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Thank you for using the NFER Tests Analysis Tool. This booklet provides guidance on how to use the 

system. 

The Tests Analysis Tool is an online tool which has been designed to allow schools to capture and 

analyse results from the NFER Tests for Year 1 to Year 6 pupils.  

Pupils details can be uploaded by excel sheet and manually updated, added to or deleted. Their test 

results can be added either at question level or by entering the total raw score. By entering the item or 

test scores the system will calculate the standardised scores, age-standardised scores and age-

related expectations as appropriate for the test. Reports can then be viewed to analyse the progress 

and attainment of pupils across the class, year group and school. 

This tool replaces the Question Level excel sheets and Progress Monitoring Tool previously available 

to Year 3-5 tests. 

NFER will communicate with users when future releases are upcoming and available for use. 
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Pupil Data Form Codes Required 

 

SEN status: list of codes required 

Codes required Description of codes 

N No Special Educational Need 

K SEN Support 

E Education, Health and Care Plan 

 

Ethnicity: list of codes required 

Codes 

required 
Description of codes 

Codes 

required 
Description of codes 

WBRI White – British APKN Asian or Asian British – Pakistani 

WIRI White – Irish ABAN Asian or Asian British – Bangladeshi 

WIRT White - Traveller of Irish Heritage AOTH Any Other Asian Background 

WOTH Any Other White Background BCRB Black or Black British - Black Caribbean 

WROM White - Gypsy / Roma BAFR Black or Black British - Black - African 

MWBC 
Mixed / Dual Background - White 

and Black Caribbean 
BOTH 

Black or Black British - Any Other Black 

Background 

MWBA 
Mixed / Dual Background - White 

and Black African 
CHNE Chinese 

MWAS 
Mixed / Dual Background - White 

and Asian 
OOTH 

Any Other Ethnic Group - Any Other Ethnic 

Group 

MOTH 
Mixed / Dual Background - Any 

Other Mixed Background 
REFU Refused 

AIND Asian or Asian British – Indian NOBT Information Not Yet Obtained 

Column 

heading 

Code 

required 
Additional notes 

UPN   

Forename   

Surname   

DOB DD/MM/YYYY For example, enter date of birth as 11/07/2005 

Gender M, F  

SEN N, K, E See table below for details about SEN codes required 

FSM Y, N If a pupil’s eligibility for free school meals is not known please leave blank 

Ethnicity  See table below for details about Ethnicity codes required 

Class  Class name or number of pupil 
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1 Accessing the tool 

1.1  Logging in to the NFER Tests Analysis system 

To access the NFER Test Analysis Tool system it is recommended that the Google Chrome 

browser is used on the Windows 8.1 or Windows 10 operating system as this gives the best 

performance. Internet Explorer11, Firefox or Edge may also be used.  

The system will not work on Windows Vista or Windows XP operating systems. 

The system can be accessed online at https://hub.nfer.ac.uk  

This will take you to the NFER Online Hub home page and you will be required to login by entering 

your school ID number, username and password into the relevant boxes and then press the ‘Log 

in’ button. 

 

 

 

 

 

 

 

The information you need to log in will have been sent to you in a letter. You will be required to 

change your password once you have logged in for the first time.  Passwords are case sensitive. 

They must have at least 9 characters, including a capital letter, a number and a special character. 

Passwords will need to be changed at a minimum of every 12 months. 

If you forget your password you will need to ask a School Admin user within your school account to 

reset this for you; similarly if you are locked out of the system due to a number of failed log in 

attempts, a School Admin user will be able to unlock your account by resetting your password. If 

you are the only School Admin user within your school account please contact NFER on the 

contact details in Section 8 and we will be able to reset your password for you. 

1.2 Permissions 

There are three different permission levels for users within the Tests Analysis Tool system. Each 

permission level allows the users to access different areas within the system. There is no 

maximum limit to the number of staff user accounts you can set up on the system. 

User Access Areas and Abilities 

School Admin 
This user can add, edit and delete staff members and reset 

staff passwords. They can manage the pupils, including 
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uploading, editing, adding and deleting pupil data. They will 

also be able to move them up a year at the start of the new 

academic year. School admin users are also able to 

manage the data relating to the pupils held by the test 

analysis system, in line with the requirements of the GDPR. 

Admin users will also be able to view results and generate 

reports based on test data entered into the system. 

They are not able to enter test results data but can 
import results 

Teacher 

This user can enter test results data into the system, they 

can also view results and generate reports. 

They will be able to see the account information in the 

administration section. 

They are not able to manage pupils, data, or staff 
accounts. 

School Admin/Teacher 
This user is a combination of the two users above and is 

able to access everything within the system. 

 

1.3 Home page 

The home page has three main areas, Administration, NFER and NFER Classroom tools.  

The administration section is where all pupil, staff and data management is carried out.  

All research and trial work is accessed through the NFER section.  

The NFER Classroom tools area is the home of all of our digital products including our NFER Tests 

Analysis Tool. 

Please refer to Section 2 for more details about what you are able to do in the Administration 

section, and Section 3 for more information about what you are able to do in the NFER Classroom 

tools section. 

As well as accessing the three afore-mentioned sections, the Home page also allows access to 

your personal administration settings. 

To access these click on your name which should appear in the upper right corner of the screen. 

This will open a drop down menu of options, as pictured below.  
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The first option available to you is ‘Home’. As this menu 

is accessible at all times this provides a quick link back 

to the NFER Online Hub home page from wherever you 

are on the system. 

The next option is ‘Support’. From here you will be able 

to access helpful guides and videos to help you use the 

system. 

Choose the ‘Change Your Password’ option and you 

will be taken to a new screen that allows you to change 

your password to something memorable for you. 

 

When you have finished using the NFER Tests Analysis Tool, click ‘Logout’ here to return to the 

sign in screen. 

Supplements for the Teacher Guides are available under the Supplements sections. 

1.4 Navigation 

Within the NFER Online Hub there are some features to support easy navigation. In the top left 

corner clicking on the NFER logo will take you back to the Home page. 

 

 

 

We also use breadcrumbs to support navigation. Throughout the NFER Tests Analysis Tool you 

will see the breadcrumbs at the top of the page, like this: 

 

The grey section on the end tells you where you currently are in the site and the blue sections 

show the areas you access previously to the current one. Each section of the row can be clicked 

on to return to that part of the tool. 

 

 

 



 

 

 

2 Administration 

2.1 Privacy statement 

Before any area of the system can be accessed, the main School Admin user must download and 

read the Privacy statement and indicate that they understand the terms of use by clicking the tick 

box. The Privacy statement can be access by clicking on the ‘Privacy Statement’ button, as 

pictured below. This can be found on the bottom right of the Administration screen. 

If any updates are made to the privacy statement we will communicate this to you and the new 

privacy statement will need to be acknowledged before the system can continue to be used. 

2.2 Manage staff 

2.2.1 Manage staff accounts 

 

Click on the ‘Manage staff’ button in the top left menu on the Administration home screen to open 

the Manage staff section home page. 

From here you are able to add, edit and delete staff as well as reset their passwords. 

 

2.2.1.1 Create staff 

To create a new staff account, click on the ‘Create New’ button at the top left of the screen. This 

will open a new page called Create Staff.  
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You will need to select the permission level by clicking on the relevant tick box. If you want to 

select the School Admin/Teacher permission level then both boxes will need to be ticked. 

Select the user’s title from the drop down menu and type the staff member’s forename and 

surname into the boxes. 

You will need to make sure the ‘Is active’ box is ticked for the user to be able to access the system 

once you have created their user account. 

Press ‘Create’ and a message will appear at the bottom of the screen to tell you the new account 

has successfully been created. A secure password will be automatically generated for the account. 

Remember to note down the login details provided within this message as you will need to give 

these to the new staff member in order for them to log in to their account. 

 

 

 

 

 

Press ‘Back’ at any point before you press ‘Create’ to go back to the manage staff accounts 

screen and cancel what you have been doing. 

2.2.1.2 Viewing staff user accounts 

From the Manage Staff main page you are able to see a list of all users set up within the school 

account including their permission level, how many times they have logged on and when they last 

logged on. 

You are able to change how many entries are shown on one screen by clicking on the drop down 

menu on the top left and selecting how many you wish to show. If your entries are listed across 
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more than one page, the page can be changed by pressing the ‘Next’ button on the bottom right of 

the screen. 

To search in your list of staff members you can use the search bar on the top right-hand side of the 

screen. Begin typing in the box and the list of staff members below will filter to match your search. 

You can also use the search bars found at the top of the list of names, here you can search 

specifically for first names, or surnames, by typing in the box above the column you wish to search 

in. 

A total number of user accounts can be seen in the bottom left of the screen. This will also tell you 

how many of the total users are currently on show out of the total number if you have filtered 

through a search. 

Each column can be sorted into alphabetical order by pressing the arrow symbol next to the 

column heading. 

Within the actions column there are a number of buttons you can click on for different 

administrative abilities. 

 Clicking on this button will take you to the reset password screen for that 

staff member. 

 Clicking on this button will take you to the edit staff details screen for that 

staff member. 

 

Clicking on this button will delete the staff member’s account. A warning 

message, as pictured below, will appear first asking you to confirm you wish 

to delete the staff member. 
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2.2.1.3 Reset password 

When the ‘Reset password’ button is clicked for any staff member the reset password screen will 

be opened. 

The staff member’s username will be prepopulated, as will a new default password in the password 

and confirmed password boxes. You do not need to enter a new password however this can be 

changed if you wish.  

If you wish to change the password to something specific delete the text in the password box and 

type in your new password, repeat for the confirmed password box. 

Once all fields are completed press the ‘Reset password’ button and a success message will 

appear to say that the staff member’s password has changed and it will confirm the new details. 

 

 

Press the ‘Back’ button at any point before pressing ‘Reset password’ to go back to the manage 

staff accounts screen without making any changes. 

Passwords are case sensitive. They must have at least 9 characters, including a capital letter, a 

number and a special character. Passwords will need to be changed at a minimum of every 12 

months. 

2.2.1.4 Edit staff details 

Click the ‘Edit user details’ button for any staff member to access the update staff details screen. 

From here you are able to change the permission level, name or active status of any staff member. 

Press the ‘Update’ button when you have made the required changes. A message will appear at 

the bottom on the screen saying ‘Success’ to confirm the details have been amended. 

Press the ‘Back’ button at any point before pressing ‘Update’ to go back to the manage staff 

accounts screen without making any changes. 

2.3 Manage pupils 

Click on the ‘Manage pupils’ button in the bottom left menu on the Administration home screen to 

open the Manage pupils section home page. 

From here you are able to upload pupils, view & edit pupils, move all pupils up a year and bulk 

update class names. 
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2.3.1 Uploading pupil data 

2.3.1.1 Downloading the templates for the Pupil Data Form spreadsheets 

To upload your pupil data it is recommended that you use our data templates to ensure you are 

providing the correct information for your pupils in a suitable format. 

Required data: Forename, Surname, Date of Birth, Gender, Class. 

Optional data: UPN, SEN, FSM, Ethnicity (will be used for reporting in future release). If SEN, FSM 

or Ethnicity are added to the system it is expected the school has the appropriate permissions to 

do so in accordance with GDPR. 

To access the templates click the ‘Upload Pupils’ button. This will be take you to a screen listing 

all year groups that data can be uploaded for. Press on the ‘Download template’ button for the 

year group you wish to provide data for. 

Save the template to a location of your choice on your computer.  

Tip: It would be useful to keep the file name as it appears as this identifies your school and the 

relevant year group. 

Open the excel template from the saved location on your computer. Enter or copy and paste your 

pupils’ data into the spreadsheet. A list of data required for each pupil is given on page 4 of this 

booklet. Check your data to ensure that the correct information has been entered into the correct 

column (e.g. forenames and surnames are in the correct columns).  

Tip: If you are using our template, simply leave the column headings unchanged.  

Once completed, save the changes you have made to the template. Repeat for each year group as 

necessary. 

2.3.1.2 Uploading your data to the NFER Tests Analysis Tool 

Return to the Upload pupils section of the Test Analysis Tool. In the column headed File press the 

‘Choose file’ button for the year group you wish to upload data for. This will open a browse 

window and you will need to find your saved file on your computer and select this. 
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You will see the file name will update to show the file you have selected. Check that this is the 

correct file for the year group you are uploading for. 

If you wish to change the file, press the ‘Choose file’ button again and search for the correct file 

you wish to upload. You will only be able to upload excel .xls and .xlsx files. 

Click ‘Upload’ to import the data from your file into the Tests Analysis Tool. 

2.3.1.2.1 Matching columns 

The system will now match the column headings in your file to the headings it is expecting to 

receive. You will be able to view and edit all the data you have uploaded on the next page. 

IMPORTANT: If your column headings do not match those expected, the cell will turn red as in the 

example below. Click on the drop down menu and select the matching header from the list that the 

system recognises. If there is a column in your spreadsheet that doesn’t match any of the headers 

in the drop down list, you can leave it blank. When you press ‘Save’ the column will not be 

imported, even if this is data that is required. 

Once you are happy with your columns click the ‘Save’ button.  

 

2.3.1.2.2 Editing your data 

Once you have pressed ‘Save’ you will be taken to a new screen that lists your pupil data in an 

editable format. 

Any cells that have missing data, or invalid data will be highlighted 

in yellow or red, as shown to the right: 

By hovering your mouse pointer over a highlighted cell, you will be 

able to see why the cell has been highlighted.  
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Below is a list of possible messages, what they mean and the action you need to take to resolve 

the issue. 

 

If you would like to completely remove a child’s name and data from the list, click the check box to 

the left of the child’s name in the delete column and then click the ‘Delete’ button. 

A window will open asking you to confirm the deletion before any data is removed. 

 

2.3.1.2.3 Saving and transferring your data 

Once you have finished editing your data press ‘Save’ to validate any changes. This will make any 

corrected data errors, or missing data that was highlighted, change to white. If any data remains 

invalid it will stay highlighted. 

You must save your data before you move on. 

Tip: If large numbers of edits need to be made to the pupil data, you may choose to delete the file, 

then amend and re-upload another pupil data file. Please refer to Section 2.3.1.3 for instructions on 

how to delete a file. 

When there are no more highlighted cells or you are happy not to provide any of the missing data 

that is highlighted, click ‘Finish’.  

Message Meaning Action 

Value is required  

(Cell is highlighted in red) 

 

A value that is required 
has not been supplied or 
is invalid. 

A valid value must be entered. 
You will not be able to continue 
without providing this information. 

Value is desired 

(Cell is highlighted in 

yellow) 

 

A value that is desired has 
not been supplied or is 
invalid. 

Enter a valid value. Note that you 
will be able to move on to the next 
page without providing these. 

Length of text value not 

within valid range  

 

The text provided is not 

within the acceptable 

character length. 

 

An invalid code may have been 
used. See page 3 for a list of 
acceptable codes. 

Invalid date 

 

The format of the date is 
invalid. 

Ensure dates are entered in the 
format DD/MM/YYYY and that ‘/’ is 
used as a delimiter. 

DOB not within expected 

range 

 

Flags when a date of birth 
is outside the expected 
range for the year group 
selected. 

Check the date of birth is correct. 
The program will accept values 
outside of the expected range as 
these may still be valid. 
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If there are any remaining possible errors in your data, such as an out of range DOB, a message 

will appear prompting you to amend these fields if they are incorrect. 

Click ‘Back’ to amend the data or ‘Continue’ if you are happy with the data as it is. 

If there are no queries with the pupil data it will transfer to the system and you will be taken to the 

‘View & Edit pupils’ section which will list all year groups you have uploaded data for. 

2.3.1.3 Deleting a file before it is imported 

You will be able to, at any point before clicking ‘Finish’ on the final screen in the upload and 

transferring your data across process, delete the uploaded file in order to edit it and re-upload it. 

Return to the main upload pupil screen and press the ‘Clear file’ button in the far right column. A 

message will appear asking you to confirm that you wish to delete, press ‘Ok’ to delete and 

‘Cancel’ to go back. 

Once you have deleted the existing file you will be able to select a new file to upload and follow the 

upload and transfer steps again with your new data. 

2.3.2 View and edit pupils 

To make any changes, or to view the data that you have uploaded, click on ‘View & Edit Pupils’. 

This will take you to a new page that lists all the year groups there is data for and has 3 options for 

each year group: add, view & edit, and delete. 

 

 

 

 

 

2.3.2.1 Adding additional individual pupils 

To add an additional individual pupil press the ‘Add’ button in the row of the year group you wish to 

add them to. 

This will open a new page where you can enter the new pupil’s details.  
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Fields that need to be completed are marked with an asterisk (*). All other fields are optional. 

The UPN, Forename and Surname will need to be typed in. 

The DOB can be selected from a pop out calander or typed in. 

Gender, SEN, FSM and ethnicity can all be selected from a drop down menu. 

Class will provide a drop down selection once you have begun typing the class name. 

Once all the details have been entered press the ‘Save’ button in the bottom right corner to add the 

pupil to the school data. 

If any data is missing or out of the expected range this will be flagged and you will be given the 

option to go back and amend this before saving. 

Press ‘Cancel’ at any time before saving to go back to the Manage Pupils home screen without 

adding the new pupil. 

Once saved you will be taken to the view pupils screen and all pupils for that year group will be 

displayed. You are able to add additional new pupils by clicking the ‘Add’ button in the bottom right 

of the screen. This will take you back to the pupil details page and the process can be repeated. 

 

2.3.2.2 Editing pupils details 

Pupils who have already been uploaded can be edited at any time. To do this from the ‘View & Edit 

Pupils’ screen press the ‘View & Edit’ button in the row of the year group the pupil you wish to edit 

is in. 

This will bring you to a new screen that lists all pupils in that year group. The columns within the 

table can be sorted to show data in alphabetical/reverse-alphabetical order for any of the columns. 
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To edit the details of any pupils, click the   button next to the pupil you wish to edit. This will 

bring a new page, the same as the one for adding a new pupil, that will be pre-populated with the 

information held on that pupil.  

You are able to click on and change any of this information. When complete press ‘Save’ to save 

the changes. This will return you back to the view & edit pupils screen where you are able to repeat 

the process for further amendments. 

From this screen you are also able to download an excel document version of this data by pressing 

the ‘Download’ button in the bottom right of the screen. 

2.3.2.3 Deleting individual pupils 

Deleting a pupil is irreversible. All of their assessment data will also be deleted and cannot be 

retrieved within the system. 

Pupils who have already been uploaded can be deleted from the system. To do this go to the ‘View 

& Edit Pupils’ screen and press the ‘View & Edit’ button in the row of the year group the pupil you 

wish to delete is in. 

This will bring you to a new screen that lists all pupils in that year group.  

To delete any pupil, click the    button next to the pupil you wish to remove. 

A message will appear asking you to confirm you wish to delete the pupil before any data is 

deleted. Press ‘Ok’ to delete, or ‘Cancel’ to go back without deleting the pupil. 

2.3.2.4 Deleting data for the year group after transfer 

Deleting a year group is irreversible. All of their assessment data will also be deleted and cannot 

be retrieved within the system. 

To delete the data for a whole year group go to the ‘View & Edit Pupils’ screen and press the 

‘Delete’ button in the row of the year group who you wish to delete the data for. 

A message will appear asking you to confirm that you wish to delete, press ‘Ok’ to delete and 

‘Cancel’ to go back. 

Once you have deleted the file you will be able to upload a new file for that year group through the 

‘Upload pupils’ screen if you wish to replace this data. 

2.3.3 Move up a year 

Moving pupils up one year is irreversible.  

You are able to move all your pupils up to the next academic year in one go. To do this click the 

‘Move pupils up one year’ button. This will bring up a warning message, as pictured below. 
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Click the ‘Cancel’ button to go back without moving your pupils up a year. Press the ‘OK’ button to 
continue and move all pupils up one year. 

You will be taken back to the administration home page.If you wish to check your pupils after 
carrying out the function, click ‘Manage pupils’ and then ‘View & edit pupils’. You should see 
your pupils have moved up one year, click ‘view & edit’ to check the pupils in each year group. 

Pupils from year 7 onwards will be moved into a different table, as pictured below.  

 

You are able to download the data for the year group, by clicking the ‘Download’ button next to the 
releveant year group. This will download pupil data and any test data you have entered. You can 
also delete the year group’s data by pressing the ‘Delete’ button. A warning message will appear 

first to tell you this is permanent and this data cannot be restored. 

 

Press ‘Cancel’ to go back without deleting the year group, or press ‘OK’ to permanently delete that 
year group’s data. 

The move all pupils up a year function is only available once per academic year and once carried 
out will be available from 1st August the following year. 

If the function has already been carried out a second message will appear showing the staff 
member username and the date the function was carried out. 
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If you believe this message has appeared in error, please contact the NFER helpdesk. 

 

2.3.4 Bulk update class names 

Individual pupil’s class names can be changed through the ‘View & Edit pupils’ page, however if 

you wish to change multiple pupils class name at one time, for example after you have moved all 

pupils up one year this can be done in the manage pupils area. 

Click the ‘Bulk update pupils classes’ button. This will open a new page. Select the year group 

you would like to change the class names for from the drop down menu on the left. 

The pupils in that year group will populate in a table below. 

 

 

Select the pupils you would like to update the class name for, this can be done in two ways. 

Click on the names of the pupils you would like to update the class name for, when selected they 

will be highlighted in blue. 
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You can also click the ‘Select All’ button to highlight all pupils, you can then deselect those you 
don’t wish to update the class name for, or you can press the ‘Clear All’ button to deselect all 
pupils. 

 

The search bar on the top right of the table can be used to type in pupil names, or current class 
names to make it easier to select groups of pupils. 

Using the select all button when there is a search filter on will only select all pupils currently 
showing through the filter. This makes it much easier to update full classes to a new class name. 

When you have selected all the pupils you would like to update the class name for, type the new 
class name into the ‘Move to’ box. If the new class name already exists within the school it will 

appear in a drop down menu where you can select it. 

If the class name doesn’t exist, a new class will be created with the class name you have given. 

Click the blue ‘Bulk Update’ button when you have selected the new classname. 

A message will appear first, asking you to confirm the changes. 

Press ‘Cancel’ to go back without making any changes to the class names. 

Press ‘Continue’ to change the class name.  



 

Guidance notes  version 3.0 
17 

 

 

 

To change class names in a different year group, select the new year group from the drop down 
menu and repeat the above process. 

 

2.4 Account information 

There are two options within the Account Information menu, as pictured below. 

 

 

 

 

 

Clicking on ‘Account information’ will take you to a new screen which lists the projects your 

school is a part of and the products you have bought/subscribed to. 

You are able to change how many entries are shown on one screen by clicking on the drop down 

menu on the top left and selecting how many. If your entries are listed across more than one page, 

the page can be changed by pressing the ‘Next’ button on the bottom right of the screen. 
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To search in your list of projects you can use the search bar on the top right-hand side of the 

screen. Begin typing in the box and the list of projects below will filter to match your search. 

A total number of projects and products can be seen in the bottom left of the screen. This will also 

tell you how many of the total users are currently on show out of the total number if you have 

filtered through a search. 

Each column can be sorted into alphabetical order by pressing the arrow symbol next to the 

column heading. 

Clicking on the ‘Terms & conditions’ option from the account information section will bring up a 

new screen which lists your projects and products with their own terms and conditions.  

You are able to view the terms and conditions document by pressing the ‘View’ button in the row of 

the project you wish to see them for. 

 

 

 

This also details the date they were last updated and when they were agreed by the main school 

admin user. 

 

2.5 Manage data 

There are three options within the ‘Manage Data’ section, as pictured below: 

 

 

 

 

 

2.5.1 Deleting all product data but not pupils 

To delete all the data held for a particular product but retain the pupil data select ‘Delete product 

data but not pupils’ from the manage data section. 

This will open a new page with two drop down menus, pictured below.  
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Select the product you wish to delete data from the menu. 

Next select the year group you would like to delete data for, or select all if you would like to remove 

all data for that product. 

Press the ‘Delete’ button. A warning message will appear to confirm that this deletion is 

irreversible. Press ‘Continue & delete all product data’ to delete or ‘Cancel’ to go back without 

removing any data. 

A success message will appear at the bottom of the screen to let you know that the deletion has 

been successful. 

You will be returned to the delete product data screen and can then select another product and 

year group if you wish to delete more. 

 

2.5.2 Deleting all product and pupil data 

To delete all product and pupil data held on the system select ‘Delete all product and pupil data’ 

from the manage data section. 

A warning message will appear to confirm that this deletion is irreversible. Press ‘Continue & 

delete all product data’ to delete or ‘Cancel’ to go back without removing any data. 

 

2.5.3 Export all data held in the system 

To export all the data select ‘Export all data held in the system’ from the manage data section. 

This will automatically download an excel file. Save this file into a location you have chosen on 

your computer. 

The downloaded file will have a time and date stamp so you are able to keep record of what data 

was held when.  

It will list all pupil data held as well as all test result data held. 
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3 NFER Classroom tools 

3.1 Products 

When entering the NFER Classroom tools page you will have to select from the tools which you 

would like to work with by pressing the ‘Select’ button on the relevant tool. 

Currently the only available tool is the NFER Tests Analysis Tool, however we hope to expand our 

range in the near future. 

The first time you access a new product on the system you will need to agree to the Terms and 

Conditions. If we update these they will be to be agreed again before you can continue. 

 

3.2 NFER Tests Analysis Tool 

When you enter the NFER Tests Analysis Tool page you will be taken to a screen, like the one 

below. This lists all the classes and year groups you have uploaded pupil data for. There is also a 

list of the actions you can complete within this section on the right-hand side. 

 

 

3.3 Selecting pupils to work with 

Before you are able to enter any test data, or view any results or reports, you will need to select 

which set of pupils you wish to work with. 

You are able to select as many as you wish and this can be done at class, year group, key stage, 

or school level by clicking on the relevant box. 
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When a group of pupils is selected they will be highlighted in blue. Any unselected groups will 

remain white. 

When you select a year group, all classes within that year group will automatically highlight in blue. 

Similarly if you select a whole key stage all year groups and classes within that key stage will 

highlight in blue, and if you select the school, all key stages, year groups and classes will be 

highlighted. 

Click on the box again to unselect, this will change the box back to white. 

Once you have selected your pupils you can then choose the action you wish to take with them 

from the menu on the right-hand side. 

The system will retain your pupil selection during your session until you change it. This will allow 

you to move seamlessly between entering test data, viewing results and generating reports for the 

same pupil group. 
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4 Entering test results 

To access the enter test data section you will need to enter NFER Classroom tools, select the 

NFER Tests analysis tool and then select which pupils you would like to enter test data for. For 

help doing this please see Section 3.3 

Then press the ‘Enter data’ button on the right-hand side menu. You will be taken to a new page, 

as pictured below, where you will need to select the assessment that you wish to enter data for.  

Select the year group, term and subject the assessment was for. 

 

The boxes will be highlighted in blue as they are chosen and your selection will appear in the text 

box above the options, as pictured below. Invalid options will appear greyed out and you will not be 

able to select them.44 

 

 

 

 

 

 

Click the ‘Continue’ button on the right-hand side to go to the first data entry screen. 

There are three different screens for entering test data, each being beneficial for a different method 

and dependent on what reports you are interested in. The options are enter by pupil, enter by 

question and enter by total. These will be explained in more detail below. 

You will be able to change the paper you have selected at any time during the data entry process 

by using the menu at the top of the page. This looks like the below: 
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Click the box to show the hidden selection tool, as seen below: 

 

Press the ‘Clear’ button to remove your selection and select a new year, term and subject. 

Press ‘Continue’ and the new assessment selected will load. 

It is important to save regularly when entering to ensure you do not lose any data. 

When entering test data you will need to ensure that something has been added for every question 

for pupils who have taken the test. You can enter a score of 0 if attempted but no score achieved, 

the mark achieved or mark the question as not attempted. 

 

4.1 Enter by pupil  

Enter by pupil will be the first screen you are taken to after selecting the test paper you would like 

to enter data for and pressing ‘Continue’. This looks like the below: 

 

 

 

 

 

 

 

 

 

This test data entry option allows you to enter each individual pupil’s results for the selected 

assessment one pupil at a time. 
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You can select which pupil you wish to enter test data for using the drop down menu or using the 

previous or next buttons on the top left of the screen. This will automatically start from the first 

child, listed alphabetically by first name. Click the box to open the drop down menu and make your 

student selection. 

Before entering any test scores you will need to enter the date the test was sat. Click in the test 

date box to open the calendar. You can either select your date from the calendar or you can type 

your date into the box. Please enter in format DD/MM/YYYY. 

For assessments where there are multiple test papers, such as mathematics, the test you are 

entering data will need to be selected. Click the test paper button you want from the options in the 

top left of the question table. This will load the set of questions below that refer to the test you have 

chosen. 

To enter data click in the text box in the ‘Marks’ column of the table for the question you would like 

to enter results for. To move to the next question’s text box quickly you can press the return, tab or 

down arrow key on your keyboard. 

In the top right of the screen you will see ‘Set all correct’ and ‘Set all incorrect’ buttons, as 

pictured below. 

 

 

These can be used to immediately populate all the questions with the highest available mark, or 

lowest available respectively. Individual text boxes can then be amended. 

If a pupil has not attempted a question click the button to the right of the text box, pictured below. 

This will populate the test box with a X which represents ‘not attempted’ 

 
 

 

Once all marks have been completed for one pupil, press the ‘Save’ button in the top right of the 

screen, directly below the ‘Set all correct’ and ‘Set all incorrect’ buttons. A message should 

appear above the data entry table like the one below. 
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Once saved you can move onto the next pupil by selecting them from the drop down menu in the 

top left of the screen or by pressing the ‘Next’ button and repeating the data entry process. 

 

4.2 Enter by question 

To access the enter by question screen once you have selected your assessment paper and 

clicked ‘Continue’, you will then need to press the ‘Enter by question’ button, pictured below. 

This can be found in the top right-hand corner of the screen. 

 

 

 

 

This will load a screen, as pictured below, which lists the pupils you have selected to work with in 

the two left hand columns and lists the questions and total marks available along the top two rows. 

 

 

 

 

 

 

 

 

 

 

 

 

This view allows you to enter each pupil’s score on a particular question before moving onto the 

next question and repeating. 

Similarly to enter by pupil, if there are multiple test papers these can be selected by clicking on the 

test paper buttons on the left hand side above the data entry grid. 
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To enter data, click in the text box for the question and pupil you would like to begin with. To move 

to the next pupils’s text box for that question quickly you can press the return, down arrow or tab 

key on your keyboard. 

On the top of each column there is a row of buttons which allow you to set all pupils’ scores for that 

questions to the maximum available marks, or the minimum available marks. 

 

 

 

Press the round ‘0’ button to set all pupils to incorrect. Press the round numbered button to set all 

to the maximum score. This button is pictured as a ‘1’ above, however this number will differ 

depending on the total marks available for the selected question. 

If a pupil has not attempted a question click the button to the right of the text box, pictured below. 

This will populate the test box with a X which represents ‘not attempted’ 

 
 

Once this has been pressed and all scores populated, individual response boxes can then be 

amended for individual pupils. 

When you have reached the final pupil for each question you can continue pressing the tab key on 

your keyboard to move on to the first pupil listed for the next question. 

Before you are able to save the data you have entered by question you will need to enter the date 

the test was sat. Click in the test date box to open the calendar. You can either select your date 

from the calendar or you can type your date into the box. Please enter in format DD/MM/YYYY.  

If you have previously entered a date for this test in the ‘enter by pupil’ mode, the date will be 

prepopulated with the same date. 

To save the data entered, press the ‘Save’ button on the top right-hand side of the screen above 

the data entry level grid. 
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4.3 Enter by total 

To access the enter by total screen, once you have selected your assessment paper and clicked 

‘Continue’, you will then need to press the ‘Enter by question’ button, pictured below. This can be 

found in the top right-hand corner of the screen. 

 

 

 

 

Then press the ‘Enter total score’ button pictured below. This can be found in the top right-hand 

corner of the screen. 

 

 

This will enable the enter total score screen, as pictured below, which lists the pupils you have 

selected to work with in the two left hand columns with a box to enter their total score in the 

assessment to the right. 

 

 

 

 

 

 

 

 

 

 

This view allows you to enter each pupil’s total score on the test paper as a whole.  

Please note: Entering scores in this mode, as opposed to by question or pupil, will mean you are 

unable to access Question level analysis or Programme of study reports for this assessment. 
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Similarly, to enter by pupil and enter by question, if there are multiple test papers these can be 

accessed by clicking on the button for the assessment you want on the left hand side, above the 

data entry grid. 

 

 

 

 

To enter data, click in the text box for the pupil you would like to begin with. To move to the next 

pupil’s text box quickly you can press the return or tab key on your keyboard. 

If scores have been previously entered in either of the two modes, the totals will reflect this and 

any totals you enter will overwrite the data already held. 

Before you are able to save the data you have entered, you will need to enter the date the test was 

sat. Click in the test date box to open the calendar. You can either select your date from the 

calendar or you can type your date into the box. Please enter in format DD/MM/YYYY.  

If you have previously entered a date for this test in the ‘enter by pupil’ or ‘enter by question’ mode, 

the date will be prepopulated with this. 

To save the data entered, press the ‘Save’ button on the top right-hand side of the screen above 

the data entry level grid. 
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5 Import results 

To access the import results section you will need to enter NFER Classroom tools, select the 

NFER Tests analysis tool and then select which pupils you would like to import results for. For help 

doing this please see Section 3.3 

Then press the ‘Import results’ button on the right-hand side menu. You will be taken to a new 

page, as pictured below. 

 

Importing results is a useful function for adding historical data for your pupils without having to 

select each individual test. We recommend that it should not be used as a frequent data entry 

method. 

To begin, click the green ‘Download template’ button. This will download an excel document, 

save this in a location of your choice on your computer. 

The excel document will look similar to the below, and will have all pupils in that year group 

populated into it as well as column headers for all available NFER Tests. 
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You are not able to upload pupil results in any format other than by using this template as pupils 

are matched by their unique PupilID. 

You cannot make any changes to your pupil’s data here. Any changes must be done in the 

administration section. 

Enter the results for tests that have been taken in the columns, and enter the date the test was 

taken in the relevant columns. 

The score format should be a number written in digits, and where there are multiple tests it is the 

total of all test papers. 

The date should be written in format DD/MM/YYYY. 

Errors in format will mean the spreadsheet does not upload. 

 

 

 

When completed save the file and return to the Online Hub, log in and navigate to the import 

results page. 

Click the blue ‘Browse’ button and find your completed saved file on your computer. The box to 

the left of the button will populate with the selected file name. 

Press the green upload button below and the file will upload. 

If you are trying to import results for assessments you have previously entered data for, in enter by 

pupil, enter by question or enter by total data entry screens a message will appear. 
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The import function will not overwrite any data that has previously been entered manually into the 

system. 

The import of these results will be stopped and the tests will appear on the download failed results 

sheet, which is explained below.  

If you are importing results where you have previously imported results but not entered data 

manually in enter by pupil, enter by question or enter by total, a warning message will appear, as 

pictured below. 

 

Press ‘Cancel’ to go back without importing any results. Press ‘Continue’ if you are happy for the 

new results to be imported and the previous imported results will be replaced. 

You may see a new button appear called ‘Download failed results’. This button signifies that 

some scores have not been imported.  

Click this button to download the file as an excel document, open the file to see the failed result 

imports. 

 

Results will be separated by pupil and assessment. A reason the import failed will be shown in the 

column at the end.  



 

Guidance notes  version 3.0 
32 

 

 

Any assessments that you have not input scores for into the import spreadsheet, will appear on 

this table as will any assessments where you have tried to import scores over manually entered 

scores. 

A list of reasons and what they mean can be seen below: 

Neither Date nor Score provided for the 
qualification 

You did not put any data for this 
assessment in the import file 

Score Exceeded Max Score 

The score you have entered is invalid as 
it is above the maximum available score 
for that assessment 

Cannot overwrite data entered manually by 
pupil, question or total in the system 

You have previously entered data for 
this assessment within the system on 
the ‘enter by pupil’, ‘enter by question’ or 
‘enter by total’ pages. These scores will 
not be overwritten as they are done on a 
test level (each individual test paper) 
rather than on a qualification level 
(multiple papers combined).  

Please provide date 
You have entered a score but not a date 
for this assessment in the import file. 

Date provided, but could not find score 
You have entered a date but not a score 
for this assessment in the import file 

Score cannot be less than 0 
You have entered a negative number in 
the import file. 

 

If scores have failed to import due to not having a date provided, or having a score that exceeds 

the maximum avialable score you will need to amend your spreadsheet and reupload, or enter the 

scores for these pupils individually. 

Only staff with ‘administrator’ or ‘Admin/Teacher’ permission level will be able to import results. 

Successfully imported results, will be accessible immediately through the ‘view results’ and 

‘generate reports’ areas of the NFER Tests Analysis Tool. 

Imported results will not appear on the ‘enter data’ pages as these pages work on test level and 

not on ‘qualification level’, which combines multiple test results. 
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6 Viewing results 

Once you have selected the pupils you wish to work with from the main screen press the ‘View 

results’ button on the left hand menu. 

 

This will open a new page with four drop down menus for subject, year, term and score. 

 

Select which subject you wish to receive the results for, you are able to select an ‘all’ option if you 

are looking for results for all subjects. 

Next select the assessment year you wish to have results for, you are able to select an ‘all’ option, 

or a ‘Key stage 1’ option (coming Autumn 2018). 

Next select which term you wish to receive results from, again, you are able to select an ‘all’ option. 

Finally you will need to choose the format of score you wish your results to be in. 

The ‘Raw score’ option will provide the actual scores achieved on the test. This is used to inform 

the standardised score and age-standardised score. 

The ‘Standardised score’ option will provide a score that enables a comparison to be made 

between performance of a pupil and that of other pupils who have taken the same assessment. 

This can be useful for grouping your class by ability and for identifying pupils in need of targeted 

intervention. For more information about standardised scores, please see your NFER Tests 

Teacher Guide. 

The ‘Age-Standardised score’ option will provide a score that takes into account a pupil’s age in 

years and months at the time of sitting the assessment in order for the pupil’s score to be 

compared with the performance of other pupils of the same age. The score will only be accurate if 
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it has been given to pupils within the expected age range for the test. For more information about 

age-standardised scores, please see your NFER Tests Teacher Guide. 

Once you have made all your selections, press the ‘Show’ button to the right of the drop down 

menus and the results will populate in a table below. An example of this can be seen below: 

 

 

 

 

 

 

 

 

 

 

 

 

You are able to change how many entries are shown on one screen by clicking on the drop down 

menu on the top left and selecting how many. If your entries are listed across more than one page, 

the page can be changed by pressing the ‘Next’ button on the bottom right of the screen, or by 

selecting the page number you would like to view. 

To search in your list of pupils, you can use the search bar on the top right-hand side of the screen. 

Begin typing in the box and the list of pupils below will filter to match your search. 

A total number of entries can be seen in the bottom left of the screen. This will also tell you how 

many of the total pupils are currently on show out of the total number if you have filtered through a 

search. 

Each column can be sorted into alphabetical order by pressing the arrow symbol next to the 

column heading. 

6.1 Exporting your results 

If you have produced a results table and you would like to export this into excel this can be done by 

pressing the ‘Export’ button in the top right-hand corner of the screen. Clicking this will 

automatically start a download of an .excel file containing the data. 
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To retrieve, open this from your computer’s downloads file. It should look similar to the below: 

 

 

 

 

 

 

 

 

 

 

Save the exported report into a location of your choice on your computer. 
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7 Reports 

There are a number of reports available to you to help you analyse your pupils’ results.  

To access the reports section you will need to enter NFER Classroom tools, select the NFER Tests 

analysis tool and then select which pupils you would like to generate a report for. For help doing 

this please see Section 3.3. 

Then press the ‘Generate Reports’ button on the right-hand side menu. 

You will then see a screen like the below that lists all the reports we currently produce.  

 

 

 

 

 

 

 

To choose one, click on the ‘Select’ buttons underneath the icon. This will take you to a new page 

for that report. Details of the individual reports can be found below in Sections 7.1, 7.2, 7.3 and 7.4. 

7.1 Age-related expectation 

The Age-related expectation report will load automatically once you have selected ‘Age-related 

expectation’ from the generate reports page. This looks similar to the below: 
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The report shows Reading, Maths and Grammar and Punctuation test results from Year 1 to Year 

5. The reports are generated by individual pupil and the pupil can be selected by using the drop 

down menu in the top left side of the screen. Pupils can also be navigated through using the ‘Prev.’ 

and ‘Next’ buttons. This will track through pupils in alphabetical order by first name. 

This chart shows the pupil’s standardised scores and whether the pupil has met the age-related 

expectations on the tests. The chart can be used to monitor progress over time by comparing the 

pupil’s standardised scores at two time points. If the standardised scores are similar the pupil is 

making the same amount of progress as others in their year group. If the standardised score 

increases above the confidence band the pupil is making more progress than others in their year 

group and a decrease in standardised score below the confidence band indicates the pupil is 

making less progress. 

In addition, the age-related expectation information can be used to inform the teacher’s 

assessment as to whether a pupil meets the age-related learning expectations for reading and 

mathematics across school years. (This information is not available for the grammar tests as a 

teacher assessment of English writing is required at the end of KS2, rather than grammar and 

punctuation alone.) 

 

You will be able to ascertain further information about what each section of the graph represents 

by hovering over the relevant section with your mouse pointer. 

7.1.1 Exporting and printing the age-related expectation graphs 

To print the graphs for the student you are currently viewing press the ‘Print’ button in the top right-

hand corner. 

This will open the print window and will ask you to confirm your printing preferences. When these 

are checked or amended, click the ‘Print’ button. 

It is possible to export each graph individually. On the graph you would like to export press the 

button in the top right-hand corner of the graph that looks like this . This will produce a drop 

down menu allowing you to chose which file type you would like to export it into. 

Exporting as an xls file will allow you to see the raw data used to produce the graphs. All other file 

types will provide you with an image of the graph shown. 

 



 

Guidance notes  version 3.0 
38 

 

 

7.2 Progress 

After you have selected ‘Progress report’ from the list of reports, a screen will load with six drop 

down menus, as shown below: 

 

 

 

On the top row, select the assessment you would like your progress report to start from. You will 

need to select the subject, the year group and which term of the assessment. 

On the bottom row, select the second assessment you would like to compare the first 

assessment’s scores against. 

When you have selected both assessments press the ‘Show’ button. This will produce a report 

similar to the below: 

 

 

 

 

 

 

 

 

 

 

 

This report allows you to make a direct comparison between pupil’s scores on two different 

assessments. 

7.2.1 Exporting and printing the progress report 

To print the graph you are currently viewing, press the ‘Print’ button in the top right-hand corner. 

This will open the print window and will ask you to confirm your printing preferences. When these 

are checked or amended, click the ‘Print’ button. 

If you would like to know which pupil a 

specific point on the graph is referring 

to hold your mouse pointer over the 

graph point and an information box will 

appear listing the pupil’s name, and 

their scores for each of the 

assessments and the lower and upper 

confidence bands (-***,+***) for the 

score as shown below. 
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To export the graph press the button in the top right-hand corner on the graph that looks like this

This will produce a drop down menu allowing you to chose which file type you would like to export 

it into. 

Exporting as an xls file will allow you to see the raw data used to produce the graphs. All other file 

types will provide you with an image of the graph shown. 

7.3 Question level analysis 

After you have selected ‘Question level analysis’ from the list of reports a screen will load with 

three drop down menus, as shown below: 

 

 

Select the subject, year and term for the assessment that you would like to see the analysis for. 

Once you have made your selection press the ‘Show’ button to the right of the drop down menus. 

This will bring up a page similar to the below: 

Please note: If you have only entered results data by total score and not by question or by pupil 

then this report will not generate as there is no data for it. 

 

 

 

 

 

 

 

 

 

 

 

You are able to change the subject, year and term data that is being shown at any point by using 

the same drop down menus to make a new selection. Press the ‘Show’ button to refresh the table 

below. 

If you are creating the report for a subject that has multiple papers you can choose which is 

displayed by pressing the test name buttons below the drop down menu. 
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This will refresh the screen and show the report for the test you have selected. 

The top part of the report, pictured below, shows the average results for the group you have 

selected.  

 

 

 

 

 

It also shows a break down of the average result for each question in the assessment you have 

selected compared against the average of a standardisation sample. 

Where the standardisation sample is 20% or more higher than your selected pupils the cell will 

highlight pink and where your selected pupils are 20% or more higher than the standardisation 

sample the cell will highlight in green. This gives you a quick indication of any areas that either may 

not have been taught yet or need to be revisited. 

Below this you will see this broken down by individual pupil. 

 

 

 

 

 

All questions are listed in their own column. Scroll along using the scroll bar at the bottom of the 

table to access question data further right of what is immediately visible. 

7.3.1 Exporting and printing the question level analysis 

To print the analysis table you are currently viewing press the ‘Print’ button in the top right-hand 

corner. 

This will open the print window and will ask you to confirm your printing preferences. When these 

are checked or amended, click the ‘Print’ button. 
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To export the graph press the export button in the top right-hand corner. This will begin a download 

of an excel file containing the data within the table. 

Save the exported report into a location you have chosen on your computer. 

7.4 Programme of study 

After you have selected ‘Programme of Study’ from the list of reports a screen will load with three 

drop down menus, as shown below: 

 

 

 

 

Select the subject, year and term for the assessment that you would like to see the report for. Once 

you have made your selection press the ‘Show’ button to the right of the drop down menus. This 

will bring up a page similar to the below: 

Please note: If you have only entered results data by total score and not by question or by pupil 

then this report will not generate as there is no data for it. 

 

 

 

 

 

 

 

 

You are able to change the subject, year and term data that is being shown at any point by using 

the same drop down menus to make a new selection. Press the ‘Show’ button to refresh the table 

below. 

If you are creating the report for a subject that has multiple papers you can choose which is 

displayed by pressing the paper name buttons below the drop down menu. 
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This will refresh the screen and show the report for the paper you have selected. 

7.4.1 Exporting and printing the programme of study report 

To print the analysis table you are currently viewing press the ‘Print’ button in the top right-hand 

corner. 

This will open the print window and will ask you to confirm your printing preferences. When these 

are checked or amended, click the ‘Print’ button. 

To export the graph press the export button in the top right-hand corner. This will begin a download 

of an excel file containing the data within the table. 

Save the exported report into a location you have chosen on your computer. 
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8 Minimum technical requirements 

8.1 Operating systems 

Windows 8.1 or above (Windows XP or Vista may not have full functionality of the system). 

iOS 11 (not recommended for data entry). 

 

8.2 Browsers 

Google Chrome (latest version) *This is our recommended browsers for the best experience 

IE11 or Edge (IE10 or lower may not have full functionality of the system) 

Firefox (latest version) 

Safari (latest version) 

 

9 Contact information 

Should you need any assistance, please contact the Customer Service team on 01753 637007 or 

by using the email address products@nfer.ac.uk  
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