
 

 

 

 

Setting up a new member of staff as a 
SIMS user 

 
When adding a new person into SIMS it is advisable to consider the type of role, 
function or data responsibilities they will be required to undertake before entering their 
details as you will need to set permissions appropriate to their role in school. 

Permissions required 

Users who are members of one or more of the following System Manager User Groups, 
School Administrator, Senior Management Team, Personnel Officer, Personnel 
Assistant, Personnel Events Officer have the permissions required to carry out all the 
functions in this document. 

Adding a new member of staff to SIMS 

When a new member of staff joins the school, you need to record them in personnel 
before creating a SIMS account. 

1. Select Focus | Person |Staff to display the Employee Details browser. Click 
New to open the basic details page.  

 

 

 



2. Complete all sections as appropriate. Completing the Basic Details in Panel 1 is the 
minimum requirement. Additional information can be added at a later date including 
professional details as required. 

 
3. Select the Employment Details panel. In Panel 1 Employment Dates click New 

and enter the appropriate date. Additional information, including contract 
information can be added at a later date as required.  

 

4. Click Save.  

 

 



Making a new member of staff a user of SIMS 

Select Focus | System Manager | Manage Users to open the find classroom staff 
browse. Click New. 

1. This opens the Find user browse. Enter the surname, forename and gender for 
the new member of staff. Click continue. 

 
2. SIMS will initiate the matching wizard and will identify matched staff. If the 

system cannot match the member of staff with the personnel record it will skip 
this step and go straight into creating a standalone user. Select the member of 
staff from the displayed list. Click Open. 

 
3. Change the user name to the standard format for your school as required. 



 
4. You will notice the account is now active. Make a note of the username and 

password. At this stage you are able to change the username however the 
password is system generated and cannot be changed until the user logs into 
SIMS. These will need to be passed onto the new member of staff.  

5. You will need to add permissions to the member of staffs account to allow them 
to access different areas within the SIMS data base. Until permissions are 
allocated, they will only see a blank screen when they log on. (Note there is a 
downloaded Permission Spreadsheet available from the documentation centre) 

6. To add permissions to the member of staff, go to Panel 3 Groups, Click the 
+Add 

 
 

 



7. Select which permission group(s) you want to add to the member of staff from 
the available list.  

 
8. Click Save. 


