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Purpose 
 
The purpose of this document is to provide instructions for schools to perform 
their 2009 Key Stage 3 Teacher Assessment Return to the QCA Test Orders 
Website for Year 9 pupils.  The instructions are based on schools using 
SIMS.net Assessment Manager 7 (AM7).  Following these instructions will 
ensure that the results entered appear in the AM7 Marksheets and will be 
included in Individual Pupil Reports and the Common Transfer File to be 
returned to the NAA.     
 
Schools must be running the March 09 version of SIMS .net 
 

 
ALL Steps (1-6) must be completed to ensure success ful completion of 
the 2009 Key Stage 3 Return 
 
Step 1 – Installing the Wizard Components 
 
Step 2 – Running the Wizard & inputting Results 
 
Step 3 – Creating Individual & Comparative Reports using the Wizard  
 
Step 4 – Creating the Alternative destination QCA T est Orders Website’ 

in SIMS.net for a Common Transfer File (CTF) 
 
Step 5 – Creating the Common Transfer File (CTF) in  SIMS.net 
 
Step 6 – Uploading the Common Transfer File (CTF) t o the Test Orders 

Website  
 
Appendices: 

�  Appendix A. Example of an Individual Pupil Report 
 

�  Appendix B. Example of a Individual Pupil Report (P upil that has 
a P Scale assessment) 

 
�  Appendix C. Example of a Comparative Report  
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Step 1 – Installing the Wizard Components  
 
a) Select Routines  | Data In  | Assessment Manager  | Import  

 
 

 
 

b) You will be presented with the following screen: 
 

 
 

c) Click on  the Browser Icon   & navigate to: 
 

C:\Program Files\SIMS\SIMS .NET\AMPA\England Second ary (and 
Middle Deemed Secondary)\Assessment Manager 
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d) Highlight the XML file called Key Stage 3 Wizard England 2009 & Select 

the Open Button 
 

 
 

e) You will be presented with a statement about the data you are about to 
import.  Click on the Finish  button 
 

 
 
f) Select Yes when prompted ‘Are you sure you wish to proceed?’  to 

continue with the Import.  You may have to wait a few minutes for the 
Import to complete. 
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g) Upon completion the Activity Log will appear.  This is simply confirming 

what has been installed.  You can now select the Close  button. 
 

 
 
 
 

You have successfully installed the Wizard 
Components. Continue to Step 2  
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Step 2 – Running the Wizard & Inputting Results  
 
 

a) Select Tools | Performance | Assessment | Wizard Manager  
 

 
 

b) Select Incomplete  in the Filter Box 
 

 
 
 

c) You will be presented with the Incomplete  Marksheets.  Left click on  the 
Key Stage 3 England 2009  Wizard to select this Wizard & then Select the 
Next  button 
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d) Click on the Browser icon  to Open the Group Selector  Window 
 

 
 
 
e) Click on the   button to the left of Year Group  
 

 
 
f) Highlight Year 9 & Select the Apply  button 
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g) You will now see Year 9 displayed in the Group  column.  Select the Next  

button 
 

 
 
 
h) You will now be presented with a list of Eleven  Marksheets: 

·  KS3 A. En Ma Sc TAs 2009 
·  KS3 B. MFL TA 2009 
·  KS3 C. Subject TA 2009 
·  KS3 D. Foundation TA 2009   
·  KS3 E. P Scale Core 2009 
·  KS3 F. P Scale Foundation 2009 
·  KS3 G. En Tests 2009 
·  KS3 H. Ma Tests 2009  
·  KS3 I. Sc Tests 2009 
·  KS3 J. Broadsheet Review 2009 
·  KS3 K. Average Point Score Calulator 

 
Left Click on KS3 A. En Ma Sc TAs 2009  to Select this Marksheet & then 

Select the Edit Marksheet   button  
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i) You will be presented with the KS3 A. En Ma Sc TAs 2009  marksheet.  

You will need to enter & save results for ALL pupil s into the following 
columns (which are marked with a red tick below):  

 
You will need to enter a ‘W’ ( this stands for Working towards Level 1) for 
pupils that have a P Scale assessment in these columns & then Enter P 
Scale results into the associated marksheet (Pages 14 & 15).  
 
·  EN AT1 Speak & Listening KS3  
·  EN AT2 Reading KS3  
·  EN AT3 Writing KS3  
  

 
 
You do not have to enter all results before you Save & Close the  
marksheet.  You can save the results you have entered & continue at 
another time. 
 
To Continue Adding Results at Another Time or to Ac cess a Different 
Marksheet  

 
a. Log into SIMS.net  - Select Tools | Performance | Assessment | 

Wizard Manager 
b. Highlight the Key Stage 3 England 2009  Wizard 
c. Select Next  & Next  & double click on the template you wish to enter 

results for. 
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j) Once all results have been entered & saved, Select the Calculate  button 

  to populate the EN TA English Subject formula column with 
results.   

 
- The information can be printed by selecting the Print  button  

- A summary of the results can be obtained by selecting the Summary  button  
 

Fail.  This will appear in the Missing Entry Check column where pupils have 
some results missing.  This is not an error but notification of missing results. 

 
k) Select the Save button & then Close the Marksheet to return to the 

Wizard. 
 
l) Select the marksheet S3 C. Subject TA 2009 & Enter results for ALL 

pupils into the following columns (which are marked  with a red tick 
below):  

 
·  ENTA English Subject 
·  MA TA Maths Subject  
·  SC TA Science Subject  
·  MF TA MFL Subject  

 

 
 
 

m) Select the Marksheet KS3 D. Foundation TA 2009 & Enter results for 
ALL pupils into the following columns (which are ma rked with a red 
tick below):  

 
·  AR TA Art Subject 
·  DA TA Des and Tech Subject 
·  GE TA Geography Subject 
·  HI TA History Subject 
·  IC TA Inf Tech Subject 
·  MU TA Music Subject 
·  PE TA PE Subject 
·  RE TA RE Subject 
·  Citizenship TA 
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n) Select the Marksheet KS3 G. En Tests (Optional) 2009 & Enter results 

for ALL pupils into the following columns (which ar e marked with a 
red tick below):  

 
·  EN Read Test Level 
·  EN Write Test Level 
·  EN Test Level 
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o) Select the Marksheet KS3 H. Ma Tests (OPTIONAL) 2009 & Enter 
results for ALL pupils into the following column (w hich is marked 
with a red tick below):  

 
·  MA Test Level KS3 

 

 
 
 
p) Select the Marksheet KS3 I. Sc Tests (OPTIONAL) 2009 & Enter results 

for ALL pupils into the following column (which is marked with a red 
tick below):  

 
·  SC Test Level  
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q) For pupils that have a P Scale assessment, you will need to complete the 

KS3 E. P Scale Core 2009  & KS3 F. P Scale Foundation 2009 
marksheets.  Enter results (P Levels) for ALL pupils into the following 
column (which is marked with a red tick below):  

 
 
If a child is at P1i=-P3ii in English, then reading, writing, speaking or listening 
levels would not normally be appropriate.  If a child is at an English Level 
higher thanks P3ii, then the relevant separate levels P4-P8 in reading, 
speaking or listening are appropriate and an English Level is not expected.   
 
The position is similar in respect of mathematics, number, using and applying 
mathematics, shape, apace and measures.  For science, a single level from 
P1i-P8 is appropriate. 
 
Pg 10 KS3 Assessment & Reporting Arrangements Book 
 
http://www.naa.org.uk/naa_21417.aspx 
 
 

KS3 E. P Scale Core 2009 Marksheet:  
 

·  P Scale: English  
·  P Scale: Speaking  
·  P Scale: Listening  
·  P Scale: Reading  
·  P Scale: Writing  
·  P Scale: Maths  
·  P Scale: Use Maths  
·  P Scale: Number  
·  P Scale: Shape  
·  P Scale: Science  
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KS3 F. P Scale Foundation 2009:  
 
·  P Scale: Art  
·  P Scale:  Design & Tech  
·  P Scale: Geography  
·  P Scale: History  
·  P Scale: Inf Tech  
·  P Scale: MFL  
·  P Scale: Music  
·  P Scale: PE  
 

 
 
r) Once all P Levels  have been entered, Select Save & then Close the Marksheet  

 
s) Select Cancel  to Exit  from the Wizard .   

 
 

You have successfully inputted the Results.  
Continue to Step 3  
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Step 3 – Creating Individual Pupil & Comparative Re ports 

using the Wizard  
 

a) Select Tools | Performance | Assessment | Wizards Manager 
 

 
 
b) Left click on the Key Stage 3 England 2009  Wizard to select this Wizard 

& then Select the Next button 
 
c) Click on Next  twice.  You will now be presented with the following screen: 
  

 
 
 
There are 7 Individual Report Format’s listed: 
 

·  KS3 P1 Student England 2009  – This report shows a child’s 
assessment results. 

 
·  KS3 P2a School TAs & Tests England 2009  – This report contains 

tables that display the percentage of pupils at the end of Key Stage 3 
achieving each level in 2009. 

 
·  KS3 P2b School TAs onl  England 2009  – This report contains tables 

that display the percentage of pupils at the end of Key Stage 3 
achieving each level in 2009. 
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·  KS3 P3 Comparative England 2009  - This report contains tables that 
display a summary of the National Curriculum results of pupils in the 
school (2009) and nationally (2007) at the end of Key Stage 3, as a 
percentage of those eligible for assessment. 

 
·  KS3 P4 Comp TAs - Gender England 2009  - This report contains 

tables that displays a summary of the National Curriculum results of 
pupils in the school (2009) and nationally (2007) at the end of Key 
Stage 3, as a percentage of those eligible for assessment. 

 
·  KS3 P5 Comp Tests - Gender England 2009  - This report contains 

tables that displays a summary of the National Curriculum results of 
pupils in the school (2009) and nationally (2007) at the end of Key 
Stage 3, as a percentage of those eligible for assessment. 

 
·  KS3 SRF England 2009  - This is a School Record Form for Non-Core 

Subjects 
 
You are required to provide the KS3 P1 Student Engl and 2009 report & 
the KS3 P3 Comparative England 2009 for ALL pupils.   You may choose 
to also print the Comparative reports broken down b y gender. 
 
If you wish to customise the reports before printing  i.e. adding a school 
logo, then Continue on Page  20.  If you wish to print the reports without 
customising  then follow the Steps starting on the next page .  
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d) Highlight KS3 P1 Student England 2009 in the Individual Report 

Format  section  
 

  
 

e) In the Students  section, click on the Select All  button (a green tick will be 
displayed to the left of each pupil) 

 
f) Click on the Print report  icon .  An individual report will be sent directly 

to the printer for each Year 9 pupil.       (Appendix A & B) 
 

 
 

g) Once all reports have successfully printed, the message ‘Reports printed 
successfully’  will appear in the bottom left corner of the Wizard 
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h) Highlight KS3 P3 Comparative England 2009 in the Individual Report 

Format  section & click on the Print report  icon  to send a 
Comparative Report directly to the printer for ALL Year 9 pupils. 
(Appendix C)  

 
OR 

 
Highlight KS3 P3 Comparative England 2009 in the Individual Report 
Format  section & click on the Deselect All button in the Student  section. 
Then select one pupil by left clicking in the square box to the left of their 
name (a green tick will be displayed) & click on the Print report  icon  to 
send a Comparative report directly to the printer for the one selected pupil.  
You can then photocopy this report for ALL Year 9 pupils. 
 

 

You have now successfully generated the Individual 
report & Comparative report that is required for ea ch 

pupil. Continue to Step 4  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Bexley Schools IS Team Page 19 KS3 AM7 Wizard Instructions 09  

 
 
Customising Individual Pupil & Comparative Reports  
 
i) Highlight KS3 P1 Student England 2009 in the Individual Report 

Format  section  
 

  
 
 
j) In the Students  section, click on the Select All  button (a green tick will 

now be displayed to the left of each pupil) 

k) Click on the Preview report  icon .  The Individual Report for the first 
pupil will open in Microsoft Word. 

 

 
 
l) The individual report is a standard Microsoft Word document.  Customise 

the report as required i.e. Insert school logo, etc..  
 
m) Select to Print  & then Close  the Word document.  The Individual Report 

for the next pupil will automatically appear.  Continue to Edit , Print  & 
Close  the document for each pupil. 
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Highlight KS3 P3 Comparative England 2009 in the Individual Report 
Format  section & Select the Preview Report  icon  to Open this report in 
Microsoft Word .  You can then Edit  & Print  a copy of this report for ALL 
pupils in Year 9.   
 

OR 
 

n) Highlight KS3 P23Comparative England 2009 in the Individual Report 
Format  section & click on the Deselect All button in the Student  section. 
Then select one pupil by left clicking in the square box to the left of their 
name (a green tick will be displayed) & click on the Preview Report  icon 

 to Open this report in Microsoft Word .  You can then Edit  & Print  a 
copy of this report. You can then photocopy this report for ALL pupils 
in Year 9.  
 

 

You have now successfully generated the Individual 
report & Comparative report that is required for ea ch 

pupil. Continue to Step 4  
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Step 4 – Creating the Alternative Destination ‘Nati onal 

Assessment Agency’ in SIMS.net for a CTF  
 

Once ALL results & P Levels (if required) have been entered for ALL pupils 
you can export a CTF for the Year 6 pupils.  This CTF will contain the 
assessment results you have entered.  
 
a) Select Tools | Setups | CTF 
 

 
 
You will be presented with the following screen: 
 
 

 
 
b) In the Alternative Destination  Section, Click on the New button 
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You will be presented with the following screen: 
 
 
 

 
 
c) Enter the Code QCALLLL 
 
d) Enter the Description QCA Test Orders 
 
e) Click on OK 
 
The ‘QCA Test Orders’ will now appear in the Altern ative Destination 
Section. 
 
f) Click on Save & Close.  Then log out of SIMS and then log back in. 
 

You have successfully created the Alternative QCA 
Test Orders Web. Continue to Step 5  
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Step 5 – Creating the Common Transfer File (CTF)  i n 
SIMS.net  
 
a) Select Routines | Data Out | CTF | Export CTF 

You will be presented with the Export CTF  Screen 
 

 
 
b)  Ensure that ALL  boxes are ticked in the Data to be Exported  Section 
 
c) In the Student Options  Section, ensure the View is set to Current 

students & the Include students already exported  box is ticked 
 
d) Click on the Refresh Students  button to list Current Students  
 
e) Click on the down arrow next to the column heading Year Grp  & Select 

Year 9 
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f) Highlight the first Student in the list, hold down the SHIFT key on the 

keyboard, scroll down the list & Highlight the last Student .  The 
Destination LA/Other  & Destination School  Columns will now appear 
highlighted in blue 

 
g) Click in the Destination LA/Other  Column of the last student & Select 

‘QCA Test Orders’  from the list. This selection will now be populated for 
all Year 9 Students 

 
 

 
 
g) Click on the Export CTF  button 

Please Note:  This may take a few minutes to Export  
 

You have successfully created the Common Transfer 
File. Continue to Step 6  
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Step 6 – Uploading the Common Transfer File to the QCA Test 
orders Website  
 
If you are unsure or have not done this before instructions can be provided by 
Knowledge Management Team.  Please call 0208 836 8065 
 
 
 

You have successfully uploaded the CTF to the QCA 
Test orders Website & Completed the 2009 Key Stage 
3 Return  
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Appendix A. Example of an Individual Pupil Report 
 

STUDENT’S RESULTS 
 

End of Key Stage 3 Assessment Results 2009 

ENGLISH 

Teacher assessment result 7 
Speaking and Listening 6 
Reading 7 
Writing 7 

Test result 7 
Reading 7 
Writing 6 

MATHEMATICS 

Teacher assessment result 8 
Test result 7 

SCIENCE 

Teacher assessment result 7 
Test result 6 

MODERN FOREIGN LANGUAGES 

Teacher assessment result 7 

DESIGN AND TECHNOLOGY 

Teacher assessment result 7 

GEOGRAPHY 

Teacher assessment result 7 

HISTORY 

Teacher assessment result 7 

INFORMATION AND COMMUNICATION TECHNOLOGY 

Teacher assessment result 6 

ART AND DESIGN 

Teacher assessment result 6 

MUSIC 

Teacher assessment result 6 

PHYSICAL EDUCATION 

Teacher assessment result 7 

RELIGIOUS EDUCATION 

Teacher assessment result 7 

CITIZENSHIP ��������	
����
��
�
	���

Teacher assessment result Exceptional performance 
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Appendix B. Example of a Individual Pupil Report (P upil that has a P Scale assessment) 
 

STUDENT’S RESULTS 
 

End of Key Stage 3 Assessment Results 2009 

ENGLISH 

Teacher assessment result W 
P Scale: English P2i 

Speaking and Listening W 
P Scale: Speaking P8 
P Scale: Listening P6 
Reading W 
P Scale: Reading P7 
Writing W 
P Scale: Writing P8 

Test result B 
Reading B 
Writing B 

MATHEMATICS 

Teacher assessment result W 
P Scale: Maths P3ii 

P Scale: Using & 
Applying 

P6 
P Scale: Number P7 
P Scale: Shape P6 

Test result B 

SCIENCE 

Teacher assessment result W 
P Scale: Science P8 
Test result B 

MODERN FOREIGN LANGUAGES 

Teacher assessment result W 
P Scale: MFL P6 

DESIGN AND TECHNOLOGY 

Teacher assessment result W 
P Scale: Design & Technology P8 

GEOGRAPHY 

Teacher assessment result W 
P Scale: Geography P7 

HISTORY 

Teacher assessment result W 
P Scale: History P7 

INFORMATION AND COMMUNICATION TECHNOLOGY 
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Teacher assessment result W 
P Scale: ICT P7 

ART AND DESIGN 

Teacher assessment result W 
P Scale: Art P6 

MUSIC 

Teacher assessment result W 
P Scale: Music P8 

PHYSICAL EDUCATION 

Teacher assessment result W 
P Scale: PE P7 

RELIGIOUS EDUCATION 

Teacher assessment result W 

CITIZENSHIP ��
��	�����

������������������
	�

��

Teacher assessment result Working towards the expected 
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Appendix C. Example of a Comparative Report  
 

COMPARATIVE REPORT 
 
 

These tables show a summary of the National Curriculum results of pupils in the school (2009) and nationally (2007) 
at the end of Key Stage 3, as a percentage of those eligible for assessment. 
 
The number of eligible children is: 163 
 
Figures may not total 100 per cent because of rounding. 
 
 
 

RESULTS OF TEACHER ASSESSMENT 2009 and NATIONAL 2007  

 Percentage at each level 

  W 1 2 3 4 5 6 7 8 EP D A 

School 1 0 0 0 7 2 32 32 26 0 0 0 
English 

National 0 0 1 5 18 38 27 9 0 0 0 0 

School 1 0 0 0 7 2 32 32 26 0 0 0 
Mathematics 

National 0 0 1 5 14 23 28 21 7 0 0 0 

School 1 0 0 0 7 2 32 32 26 0 0 0 
Science 

National 0 0 1 5 18 34 29 12 0 0 0 1 
 
 

TEST RESULTS 2009 and NATIONAL 2007  

  Percentage at each level 

  
Below  

level 3/4* 
3 4 5 6 7 8 

Pupils 
not entered # 

Pupils 
absent 

School 1  7 0 38 55  0 0 
English 

National 9  13 41 24 8  0 4 

School 1  7 0 38 55  0 0 
Reading 

National 13  13 39 23 10  0 3 

School 1  7 0 38 55  0 0 
Writing 

National 10  14 40 24 9  0 3 

School 1 0 10 6 40 21 21 0 0 
Mathematics 

National 2 6 14 20 27 21 8 0 3 

School 1 0 9 7 27 15  0 0 
Science 

National 2 5 17 32 25 15  0 3 

 
W  represents pupils who are working towards level 1, but have not yet achieved the standards needed for 

level 1. 
EP represents exceptional performance 
* represents pupils who were not entered for the tests because they were working below level 3 in 

mathematics or science,or below level 4 in English; pupils awarded a compensatory level from the tests; 
and pupils entered for but not achieving a level from the tests. 

# pupils working at the levels of the tests but unable to access them. 
 


