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Introdu ction

This booklet is a quick guide to using your KS3 Professional software
and will take you through all the basics. A detailed user guide can be
downloaded from our website (www.skillsfactory.com).

How can KS3 Profess ional help you?

You are about to use an award winning planning and record keeping
software package designed to save you hours of time every week. You
can create lesson plans and schemes of work in minutes and all of
your assessments are organised for you automatically!

The KS3 Professional Series is not just a planning tool. It automatically
tracks student attainment and progress; it monitors your curriculum
coverage; it highlights objectives still to be planned for and to be
revisited. It’s like an office assistant for subject teachers and heads of
department.

What should you do first?

Just put the disc into your CD drive. After a few seconds an installation
screen will appear. Click on the relevant option for you to install your
software and follow the instructions. If you do not have your licence
details just click Continue when you are asked for them.

To give you an overview of the
system watch the tutorial videos
accessed from the advice centre.
You need the CD in your drive to
watch these or you can install
them onto you computer’s internal
drive from the installation screen.
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Quick planning

Once you've installed your software you can start to plan straight away.
Don't worry about the other features just yet; we'll come to those later.

First we'll go through an example topic to show you how the process
works. Later you can follow the same steps to create your own topic.

TIP: Sample data is incorporated for illustration purposes. If you want
to remove the sample data you can delete the sample class in the
Classes and Students window.

1. Open the Planning Calendar by clicking on the Planning button
and select the demo class.

2. Double click on a topic in the
Demo class  row. This will
start the Topic Writer.
(When creating your own
topic double click on the date
that you want to teach your
topic).

3. Here you can see the topic
title, notes, dates and
number of lessons. Click on
Next.

4. On the Objectives tab you can see the objectives that this topic will
focus on. You can add and remove objectives here. Click on the
Add button and select some more objectives. In the objective
selector window expand your topic and curriculum categories by
clicking on the “+” sign. When you reach the top category, select
some objectives from the list and click OK (see note).
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5. Click Next and you can see
the topic short term plan.
Click on a cell and then click
on the cloud button, select
an objective, activity or
outcome to stamp into the
current cell. You can also
enter your own text or “copy
and paste” it from another
document

6. Click on the Resource button to view the resources for this topic.
Add your own resources (e.g. worksheet files or web link) and click
OK. Click on the Plan Style button to modify the look of your plan.

7. Click on Save & Finish to complete your topic and stamp it onto
the Planning Calendar.

NOTE: After selecting objectives from the English or Maths Strategies
click on the Suggest a plan button (requires an Internet connection).

Don't worry if your plan doesn't look quite right - the planning grid/style,
duration and lessons are all customisable.

Resources for your top ic

As you have seen, you can add resources
to your topics. These can be any kind of
file (e.g. Word document, spreadsheet), a
web url or reference to a resource in
school (e.g. a course book). These
resources will remain with your topic even
when stored on the Online Resource Bank
(ORB – see page 8) or transferred to
another computer.
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Customising your planning

Planning styles are set up for your
convenience. However, you can customise
your planning and define default settings of
your own if you wish. Select Options from
the File menu and click on the Topic
defaults tab. To change plan styles on an
ad-hoc basis just click on the Plan styles
button when in your short term planning
grid.

Differentiation

You can differentiate within a topic if you like by adding columns for
different groups. If you prefer you could create a whole new group to
plan against in the Classes and Children window.

Re-using, moving and copying p lanning

It's really simple to re-use, move and copy planning around the system
- just drag ‘n' drop it on the calendar. If you're starting a new topic and
want to re-use an existing one select the Re-use topic option when you
start the Topic Writer.
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Sett ing up classes and students

You don't have to set up classes as sample classes are already set up
for you (Year 7, Year 8, Year 9). If you want to set up your own year
groups, classes and ability groups then you can do all of this in the
Classes and Students window. Rename existing groups by selecting
the group to rename and clicking on it again - the text will then become
“active” allowing you to type inthe name you want. To add your own
groups, click on the group to add to and click on the Add a new group
button.

Adding students and student data

To add new students, select the appropriate class and click on the Add
a new student button. Default data fields that hold information about
your students are already set up for you. You can customise the fields
to store whatever data you want. Select Options from the File menu
and select the Student details tab.

Importing student details

You can import students and all of their details from any other
Windows system (e.g. SIMs) using the Import student data option.
Just copy the data to the Windows clipboard then select Import
student data from the File menu. Select the class to add the student
data to and click on
the Paste button.

NOTE: To import details other than the default data that is set up, you
would have to create all the relevant fields first.
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Assess ment and target setting

Curr iculum and Coverage window

In here you can review the coverage of objectives for any curriculum
and any class. You can also see which objectives have already been
planned for and any that a class are struggling with will be highlighted
in red for you.

In the Curriculum and Coverage
window expand your curriculum
categories (click on the “+” sign)
and select the category
appearing at the top of the fully
expanded tree. Objectives in
BOLD are key objectives;
objectives with a red dot beneath
them are not yet planned for in a
topic; objectives in red indicate
that the class are struggling with them.

Objective portfolios

Double click on an objective to open its portfolio. In here you can edit
the objective, make it assessable (i.e. make it a key objective), see
what topics contain this objective and who's attained it. You can also
view, edit and add to the activities, outcomes and notes – all of which
can be selected from the cloud button when planning.

Student attainment

Setting attainment is easy. Once a topic has been taught just re-open it
and click on the attainment tab and set the attainment for each
objective as appropriate.
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Target sett ing

Targets and levels can be
stored in student portfolios
and displayed on the student
register screen. When you
have set attainment you can
then look on the Class
register screen and Class
attainment summary (Classes and student window) to view student
and class progress. For a more detailed look at your students, click on
the student to open the student portfolio. Use the 4 filters in the student
attainment tab or look at the automatically generated learning curve.

Networks, saving and p rinting

Transferr ing Work - Home/School Manager

Transferring your work is made simple with the Home/School Manager.
Select Transfer my work
from the File menu. This
starts the Home/Schoo l
Manager where a wizard will
guide you through creating
and loading your transfer
files to update your systems.
You can save these files to
floppy or attach them to an
email if you like.
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Online Resource Bank (ORB)

The Online Resource Bank is a secure website that you can use to
store and transfer topics. You have access to your own ORB account
area and a public area that contains lots of topics to cover the
strategies for teaching Maths and English.

Printing d ata

There is an easy-to-use print centre that offers many reports to print
out your work and other data. There's no need to set anything up. Click
on the Print button from any
window to open the Print
Centre and follow the
instructions. If you want to
change the format of a report
you can export it to a Windows
application (e.g. Word or
Excel). Click on the envelope
icon in the print preview
screen.

TIP: When exporting reports the Rich Text (Exact) format offers the
best results.
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Sharing your work on the network

If you want to use a shared planning file over a network so that you can
see all of your department's planning together it's easy:

1. Install the software as normal on each client PC.
2. Copy a Myplanning.?c4 (where “?” = m, e, I or s) file from a client

PC to the shared location (e.g. the server – see note).
3. Select Options from the File menu and click on the locations tab.
4. Click on the browse button and navigate to the planning file on the

server.

NOTE: users need to have read and write access to the
Myplanning.?c4 file in use and the local.sfd file on the client PC.

Standard file locations are:
C:\Program Files\The Skills Factory\<product name> Complete 4.2\local.sfd
C:\Program Files\The Skills Factory\<product name> Complete 4.2\Planning\Myplanning.?c4

Back ing up  your work

Don't forget to make regular backups of your work. This is made easy
using the Manage my backups option from the File menu. To perform
a manual backup copy the Myplanning.cc4 file. A convenient backup of
your topic and/or student data can be performed using the
Home/School Manager.

Gett ing the most out of your software

This user guide is designed to provide an overview of what the system
can do and to get you started. For more help and advice visit our
support center at http://www.skillsfactory.com/support where you can
download a full user guide, browse other support information or send
us a support email.

We're always keen to receive your feedback and suggestions so
please send an email to us at info@skillsfactory.com.


