
Updating Information Using the Bulk Update Routine 
To prevent validation errors from occurring, it is advisable to check your SIMS data for accuracy 
before the return is created and validated. 

Many items can be checked using the Bulk Update routine. This functionality enables you to 
search for missing or invalid data then update in bulk. For example, it is possible to search for all 
pupils who do not have a Country of Birth recorded against their name. From the pupils found, a 
value can be assigned to all or several pupils. This prevents the need to enter/change values 
manually for individual pupils. 

1. Select Routines | Pupil | Bulk Update to display the Bulk update Student browser. 

 

2. In the Bulk Update panel, select the required Group Type and Group from the drop-down lists. 

The Group Type indicates the type of group to list while the Group enables the specific group of 
pupils to be listed. For example, selecting a Group Type of Year Group enables a specific year 
to be selected from the Group drop-down list, such as Year 6. 

If searching for missing information, select the particular data field from the Group Type drop-
down list, such as Country of Birth, and then select a specific Group, such as <ANY>. 

3. It is also possible to use this functionality to review the data entered for all the pupils in the school. 
This is achieved by selecting Year Group from the Group Type drop-down list and <ANY> from 
the Group drop-down list and then selecting the required Data Item. 

The following table provides some examples of the searches that can be carried out to identify 
missing data in particular the new fields within the census. 

 

Group Type Group Data Item Comment 

Year Group <ANY> Country of 
Birth 

Identifies pupils who do not have a 
Country of Birth recorded. Can also be 
used to change existing values as 
required. 

Year Group <ANY> Pupil 
Nationality 

Identifies pupils who do not have a 
Nationality recorded. Can also be used to 
change existing values as required. 

English 
Additional 
Language 

<ANY> Proficiency in 
English 

Searches for all pupils with English as an 
Additional Language. Can also be used to 
change or update values. 



4. Select the required Data Item from the drop-down list, e.g. Country of Birth. 

 
 

5. The Effective Date is the date on which the membership of the group is based and defaults to 
today’s date. In most circumstances, it is advisable to change this date to the start of the academic 
year because most data recorded is applicable from the start of the academic year. To do this 

click the Calendar button  and select the desired date i.e 05/09/2016 

 

6. Click the Search button to display the Members panel, which displays a list of pupils matching 
the chosen criteria and the choices of Country of Birth types. 



 

TIPS: Use the horizontal and vertical scroll bars to view additional columns or rows as required. 
To increase the number of columns visible on the page, right-click any column heading then select 
Narrow Columns from the pop-up menu. 



Bulk Updating Data with the Same Data Item then Editing the Exceptions 
 

Often, the most effective way of populating missing data is to fill all the rows with the same data 
item and then edit the exceptions (for example, depending on the ethnic range within your school). 

The following example illustrates how to set the Country of Birth of all pupils as United Kingdom 
then edit the exceptions. 

 

1. Using the scroll bar at the bottom of the page, scroll along the grid until United Kingdom is visible. 
Right-click the United Kingdom data entry column header (hover over the heading to see the full 
title, if required)  

 

 

 

All the cells within that column are populated with ticks. 

 

 

 

 

 

 

 

Then select Check All from the drop down menu. 



 

 

2. Edit the exceptions by clicking in the cell associated with the individual pupil and their status, 
e.g. the Country of Birth of Neel Abhra is United States. 

 

3. Once you have made all the required changes, click the Save button to bulk update the records. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Bulk Updating Data for a Selection of Pupils 
There are two methods for selecting a number of pupils. 

 

Entering a Value for a Selection of Pupils 
1. Highlight the first pupil you wish to select then hold down the Ctrl key and highlight the other 

required pupils.  

2. Release the Ctrl key and then click one of the highlighted cells in the required data item column.  

A tick indicates that the pupil has been assigned that value. 

 

Entering a Value for Sequentially Listed Pupils 
This method can be used for assigning a value to a group of sequentially listed pupils. For 
example, clicking the Assigned column heading displays all unassigned pupil at the top of the 
list. 

 

1. Highlight the first pupil in the group, hold down the Shift key then click the last pupil in the group 
(alternatively, hold down the Shift key and press the Down Arrow key).  

2. Release the Shift key then click one of the highlighted cells in the required data item column.  

A tick indicates that the pupil has been assigned that value. 

 


