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Introduct ion  

If you have already chosen to record your FSP data in eProfile and wish to continue 
using this method, then please refer to the Foundation Stage Profile (eProfile) 
document (Doc Ref S876) for further instructions. 

This year, the Foundation Stage Profile (FSP) Wizard will be used in Assessment Manager 7 
(AM7) for the first time.  AM7 has many new and useful features but requires Word 2003 or 
above to be installed when generating reports. 

These guidance notes will take you step by step through the process to record and return your 
End of Year FSP in AM7 using the Key Stage Wizard Manager.  This wizard provides 
marksheets and a report suitable for parents in an easy access format. 

You MUST ensure that pupil addresses are included in the CTF when returning the data (page 
19). 

Your submissions should be completed by 1st July 2008. 

If you have any queries, please contact the appropriate team: 

Query Team Phone 

Data entry and all queries 
regarding the process 
covered in this document. 

SITSS 01582 830310  
option 5 

Data submission Data Collection and Quality Team 01992 588564 

Making pupil assessments Assessment team 01582 830337 

 

Please refer to the section on Frequently Asked Questions (page 31) before 
calling the SITSS helpdesk. 
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FSP Process 

 

Create user defined group of FSP pupils 

Import wizard into AM7 

Enter results and calculate totals 

Print reports 

Create and return CTF to MIU by 1st July 

Page 6 

Completed 

Page 13 

Page 17 

Page 19 

Page 3 
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User Defined Group  

We recommend that you create a user defined group consisting of all the pupils for whom you 
will be reporting FSP results.  This must include all pupils who are finalising Foundation Stage 
and are moving on to Key Stage One in September 08.  This may be only Reception Year 
pupils or it may also include pupils in another year group or exclude some Reception Year 
pupils.   

For children who transfer to a new school during the year, the QCA Assessment & 
Reporting Arrangements state that the old school will be responsible for reporting 
their results to the LA only if the child moves during the second half of the summer 
term.  (This does not include the half term holiday.) 

Creating a User -Defined Group and Adding Members  

1. Select Focus> Groups > User Defined Groups from the menu. 

 

2. Click New  to create a new group. 

 

3. Enter a suitable Group description and Short Name for the group e.g. FSP 2008. 

4. Add some Notes if you wish then click on the Save  button. 

5. The Active State of the group will now show as Active. 

6. To add members, click the Action button in the Membership panel and choose 
Add Member from the drop down menu. 
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7. Change the Group Type to Year Group and then click the Browse button  
alongside the Group box. 

 

8. Click Search  to display all years, then highlight Year R (or whatever your 
Reception year is called) and click OK. 

 

9. You will be returned to the Select Members box ï click Search  to display all 
the members of your Reception. 

10. The names do not appear in alphabetical order, but can be sorted alphabetically if 
you wish, by clicking on the heading of the Name column. 

 

 

11. To select all the names, click on the first name and scroll down the list then hold 
down your Shift key and click on the last name.  All the names should now appear 
highlighted.  If any pupil should not be included, hold down the Ctrl key and click on 
their name to deselect them.  When you are sure you have selected the correct 
names, click OK. 
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12. All the Reception pupils should now appear in the Membership panel. 

 

13. If you need to remove a pupil, click on the orange bar alongside their name, then 
click the Action button and choose Remove Membership. 

 

14. A message asking you to confirm the deletion of the membership is displayed ï click 
Yes to continue. 

 

15. If you have pupils in other years (e.g. Years 1 or N) that you want within this group, 
repeat steps 6 to 11, choosing the appropriate year at step 8. 

16. When you are happy that ONLY the pupils for whom you wish to report 

Foundation Stage Profile results are shown, click Save . 

Please Note:  You can add or remove more pupils at a later stage if necessary by repeating 
the steps above. 

Completed?  
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Importing the FSP Wizard Pack  

These guidance notes lead you through using the Summary Wizard, which covers the 
statutory requirements and is sufficient for most schools that will already have their own 
detailed paper record.  If you wish to record the detailed scores in Assessment Manager 7 as 
well, you will need to import and use the Detailed Wizard instead. 

Importing the Wizard Pack 

1. Log into Sims .net and choose Routines > Data In > Assessment Manager > 
Import from the menu. 

 

2. In the Import Wizard, click on the Browse button. 

 

3. If the Look in box does not say Sims .net, you will need to navigate to the 
Sims .net folder. 

 

If you are using the Master machine you will find the Sims .net folder in 
C:\Sims-SP 

If you are on a slave workstation you will find the Sims .net folder in 
C:\Program Files or C:\Program Files\Sims 

4. Once you have found the Sims .net folder, double click on the AMPA7 folder then 
the Assessment Manager folder then the Wizards folder and finally the FSP folder. 

 

5. Now double click on FSP Summary Wizard 2008 or highlight it then click Open. 


