Linking the National Numeracy Assessment to Assessment Manager

You will need not only Assessment Manager from SIMS but also the ‘Monitoring’ spreadsheet. This is an extension in Excel of the suggested assessment sheets of the Key Objectives for each Year group.

Stage 1

At the beginning of each year, you will need to set up a worksheet for each class or maths set containing the pupils’ names and some other information which uniquely identifies each child. Eventually this will be their Unique Pupil Number but currently relies on their gender and Date of Birth.

Importing the Pupil Data into the Spreadsheet
In Assessment Manager:

1. Go to “Marksheets”

2. Add
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Select pupils

4. Click the radio button for Year group

5. Highlight the year group you require

6. Select

7. [image: image2.png]Orientation




Export to disk (symbol above the key dates) 

8. Enter a file name ensuring it ends  .txt
9. Select where you wish it to be saved (to a floppy disk in a-drive, for example)

10. OK

In the Excel “Monitoring” Workbook

1. File>open

Make sure you have “All file types” selected.

2. Find the file and click on it > open

3. In the window that appears:  
Next > Next

4. Then; click in the Date of Birth column
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Click the radio button for date

6. Finish

This has imported your data into Excel but into a new workbook. It has not lost your monitoring workbook!

Ordering the information

1. Click on the first surname and drag down to the class for the last child in the list

2. Data > sort

3. First on column E which is ‘class’

4. Then on column A which is ‘surname’

5. Then on column B which is ‘forename’

6. OK

Moving the names to the right of the rest of the data

1. Click on the first surname and drag down to the forename of the last child in the list.

2. Pick up this highlighted area by its outline and move it into columns F and G

Turning the data round to fit into the monitoring sheet

1. Click on the first gender and drag down to the last forename

2. Ctrl+C to copy this data. The selection outline should flash.

3. Click in cell H1 so that you do not attempt to overwrite any data

4. Edit > Paste Special

5. [image: image4.png]=]




Tick the box against ‘Transpose’

6. OK

Aligning this data

As this data is currently highlighted/selected, you can continue to work with it.

1. Format > cells
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Select ‘Alignment’ tab
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Orientation:
Click on the top star

4. OK 

5. Format > Row > auto-fit

You are now ready to import this data into the monitoring workbook.

Making a worksheet for this class
It’s best if you keep the worksheets already created as originals and create a copy for each class.

1. Window > Monitoring

2. Click on the tab at the bottom of the sheet you require (eg. Example)

3. Edit > Move or copy sheet

4. Select the worksheet you wish to copy

5. Click on the check mark for ‘Create a Copy’

6. OK

7. Double-click on the tab at the bottom of the new worksheet

8. Type in the class name

9. Enter

Go and copy the Pupil data

1. Window > the other worksheet
2. Select all of the data for just the class you want (eg. CL12), by clicking in the top left corner and dragging down to the lower right of this information.

3. Ctrl+C to copy this. The outline of the selection should flash.

Change workbooks

Window > Monitoring

Paste the data

1. Click in cell D1 which should be the top left corner where this data is to go.

2. Ctrl+V to paste.

Change any row height if the data doesn’t fit

1. Move to the cell numbers down the left hand side of the window

2. To make a row deeper, drag its lower limit up or down to suit.

Repeat for each class. When you save and exit from Excel, you can dump the extra workbooks that were created during the transfer process. It’s only the extended Monitoring workbook that you need.

That’s stage one complete! Remember that you will only need to do this once each year.

At the end of each year, you will then need to delete the worksheets from the Monitoring workbook, so that you start form just the original sheets each September.

In order to import results, you need to set up two aspects in Assessment Manager first. By adding a date to these, it’s possible to input data repeatedly into these aspects for each pupil, thereby building up an historical profile of their progress over a period of time. 

The aspects need to be:

1. For the percentage results: this will be a decimal mark between 0 and 100.

2. For the level results: this will be grades, taking into account the split grades often awarded at levels 2 and 3. You may wish to use a weighting such as this:

Level
W
1
2c
2b
2a
3c
3b
3a
4
5
6

Value
(blank)
3
4
5
6
7
8
9
12
15
18

Stage 2 

At the end of each term (or half-term), you need to export the collected results from Excel back to the Assessment Manager.

In Excel: Select the data

This only works if you select the data in two sections, which is one reason for leaving the percentages and levels at the bottom of the sheet and not moving them up underneath the pupils’ names!

1. Select all the imported data first by clicking in cell D1 and dragging down and across to the forename of the last child.

2. Move the scroll bars so that you can see the first percentage and levels and also part of the selected data. This is so that you can select just the values you need.

3. Make sure that you hold the control key down as you select all the percentage and level values for these pupils. (Approximately cells D20 to AI21)

4. Ctrl+C  
Both outlines should flash.

5. Insert > Worksheet

6. Ctrl+V
Check that you do have the correct values... that they haven’t been zeroed!

7. Ctrl+C 
to copy this data

8. Now turn it round to suit the orientation for Assessment Manager: click in the first blank cell which is probably cell A8

9. Edit > Paste special
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 Click in the check box against ‘Transpose’
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Format > Cells

12. Orientation:
click this one, this time

13.  OK

14.  Delete the unwanted set of data by highlighting it, then Edit > Delete > OK

Export the data as a CSV file

1. Make sure the data you want to export is highlighted

2. File > Save As

3. Decide what you want to call this data

4. Save it as a CSV File
5. Decide where you want to save it

6. Save > OK

Unfortunately, at the moment, your whole workbook is now called by this name instead of ‘Monitoring’, even though only that one set of data has been saved. Don’t worry about this yet. When you have exported the last set of data, save your entire workbook again:

1. Delete the extra sheets which you used to export the data: 



Edit > Delete Sheet > OK

2. Resave your completed workbook:



a) File > Save As

b) Save as file type… Microsoft Excel Workbook

c) File Name: Monitoring

d) Save

3. Close Excel

Transfer the CSV file to a format that can be used by Assessment Manager

In Assessment Manager:

1. Tools > Assessment Manager Add-ons

2. Highlight and then select the Converter
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Find the source file (and find it!) > OK






eg. a-drive… cl12.csv (not the .txt version)

4. Click in one of the grey boxes above each column

5. Assign each column of data to a heading:
RIGHT click with the mouse to bring up a new menu and select ‘Heading for column’

6. Assign these carefully using the  to move across the columns. You won’t need to assign a label to the class if all the pupils are in the same one. This is sufficient data for the computer to match the data with the existing pupils

7. Close

8. Check Entries

9. Enter a note, such as when this data was actually collected, etc.
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 Destination file. Choose a name and place for this to be stored

11. OK

12. Export

13. OK

14. Close Converter.

Now you can import the data

1. Tools > File Transfer > Import > Results. The pupils’ names are already in, all you are doing is to import the set of results matched to a group of the pupils.

2. Prepare Import… find the file, file type is all files

3. Import

4. Check the matching process > OK

5. Accept or skip each entry

View your data

1. Marksheets > Add

2. Select Pupils (and choose the group)

3. Select Aspects 
eg. maths level, maths percentage

4. Change the entry date:

Tools > Enable Date Edit




and type in the date when the data was collected

5. Enter a ‘use-by’ date. This ensures that this particular sheet is ‘thrown away’ at the end of the year so that data can’t be confused as pupils move year groups. However the results are still stored so that you could go back to them if you wished.

6. Collect Marks
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Options : click the check box against ‘show results from all marksheets’

8. Enter a Marksheet name

9. Click the tick to save

10. Click the  up-arrow to close

Group reports

Here the right mouse button gives you a menu which changes slightly depending whether you are over the cells, the headings or the children’s names. By selecting column aspects, and date ranges, you can compare the pupils’ progress over a period of time.
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