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Schools ICT Update
Welcome to the winter edition of the Schools ICT Newsletter, and it's starting to really
feel like winter this week! As I write this we are just back from the annual Services 2
Schools conference for bursars and business managers at the East Sussex National. It
was really lovely to see so many friendly faces in one day; though we're all glad to be
able to take the weight back off our feet today.
We have a focus in this newsletter on SIMS and Training. You'll find some top tip on
quickly and easily making the most of the SIMS homepage by customising it to show
the 'widgets' that give you the information that is most important to you as soon as
you login. You'll also find some useful 'did you know' type hints relating to searching
and reporting and on navigating your way around the system as quickly as possible.
We've also provided links to some to some free online training guides to help you
make the most out of Microsoft Office and Office 365 that you can work through at
your own pace.
You'll also find some information on our Online Safety Monitoring Service. Over the
last year our partners at Smoothwall (who provide the web filtering on our East
Sussex Education Network Service) have taken over the 'Future Digital' software,
renamed it to 'Radar', and have even lowered the price. If you want to be sure of
what is happening online within your school it’s a great tool in your armoury.
Finally - if you are looking to keep on top of the issues faced by schools on all things
computing, you might be interested in attending the free 'ICT for Education'
conference at the AMEX stadium in March. It's not our own event, however we will
be hosting a stand in the exhibition area and we look forward to seeing you there.

Richard May
Business Development Manager (Customers and Partnerships) | IT & Digital

SIMS Accreditation - 2019
Our July 2018 newsletter mentioned that our
SIMS Accreditation is due for renewal. Our
assessment process is due to start at the end of January. A crucial part
of the assessment is an online survey that will be sent to all schools.
This will be your opportunity to feedback on the service you receive
from Schools ICT.
Capita will email each school directly explaining what the survey is and
how to access it. Included in each email is a unique link; this ensures
that every school’s response is recorded against their establishment.
The first day of the survey is Monday 4th March and will run until
Friday 15th March – please keep a look out for the email.

Upcoming Events
ICT for Education @ The Amex Stadium
Friday 22nd March 7.45am to 2.15pm.
Attendance is FREE for all delegates, and includes lunch and
refreshments
The conference programme tackles issues faced by schools on a
national and regional level. They inform teachers, and inspire them
to get the most out of ICT in their effort to raise education standards.
The speakers will be discussing topical Computing issues, including
how to maximise a tight budget without compromising on quality.
Schools ICT will be having a stand in the vendor exhibition; we look
forward to seeing you there!
Full details and registration: https://www.ictforeducation.co.uk/

Safer Internet Day is on
Tuesday 5th February 2019.
Safer Internet Day is celebrated globally in February each year to
promote the safe and positive use of digital technology for children
and young people and inspire a national conversation.
Coordinated in the UK by the UK Safer Internet Centre the
celebration sees hundreds of organisations get involved to help
promote the safe, responsible and positive use of digital technology
for children and young people.
Globally, Safer Internet Day is celebrated in over a hundred
countries, coordinated by the joint Insafe/INHOPE network, with the
support of the European Commission, and national Safer
Internet Centres across Europe.
The day offers the opportunity to highlight positive uses of
technology and to explore the role we all play in helping to create a
better and safer online community. It calls upon young people,
parents, carers, teachers, social workers, law enforcement,
companies, policymakers, and wider, to join together in helping to
create a better internet. Get involved to play your part!
https://www.saferinternet.org.uk/safer-internet-day/2019

IT30 -Online Safety
Monitoring
DfE guidance “Keeping Children Safe in Education”, revised in
September 2018, states:
Governing bodies and proprietors should be doing all that they
reasonably can to limit children’s exposure to the above risks from the
school or colleges IT system. As part of this process governing bodies
and proprietors should ensure their school has appropriate filters and
monitoring systems in place.

The ESEN (IT50 or IT60) service already helps schools with appropriate
filtering, this new Orbis Schools ICT Online Safety Monitoring service
can assist in your school meeting the new requirements around
monitoring.

How does it work?
Our Online Safety Monitoring service is based upon the ‘Smoothwall
Radar’ software tool. The software is installed on all Windows and
Mac OS computers in the school and monitors and captures all
potentially harmful digital content, activity or behaviour and alerts
your designated safeguarding lead appropriately.
This package includes individual pricing for the Radar monitoring
software, training from our trained staff along with access to
documentation and webinars.

How are alerts managed?
The School are provided access to the Smoothwall Radar solution
which allows your designated safeguarding lead to monitor the use of
computers across the school and to report on any incidents.

What does our school have to do?
Please contact the Schools ICT Service Desk for more information.

Price per annum
£500.00 base price
£ 2.42 per pupil

plus

SIMS “Top Tips”
We are often asked by schools if there are any quick and easy
tips with SIMS, so we are happy to share with you some
useful, but often under used functionality included in all your
SIMS systems as standard.
If there’s anything we can do to help, with training or
bespoke on-site consultancies, or if you have requests which
you’d like put forward or to contribute ideas for a future
issue, please get in touch via simstraining@eastsussex.gov.uk
we’d love to hear from you.
Best wishes
Kate, Lisa and George
Schools ICT Training Team

SIMS Homepage
This term we’re focusing on the SIMS Homepage. Have you
ever wondered what the Homepage is all about? How you
can quickly and easily run and report or view emergency
contact details for a pupil? Here are a few pointers to help
you get the most out of your SIMS Homepage.
Spread the word! Tell your colleagues and teachers too!
These tips are to help every user of SIMS, helping them to
help themselves, reducing the need for them to have to
come to the office to ask for info!
Found this useful – drop us a line
simstraining@eastsussex.gov.uk, we’d love to hear from you!

Configuring the SIMS Homepage
Each user has the ability to configure their own homepage so that
they can view the sections that are important to their role. Click
Configure in the top right hand corner, to access the Configure Home
Page window.

You can now choose how many panels
you want in your grid (if you have a
smaller screen, around 6 is a good
number) click the Green Tick button
to save if you’ve changed the number
of panels.
You can now drag and drop your
chosen widgets from the left hand
side onto the grid on the right e.g.
Favourites, Attendance Summary,
Missing Registers Notification etc.
If your school doesn’t use the Show Timeline and School Bulletin
widgets, you can untick them to free up space on your homepage.
Click OK button, once you’ve made your selection. This can be
amended at any time.

Favourites widget on your Homepage
The Favourites widget will self-populate
with your most frequently selected menu
routes, e.g. pupils and marksheets etc.
By selecting the appropriate tab, Menus,
Reports etc. will list the favourites in the
selected group. By clicking on any of the
favourite links will take you straight to the route. You can also
manually add your most used reports, most visited pupils and
marksheets if you wish.

Adding a Report to Favourites widget on Homepage
To add a favourite report, go to Reports, Run Report, open the focus of
the report you want e.g. Student. Once you’ve found the report, drag it
into the Favourites folder on the left hand side.
This will keep it in its original location, for others to use, as well as
creating a shortcut to it via the Favourites panel.

Adding a Pupil to Favourites Panel on your Home
Page
Go to the pupil record. Click on Favourite in the right hand corner of
the pupil record. This will add to your Favourites widget on your Home
Page. It could take a minute or so to generate.

Missing Registers Notification widget on your
Homepage
The Missing Registers
Notification widget displays any
registers that have not been
completed after a defined
period of time (eg 10 minutes
after a lesson or session starts).
Any missing or incomplete register is displayed in this panel. The panel
displays details of the registration tutor/class teacher, the session or
lesson, the room, date and period.

Quick Search
The Quick Search function allows you to search and select a person
within SIMS, to display their full record. To use it, type the name or
first few letters and press Enter on your keyboard (or the magnifying
glass button) to show results.
The best part about the Quick Search is the hover tool. When you
hover your mouse over the round button, next to a person e.g. a pupil,
you can see a summary of their details, including an emergency
contact, and their main contact telephone number.

What and who you are able to see will depend on the permissions
assigned to you within SIMS System Manager. When you’re finished
press ESC key to close the search results box.
The Quick Search functionality can be accessed from anywhere in SIMS
by pressing Ctrl + Q, which immediately accesses the Home Page,
enabling a quick search to be carried out.
Also If you enter ? or type help and press enter this will display a list of
other helpful search functions.

Switching between SIMS windows
For a quick way to change from
window to window in SIMS, click
on Window to show which
windows you have open. Select the
window you wish to view.
Alternatively you can click on the
Back and Forwards green arrows which also allow you to flick between
open windows too.

Student Totals Reports
Ever wondered what the quickest way to get your latest student totals
is? Well wonder no more, the Student Analysis Report is here to help!

Running Student Analysis Reports
To run a Student Analysis
Report, go to Reports, Student
Analysis Reports
Select the report you wish to
run e.g. Student Totals for
Year and Registration Groups

Click on OK
button again

SIMS Training: Offer of the
Month
IT10:
IT11/IT12:
Time:

£100 or 2 SIMS credits
£110 or 2 SIMS credits
9.30am to 4.30pm

SIMS Office User Further Skills:

Wednesday 13th

February
Explore efficient ways of managing school data, best practice
housekeeping and use of bulk data routines to ensure data is accurate
and comprehensive for internal and school census purposes.
By the end of the course you will have an understanding of:
 identifying and correcting duplicated data
 customising correspondence
 creating user-defined groups for correspondence and tracking
purposes
 creating user-defined fields to record data specific to your school
 setting up emergency alerts system and establishing log to evidence
communication with parents and others
 managing agents and agencies
 using Quick Reports to extract data
 using a range of bulk data processes
 reporting on and deleting data in line with GDPR requirements

Standard Reporting: Wednesday 6th March
This course introduces delegates to the report designing process in
SIMS with the objective of extracting useful information from the
pupil database in a variety of formats.
By the end of the course you will be able to:









Produce lists of information
Produce mail merged address labels
Produce mail merged letters
Use preview effectively
Use filtering and sorting effectively
Re-use and modify reports
Select an appropriate output format

Schools ICT Training Courses
February
4
7
8
11
13
14
15

Standard Reporting - Full Day
Personnel & Links to FMS
Personnel User - Full Day
SEN User - Full Day
Office User ‘Further Skills’ - Full Day Offer of the Month
Curriculum Management using NovaT - Day 1 of 4
Curriculum Management using NovaT - Day 2 or 4

March
4
6
8
11
12
18
19
20
29

Examinations Organiser - Day 1 of 2
Standard Reporting - Full Day Offer of the Month
Examinations Organiser - Day 2 of 2
Curriculum Management using NovaT - Day 3 of 4
Curriculum Management using NovaT - Day 4 of 4
Mail Merge - Labels, Letters & Certificates - AM
Management of Behaviour and Achievement - Full Day
Office User - Full Day
Academic Management - Full Day

Full course details are available on CZone

Free Capita Resources
Capita have produced some videos in advance of the Spring Release:



Improvements to Behaviour Management



Bulk Data Deletion



Deleting Unlinked Persons



Single Staff Deletion

Free Training Guides
https://support.office.com/en-us/office-training-center

Word Training Guides

Excel Training Guides

PowerPoint Training Guides

Service Desk is here to help

The Service Desk is fully staffed all year round and are able to deal
with both SIMS and Technical issues
Service desk opening times
Term Time
8.00 – 17.00 Monday to Friday
School Holidays
8.30 – 16.30 Monday to Friday
Telephone - 01273 482519
Email – schoolsict@eastsussex.gov.uk
Self Service – Using the Contact Us Tool

https://twitter.com/ESCCSchoolsICT
01273 482519
schoolsict@eastsussex.gov.uk
https://czone.eastsussex.gov.uk/sims-schools-ict/

