
CAREERS WALES – PUPIL INFORMATION FILE. 

A. Importing into SIMS: 

 
1. Download the CAREERS WALES TEMPLATE.RptDef report definition and save to an 

appropriate local or shared drive. (c:\) 

2. Import the CAREERS WALES TEMPLATE.RptDef report definition into your school’s SIMS 

system. 

Follow route  Report / Import: 

 

The following window will appear: 

 

Navigate to the folder in which your report definition was saved and click Open 



The following window will appear: 

 

Click on Import  

The following window will appear with the correct status = Imported. 

 

Click on Close to finish. 



B. Generating the Report File: 

Follow route Reports / Run Report: 

 

E.g. the following window will appear: 

 

Click on + to expand the Focus folder. 

Then click on the Student folder and scroll down and highlight the CAREERS WALES TEMPLATE 

report. 

 

Double mouse click on this report  



The following window will appear: 

Please click on ‘Select All’ to prepare the report for all year groups.  

 

Click on OK to proceed. 

The report will now open in EXCEL.  If you receive the following message, then click on Enable 

Content. 

 

 



E.g.  (WARNING!!!- please DO NOT PRINT this file.  Also SAVE IN A SECURE LOCATION as it contains 

personal information.  You may wish to consider deleting this file once uploaded onto Careers 

Wales.) 

 

Click on FILE and SAVE AS and the following window will appear: 

 

Please name your file as follows:  LEA Number + School Number E.g.  6614321 

C. Upload your file onto the Careers Wales secure site. 

 


