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Litebite 18
Importing CTFs for in-year Admissions 

In Year Admissions (new pupils starting school during the academic year)
A  New pupil is expected to start or has started and a new pupil record has been created in either the Admissions Roll or the Current Roll in Integris.
Details of a new pupil have been taken from the New Pupil Form and entered manually into a new pupil record in the Admissions Roll (in advance of their expected start date) or into the Current Roll (if pupil has already started). 
Task 1:
 If the new record exists in the Admissions Roll and the pupil has come from another school, tick the ‘Awaiting Notification of UPN’ box in the pupil record
OR enter the correct UPN if obtained from the previous school. One of these actions must be applied as Integris will generate a new UPN unnecessarily when the record is transferred to the Current Roll.
If the new record is in the Current Roll, enter the correct UPN (if known) or select the Temp UPN box to create a temporary UPN until replaced with the correct UPN 


Task 2: If record exists in the Admissions Roll, transfer Admissions record into the Current Roll when the pupil arrives in school so that the pupil appears in class lists and attendance registers. This can be done through Modules > Administration > Admissions > Admissions Transfer to Current Roll – refer to steps at the back of these notes.
Task 3: Import missing historical information into the pupil record via a CTF file obtained from a previous school for the pupil. The CTF file will be sent to your school either through Anycomms (if from another school within the LA) or through S2S via Secure Access.

This task can be done whilst the pupil record is either in the Admissions Roll or in the Current Roll.  

Note: A Common Transfer File (CTF) intended to be imported into your Integris will be named in the following format:   <Sender> LA/DfE no _ CTF _ <Destination> LA/DfE no _ 001.xml  (where the destination school = your school).   For example:   8231234_CTF_8234321_001.xml.

The .xml denotes the filetype which opens up in any internet browser


Check 1 – on obtaining the CTF, open the file (by simply double-clicking it. The internet browser will open the file) and locate the UPN recorded within the file (you will see a <UPN> line just under the <Pupil> heading). Note the UPN and close the CTF file.


Check 2 – In Integris, locate the pupil record in either the Admissions Role or Current Roll and check the UPN entered in the UPN box. 
If the record is in the Admissions Roll, untick ‘Awaiting Notification of UPN’ and enter the UPN into the UPN box.
If the record is in the Current Roll, a temporary UPN number should appear (ending with A) generated by Integris. Untick the Temp UPN box and click Yes to the prompt > then click on the padlock icon to unlock the UPN field and enter the correct UPN directly into the UPN box. Click Save. 
Check 3 – import the CTF file 
1. Go to Modules > Administration > Import & Export > CTF Import

You now see the Import Wizard window appear.


2. Click Browse and navigate to the required folder and select the CTF file

3. Click Open (the location path and filename now appear in the text box)


4. Click Next

At this point, the ‘header’ information within the CTF file which determines the sending school and the intended destination school (i.e. your school!) are checked against your school’s LA/DfE number and the list of school details held in your General > Parameters > Other Schools. 

– if the sender is a school not already listed within your ‘Other Schools’ parameters list, then you will be asked whether you wish the new school to be automatically added into your parameter list. Say Yes if you are asked.
- if the destination school in the CTF does not match your school’s details (i.e. LA/DfE numbers), then you will be asked whether you wish to continue. In this case, click No and end the process to give you time to check the file.


5. The next window displayed provides important information about the CTF file. The top section confirms the following:


[image: image6.png]Import Wizard - Import Options

Import Source: 823/0001 - Master school
Import Description: RM SMS - General Transfer
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Import Source -  this identifies the details of the ‘sender’ school that created the CTF file

Import Description – which MIS system was used to create the file and the type of CTF

Map Source to – matches the sender school details to the corresponding school listed in your ‘Other Schools’ Parameters (or following clicking Yes to prompt to add school if not initially present in your ‘Other Schools’ Parameters list)  

Admissions batch -  this is more often used for the import of new pupils into the Admissions Roll due to start in the new academic year from September. 

Use Extended Checking – this should always be switched on to ensure that during the import process, checks to match more than just the UPN are undertaken to pick our any possible duplicate pupils
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The bottom section in the window identifies the different data components of the CTF file.
It is not necessarily the case that the CTF file you are importing will contain all of the information within each data component (as this depends on how data has been recorded in the sender school’s system) but you can choose to import or not import the sections of data if it is available.

Regardless of where the pupil record is located (either Admissions Roll or Current Roll), the Import for New Students column is irrelevant.
You need to concentrate on the Import for Existing Students column and read the notes below to ensure you are selecting the right data items to import (by setting the import rules).



Notes:

The Import for Existing Students allows you to choose the information you want to add to your pupil record in Integris from the CTF file.

Recommended: Ensure ticks are present for Looked After; SEN History; Attendance History; Key Stage Assessments; School History; FSM History; Extended Student Details (Service Child Indicator); Medical Details & Behaviour Details. 
The remaining data items left unticked will not import and will therefore not overwrite information already held in the pupil’s record. 



7. When you have set the import rules as required, click Next


8. The next prompt will ask about the Admissions Batch option for new students and if you wish to continue. Click Yes


The data selected to be imported will be validated and the next screen lists the pupil found within the CTF. 

The Roll column displays C if the pupil record has been found in the Current Roll and Admissions if located in the Admissions Roll within Integris.
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9. Look at the Status column:

· Green dot indicates a Pass and no issues were found with the data to import
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 Amber dot indicates a Partial Pass – click on the pupil name in the list to view details of the data issues identified 

     Red dot indicates a failed record – click on pupil name to see details of the issue. 

>  ?? indicates that there is a possible duplicate record

10. If the Status column shows Green, go straight to point 12 
If the Status column shows Amber, click on the pupil in the list to view the details about potential issues with the data.

11. Deal with any issues:

Records with the amber Partial pass can be accepted if the detail shows an insignificant issue or the issue can be resolved by giving an instruction to Integris when the import is actioned.
In the example below, Update would be selected so that data will be imported into the existing record. 

If Add is selected, a brand new(duplicate) record would be created!
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Import contains : U823211709045 All Jen (30.12.2005) (Female)

It is not clear whether these details match an existing student. Please select one of the following options:

© Update : 823211709045 Allison Jennifer (30.12.2005) (Female) (Current Roll)
© Add : Ali Jen (30.12.2005) (Female) as a new student with temporary UPN

Basic Details - No issues - can import.
FSM History - No issues - can import.






Note: Records with red fail status should NOT be imported simply because they have wrongly formatted data within the CTF file and Integris will not import it.
Records with the ?? Duplicate warning indicates on closer inspection (as in the example above) that a similar pupil record exists in the Admissions or Current Roll but with a different UPN.
12. Now look at the Accepted column:
Pupils automatically marked with a tick for Accepted will be imported into Integris.

If you have dealt with an Amber status for a pupil record, add a tick into the Accepted box. 

13. Click Next to proceed.


The final screen displays the results of the import and shows the data selected for import in the Update for Existing Students column.
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If you wish to see further detail of the data imported for each pupil, click the Show full validation and extraction detail tick box and scroll down the list of pupil records.


14. Click Finish to end the import CTF process.
If you now take a look at the pupil records held in your Admissions Roll, look at their Attendance History, Movement History, SEN and Key Stage Assessment history to see additional information imported.

Task 4: Check the imported details
You may have selected all the relevant data items to import – however, information will be added to your pupil record only where it exists within the CTF file (i.e. the previous school had entered it into their MIS)

The best way to check the data imported is by looking at the pupil record itself.


Go to General > Student Details > find the pupil record.

Work through the record to view the information (if any) imported into the record.
	Data
	Pupil Record screen
	Notes

	FSM History
	Entitlement -  FSM Eligibility
	Start and/or End Date
If a period of entitlement has ended, school will eventually receive Deprivation PP Funding

If Start Date active, then need to follow this up with parent re eligibility 

	Previous school
	Enrolment – Previous school 
	

	Attendance History
	Attendance
	Note any unusual high level % unauthorised absences in history

	Looked After
	Additional - Post Looked After
	If pupil is Post Looked After then school will eventually receive PP funding for pupil

	Service Child Indicator
	Additional
	If marked Yes, then school will eventually receive PP funding

	School History
	Movements
	Note number of previous schools attended if pupil has been mobile

	SEN History
	SEN
	

	Key Stage Assessments
	Key Stage – EYF and KS1
	If no data present after import, and pupil not come from abroad, check K2S for missing Key Stage data for this pupil.

	Medical Details  
	Medical
	This will only be imported from a CTF file is the sending school uses Integris and the data was recorded

	Behaviour Details
	Behaviour Management
	This will only be imported from a CTF file is the sending school uses Integris and the data was recorded


Transfer new pupil records from the Admissions Roll into the Current Roll

If a new pupil record has been created in the Admissions Roll, when the pupil is due to arrive in school, the record can be transferred into the Current Roll so that the pupil appears in the Attendance registers and in class lists etc.

Before you can transfer the record, there are four data items that need to be completed as follows:

· Year Group

· Class

· Entry Date

· Acceptance Status of Yes  [Accepted tick box on the Personal screen of pupil record]

Ensure that these fields have been completed. 

When you are ready to transfer the record, perform the following:
1. Go to Modules > Administration > Admissions > Admissions Transfer to Current Roll

2. Select the Entry Date (as recorded in the pupil record) if not displayed


3. Click OK

4. A list of pupils with a matching Entry Date will appear with green ticks if OK to transfer


5. Click OK

A confirmation message appear on screen when complete.

The pupil record will now appear in the Current Roll.

Attendance will also display the pupil in the Registration Class assigned to the pupil. The Register should be marked accordingly from the pupil’s start date fro normal attendance code entries.[image: image5.png]
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