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Importing Pre-Defined Reports

A large selection of pre-defined reports are available for import. Where 5.
appropriate, the option to import the associated templates or merge
documents that define the design of these reports is available.

Click the Import button. The Status of the report(s) changes from
Pending to Imported.

6. Click the Close button.

Select Reports | Import to display the Import report(s) dialog. If the Run Reports browser is displayed, it must be re-opened before the

Click the Open button to display the Select report file to import dialog.
Navigate to \Program Files\SIMS\SIMS .net. Highlight the
required file name, e.g. PreDefined_Reports_vxxxx.RptDef (where xxxx is
the version of SIMS) then click the Open button to return to the Import
report(s) dialog.

Specify the report(s) you want to import by selecting the associated
check box(es). If the associated templates are not required, deselect the
Import associated templates check box.

newly imported reports are available.

Storing Reports

All reports are stored in the Document Management Server (DMS).
Imported reports are automatically stored in the appropriate \Focus
folder, e.g. Student, Staff, Class, etc. but can be copied to other folders,
provided you have appropriate permissions. Imported pre-defined reports

cannot be copied to your \My Reports folder.

Selecting Reports

you and whether reports have been made Public.

Select Report | Run Report to display the Report browser.
Navigate to then click the required folder.

All the available reports are displayed in the right-hand panel. The
availability of the reports depends on the permissions assigned to

Highlight the required report name then click the Run button.

If the Enter parameter values for report dialog is displayed, enter
the required values then click the OK button (see overleaf for details).

TIP: By highlighting a report name from the list displayed, the specified output type for the
report will be displayed at the top of the Report browser. If the report has been created to
enable a choice at runtime, select the type of output from the drop-down list.

It is possible to produce labels for Parental
Addresses, Index Cards and Name Badges in
addition to customising existing label templates.

All reports stored in the selected folder
are displayed in the right-hand panel.
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Admission Register (Roll Book)

Used to store any publicly
available reports that you want
to access often.
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Focus Folder 2 oy
. {5 Deta Collection Sheet
Contains sub-folders for Student, e
Staff, Class, Aspect, etc. reports. e e

Averylabels J8160 - Address Student  Imported
Averylabels J8162 - Address Student  Imported
Averylabels L7411 - 10R - Readylndex Student  Imported

{7 Detention
1] Detained Student
17 Leamwise User

-] Service Tem Avery labels L7418 - Name Badaes Student _Imported

focus ACH - School Summary by date Gillian Grosvenor
£ Sudent ACH - Year/Reg Group Summa Imported
T st Achievemert byType Report Imported

Gilian Grosveror  WATERS EDGE PRI

Supplier Updated Category.
16/06/2009  Public
31/07/2009  Public
CES Phpoting Services  02/06/2017  Pubiic
CfRepoting Senvices  02/06/2017  Pubiic
Repotting Services  02/06/2017  Pubiic
CES Reporting Services  02/06/2017  Public
CES Reporting Services  02/06/2017  Public
CES Reporting Services  02/06/2017  Pubiic
CES Reporting Services  02/06/2017  Pubiic
CES Repotting Services  02/06/2017  Public
CES Repotting Services  02/06/2017  Public
CES Repotting Services  30/07/2012  Pubic
CES Reporting Services  02/06/2017  Pubiic
CES Reporting Services  02/06/2017  Pubiic
CES Reporting Senvices  10/03/2016  Pubiic
CES Reporting Services  10/03/2016  Pubiic
CES Reporting Services  02/06/2017
CES Reporting Services  02/06/2017
CES Reporting Services  02/06/2017

CES Repoting Services
CES Repotting Services
CES Reporting Sevices
CES Reporting Sevices
CES Reporting Services

Category Folder
lﬂi Preview Report Results

The Category folder is located 1885 Details [ Extend [} Exclude B View. View:[Selected | Rows: 33|

below the Focus folders and is

Sumame Forename: Year Reg  Address ine

Applicable to Student Reports only.

TIP: Highlight a record in the Report
Preview Results panel

then click the Details

button. Alternatively,

double-click the pupil/student to display the
Student History page, which provides
additional details relating to that student.

TIP: Drag the black line at the bottom of the
Report browser downwards to change the
spacing between the browser and report.

initially empty. Users with
appropriate permissions can
create Report Categories, which
display as sub-folders within the

Aorsham Jane
| [Addon __[Sianler [ | |
Ackton Willam
Acton Jordan
Acton Samantha
Adams Adam

122 The Rowans, liton, Cambridge, Cambridgeshire, CE24 6ZA
12 High Sireet. Higham Ferrers. Rushden. NN 10 8BL

12 High Street, Higham Ferrers. Rushden, NN10 8BL

22 Gordon Road, Habome, Bimingham, B17 SHB

22 Gordon Road, Hatbome, Bimingham, B17 SHB

5 Linden Road, Bedford, MK40 20D

Hide Groups

Sumame

Forename

The right-click functionality enables you to
display the records in groups based on the
selected column heading.

In the following example, selecting Address
Line displays all pupil/students who live at
each address separated by a horizontal line.

Adaress line: 1 Mansfield Close, Milton, Cambridge, C824 6EE.
Year 3 310 1 Mansfield Close, Miton, Cambrdge, CB24 6EE
Adress line: 1 Oldfield Road, Bedford, MK40 4HD

Year 1 ELM 1Okdeld Road, Bedford. MKA0 4HD

Waker James

Zinsioni Blarka

64 Ruffs Furze, Oakley, Bedford, MK43 7RS

12 5t Marys Street, Bedford, MK42 0AS Year

22 Parsonage Close, Ozkley, Bedford, MK43 7TG Reg

50 The Silver Birches, Kempston, Becford, K42 7TT Address line
2 Hawthome Avenue, Bedord, MK40 4HJ

Category folder. Adebayor Emmanuel
Adedeji Payal
Afleck Aexis
Agathocleous Stelios
Anmad Carina

Previewing Reports

When in Preview mode, records can be excluded or included and the sort order of the report changed. Amendments are reflected in the
final report output but are not saved with the original report design.

Excluding Records
1. Click the View button then select Selected from the drop-down list.

All available records can be viewed at any stage by clicking the View button
then selecting All. The selected View and number of Rows included in the

report are displayed at the top of the Preview Report Results panel.
2. Highlight the record(s) to be excluded from the report then click the

Click any column heading to toggle the data between ascending and Exclude button.

descending order.
Click the View button then select All. The excluded records are

The records that have been either added or removed from the report content highlighted in grey and preceded with an R.

are highlighted in grey. The symbols shown in the first column indicate the

following: Including Previously Excluded Records

1. Click the Extend button. All available records within the Focus are
displayed (this may take some time).

& - record added to the original report selection
R - record removed from the original report selection

Z - record not included in the original report selection and not required Click the View button then select Excluded.

X - newly extracted records Highlight the record(s) you wish to add to the report then click the

No symbol indicates original report selection records. Include button.

Click the View button then select All. The records added to the report
are highlighted in grey and preceeded with an &.

To run the report, click the Run button located at the top right hand-side of
the Preview Report Results panel.
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Running Reports

— ] Users with suitable Permissions can access the pre-defined Running an Excel Report
ﬁ reports once they have been imported into the system. The

report creator may have designed the report to run in a specific
output such as Microsoft® Excel or the report may have been designed to
allow a choice of output at run-time.

Use this option to produce a list report in Microsoft® Excel, enabling the
data to be further manipulated, or where the numbers of columns exceed
that which could be neatly displayed in a Microsoft® Word document. This
type of output is particularly suitable for printing reports.

1. Select Report | Run to display the Reports Excel -] . .
browser then select the required report as Word List Report Excel Settings: e Foraname g i equesed Satory s e e ot e

Keeton Kel 4B Gswayz017 AAgreed roposed tatement made 13 uy 2017
described overleaf. Form Report (RTF)

‘wiord Mailmerge
. Lowiton Thomas 198 21 March 2017 1A Agreed broposed Statement made. 11 Juy 2017
Standard Portrait or | e e om0 sgrees roposed Statamant made 06y 2017
Excel Standard Landscape.
‘web page

[stock Peter 5BB 19 March 2016 LA Agreed Proposed 04July 2016 23 June 2017
If Allow choice of output at run-time has been =
enabled by the report creator, select the type of Analysis
. . Send Email with Attachment . . .
output required from the drop-down list. Divider Frequency - Defines the number of records/rows that will be

grouped and separated by a horizontal line.

Report Template - Uses an existing report template.

You may also be prompted to select parameter runtime values at
run-time for the report (please see below). Number of Fixed Columns - Specifies the number of columns that will
be repeated on printed continuous pages if there is insufficient room to fit

Selecting the Report Output Type and Settings all columns on a single page.

Go straight to Print Preview - Opens in Excel’s print preview mode.

Running a Word List Report
9 P Group into Separate sheets - The data in the report is listed in groups.

Use this report output only if your List report will fit comfortably across a
P P vy P Y Record Count - Inserts the total number of records in the top left of the

report.

sheet of paper. The list is produced by merging the data from the report
design with a Word document N See o
(the format of which is U | TorTam [ Feg [0 [ Suwory | Sawmen v 0w Running a Web Page Report
i i ® d ent outcome

a;ete;r_rlllnedl bty a Microsoft Keeton | i R R R e Running a Web Page report exports the report data to an HTML file, which

ord Template). N R e et can be viewed through your web browser. For example, you can use this
Word List Settings: type of output to maintain a page in your web browser with up-to-date
Standard Portrait or Standard Landscape. information from SIMS.
Report Template - Uses an existing report template. Web Page Settings:

_ Web page - Allows you to specify the location of the web page.
Running a Form Report (RTF) pag Y pealy pag

) . o View in browser when web page is created - Optional.
Use this report output when you wish to produce a report consisting of

one page per record, e.g. letters, forms, etc. Word Forms are produced Running a Text Report
using Word’s Mail Merge facility. A previously created template defines the
content and layout . e

of the report and | ..?“‘k\ Behas o

will automatically i sl [ewmT ] || Text file name
be selected. Format - Select from Comma Separated, Tab Separated, XML and XML

RTF Settings: with Schema.
Standard Portrait or Standard Landscape. ; T e O . SEREUCory TnsessertTStatenent gutcgne: oate Finalised. oate cemsed”

Proposed Statement made”,”

Running a Text report exports the report data into a text file.

Text File Settings:

Malik”, ,*03 June 2017","La Agréed”,"Proposed statement made”,"08 July 2017"

Report Template - Uses an existing report template. “Stock”."peter”, "Ste","19 March 2016, "L Agréed”, Proposed statement made”,"04 July 2016”,"23 June 2017

Runtime Parameter Values Additional Report Outputs

If the report creator has designed the report to allow Parameter Values to Analysis Reports
be entered at run-time, an Enter parameter values for report dialog is

. . ) It is possible to use the data generated by a report for further analysis.
displayed when the report is run or previewed.

Select Analysis from the report output drop-down list and run the report
Entering report values enables you to restrict and therefore customise the in the usual way. There are numerous options that can be applied to
report, e.g. when producing a Birthday List Word report, you may be customise the analysis display.

prompted to specify the pupil/student’s status, Year Group and

Registration T =y Word Mail Merge Reports

Group/Class.

o A variety of pre-defined reports are available for generating labels,
Clicking in the Show || swesetsis I b rision badges, etc. Select Word Mailmerge from the drop-down list and run in
All filter check box D) st 1 s s contion [ e ocened the usual way. Please refer to the Designing and Running Reports
displays all groups, handbook for details of these report outputs.

both active and
inactive.

Year group is:

O Accept All (bypass filter condition)

Select the required

value from each =
section. ekl G | @

[ shom.

Alternatively, filter O sccen Al byposs ercondior)
I

conditions can be

bypassed by

Capita SIMS, Franklin Court, Priory Business Park, Cardington, Bedfordshire MK44 3JZ
Tel: 01234 838080 Fax: 01234 832036 Email: info@capita-sims.co.uk Web: www.capita-sims.co.uk

selecting the
. . . © Capita Business Services Ltd 2014. All rights reserved. No part of this publication may be
appropriate check box(es), e.g. Accept All (bypass filter conditions), reproduced, photocopied, stored on a retrieval system, translated or transmitted without the

to produce a report containing all possible values. express written consent of the publisher.

Click the OK button to run or preview the report. Version 7.176 - 1.0 Release Date: 16/10/2017




