Importing your Student data into Options

Importing from iSAMS to Options

When you start using Options you need to enter the data for each Student. For example, surname,
forename, and pupil ID. See pages 18, 42 in the orange Options Handbook for more details.

You can do this manually (by typing it). However all this data is normally in your MIS Admin system,
so if you can export a file with this data (from your MIS) it will save a lot of your time.

This document explains how to get the correct file of student data from the iISAMS MIS system.
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Our thanks to Chris Tetley for his help in preparing this document.
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A. IniSAMS, open Student Manager.

Under ‘School Information’, search for the group of pupils that you want to collect the data for:

& https://training.isams.co.ukf - ISAMS - Internet Explorer - x
My Options E Log OFf a chris (Online) =
Student Manager LN .
Current Pupils Applicants Former Pupils Custom Group Manager Add Pupil Management Options
&, Custom Search | gl Surname (79 Year Group #) House Reports | [ Templates = [ Statistics = &
] #. New Search
Basic Academic Activities Custom Groups Multiple View Custom View Query Builder Saved
Pupil Search
Displayed below are various search criteria available to find pupils .
— General Details: — Specific Pupil Details:
Forename: | @| School ID: | |E|
o=
5urr|ame:| |E.| Gender: () & male ) B Female
Preferred Mame: | |E| Birth: | ||Munﬂ1 ” |
— Contact Information: — School Information:
Forename: | @| Admission Year: | Select School Year |
Surname: | @| # ‘Year Group: | Senior 9 - (9) |
address 1/2/3: | @| Boarding House: | Select a Boarding House |
Academic House: | Select an Academic House o
Town/County: | @.| | |
Form: | Select a Form |
Postoode: | |E|
N\ School Status: | Select a School Status v
Country: | @.|
— Miscellaneous Search Options: — Further School Infarmatinn:
Previous School: | @| Pastoral Tutor: | Select a Tutor [v]
School Code: @ School Division: | Select a Division [v]|
SEM Register: [ |
— Search Options: — Search Buttons:
[] 1ndude Applicants [_| Indude Past Pupils Reload Form [ Save & Search ] [ &, search ]

o T

B. Make sure that Page Size (P/S)
is set to ALL, so that all the pupils
are on a single page.
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I Current Pupils | Applicants

a s

(] | #®, <& Backto Criteria

[T Pupil's Name (Pre Name)
[] B ® B BARRY, Olivia
] BB & & CHAPMAN, James
[] BS @ 4 CRAIG, John
1 H® &4 pow, Danie.l.(Danny]

Former Pupils Custom Group Manager A

7 House Reports | [ Te

|Gmuph‘y | |53Resurts

<
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C. Select All the pupils, by ticking the box next to “Pupil’s Name”:

‘ Current Pupils | Applicants Former |

CE Custom Search i{ Surname |ml_'5'| Yedr Gi
] %, <& BacktoCriteria | |P/5S-ALL | |
el | Selected Pupils
 —— . Pupil's Name (Pre Name)
Selected Pupils

M EE = [ BARRY, Olivia Administrative Options
- = Move to Former
W +l 4 CHAPMAN, James Group Edit
| B= 4 . CRAIG, John Batch Edit
- Create UPNs
M [H = L DOW, Daniel (Danny) add Bxclusion
Create Parent Accounts
. . Delete Pupils
and then at the right-hand side of the screen, Letters, l:hdsa Badges
look at the drop-down list labelled ‘Selected pupils’, Letter Merging
ila’ . Letter Merging V2
and select Export Pupils’ Records : Address 1 sbel Creation

School Address Labels

Badge Creation

Exam Table Cards
Exporting & Reports
e | Export Pupils Records

Export CTF Records

Pupils Reports

Pupils Notes Report

Pupils Simple Report

Pupils Photo Report
Reporting Services

Custom Reports
Group Saving

Add to NEW Group

Add to PREVIOUS Group
Fees and Billing

|_Create Charge Sheet |

D. You are now in the iSAMS Export Manager.

At Step 1, choose the first (default) option.
(On later ocasions you may be able to use one of the other options to save time.)

s ] Cancel & Close Back to Start

4 ExPort Manager - Step 1 of 4
Would you like to use an saved, shared or new export? Use the tools below to manage your exparts,

Export Options (3)

q (®) Create new export using new fields and options.

= This option is chosen by default - it should be used if you want to export fields that you have not
used before or want ta create a new report.

(") Use an existing export that I created and saved.
ou have { previous Expol ons to choose from.
Y You have ¢ previgus Export Options to choose f
() Use a shared export that I or someone else created.

= There are 49 shared export options for you to choose from. Select the option above to show the
ones available to you.

[ Medt> ][ cancel |

You selected 53 Students
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In Step 2 of the Export Manager,

open the ‘Core Data Fields’ area if it is not already open.

You will see that ‘Date of Birth’ and ‘Preferred Name’ are ticked. Untick these.

Then tick ‘Gender’, so that 3 boxes are ticked:

k| Cancel & Close

—

4a Back to Start

Field Selection - Step 2 of 4
i p

Select the fields you want to include in the Export - some fields will be selected by default as these form the basics of a students core data.

s

Then expand the ‘Current Fields’ area by clicking the small black arrowhead, shown above.

Il Core Data Fields {Contains 12 fields which are the Core values)
Date of Birth [_] Forename (Firstname) Full Hame [ |
Initials [ ] Label salutation [ | Letter Salutation [ |
Preferred Name [ | Surname Title [ |
E>  (Contacts Fields (Contains 31 fields relevant to Contacts)
* Custom Contact Fields (Contains 2 custom fields relevant to Contacts)
& ' Admissions Fields (Contains 48 fields relevant to Applicants)
IF 4 Current Fields {Contains 69 fields relevant to Current Students) [ select Alll L

Middle Names
Type (Boarding Status)

From the list that appears, select (tick) ‘Form’ and “Year Group (NC)’ as shown here:

{4 current Fields
Academic Category
Additional Time
Blood Group
Candidate Number
Diabetes Notes
Enrolment Date
Form Tutor
Future School Name
Insurance Expiry Date
Leaving Reason
Left or Right
Passport Number
Previous School Name

School Code

Student Email Address
Surgery Address
Withdrawn Date

txtdental

& Census Fields
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(Contains 69 fields relevant to Current Students)

O Academic House [ | Account Code [ |
O Allergy [] Allergy Notes [ ]
a Boarding House [ | Candidate Code | [ |
O candidate Surname [_| Dental Information [ |
O Doctor Name  [_| Doctor Number [ ]
O Epilepsy [ | Epilepsy Notes | [ ]
O Future Academic House [ | Future Form [ ]
O Future School Type [ ] Glasses? [ ]
a Insurance Number [ | Leaving Date [ |
O Leaving School Year [ | Leaving Term [ |
O NHS Number [ | Other Medical [ |
O Passport Type [ ] Peg Number [ ]
O SENFlag [ ]| SEN Notes [ |
O School Pupil Type [ ] Special Requirements [ |
O =il Hom:dflmail (| Student Pager Number |
ress

O Surgery Name [ ] Tetanus [ |
O Year Group (NC) [ Year Group Code [ ]
O

(Contains 22 fields relevant to Census or Statistical Analysis)
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L]
O

Gender

Additional Health
Asthmatic Notes
Candidate Forenames

Diabetes

Insurance Company
Leaving Form

Leaving Year Group

Other Medical Information
Personal Tutor

SEN Register

Student Contact Notes
StudentMobileNumber

Vaccine Information

intasthmatic

aoo|io|d

&

OO Ooooojooono

[ select All | i:, Clear Allé Select a "Current’ Default.ﬂi

~
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Now contract the ‘Current Fields’ area.
Expand the ‘Other Fields’ area in the same way:

lg | Cancel & Close | 4@ Back to Start

= Field Selection - Step 2 of 4
[ P

Il Core Data Fields (Contains 12 fields which are the Core values)
Date of Birth [ |
Initials [_|

Preferred Name| ||

Forename (Firstname) | /]
Label Salutation [ |
Surname El

* Contacts Fields (Contains 31 fields relevant to Contacts)
* Custom Contact Fields (Contains 2 custom fields relevant to Contacts)

- Admissions Fields  {Contains 48 fields relevant to Applicants)

Current Fields {Contains 69 fields relevant to Current Students)

Census Fields {Contains 22 fields relevant to Census or Statistical Analysis)

* Custom Fields {Contains 23 custom fields)
* Bus Routes Fields (Contains 3 field(s))
* LookedAfter Fields  (Contains 3 field(s})

* Special Educational Needs Fields (Contains 2 field(s))

4 Other Fields

@« %+ &EELELEELEE

l

{Contains 10 fields relevant to Other types of data)

School ID | [V

Sibling ID List [ |

submit Username E System Status [ |

ttsubmitdatetime || betusercode [ |

[ < Back [ Hext = ] Cancel ]

Ensure that ‘School ID’ is already ticked. Keep it ticked.

So you have now selected the following fields: Forename
Surname
Gender

Letter Salutation [ |

Siblings Mame List [ |

Select the fields you want to include in the Export - some fields will be selected by default as these form the basics of a students core data.

Select All 1 ] Clear All
Gender [ ]
Middle Names [ |
Type (Boarding Status) [ ]

Full Name| [ ]

Title [ ]

siblings Year List [ |

intfamily [ ] ttsubmitby [ |

Year Group (NC)

Form
School ID

Then click on Next to move to Step 3.
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F.

# ® &) Export to Microsoft Excel (ads)

In Step 3 of the Export Manager:

lg | Cancel & Close | <@ Back to Start

@Export Options - Step 3 of 4
Would

you like to use an saved, shared or new export? Use the tools below to manage your exports.
Order Results By:

Order By: |Sumame | Then: |Farename | Then: |- |

ﬁ== You can customise the sort order so the export is displayed in the correct format. By default it goes: SURNAME then FORENAME.

Export Format:

B This optian is chosen by default - this will put the results into an Excel Spreadsheet which can be opened and viewed using Microsoft Excel.

O @_a] Export to Comma Separated Values (.csv)
& This option allows you to put the results into CSV format which is very useful for importing into other software programs or databases.

) [2) Export to Tabbed Text File (.txt)
B This puts the results into a plain text file which is separated by Tabs.

Save Export:

[] Check to Save this Export - its fields and options for future use.

[ < Back ] [ Create Export = ] [ Cancel ] You selected 53 Students

f

Keep to the first (default) option (for an Excel file) and just click on Create Export >.

In Step 4 of the EXport Manager, EHD-®~-|= iSAMS Export with Gender, Year, Form and ID xls
CIiCk on Download the Export Flle Home Insert Page Layout Formulas Data Review
to view the result as a page in Excel: % cut it = _
~ 53 Copy - _ ; — |
. - Format Painter Bl Sa= A lES
Clipboard Fl Alic
| L -
A B & D E F G
. 1 |Surname Forename Gender Year Group Form School ID
iISAMS alwayS exports the Year Number ;Barnes Olivia F q P A 4244123970
and the Form as separate fields (as 3 Chapman James M 9 B 3203040055
: R : 4 Craig John M 9 A 3156484018
showq), but for importing !nto Opt:ons = 1 Dow Sophia F 9 C 14062170554
you will probably want a single field of 6 Evenden  Nicolas M ] B 90017705547
YearGroup+Form combined.
To get this, use the ‘concatenation’ feature in = : . .
’ X ) - = SAMS Expart with Gender, Year, F d 1D x
Excel. Enter a function of =D2&E2 into cell G2, x| ! ' iy, "L T 20 x_s
and then copy that formula down the G column BED orc | et paoelyout  Fomus  Data  Review
in the usyal way (by double-clicking on the &b Cut Arial 10 A === e
bottom-right corner of the G2 cell). - Eacopy- -
o fFormatPainter S < & - Av SE==%F
The f||e then ShOWS: Clipboard = Font ] Alic
| 1 - £ | =p28E2
A B & D E F G
. . . 1 |Surname Forename Gender Year Group Form School ID Class
Save this Excel (.xlIs) file. It is now ready ;Bames Olivia F o A aoastoaerol OA
for importing into Options. 3 Chapman James M 9 B 3203040055 9B
4 | Craig John M 9 A 3156484018 9A
5 Dow Sophia F 9 C 14062170554 9C
6 Evenden  Nicolas M 9 B 90017705547 9B

¢
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Appendix : Importing into Options

This is described in detail on page 42 of the Options Handbook, but some details specific to the
iISAMS import are described below:

1. On the Populations Screen, enter the Classes in this new Population, eg. 9A, 9B, 9C as shown
on the previous page. [See page 16 of the Handbook]

2. On the Students & Choices Screen [page 18], click on
and then click on in section 2.

3. Onthe Import Screen, at Step 1, Step 1: Choose the hle to import from:
browse for the Excel file produced by iISAMS, and Import Filename is:
ensure that you choose ‘xls-style’ in the Delimiter field: FAISAMSexportFile xis

, _ _ Delimiter is: -
4. When you click on Preview my File you should see the | etimiter s: s stve |

same information (same fields) that you saw in the Excel

file at the bottom of the previous page. P ¥ T —
Surname is field: 1 -

Forename is field: 2 -
Sex/Gender is ﬁeld{ 3 -
LUPM/ULN is field: & -

5. At Step 2 select the correct field for each box, as shown here:

N | | | -

Motes are field: None
Header is: one line -
Onelineper: student -
6. Then click the Preview the Import button, SLLATE S AR T G
and check that the data looks correct: e i o 7~ |]
s 9

Preview the Import >
This iz what the students will look like in Options if you choose to impart them in Step 4.

Surname |Forename{s} |Sex |UPN |C|ass |Note5 | -
Barnes Olivia F 4244123970 94 [
Chapman James M 3203040055 9B
Craig John M 3156484018 9A
Dow Sophia F 14062170554 SC

If all looks OK then you can do IEEXSE " Import Students |

7. You can then go to the Students & Choices Screen [page 18] to do any editing of this data.

When you have all the students loaded into the program, then you can enter their Subject
Choices, as explained on pages 20-21 of the orange Options Handbook.

You can do it:
e either manually, by collecting their Choices on paper and then typing them into Options,

e or using the TOOLS feature, which collects their Choices electronically, either by the
parents / pupils typing them in, or by your Careers Counsellor using TOOLS while
counselling the pupils.

If you have difficulty hosting TOOLS on your school’s server then see:
http://www.studentoptions.co/ Follow the links, which offer you low-cost or free hosting
depending on the features you want.
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