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Introduction

You should only use eProfile for recording and returning your Foundation
Stage Profile results if you have already been using it throughout the year.
If you are not currently using the eProfile software then please refer to
document S861 for recording and returning your results using Assessment
Manager 7.

These instructions will take you through the necessary steps to submit your Foundation
Stage Profile Assessments entered through eProfile. Please do not try to create a CTF for
County before following these instructions.

If you are using eProfile for FSP, then you MUST create the CTF for the
return using eProfile, NOT Sims .net. However, you should then transfer the
results into Sims .net so that the assessment data for the pupils is complete

(page 9).

Please check that you have the latest version of eProfile (2.5). If you need help with entering
assessments please refer to document S822 Using eProfile which can be downloaded from
the grid at:

http://www.thegrid.org.uk/info/traded/sitss/mis/assessment/eprofiles.shtml

The CTF should be returned to the Data Collection team via Anycomms
by 1% July 2008.
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Creating a CTF for LA

Once you have completed entering your assessments for the End of Foundation Stage
period into the eProfile software you should create a CTF using eProfile.

You will only need to do this for your Reception children, so first ensure you
are working with the correct cohort.

Check that your Data is Complete

Before you can create your CTF for County, you must be sure that it contains all the
necessary information.

ALL pupils must have a valid Post Code. To check this, click on the Names bar then on
Edit Pupil Details.

@ Edit pupil detailz

If there are any pupils without a Post Code, you will need to either type them in manually
(only do this if there are a few missing) or create a new CTF from Sims .net which includes
Addresses and import this. Instructions for this can be found in document S766 Using
eProfile.

All pupils must have completed assessments in all component areas. If you have any
pupils, for whom you have not been able to record a score in any component area, you have
three choices:

1. You have missed putting in assessments for the particular pupil. Click on
Assessments then Enter Assessments. Use the Next button to scroll through to
the correct pupil and fill in assessments for each component.

2. The pupil has been assessed under an alternative scheme for some or all of the
components. Click on Assessments then Enter Assessments. Use the Next
button to scroll through to the correct pupil and then tick the Alternative
assessment applies to this component tick box for all appropriate components.

Alkernative assessment
applies to this companent

3. It has not been possible to assess a pupil due to iliness or late arrival. If this is the
case you will need to tick this box in the Enter Assessments screen.

It hag not been possible o
[ record aszessments on this

component because of late

arrival, sickness, etc.

Once all your data is complete you can now move on to create the file.
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Create a CTF Export for LA

1. Click on the Data files/Backup bar then on Create a results data file for your
LA.

H Create a results data file far your LA

2. You will get the following message:

\?/- ‘fou are about to create a LA return data File For 61 pupils

-
Click. on Ok ko confirm that this number is correct o Cancel ko abort

Zancel |

3. Click OK. If any assessments are missing, you will see the following:

Information

\1

s ) There are some errors or omissions - please check the next printaut

4. Click OK and a list of errors will be displayed. Please print out the list and then
cancel out of the CTF process and follow the instructions again in the previous
section Check your data is Complete on page 2 regarding alternative
assessments. You will not be able to complete the CTF process until entries have
been entered for the entire cohort.

Lafag] e

WH Primary Schoal
Error list
ErroesOmissions

HO193IBE04 003 Parks Hannah
Drposition and Afltudes nuthing has besn (ecoided
Cmatanyl development nothing has been recorded

5. If you still have postcode errors, you will see the following:

Information

& J Please check the following post code errors - vou can ignore them if wou will be returning results through wour MIS,

6. This message CANNOT be ignored. Click OK and print out the list. You will then
need to cancel out of the process and complete the postcodes before starting
again. Return to page 2 and work through the advice on Postcodes.

7. You may then see the following message. Click OK.

Doc Ref S876 30of 13



School 0 1TO Systems Support Foundation Stage Profile returning via eProfile

Information

;51) Please check the following assessments warnings.

8.  You may have warnings that some pupils have not completed all stepping stones,
but have completed some learning goals; these can safely be ignored if this is
correct for your pupils. Close this screen.

WATERS EDGE PRIMARY SCHOOL
Error list
Wiarnings

WWB20200105074 Falmer Katie-May
SD: some early learning goals achieved before all stepping stones completed

9. The school details box will now be displayed, where you can make any corrections
as necessary. Click OK.

School details 3

This iz a

(» School " LEA funded zetting
Marme of school |Waters Edge Primar School
LE& | 919 Hertfordshire |

Schaal DFES na. 1234

'? Help ‘ x Cancel

o 0K |

10. You will then be asked to set the CTF file name format of the file. Please choose
the second option, FSP.

% CTF file name format EI[E|E|
‘o can change the format of the file name of the Common =
ranzfer File [CTF).

he default text in the middle of the file name is _CTF_. To make
ata collection processing eagier this may be changed to _FSP_.
ou muzt, howewer, check that your MIS supplier supports this
efore making any changes.

he current choice is shown below. Change it and select 0K, or
bave it as it iz and select Cancel,

CTF filename choice:
" _CTF_

11. Click OK (you may need to scroll down to see the OK button).

12.  You will then be asked to browse for a folder to save the file to. If you are on the
machine running Sims .net, then you should save the file to the following location:

S:\SIMS\Star\CTFOUT (or C:\SIMS\Star\CTFOUT where Sims is installed on C
and not S).
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If you are on a machine not running Sims .net, then you can save to a floppy disk
or portable USB drive.

Browse for Folder

Select the destination drive/folder for the data

) Lotus ~
|3 MSOCache
{C3) Program Files
=55 5IM5

[T Attend

[C5) Marks

{C) OFTIONS

[) Setups

£ sMovA

=3 Star

3 CTFIN

=yCTFOUT

7= Quztem

|£

I oK ] [ Cancel

13. Click OK.

14.  When the transfer is complete, you will see the following message.

Information

i ) A CTF export data file has been copied ta 5:4SIMS\STARVCTFOUT.

I have also created a data file 8202001 Fsp2006. csv in kthe same folder For ywou to load into spreadsheet software such as Excel, if vou wish, for your
own analysis (this File may be also required by your LAY,

15. Click OK.

16. Now close eProfile, clicking Yes to backing up your work again. You now have
the CTF file along with a CSV file which can be opened in Excel (see text in
information box above).
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Returning the File via Anycomms

The file for FSP will sent to MIU via Anycomms. In order to do this, you will first need to
copy the CTF to another location.

Your submissions should be completed by 29™ June 2008.

Copying the File

1. Open My Computer i there may be a shortcut to this on your desktop, or it will be

under Start > Programs.

2.  You then need to double click on your S drive (or C drive for standalone
installations of Sims only). If you previously saved the file to a floppy disk or
USB drive, then open those instead.

3. Double click on the Sims folder, then on Star then on CTFout.

= Sk on Officed [S:) E@@ & S E@@

Be T Yew Fpomes ¢ ™ Be T Yew Fpomes ¢ ™

~
¥

Om-9- 37 oo - b1
=51 v B 5150 v B®

4. Inthe CTFout folder you will see all the CTFs you have created. You must identify
the correct file created earlier by its name and date created. To view this, change
the View to Details. The file created by eProfile will be different to all the rest as
the file name will have FSP in the middle, not CTF.

5.  You should then click TWICE on the column heading Date Modified so that the
files are sorted in descending date order. Once you have identified the file, right
click on it and choose Copy from the menu.
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