Stage 1 — Assign correct settings and assessment years for pupils in summer 2025 CBHJ

For the Integris Administrator

IMPORTANT NOTE! This Stage 1 is repeated across all the Year groups for data collections and only must be
completed ONCE!

It should be used again for any NEW pupil joining your school during the summer term after these instructions
have been completed for all the children.

Year Reception:

1. Go to Administration > Speed Edit > under Area, select Current Key Stage > click Find > for Year Group select
Reception > click Find > click Select and say Yes to the prompt to select all the pupils listed > ensure that all the
pupils have a value of EYF (if not, edit them appropriately i.e. select EYF in the new value box (bottom left); click
Select ALL to select all the pupils or select pupils where necessary; click Apply Changes (which marks the records
for modification); click Save .

2. Keeping the Year R pupils on screen as your ‘browse set’, change the Area option to Key Stage EYF Year > ensure
that all the pupils have a value of 2025 and edit appropriately if required (i.e. select 2025 as new value; click
Select ALL to select all the pupils; click Apply Changes; click Save).

3. Again, keeping the Year R pupils as your ‘browse set’, change the Area option to Key Stage EYF End of Statutory
Assessment > ensure that all the pupils have a value of Yes > edit appropriately if required (i.e. tick new value
box; click Select ALL to select all the pupils; click Apply Changes; click Save).

4. Again, keeping the Year R pupils as your ‘browse set’, change the Area option to Key Stage EYF Tests Taken at
Another School > ensure that all the pupils have a value of No > edit appropriately if required (i.e. leave new
value box unticked; click Select ALL to select all the pupils; click Apply Changes; click Save).

5. Continue with the following year groups at this point or click Exit to continue later.

Year 1 Phonics

1. Within Speed Edit > under Area, select Current Key Stage > click Find > for Year Group select Year 1 > click Find >
click Select and say Yes to the prompt to select all the pupils listed > ensure that all the pupils have a value of KS1
(if not, edit them appropriately i.e. select KS1 in the new value box (bottom left); click Select ALL to select all the
pupils or select pupils where necessary; click Apply Changes (which marks the records for modification); click
Save .

2. Keeping the Year 1 pupils as your ‘browse set’, change the Area option to Key Stage 1 Year > ensure that all the
pupils have a value of 2025 > edit appropriately if required (note: you cannot change a year value back to a blank
value!)

3. Keeping the Year 1 pupils as your ‘browse set’, change the Area option to Phonics Check Year > ensure that all
the pupils have a value of 2025 and edit appropriately (i.e. select new value box as 2025; click Select ALL to select
all the pupils or select as appropriate; click Apply Changes; click Save and click Yes to any prompts).

4. Keeping the Year 1 pupils as your ‘browse set’, change the Area option to Phonics Check taken at another School
> ensure that all the pupils have a value of No and edit appropriately (i.e. leave the New Value box unticked; click

Select ALL to select all the pupils; click Apply Changes; click Save and click Yes to any prompts).

5. Again, keeping the Year 1 pupils as your ‘browse set’, change the Area option to NC Year > check that all the
pupils have a value of 1 (unless the child is held back in YR or advanced into Y2 > edit appropriately if required

6. Continue with the following year groups at this point or click Exit to continue later.
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Year 2 — (no KS1 data collection for this year group — for internal recording only)

1. Within Speed Edit > under Area, select Current Key Stage > click Find > for Year Group select Year 2 > click Find >
click Select and say Yes to the prompt to select all the pupils listed > ensure that all the pupils have a value of KS1
(if not, edit them appropriately i.e. select KS1 in the new value box (bottom left); click Select ALL to select all the
pupils or select pupils where necessary; click Apply Changes (which marks the records for modification); click
Save .

2. Keeping the Year 2 pupils as your ‘browse set’, change the Area option to Key Stage 1 Year > ensure that all the
pupils have a value of 2025 and edit appropriately (i.e. select new value box as 2025; click Select ALL to select all
the pupils or select as appropriate; click Apply Changes; click Save and click Yes to any prompts).

3. Keeping the Year 2 pupils as your ‘browse set’, change the Area option to Key Stage 1 End of statutory
assessment> ensure that all the pupils have a value of Yes > edit appropriately if required (i.e. click to tick the
New Value box; click Select ALL to select all the pupils; click Apply Changes; click Save and click Yes to any
prompts).

4. Keeping the Year 2 pupils as your ‘browse set’, change the Area option to KS1 Tests taken at another School >
ensure that all the pupils have a value of No and edit appropriately (i.e. leave the New Value box unticked; click
Select ALL to select all the pupils; click Apply Changes; click Save and click Yes to any prompts).

5. Again, keeping the Year 2 pupils as your ‘browse set’, change the Area option to NC Year > check that all the
pupils have a value of 2 (unless the child is held back in year 1 or advanced into Y3) > edit appropriately if
required

6. Continue with the following year groups at this point or click Exit to continue later.

Year 3 (note: no summer data collection for this year group)

1. Within Speed Edit > under Area, select Current Key Stage > click Find > for Year Group select Year 3 > click Find >
click Select and say Yes to the prompt to select all the pupils listed > ensure that all the pupils have a value of KS2
(if not, edit them appropriately i.e. select KS2 in the new value box (bottom left); click Select ALL to select all the
pupils or select pupils where necessary; click Apply Changes (which marks the records for modification); click
Save .

2. Keeping the Year 3 pupils as your ‘browse set’, change the Area option to Key Stage 1 Year > check that these
pupils have a value of 2023 and edit appropriately (note: these children should already show a 2023 value as they
were part of last year’s KS1 cohort — where a pupil is new to the school or held back a year, the value may show as
a blank.

For a new pupil to the school > assign year 2023 and continue with remaining steps

(i.e. select new value box as 2023; click Select ALL to select all the pupils or select as appropriate; click Apply
Changes; click Save and click Yes to any prompts).

For a Year 3 pupil held back and is being included in KS1 assessments this year > assign year 2025

3. Keeping the Year 3 pupils as your ‘browse set’, change the Area option to Key Stage 1 End of statutory
assessment> ensure that all the pupils have a value of Yes > edit appropriately if required (i.e. click to tick the
New Value box; click Select ALL to select all the pupils; click Apply Changes; click Save and click Yes to any
prompts).

4. Keeping the Year 3 pupils as your ‘browse set’, change the Area option to KS1 Tests taken at another School >
these pupils should have a value of No and edit appropriately (i.e. leave the New Value box unticked; click Select
ALL to select all the pupils; click Apply Changes; click Save and click Yes to any prompts).
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For a new pupil to the school > assign Yes as they would have been assessed at their previous school

5. Again, keeping the Year 3 pupils as your ‘browse set’, change the Area option to NC Year > check that all the
pupils have a value of 3 (unless the child is held back in year 2 or advanced into Y4 > edit appropriately if required

For any new pupils in Year 3, you need to check GIAP for any missing key stage data and import into Integris.
These steps are covered in LiteBite30 — Import KS Data into Integris available on Summer Assessments 2025
homepage and Integris Home/LiteBites menu on www.cbict.org.uk

6. Continue with the following year groups at this point or click Exit to continue later.

Year 4 (note: no summer data collection for this year group)

1. Within Speed Edit > under Area, select Current Key Stage > click Find > for Year Group select Year 4 > click Find >
click Select and say Yes to the prompt to select all the pupils listed > ensure that all the pupils have a value of KS2
(if not, edit them appropriately i.e. select KS2 in the new value box (bottom left); click Select ALL to select all the
pupils or select pupils where necessary; click Apply Changes (which marks the records for modification); click
Save .

2. Keeping the Year 4 pupils as your ‘browse set’, change the Area option to Key Stage 1 Year > ensure that all the
pupils have a value of 2022 and edit appropriately (i.e. select new value box as 2022; select pupils with blanks as
appropriate; click Apply Changes; click Save and click Yes to any prompts).

3. Keeping the Year 4 pupils as your ‘browse set’, change the Area option to Key Stage 1 End of statutory
assessment> ensure that all the pupils have a value of Yes > edit appropriately if required for pupils with blanks
(i.e. click to tick the New Value box; select pupils as appropriate; click Apply Changes; click Save and click Yes to
any prompts).

4. Keeping the Year 4 pupils as your ‘browse set’, change the Area option to Key Stage 2 Year > ensure that all the
pupils have a value of 2025 and edit appropriately (i.e. select new value box as 2025; click Select ALL to select all
the pupils or select as appropriate; click Apply Changes; click Save and click Yes to any prompts).

5. Keeping the Year 4 pupils as your ‘browse set’, change the Area option to Key Stage 2 End of statutory
assessment> ensure that all the pupils have a value of Yes > edit appropriately if required (i.e. click to tick the
New Value box; click Select ALL to select all the pupils; click Apply Changes; click Save and click Yes to any
prompts).

6. Continue with the following year groups (if relevant) at this point or click Exit to continue later or click Exit to
Finish.

Year 5 (note: no summer data collection for this year group)

1. Within Speed Edit > under Area, select Current Key Stage > click Find > for Year Group select Year 5 > click Find >
click Select and say Yes to the prompt to select all the pupils listed > ensure that all the pupils have a value of KS2
(if not, edit them appropriately i.e. select KS2 in the new value box (bottom left); click Select ALL to select all the
pupils or select pupils where necessary; click Apply Changes (which marks the records for modification); click
Save .

2. Keeping the Year 5 pupils as your ‘browse set’, change the Area option to Key Stage 1 Year > ensure that all the
pupils have a value of 2021 and edit appropriately for pupils with blanks (i.e. select new value box as 2021; select
pupils as appropriate; click Apply Changes; click Save and click Yes to any prompts).
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3. Keeping the Year 5 pupils as your ‘browse set’, change the Area option to Key Stage 1 End of statutory
assessment> ensure that all the pupils have a value of Yes > edit appropriately for pupils with blanks if required
(i.e. click to tick the New Value box; select pupils as appropriate; click Apply Changes; click Save and click Yes to
any prompts).

4. Continue with the following year group (if relevant) at this point or click Exit to continue later or to finish.

Year 6 (KS2 SATS cohort)

1. Within Speed Edit > under Area, select Current Key Stage > click Find > for Year Group select Year 6 > click Find >
click Select and say Yes to the prompt to select all the pupils listed > ensure that all the pupils have a value of KS2
(if not, edit them appropriately i.e. select KS2 in the new value box (bottom left); click Select ALL to select all the
pupils or select pupils where necessary; click Apply Changes (which marks the records for modification); click
Save .

2. Keeping the Year 6 pupils as your ‘browse set’, change the Area option to Key Stage 1 Year > ensure that all the
pupils have a value of 2021 and edit appropriately for pupils with blanks (i.e. select new value box as 2021; select
pupils as appropriate; click Apply Changes; click Save and click Yes to any prompts).

NOTE: current Year 6 pupils will would have been expected to have KS1 outcomes recorded in 2021. Due to
Covid, assessments in 2021 were cancelled and therefore no KS1 TA data will be present for 2021.
For a new Y6 pupil to the school > assign year 2021 if blank and continue with remaining steps

3. Keeping the Year 6 pupils as your ‘browse set’, change the Area option to Key Stage 1 End of statutory
assessment> ensure that all the pupils have a value of Yes > edit appropriately for pupils with blanks if required
(as per note above — they should already have a value of yes except for any new pupils )
(i.e. click to tick the New Value box; select pupils as appropriate; click Apply Changes; click Save and click Yes to
any prompts).

4. Keeping the Year 6 pupils as your ‘browse set’, change the Area option to Key Stage 2 Year > ensure that all the
pupils have a value of 2025 and edit appropriately (i.e. select new value box as 2025; click Select ALL to select all
the pupils or select as appropriate; click Apply Changes; click Save and click Yes to any prompts).

5. Keeping the Year 6 pupils as your ‘browse set’, change the Area option to Key Stage 2 End of statutory
assessment> ensure that all the pupils have a value of Yes > edit appropriately if required (i.e. click to tick the
New Value box; click Select ALL to select all the pupils; click Apply Changes; click Save and click Yes to any
prompts).

6. Keeping the Year 6 pupils as your ‘browse set’, change the Area option to KS2 Tests taken at another School >
ensure that all the pupils have a value of No and edit appropriately (i.e. leave the New Value box unticked; click
Select ALL to select all the pupils; click Apply Changes; click Save and click Yes to any prompts).

7. Again, keeping the Year 6 pupils as your ‘browse set’, change the Area option to NC Year > check that all the
pupils have a value of 6 (unless the child is held back in year 5 or advanced into Y7 > edit appropriately if required

o

Finally click Exit.

Please note: To obtain any missing KS data for any pupil(s), follow steps covered in LiteBite30 — Import KS Data into
Integris available on Summer Assessments 2025 homepage and Integris Home/LiteBites menu on www.cbict.org.uk
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