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

This document is split into 2 parts, both are outlined below.
e Part 1 - Designing the CSV File within iISAMS

e Part 2 - Preparing the CSV for Import
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Part 1: Designing the CSV File within iSAMS

1. To begin, open up iSAMS and log into the system.

'i—? iSAMS Login
Use the forms and page tools below to login to ISAMS

# iSAMS Login

o Lost Password

Please Login
\ You need to login to access ISAMS.

) Lost Username

Username: &
¥.3 Login Help Guide
Password:
A{C Security Ti
Q) e Remember my username
1) About SAMS “* View Advanced Login Options

[ % togn | [ ) concelaciose |

2. Once logged in, select Student Management / Pupil Management from the left hand side, then click on Student
Manager or Pupil Manager.

Student Management

&

Student Manager

3. By default the Custom Pupil Search screen will now be displayed. Leaving all the fields as they are already set
click on the Save & Search button in the bottom right:

Wi il

pr—

This will perform a search that returns all students.
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4. Once the search has completed select P/S All from the dropdown and tick the Pupil's Name (Pre Name).

€ iSAMS - 7.2.219 - Windows Internet Explorer

Personal i My options i [§ Log OFf }
Communications ] ?
Teaching & Exams
7 | @ Refresh ) Feedback or Bug i About Student Manager

Course Management Current Pupils Applicants Former Pupils Custom Group Manager Add Pupil

Student Management | ‘ 3, Custom Searchl &l surname [7) Year Group ¥ House  [] Reports

Mark

[“Letters |y Statistics ¥

a [ % 4aBacktoCriteria [P/S-ALL -] ]qup by | {812 Results - Page: 1 of 1.

Student Manager I~ Pupil's Name (Pre Name)

5. The dropdown menu (pictured below) on the right hand side of the screen will now be enabled. Select

the Exporting & Reporting - Export Pupil Records option

Selected Pupils v

Selected Pupils j
Administrative Options
Move to Former
Group Edit
Batch Edit
Create UPNs
Add Exclusion
Create Parent Account:
Group Delete
Letters, Labels 8 Bada
Letter Merging
Letter Merging ¥2
Address Label Creation
School Address Labels
Badge Creation
Table Exam Cards

Pupils Reports
Pupils Simple Report
Pupils Photo Report
Pupils Notes Report

Reporting Services
Custom Reports

Group Saving
Add to NEW Group
Add to PREYIOUS Grou

Print Timetables _'J

Make sure Create new export using new fields and options is selected and then click on Next

@ Export Records - Windows Internet Explorer
[t ) Cancel & Close.

=3

{) Export Manager - Step 1 of 4

g ‘Would you like to use an saved, shared or new export? Uise the bools bedow bo manage your exports,
Export Options (3)
& Create new export using new fields and options.
) This option is chosen by default - it should be used if you want to export Fislds that you have not used bafore or want to create a new report.
" Use an existing export that I created and saved.
=) You have 0previous Export Options to choose from.
" Use a shared export that I or someone else created.

& There are 7shared export options for you to choase from. Select the option above to show the ones avalable to you.

Next > | Cancel |
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7. On the field selection screen under Core Data Fields, un-tick 1 of either Preferred Name or Forename
(Firstname) (depending on which is required to be imported into the library system) and then
tick Gender and Date of Birth .

‘& Export Records - Windows Intemet Explorer

) CanceleeClose  m Back to Start

11 Core Data Fields

Initial:

Field Selection - Step 2 of 4
Select the fields you want to include in the Export - some fields will be selected by default a5 these form the basics of a students core data,

(Conkains 12 fiekds which are the Core valuss)
Date of Birth [v

Forename (Firstname) [

s [ Label Salutation [~

Preferred Name [~ Surname [V

= & Contacts Fields
& '+ Custom Contact Fields
&+ Admissions Fields
71 Current Fields
Academic Category
Allergy
Boarding House
Candidate Surname
Diplomatic and Forces
Enrolment Date
Form Tutor
Future School Name

Insurance Expiry Date
5 [+ Census Fields
&+ Custom Fields
& [+ Other Fields

<Back | Next> | Cancel

8. From Current Fields, tick the boxes for Form and Year Group (NC).

11 = Current Fields
Diplomatic and Forces

Enrolment Date

Form Tuter

Future School Name
Insurance Expiry Date
Leaving Reason

Left or Right
PPNumber

Passport Number

Previous School Name

71 = Current Fields

PPNumber

Passport Number
Previous School Name
School Code

Student Email Address
Surgery Address
Yaccine Information
Visa Expires

Year Group (NC)

(Contains 31 fields relevant to Contacts)
(Contains 0 custom Fiekds relevant to Contacts)
(Contains 48 fields relevant to Admissions Appicants)
(Conkains 80 fields relevant ko Current Students)

(Contains 8 fields relevant to Census or Statistical Analysts)
(Contains 28 custom fields)
(Contains 10 fields relevant to Other bypes of data)

(Contains B0 fields relevant ko Current Students)

[ Doctor Name |
r Epilepsy [~
Future Academic House
Future School Type
Insurance Number
Leaving School Year
NHS Number
PPPassword

Passport Type

aa|ajaaja|alo
aaaaiajaialn

SEN Flag

(Contains B0 fields relevant to Current Students)

r PPPassword [~ Passport Expiry [~ Passport Nationality [~
r Passport Type [ Peg Number |~ Personal Tutor [~
r SENFlag [ SEN Notes [ SEN Register [
r School Pupil Type [~ Special Requirements [~ Student Contact Notes [~
[T student Home Email Address [~ Student Pager Number [~ Student™MobileNumber [~
r Surgery Name [~ Tetanus [~ Transport Notes [~
r valid From [~ YisaCAs [ Yisa Entered [
r visalD [~ visa Type [~ Withdrawn Date [~
~ Year Group Code [~ intasthmatic [~ txtdental [~

==y

[ select alll [} clear All

Full Name: |~ Gender [ =
Letter Salutation [~ Middle Names [~
Title [~ Type (Boarding Status) [~ LJ

[0 select all| ] clear an

r Academic House [~ Additional Health [~ Additional Time [~ =
r Allergy Notes [~ Asthmatic Notes [ Blood Group |~
r Candidate Code [~ Candidate Forenames [~ Candidate Number [~
r Dental Information [~ Diabetes [~ Diabetes Notes [~
r Doctor Name [~ Doctor Number [~ Duplicate Reports [~
r Epilepsy [ Epilepsy Notes [~ Form [~
r Future Academic House [~ Future Form [~ Future House [~
r Future School Type [~ Glasses? [~ Insurance Company [
r Insurance Number [~ Leaving Date [~ Leaving Form [~

— 11|

1

“fou selected 811 Students

[ select all| [ clear al [~ E

Doctor Number | Duplicate Reports
Epilepsy Notes [~ Form [
Future Form [ Future House [~
Glasses? [ Insurance Company [~
Leaving Date [~ Leaving Form [~
Leaving Term [~ Leaving Year Group [
Other Medical [~ Other Medical Information [~ -
Passport Expiry [ Passport Nationality [~
Peg Number [~ Personal Tutor [~
SEN Notes [ SEN Reqister [~

[T setect an | ] clear Al
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9. Under Other Fields, tick School ID

& [# Census Fields (Contains 8 fields relevant to Census or Statistical Analysis)
= [+ Custom Fields (Contains 7 custom fields)
Ik = Other Fields (Contains 10 fields relevant to Other types of data) select Alll {_] Clear All| Select an ‘Other Default ~
School ID | [V Sibling ID List [ Siblings Name List | Siblings Year List | J
System Status | Username | intfamily [ txtsubmitby [
‘brtsubmitdatetime [ txtusercode [

Once the fields have been selected, click next.

10. On the Export Options - Step 3 of 4 screen select Export to Comma Separated Values (.csv) then click on Export
File.

€ Export Records - Windows Intemet Explorer

[l Cancel & Close 4@ Backto 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 Resuls By:
Order By: [Sumame <] Then: [Forename <] Them: [ <]
112 You can customise the sort order so the expart is displayed in the correct format, By defauk it goes: SURNAME then FORENAME,
Export Format:
€ HExport to Microsoft Excel (xis)

| ] This option is chosen by default - this wil put the resuks into an Excel Spreadshest which can be opened and viewed using Microsoft Excel,
@ ) Export to Comma Separated Values (.csv)

] This option allovws you ba put the results inko C5Y Formnat which is very useful for importing inko other software programs or databases.,

¢ [£] Export to Tabbed Text File (txt)

[ 1] This puts the results inko 3 plain test file which is separated by Tabs.

Save Export:
[~ Check to Save this Export - ks fiekds and options for future use

The iSAMS system will now generate the CSV file and display a link. Click on the link and select Save as then save
the file to the computer.

‘& Export Records - Windows Intemet Explorer

) Concel teClose | 4m Back to Start.

{\ Export Manager - Step 4 of 4

# would you liks to use an saved, shared o new export? Use the tools below to manage your exports.

The link below points to 8 M5 Excel Dacument (.c5v) that contains the data. When you dick on the Link, Gray Box or the Format Teom your web browser wil ask
yiou whether you want to Open the file or Save the file. IF you want to save the dacument For future refarence it would be best ta Save the document, But if you
just wish to prink the Labels straight away its fine to open straightaway.

&) Download the Export File containing the Data

File Name: isamsexport,csv
File Size: 35.78 kb
Records: B11 Record(s) were exported.
Time Taken: 1. 476563 Seconds.

(M5 Excel Bocument Gpens in New Window when Cicked]

Is the file not how you expected?

You ean return to the previous field selection and template options page to change your selection and rerun the Export Fadlity, use the links below to return to
either the Field Selection or Options page.

& Return to Previous Field Selection Page
4 Return to Previous Options Page

If the Export does nok contain the right students or some are missing then Close this Window and confirm you have selected the comect Students by ‘checking
their checkboxes by ther names.
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Part 2: Preparing the CSV for Import
Once the file has been exported, some of the field headers need to be changed so that the library system knows how to
read the CSV.

1. Open the CSV file with Notepad or an equivalent text editor.

2. Change the relevant column headers so When the necessary columns have been renamed, the first row of the
CSV will look something like this:

iSAMS Column Header Change to

A unique identifier for the pupil ManagementSystemlD
Family Name Surname

First Name Forename

Their Gender Gender

Date of Birth DateOfBirth

Year Group YearGroup

Tutor Group / Registration Group / Class TutorGroup

ManagementSystemID,Surname,Forename,Gender,DateOfBirth,YearGroup, TutorGroup
Subsequent lines will include the associated data.

3. Now you are ready to move on to the next stage. Please note that when you come to import the file, you must
choose the WBLS import option if you are creating the CSV using the above guide.

Import *®
Options
Please select 5 file type from the list given below:
SEEMIS .
Sims.Net
Sims.Net (Quoted)
System Default )
WBLS
Sif Import (C2K only) )|
Upload file
@ Import Cancel




