS
user. Changing the content and layout on your SIMS Home Page does not
affect the display of the Home Page on any other user's workstation.

The number of panels displayed and their display order can be defined. Once
displayed on the SIMS Home Page, many of the panels offer additional
configuration options.

There are two types of panel that can be added to the SIMS Home Page:
= Single use panels

A single use panel serves a single purpose for a SIMS user. This type of
panel displays information relevant to the user, e.g. the My Messages
panel displays all messages sent to the user and the My Reminders panel
displays reminders for events, etc. that the user is involved with. One
occurrence of these panels can be added to the SIMS Home Page.
Additional configuration options are available for most single use panels.

= Multi-use panels

A multi-use panel enables you to view important information relating to a
specific subject matter, but for a range of groups. Multiple instances of a
multi-use panel can be added to the SIMS Home Page. This would be
particularly useful for a Head of Year, for example, who may wish to view
an attendance summary for each of their registration groups. This can be
achieved by adding one occurrence of the Attendance Summary panel to
their Home Page and configuring each panel separately to display
attendance information for each of the registration groups. Additional
configuration options are available for all multi-use panels.
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The additional configuration options available depend on the panel. The
following panels offer additional configuration options:

= My Timeline (please see Configuring the My Timeline Panel on page 74)
= School Diary (please see Configuring the School Diary Panel on page 76)
= My Messages (please see Configuring the My Messages Panel on page 77)

= Attendance Summary (please see Configuring the Attendance Summary
Panel on page 80)

= Conduct Summary (please see Configuring the Conduct Summary Panel
on page 82)

= Assessment Summary (please see Configuring the Assessment Summary
Panel on page 85)

= Missing Registers Notification (please see Configuring the Missing Register
Notification Panel on page 78)

= My Detention Sessions (please see Configuring the My Detention Sessions
Panel on page 79)

The following panels do not offer additional configuration options:
= School Bulletins

= My Reminders

= Favourites

= My Scheduled Reports

<~ More Information:

1/ Configuring the Assessment Summary Panel on page 85
Configuring the Attendance Summary Panel on page 80
Configuring the Conduct Summary Panel on page 82
Configuring the Missing Register Notification Panel on page 78
Configuring the My Messages Panel on page 77
Configuring the My Timeline Panel on page 74
Configuring the My Detention Sessions Panel on page 79
Configuring the School Diary Panel on page 76

Configuring the My Timeline Panel

Your timetable is displayed in the My Timeline widget on the SIMS Home
Page.

Additional configuration options are available for this panel, enabling you to
define precisely how it is presented on-screen.

This section assumes that the My Timeline panel has been selected to display
on the Home Page (please see Adding Panels to the Home Page on page 52).

The content of the My Timeline panel updates automatically when you open
SIMS and when you select Focus | Home Page (if the Home Page is not
already open). However your SIMS session may run all day, so you can ask
SIMS to update the My Timeline panel with any new events, etc. at regular
intervals.

WARNING: Prior to setting a default refresh rate for a panel on the SIMS
Home Page, please consider the performance issues that this might cause.
If regular default refresh rates are set for all SIMS users, this could lead to a
reduction in the performance level of your SIMS system.
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Alternatively, click the Refresh button at any point during the day to refresh
instantly.

Refresh button

Click the Options button then select Configure from the pop-up menu to
display the Timeline Configuration dialog.

@ Options button

ﬁTimeIine Configuration @
Timeline Oplions
Start time 08:30 - Endtime  16:00 -

Work week [ Sun [ Mon [ Tue [AWed MThu kFi [JSat

Start day Monday -

Refresh rate (Hours : Minutes) 0015 |-

oK | [ Cancel

Enter the default Start time and End time for the My Timeline panel.
Alternatively, select the times from the respective drop-down lists.

The dates entered or selected determine the visible timescale on the My
Timeline panel when the Home Page is opened. Having entered 08:30 as the
Start time and 16:00 as the End time means that, when the Home Page is
opened, the period between 08:30 and 16:00 are displayed on-screen, with a
white background (indicating 'active' hours). Any times before and after this
period are displayed with a darker background, indicating that this is outside
of normal working hours.

NOTE: A period of 11 hours and 30 minutes can be displayed on the default
My Timeline view. Use the adjacent scroll bar to view earlier or later events.
Alternatively, maximise the display of the My Timeline panel to view the
panel in full screen mode.

Select the days of the week you wish to display on the My Timeline panel by
defining the Work week. Select the check box adjacent to the day(s) of the
week you want to display.

Select the first day of the working week from the Start day drop-down list.
This indicates day of the week that is displayed in the left-hand column and,
based on the settings in the Work week section, the subsequent columns.

Enter the Refresh rate (Hours:Minutes) or use the up and down arrow
buttons to select the required value. The default refresh value is 15 minutes.

Click the OK button to save the panel configuration and return to the SIMS
Home Page. Any changes to the configuration are implemented immediately.

More Information:
Viewing the My Timeline Panel on page 5
Increasing the Size of Panels on the Home Page on page 45
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Configuring the School Diary Panel

The School Diary is used to record and display any school events that occur
during the course of the academic year. These might include school trips,
training days, staff meetings, parent consultation evenings, etc.

Additional configuration options are available for this panel, enabling you to
define precisely how it is presented on-screen.

This section assumes that the School Diary panel has been selected to
display on the Home Page (please see Adding Panels to the Home Page on
page 52).

The content of the School Diary panel updates automatically when you open
SIMS and when you select Focus | Home Page (if the Home Page is not
already open). However your SIMS session may run all day, so you can ask
SIMS to update the School Diary panel with any new events, etc. at regular
intervals.

WARNING: Prior to setting a default refresh rate for a panel on the SIMS
Home Page, please consider the performance issues that this might cause.
If regular default refresh rates are set for all SIMS users, this could lead to a
reduction in the performance level of your SIMS system.

Alternatively, click the Refresh button at any point during the day to refresh
instantly.

Refresh button

Click the Options button then select Configure from the pop-up menu to
display the Configure Refresh Rate dialog.

Options button

E.—.-J Configure Refresh Rate @

Refresh rate (Hours : Minutes) 0030 |

0K | [ Cancel

4

Enter the Refresh rate (Hours:Minutes) or use the up and down arrow
buttons to select the required value. The default refresh value is 30 minutes.

Click the OK button to save the panel configuration and return to the SIMS
Home Page. Any changes to the configuration are implemented immediately.

More Information:
Viewing the School Diary on page 17
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Configuring the My Messages Panel

4

All messages that you have received are displayed in the My Messages
widget on the SIMS Home Page. This includes system messages if a message
that you have sent to another SIMS user cannot be delivered.

Additional configuration options are available for this panel, enabling you to
define precisely how it is presented on-screen.

This section assumes that the My Messages panel has been selected to
display on the Home Page (please see Adding Panels to the Home Page on
page 52).

The content of the My Messages panel updates automatically when you open
SIMS and when you select Focus | Home Page (if the Home Page is not
already open). However your SIMS session may run all day, so you can ask
SIMS to update the My Messages panel with any new messages at regular
intervals.

WARNING: Prior to setting a default refresh rate for a panel on the SIMS
Home Page, please consider the performance issues that this might cause.
If regular default refresh rates are set for all SIMS users, this could lead to a
reduction in the performance level of your SIMS system.

Alternatively, click the Refresh button at any point during the day to refresh
instantly.

Refresh button

Click the Options button then select Configure from the pop-up menu to
display the Configure Refresh Rate dialog.

Options button

Configure Refresh Rate @

Refresh rate (Hours : Minutes) 0001 |

0K | [ Cancel

Enter the Refresh rate (Hours:Minutes) or use the up and down arrow
buttons to select the required value. The default refresh value is 1 minute.

Click the OK button to save the panel configuration and return to the SIMS
Home Page. Any changes to the configuration are implemented immediately.

More Information:
Viewing My Messages on page 23
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Configuring the Missing Register Notification Panel

This section is applicable only to users with Attendance Manager permissions.

It is possible to display a list of registers that have not been completed within
a specified number of minutes after a lesson or session starts.

Additional configuration options are available for this panel, enabling you to
define precisely how it is presented on-screen.

This section assumes that the Missing Register Notification widget has
been selected to display on the Home Page (please see Adding Panels to the
Home Page on page 52).

The content of the Missing Register Notification panel updates
automatically when you open SIMS and when you select Focus | Home Page
(if the Home Page is not already open). However your SIMS session may run
all day, so you can ask SIMS to update the Missing Register Notification
panel with any new messages at regular intervals.

WARNING: Prior to setting a default refresh rate for a panel on the SIMS
Home Page, please consider the performance issues that this might cause.
If reqular default refresh rates are set for all SIMS users, this could lead to a
reduction in the performance level of your SIMS system.

Alternatively, click the Refresh button at any point during the day to refresh
instantly.

Refresh button

1. Click the Options button then select Configure from the pop-up menu to
display the Configure Missing Registers dialog.

rﬁ Options button

m Configure Missing Registers @
Check Missing Register minutes after lesson/session start
Message Text
"You have not taken the register for the specified class.

Refresh rate (Hours : Minutes) 0010 =
[ ok ][ cancel

2. Enter the number of minutes after a lesson/session starts that you wish to
check for missing registers in the Check Missing Registers field.

3. The Message Text you wish to send with the notification can be defined. The
default message is:

You have not taken the register for the specified class
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4. Enter the Refresh rate (Hours:Minutes) or use the up and down arrow
buttons to select the required value. The default refresh value is 10 minutes.

IMPORTANT NOTE: By default, the content of the Missing Registers
Notification panel is refreshed every ten minutes. If you elect to check for
missing registers 15 minutes after a lesson or session starts, the period of
time before the Missing Registers Notification panel displays this
information may be up to 25 minutes after the lesson or session starts. It is
important to bear this in mind when setting the notification delay.

5. Click the OK button to save the panel configuration and return to the SIMS
Home Page. Any changes to the configuration are implemented immediately.

<~ More Information:
1/ Viewing Missing Register Notifications on page 33

Configuring the My Detention Sessions Panel
Any detention sessions for which you are the main staff member assigned are
displayed in the My Detention Sessions widget.

Additional configuration options are available for this panel, enabling you to
define precisely how it is presented on-screen.

This section assumes that the My Detention Sessions panel has been
selected to display on the Home Page (please see Adding Panels to the Home
Page on page 52).

The content of the My Detention Sessions panel updates automatically
when you open SIMS and when you select Focus | Home Page (if the Home
Page is not already open).

1. Click the Options button then select Configure from the pop-up menu to
display the Detention Sessions Configuration dialog.

Options button

"4 Detention Sessions Configuration @

Cycle Today (24-01-2013) -

[0 Show all detention sessions

oK ][ Cancel

2. Select the detentions you wish to display selecting the required Cycle from
the drop-down list. For example, to display detention sessions for the current
week for which you are the main supervisor, select Current Week (<Start
Date of the current week> to <End Date of the current week>).

3. To display all detention sessions over the selected Cycle, regardless of
whether they are the main supervisor, select the Show all detention
sessions check box.

4. Click the OK button to save the panel configuration and return to the SIMS
Home Page. Any changes to the configuration are implemented immediately.
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NOTE: If you elect to display all detention sessions over the selected Cycle,
the panel is renamed All Detention Sessions Scheduled when you return
to the Home Page.

«, More Information:
b Viewing My Detention Sessions on page 36

Configuring the Attendance Summary Panel

A summary of pupil/student's attendance can be displayed in the Attendance
Summary widget on the SIMS Home Page, enabling the monitoring of their
progress.

Additional configuration options are available for this panel, enabling you to
define precisely how it is presented on-screen.

Multiple instances of the Attendance Summary panel can be displayed,
enabling you to display a panel for each registration group in a year, each year
in the school, etc. The content of the Attendance Summary panel updates
automatically when you open SIMS and when you select Focus | Home Page
(if the Home Page is not already open).

afs

alo alo alo alo alo alo alo alo alo alo

° 40 ® 0» LY £ @ 10 & AT

! Present - Authorised Absence Unauthorised Absence |

1. In the appropriate Attendance Summary panel (more than one occurrence of
this panel may be displayed on your Home Page), click the Options button
then select Configure from the pop-up menu to display the Attendance
Summary Configuration dialog.

rzgﬁ Options button
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(1% Attendance Surnmary Configuration @
Available Groups
Title  |Attendance Summary | Generate Title Cycle Tear to Date (03-08-2012 to 24-01-2013) -
Select one or more groups to be included in the statistical analysis Group Type WWhole School -

Description
Whale School

Palette

. T

[ ok |[ cancel

Select the period over which you wish to display attendance information by
selecting the required Cycle from the drop-down list. For example, to display
attendance from the first day of the academic year to today's date, select Year
to Date (<Start Date of the current academic year> to <Today's
date>).

NOTE: The Cycle enables you to select dates from the current academic year
only.

Select the group(s) that you wish to associate with this panel.

a. Select the required Group Type from the drop-down list (e.g. Year Groups,
Reg Groups, etc.). The content of the table displayed below changes,
depending on the option selected.
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b. Select the check box of the group(s) that you wish to include on the selected
panel, e.g. Year 7, 11D, etc.

(1% Attendance Surnmary Configuration @

Available Groups

Title Attendance Summary for Year 7 | Generate Title Cycle Year to Date (03-09-2012 to 25-01-2013) -

Select one or more groups to be included in the statistical analysis Group Type Year Groups -

Description
Year 7
] Year &
7] Year §
[ Year 10
] Year 11
] Year 12
7] Year 13

Palette

e B

[ ok |[ cancel |

4. The panel name, as displayed on the SIMS Home Page, can be amended. The
Title defaults to Attendance Summary. To append the Title with the name
of the selected group(s) (e.g. Attendance Summary for Year 7,
Attendance Summary for 11D, etc.), click the Generate Title button.
Alternatively, overtype the Title with the required panel.

5. The colour scheme of the panel can be edited (please see Editing the Chart
Colour Scheme on page 86) by clicking the Edit button in the Palette panel to
display the Palette Editor.

6. Click the OK button to save the panel configuration and return to the SIMS
Home Page. Any changes to the configuration are implemented immediately.

7. Repeat this process for any other instances of the Attendance Summary
panel that you have elected to display on your Home Page.

<> More Information:
:"-/ Adding Panels to the Home Page on page 52
Viewing the Attendance Summary on page 37

Configuring the Conduct Summary Panel

A summary of pupil/student's conduct can be displayed in the Conduct
Summary widget on the SIMS Home Page, enabling the monitoring of their
progress.

Additional configuration options are available for this widget, enabling you to
define precisely how it is presented on-screen.
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Multiple instances of the Conduct Summary panel can be displayed, enabling
you to display a panel for each registration group in a year, each year in the
school, etc. The content of the Conduct Summary panel updates
automatically when you open SIMS and when you select Focus | Home Page
(if the Home Page is not already open).

120

AT

In the appropriate Conduct Summary panel (more than one occurrence of this
panel may be displayed on your Home Page), click the Options button then

select Configure from the pop-up menu to display the Conduct Summary

Configuration dialog.

r:‘ Options button

¢ Conduct Summary Configuration @
Available Groups
Title Conduct Summary | Generate Title Cycle Year to Date (03-08-2012 to 25-01-2013) -
Select one or more groups to be included in the statistical analysis Group Type WWhele School -
Description

Whale School

Select one or more Achievement types.

Available Types
Academic Achievement
Bronze Award
Community Event
Excellent Effort
BExtra-cumicular Activity
Excellent Attendance i

| »

Lo
[#]

Selected Types

Select one or more Behaviour types.

Available Types

Assault =

Bullying
Damage to Property

Defiance

Disruptive Behaviour in Class

Disnuptive Behaviour Outside the Classroom

Selected Types

_E

Options

Refresh rate (Hours : Minutes) 00:12 =

[ ok ][ cancel
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Select the period over which you wish to display conduct information by

selecting the required Cycle from the drop-down list. For example, to display
conduct from the first day of the academic year to today's date, select Year to
Date (<Start Date of the current academic year> to <Today's date>).

NOTE: The Cycle enables you to select dates from the current academic year
only.

Select the group(s) that you wish to associate with this panel.

a. Select the required Group Type from the drop-down list (e.g. Year Groups,
Reg Groups, etc.). The content of the table displayed below changes,
depending on the option selected.

b. Select the check box of the group(s) that you wish to include on the selected
panel, e.g. Year 7, 7A, etc.

The panel name, as displayed on the SIMS Home Page, can be amended. The
Title defaults to Conduct Summary. To append the Title with the name of
the selected group(s) (e.g. Conduct Summary for Year 7, Attendance
Summary for 7A, etc.), click the Generate Title button. Alternatively,
overtype the Title with the required panel.

Select the achievement types and behaviour types you wish to display on the
Conduct Summary panel.

a. In the Select one or more Achievement types chooser, highlight the
required achievement type then click the Select button. Multiple achievement
types can be selected using Ctrl + click and Shift + click functionality then
clicking the Select button. To select all achievement types in the list, click the
Select all button. Achievement types added in error can be removed using the
same highlighting method then clicking the Remove or Remove all button.

b. Repeat Step a to select the required behaviour types in the Select one or
more Behaviour types chooser.

NOTE: To enable the effective display of conduct information, you are
strongly advised to add no more than 30 achievement and behaviour types
to the Conduct Summary panel. Printed output of the panel will also be more
difficult to view if a larger number of types are displayed and some types may
not fit onto the printed output.

The colour scheme of the panel can be edited (please see Editing the Chart
Colour Scheme on page 86) by clicking the Edit button in the Palette panel to
display the Palette Editor.

Enter the Refresh rate (Hours:Minutes) or use the up and down arrow
buttons to select the required value. The default refresh value is 12 minutes.

Click the OK button to save the panel configuration and return to the SIMS
Home Page. Any changes to the configuration are implemented immediately.

Repeat this process for any other instances of the Conduct Summary panel
that you have elected to display on your Home Page.

More Information:
Adding Panels to the Home Page on page 52
Viewing the Conduct Summary on page 41
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Configuring the Assessment Summary Panel

A summary of pupil/student assessment can be displayed in the Assessment
Summary widget on the SIMS Home Page, enabling the monitoring of their
progress.

Additional configuration options are available for this panel, enabling you to
define precisely how it is presented on-screen.

Multiple instances of the Conduct Summary panel can be displayed, enabling
you to display a panel for each registration group in a year, each year in the
school, etc. The content of the Conduct Summary panel updates
automatically when you open SIMS and when you select Focus | Home Page
(if the Home Page is not already open).

1. In the appropriate Assessment Summary panel (more than one occurrence
of this panel may be displayed on your Home Page), click the Options button
then select Configure from the pop-up menu to display the Assessment
Summary dialog.

Options button

" Assessment Summary @

Grid Type

9 Group Analysis ({; Aspect Analysis Result Set Analysis Chance Analysis

Description

Eg Gp Anl Aspects

Eg Gp Anl Result Sets

Eng KS3 TAY10

Eng K53 TA Y10 Cumul
Eng K53 Target Level

Eng On Target 7 12/13 Au
GA KS4 Grade Distrib Eng
GA KS4 School Benchmark:

m | »

Group Filter | =
Qutcome Type Count hd Rounding On [
Clear Selection | | Apply | | Cancel

2. Select the radio button of the required Grid Type. For more information on
analysis types, please refer to the appropriate analysis type chapter in the
Analysis in SIMS handbook.

3. Select the analysis you want to include in the summary, e.g. a Result Set
analysis of all Key Stage 2 English Tests for Year 7.

4. Click the Group Filter Browser button to apply a filter to the analysis. For
example, you may want to filter the analysis to include only pupil/students
who are Travellers. For more information, please refer to the Entering and
Reviewing Data Using Marksheets chapter in the Administering Assessment
handbook.
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NOTE: Any analysis set up for display in an Assessment Summary panel is
saved on the SIMS Home Page and does not affect the analysis grids in
SIMS Analysis.

Select the Outcome Type from the drop-down list. For more information,
please refer to the Getting Started with SIMS Analysis 7 chapter in the
Analysis in SIMS handbook.

Select the Rounding On check box to apply rounding to the analysis results.
For more information, please refer to the Viewing and Editing an Analysis
chapter in the Analysis in SIMS handbook.

To clear the display and remove all of the filters, click the Clear Selection
button.

Click the Apply button to save the panel configuration and return to the SIMS
Home Page. Any changes to the configuration are implemented immediately.

Repeat this process for any other instances of the Assessment Summary
panel that you have elected to display on your Home Page.

When you return to the SIMS Home Page, the panel name changes to the
name of the analysis selected in Step 2.

More Information:
Adding Panels to the Home Page on page 52
Viewing the Assessment Summary on page 43

Editing the Chart Colour Scheme

It is possible to edit the colour palette so that each segment of a chart
displayed in a summary panel can be coloured differently. This functionality
affects the Attendance Summary and the Conduct Summary panels.

This section assumes that the colours on the Attendance Summary panel
are being configured and that the panel has already been selected to display
on the Home Page (please see Adding Panels to the Home Page on page 52).
The functionality available in the Conduct Summary panel, relating to colour
selection, works in the same way as it does in the Attendance Summary
panel. The only difference is the wider range of palette colours that can be
displayed on the graph.

Click the Options button then select Configure from the pop-up menu to
display the Attendance Summary dialog.

Options button

86 | Configuring and Using the SIMS Home Page



04| Configuring the Individual Panels on the SIMS Home Page

(1% Attendance Surnmary Configuration @
Available Groups
Title  |Attendance Summary | Generate Title Cycle Tear to Date (03-08-2012 to 24-01-2013) -
Select one or more groups to be included in the statistical analysis Group Type WWhole School -

Description
Whale School

Palette

. T

[ ok |[ cancel

The colours displayed in the Palette section at the bottom of the dialog are
the colours that are currently allocated to the graphs displayed in the
Attendance Summary panel(s) on your Home Page. By default, Attendance
Summary panels have five colours available immediately and Conduct
Summary panels have 25 colours.

To edit the colours you wish to use, click the Edit button to display the Palette
Editor.

&8 Palette Editor -8 |z
Colours
.F-'.: 0. G: 100, B: 0 Add

. R:138.G:0.B: 0 Edit
I:‘ R: 255 G: 255, B: 0 Remove
I:‘ R: 144, G: 238, B: 144 Up
. R: 255, G:99.B: 71 Down

oK ][ Cancel

Add a new colour to the palette by clicking the Add button to display the Color
dialog, select the required colour then click the OK button. Alternatively, edit
an existing colour by highlighting it, clicking the Edit button, selecting the
required colour then clicking the OK button. The new or edited colour is
displayed in the list of Colours in the Palette Editor dialog.

To remove a colour from the palette, highlight it then click the Remove
button.

The display order of the colours can be amended, which in turn changes the
meaning of the colour on the graph displayed on the summary panels.
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5. To switch the order in which the colours are displayed (working downwards
from the right-hand side of the pie chart, or working from left to right on the
bar chart), click the Up and Down buttons. To remove a colour, highlight the
colour and click the Remove button.

6. Click the OK button to confirm the colour changes.

NOTE: When removing colours from the Attendance Summary pie chart,

be aware that it is advisable to have at least the same number of colours as
data types, otherwise existing colours may be used twice and could merge,
making two segments appear as one.

7. Click the OK button to return to the Home Page.
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