Appendix 2
[bookmark: _GoBack]Contact List Report Instructions for Shropshire Youth IAG in SIMS
Download attachment “Contact List for Shropshire Youth IAG.RptDef.RptDef and save in C:\Program Files (x86)\SIMS\SIMS .net




Open Sims
· Go to Report(s) | Import 
· Click on Open  
· Select “Contact List for Shropshire Youth IAG.RptDef”  
· Click Open 
· Select Import

After report is imported 
· Go to Reports | Run | Focus | Student
· Highlight “Contact List for Shropshire Youth IAG” and double click to run the report
· Accept Parameters ie On Roll and Year 11
· Click OK

The report is filtered to display the Contact information for on roll Year 11 students.

Save the Report as
· 893XXXX_893LLLL_SYIAG (XXXX = school DfE number) to a suitable location on your computer

Upload Report
· Please upload the report via S2S as a Generic File in the usual way.
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FormContact List for Shropshire Youth IAG.doc

03 August 2010


«Parental_addressee»


«AddressBlock»


Dear «Parental_Salutation»


«Name»


A behaviour review for «Forename» has been arranged as we are concerned about recent conduct.



The date has been arranged for the review to take place. We very much hope you will be able to attend.  



You are therefore invited to attend the meeting on «Review_Date» at «Review_Start_Time» here at the school.  Please report to Reception.



Should you be unable to attend but wish to contribute to the meeting please provide feedback for the review prior to «Review_Date».   



If you wish to discuss any issues before the review please do not hesitate to contact me.



Yours sincerely



«Meeting_Organiser»


Meeting Organiser






