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Introduction
The instructions below explain how to create a CSV file from SIMS.NET for importing into the library system.

To make this process easier, MLS have created a report definition with all the required fields, columns and formatting
necessary in order to produce the required information.

This document is split into 2 parts, both are outlined below.
e Part1-Downloading and importing a Report definition

e Part 2 - Creating the CSV file
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Creating a CSV from SIMS.NET

Part 1: Downloading the Report Definition

MLS have created a special report definition file for use with SIMS, which can be used in order to create a CSV file in the
correct format. This file does not have to be used and it is possible to create your own report with the correct data but it
is often quicker to use this report file.

1.

3.

Clink on the link below or enter it into your web browser to download the report definition file. Please note that
this is a compressed file and will need to be in-zipped once it has been downloaded. The extracted file will be
labelled “Student data roport.RptDef”.

Download Link

Save this .rpt file to Documents/My Documents or somewhere that you are able to access it later. In this
example, the file has been extracted and saved to Documents as shown below.

(€ -1 » ThisPC » Documents » v| & | | Search Document 2
Organize v New folder =~ [ &
- Nam: - Date modified Type
¢ Favorites Name Date modified ype
Bl Desktop .| Student data report.RptDef 19/06/201412:5 RPTDEF f
18 Downloads
%) Recent places
o Homegroup
1% This PC
j& Desktop
Documents
18 Downloads
M Music
il Local Disk (C) .

File pame: Student dats report RptDed v |Report definition (".RptDef) v

Qpen Cancel

Once the report file has been downloaded and extracted, it can be imported into SIMS.Net.

Open the SIMS.NET application and log in.
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https://www.microlib.co.uk/private/downloads/updates/286/sims.net%20report%20definition.zip
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4. From the menu at the top, choose Reports / Import.

Focus  |Reports  |Routines  Tools
|L‘;P Run Report
ﬂ? Design Report
Import
Export
Personnel
Profiles
Azsessment
Lesson Monitor
Dinner Money
Behaviour Managerment
Fees Billing
Student List
Student Analysis Reports

Timetables

F F FFFFFFFFF

Adrrizsions

5. The Import Reports box will open. From this box, you can import report definition files. Select Open from this

window.
= Import report(s) - 9 “
Import reports and as s aciated lenplales from an archeve
Atteoe hle & Open
Descrpton Status Checie 2l
Cloar A

8 Import associated tempiates

Close

Navigate to the drive where the report file was extracted to earlier. In this example the Student Data Report file
from Documents is selected.

i Select report file to import
G 1 » This PC » Documents » v G Search Documents P
Organize ¥ Mew folder = - w
¢ Favorites =) Name Date modified Type
Bl Desktop __ Student data report.RptDef 19/06/2014 12:56 RPTDEF File
& Downloads

| Recent places

#d, Homegroup

1% This PC
& Desktop
Documents
4 Downloads
¥ Music v < >
File name: | Student data report RptDef v Report definition (“RptDef) v
Open Cancel
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6. The report description should now show and the Status of Pending... will be displayed. Click the Import button
to import the report.

= Impeort report(s) - oIEN
Impart reports and associated templates from an archive
Archive file  C:\Users'\MLs\Documents'\Studert data report. Fipt Def & Open
Description Status Check All
[V Sims Met to Library V2 pending... e

Bl Import associzted templates

@ Import

Close

The status will then be changed to Imported, which means that the report has been imported successfully.

= Import report(s) - oIEN
Import reports and associated templates from an archive
Archive file  C:\Users\MLs"Documents'\Studert data report. Rpt Def & Open
Description Status CheckAll
(] Sime Net to Librasy V2 Imponed i

Bl Import associzied implates

& Import

Close

Click Close to the Import reports window.
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Part 2: Running the Report

Once the report definition file has been imported, the report can be run which allows the data to be exported to a CSV
file in preparation for it being imported into the library system. The steps in this section explain how to run the report
within SIMS in order to generate the data and output it to CSV.

1. Open the SIMS application and log in.
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This opens a Report Browser menu, which is an area that reports can be run from.

Focus Reports  Routines Tools Window Help

< - Forward v Ly Tl -
g G - B BRESBBCR20
Preview - Run
Report Browse
E :'y Reports Name Focus Owner
i P ACH - School Summany by date Sdert  Adan Blacker
£ Category Addtional Information for Students Student  Adran Blacker
= Assessment Results by Year Group Swdent  Adran Blacker
BEH - School Summary by date Studert  Adrian Blacker
DET - Detention Register over daterange Detention  Adrian Blacker
EAL Provision Year 7 Student  Adrian Blacker
Exam and UCI numbers fitered by Year Student Adrian Blacker
Bxam Number Locator Student  Adrian Blacker
EXC - Exclusions between dates Student  Adrian Blacker
G & T Analysis Student  Adrian Blacker
G & T Register Summary Stwdert  Adrian Blacker
2 P

3. Inthis case, we are looking for the report that was imported in the previous section. To locate this report, click
and expand the Focus menu then choose Student.
Report Browse

[ Favourtes
-] Focus
s

-] Staff

] Aspect

i-fie] Contact

- Group

{5 Category

7 Template

7 Gradeset

L1 Resiitset ~

A list of Student reports will show on the right of the menu where Student was selected above. Scroll down and
select Sims.Net to Library V2.

Repod! Browse
: Wy Repots A 11 Name Focus Owrer Suopher Updates ‘eorsor
g Sesioe SEN Suderts Likad 1o Ads Qudert  Impoted CES Raporing Sevces 3102004
= odert Sibing Lirkcs §on ol studerts ondy) Sudert  Irpoted Green itbey School N07/72009
T Rudert  Impoted CES Reporting Services 1771172005
= Cass m Dudert Irpoted ms 2002014
=9 Asvect Seusert Disatity Sudert  Adnen Blacker Green Abbey School 19067204
o Cortact Student Link 10 Agences Sudert  Adven Blacker Green fobey School 212010
" Gow Rudert Lrks 1o Agerts Qwdert  Irported CES Reponting Services 31032004
7 Category Sudert Photo Lt Rudert Impoted CES Reporting Services  31,/03/2014
5T Temgiste Studert Phots L VI Sudert  Irpoted CES Reporting Services  17/11/2008
- Gradeset Su o Rt At perratr s Kudet  poted CES Reporting Services  1/03/2014
=7 Ram dew ¥ || SubRepotBenevour SQudert  Impoted CES Reporting Sevices  31/03/2014
< > X e Fo— - " L28 Bonstnnl 200008
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4. Next, with the report highlighted click Run to begin the exporting process.

Focus  Reports  Rowbnes  Tools  Window  Help
o . I Y = = - -
T Gl Back i T2 BWENUBMBECEZ2Da
| Praview Tea ]
Report Browse
! Y Repadn || Hame Focus  Owner Suppler Updated ~
: i

o SEM Sudents Linksd 1o Aduts Swdent  Imponed CES Repoting Servicss  31/03/2014

= Shudert Sibling Links [on roll studarts anly) Studert  Irparted Gresn fbbey School  31/07/2009

St Sibling List Student rparted CES Repoting Senices 171172005

o St o WS e

Aspact Sima_Net to Library V3 Student  Adnian Blacker Green Abbey School 19062014

Contact Studert Disabslty Student  Adrian Blackar Green Abbey School 2211272010

Group Student Link to Agencses Student Importad CES Repoting Sensces  31/03/2014

{] Categary Student Links to Agents Student Impaitad CES Repoting Senices  31/02°2014

1 Template Student Photo List Sludent Imparted CES Repodting Senices  17/11/2005

Gradeset . SubReport Achievemerts Student Imparted CES Aeporting Services  31/03/2014

Heotant SubReportBehaviour Shudent  Imported CES Aepoting Services  31/03/2014
< ? LIS Do = Jeomcto LEC 21030014 L)

"l .
L Preview

TIP! You can also use the button to see the report before you export the data it contains to give
you an idea of whether it’s correct before you export it. If you do click this button, a previewer will show
underneath the report selection area.

The Export as Text box will open once you click Run. Ensure Comma Separated is highlighted as shown below.

= Export as text - = “
DOutput to & text file with the following name and format:
Filename: ‘ | Browse
(-0 Comma separated
ab separated
XML
XML with schema
OK Cancel

5. Next, click the Erowse button and select a location to save the file to. In addition, type in a file name of
Students.csv in to the File Name text box.

= Save As Ex
- - t » ThisPC/g-l".ﬁa-mm:&_»_-.---y-G--_‘:\.—'.' Documents P
| \
Ongarice + ewelder 1. Select the p >~ @
I Desktop “ | location of the file =~ Pst=medi=d e
8 Downloads 1 :
1 Recent places . tobeexported. !
¥ Homegroup _-"',"" A b
i B ) 2. Type in the 1
™ ThisPC ™ | . |
& Deskton L filename of {
-7 - \
Lt - “Students.csv” !
& Downloads Lt o A
h hdeoein K S >
A
Save astype: | Test files [* ot csvi v
= Hide Folders | Save Cancel

In this example, the CSV is being exported to the Documents folder. Click Save once you have entered a file
name and location.
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6. The Export as Text box will show again but this time includes the location where the file is being saved to like in
the example below.

= Export as text = = n

Output to 3 text file with the following name and format
Filerame [C:\Users\MLs\Documents\students.csv | [Browse &
Format eparated

Tab separated

XML

XML with schema

OK Cancel

7. Click OK to the window shown above and a message should show shortly after explaining that the file has been
created successfully and you should now have the CSV file.

SIMS .net n

CA\Users\MLs\Documents\students.csv has been created

oK




