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The Purpose:
To inform Exams Officers of the preparation required before the exams results are downloaded.  To ensure schools are aware of any new features within the exams module that could prove useful and relevant to the Results Season. To remind exams officers of the processes used in relation to results recording and reporting in Exams Organiser. To clarify the support offered by EIS over the Summer.

Who is it for:
The Exams Officer

Benefits:
To ensure Exams Officers are prepared for the import and reporting of Exams Results, and are aware of the recent changes in the software that are relevant to the Results Season.

Support:
If after carrying out these instructions, you have any questions about any of the procedures please contact the EIS Service Desk:

Telephone	01622 672779	
Faxback Number	01622 673441
E-mail Address 	eis.support@kent.gov.uk







Exam Results Reminders Summer 2010
For the Attention of the Exams Officer 

Exams Officers are reminded that they need to be aware of the following to prepare for a smooth import of results and production of reports from the Capita software.  Exams Officers should ensure they have a copy of the Capita Results Survival Kit available from EIS email 10-EM34 for reference.

Web Exchange Password
Summer Main Upgrade  Exams ver 6.80
Tidy Pre-Summer Results Files
Setup Results Embargo
Calculating PI Data to produce Performance Reports (5A*-C inc Eng & Ma)
Adding Non EDI Results
New Features
Printing Statement of Results onto School Headed Paper
Results Reporting and QCA Codes
Results Reporting and Linking Awards to Courses
Entering results where they fail to import.
Edit results without using Marksheets
Locking Exams Marksheets
BTEC Results Basedata
Links to Assessment Manager
EIS Website - latest information


1. Web Exchange Password
Please ensure that your Web Exchange password is kept in a secure place and would be accessible to another senior member of staff should you be unable to get into school on Exam download day. (e.g. severe illness) EIS can talk staff through the process but do not have your password.

2. Summer Main Upgrade  Exams ver 6.80
The SIMS Summer Main Upgrade takes SIMS to version 7.132 and Exams 6.80.
This will enable exams to process version 13 Basedata files in the new academic year, and adds new Diploma functionality. The upgrade is not required for the Summer results season.

3. Tidying Pre-Summer Results Files
Since the exams software will see all the results files in your EXAMIN directory it is advisable to create a sub directory within F:\SIMS\ExamIN e.g.ResultsPreSummer10 and move the currently held Results files into it. (Results files all start with an R.) 
Once tidied the only results files that will be picked up by Exams Organiser in August will be those for the Summer season.

4. Exams Embargo Setup
To ensure that results are not viewed before the official publication date and time, it is now up to each school to set up an embargo so downloaded results can only be viewed by named SIMS users. Results downloaded will then only be visible within the Exams module to selected staff until the official publication time. (Typically 6.00AM on the day after results download day)

Exams | Tools | School Setup |Results Embargo

Click on Add 



Two separate embargoes will need to be set up for 
GCEs – Wed 18 – Thurs 19 Aug
GCSEs  Mon 23 – Tues 24 Aug

Important Note: It is vital you add yourself in as an exception to this embargo.
Results will only be available to you within Exams Organiser and even you will not be able to see them in SIMS Student links area or AM7 (this includes any PA grids) during the embargo.


5. Calculating PI Data to produce Performance Reports (5A*-C inc Eng & Ma)
i) Once Exams Results have been imported it is necessary to run Focus | PI Values | PI Data Collation this identifies the default cohorts (based on January Census day school membership), collects all eligible results. Discounting is then applied, and the system automatically calculates  – number of A*-C, total points, whether Grade C or above has been achieved in Maths and English, etc.
ii) Non-EDI qualifications can be batch entered for a number of candidates
Focus | PI Values | Edit PI Data
Click on Add Result – fill in as appropriate – Browse to select students 
Click on Recalculate for them to be included in PI calculations.
[image: ]

Along from the Recalculate button is one marked PI Cohort – this links to Exams | Tools | Group Manager | PI Cohort and allows memberships to be edited. Right click on the relevant cohort and select members

Double click on a single student if you want to check which exams have been included, or want to add a non EDI result to just one student.

[image: ]


iii) Focus | PI Values | Performance Calculation recalculates to include any result amendments using the PI cohorts already set. 

Now you can print the KS4 Summary Performance table showing Number of 5 A*-C including English and Maths etc. Reports  |  Results  |  Performance Tables.


6.  New Features.
i) Report – Results – Performance Tables – there is now a report type of Full – this will show all the results held for a student with a new line for each result including non-EDI results added via Edit PI Data, and whether they have been counted (only the higher level exam will be counted for the same Discount code). This report is available only as an export to excel.

[image: ]


ii) Report – Results  - Group Performance Analysis Report  the residual calculation can be made against all PI Values (all GSCE equivalent results held for that child ) or Matching Qualifications (for example just the GCSE results).

7. Printing Statement of Results onto School Headed Paper
Unfortunately there is no way to merge in a school logo into the document but if you have headed paper in your printer the report can be set to start printing below the heading.

EXAMS  |  TOOLS | School Setup | School Details
Set the top margin as required to allow space for the heading on your headed paper
This only has to be set once.

[image: ]




Summer Exams Season -  Reports  |  Results | Candidate Statement of Results
Note If you receive OCR National results in Aug 10 they have to be imported into OCR Nationals basedata in Sept 09 so you will need to select  the Year rather than Season radio button for them all to be included on one Statement of Results report.  Results falling outside the academic year can only be picked up from an exams season in that academic year.



Tick the Print on Headed stationery box for the top margin to be adhered to. This will have to be selected everytime the report is run.


8. Results Reporting and QCA Codes (also called discount codes)
The Exams Organiser Broardsheet report is dependent on each basedata element (eg Maths Foundation) having the correct QCA code associated with it. This will allow all elements for the same subject (e.g.QCA code 2210 Maths) to be linked together under one aspect heading within a qualification level. These codes also determine which exams should be discounted against a higher level exam achieved in the same subject (same QCA Code) and which combination of Science GCSEs allowed to be counted as two sciences.
The QCA codes should be included in all Boards basedata but can be selected from a lookup should any turn out to be missing.
Modular units do not need them just certification elements.


9. Results Reporting and Linking Awards to Courses
Some of the analyses and report filters available will only function if Exam Awards have been linked to their appropriate Courses.  In particular the Group Performance Analysis Report showing a spread of results by class within a subject, and another showing a class per page, will only run correctly if this link is in place.


10. Entering results where they fail to import.
If results fail to import electronically (e.g.the UCI doesn’t match) the result can be identified by viewing the result file in excel; a results marksheet can then be used to enter the results directly against the student. Remember it is wise to either delete the marksheet after saving the result, either by using the minus icon next to the save tick or via Tools | Delete Marksheets, or lock the Marksheet via the Basedata (Section 11) . Remember the saved results are attached to the student and are not deleted when the marksheet is.
11. Editing results without using Marksheets
Where a result already exists for an exam it can be edited via Tools | External Results | Manual Entry. (Do not try to add results here hoping they will be linked to results reporting – this route is only for changing an existing result or for information purposes to show results gained elsewhere).
Note: Results added (not edited) here can be seen as EXTernal on the SIMS.net  student record – links to examinations area but nowhere else.

Non EDI Results – where no basedata exists can now be added via Focus | PI Values | Edit PI Data  See section 4.

12. Locking Exams Marksheets.
Schools who wish to create Results marksheets can now locked them so SIMS users without full Exams Officer rights will see them as read only, whether viewed in Exams or Assessment Manager.

Exams | Focus | Basedata

Right mouse on the series (this will need to be repeated for the other series.)
Select Marksheet Locks 



Tick to lock just Results Marksheets. And select Lock



13. BTEC Results Basedata.
Schools expecting Edexcel BTEC results this Summer will need to contact the board for Basedata to hold these - the series of the Basedata will be EDEXL/KSQ  7B10_15  i.e. not the basedata used for registrations.  (Edexcel require an entry submission to be made using this baseata to enable them to send you an electronic results file, even though you will have done BTEC registrations in September.) Alternatively you could create Results marksheets using this BTEC Basedata and enter results directly.

14. Links to Assessment Manager 7
i) SIMS.net | Tools | Performance | Options 
When the tick is removed from the Toggle Global Exams Filter – none of the marksheets created in Exams will be visible in Assessment Manager via Focus | Assessment.
With this Global tick ALL Exams Marksheets including any Results Marksheets linked to classes/courses will be available and EDITABLE in Assessment manager by their tutors/course supervisors where those tutors have ticked SIMS.net | Tools | View Exams. 
This can be avoided if marksheets are locked - see section 11 Locking Exams Marksheets

Note:- Exams marksheets will remain available when the relevant class register is opened via Focus  |  Attendance(Lesson Monitor)  |  Take a register  but can be made read only if marksheets are locked - see section 9 

ii) When creating marksheet templates in Assessment Manager to view exam results, remember to put both ticks back in via SIMS.net | Tools | Assess Man Tools | Options. Then when setting up the template choose the Add Column for Data Review. Exams aspects are only available in data review (read only) mode when added to templates in Assessment Manager. 




15. EIS Website
i) Check the EIS Website for latest information over the Summer. www.eiskent.co.uk.  Support email is eis.support@kent.gov.uk 
Select the ‘Support Area’ button on the left and then check both the SIMS section and the E-mails section. This information will have been emailed to schools from ‘eis.support’ but due to holidays the information may not be picked up and passed on to exams support staff in your school.
Keeping a regular check on these sections should ensure you are aware of any late breaking advice or solutions provided by Capita over the Summer. The EIS Service desk will be open during the Summer Holiday should you need to contact EIS directly.

Page 2	EIS Information Notice 10-E13	July 2010

image5.png
Foous Edi Reports Tooks Window Help

gt B'E R i FE 0P O e

[ v
<[P [3Ave [Recatoiae

m T

SubietCode 0024 s orLic
bt Clissa . SO 0
[sbdekoderMohamed | Lom R | 0] 0
o — o m]
[Abiett Michael Awarding Body 03 147000 267.27 [
buKoash Frederk 00, L]
|Adair Geoffrey Title | Skills for Life 00, L]
e —— ® sm00 250 [
[Adams James Grade 2 Result Number [T &0 0
[ m— m]
e KerSimed gD wefo wefo wafo = T
o e eres o 0
[Addon Grsham Lo e EmyfD acfo acfo =
e e co— Discourted = -
gehoclecus Subina N 7 NCYr [Reg __[CandidteNa m]
guilera Chistopher 08 81000 27000 [ |
Ahiman Victor A Reres] B 5 i) 17 48500 23250 [ |
e — m]
i afe vk Baks ER 053 -

Baion Holen R 0
|itken Nigel sy Amal i L 008 L] Homewood School & Sixth Form Centre
iz i Tk 5K 12 = u
ki Mina m]

ERE ERC w01 DCSF/1d Nos 836-5408
[kafatens | fgenvoand [ a0 m m]
(kram Armina. 00, L]
s p = Headteacher / Centre Manager
|Aldridge Rachel 87, L] "

Tip:Dy el

Administration
Curculum

Kent Public Services Network (KPSN)
Shared / General Contracts

Notes

Build 10.4

[sune (Surmer) Exars 2010

Wistart| | @ (@ © | € 06T -Googl...| [ Inbox - Mierasck... | () HilsIMslExams .. | 1) Copy of Exams ... | 5] P1- 3 Meru Opti.. | [ 515 net: Gree... [ s1m5 Examina... | 1~ @0 2 OM@HEABS 2 LR

15:34





image6.png
Foous Edi Reports Tooks Window Help

gt B'E R i FE 0P O e

PI Calculated values

[dams anes o]
[dams Louse o o | oonsss | et T =

fademsCuen |

[addson e

cdison Greham Title: Level Grade|KS4 4*C |KS44%G |KS4Enty [L3Enty |Points Discounted |

ol K &

s oo Engish_Foundaton (5C) SO0 |GCSE D 0 i T o)

o S g Liera Spec A Fourdion 6.C S0 GesErC € i i i 0w [

[t Geogarhy 3510 GCE/sE B 2 2 FC N

e Geogephy AT F 3910 GCSERC |C i i i 0

= Geman Opton & 5570 GCSE/RC B 1 i i o s [

e o & Socel Cae 0003 Gee/asE A 2 2 P N

[, Fistoy 4010 GeE/as A 2 2 3 s i [

e e iy Bitan T615-1651 4010 GCsE/rC |8 i i i -

elin i Commricsion Techraom 50 [BCSEAT |© G — ] —
R Iz as 770 Gce/ase A 2 2 P N

e ot B 210 Gesere © i i i (I

Pt Relious Sudes 4510 [GCSE/SC B w05 08 o m [

|Aleen Mina. BESA 0 |EEEE 1 i i i 9 40 L] Homewood School & Sixth Form Centre
iAgeaPasha

[Blbiht Fenkis

Blcof Caheine e et cac e
s | o B o | A
s . - I | | . - = "

Tip:Dy el

Administration
Curculum

Kent Public Services Network (KPSN)
Shared / General Contracts

Notes

Build 10.4

[sune (Surmer) Exars 2010

Wistart| | @ (© (@ © > | € E06T -Googl...| [ Inbox - Mierasck... | () HilsIMslExams .. | 1) Copy of Exams ... | 5] P1- 3 Meru Opti.. | [ 515 net: Gree... [ s1M5 Examina.. |1~ ©©) 2 OM@HEAGS 2 LR

15146





image7.png
Hd9-c 5 full ver2.CSV - Microsoft Excel P
Home | Inset  Pagelajout  Formulas  Data  Review  View @ - = x
% cut = — = = F= | X Autosum -
Calibri S AN | | SiwepTet General - cm
B (& x| [= ==l Em— 3 ]2 e #
7 ramsraer | (217 2| S| @A ueeconr~ | [Ew o] oo Fomt G| o oo e | G, g e

P35 ~(

2 5 | c I o L ¢ [ r [ ol n ; 3 Tt [ wm [~ [ o Buesl a [ ® [ 5 [t
1 |Green Abbey School
2 |Performance Tables Full Information 2010:
3 |Scope : Exam Performance Cohort
"4 Export Date £ 03/08/2010
5|
6 |Name Board level  Title  Result Discount(Points  KS4Entry KS4A™-C KSSA™E KS2A™-G Level3EnLevel 3 A- Level 3 A- Counted
7 |Abdelkoder MohiAQA  GCSE/FC_ Biology A 1010 8 1 1 1 1 o ) oy
5 |Abdelkoder MohiAQA  GCSE/FC_ Chemistry A® 1110 8 1 1 1 1 ) ) oy
5 |Abdelkoder MohiAQA  GCSE/FC Physics A 1210 8 1 1 1 1 ) ) oy
10| Abdelkoder MoheWJEC/GCSGCSE/FC Mathemar A™ 210 s8 1 1 1 1 o o oy
11|Adams James  ASDAN | NQF/L2 Cope-Sel'P HBL ] 1 1 1 1 ) ) oy
12 Adams James  AQA  GCSE/FC Biology A 1010 52 1 1 1 1 ) ) oy
13|Adams James  AQA  GCSE/FC ChemistryA 1110 52 1 1 1 1 ) ) oy
14|Adams James  AQA  GCSE/FC Physics A 1210 52 1 1 1 1 ) ) oy
15| Adams James  WIEC/GCSGCSE/FC Mathemar A™ 210 s8 1 1 1 1 o o oy
16|Adams Owen  AQA  GCSE/FC Biology A* 1010 8 1 1 1 1 ) ) oy
17|adams Owen  AQA  GCSE/FC ChemistryA™ 1110 8 1 1 1 1 ) ) oy
18|Adams Owen  AQA  GCSE/FC Physics  A* 1210 8 1 1 1 1 ) ) oy
19|Adams Owen  WIEC/GCSGCSE/FC_ Mathemar A™ 210 s8 1 1 1 1 o o oy
20|Afzal ashif  AQA  GCSE/FC ScienceA € 1310 2 1 o 1 1 ) ) oy
21 |Aldridge Rachel AQA  GCSE/FC Science A8 1310 ] 1 1 1 1 ) ) oy
22 |Aldridge Rachel AQA  GCSE/FC Additiona8 1320 ] 1 1 1 1 ) ) oy
23 |AliAgea Pasha  AQA  GCSE/FC Science A C 1310 0 1 1 1 1 ) ) oy
24 |Allbright Frankie AQA  GCSE/FC_Science A D 1310 B 1 o 1 1 ) ) oy
25| Allbright Frankie RSA  ONAT/AWAW2n IctD Nt 10 2 2 2 2 ) ) oy
26 |Anderson Dylan AQA  GCSE/FC Physics A 1210 8 1 1 1 1 ) ) oy
27 |Anderson Dylan AQA  GCSE/FC ChemistryA® 1110 8 1 1 1 1 ) ) oy
28 |Anderson Dylan AQA  GCSE/FC Biology A* 1010 8 1 1 1 1 ) ) oy
29 |Antanouchi RSINAQA  GCSE/FC Science A D 1310 B 1 o 1 1 ) ) oy
30| Antanouchi RosinRSA  ONAT/AWAW2n IctM N1 £ 2 2 2 2 ) ) oy
31|Archer Patrik  AQA  GCSE/FC Biology A* 1010 8 1 1 1 1 ) ) oy
32|Archer Patrik  AQA  GCSE/FC ChemistryA™ 1110 8 1 1 1 1 ) ) oy
33|Archer Patrik  AQA  GCSE/FC Physics  A* 1210 8 1 1 1 1 ) ) oy
34 Ashman Lucy  AQA  GCSE/FC ScienceA C 1310 0 1 1 1 1 ) ) oy
35 |Bainbridge OliviaAQA  GCSE/FC Biology A 1010 52 1 1 1 1 0 0 0y
36 Bainbridge OliviaAQA  GCSE/FC_ ChemistryA 1110 52 1 1 1 1 ) ) oy
37 |Bainbridge OliviaAQA  GCSE/FC Physics A 1210 52 1 1 1 1 ) ) oy
38 Bainbridge Olivia WJEC/GCSGCSE/FC_ MathemalA™ 210 s8 1 1 1 1 ) ) oy
39 Balchin Liam  AQA  GCSE/FC Science A D 1310 u 1 o 1 1 o o oy
arber Cerys | AQA __ GCSE/FC_Science A E 1310 28 1 o 1 1 o o oy

4 4> ] fullver2 -

Reaay |

Bsat| [ L BO 7

Offce Commu... | @3 Internet E... +| 5] Copy of Exam... | [ Inbox -Micros... | ()2 Windows ... «| I s1Ms net: re... | 5] sivis Examinet... [ Microsoft e





image8.png

