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ICT Services 

All School Staff 
Introduction 

This programme provides details of our scheduled ICT training 
events for the Autumn Term. Please ensure that it is made 
available to all staff in your school/place of work. You will find 
an outline of when and where courses are being held, as well 
as charges, on the inside and brief course descriptions (for all 
of our courses) on the back. 

Please contact us if you: 
•	 Are interested in any of the training courses for which no 

events have been advertised 
•	 Would prefer to attend an event at a different training 

base to the one advertised 
• Wish to enquire about on-site or bespoke training.  

New ‘Office’ Staff 
The following courses are suitable for newly appointed 
administration staff (including a FREE Welcome to the 
School Office), although the most appropriate will depend on 
their specific role and responsibilities in school:  
• Welcome to the School Office (FREE) 
• Introduction to Online Office Systems 
• SIMS.net Core 
• SIMS Attendance 7  
• SIMS FMS6 1, 2 & 3  
• SIMS.net Reporting Foundation  
• Introduction to Wired for School Administrators 

Most of these courses have been scheduled for the early part 
of the term. For others, details are available on request. 
Please refer to the final page or Training Manager Online 
(accessed via Wired) for details relating to course content. For 
information about the ‘Early Bird Discount’, please refer to 
the ‘Training Charges’ section below. 

European Computer Driving Licence (ECDL) 
ECDL is an internationally recognised ICT qualification 
designed specifically for those who wish to gain a benchmark 
qualification in computing. It enables candidates to develop 
their ICT skills and enhance their career prospects. No prior 
knowledge of ICT or computer skills is needed to study ECDL 
at the Foundation level. 

For more information about the Foundation and Advanced 
programmes, please attend a FREE ECDL launch event 

i(please refer to the follow
l

ng page for details).  
SIMS Schoo  Workforce Census (SWC) 

School Workforce Census courses will be held after the 
October half term break to help prepare schools for the SWC 
return in January 2009.  The courses will be designed for 
schools which now use Personnel 7 to record full staff 
information (e.g. contract, absence and qualification data).  All 
schools will be required to complete a School Workforce 
Census return in January 2009.  This course will NOT relate to 
the standard pupil census return, for which guidance notes will 
be issued. 

The courses are aimed at existing users of Personnel 7 and 
will be scheduled to allow one FREE training place per school. 
Courses will be split into two separate groups – schools that 
converted data from the old Personnel 5 Launcher system will 
be provided with a different course to those schools that did 
not convert any data.  Details will be available on Wired in the 
Autumn Term. 
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SIMS Assessment Manager 7 
Primary Schools 
The Data Evaluation course will be revised and updated to reflect 
new resources available w thin the software, specifically provided 
for primary schools.  Please refer to the follow ng pages for details. 
Secondary Schools 
Are advised to contact ICT Services to discuss the options for 

ibespoke, on-s te training in respect of Assessment Manager 7. 
Microsoft Training – 2007 Conversion Courses 

A new range of Microsoft 2007 conversion courses will be 
coming soon.  If you are interested in attending these please 
let us know and we will contact you as soon as they are 
available. 

Attendance 7 
During the past few years, the trend has been to integrate 
SIMS functions within SIMS.net (e.g. the transition from 
Assessment Manager 6 to 7).The same thing is about to 
happen with Attendance.  In practice this means you will be 
able to edit marks and run Attendance reports from the 
SIMS.net menus.  Seminars will be held to outline the new way 
of doing things and full details will be publicised via Wired 

Equipment Register 
during the Autumn Term. 

These will be new training events that will take place after the 
Autumn Term and will be advertised separately via Wired (LEA 
Communications). 

Attending the Right Course 
All of our training courses require basic keyboard skills and a 
familiarity with Windows. In addition, intermediate (and 
advanced) training events assume that delegates have the 
skills covered by the associated foundation (and intermediate) 
course. 

Training Charges 
The cost of advertised training events is shown overleaf. 
These charges are inclusive of refreshments and a set of 
comprehensive training notes. Prices for more specialised, 
bespoke and on-site events are available on request.  
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‘Early Bird Discount’: a second training course is offered at 
half the advertised price for any bookings made before Friday 

th August, 2008 . This offer is available for any of the courses 
advertised in this programme and the reduction applies to the 
lowest priced event. To take advantage of this offer, please 
contact ICT Services. 

Cancellation Fee 
If a training place is cancelled within 5 working days of the 
course date, ICT Services will charge the full cost of the 
course. The cancellation period may differ for a course 
delivered by an external facilitator. 

ICT Services reserves the right to cancel a training event if 
the number of delegates falls below a minimum level. 

Booking Arrangements & Contacts 
To check course details or availability and make any bookings, 
please use the Training Manager Online system, which is 
accessed via the Wired Quick Link ‘Apply for a Training Place’. 

For other enquiries, please call 0115 9772145.  



Course Title 

Microsoft Word 2002 Foundation 
Microsoft Word 2002 Intermediate 
Microsoft Word 2002 Advanced 

Microsoft Excel 2002 Foundation 

Microsoft Excel 2002 Intermediate 

Microsoft Excel 2002 Advanced 

Microsoft Access 2002 Foundation 

Microsoft Access 2002 Intermediate 

Microsoft Access 2002 Advanced 

Microsoft PowerPoint 2002 

Microsoft Publisher 2002 

Microsoft Project 2002 

Microsoft Visio 2002 

European Computer Driving Licence® (ECDL) Launch 

Duration Cost/ 
person 

9.15 – 4.00 £138.00 
9.15 – 4.00 £138.00
9.15 – 4.00 £138.00
9.15 – 4.00 £138.00
9.15 – 4.00 £138.00
9.15 – 4.00 £138.00
9.15 – 4.00 £138.00
9.15 – 4.00 £138.00
9.15 – 4.00 £138.00
9.15 – 4.00 £138.00 
9.15 – 4.00 £138.00 

9.15 – 4.00 £138.00 

9.15 – 4.00 £138.00 
9.15 – 12.15 (am) 
1.00 – 4.00 (pm) FREE 

Edwinstowe 
House 

(Edwinstowe) 

16/10 

27/8am, 
6/8am 

County 
Hall 

(Nottingham) 

7/10 

17/10 

 6/8, 11/11 

9/10 

 7/8, 23/10 

 5/9, 4/11 

13/8 

2/9 

25/9 

18/11 

12/8am, 23/9am 

Eastgate Centre 
(Worksop) 

15/8 

10/9 

1/10 

21/8, 12/9 
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‘Early Bird Discount’: a second training course is offered at half the advertised price for any bookings made before Friday 

th August, 2008. This offer is available for any of the advertised courses and applies to the lowest priced event. 
To take advantage of this offer, please contact ICT Services on 0115 977 2145 

Times: 9.15 - 12.15 (am); 13.00 - 16.00 (pm); 9.15 – 16.00 (all day) 

ICT Services training enquiries: 0115 9772145 

PLEASE DISPLAY THIS SOMEWHERE PROMINENT (e.g. STAFF NOTICE BOARD) 



Cost/ 
person 

Welcome to the School Office ) FREE 
) £75.00 

Introduction to Wired for School Administrators ) £75.00 
) £75.00 

SIMS.net Core 9.15 – 4.00 £138.00 7/10 

SIMS.net Reporting - Foundation ) £75.00 22/10am 

SIMS.net Reporting – Intermediate ) £75.00 4/11 am 

(Primary) 
) £75.00 9/10pm 17/10pm 20/10 pm 

24/10am 7/11am 14/10 am 

) On request On request 
) £75.00 

Invoiced Income 
) £75.00 

Procedures 
) £75.00 
) £75.00 
) £75.00 
) £75.00 
) £75.00 15/10pm 

) ) £75.00 

) ) £75.00 
) £75.00 

) 9.15 – 4.00 £138.00 

Using SIMS to Manage Academic Data ) £75.00 

Course Title Duration Edwinstowe House 
(Edwinstowe) 

County Hall 
(West Bridgford) 

School Administration Staff/Managers, Assessment Co-ordinators and SENCOs 
9.15 – 12.15 (am
1.00 – 4.00 (pm) 11/9 am 

Introduction to Online Office Systems 9.15 – 12.15 (am
1.00 – 4.00 (pm) 18/9 am 

9.15 – 12.15 (am
1.00 – 4.00 (pm) Demand-led – please contact ICT Services for details 

SIMS Attendance 9.15 – 12.15 (am
1.00 – 4.00 (pm) 16/9 pm 

9.15 – 12.15 (am
1.00 – 4.00 (pm) 

9.15 – 12.15 (am
1.00 – 4.00 (pm) 

SIMS Assessment Manager 7 – Data Evaluation 
Revised & Updated 

9.15 – 12.15 (am
1.00 – 4.00 (pm) 

SIMS Assessment Manager 7 (Secondary Please refer to the front page of this training programme 

SIMS FMS6 1 – Setups and Budgets 9.15 – 12.15 (am
1.00 – 4.00 (pm) 25/9 am 

SIMS FMS6 2 – Orders, Invoices, Petty Cash and Non- 9.15 – 12.15 (am
1.00 – 4.00 (pm) 9/10 am 

SIMS FMS6 3 – Reconciliation and Month End 9.15 – 12.15 (am
1.00 – 4.00 (pm) 17/10 am 

SIMS FMS6 4 – Review & Reports 9.15 – 12.15 (am
1.00 – 4.00 (pm) 24/10 pm 

SIMS FMS6 5 - Accounts Receivable 9.15 – 12.15 (am
1.00 – 4.00 (pm) Demand-led – please contact ICT Services for details 

SIMS SEN 9.15 – 12.15 (am
1.00 – 4.00 (pm) 15/10 am 

IEP Writer 3 9.15 – 12.15 (am
1.00 – 4.00 (pm) 

SIMS Profiles 7 (Primary 9.15 – 12.15 (am
1.00 – 4.00 (pm) Demand-led – please contact ICT Services for details 

SIMS Profiles 7 (Secondary 9.15 – 12.15 (am
1.00 – 4.00 (pm) Demand-led – please contact ICT Services for details 

SIMS Behaviour & Achievement Management 9.15 – 12.15 (am
1.00 – 4.00 (pm)  Demand-led – please contact ICT Services for details 

SIMS Exams Organiser (Secondary Demand-led – please contact ICT Services for details 
9.15 – 12.15 (am
1.00 – 4.00 (pm) Demand-led – please contact ICT Services for details 



Course Descriptions 
All School and LA Staff 

Microsoft Word 2002 Foundation The knowledge and techniques required to create and edit basic Word documents (including entering and 
editing text, printing/closing/saving documents, inserting pictures, Word templates). 

Microsoft Word 2002 Intermediate The knowledge and techniques required to carry out formatting operations (including style, borders and 
shading, headers/footers, compare/merge) and produce tables and columns in documents. 

Microsoft Word 2002 Advanced The knowledge and techniques required to carry out advanced editing and formatting (including multiple 
section documents, advanced features associated with tables, forms and mail merge). 

Microsoft Excel 2002 Foundation The knowledge and techniques required to create and edit basic Excel spreadsheets (including formatting 
worksheets and cells, basic formulae, using functions, adding and modifying charts). 

Microsoft Excel 2002 Intermediate The techniques required to broaden your knowledge of formula and formatting functions (including conditional 
formatting, rounding, text functions, related workbooks/worksheets, filter/sort lists) 

Microsoft Excel 2002 Advanced The knowledge and techniques required to use advanced features (including restricting cell entries, custom 
number format, range names, workbook templates, importing and exporting data). 

Microsoft Access 2002 Foundation The knowledge and techniques required to produce a basic database (including creating a new database and 
table, creating a form, creating and applying filters and queries, tabular reports). 

Microsoft Access 2002 Intermediate The knowledge and techniques required to produce more information from your database (including 
relationships between tables, custom forms, charts and reports, linking to the ‘Web’). 

Microsoft Access 2002 Advanced The knowledge and techniques required to produce advanced information from your database (including 
validate field entries, advance filter and queries, macros, importing and exporting data). 

Microsoft PowerPoint 2002 The knowledge and techniques required to create a PowerPoint presentation (including AutoShapes/ClipArt, 
modifying appearance, running a slide show, modifying animation settings). 

Microsoft Publisher 2002 The knowledge and techniques required to create newsletters, posters and other publications (including 
Publisher wizard, design layout and colour scheme, text boxes, pictures and objects). 

Microsoft Project 2002 The knowledge and techniques required to create and manage project plans (including creating a schedule, 
resources and tasks, creating a network diagram, copying/exporting into Word/Excel). 

Microsoft Visio 2002 The knowledge and techniques required to create basic Visio documents (including Drawing Types, Stencils, 
Drawing and Text Box tools, connection points and glue, creating stencils). 

European Computer Driving Licence 
(ECDL) 

An internationally recognised ICT qualification designed specifically for those who wish to gain a benchmark 
qualification in computing. Both Foundation and Advanced programmes available. 

School Administration Staff/Managers, Assessment Co-ordinators and SENCOs 

Welcome to the School Office 
A broad overview of school systems, jargon and terminology, Sims.net and schools' 
communication system 'Wired'. A brief look at Email outlook Web Access and the diary of 
returns to the LA/DCSF. 

Introduction to Online Office Systems Introduction to the online systems accessed via the Quick Links area of Wired (Online Payroll Claims, ERICA, 
General Ledger & Payroll Reports, and EMS Training Manager Online) 

Introduction to Wired for School 
Administrators 

Accessing, navigating and searching Wired, the LA Community and LEA Communications, and using the My 
Workspace, My Favourites, Communities and News features 

Introduction to Microsoft Outlook 
2002 

Using Microsoft Outlook to maintain a calendar and address book, compose, send and receive e-mail 
messages, manage attached files, and work with folders and settings 

SIMS Attendance Setting up & managing Windows Attendance, recording registration/absence details, and generating 
attendance reports – now includes equivalent Attendance 7 routines 

SIMS.net Core Introduction to managing information relating to pupils/students, staff, contacts and the school via SIMS.net 
(including CTF import and export) 

SIMS.net Reporting - Foundation Introduction to running Capita SIMS reports, creating/editing bespoke reports from scratch and managing the 
report output using Word/Excel 

SIMS.net Reporting - Intermediate Using SIMS.net with Microsoft Word to create mail merge letters and labels, create reports using user defined 
Word templates, and using reports to analyse data 

SIMS Assessment Manager 7 – Data 
Evaluation (Primary) 

Using new resources in Assessment Manager 7 to track pupil progress, set targets, filter groups and review 
assessment data. 

SIMS Assessment Manager 7 
(Secondary) Please refer to the front page of this training programme and the section called ‘SIMS Assessment Manager’ 

SIMS FMS6 1 – Setups and Budgets Introduction to SIMS FMS6 and the relationship with other school and LA financial systems (including user 
management, structure and budget management) 

SIMS FMS6 2 – Orders, Invoices, 
Petty Cash & Non-Invoiced Income 

Day-to-day operational procedures in SIMS FMS6 (including ordering, invoicing, printing cheques, petty cash 
and non-invoiced income) 

SIMS FMS6 3 – Reconciliation and 
Month End Procedures 

Reconciliation of cheques, direct debits, VAT reimbursements, income and salaries via the automatic 
reconciliation routines. Also, month-end procedures 

SIMS FMS6 4 – Review & Reports Accessing reviews & reports, and creating user defined reports using SIMS FMS6 

SIMS FMS6 5 - Accounts Receivable Using this SIMS FMS6 facility to raise sales invoices, process receipts and credit notes, create refund 
cheques, produce reports and statements 

SIMS SEN Using SIMS.net to maintain the SEN Register, link adults and agencies, manage students with statements, 
view/print reports, and send SEN messages 

IEP Writer 3 Setting up and managing IEP Writer 3 and using the application to add students, set targets, record 
subjects/topics, view & print individual education plans, and edit Word templates 

SIMS Profiles 7 (Primary & 
Secondary) 

Creating and maintaining pupil/student reports, creating and maintaining comment banks, linking to 
Assessment Manager, and running reports and analysis 

SIMS Behaviour & Achievement 
Management 

Maintaining behaviour logs (negative) and achievement records (positive) for pupils/students within SIMS.net 
(including associated detentions and allocating report cards) 

SIMS Exams Organiser (Secondary) Setting up seasons, importing and organising basedata, assigning candidates, using marksheets, producing 
EDI files, seating plans, importing and analysing results 

Using SIMS to Manage Academic 
Data (Secondary) Maintaining academic data in SIMS using NOVA-T6, SIMS.net Academic Management and Course Manager. 


