
SIMS training and
services directory
2016-2017

Secondary schools and academies



Introduction  1

School-based consultancy  2

SIMS services and training for academies  3

SIMS School Improvement Programme  4

E-learning 6

Training courses (please see section details below) 7

SIMS services and support 57

Personalised support services  58

Technical support   60

IT equipment and software  61

Our training venues  62

Index of courses by category  63

How to book  back cover

Tailored for school leaders, teachers and other 
key roles, these courses focus on the effective 
application and analysis of data within SIMS.
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Extend the use of the SIMS database to cater for 
the maintenance of staff details with a focus on 
links to financial monitoring and preparation for 
the School Workforce Census.
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Support the efficient day-to-day maintenance of 
school information in areas such as attendance, 
behaviour, academic management, SEN 
requirements and reporting.
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of statutory returns to the Government through  
the School Census, including the School 
Workforce Census.

Statutory returns courses 47

Address all areas relating to assessment, analysis 
and reporting and tracking pupil progress.

Curriculum courses 22

Provide schools with the skills and capabilities to 
maintain and manage their IT systems effectively.

Technical essentials 50

Address all aspects of financial management 
in schools including budget preparation 
and monitoring as well as maintaining 
Equipment Register.

Finance courses 35
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If you would like to know more about  
any of our online learning resources or 
wish to book a place on a course call 
01234 245150.

Keep in touch
Follow us on Twitter: @CapitaSIMS

Visit our blog: www.capita-sims.co.uk/blog

Sign up to our newsletter:  
www.capita-sims.co.uk/stay-in-touch

Read a case study:  
www.capita-sims.co.uk/casestudies

For further information please contact us on 01234 245150 or email info@capita-sims.co.uk. www.capita-sims.co.uk/training

http://www.twitter.com/capitaSIMS


For SIMS to make a real difference to your school, you need to understand everything it can do 
for you. Our training courses cover all areas of SIMS, giving you and your staff the knowledge 
to use SIMS more effectively and to save your staff valuable time. Browse through this guide to 
find out how our training courses and services can help you to make the most of SIMS and drive 
improvement in your school.

Drive improvement across  
your school with SIMS

“It has been a very positive experience 
migrating to SIMS and has provided our school 

with much greater flexibility for reporting.  
It’s easy for our staff to use and has helped us 
save a huge amount of time – it’s a one stop 

shop for all our school data. SIMS has genuinely 
changed our life in the school office.”  

Sue Wilkins, Office Manager, Greenleas School
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Our specialist consultants include many former 
headteachers, senior leaders, teachers, school 
administrators, business managers and technical 
staff, who have extensive knowledge of SIMS  
and how it can be used to support whole  
school improvement.
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School-based consultancy
No one knows SIMS as well as we do. That’s why thousands of schools 
choose SIMS training courses provided by our accredited consultants  
- and it’s great value for money too. We can also bring the training to you  
- all courses can be delivered at your school, tailored to your specific needs.

97% 
of delegates would 

recommend our courses  

to a colleague
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Supporting academies and MATs from 
conversion to driving improvement

Whether you’ve been an academy or multi-academy trust (MAT) for a while, 
have recently converted, or are considering the move, you need the right 
management systems in place to successfully manage your responsibilities. 

SIMS helps you to effectively use data to drive 
improvement throughout your academy or MAT by:

  Managing your finances – streamline your 
financial processes and improve efficiency 

  Helping you to deliver effective leadership – 
gathering information centrally allows you to 
make important decisions

  Improving pupil outcomes – with access to 
attendance, behaviour and assessment data,  
you’ll be able to make evidence-based decisions 
and measure impact

  Enhancing communications – ensure that parents, 
students and staff receive regular information  
as required

  Streamlining processes across your academy  
or MAT using SIMS reporting.

Find out more: www.capita-sims.co.uk/acad  
or call us on 0800 170 1724.

The support we had 
throughout our move from 

our existing MIS to SIMS was 
excellent. A quality product 
backed up by experienced, 
supportive staff who were 
invaluable throughout the 

process. In the three months 
we have had SIMS, we have 
done far more than we ever 
did with our previous MIS.
Chris Endacott, Assistant Principal,  

The Ripley Academy
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Our specialist consultants will work with you  
to develop a programme that is tailor-made for  
your school. They have all worked as senior leaders 
and have a proven track record of helping schools 
provide evidence of improvement to parents, 
governors and Ofsted.

 

The initial part of the programme focuses on data 
collection and analysis to ensure you have strong 
foundations on which to build each of the other 
areas. It also enables you to identify your priorities 
for improvement.

Our School Improvement Programme helps drive improved teaching  
and learning by ensuring you’re getting the most out of your biggest 
asset - your data.

Harness your data to drive 
improved teaching and learning

For further information please contact us on 0800 170 1724 or email info@capita-sims.co.uk. www.capita-sims.co.uk/SIP

“Working with the school improvement team, 
we’ve been able to create reports that are perfect 

for our data needs. With Progress 8 and the 
national data set, getting those imported into 
SIMS and being aware of when the updates are 
happening is helping us to stay up-to date in 

these times of change.”
Jill Wilson, Assistant Head, Keswick School
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School improvement packages

Strategic Planning (1 day)

To develop the effective use of data by leaders and 
managers to support school improvement and 
maintain an ‘always prepared’ for inspection policy. 
At the end of the day a SIMS Strategic Development 
report and action plan is produced to identify the 
current use of data and where maximum benefit 
could be further gained from using SIMS to provide 
evidence in each of the four Ofsted judgements.  
The day would also identify future training needs.

Secondary Assessment (2 days)

To provide schools with a forensic data analysis 
system to assist with school improvement and 
provide staff with professional development on the 
leadership and management of data. The package 
includes:

   Analysis tools for instant access to data which 
enables measurement of all the key performance 
indicators

   Training for middle leaders, pastoral managers and 
key staff on ways to analyse data using SIMS and 
lead a strategy for school improvement.

Self-evaluation support

School improvement is most successful when 
there is a balance of internal self-evaluation and 
external review. Our consultants take an objective 
view and evaluate both quantitative and qualitative 
performance measures.

The day provides an opportunity for a thorough 
review of the school’s approach to self-evaluation, 
monitoring and performance management using 
SIMS to provide evidence. There is also a focus on 
how different areas of SIMS can be used to identify 
the impact of intervention strategies as well as the 
school’s strengths and priorities for development.

Governor training

We also offer bespoke on-site training for governors. 
Visit www.capita-sims.co.uk/SIP to find out more.

New Customised Reporting Service

The new Customised Reporting Service provides 
instant access to the key information you need to 
drive school improvement priorities. One of our 
expert consultants will work with you to identify 
the areas you wish to focus upon, whether it’s 
monitoring achievement of a particular cohort,  
class attendance by year or exam results by  
subject or teacher. 

You will then have access to a Personalised Data 
Dashboard with all the reports you need, pushed 
straight to your desktop. The reports are updated 
overnight and you can choose to receive your  
reports as often as you like. 

For further information please contact us on 0800 170 1724 or email info@capita-sims.co.uk. www.capita-sims.co.uk/SIP

Call us on 0800 170 1724 or visit 
www.capita-sims.co.uk/SIP for 
more information.

Harnessing your data to drive 
improved teaching and learning

Harnessing your data to drive 
improved teaching and learning

Harnessing your data to drive 
improved teaching and learning

Harnessing your data to drive 
improved teaching and learning

Harnessing your data to drive 
improved teaching and learning

Harnessing your data to drive 
improved teaching and learning

Harnessing your data to drive 
improved teaching and learning

Monitor
& Review

Data 
Collection

Data 
Analysis

Self 
Evaluation

Plan & 
Implement

Teaching 
& Learning



Develop your skills further with 
online and remote learning
Online training

Take an online introduction before starting your 
training course with SIMS e-modules.

Supporting our blended learning approach to 
professional development, the e-modules are 
worked through prior to the course, providing  
a valuable introduction to your face-to-face  
training and an opportunity to be at an equal 
starting point with the other delegates on your 
course. Work at your own pace to gain a basic 
understanding of some of the key concepts  
and terminology included in the course content.

You will also have the opportunity to revisit  
content and key skills after your face-to-face 
training and some courses include an optional 
online test to gain a certificate of achievement.

Remote training  

Our remote training courses provide you with training 
and the flexibility to learn wherever you are. Remote 
training is provided over the telephone and internet 
and is designed to complement the SIMS Professional 
Services suite of face-to-face training courses. 

See inside for full details of all our remote short 
training courses. Please find a list of the courses below:

  Alternative Curriculum – Remote

  An Introduction to SIMS – Remote

  An Introduction to Managing SIMS and FMS  
– A Technical Perspective

  Census Error Handling

  Census Refresher

  FMS Developments – Remote 

  FMS Financial Reporting Suite 

  FMS User Converting from Central to External

  Maintaining the Timetable – Remote

  Personalise Your SIMS Home Page 

  SIMS and Pupil Premium – Import and Analysis

  Technical Essentials – System Manager 7 

NEW NEW

To find out more or to book a place  
on a course call 01234 245150.

E-learning –  
how to find it within this directory:

indicates a course with an e-module introductionNEW

indicates remote trainingNEW
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Roles and responsibilities 
Courses for senior leaders and teachers

Book 
Now

www.capita-sims.co.uk/training

01234 245150
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Roles and responsibilities 
Duration: 1 day

Course code:  
SIPOPMD-1-05S

SENIOR LEADEROfsted: Proving you are  
Making the Difference - Secondary
You want to show that your school is well-managed and that you 
enable students to overcome specific learning barriers. Learn how 
SIMS can help you provide a continuous flow of information to 
Ofsted about your school’s performance.

Who is it for?
Headteachers and senior leaders. 
Little detailed knowledge of SIMS 
is required as all analyses will be 
provided and you will be shown  
how to manipulate these during  
the course.

Why attend this course:
To ensure that you are getting the 
most from SIMS in preparing for an 
Ofsted inspection and to support 
your self-evaluation.

What you will learn:
 how information can be obtained 

about different aspects of school 
performance 

 how current attainment and 
progress data can be analysed

 how the effectiveness of teaching 
can be analysed

 how behaviour and attendance 
can be monitored using SIMS

 how teaching and learning can be 
monitored to raise standards and 
for performance management

 how information provided for 
governors can better inform them in 
fulfilling their role of critical friend.

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

http://www.capita-sims.co.uk/training/course/3195/ofsted-proving-you-are-making-difference-secondary?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Roles and responsibilities 

Duration: 1 day

Course code:  
SIPUSSSL-1-05S

Also consider:   
Ofsted: Proving you are 
Making the Difference - 
Secondary (page 8)

Using SIMS to Support School  
Leadership - Secondary
The effective integration of SIMS can provide key information  
to support teaching and learning. Find out how to make best  
use of SIMS as a senior leader.

Who is it for?
Senior leaders with a basic 
understanding of SIMS who wish  
to enhance their use of the data  
and consider strategies for 
embedding its use across  
the school. 

Why attend this course:
To discuss and understand the  
ways in which leaders can 
benefit from their school’s data 
rich environment including the 
development of priorities based  
on statistical evidence.

What you will learn:
 how best to access and apply key 

data in SIMS, including attendance, 
assessment and behaviour data,  
to inform decision making

 how to use available tools, 
including the Discover analysis 
tool, to analyse the school’s data 
and find trends and patterns

 how to use the tools in SIMS to 
identify underperformance and 
monitor interventions

 how to use this analysis to make 
connections, identify key areas for 
improvement across the school 
and support strategic objectives.

SENIOR LEADER

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

The Role of the Exam Officer
A useful and informative introduction to the role and key 
responsibilities of the exam officer, this one day course  
examines the main stages in the exam officer’s year. 

Who is it for?
This course is aimed at newly 
appointed exam officers.

Why attend this course:
To understand the key responsibilities 
of the exam officer throughout the 
school year.

What you will learn:
 an overview of the exam  

officer’s year

 who needs to be involved  
in the exams process

 collecting and sharing  
information

 managing basedata

 organising seating and the 
associated legal requirements

 managing invigilators

 where to go for support  
and advice.

Duration: 1 day

Course code: SIPREO-1-05

Also consider:  
Examinations Organiser 
(page 28)

EXAM OFFICER

NEW See page 6

Book online

Book online

http://www.capita-sims.co.uk/training/course/3176/using-sims-support-school-leadership-secondary?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1462/role-exam-officer?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Roles and responsibilities 

The Role of the School Business Manager 
- An Introduction 
An effective school business manager helps support the  
school as a business to raise standards, generate income and 
improve pupil achievement. Learn how to make a difference  
in your school with this course.

Who is it for?
Those who have an understanding 
of the school structure and business 
management. The course is aimed at 
staff who have little or no knowledge 
of SIMS and who are new to the role 
of a business manager in a school.

Why attend this course:
This course will help you gain a 
deeper insight into efficient ways  
of managing your day-to-day duties. 
It will also give you an appreciation 
of how SIMS and FMS can support 
you in analysing and reporting on  
key areas in the school setting.

What you will learn:
 how SIMS can expedite the 

processes of school business 
management

 a brief insight into the far  
reaching remit of the role and  
why it is helpful to automate 
routine processes

 how to report on key areas  
of the role such as inventory, 
School Workforce Census  
and staff absence

 budgetary and personnel 
management.

ADMINISTRATIVE STAFF

BURSAR

BUSINESS MANAGER

SENIOR LEADER

Duration: 1 day

Course code:  
SIPRSBMAI-1-05

Also consider: 
The Role of the School 
Business Manager -  
A Strategic Approach  
(see opposite)

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

SIMS and the Business Manager 
Explore how SIMS is used by the school business manager to 
support decision making and to help raise standards and efficiency.

Who is it for?
Staff with a good understanding of 
the business manager role and how 
it fits in with the school structure. 
Knowledge of SIMS software is 
advantageous, however this course 
will also benefit those new to the 
education sector and to SIMS  
and FMS.

Why attend this course:
To understand how SIMS and FMS 
can be used effectively to carry out 
the day-to-day duties that make 
up the responsibilities of a school 
business manager. This is a hands-on 
course and you will use the SIMS and 
FMS software to perform daily tasks.

What you will learn:
 how SIMS and FMS can expedite 

the processes of school business 
management

 how to manage the budget, 
personnel and pupil records 
efficiently

 how to report on key areas of your 
role such as budgeting, financial 
planning, staff management and 
statutorurns.

Duration: 1 day

Course code:  
SBM-1-05

Also consider:  
FMS Daily Tasks (page 40) 
FMS Financial Management 
(page 41) 
Personnel User (page 44)

ADMINISTRATIVE STAFF

BURSAR

BUSINESS MANAGER

NEW

Book online

Coming soon

Check website for updates.

http://www.capita-sims.co.uk/training/course/3220/role-school-business-manager-introduction-0?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Roles and responsibilities 

The Role of the School Business  
Manager - A Strategic Approach
Explore what it means to be an effective school business  
manager in more detail. Understand how to manage business 
relationships, demonstrate value for money and extend a reach 
into the wider community.

Who is it for?
Staff who have an understanding 
of school systems and processes, 
specifically relating to business 
management. It is recommended  
that you attend the introduction 
course (see page 10) if you are  
new to the role.

Why attend this course:
To gain an understanding and 
appreciation of how SIMS and FMS 
can support you in analysing and 
reporting on key areas of your long 
term strategies.

What you will learn:
 how SIMS and FMS can support 

you in analysing and reporting on 
budgeting, financial planning and 
performance related payment

 how SIMS can help with 
formulating strategies for  
school improvement

 how the role can interact with  
the wider community and  
create/maintain revenue streams

 information and advice on best 
practice.

Duration: 1 day

Course code: 
SIPRSBMSA-1-05

ADMINISTRATIVE STAFF

BURSAR

BUSINESS MANAGER

SENIOR LEADER

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

The Role of the SIMS Manager
SIMS can play a vital role in the efficient and effective running of 
your school. Examine ways in which the SIMS manager can drive 
the development of SIMS across the school.

Who is it for?
SIMS managers and senior leaders 
with a responsibility for SIMS.

Why attend this course:
To consider strategies to ensure  
SIMS is used to its maximum 
potential and ways in which staff 
across the school can work together 
to simplify processes and achieve 
beneficial outcomes.

What you will learn:
 the major issues involved  

in managing SIMS

 who should be involved  
in the process

 best practice procedures  
for extending SIMS use

 how to run an effective  
SIMS team

 how to implement change  
in a large organisation

 how to devise an action plan.

Duration: 1 day

Course code: SIPRSM-1-05

Also consider:   
SIMS Discover Day 1: 
Standard Analysis 
(page 25)

SENIOR LEADER

Book online

Book online

http://www.capita-sims.co.uk/training/course/3233/role-school-business-manager-strategic-approach-0?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1469/role-sims-manager?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure


Roles and responsibilities 

The Role of the Timetabler 
Explore the key concepts required for effective school timetabling 
and examine the timetabler’s year, the timetable cycle and major 
timetable decisions.  

Who is it for?
Members of staff responsible  
for writing the school timetable.

Why attend this course:
To understand the implications, 
scope and responsibilities of  
a timetabler’s role. 

What you will learn:
 the roles and responsibilities  

of an effective timetabler

 the implications of the timetable 
process for staffing

 effective curriculum planning 

 designing an options process

 manual and automated scheduling 
techniques and timetable analysis

 implications of finance  
on timetabling.

Duration: 1 day

Course code: SIPRT-1-05

Also consider:  
Curriculum Management 
Using Nova-T (page 30)

TIMETABLER
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NEW See page 6

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

http://www.capita-sims.co.uk/training/course/1472/role-timetabler?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure


Core courses

Book 
Now

www.capita-sims.co.uk/training

01234 245150
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C
ore courses

Attendance
Learn how to use SIMS Attendance to fulfil day-to-day statutory 
attendance monitoring requirements. 

Who is it for?
Staff with responsibility for 
maintaining attendance records who 
have an understanding of attendance 
procedures and who are familiar  
with SIMS. 

Why attend this course:
Strong attendance has a  
direct impact on achievement.  
Learn how to make the best use 
of SIMS attendance for effective 
attendance monitoring.

Note: SIMS Lesson Monitor 
functionality is not covered  
in this course.

What you will learn:
 planning a strategy for managing 

the statutory attendance process 

 customising SIMS Attendance  
to meet the particular needs  
of your school

 understanding the links with  
other functionality in SIMS

 identifying the most efficient way 
of collecting attendance data

 understanding how to maintain 
attendance data effectively

 reporting attendance data to  
help monitor attendance.

Duration: 1 day

Course code: ATTEND-1-05

Also consider:  
Reporting from Lesson 
Monitor (page 17)

ADMINISTRATIVE STAFF

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

http://www.capita-sims.co.uk/training/course/1357/attendance?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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C
ore courses

Reporting on Behaviour  
and Achievement 
Understand how to make the best use of behaviour and 
achievement data collected in SIMS. 

Who is it for?
Staff with pastoral responsibilities. 
Your school must already be 
recording data in SIMS Behaviour 
Management for this course to  
be relevant.

Why attend this course:
Improving behaviour and 
achievement is key to driving  
school improvement. Learn how  
to make the most efficient use  
of this data.

What you will learn:
 how to modify your SIMS Home 

Page to automatically receive 
information about behaviour  
and achievement events

 how to run predefined 
Achievement and Behaviour 
reports

 based on a predefined report,  
how to create and extend a simple 
report within a date range and use 
sub-filters

 creating analysis reports

 how to use quick letter

 how to create a personalised 
standard letter.

Management of Behaviour and 
Achievement - Secondary 
Learn how to use this software to record, monitor and manage 
students’ behaviour and achievements, including detentions and 
the use of report cards. 

Who is it for?
Staff with pastoral or administrative 
responsibilities for monitoring 
student behaviour and achievement 
and who have a basic knowledge  
of SIMS.

Why attend this course:
Behaviour has a direct impact on  
a student’s attainment. Learn how  
to make the best use of SIMS 
Behaviour Management.

What you will learn:
 setting up and configuration 

of all aspects of the Behaviour 
Management area including 
detention criteria and report  
card templates

 editing of relevant look up tables

 adding behaviour and achievement 
details from the class register

 using the behaviour and 
achievement recording routines 
for individuals and student groups

 administering individual and 
scheduled detentions including 
letters to parents

 creation of report cards

 recording exclusions.

Duration: 1 day

Course code: MBA-1-05S

Also consider:  
Reporting on Behaviour and 
Achievement (see below)

Duration: half day

Course code: REPBA-05-05

Also consider:  
SIMS Discover Day 1: 
Standard Analysis (page 25)

ADMINISTRATIVE STAFF

ADMINISTRATIVE STAFF

PASTORAL OFFICER

TEACHER

PASTORAL OFFICER

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/3412/management-behaviour-and-achievement-secondary?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1417/reporting-behaviour-and-achievement?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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C
ore courses 

Personalise Your SIMS Home Page 
Understand how the SIMS Home Page can be set up to give you 
instant access to a top level overview of your pupil data, including 
attendance, behaviour and achievement.

Who is it for?
All staff members who use SIMS.  
No previous knowledge of SIMS  
is required.

Why attend this course:
To understand how the SIMS 
Home Page can be set up to give 
you instant access to a variety of 
customisable graphs in key areas, 
including assessment, performance 
and progress.

What you will learn:
 how to configure the SIMS Home 

Page to display top level data of 
highest relevance to your school

 how to provide school leaders 
and teachers with a graphical 
and tabular presentation of key 
performance information

 setting up the Home Page to  
alert you to many important  
data changes and events

 how to enable staff to gain speedy 
access to pupil and class data

 configuring the Home Page for 
groups of staff.

Duration: 60 minutes 
(remote training)

Course code: PSHP-60-R

Also consider:  
SIMS Discover Day 1: 
Standard Analysis (page 25)

ADMINISTRATIVE STAFF

PASTORAL OFFICER

TEACHER

NEWNEW

Duration: 1 day

Course code: SREP-1-05 

Also consider:  
Extended Reporting  
(see overleaf)

ADMINISTRATIVE STAFFStandard Reporting 
An introduction to the report designing process.

Who is it for?
Staff responsible for responding to 
requests for information. You should 
have attended a SIMS Office User 
course or have a good understanding 
of SIMS. 

Why attend this course:
To be able to respond to requests 
for information efficiently, including 
reports, making your school 
processes more streamlined.

What you will learn:
 running predefined reports, 

modifying and creating reports  
to produce lists 

 creating reports to produce mail 
merge documents and labels 

 the use of different output 
formats of Word® and Excel® 

 using analysis output 

 exporting, importing and using  
the My Favourite Reports panel  
on the Home Page.

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/4327/personalise-your-sims-home-page?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1446/standard-reporting?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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C
ore courses  |  Reporting

Duration: 1 day

Course code: EXREP-1-05 

Also consider:  
Advanced Reporting  
with Excel Analysis  
(see below)

ADMINISTRATIVE STAFFExtended Reporting
This course provides a follow-up to the Standard Reporting course. 

Who is it for?
Staff responsible for responding to 
requests for information. You should 
have either attended the Standard 
Reporting course or be familiar  
with the techniques covered in  
the course. 

Why attend this course:
To further develop the reporting 
techniques covered in Standard 
Reporting (page 15).

What you will learn:
 how to produce more complicated 

lists and mail merged documents 

 modifying templates to adjust the 
appearance of reports including 
incorporating headed paper 

 developing the use of RTF output 

 exploring cross-modular links  
in the data 

 using different focuses as the 
starting point for reports 

 exploring the use of macros  
in Excel® related reports 

 extending the use of the  
Analysis tool.

Advanced Reporting with  
Excel Analysis
Explore the use of SIMS to extract data and analyse it using Excel®, 
including how to automate reporting and analysis, enabling your 
school to generate the reports whenever necessary.

Who is it for?
Staff who wish to extend their ability 
to analyse data and who have a 
basic experience of SIMS, including 
assessment, attendance, behaviour 
and reporting.

Why attend this course:
To learn time-saving, advanced 
reporting techniques in SIMS using 
sub reports, filters and analysis 
techniques using a combination of 
SIMS and Excel.

This course does not follow on from 
the 1 day Advanced Reporting with 
Excel Analysis - Pastoral course.

What you will learn:
 automating data analysis  

in SIMS reports using Excel 

 Excel formulas 

 analysing assessment  
data using Excel

 designing more complex  
SIMS Reports

 Excel pivot tables 

 Excel macros.

Duration: 2 days

Course code: AREA-2-05

ADMINISTRATIVE STAFF

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/1380/extended-reporting?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1347/advanced-reporting-excel-analysis?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Reporting from Lesson Monitor
Learn about the reporting capabilities of SIMS Lesson Monitor  
to ensure you are using the software in the most efficient way. 

Who is it for?  
Staff who are involved in monitoring 
both statutory and lesson attendance.  

Why attend this course:  
To learn how to make best use  
of SIMS Lesson Monitor.

What you will learn: 
 using letter templates to enhance 

communication with parents 

 creating the SIMS pre defined  
lesson attendance reports

 configuring the SIMS Home Page 
to summarise attendance data.

Advanced Reporting with Excel  
Analysis - Pastoral
This one day course explores the use of SIMS to extract data and 
analyse it, with a key focus on attendance, SEN, behaviour and 
personnel. Learn how to automate reporting and analysis, enabling 
your school to generate reports whenever necessary.

Who is it for?
Staff with a basic knowledge of SIMS 
Reporting and Excel who wish to 
extend their ability to analyse data 
using this software.

Why attend this course:
To learn advanced reporting and 
analysis techniques, including 
automating the process.

What you will learn:
 automating data analysis in 

SIMS reports using Excel across 
SEN, attendance, behaviour and 
personnel areas

 Excel formulas 

 analysing data using Excel

 designing more complex  
SIMS Reports

 Excel pivot tables

 Excel macros.

Duration: 1 day

Course code: AREAP-1-05

Duration: half day

Course code: REPLM-05-05

Also consider:  
SIMS Discover Day 1: 
Standard Analysis (page 25)

ADMINISTRATIVE STAFF

PASTORAL OFFICER

ADMINISTRATIVE STAFF

NEW

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/3875/advanced-reporting-excel-analysis-pastoral?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1413/reporting-lesson-monitor?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Reporting on SEN
Understand how to make the most effective use of SEN  
information collected in SIMS.

Who is it for? 
SENCOs, teaching assistants and 
administrators who support the 
SENCO. Your school must already  
be recording SEN data in SIMS  
for this course to be relevant. 

Why attend this course:
Learn how to make the most 
effective use of this data.

What you will learn: 
 how to modify various panels on 

the SIMS Home Page to receive 
information about SEN pupils

 running predefined SEN reports

 producing simple reports with  
a filter relevant to SEN pupils

 creating analysis reports based  
on SEN information

 customising the SEN Review letter 

 using quick letter

 creating a personalised standard 
letter.

Duration: half day

Course code: REPSEN-05-05 

Also consider:  
SIMS Discover Day 1: 
Standard Analysis (page 25)

ADMINISTRATIVE STAFF

SENCO

TEACHER

Preparing for a New School Year 
(Academic) - Secondary 
Explore academic arrangements for the school year, including 
the assignment of students to classes and producing student 
timetables. This academic course complements the pastoral  
course (opposite). 

Who is it for?
Staff with responsibility for preparing 
SIMS for the new academic year who 
have a basic knowledge of SIMS.

Why attend this course:
Dealing with the new school year 
can be a complex process. Gain an 
overview of the requirements of the 
new school year, including assigning 
students to classes.

What you will learn:
 setting the academic year

 how to use CTF or ATF to  
import new pupil data 

 defining the academic  
promotion rules 

 allocating students  
to bands and classes 

 printing timetables  
and class lists 

 housekeeping routines.

Duration: half day

Course code: PNSYA-05-05S

Also consider:  
Preparing for a New School 
Year (Pastoral) - Secondary 
(see opposite)

ADMINISTRATIVE STAFF

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/1418/reporting-sen?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1410/preparing-new-school-year-academic-secondary?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Preparing for a New School Year 
(Pastoral) - Secondary 
Learn about the pastoral arrangements for the new academic  
year, including the new student intake, student leavers and 
associated procedures. This pastoral course complements the 
academic course (page 18).

Who is it for?
Staff with responsibility for preparing 
SIMS for the new academic year who 
have a basic knowledge of SIMS. 

Why attend this course:
To gain an overview and 
understanding of the pastoral 
requirements of the new school 
year. Before the new school year 
commences, both the academic  
and pastoral process must be 
completed in SIMS.

What you will learn:
 creating the new academic year 

 the pastoral promotion process 

 dealing with admissions

 processing leavers 

 housekeeping routines.

ADMINISTRATIVE STAFF

Duration: half day

Course code: PNSYP-05-05S 

Also consider:  
Preparing for a New 
School Year (Academic) - 
Secondary (page 18)

C
ore courses 

SIMS and Pupil Premium -  
Import and Analysis
Explore the process of importing and analysing Pupil Premium data 
and tracking against attendance, attainment and interventions 
with this remote training session. You can also find out how key 
stage data can be imported from the Key to Success website.

Who is it for?
Data managers, assessment  
co-ordinators and school administrators. 
Delegates must have access to their 
Secure Site (S2S) and login details. 

Why attend this course:
Tracking your Pupil Premium spend 
and its impact is key for you to 
provide the evidence to Ofsted.

What you will learn:
 downloading and importing  

Pupil Premium data as well  
as maintaining and updating  
in SIMS

 downloading and importing key  
stage data

 tracking Pupil Premium data 
against key performance 
indicators such as punctuality  
and attainment

 tracking and extracting Pupil 
Premium information for Ofsted 
and senior leaders.

Duration: 90 minutes 
(remote training)

Course code: SPPIA-90-R

Also consider:  
SIMS Discover Day 1: 
Standard Analysis 
(page 25)

ADMINISTRATIVE STAFF

ASSESSMENT CO-ORDINATOR

NEW

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/1411/preparing-new-school-year-pastoral-secondary?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/3201/sims-and-pupil-premium-import-and-analysis?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Duration: 1 day

Course code: SOU-1-05S 

Also consider:  
SIMS Office User Top Tips 
and Techniques - Secondary 
(see opposite)

SIMS Office User - Secondary 
Explore the key functionality and features in SIMS to enable your 
school to run efficiently through its effective use of data.  

Who is it for?
New users of SIMS. 

Why attend this course:
Help your school to run like 
clockwork by learning how  
to make use of accurate,  
well-maintained data  
within SIMS.

What you will learn:
 finding your way around SIMS 

 looking up student information 

 making day-to-day adjustments  
to student details 

 sending a letter home 

 responding to information 
received about students  
and contracts 

 dealing with leavers  
and admissions

 managing exclusions

 managing agents and agencies.

An Introduction to SIMS - Remote 
This remote training session provides a perfect introduction  
if you are new to SIMS. 

Who is it for?
School staff new to SIMS. 

Why attend this course:
Attend this demonstration led  
course to learn how the effective  
use of SIMS can support the  
running of a school and contribute  
to school improvement. 

What you will learn:
 how SIMS works as a school 

management information system

 a brief overview of the different 
SIMS modules and how they 
interact

 which modules are relevant to 
which roles in school 

 common terms used in SIMS and 
in education and their meanings.

Duration: 90 minutes 
(remote training)

Course code: AIS-90-R

Also consider:  
Choose from our 
comprehensive course 
catalogue for further 
training relevant to your 
role. Visit www.capita-sims.
co.uk/training or contact 
our dedicated team on 
01234 245150.

ADMINISTRATIVE STAFF

NEW

NEW See page 6

NEW

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/4326/introduction-sims?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1438/sims-office-user-secondary?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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SIMS Office User Top Tips  
and Techniques - Secondary
Discover useful ways of managing school data, best practice, 
housekeeping and understand core functionality in SIMS.

Who is it for?
Administrative staff or data 
managers with a basic knowledge  
of SIMS including reporting.

Why attend this course:
To learn best practice in managing 
school data and core functionality 
in SIMS.

What you will learn:
 contact management 

 customising correspondence 

 user defined groups 

 user defined fields 

 alerts, notifications  
and communication 

 merging agents and agencies 

 quick reports 

 changes to data - bulk update

 validating and maintaining  
address details.

SIMS SEN User - Secondary 
Explore the functionality of SEN in SIMS to enable you to use it 
effectively and efficiently in relation to the SEN Code of Practice. 

Who is it for?
SENCOs and senior staff with 
responsibility for overseeing special 
needs provision and administrative 
staff who may be involved in 
maintaining SEN information. 

Why attend this course:
To understand how to make best  
use of the functionality relating  
to SEN in SIMS. 

What you will learn:
 managing and recording details  

of reviews, events and provisions

 managing students with 
statements 

 producing the SEN reports 
provided in SIMS

 editing SEN related look up tables 
to provide school customisation 

 adding linked adults, agents  
and agencies 

 sending, receiving and viewing 
messages relating to SEN students 

 configuring the SIMS Home Page  
to help monitor SEN processes. 

Duration: 1 day

Course code: SOUTTT-1-05S 

Also consider:  
Standard Reporting  
(page 15) 
Extended Reporting  
(page 16)

Duration: 1 day

Course code: SSU-1-05S 

Also consider:  
Reporting on SEN (page 18)

ADMINISTRATIVE STAFF

ADMINISTRATIVE STAFF

SENCO

C
ore courses 

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/3226/sims-office-user-top-tips-and-techniques-secondary?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1444/sims-sen-user-secondary?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Academic Management 
Explore procedures for allocating students to curriculum  
structures, including bands and classes and maintaining  
class memberships. 

Who is it for?
Staff with responsibility for student 
class memberships and who have 
an understanding of the school’s 
curriculum structures and procedures.

Why attend this course:
To learn how to allocate students 
within the curriculum and to produce 
curriculum analysis reports.

What you will learn:
 allocating students to  

classes and bands 

 export and import of  
student memberships 

 student carousel rotations 

 individual student curriculum 

 whole curriculum assignment 

 printing class lists from SIMS 

 curriculum analysis routines  
in SIMS

 allocating students an  
alternative curriculum.

Duration: 1 day

Course code: AM-1-05

Also consider:  
Preparing for the New 
School Year (Academic) - 
Secondary (page 18)

ADMINISTRATIVE STAFF

TIMETABLER

C
urriculum

 courses 

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

http://www.capita-sims.co.uk/training/course/1345/academic-management?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Assessment Essential Skills - Secondary 
Explore the potential of SIMS Assessment including the essential 
skills needed to build and implement an assessment system  
and how the software can be used to create a customised  
tracking system. 

Who is it for?
Senior leaders or staff with 
responsibility for the assessment 
process who have a basic knowledge 
of SIMS.

Why attend this course:
Raising attainment across your 
school is key and SIMS Assessment  
is an efficient way of keeping track  
of all your students.

What you will learn:
 key components of SIMS 

Assessment including  
aspects, grade sets, result  
sets and categories 

 building templates and  
creating a range of marksheets 

 using formulae in marksheets 

 creating, using and filtering  
data review marksheets 

 designing and generating 
individual reports 

 exploring mechanisms that 
support the intervention strategies 
of senior staff.

Course Manager 
Designed to support schools without Post 16 provision,  
this course explores how the Course Management functionality 
of SIMS links the areas of Nova-T, academic management and 
Examinations Organiser.

Who is it for?
Academic administrators and exam 
officers with an understanding of  
the school’s curriculum structures 
and procedures. This course does  
not cover Post 16 provision or the  
Post 16 Learning Aims return. 

Why attend this course:
To understand how the Course 
Management functionality of  
SIMS links the areas of Nova-T, 
academic management and 
Examinations Organiser.

What you will learn:
 how and when a course is created

 how to manage the student 
memberships of courses 

 the relationship between course 
manager and other areas of SIMS

 a greater understanding of the  
link between examination awards 
and courses of study.

Duration: half day

Course code: CM-05-05

Duration: 2 days

Course code: AES-2-05S

Also consider:  
Analysing Assessment Data 
- Secondary (see overleaf) 
SIMS Discover Day 2: 
Assessment Analysis – 
Secondary (page 26) 
Advanced Reporting with 
Excel Analysis (page 16)

ADMINISTRATIVE STAFF

ADMINISTRATIVE STAFF

EXAM OFFICER

ASSESSMENT CO-ORDINATOR

SENIOR LEADER

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/3168/course-manager?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1356/assessment-essential-skills-secondary?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure


24

C
urriculum

 courses  |  A
ssessm

ent and analysis

Analysing Assessment Data - Secondary
Learn how to analyse the full range of your students’ assessment 
data, including exploring advanced features which enable you to 
use SIMS Analysis as a tool to improve student attainment. 

Who is it for?
Senior leaders or staff with 
responsibility for the assessment 
process; you will be an experienced 
user of SIMS Assessment. 

Why attend this course:
You want every student to achieve 
- SIMS Analysis can help you to 
analyse your students’ data to  
help you support their needs.

Explore advanced features including 
analysis grids, tracking grids, the new 
SIMS Key Stage 4 analysis resources 
and complex formulas.

What you will learn:
 the creation and maintenance  

of user defined groups 

 the creation and use of analysis 
grids; group, aspect, chance and 
result-set 

 basic analysis techniques within 
assessment marksheets 

 creating tracking grids 

 the design and construction of 
complex Assessment templates 

 using progression and  
value-added graphs

 an overview of SIMS Discover

 an overview of the SIMS School 
Report

 the Assessment Mapping Tool

 an overview of the new SIMS  
Key Stage 4 resources.

Duration: 2 days

Course code: AAD-2-05S

Also consider:  
Advanced Reporting with 
Excel Analysis (page 16) 
SIMS Discover Day 2: 
Assessment Analysis - 
Secondary (page 26)

ADMINISTRATIVE STAFF

ASSESSMENT CO-ORDINATOR

SENIOR LEADER

Assessment - Producing Individual 
Student Reports 
This course covers how to create a range of student reports for 
parents from a basic table of results to an end of year style report 
including graphs and comparison data. 

Who is it for?
Staff with responsibility for 
the creation, maintenance and 
production of student interim  
and end of year reports to parents.

Why attend this course:
Producing reports directly from 
SIMS will improve the efficiency 
and accuracy of reports to parents. 
Attending this course will enable 
you to choose the best method of 
reporting and help you to create the 
best report design.

What you will learn:
 running and uploading a simple 

attendance report to the student 
record

 creating a Key Stage 3 Interim 
Report using tables of data 
for attainment, progress and 
attendance

 adding other functions 

 creating reports for internal 
purposes, including adding  
graphs and photographs

 outline guidance on publishing 
reports through SIMS Learning 
Gateway and via SIMS InTouch.

Duration: 1 day

Course code: APISR-1-05S

Also consider: 
SIMS Discover Day 2: 
Assessment Analysis - 
Secondary (page 26) 
Analysing Assessment Data - 
Secondary (see above)

ASSESSMENT CO-ORDINATOR

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/1353/analysing-assessment-data-secondary?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/3402/assessment-producing-individual-student-reports?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Reporting to Parents with Profiles - 
Secondary
Explore the production of high quality, fully customisable reports 
for parents using the Profiles module. 

Who is it for?
Staff responsible for setting up and 
producing reports for parents and 
who have a good working knowledge 
of SIMS Assessment. 

Why attend this course:
Parents want to be kept in the loop 
- learn how to produce high quality 
reports efficiently, saving you time.

What you will learn:
 designing and importing comment 

banks and free text sections 

 setting up a profiling session 

 designing a report template 
including links to other SIMS 
modules (data recorded in  
SIMS Assessment, Behaviour  
Management and Attendance  
can all be linked to a report)

 selection and amendment of 
comments, free text and how  
to preview profiles 

 how to review and approve 
students’ profile reports 

 generating and printing  
the final profile report.

Duration: 1 day

Course code: RPP-1-05S

Also consider:  
Assessment Essential Skills 
- Secondary (page 23)

ADMINISTRATIVE STAFF

ASSESSMENT CO-ORDINATOR

NEW See page 6

SIMS Discover Day 1: Standard Analysis 
Learn how to use the analysis tool, SIMS Discover, to analyse  
your school’s data effectively. This hands-on course provides  
a useful overview of the software. 

Who is it for?
Staff wishing to enhance their data 
analysis skills by using the powerful 
graphical analysis tool, SIMS Discover. 
A basic understanding of SIMS is 
advantageous.

Why attend this course:
To learn how to use a range of graphs 
and create new ones to enhance the 
school’s analysis of data for improved 
performance.

What you will learn:
 creating Venn diagrams and 

filtering by year, key pastoral 
factors, attendance, behaviour  
and end of key stage assessments

 working with data from previous 
academic years

 creating and using Discover groups 

 defining and setting up dynamic 
group alerts to track pupils  
(e.g. persistent absenteeism)

 using SIMS user defined groups  
in SIMS Discover.

Duration: 1 day

Course code: SDD1SA-1-05

Also consider:  
SIMS Discover Day 2: 
Assessment Analysis - 
Secondary (see overleaf)

SENIOR LEADER

ASSESSMENT CO-ORDINATOR

TEACHER

ADMINISTRATIVE STAFF

SENCO

PASTORAL OFFICER

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/3196/reporting-parents-profiles-secondary?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/3404/sims-discover-day-1-standard-analysis?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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SIMS Discover Day 2: Assessment 
Analysis - Secondary 
An in-depth look at adding to available graphs by creating custom 
graphs based on a school’s assessment data as recorded in SIMS 
Assessment. 

Who is it for?
Staff already using SIMS Assessment 
who wish to enhance their 
assessment analysis skills using the 
powerful, graphical analysis tool, 
SIMS Discover. Some experience  
of SIMS Discover is required.

Why attend this course:
To learn how to create additional 
assessment graphs, tailored to  
your school’s assessment policy  
and setup, based on the data  
already held in SIMS Assessment.

What you will learn:
 creating new graphs based on 

existing assessment data in SIMS 
e.g. Grades Tracking and Average 
Marks

 understanding and creating 
Discover aspects to support the 
creation of additional graph types 
e.g. Venn diagrams

 creating graphs in bulk

 creating graphs to show progress, 
predicted 5+A*-C, predicted eBacc 
and more

 using filters with these graphs

 Discover groups - using dynamic 
groups as assessment marksheet 
filters and as rows on Group 
Analysis grids.

Duration: 1 day

Course code: SDD2AA-1-05S

ASSESSMENT CO-ORDINATOR

Programmes of Study for the New  
Key Stage 3 Curriculum
Gain a practical insight into the new SIMS Programme of Study 
functionality and available resources relating to assessment 
without levels. 

Who is it for?
Teachers, assessment co-ordinators 
and data managers who have 
experience of using SIMS Assessment 
and are responsible for recording and 
analysing attainment data. 

Why attend this course:
To learn how to use the latest 
assessment functionality in SIMS to 
record data against the new National 
Curriculum Programmes of Study for 
Key Stage 3.

What you will learn:
 how to use the latest assessment 

functionality 

 how to use the resources available 
to monitor and evaluate progress 
and analyse data effectively from 
a single screen 

 evaluating progress based on  
a school’s expectations

 how to generate reports for 
parents and carers based on pupil 
attainment and progress, linked  
to the Programmes of Study

 how to customise the Programme 
of Study statements.

Duration: 1 day

Course code: PSNK3C-1-05

Also consider:  
Analysing Assessment Data 
– Secondary (page 24)

TEACHER

ADMINISTRATIVE STAFF

ASSESSMENT CO-ORDINATOR

NEW

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/3406/sims-discover-day-2-assessment-analysis-secondary?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/4304/programmes-study-new-key-stage-3-curriculum?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Assessment at Key Stage 4 and SIMS
This course will take delegates through the new KS4 resources 
created in SIMS based on the latest information supplied by 
the DfE in relation to Progress Measure 8 and the GCSE reform 
(numerical grading). 

Who is it for?
Staff with responsibility for setting up 
and using SIMS Assessment.

Why attend this course:
To gain a practical understanding 
of the new Key Stage 4 SIMS 
Assessment resources, including 
Assessment templates, SIMS reports 
and Discover graphs and how to use 
them effectively for analysis.

What you will learn:
 importing the new KS4 resources

 cloning CAS KS4 overview 
templates

 creating Assessment Mapping Tool 
definitions for internal assessment 
and examination results

 converting results linked to 
Assessment Mapping Tool 
definitions

 how to view converted assessment 
results on the CAS KS4 overview 
definitions

 generating the KS4 Report 
Definitions

 generating KS4 SIMS Discover 
graphs to analyse academic and 
pastoral groups.

Duration: 1 day

Course code: AKS4S-1-05

Also consider:  
Analysing Assessment Data 
– Secondary (page 24) 
SIMS Discover Day 2: 
Assessment Analysis – 
Secondary (page 26)

SENIOR LEADER

ADMINISTRATIVE STAFF

ASSESSMENT CO-ORDINATOR

Bett Awards Winner 2016 
ICT Tools for Teaching, Learning and Assessment

SIMS Assessment with the SIMS Teacher app

NEW

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

http://www.capita-sims.co.uk/training/course/4375/assessment-key-stage-4-and-sims?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Domestic Examinations 
Investigate how Examinations Organiser can be used  
to manage domestic (internal/mock) examinations and explore  
the links to SIMS Assessment. 

Who is it for?
Exam officers and administrative 
staff responsible for organising 
internal examinations. You need  
to be familiar with the use of 
Examinations Organiser for  
external examination entries. 

Why attend this course:
To learn how to use SIMS to  
manage domestic examinations.

What you will learn:
 creating a domestic season  

and series 

 creating basedata 

 assigning candidates and issue 
examination numbers 

 making entries 

 managing clashes and seating 

 running reports 

 cloning a basedata series 

 understanding SIMS  
Assessment links. 

Duration: half day

Course code: DOMEX-05-05

Also consider:  
Exam Results Analysis 
(see opposite)

ADMINISTRATIVE STAFF

EXAM OFFICER

Examinations Organiser 
Explore all aspects of managing external examinations  
using SIMS Examinations Organiser.

Who is it for?
Exam officers and administrative 
staff with responsibility for external 
examination entry and organisation. 

Why attend this course:
To streamline your examinations 
process, saving you administration 
time while ensuring your data  
is accurate. 

What you will learn:
 setting up the Examinations 

Organiser module 

 entering candidates  
for examinations and  
coursework marks 

 submitting data to  
examination boards 

 using seating organiser 

 dealing with clashes. 

Duration: 2 days

Course code: EXORG-2-05

Also consider:  
Exam Results Analysis  
(see opposite)

ADMINISTRATIVE STAFF

EXAM OFFICER

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/1370/domestic-examinations?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1374/examinations-organiser?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Exam Results Analysis 
Uncover all aspects of the examination results process  
including importing results into the software and analysing  
them to produce headline analyses on results day. 

Who is it for?
Staff with responsibility for handling 
external examination results. 

Why attend this course:
To help your school’s results day  
run efficiently.

What you will learn:
 importing results files

 calculating PI information

 running standard reports  
and analyses 

 exporting results to Excel® 

 creating and using  
results marksheets 

 editing results.

Duration: 1 day

Course code: EXRA-1-05

Also consider:  
Exam Results Analysis 
Advanced (see below)

ADMINISTRATIVE STAFF

EXAM OFFICER

Exam Results Analysis Advanced 
Learn about the analysis and customisation of examination  
results in line with your school’s specific requirements. 

Who is it for?
Staff with responsibility for 
producing analyses of examinations 
data who are familiar with SIMS 
Examinations Organiser software. 

Why attend this course:
To explore the relationship between 
SIMS Examinations Organiser, SIMS 
Assessment and SIMS Discover.

What you will learn:
 using SIMS to perform group, 

aspect, result set and chance 
analyses of examination  
results data

 creating tracking marksheets  
with ‘traffic lights’ to identify  
and target students

 producing graphs and charts  
of various analyses

 using SIMS Course Manager  
to allow heads of department  
to see departmental marksheets.

Duration: 1 day

Course code: EXRAA-1-05 

Also consider:  
Analysing Assessment Data 
- Secondary (page 24)

ADMINISTRATIVE STAFF

EXAM OFFICER

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/1377/exam-results-analysis?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1379/exam-results-analysis-advanced?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Curriculum Management Using Nova-T 
Gain a step-by-step explanation of how to use Nova-T in the 
production of the school timetable, from populating the system 
with core data (rooms, staff, subjects) to submitting the completed 
timetable to SIMS. 

Who is it for?
Staff with responsibility for 
constructing and maintaining the 
timetable and with some prior 
knowledge of timetable principles. 

Why attend this course:
To learn how to use Nova-T  
to produce the school timetable.

What you will learn:
 defining the timetable cycle 

 populating basedata 

 constructing a curriculum model

 resourcing classes 

 managing multiple length  
sessions (doubles, triples...) 

 allocating non-class codes 

 curriculum analysis 

 manual and automatic scheduling 

 optimising the timetable 

 automatic and manual allocation 
of rooms 

 printing of timetables and reports 

 links between SIMS and Nova-T.

Duration: 4 days  
(usually 2 x 2 day sessions)

Course code: CMNT6-4-05

Also consider:  
Curriculum Management 
Student Options  
(see opposite)

TIMETABLER

NEW See page 6

The Curriculum Management Using Nova-T 
training course is the best value course 
I have been on in 20 years of working in 

education. Since taking the course,  
I’ve been using its pragmatic and  

thorough help almost every day in school.  
I remember so much of it because of the 
competency of the trainer, the hands-on 
approach to learning and the focus of the 
time on dealing with the school timetable. 
I would wholeheartedly recommend this 

course to everyone taking up  
the timetable.

Tom Miller, Deputy Headteacher, Hadleigh High School

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

http://www.capita-sims.co.uk/training/course/1366/curriculum-management-using-nova-t?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure


C
urriculum

 courses  |  Tim
etabling 

31

Curriculum Management  
Student Options 
Learn how the SIMS Options module can be used to manage  
the student options process. 

Who is it for?
Staff involved in the options process 
who have an understanding of its 
relationship to the timetable.

Why attend this course:
Juggling students, classes and rooms 
can be time consuming. Make your 
options process more efficient, saving 
you time and helping students to 
study the lessons they want.

What you will learn:
 entry and analysis of student 

choices 

 creating block structures  
and classes 

 allocating the options 

 editing the structure 

 producing reports 

 exporting the finished  
information to SIMS  
and Nova-T.

Duration: 1 day

Course code: CMSO-1-05 

Also consider:  
Alternative Curriculum - 
Remote (see below)

ADMINISTRATIVE STAFF

TIMETABLER

Alternative Curriculum - Remote 
Explore the alternative activities in Nova-T, the placement  
of students and the consequential effect on other areas  
in SIMS. 

Who is it for?
Timetablers and data managers 
with a working knowledge of the 
Academic Management area of SIMS 
and a basic knowledge of Nova-T. 

Why attend this course:
To learn how to use Nova-T and  
SIMS for the placement of students 
in alternative activities.

What you will learn:
 how to create alternative  

activities in Nova-T to be  
staffed, roomed and placed  
on the timetable 

 exporting these activities to  
SIMS together with the rest  
of the timetable structure 

 placing students into alternative 
activities on a period by period 
basis in SIMS 

 appreciating related attendance 
and assessment issues 

 how to use the additional relevant 
SIMS reports.

Duration: 90 minutes 
(remote training)

Course code: AC-05-05

ADMINISTRATIVE STAFF

TIMETABLER

NEW NEW

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Coming soon

Check website for updates.

http://www.capita-sims.co.uk/training/course/1365/curriculum-management-student-options?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Cover 
Understand how to set up and implement Cover to manage all 
aspects of classroom staff absence and to explore the dynamic 
links of the module to other areas of SIMS such as SIMS Personnel 
and SIMS Examinations Organiser. 

Who is it for?
Staff involved in the cover process. 
Knowledge of your school’s cover 
policy will be useful.

Why attend this course:
Covering staff absence can cause 
headaches for senior leaders. 
Learn how to manage your cover 
effectively while keeping your  
staff records up-to-date.

What you will learn:
 global settings available  

to customise the module 

 links to SIMS Personnel 

 managing supply staff cover 

 declaring teaching absence  
and arranging cover 

 managing room closures due  
to examinations 

 printing of the cover arrangements

 cover statistics and impact 
summaries.

Maintaining the Timetable 
Gain an overview of the procedures required in order to maintain  
an effective school timetable.

Who is it for?
Staff with responsibility for day-to-
day maintenance of the timetable. 

Why attend this course:
Timetables are vital for keeping  
your school running like clockwork. 
Learn how to keep it up-to-date  
so everyone knows where they 
should be.

What you will learn:
 changing rooms, teachers and 

adding staff onto classes

 establishing teacher and  
room carousels

 dealing with new staff

 maintaining the integrity of data 
between Nova-T and SIMS

 how to create an alternative 
curriculum 

 how to print class lists in SIMS

 use of the Curriculum Matching 
Wizard

 allocating class levels

 adding and editing additional  
non-teaching time to staff 
timetables (non-class codes).

Duration: 1 day

Course code: COV-1-05

Duration: 1 day

Course code: MTT-1-05

Also consider: 
Nova Refresher (see opposite)

BUSINESS MANAGER

SENIOR LEADER

ADMINISTRATIVE STAFF

TIMETABLER

ADMINISTRATIVE STAFF

BURSAR

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/1361/cover?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1399/maintaining-timetable?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Maintaining the Timetable - Remote
Gain an overview of the procedures required in order  
to maintain an effective school timetable. 

Who is it for?
Staff with responsibility for  
day-to-day maintenance of the 
timetable including those who  
are new to the responsibility. 

Why attend this course:
To understand the procedures for 
maintaining an effective timetable. 
This course, split into three remote 
training sessions, will provide you 
with the basic skills to maintain  
your school’s timetable data over  
the academic year. 

What you will learn: 
Session one
 the relationship between  

Nova-T and SIMS

 changing rooms and teachers.

Session two
 adding alternative  

curriculum activities

 timetable changes from  
Nova-T to SIMS

 carousels and printing.

 Session three
 teaching and non-teaching periods

 allocating non-teaching  
time to teachers

 allocating curriculum  
levels to classes.

Duration: 3 sessions,  
90 minutes each  
(remote training)

Course code: MTT-90-R

Also consider: 
Nova Refresher (see below)

TIMETABLER

NEW

Nova Refresher 
Revisit the timetabling cycle and explore in greater depth the 
processes involved. 

Who is it for?
Teaching and non-teaching  
staff responsible for planning  
and constructing the timetable  
and who have a good working 
knowledge of Nova-T. 

Why attend this course:
To re-examine timetabling 
procedures using Nova-T and explore 
any new available functionality.

What you will learn:
The agenda for the day will be 
tailored to the requirements of  
the delegates to enable you to  
make the best use of Nova-T  
in your school.

Duration: 1 day

Course code: NOVREF-1-05

Also consider:  
Nova-T Workshop 
(see overleaf)

TIMETABLER

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/3211/maintaining-timetable-remote?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1401/nova-refresher?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Nova-T Workshop 
Discuss and examine complexities you’ve discovered when 
constructing your new timetable with a Nova-T consultant  
and explore possible solutions.

Who is it for?
Teaching and non-teaching staff 
responsible for planning and 
constructing the timetable  
and who have a good working  
knowledge of Nova-T.

Why attend this course:
To learn how to produce your 
timetable more efficiently.

What you will learn:
The agenda for the day is  
determined by the requirements  
of those delegates attending to 
enable you to make the best  
use of Nova-T in your school  
or academy.

Duration: 1 day

Course code: NOVAWS-1-05

Also consider:  
Nova Refresher (page 33)

TIMETABLER

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

http://www.capita-sims.co.uk/training/course/1403/nova-t-workshop?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Book 
Now

www.capita-sims.co.uk/training

01234 245150

Equipment Register 
This half day course takes you through the setup and  
day-to-day running of SIMS Equipment Register.

Who is it for?
Staff responsible for recording 
equipment details (fixed assets) such 
as serial numbers; it is not essential 
to have a basic understanding of  
FMS functionality but this may  
be beneficial.

Why attend this course:
To become familiar with the  
day-to-day running of SIMS 
Equipment Register.

What you will learn:
 setting up Equipment Register 

including users and system 
parameters

 populating the register via Excel®, 
FMS or manual entry

 locating and relocating equipment

 allocating the staff responsible 
and changing responsibilities

 setting up and running equipment 
inspections and stock takes

 recording the disposal of equipment

 analysing the equipment using the 
various reports available.

Duration: half day

Course code: FMSER-05-05

ADMINISTRATIVE STAFF

BURSAR

BUSINESS MANAGER
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Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online
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Equipment Register with  
Asset Management 
Learn about the setup and day-to-day running of Equipment 
Register, including the Asset Management and depreciation 
functionality.

Who is it for?
Staff responsible for recording 
equipment details (fixed assets)  
such as serial numbers. You do not 
need to have a basic understanding 
of FMS functionality but this may  
be beneficial.

Why attend this course:
To become familiar with the  
day-to-day running of SIMS 
Equipment Register, including  
the Asset Management  
functionality.

What you will learn:
This course includes the content  
of the Equipment Register  
course plus:

 assigning a financial value  
to an asset

 the journals, entries and  
cash-flow associated with  
Asset Management

 defining asset types and 
depreciation modes

 undertaking annual depreciation 
and reverse if necessary

 retiring an asset.

FMS Accounts Receivable 
Learn how accounts receivable can be quickly and efficiently  
used to record income from lettings. 

Who is it for?
Management and administrative  
staff who use FMS and wish to 
invoice for lettings. This course  
is suitable for schools managing  
their own cheque books. 

Why attend this course:
To learn how to record income 
efficiently from lettings within 
accounts receivable.

What you will learn:
 how to define debtors  

and products 

 how to create invoices  
and credit notes 

 recording receipts and processing 
paying-in slips 

 producing standard reports 
available for accounts receivable.

Duration: 1 day

Course code: FMSERAM-1-05

Also consider:  
FMS End of Year - Academy 
(page 40)

Duration: half day

Course code: FMSAR-05-05

Also consider:  
FMS Budget Management 
(see opposite)

ADMINISTRATIVE STAFF

ADMINISTRATIVE STAFF

BURSAR

BUSINESS MANAGER

BURSAR

BUSINESS MANAGER

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/1372/equipment-register-asset-management?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1385/fms-accounts-receivable?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Duration: half day

Course code: FMSBM-05-05

Also consider:  
FMS End of Year  
(see below)

Duration: half day

Course code: FMSEOY-05-05

ADMINISTRATIVE STAFF

ADMINISTRATIVE STAFF

BURSAR

BURSAR

FMS Budget Management 
Learn about the budget management functionality present  
within FMS and how to use this functionality to actively  
manage the school budget.

Who is it for?
Managers and administration staff 
who have a good working knowledge 
of FMS. 

Why attend this course:
Managing your school’s budget  
is complex enough, without all  
the administration that goes with  
it. Make best use of your budget 
management with FMS.

What you will learn:
 modifying the Chart of Accounts 

 budget allocation to cost  
centres/ledger codes 

 personnel links and salary 
projections 

 general ledger reports for  
budget monitoring.

FMS End of Year 
Covering the end of year procedures, this course gives you the 
opportunity to consider, prior to the year end, the areas that will 
support the smooth closure of the accounts. 

Who is it for?
Staff responsible for  
financial procedures. 

Why attend this course:
To achieve a smooth closure  
of accounts at the end of  
the school year.

The course does not cover the 
Consistent Finance Return (CFR)  
or CFR procedures.

What you will learn:
 orders and commitments 

 invoices and credit notes 

 reconciliation – to the local 
authority and the bank 

 petty cash, income and journals 

 fund balances and carry  
forward figures 

 the new year Chart of Accounts

 salary commitments, automatic 
reconciliation (if used) and year 
end balances.

BUSINESS MANAGER

BUSINESS MANAGER

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/1386/fms-budget-management?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1388/fms-end-year?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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FMS Financial Reporting Suite 
Uncover how the FMS Financial Reporting Suite can support 
schools and academies in producing high quality financial 
management reports quickly and easily.

Who is it for?
Users of FMS such as bursars and 
business managers in schools and 
academies who have purchased the 
Financial Reporting Suite (FRS). 

Why attend this course:
You want to produce high quality 
financial reports to show you’re on 
top of your finances. Learn how to  
do this efficiently with this course.

What you will learn:
 the relationship between  

FMS and FRS

 the report categories available  
in FRS

 producing a report using FRS

 entering forecasts against cost 
centres and ledger codes 

 tailoring the format and 
presentation of reports

 exporting and printing reports. 

FMS End of Year with CFR 
Learn about the end of year procedures required within FMS,  
with reference to the CFR where appropriate. 

Who is it for?
Experienced FMS users who are 
involved with the financial year end. 

Why attend this course:
To achieve a smooth closure of  
the accounts at the end of the  
school year.

What you will learn:
 how to review outstanding 

transactions and create the  
new financial year 

 updating general ledger structures 

 preparing creditors and debtors 

 reconciling figures 

 performing preliminary  
and final closures 

 transferring/checking balances 

 producing year end reports  
and the CFR.

Duration: 1 day

Course code: 
FMSEOYCFR-1-05

Duration: 90 minutes 
(remote training)

Course code: FMSFRS-90-R

ADMINISTRATIVE STAFF

ADMINISTRATIVE STAFF

BURSAR

BUSINESS MANAGER

BUSINESS MANAGER

BURSAR

NEW

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/1390/fms-end-year-cfr?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/3169/fms-financial-reporting-suite?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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FMS Top Tips and Techniques 
Explore how you currently use FMS and learn how you can 
maximise efficiency with time-saving tips for managing your 
school’s finances. 

Who is it for?
Staff responsible for maintaining 
financial information and who may 
have attended the FMS User course.

Why attend this course:
To share best practice and maximise 
the efficiency of your use of FMS.

What you will learn:
Utilising functionality in  
the following FMS areas for  
maximum efficiency: 

 accounts payable 

 general ledger 

 non-invoiced income 

 personnel links to SIMS

 the new year/year end process

 supporting documents

 emailing PDF orders.

FMS User - Academy
Explore all aspects of day-to-day processing of finance  
procedures specifically for academies, including an overview  
of asset management. 

Who is it for?
Business managers, finance officers, 
bursars and staff involved in the 
production of reports for the EFA  
and external accountants. You will 
need an awareness of your academy 
FMS structure and how you will 
operate your carry forward balance 
at year end.

Staff who are new to FMS should 
attend the FMS Daily Tasks course 
(page 40) prior to this training or,  
if you are a senior finance manager, 
the FMS Financial Management 
course (page 41).

Why attend this course:
To gain a full overview of day-to-day 
finance procedures.

What you will learn:
 allocating income budgets 

 understanding FD and RE codes’ 
impact on carry forward

 setting up and processing  
VAT claims and BACS returns

 Equipment Register overview  
and assigning a financial value  
to an asset

 an understanding of the journals, 
entries and cash-flow associated 
with Asset Management

 undertaking annual depreciation 
and reverse if necessary

 retiring an asset.

Duration: half day

Course code: FMSTTT-05-05

Duration: 1 day

Course code: FMSUA-1-05

Also consider:  
FMS End of Year - Academy 
(see overleaf)

ADMINISTRATIVE STAFF

ADMINISTRATIVE STAFF

BURSAR

BURSAR

BUSINESS MANAGER

BUSINESS MANAGER

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/1384/fms-top-tips-and-techniques?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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FMS End of Year - Academy 
Learn about the end of year procedures in FMS specifically  
for academies to enable the smooth closure of the accounts  
prior to the year end.

Who is it for?
Staff who are responsible for 
financial procedures and who have 
some knowledge of FMS procedures.

Why attend this course:
To achieve the smooth closure  
of accounts at year end.

What you will learn:
 allocating income budgets

 paying in the monthly advance  
for two of the grants

 understanding how the Fund or 
Retained Earnings switch affects 
carry forwards and balance sheets

 an overview of the academies 
budget forecast

 how to set up and process 
VAT claims for registered and 
unregistered academies

 an overview of how BACS returns 
are set up and processed

 an introduction to asset 
management software

 creating a cash flow forecast report.

Duration: 1 day

Course code: FMSEOYA-1-05

Also consider:  
Equipment Register  
with Asset Management 
(page 36)

ADMINISTRATIVE STAFF

BURSAR

Finance courses

FMS Daily Tasks 
Learn about the day-to-day aspects of FMS, including orders, 
invoices, payments, recording income and dealing with petty cash. 
Local bank/central processes will be covered as appropriate.

Who is it for?
Staff responsible for the day-to-day 
tasks within FMS. 

Why attend this course:
To get you up to speed on the daily 
tasks within FMS.

What you will learn:
 an understanding of the  

accounts payable process

 how to raise orders

 invoicing

 how to process payments

 how to record income

 how to deal with petty cash.

Duration: 1 day 

Course code:  
FMSDT-1-05 

Also consider:  
FMS End of Year (page 37)

ADMINISTRATIVE STAFF

BURSAR

BUSINESS MANAGER

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/1389/fms-end-year-academy?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/3224/fms-daily-tasks?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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FMS Financial Management
Explore the management side of FMS. You will learn how FMS is set 
up and how to amend the chart of accounts structure. Management 
based reports and month end processes will be covered.

Who is it for?
Staff responsible for the management 
of finances within FMS.

Why attend this course:
To learn how to get the most out 
of FMS, so that you have efficient 
financial management processes.

What you will learn:
 an understanding  

of the FMS setup

 how to maintain the chart  
of accounts structure

 how to enter budgets

 how to deal with bank/ 
central processes

 how to process journals  
and payroll entries

 how to deal with  
reconciliation processes

 how to produce  
management reports.

Duration: 1 day 

Course code:  
FMSFM-1-05

Also consider: 
FMS User Defined Reports 
(see below)

ADMINISTRATIVE STAFF

BURSAR

BUSINESS MANAGER

BUSINESS MANAGER

FMS User Defined Reports 
Learn about the procedures of building user defined reports  
to monitor expenditure for the required budget headings and 
explore the procedures for building reports and specific reports. 

Who is it for?
Staff responsible for maintaining 
financial information and who  
have a working knowledge of FMS.

Why attend this course:
To learn how to build and  
explore procedures for building  
user defined reports.

What you will learn:
 how to create your own  

user defined reports 

 maintenance of existing reports 

 exporting outputs to another 
software package.

Duration: half day

Course code: FMSUDR-05-05

Also consider:   
FMS Top Tips and 
Techniques (page 39) 
FMS Financial Reporting 
Suite (remote) (page 38)

ADMINISTRATIVE STAFF

BURSAR

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/3225/fms-financial-management?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1397/fms-user-defined-reports?utm_source=SIMS&utm_medium=Print&utm_campaign=Training_Guides_2016&utm_content=Brochure
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FMS Developments Workshop
This workshop is tailored to help you understand how to make 
the best use of the new functionality within FMS and give you an 
opportunity to discuss individual issues with an FMS consultant.

Who is it for?
Staff with bursary responsibilities 
who have an understanding of the 
way FMS and financial procedures 
are defined in their school and some 
basic knowledge of SIMS. Your school 
must already be recording data in 
FMS for this course to be relevant.

Why attend this course:
To gain awareness of the new 
functionality and best practices 
within the FMS software in order 
to extend its use and make current 
procedures more efficient. Please also 
bring prepared questions and issues 
to this workshop session.

What you will learn:
 top tips and techniques 

 BACS setup/usage

 e-ordering

 debit cards

 FMS MultiView (academy groups)

 new interactive reports

 asset management (academies).

Duration: half day

Course code: 
FMSDWS-05-05

FMS User Converting from  
Central to External 
In just an hour you can master how FMS operates in an  
external mode.

Who is it for?
Users of FMS who have an 
understanding of FMS used  
in a central operation.

Why attend this course:
To learn how to convert from  
central (non-cheque book) to 
external (bank account or cheque 
book) FMS functionality.

What you will learn:
 how to ensure that FMS is 

configured for bank payments

 processing cheque/BACS payments

 processing cash book journals

 processing non-invoice income  
via the bank

 completing bank reconciliation  
in FMS

 producing necessary reports 
relating to the bank

 producing VAT reports  
(if applicable).

Duration: 1 hour  
(remote training)

Course code: FMSUCCE-60-R

ADMINISTRATIVE STAFF

BURSAR

BUSINESS MANAGER

NEW

Finance courses

ADMINISTRATIVE STAFF

BURSAR

BUSINESS MANAGER

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/1395/fms-user-converting-central-external?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/3299/fms-developments-workshop?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Finance courses

ADMINISTRATIVE STAFF

BURSAR

BUSINESS MANAGER

FMS Developments – Remote 
This course aims to help you understand how to make the  
best use of the new functionality within FMS.

Who is it for?
Staff with bursary responsibilities 
who have an understanding of the 
way FMS and financial procedures 
are defined in their school and some 
basic knowledge of SIMS. Your school 
must already be recording data in 
FMS for this course to be relevant.

Why attend? 
To gain awareness of the new 
functionality and best practices 
within the FMS software in order 
to extend its use and make current 
procedures more efficient. 

What you will learn:
The course covers the new 
functionality of FMS, including:

 BACS setup/usage

 e-ordering

 debit cards

 top tips

 FMS MultiView (academy groups)

 new interactive reports

 asset management (academies).

Duration: 90 minutes 
(remote training)

Course code: FMSD-90-R

ADMINISTRATIVE STAFF

BURSAR

BUSINESS MANAGER

NEW

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

SIMS and the Business Manager 
Explore how SIMS is used by the school business manager to 
support decision making and to help raise standards and efficiency.

Who is it for?
Staff with a good understanding of 
the business manager role and how 
it fits in with the school structure.  
Knowledge of SIMS software is 
advantageous, however this course 
will also benefit those new to the 
education sector and to SIMS  
and FMS.

Why attend this course:
To understand how SIMS and FMS 
can be used effectively to carry out 
the day-to-day duties that make 
up the responsibilities of a school 
business manager. This is a hands-on 
course and you will use the SIMS and 
FMS software to perform daily tasks.

What you will learn:
 how SIMS and FMS can expedite 

the processes of school business 
management

 how to manage the budget, 
personnel and pupil records 
efficiently

 how to report on key areas of your 
role such as budgeting, financial 
planning, staff management and 
statutory returns.

Duration: 1 day

Course code:  
SBM-1-05

Also consider:   
FMS Daily Tasks (page 40) 
FMS Financial Management 
(page 41) 
Personnel User (see overleaf)

NEW

Book online

Coming soon

Check website for updates.

http://www.capita-sims.co.uk/training/course/3298/fms-developments-remote?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure


Personnel courses

Book 
Now

www.capita-sims.co.uk/training

01234 245150
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Personnel User 
Learn about the maintenance and management of personal, 
professional and contractual staff data. There will be a focus  
on data collected by the School Workforce Census.

Who is it for?
Staff with responsibility for 
updating and maintaining personal, 
professional and contractual 
information of staff. 

Why attend this course:
To learn how to manage staff 
information, including School 
Workforce Census data.

What you will learn:
 the SIMS Personnel record

 how to add new appointments  
to SIMS Personnel

 understanding contracts

 managing staff leavers

 how to deal with promotions

 maintaining staff qualifications, 
absence and training details.

Duration: 1 day

Course code: PU-1-05

Also consider:  
Reporting from Personnel 
(see opposite)

ADMINISTRATIVE STAFF

BURSAR

BUSINESS MANAGER

Personnel courses

NEW See page 6

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

http://www.capita-sims.co.uk/training/course/1406/personnel-user?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Personnel courses

Personnel and Links to FMS 
Understand how to maintain and manage staff personal, 
professional and contractual data, including the links between 
Personnel and FMS. 

Who is it for?
Staff with responsibility for 
updating and maintaining personal, 
professional and contractual 
information of staff including using 
and extracting personnel related 
finance data. There will be a focus 
on data collected by the School 
Workforce census.

Why attend this course:
To understand how to manage staff 
information, including incorporating 
the information within FMS.

What you will learn:
 the SIMS Personnel record

 adding new appointments  
to SIMS Personnel

 managing staff leavers

 dealing with promotions

 maintaining staff qualifications, 
absence and training details

 how to access contractual 
information to calculate salary 
commitments for budget 
management and planning 

 links between SIMS Personnel 
and FMS including updating 
information, linking commitments 
to appropriate cost centres, using 
salary calculator and monitoring 
salary budgets.

Reporting from Personnel 
Explore the production of existing reports and design  
of custom reports to support the analysis of personnel data.

Who is it for?
Staff with a working knowledge of 
SIMS Personnel who wish to extract 
data into reports. 

Why attend this course:
To further your knowledge and skills 
in producing personnel reports.

What you will learn:
 running and previewing  

existing reports 

 designing and running your  
own reports

 editing existing reports 

 creating new reports from  
existing ones 

 management of reports. 

Duration: 1 day

Course code: PLF-1-05

Also consider:   
FMS Daily Tasks (page 40)

ADMINISTRATIVE STAFF

BURSAR

BUSINESS MANAGER

BUSINESS MANAGER

Duration: 1 day

Course code: REPPER-1-05

Also consider:   
Staff Performance - 
Secondary (see overleaf)

ADMINISTRATIVE STAFF

BURSAR

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/1405/personnel-and-links-fms?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1414/reporting-personnel?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Personnel courses

Staff Performance - Secondary 
Gain an understanding of how to manage and maintain  
the staff performance functionality.

Who is it for?
Staff who are familiar with the 
functionality of SIMS Personnel and 
who want to gain an understanding 
of the functionality contained within 
the Staff Performance area.

Why attend this course:
Staff who are engaged with their  
role perform better. Gain an 
understanding of the new staff 
performance functionality, so your 
staff are always involved in their 
professional development.

What you will learn:
 setting up and amending your 

school’s line management 
structure

 allocating staff performance 
appraiser access rights to  
your staff

 customising module lookups  
and settings

 completing the initial staff 
performance setup process  
for your school

 recording and managing staff 
objectives, CPD, observations  
and reviews

 running staff performance  
reports.

Duration: 1 day 

Course code: SP-1-05S 

ADMINISTRATIVE STAFF

BURSAR

96% 
of the school and academy 

staff trained last year said 

that our training quality  

was either excellent  

or good

BUSINESS MANAGER

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

http://www.capita-sims.co.uk/training/course/3229/staff-performance-secondary?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Statuto
ry returns courses

Statutory returns courses

Book 
Now

www.capita-sims.co.uk/training

01234 245150

School Census - Secondary 
You will be taken through the preliminary preparation for  
the census return, including the procedure for creating  
a return and correcting any outstanding validation errors. 

Who is it for?
Staff with responsibility for preparing 
the statutory census return who have 
a working knowledge of SIMS. 

Why attend this course:
To learn how to prepare for the 
census return. The course also 
explores the current return together 
with requirements for other returns. 

What you will learn:
How to start a census return including:

 background information  
 to the School Census

 creating and validating a return 

 correcting any validation errors  
 by editing individual student  
 records or by using bulk update 

 preparing data for the return

 authorising the return 

 printing detailed reports 

 printing a summary of the census.

Duration: half day

Course code: SCEN-05-05S

Also consider:   
SIMS Office User - 
Secondary (page 20)

ADMINISTRATIVE STAFF

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

http://www.capita-sims.co.uk/training/course/1422/school-census-secondary?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Census Refresher 
This remote training session gives you a reminder of how  
to prepare for and complete the census return and any  
changes present in the current School Census.

Who is it for?
Users who have a working knowledge 
of SIMS who have previously 
completed a School Census but 
require a reminder of the process.

Why attend this course:
To understand how to prepare for 
and complete the census return and 
any changes present in the current 
School Census.

What you will learn:
 recent changes to the  

School Census

 creating a new return

 calculating the return

 correcting validation errors

 authorising the return.

Census Error Handling 
Learn about the different types of errors that can occur when 
running a School Census and how to set about resolving them.

Who is it for?
Data managers and administrators 
and school business managers who 
already have some knowledge of 
statutory returns in SIMS.

Why attend this course:
To gain an understanding of how  
best to handle Validation Errors 
which arise from validating a census 
return. Delegates should create 
and validate their census before 
attending so that the census  
errors are available to view.

Note: This course does not cover 
Post 16 Learning Aims errors 
for secondary schools or School 
Workforce Census. 

What you will learn:
 an understanding of the Validation 

Error Summary screen

 how to rectify errors and queries 
within the relevant census return

 where to go for further help. 

Duration: 60 minutes  
(remote training) 

Course code: CR-60-R 

Duration: 60 minutes 
(remote training) 

Course code: CEHR-60-R

ADMINISTRATIVE STAFF

ADMINISTRATIVE STAFF

NEW

NEW

BURSAR

BUSINESS MANAGER

NEW

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/3170/census-refresher?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/4261/census-error-handling?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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ry returns courses

Course Manager and Post 16  
Learning Aims 
Explore how the Course Manager functionality of SIMS links 
areas such as Nova-T, academic management and Examinations 
Organiser, including procedures for supporting the maintenance  
of Post 16 Learning Aims.

Who is it for?
Academic administrators, exam 
officers and staff responsible for  
the Post 16 Learning Aims return. 

Why attend this course:
To learn how to link SIMS Course 
Manager functionality with 
other areas of SIMS to support 
maintenance of Post 16  
Learning Aims.

What you will learn:
 when a course is created

 the relationship between Course 
Manager and other areas of SIMS

 an understanding of examination 
awards and courses of study

 linking examination awards  
to courses of study

 managing the Post 16 Learning 
Aims processes.

Duration: 1 day

Course code: CMPLA-1-05

ADMINISTRATIVE STAFF

EXAM OFFICER

School Workforce Census 
Gain an understanding of the data collected by the School 
Workforce Census and explore how SIMS can be configured  
to provide the data as well as how to produce the return itself  
and resolve data issues. 

Who is it for?
Staff responsible for statutory 
returns and/or for maintaining  
staff details in SIMS or elsewhere 
with a working knowledge of  
SIMS Personnel. 

Why attend this course:
To learn how to use SIMS to provide 
the information collected by the 
School Workforce Census.

What you will learn:
 background information to  

the School Workforce Census 

 initial preparation of SIMS to 
enable production of the School 
Workforce Census 

 reviewing and editing the full 
range of staff data to support  
the School Workforce Census 

 producing the School  
Workforce Census

 consideration of validation errors. 

Duration: half day

Course code: SWC-05-05

Also consider:   
Personnel User (page 44)

ADMINISTRATIVE STAFF

BURSAR

BUSINESS MANAGER

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/1423/school-workforce-census?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/1360/course-manager-and-post-16-learning-aims?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure


Technical Essentials - Installing SOLUS³
Learn how to install and use SOLUS³ and gain an understanding of 
how SOLUS³ improves the efficiency of SIMS and FMS upgrades. 

Who is it for?
Staff who are responsible for SIMS, 
FMS and Discover upgrades and who 
wish to install and manage SOLUS³ 
themselves.

Why attend this course:
To understand the efficiency  
benefits of SOLUS³.

What you will learn:
 an understanding of the 

implementation process and  
new SIMS upgrade steps by 
following a full demonstration  
of the SOLUS³ installation in  
a workshop environment

 how to install SIMS Discover using 
SOLUS³ and how to set up new 
SIMS and FMS workstations 

 how to upgrade SOLUS³ itself

 how to set up SOLUS³ to 
automatically upgrade SIMS,  
FMS and Discover.

Duration: 1 day 

Course code: TEIS3-1-05

NETWORK MANAGER

TECHNICAL STAFF

50

Technical essentials

Technical essentials

Book 
Now

www.capita-sims.co.uk/training

01234 245150

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

http://www.capita-sims.co.uk/training/course/1458/technical-essentials-installing-solus?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Technical essentials

An Introduction to Managing SIMS  
and FMS - A Technical Perspective 
Learn how all the SIMS products connect together technically, 
including SIMS Discover. 

Who is it for?
Staff new to SIMS.

Why attend this course:
To receive a basic technical 
introduction to the management  
of SIMS and FMS.

What you will learn:
 identification of key SIMS  

and FMS component files

 the fundamentals of upgrading 
and managing SIMS, FMS and 
Discover

 creating SIMS and FMS backups

 creating new users in your system.

Technical Essentials - 
SIMS Technology for Technicians 
Gain an understanding of how SIMS operates on a technical basis, 
including the various components essential for running SIMS and 
FMS effectively.  

Who is it for?
Technicians who want to improve 
their knowledge of the components 
required for SIMS, FMS and Discover 
to run effectively.

Why attend this course:
Learn advanced troubleshooting skills 
to support your school’s use of SIMS.

What you will learn:
 component level understanding 

of SIMS technologies and 
configuration options

 planning for a new SQL  
database server

 overview of upgrading SIMS  
with SOLUS3

 3rd party connectivity options 

 planning a SIMS server upgrade 
and migration.

Duration: 90 minutes 
(remote training)

Course code: AIMSFTP-90-R

Also consider:  
SIMS Technology for 
Technicians (see below)

Duration: 1 day

Course code: TESTT-1-05

Also consider: Technical 
Essentials - Installing SOLUS3 
(page 50)

TECHNICAL STAFF

TECHNICAL STAFF

NEW NEW

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/4038/introduction-managing-sims-and-fms-technical-perspective?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/3228/technical-essentials-sims-technology-technicians?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Technical essentials

Technical Essentials - System Manager 7
This course provides an overview of System Manager 7, covering 
the skills required to manage users of the SIMS system, data 
security and responsibilities around sensitive data. 

Who is it for?
Staff who are responsible for 
managing and maintaining the  
SIMS system.

Why attend this course:
To gain a thorough understanding of 
how to create and manage SIMS users, 
their permissions, assigning passwords 
and managing your school’s data. 

What you will learn:
 how to manage, add and remove 

users

 assigning and removing permissions

 enabling users to log into SIMS 
with their Active Directory account

 managing permissions and groups

 creating, cloning and deleting groups

 exporting and importing groups

 an understanding of System 
Manager settings

 how to manage the SIMS System 
and back up SIMS

 reviewing log files

 reporting on users’ permission history.

Duration: 90 minutes 
(remote training)

Course code: TESM7-90-R

TECHNICAL STAFF

NEW

Technical Essentials - Managing Tablet 
Devices in Schools
Understand how to manage multiple tablet devices to comply  
with your school’s ICT and security policies.

Who is it for?
Technical staff responsible for  
tablet security and management.

Why attend this course:
Learn to manage your tablet  
devices to comply with your  
school’s data security policies. 

What you will learn:
 compare different mobile device 

management solutions (MDM)

 how to manage tablet devices 
from a central management portal

 setting policies to disable  
tablet functions

 rolling out tablet apps from  
a central management portal.

Duration: half day

Course code: TEMTDS-05-05

TECHNICAL STAFF

NETWORK MANAGER

NEW

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

Book online

http://www.capita-sims.co.uk/training/course/3407/technical-essentials-system-manager-7?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
http://www.capita-sims.co.uk/training/course/3232/technical-essentials-managing-tablet-devices-schools?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure
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Technical essentials

99% 
of the school and academy staff trained last year  

rated our course  
resources excellent

SENIOR LEADER

TECHNICAL STAFF

NETWORK MANAGER

TEACHER

Making Effective Use of Tablet Devices  
in Schools
Learn how to make the most out of the tablet devices within  
the classroom and your school. This course covers the various 
facets of tablet devices including settings, security, functionality 
and shortcuts. 

Who is it for?
Senior leaders, teachers and  
technical staff.

Why attend this course:
To develop a comprehensive 
understanding of tablet devices and 
applications relating to them, with 
industry best practice incorporated.

What you will learn:
 an awareness of the technological 

trends taking place in education

 an understanding of the benefits 
of using tablet devices in school

 how to successfully use your 
tablet device on multiple levels

 a complete understanding of the 
features and functionality of the 
SIMS Teacher app

 recognition and exploitation of the 
multitude of applications available 
to you.

Duration: half day

Course code: MEUTDS-05-05

Visit www.capita-sims.co.uk/training and search by title includes e-module remotenew course

Book online

http://www.capita-sims.co.uk/training/course/3403/making-effective-use-tablet-devices-schools?utm_source=SIMS&utm_medium=Web&utm_campaign=Training_Guides_2016&utm_content=Brochure


Booking on to a course with our online 
training calendar has never been easier.

 Easily find the course suited to your needs

 Search by role, location or the product  
 you would like training for

 Complete the online form and book  
 on to your course.

right course
Find the

Visit www.capita-sims.co.uk/training

for you online

Got a question 
about any of  
our courses? 

Chat live with  
one of our advisors 
wherever you see 
this button on the 
SIMS website.

Need advice on booking the right course for you? 
Call us on 01234 245150.



Over 2,000 schools are already using the SIMS Teacher app to 
simplify everyday classroom tasks. 

Teachers can now effortlessly record formative assessments against any statement of the  
national curriculum or provide summative judgements within the SIMS Programme of Study  
area whenever and wherever they need to.

Drive efficiency in  
your school with the 
SIMS Teacher app

The Teacher app has been a real success for our school.  
It has enabled efficiencies for data input and time management  

spent on attendance tasks. Staff are able to access the key  
elements of SIMS anytime, anywhere!

Leigh Barmby, School Business Manager, The Warriner School

Visit www.capita-sims.co.uk/TeacherApp or call 0800 170 1726.

*SIMS Assessment with 
the SIMS Teacher app



Efficiently manage  
your school trips and clubs with  
SIMS Activities.

Reduce 
administration

Improve 
safeguarding Engage parents 

Whether your school runs extra-curricular activities before, during or 
after school, it’s quick and easy to send out invites, manage responses 
and keep parents regularly updated with SIMS Activities.
 

To find out how your school can effectively manage school trips and clubs, 

visit www.capita-sims.co.uk/activities-tr 

or call us on 0800 170 1729.
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Efficiently manage  
your school trips and clubs with  
SIMS Activities.



SIM
S services and support

For further information visit www.capita-sims.co.uk/our-services or call 0800 170 173258

We’re here to support you...

When things go wrong or you’ve got a question to ask, you need the 
very best support. With an enhanced support agreement, you’ll have a 
local customer service manager, be invited to regular software update 
events and benefit from discounted training and consultancy. 

We are extremely impressed with the level of service we 
have received from the SIMS service desk. We have always 
had great customer experience and are given both reliable 

and timely responses every time we’ve called. This has 
allowed our school to easily overcome any issues we have 

encountered by knowing we are always going to get friendly 
expertise on the phone.

Graeme Napier, Assistant Headteacher,  
Carr Hill High School & Sixth Form Centre
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SIM
S services and support

For further information visit www.capita-sims.co.uk/our-services or call 0800 170 1732

Upgrade to a Whole Support agreement and take advantage of our expert support services.  
You’ll also benefit from an on-site visit each term - all part of your Whole Support agreement.  
Our support services include:

 SIMS health checks

 technical health checks

 general SIMS administration

 curriculum visits

 FMS visits

 key procedure assistance.

Whole Support

+Services - IT and administrative expertise

There are a range of service options available for you to purchase on an annual contractual basis.  
Our +Service options will provide you with an expert pair of helping hands to ensure you have  
the freedom to focus on what really matters, and to help you make the most of your investment  
in SIMS.

On-site technical service 

This service ensures your curriculum and network 
systems are up-to date, thereby releasing valuable 
management time.

Hardware maintenance service 

Assurance that if anything goes wrong with your 
hardware we can put it right.

Remote backup and monitoring 

Provides you with a remote service that ensures 
your data is not only protected and monitored but 
recoverable as well.

Visit www.capita-sims.co.uk  
or contact us on 0800 170 1732  
to discuss your support options.



Book a technical consultant to visit your school or academy and  
benefit from expert advice. Our technical services team is experienced  
in installing a wide range of software, hardware and peripherals and  
our technical consultants can plan your current and future ICT needs  
to ensure you achieve the best for your staff and pupils in the future.

Call us on 01234 245150 for more information.

Experienced technicians to plan and implement IT projects including:

 moving SIMS into the classroom 

 implementing SIMS Learning Gateway

 curriculum, admin and MIS system installations

 Microsoft Active Directory network designs  
 and installations

 installation of VPN and remote access services

 SIMS software installations 

 hardware, servers, storage and virtualisation

 server and PC installations, upgrades  
 and rebuilds.

Technical consultancy

Improving outcomes with access to SIMS anytime, anywhere

Hosted SIMS frees schools of the responsibility, effort and cost of running their SIMS servers onsite and 
managing their own backups by moving SIMS to the cloud. It can then be accessed anywhere on any  
device with an internet connection, making it even easier to introduce SIMS in the classroom and for  
staff to work flexibly. 

Hosted SIMS
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SIM
S services and support

Leave the technical work to us



Find the best IT equipment  
and software for your school

To help support you in driving school improvement, 
SIMS offers guidance on choosing the most 
suitable and cost-effective solution for all your 
hardware and software needs, enabling you to  
get the best out of SIMS as well as your other 
applications.

When it comes to purchasing IT equipment and software, the vast array 
of choice can be bewildering – it can be hard to know which offers the 
best value for money whilst meeting the specific needs of your school.

Our links with leading IT suppliers enable us to 
offer hardware at extremely competitive rates. 

We provide advice on:

 servers

 laptops

 workstations

 Android and Windows 8 tablets

 iPods/iPads and other tablets

 printers and scanners

 interactive white boards

 AV equipment

 Microsoft licensing

 back-up solutions

 anti-virus software.
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SIM
S services and support

Call us on  
01234 245150 

for more  
information.
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Our training venues

To find out which training courses are running in your area,  
visit www.capita-sims.co.uk/training or call us on 01234 245150.

North of England 
Carlisle
Cumbria Park Hotel 
32 Scotland Road  
Carlisle CA3 9DG*

Cheshire
Statham Lodge, Warrington Road 
Statham, Lymm, Cheshire  
WA13 9BP

Oldham
Best Western Smokies Park 
Ashton Road, Bardsley 
Oldham, Lancashire OL8 3HX

Wakefield
Minsthorpe Training Centre  
Minsthorpe Lane, South Elmsall 
Pontefract, West Yorkshire 
WF9 2JU

Washington
The Holiday Inn Washington 
Emerson Road, Washington 
NE37 1LB

*From September 2016 the 
Carlisle venue will be:

North Lakes Hotel & Spa 
Ullswater Road, Penrith 
Cumbria, Lake District 
CA11 8QT

South of England

Bexley
Holiday Inn London Bexley 
Black Prince Interchange 
Southwold Road 
London, DA5 1ND

Horsham
West Sussex Support 
County Hall North 
Chart Way, Horsham 
West Sussex RH12 1XH

Isle of Wight
Broadlea Primary School  
Newport Road  
Lake 
Sandown, Isle of Wight  
PO36 9PE

Reading
Holiday Inn Reading South 
M4 Junction 11  
500 Basingstoke Road  
Reading RG2 0SL

Wembley
Wembley Holiday Inn 
Empire Way, Wembley 
London HA9 8DS

East of England

Chelmsford 
Chelmsford Training Suite 
Capita Education Services 
Eastwood House, Glebe Road 
Chelmsford CM1 1QW

Norwich
Abbey Conference Centre 
Bracondale Road 
Norwich, Norfolk NR1 2DD

South West England

Beanacre
Beechfield House 
Beanacre 
Wiltshire SN12 7PU

Swindon
Swindon Training Suite 
Peatmoor Community Primary 
Pepperbox Hill, Peatmoor 
Swindon SN5 5DP

The Midlands

Flitwick 
Rufus Centre 
Steppingley Road 
Flitwick, Bedfordshire  
MK45 1AH

Northampton
Northampton ICT  
Riverside House, Riverside Way 
Northampton NN1 5NX

Worcester
Capita IBS Schools
Malvern Court
Whittington Hall Campus
Whittington Road, Worcester
WR5 2RG

96% 
of delegates trained 

 last year liked our  

training venues
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Index of courses by category

Roles and responsibilities Page

SIPOPMD-1-05S Ofsted: Proving you are  8 
 Making the Difference - Secondary

SIPUSSSL-1-05S Using SIMS to Support School  9 
 Leadership - Secondary

SIPREO-1-05 The Role of the Exam Officer 9

SBM-1-05 SIMS and the Business Manager 10

SIPRSBMAI-1-05 The Role of the School Business  10 
 Manager - An Introduction

SIPRSBMSA-1-05 The Role of the School Business  11 
 Manager - A Strategic Approach

SIPRSM-1-05 The Role of the SIMS Manager 11

SIPRT-1-05 The Role of the Timetabler 12

Core courses  Page

ATTEND-1-05 Attendance 13

MBA-1-05S Management of Behaviour  14 
 and Achievement - Secondary

REPBA-05-05 Reporting on Behaviour  14 
 and Achievement

PSHP-60-R Personalise Your SIMS  15 
 Home Page

SREP-1-05 Standard Reporting 15

EXREP-1-05 Extended Reporting 16

AREA-2-05 Advanced Reporting with  16 
 Excel Analysis

AREAP-1-05 Advanced Reporting with  17 
 Excel Analysis - Pastoral

REPLM-05-05 Reporting from Lesson Monitor 17

REPSEN-05-05 Reporting on SEN 18

PNSYA-05-05S Preparing for a New School  18 
 Year (Academic) - Secondary

PNSYP-05-05S Preparing for a New School  19 
 Year (Pastoral) - Secondary

SPPIA-90-R SIMS and Pupil Premium  19 
 - Import and Analysis

AIS-90-R An Introduction to SIMS  20 
 - Remote

SOU-1-05S SIMS Office User - Secondary 20

SOUTTT-1-05S SIMS Office User Top Tips  21 
 and Techniques - Secondary

SSU-1-05S SIMS SEN User - Secondary 21

Curriculum courses Page

AM-1-05 Academic Management 22

CM-05-05 Course Manager 23

AES-2-05S Assessment Essential Skills  23 
 - Secondary

AAD-2-05S Analysing Assessment Data  24 
 - Secondary

APISR-1-05 Assessment - Producing  24 
 Individual Student Reports

RPP-1-05S Reporting to Parents with  25 
 Profiles - Secondary

SDD1SA-1-05 SIMS Discover Day 1:  25 
 Standard Analysis

SDD2AA-1-05S SIMS Discover Day 2:  26 
 Assessment Analysis - Secondary

PSNK3C-1-05 Programmes of Study for the  26 
 New Key Stage 3 Curriculum

AKS4S-1-05 Assessment at Key Stage 4  27 
 and SIMS

DOMEX-05-05 Domestic Examinations 28

EXORG-2-05 Examinations Organiser 28

EXRA-1-05 Exam Results Analysis 29

EXRAA-1-05 Exam Results Analysis Advanced 29

CMNT6-4-05 Curriculum Management  30 
 Using Nova-T

CMSO-1-05 Curriculum Management  31 
 Student Options

AC-05-05 Alternative Curriculum - Remote 31

COV-1-05 Cover 32

MTT-1-05 Maintaining the Timetable 32

MTT-90-R Maintaining the Timetable  33 
 - Remote

NOVREF-1-05 Nova Refresher 33

NOVAWS-1-05 Nova-T Workshop 34

For further information visit www.capita-sims.co.uk/our-services or call 01234 245150
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Finance courses  Page

FMSER-05-05 Equipment Register 35

FMSERAM-1-05 Equipment Register with  36 
 Asset Management

FMSAR-05-05 FMS Accounts Receivable 36

FMSBM-05-05 FMS Budget Management 37

FMSEOY-05-05 FMS End of Year 37

FMSEOYCFR-1-05 FMS End of Year with CFR 38

FMSFRS-90-R FMS Financial Reporting Suite 38

FMSTTT-05-05 FMS Top Tips and Techniques 39

FMSUA-1-05 FMS User - Academy 39

FMSEOYA-1-05 FMS End of Year - Academy 40

FMSDT-1-05 FMS Daily Tasks 40

FMSFM-1-05 FMS Financial Management 41

FMSUDR-05-05 FMS User Defined Reports 41

FMSUCCE-60-R FMS User Converting from  42 
 Central to External

FMSDWS-05-05 FMS Developments Workshop 42

FMSD-90-R FMS Developments - Remote 43

SBM-1-05 SIMS and the Business Manager 43

Personnel courses  Page

PU-1-05 Personnel User 44

PLF-1-05 Personnel and Links to FMS 45

REPPER-1-05 Reporting from Personnel 45

SP-1-05S Staff Performance - Secondary 46

Statutory returns courses Page

SCEN-05-05S School Census - Secondary 47

CR-60-R Census Refresher 48

CEHR-60-R Census Error Handling 48

SWC-05-05 School Workforce Census 49

CMPLA-1-05 Course Manager and Post 16  49 
 Learning Aims

Technical essentials Page

TEIS3-1-05 Technical Essentials  50 
 - Installing SOLUS³

AIMSFTP-90-R An Introduction to Managing  51 
 SIMS and FMS - A Technical  
 Perspective

TESTT-1-05 Technical Essentials -  51 
 SIMS Technology for Technicians

TESM7-90-R Technical Essentials -  52 
 System Manager 7

TEMTDS-05-05 Technical Essentials - Managing 52 
 Tablet Devices in Schools

MEUTDS-05-05 Making Effective Use of  53 
 Tablet Devices in Schools



Capita, Franklin Court, Priory Business Park, 
Cardington, Bedfordshire, MK44 3JZ 

Tel 01234 245150 
www.capita-sims.co.uk/training

By phone: 01234 245150 
A member of our dedicated team will be happy to help you. 

Online: www.capita-sims.co.uk/training
Visit our training calendar at www.capita-sims.co.uk/training. Once you have sent your 
completed booking form to us, you will receive an automated reply receipt. This is not 
confirmation of a course place. Once we have processed your order, you will receive an 
email confirmation with a map and directions to the training venue.

By fax: 01234 244696 
Please send the completed booking form to Professional Services on the number 
above. Once your course place has been reserved you will receive an email 
confirmation with a map and directions to the training venue.

How to book

SIMS5084v5

Save money with SIMS pre-paid  
training packs. You can purchase a 
pack for 3, 6 or 9 days upfront and 
have a whole year to attend the 
courses. Call 01234 245150.

ASCL, NASBM and EOA members are 
entitled to 10% off nationally scheduled 
SIMS Professional Services training 
courses. NASBM and EOA discounts are 
applicable to courses specific to your 
role and association only.

10%  
discount

Savemoney
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