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http://ictsolutions.norfolk.gov.uk
PHOENIX GOLD Annual Update and End of Year Processes

Introduction

This helpsheet is a guide to the end of year processes required for rolling your Phoenix database
into the next academic year.

All the processes mentioned are explained in greater detail by PRESSING F1 when in
Phoenix, for ON-LINE HELP at any point.

This helpsheet describes the following processes: -

1. Leavers Categories Check that next year’s category is set

2. Current Year Groups Check next year’s settings

3. New Intake Groups Check Year Group on entry

4. Check Associated Schools Check DfES and LEA codes

5. Check Reasons for Leaving Check that all reasons are matched to DfES codes

Items 1 — 5 are check processes.

6. Pupil/Student Transfer. Export Leavers. a)By mini datafile. b)By CTF.

7. Pupil/Student Transfer. Import New Intake. a)By mini datafile. b)By CTF.

A separate helpsheet, Pupil Transfer EoY processes, describes these procedures and is
available on the ICT web-site at http://ictsolutions.norfolk.qov.uk/phoenix/phoenixmain.asp

Item 6 and 7 can be processed before rolling over to the new Academic year. The export will create a
mini datafile (or common transfer file for non Phoenix schools) containing all pupil data including
assessments, for import to Phoenix feeder schools. It is a DFES requirement that pupil data is
transferred electronically.

8. Set up next year’s registration groups (classes/forms)
9. Enrol pupils/students into next year’s registration groups

Items 8 and 9 are set up processes for next year’s classes.

Items 1 to 9 can be done before the Annual Update.

10. Renaming your old datafile for access in the coming year.
11. The Annual Update. Nursery, First and Junior Schools.
12. The Annual Update. Middle Schools.

Items 3 to 9 must be completed before the Annual Update can be started.

Before undertaking Item 11, the Annual Update, please backup your datafile.

Rename the backup so that it is clearly identifiable as the final backup for the current
Academic year

Login as System Administrator and ensure no other Users are logged on.

THE ABOVE PROCESSES, ARE EXPLAINED IN GREATER DETAIL IN THE FOLLOWING PAGES.
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1. CHECK Leavers Category in Pupil Groups

The following checks are made in Pupil Groups.

Leavers Cateqgories

A Leavers Category for the next
academic year must be set up. LUB001 Leavers 00701 01 03 2000 31 06 2001

LuoinZ  Leauers 01702 01 09 2001 31 08 2002
Lug9nd  Leauers 99700 01 09 1999 31 03 2000

Go to Pupil Groups > Leavers categories. Academic year

If you do not have a category for
02/03, click on the New Category
button, select ‘by year’ and choose P it
02/03 from the list supplied. AT

2. CHECK Current Year Groups in Pupil Groups

The transfer year group for next year must  rEszrrrs

be Set Proup 03/04 Mo of pupils
Code Name MNCY¥  Reqgistered Roll  Prefix Year Group M F Tatal
M Hursery H2 Q Q R S 19 24 =
. R Reception R Q Q W1 22 24 46
Go to Pupil Groups > Current Year Groups. o s 2 a0 v 3 o
P $ o o v Son o
oo E 6 5B
Check that all current year groups are
moving to the correct 03/04 year group.
|

(— N[ ) I |

key: Registered: O=Yes, 1=Yes, not counted, 2=HNo
Rall: 0=0n Roll, 1=0n Roll of anather school, 2=Adult/Guest, 3=0ther OfF Roll

On Rall T3 101 I 174
B Mew | & Print list | o Rl 5 3 I_D
m Edit | List pupils | Grand Total T3 10 174

Delete | A Change sort Drderl
w 2 E Return to Main Menu

3. CHECK New Intake Groups in Pupil Groups

Mew Intake categories

The Year Group on Entry for ALL Intake

Year Group Default Mo of pupils

groups must be set even if there are no Coe Mo onenfry’  dmissionbate M F ot
L 52003 Sepiember 03 Intaks A of 09 2003 14 13 27 A
pUleS In some groups. 50034 September 03 Nursery N O 09 2003 16 18 34

Go to Pupil Groups > New Intake
Categories.

I
| | | | I
| GrangTotal [ 30[ 31 [ 61 |

*B New Category | & Print list |

@ Edit Categories | List pupils |

&
W Delete Category | 4] Change sort order | =TT () G Rl
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4. CHECK Next and Feeder Schools in Associated Schools.

In Phoenix, from the Main Menu, go to Associated schools > Records

Click M and search on the name of the Destination school that the pupil is transferring to, or
Feeder school, if the pupil is moving to your school.

Ensure a tick is placed in the Next School and/or Feeder School box.
Click Edit if you need to modify these fields.
If the DfES and LEA codes are incorrect or missing, select the Dropper tool. f

From the list displayed, double click the correct school to update your records.

5. CHECK Reason for Leaving Codes in Pupil records > Lookup Tables > Reasons for
Leaving

Reasons for Leaving codes must be correctly cross-referenced to a DfES category. If your local leaving
categories are incorrect, the best solution is to delete your old codes and create new ones.

In Phoenix, from the Main Menu, go to Pupil Records > Lookup Tables > Reasons for Leaving.
Highlight each Local Category in turn, from the list on the left and Delete.
Click on Copy Standard Categories to copy all new codes.

Delete from the new local categories any that do not apply to your school.
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6. Export Leavers ~ Transferring pupil data to another school.
7. Pupil/Student Transfer ~ Import New Intake.

It is a DfES requirement that pupil data is transferred electronically.

The export process creates either a mini, or CTF datafile of leavers details, including assessment
records and attendance information. The datafile is transferred from the feeder school to the
destination school using Anycomms, and then imported into Phoenix..

Transferring data by this method is of benefit to both feeder and destination schools. Additional
transfer files containing the latest pupil assessments and attendance details can be created by the
feeder school, and transferred to the destination school for import to Phoenix. Pupil records are
automatically updated by Phoenix.

The mini datafile can be imported into a Phoenix receiving school prior to, or following, the annual
update. All, or selected pupils in a year group/s can be exported. The CTF file is for transferring pupil
data to a Non-Phoenix School.

Please refer to helpsheet Pupil Transfer EoY processes available on the ICT web-site at
http://ictsolutions.norfolk.gov.uk/phoenix/phoenixmain.asp

The following processes are explained in this helpsheet:-

Creating a Mini-Datafile for transfers to Phoenix Schools
Creating a Common Transfer File for transfers to Other Schools
Transferring the export files by Anycomms (AVCO)

Importing a mini datafile into Phoenix

Importing a CTF into Phoenix

abhwn =
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8. Set up next year’s registration
groups (classes/forms)

Mo of pupils
Class Year Group M F P Total -’% Add/Edit Class |
. R [ & g 14 =l
GO tO Pupll Groups > Classes 1 1 2 10 12 i Delete selected |
2 Y 11 14 25
. 3 Y3 5 T 12 A
CI|Ck ShOW 03/04 : v ; " 2 4| Change sort order |
5 Y5 7 10 17 Yieyy enrolddelete pupils |
. i} Ya 11 9 20
Class names can be copied from the & Printselected |
current academic year and edited, if e et
necessary, or they can be created s © Date of Birth
afresh, one by one. | | [ o[ o & Print list |
Total I 51 I [ils] I 1149
Teacher(s) |
Roomis) |
Class Type | <®Elose |
\/
Classes 03/04
Copy 02/03 Classes will copy your No of pupils Add/Edit Class
Class M F Total
current class structure to 03/04. P 0 0 0 o Delete selected
Decide whether to tick Same ! ’ ’ ’ Changs sort order
Teachers, Same Rooms 3 0 0 0 " :
4 0 0 0 iewfenrol/delete pupils
S 0 0 0 FPrint selected
& 0 0 v Sort Order
1 H H i+ abetica
After copying, Click Add/Edit Class, o
in Classes 03/04, to create new Print list |
classes or edit copied class names. <
I l_ I— I Promote 02/03 Classes |
Assign teachers (ensure new el o [ o [ o Copy 02/03Classes |
members of staff have first been I Same teachers
. Teacher(s) | ¥ Same rooms
entered in Personnel Manager), :
Roomis) I Pramote pupils fram 02/03 |
Year Groups, Class type and room
Year groupis) |
numbers Show 02703 Cloze |

When you have set up next year’s classes
check that they are in the correct order.

Click Change sort order to change the pede_Yoar oo T || Revert to ond order
order. . o Comphei T

3 Y3 Mr R Ford

Lo o e s

[i] kiil M J Hacdonald
Select a class and use the Top, Up, Down aw |
and Bottom buttons to change the sort Doy
order. $ Bottom
The order you select will determine the
order forms are printed in Reports when
sorted by class. | | (e

I I I ¥ Cancel and close
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9. Enrolling pupils in classes in preparation for the Annual Update.

Method (a), where all the pupils in a current class are moving to a new class.

In the Classes 03/04 screen (Pupil Groups >  MEECKESEET S0 IEILCLEL
Classes > Show 03/04), Click Promote
pupils from 02/03

Click on the button below to record the
Transfer Class for those classes whase
pupils transfer en bloc to a new class in

]
B

037044,

1
‘2 g Edilt: Transier Class
Click Edit Transfer Class : :
L] [}
- . EN You NEve complete i3 process
Select a current form in 02/03 and its Fo o hase ehcoes s ich 4 appiee,

click on the buttan below.

transfer form for 03/04.

Erif=al) pugils: i nes: classes |

Click OK and Finished when done.

ERnt transner detaile |

Click Enrol pupils in new classes.

| I]

ok | Fim’shedl Cioee

Method (b) where only some pupils transfer to a new class. (e.g. mixed year group classes)

Classes 03/04

Click Close.

o

In Classes 03/04 Select a mixed year group class and

. > " Mo of pupils Add/Edit Class
click View/Enrol/Delete pupils. o T S Delste setsoted
H1AM i) 16

Change sort order

A1 16

YWigw/enrol/delete pupils

o ER=R= == =4

Print selected
Sort Order

g v Alphabetical
In Pupils in 3/4A 03/04 : - 0 & Sdeorsirn
Print list

Tick only list unallocated.
Click Add from Year.

Ro1l M2 [Name

Add pupils
Add from Year

¥ Only Tist unsllecsted

L [

Cherry pick (Use the Ctrl key) to select the pupils to
be enrolled to this class.

nrolling in 3/4A - selecting from Year Y3 [unallocated)

—

G pupils selected

Click Add from Year for each year group in the

class List selacted at top -

Pupils already assigned a new class will not re- S sy
appear on the selection list. [SoerEe ]
Repeat for each class until all classes are fully o o o i SR
ware
populated.
OUNHRKAY Fay
ERDOGAN Emi Iy
GOLD Misha
HART Theobald
Austen
- 00176 JARUIS rENCE
. . . 00178 LEEMING Jack
New Intake pupils with a Class on entry will 001Gz OULSON Hernione
. . 5 ary
automatically be assigned to next year’s QUIE1 D'KIEEL yan :I _Fnishea_|

classes if,after setting up next year’s classes,
you assign New Intake pupils a class on entry
in Quick Edit.

Go to Pupil Records > Quick Edit > Classes
Select New Intake

Click Yes to the message Do you wish to use next year’s Classes?.

Select ONLY the September 03 Intake groups.

Once you have set up your classes you can print class lists for next year in advance. However, If you
go wrong you can delete a class and start over.

You are now ready for the Annual Update.
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[10/The Annual Update Process ~ Renaming your current datafile.

If you use The Phoenix Attendance Module, Wait Until The End Of Term Before
Proceeding.

A new calendar and diary is created when you change over to the next academic year. If you
change over before the end of the current academic year, you will not be able to:-

enter absences, from the date you changed over, to the end of term;

print the termly absence summary, report A20, for term 3.

Once you have rolled over, most attendance reports for 02/03 will not be available.
For schools needing to access attendance reports for year 02/03 after the roll over, it is suggested
the following procedure be adopted. Phoenix must not be running when you do this.

Before doing the Annual update, copy your current Phoenix datafile, Px_data.df1. and rename the
copy as Px_Data0203.df1.

To do this, locate your Phoenix folder. This is usually located on your D drive.

Open the Phoenix folder.

Inside your Phoenix folder open your Data folder.

Right click on Px_Data.df1 inside the data folder Rename this file & Copy of Px_Data.dff |
and select Copy. (right click and Desktop.ini

Right click anywhere in the data folder (but notona | chose Rename) i PadLock Dt
filename) and select Paste to create a copy of To this. & Pu_Data.df
Px_data.df1. & Px0203_Data.dfl

Right click on the copy file and select Rename.

Rename the copied file to Px_data0203.df1.

Leave the renamed copy in the Data folder in Phoenix. The data folder will therefore contain the
current live datafile Px_data.df1 as well as the renamed copy, Px_data0203.df1.

To access your old datafile at any time in when in Phoenix, go to the main menu. Click on the File
menu. Select Datafile manager.

In the Datafile Manager window, —
highlight the file Px_data0203.df1, and click ﬁcu_r::mfait:iim\pmX\Dawxqu — » t ”
Make current. This will open your 02/03 - : il

datafile for you OnIy, and this session only. ﬁ::::simic,,,s\phw,iX\Dm\px_nm df /lﬁl Set as default ”
You will now have access to all attendance System defoult : /
reports and stat|st|cs for 02/03 ’::C:.\IHZ?I‘ljctatf..lwons\PhoemK\Data\Px_Data dii I/ El Set as default ”
e vame Ny 4
{Restored Dotafile} =

Hew datafile
’7 Create new datafile |

hange Location

Change location

Revert to default data folder |
Load Sustem default datafile |

Return to Main Menu |

Do NOT click on the Set as Default
buttons.

Remember you are now in last year’s
datafile so please do NOT enter new data
by mistake. When you close Phoenix and
log back on, Phoenix will revert to your
current live datafile.

. Px0203_Datg.dfl
Fx_Dota.dfi 15,620
School1Px_Data,df1 9,850

Looking in: C:\Applications %Phoeniz: \Data'
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11.The Annual Update Process for Primary Sector Schools
(Other schools, go to section 12)

Backup Phoenix before proceeding.
Logon as Admin

Go to System Manager > Annual Update.

Ensure there is a tick in Transfer Year
Groups have been set up. If there is

not. Location of current datafile
- CH ECK LlST C:hAPPLICATIONS SPHOEN I DAT ANCORY OF FIRET AND
JUMIOR: THG.DF1
Eefore carrying out the procedures
a. CheCk that ALL NeW Intake opposite in the arder listed you must
i make sure this check 11t is complete.
Categorles have a Year Group on &l DRI BEs —_—— a Select aptions for the changeaver
i W] \DFEIGTT ) Wi W) WRIEkE Wy FETEmY] W Clear New pupil’ indicators
Entry Set' (SeCtlon 3) Check this box when you have made 8 back-up of your p Delete system log records
data, (its location is shewn on the right). o e e
year groups
b. Check Current Year Groups have - A1l Aupile hote new olasese
03/04 Year Groups Set (Sect|on 2) Click this button ta display 3 Tist of pupils who have
* not been assigned a new class
. . Show unassigned pupils | Select New Intake Categoriss |
T|Ck Dataﬂle has been backed up These will have to be allocated manually lster
Click this button to amend class sTlocation for next 35
recently' year (03/04) J Click below to start the new year

¥ Transfer year groups have been setup
These must be completely setup before proceeding.  »» Changem"er to 03/04 |

Close |

Tick All pupils have new Classes.

Tick Clear new pupil indicators.

Tick Delete System log records.
If a printout is required, go to System Management > Data Management > System Log > Find Log
Entries > Print records.

Tick Combine Leavers year Groups if you wish to merge last years Term1,2 and 3 leaving groups
into one yearly leaving group for 02/03.

Click Select New Intake Categories. pelect Now Intake Cateyoris 1o promote during the Arnel Updole__

Ci

Mame Admizzio

Highlight ONLY the categories containing pupils who are to
be enrolled in September.

Click Continue.

Hold dovwn the Ctrl key to select more than one Tine.

CI|Ck Changeover tO 03/04 Select all| By Adm Datel Cancel

Enter a default leaving date for new leavers. (21/7/03)

Enter the Default start and end dates for next year’s classes. (1/9/03 — 31/8/04).

Enter the Start and end of term dates for the new academic year. (1/9/03 to 19/12/03)
(5/1/04 to  2/4/04)
(19/4/04 to 10/7/04)

Please Go to Section 13
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12.The Annual Update Process Middle and High Schools

If Using The Attendance Module, wait until the End Of Term before pressing Start New
Curriculum.

Backup Phoenix before
. Location of current datafile
proceedlng- CHECK LIST © \PHOENIXYDAT &R _DAT 4 DF 1

Before carrying out the procedures

H Specify in which stage ¥Gs are promoted
Logon as Admln oppasite in the order listed you must : :

make sure this check list is complete.

Stage |
¥ Datafile has been backed up recently ¥ Clear New pupil’ indisatars
Go to System Manager > Annual g S S o 7 Detete syston oq records
data, (its location is shown on the right). p L A ——
L v STU0eNnts NaYe new Tarms
Update = 411 students h fi
Click this button to display a list of students who
have not been assigned & new form. Start 03704 Curriculum on 22 OF 2003 |
Ensure there is a tick in Transfer Year Show unessigned students Start new ouriculum |
Grou ps have been set up If there iS These will have to be allocated manually later.
. Click this butten to amend form allocation for next x>
nOt.- year (03/04). J Stage 2

V¥ Transfer year groups have been setup |

These must be completely setup before proceeding, >» STart ey el EElEmEs

a. check ALL New Intake categories
have a Year Group on Entry set. Close
(Section 3)

b. Check Current Year Groups have 03/04 Year Groups set. (Section 2)

Tick Datafile has been backed up recently.

Tick All pupils have new Classes.

Tick Clear new pupil indicators.

Tick Delete System log records.

If a printout is required, go to System Management > Data Management > System Log > Find Log

Entries > Print records.

Tick Combine Leavers year Groups if you wish to merge last years Term1,2 and 3 leaving groups
into one yearly leaving group for 02/03.

Select Specify in which Stage YGs are promoted.

Promote during Stage 1.

When selecting New Intake categories, T S rmerg ey v swe |
H H Code Narne Wear Group  Stage 1 Stage 2
chose only those containing pupils to be S ; | |
enrolled this September_ SEP035  Septenber 03 ¥5 Int 5 7] (|
SEPT04  September 04 Intake 4 - -
7 Year T Lvozo3 72 [}
Do not import Pupil transfer files received S ! -
from feeder schools between now and the 1 vear 4 5 For
completion of Stage 2
- MOTICE -
Click Close. s o yod it
make sure that all
Heasare prameted
Click Start New Curriculum on 20 07 03 during th sams stge
ONLY if your school has purchased the - -
oEe

Phoenix Staff absence module as an
additional package. (Not NCC supplied)
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STOP! AT END OF TERM:-

Click Start New Curriculum.

Enter a default leaving date for new leavers. (21/7/03)

Enter the Default start and end dates for next year’s classes. (1/9/03 — 31/8/04).

Click Start new school calendar.

Enter the Start and end of term dates for the new academic year. (1/9/03 to 19/12/03)

(5/1/04 to  2/4/04)
(19/4/04 to 10/7/04)
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13. Additional notes following the Annual Update.

e Edit the calendar to include half term and training dates as closures or IS (training)
days. Go to Attendance Data>School calendar & diary.

e The Annual Update will create new leaving categories for each term in the new
academic year. If you prefer one annual leavers category, delete the termly categories
and create a new yearly category. Go to Pupil Groups>Leavers’ Categories.

e Check and edit if necessary, sort orders for Classes, Leavers year groups and New
Intake categories. Go to Pupil Groups> Classes (or Leavers or New Intake categories)
>Change sort order.

e If you have transfer pupils to import, do so now. (helpsheet available at
http://ictsolutions.norfolk.gov.uk/phoenix/phoenixmain.asp)

e UPN’s. Phoenix automatically assigns a temporary UPN to a new pupil record. A
temporary UPN will always end in a letter (e.g. C93623440002A ).
Pupils manually entered in New Intake, for example Nursery or Reception children who
had no previous UPN, will now need to have their temporary UPN’s changed to
permanent UPN’s.
Permanent UPN'’s are created after the Roll Over in order that they contain the correct
year of entry (03) (e.g. Q936234400003).

The easiest way to assign permanent UPN’s is in Quick Edit.

From the Phoenix Main Menu, go to Pupil records > Quick Edit > UPN. Select
Current Pupils. Right click on the button Actions and select All temporary UPN’s.

You should have no Current Pupils (other than Reception Children) with temporary
UPN’s. If you have, you may need to contact the feeder school of any pupil with a
temporary UPN. The feeder school should assign the pupil a permanent UPN, and then
notify you of this number.

If you have any problems, contact the Management Information Centre on

01603 222352

¢ Archive leaving Staff and assign new staff.
e At this point, if everything is to your satisfaction, please backup Phoenix.

¢ Finally, Go to System Management>Data Management>Data Validation and tick the
following boxes:-

In Recalculate totals, select Year Groups & Categories and Classes.

In Validate Parent & Pupil Data, select Class sort orders and Year sort orders.
Scroll down and select Check for duplicate roll numbers.

Then click Validate Data.

This will ensure class totals are accurate following the update.

The helpline number is 0845 3033003.

The ICT Web site is http://ictsolutions.norfolk.gov.uk

We are always pleased to take a call from you.
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	The above processes, are explained in greater detail in the following pages.
	
	Do not import Pupil transfer files received from feeder schools between now and the completion of Stage 2







