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Introduction

This year, the Key Stage Two 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.

The Key to Success website www.keytosuccess.dfes.gov.uk should provide KS2 test
results electronically as a CTF in July. These results will complete the data entry for this
cohort.

These notes will guide you step by step through the process of inputting all the required data,
submitting the return to the National Assessment Agency (NAA), retrieving and importing test
scores from the Key to Success website and reporting to parents. This year, the files will be
submitted to the NAA through the NAA website, NOT the S2S website as in previous years.

Your submissions should be completed by 1% July 2008.

P Scales

The use of P scales will be statutory in 2008 for children with Special Educational Needs who
are working below level 1 of the national curriculum. Schools will need to use P scales to
record and report the achievements of those children in the core subjects of English,
Mathematics and Science. P scales are not to be used to assess children with English as an
additional language (EAL) at any age unless they have additional Special Educational
Needs. However, if a child with EAL has been assessed as W in any subject, they will need
to have a value of EAL entered in the P Scale template (see page 16 for more details).

If you have any queries, please contact the appropriate team

Query Team Phone

Data entry and all queries SITSS 01582 830310
regarding the process _

covered in this document. Option 5
Making pupil assessments Assessment team 01582 830337

Please refer to the section on Frequently Asked Questions (page 35) before
calling the SITSS helpdesk.

Doc Ref S863 Page 1



Key Stage Two 2008 School IT Systems Support

Key Stage Two Process

Completed
[ Create user defined group of KS pupils ] Page 3
A\ 4
[ Import wizard into AM7 ] Page 6
A\ 4
[ Enter results and calculate totals ] Page 12
A 4

Create CTFs for Data Submission to NAA & Page 24
Secondary Schools by 1% July

A 4

[r Results returned by NAA in paper form on

July 8"
Enter test LEVELS into Assessment
Manager 7

Page 18

A

Print reports ] Page 19

A 4

Download test scores from Key to Success Page 28
website and import into Sims .net
(optional)
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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 KS2 results. This must include all pupils who are finishing KS2 and
moving on to KS3 in Sept 0608. This may be

another year group or exclude some Year 6 pupils.

QCA Assessment and Reporting Arrangements: For a pupil who transfers
from one school to another during the Key Stage 2 test week, it is the
responsibility of the school at which the pupil was on the roll when the tests

school.

were administered to submit both the teacher assessment and test results. This
may require the school to obtain teacdher

Creating a User -Defined Group and Adding Members

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

&eports Routines  Tools  Window  Help

Home Page <:| Back = ﬁ

School »

Pupil » HomePage: MreG. Grosvenor, Wedr

Behaviour Management  » _J Refresh

Persan b | School Events This Week 2 My Mess
| Groups | User Defined Groups

Agency 4 P_rl:uFiH%User Defined Groups

2. Click New [rew to create a new group.

User Group Details:
™ save | S Undo = Print
1 Group Detail: 2 Memberzhip

1 Group Details
Group Description |K52 2008 | Active State b
Shart Marne |K52 2003 | Current tain Supervisor | | @

3. Enter a suitable Group description and Short Name for the group e.g. KS2 2008.

4.  Add some Notes if you wish then click on the Save Eis=+= 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.

2 Membership

Effective Date Range  [01/09/2007 - 31/08/2008 | [€4 ]  mcademic'vear  AcademicYear 2007/2008 v

Cursor Diap |M0nda_l,l |

Cursor Date [01/01 /0001 |

Efzoon [fypion.

Member Wj Oct  |Mov Dec  |Jan  |Feb |Mar  |apr  [May  |Jun Jul Aug
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7. Change the Group Type to Year Group and then click the Browse button
alongside the Group box.

E Select Members

B4 Search
Sumame | | Forename | |
Group Type | [REETRE v| Gow |
| Name Gender

8. Click Search # s=ach to display all years, then highlight Year 6 and click OK.

EGruups Browse

H Search

Shart Hame D escription
Year N
‘ear B
Year1
‘Year 2
Year 3
‘ear 4
Year 5

e k) — 0=

7 Yea

9.  You will be returned to the Select Members box i click Search # sesch to display
all the members of Year 6.

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.

Surname | | Forename
Group Type |‘(ear Group vl Group
Marmne .
amel, Tanzeel Ja
Araujo, Hitesh
E Select Members
H Search @ Help
Group Type Group |Year 3 | Effective Date  [16/05/2007
Mame Gender Current Group -~
Ackropd, Marc Iale ‘ear B
Ackropd, Mary Female “Year B
Addizon, Millie Female Year b
Berter, Fran Female rear B
Blackmare, Tyzon I ale “ear B
Brocklehurst, Clint tale “Year B
Brown, Jenny Female “ear B v
] ] I Cancel I

(3 48 matches found

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.

13.

14.

15.

16.

All the Year 6 pupils should now appear in the Membership panel.

[l Zaam %.&ction...

tember

Sep |Oct MWov  |Dec  |Jan  (Feb |Mar  |Apr [May  [Jun Jul Aug |

Smylie, D avid

Blackmare, Tyzon

taoore, Steven

Wieltan, Gavin

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

Fg

&dd Member o |Oct Moy |Dec [dan  |Feb |Mar  |apr (Map  [Jun [Jul Aug

b ernber

Smylie, David

Elackmore, Tyzon

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

Delete Membership

Are you sure that you wish ko remove the selected membership?

If you have pupils in other years (e.g. Year 5) that you want within this group,
repeat steps 6 to 11, choosing the appropriate year at step 8.

When you are happy that ONLY the pupils for whom you wish to report Key
Stage Two results are shown in the bottom screen, click Save Esave,

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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The Key Stage Two Wizard

Importing the Wizard Pack

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

Tools  Window  Help
Adrnissi 3 ) - 2 Ra =
s ., G BRESBBEE

School N

Data Out 5 |W0rd Lizt Report |

Data In CTF »

Skatubory Returns 3 | Assessment Manager | I_mpert

Pupil 3 Performance fnalysis — » ImpL@ From Spreadsheet

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

3. Ifthe 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 AMPAY folder then
the Assessment Manager folder then the Wizards folder and finally the England
folder.

5.  Now double click on Key Stage 2 Wizard England 2008 or highlight it then click
Open.
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