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1. COMMON TRANSFER FILES (CTF) - Introduction

CTF files should be generated for any student that attends your school and then leaves. Once the
file has been created it will need to be uploaded to the $2S website. The destination school will be
notified by e-mail that a CTF is awaiting download. Even if the destination school is unknown a
CTF file should be generated so pupil details may be matched to a new school. (A Lost Pupil area
exists that can be interrogated by Local Authorities.)

It is important that all the Statutory fields in Pupil Details have been completed before a CTF file is
generated (UPN, date of birth, ethnicity, first language, English as an additional language). This
information should be input before the date of leaving (alternatively the history lines will need to
be edited).

If any of these fields are missing from the Pupil Details a CTF file cannot be generated. Also, when
the termly School Census is run, errors will be generated for these students, despite the fact that
they are no longer on roll.

Whenever a student leaves your school, a leaving date, reason for leaving and destination should
be added to the Student Details (School History Panel). Alternatively, particularly if more than
one student is leaving, this information can be entered from the Route Routines / Pupil /
Leavers. Once the leaving date has been entered a CTF file should be created. To do this the
destination school together with its LA number will need to appear in your list of Other Schools.

2. ADDING / LOOKING FOR OTHER SCHOOLS IN SIMS

ﬁ SIMS et WATERS EDGE PRIMARY SCHOOL

Focus  Reports  Routines ﬂmdnw Help

Ei% . EE:; Foad | 3 Go to Tools / Other Schools

é mwﬁ ;tthp“‘ N Click on Search

m:j Z‘“;w «n ubkeaboy If the destination school is not included in the
list, click on New to add. The School Name,
iyt R — LA (selected from the list by clicking on the
R I .. browser) and the school’s four digit

B T &
Esleblishment Number

School Phase

Establishment Number must be added to the

\ relevant boxes. Place a tick in the Destination
tick box.

DfE numbers can usually be found by visiting the Edubase Public Portal at:
http://www.education.gov.uk/edubase




3. CREATING A CTF

EH SIMS _net: WATERS EDGE PRIMARY SCHOOL

Focus  Reports  |Routines |Tools  Window  Help

Use the route Routines / Data Out / CTF /

Pl Adnission v S| PA E E‘QH" B %
b3 BredBBEZS S
: Export CTF
SIMS ShDﬂCW‘ Data Ot [ ciF Expart CTF p
SIMS DataIn » Assessment Manager ¥ View Export Histary Log
Capita Statutory Returns » Performance dnalysis ¥ [
SOLUS P )

Select the CTF export type.

Export Type

Pharics Test Results

k51

— | K57 excluding Tests and Tasks

k52

Early Years Foundation Stage data [FSF)

o) Select 52 Cancel

5 EDGE PRIMARY SCHOOL

nes  Tools  Window  Help

Select the Export Type. For leavers this would be General.

The other options are used for the transfer of specific
assessment data.

Tick all boxes on Panel 1 Data to be Exported

s sjeveaBMBC2Zog Bnn On the Student Options PanEI, from the View

Export CTF

1 Datatobe Exported 2 5iwudent Options 3 5tudents 4 Exception Log

options select Leavers This Year. You will also

1DatatobeExporied

Studsni Basic Detals ] Shidert Addiess o

Aasessment tData (%)
SEMN Infarmtion [ Include kST Tasks/Tests )
Btendanse Sunmary « Locked Afier =

Include studerts aheady expored (]

|_need to place a tick in Include students already

Student Conlacts 9 / d
. exported.

eai G

Click on Refresh Students.
(If you have not given the student a leaving date,
Deeiil ANt leave the view on Current students and click on

Refresh Students).

UPN Prefened Suname Prefened Forename. FegGip ‘Year Gip
. [Dipping |tizze [ (] I
Thomas Beniamin
Zabiiski Perny [

View |Leavers this year v Include students alieadp exported (] Refresh Students

Click into the Destination School box next to the

T L — student for whom the CTF is required. Scroll

‘Abbos Repton Primary School
Caslle School

through the list of schools and select the correct
Harbour View Primany ¥ School.

| @ Expart CTF

Export complete. CTF file{s) created: @

8739999 _CTF_8737026_001.xml

Click on Export CTF — make a note of the CTF file name created.

The file name will be in this format:

Your School’s
DfE humber

873nnnn_CTF_NNNnnnn_00x.xml

The d

Destination This number increases by 1 each time
School’s DfE you create a new CTF for a particular
number destination school.




This CTF file should then be uploaded to the S2S website.

4. WHERE IS THE CTF FILE SAVED TO?

If you are unsure where the CTF file has been saved to, and therefore which folder you need to
browse to when uploading the file, you can check by using route:

EEISIMS net: WATERS EDGE PRIMARY SCHOOL

|Sresunc Tools / Setups / CTF

SIS Seryices
External Appications

CONNEXIONS CARD B

ﬁ SIMS net: WATERS EDGE PRIMARY SCHOOL o
Focus Reports  Rautines Tools Window Help
B aeack - Formard SJ \,W“N] EiW'L",{ ‘E‘O&ﬂ
Configure CTF Defauls

Save  Unds

cms.cambsed.

1Directoy Details 2 Dats tobe Imported by Default 3 Data to be Exported by Default 4 Allemative Destinations

L0ty e CTF files are saved into the CTF Out
CTF import drectoyy  [5:45MS SharelStatutory Returns\CTFIN & Secuity Message ‘ .
CTF export diectory  [5"5IMS Share\Statulayy Retums\CTFOLT & u DlreCtory'
ottt | Generally the CTF Out Directory will
Studen alls ] Student Addiess =] rtacts ] Looked After 2 .
S et B . @ read:
® lmmmeoe e ? S: \SIMS Share\Statutory Returns\CTF
3 Data to be Exported by Default
:Tu:em Eas:J etais ] L ess =] Student Contacts ] Looked After 2 o u t
SEN Infommation =] s g School History =]
Attendance Summary =] of SucplPoS) FSM History =]

Collect Altendance  IMS Atterdance Module -
Data From

4 Alternative Destinations

Code: Description
NAALLLL  Naional
RO Lostpupike

MMMMMMM - Oversess, Independent and Scottish schools

ment Agency

5. WHAT IF THE DESTINATION OF THE STUDENT IS UNKNOWN?

If the destination of a leaver from your school is unknown, a CTF should be generated with
XXXXXXX in place of the destination school DfE number. This destination probably already exists
in your system. You can check on the CTF setup screen as above. See the Alternative Destinations
box. If the Lost Pupils alternative destination is not there it should be added by clicking on New.

When creating CTF files for lost students, only one student should be put in each file. Instead of
using the Destination School box, the Lost Pupils destination should be selected from the

Destination LA/Other column from the Export CTF screen.

6. OTHER ALTERNATIVE DESTINATIONS

There are other alternative destinations that you may need that should be set up and used in the
same way as the Lost Pupils. These are:

¢ MMMMMMM Overseas/ Independent/Scotland/Ireland/Home Educated

e 702LLLL Military Schools
Please note the unique DfE numbers for Military Schools can be found on the Edubase website
http://www.education.gov.uk/edubase For the complete list enter BFPO in ‘Enter a town,
locality or postcode’.




’&%f Department for Education EAUBQSE©2 i parmership w

» Public home

Welcome to the EduBase public portal.

» About EduBase
» Advanced search The Department for Education's register of educational establishments in £
Using the search box below select school type and location to quickly find

» FAQ
» Glossary
Hel|
» Service Request/Feedback =P
» Useful links
Login

Py Search EduBase
Show me
[t v]
Enter a town, locality or postcode Radius
[BFPO | [1am v|

Establishment name

7. WHAT INFORMATION SHOULD BE INCLUDED IN CTF FILES?

35 EDGE PRIMARY SCHOOL

nes  Tools  indow  Help

@ - B BRES HBERS S BRS

Export CTF

=l

1 Datatobe Expotted 2 Student Options 3 Students 4 Exceplion Log

1 Data to be Exported

Student Basic Detalls bl Student Address bl Student Contacts bl
: Assessment Data =] :

SEM Information =] Include K1 Taske/Tests O School History [l

Attendance Summary [l Looked After kel

The top panel on the Export CTF screen makes it possible to select the information to be included /
excluded from a CTF file. CTFs for leavers should have all the boxes ticked and thus contain as
much information for the destination school as possible.

CTF files for import into other applications, such as Assessment applications, will not require all
options to be ticked. Exactly what information a particular tick box includes can be viewed by
moving your cuyaor over that item.

Export CTF
1 Datatobe Evpotted 2 Stfident Options 3 Students 4 Exception Log

1 Data to be Exported
Student Basic Detalls bl Student Addiess | Student Contacts [

Includes the Following:

SEN Information Former UPN

School Histary [l

Preferred Surname
Former Surname
Preferred Forename

2 Student Options | Middle Names
< =uden Mational Curriculumn Year

Wigw | Cument suder] Ethnicity }] Refresh Students

Ethnicity Source
Languages Information {Language qualifier and Languages)

Attendance Suri

3 Students Free School Meal Eligibility
PN ;’:;Ciﬁ';?:;ma' R (EEE G. - |Yex G. - |Destination LA/ther De
T820200100036 | Enrolment Status B




8. GROUP CTF FILES

It is often necessary to include more than one student in a CTF file, e.g. siblings moving to the
same school can be included in the same CTF file; for assessment purposes a CTF file may be
needed to enter student details into Assessment applications etc. To include multiple students in
one file on the Export CTF Screen:

e Tick the Include students already exported box and click Refresh Students.

e Deselect the items that you do not need to include (for example: if you are creating a file
for FSP, just the Student Basic Details and Student Address will need selecting; for End of
Key Stage, just Assessment Data is required).

e On the CTF Export Screen select the Year Group or Reg Group from the drop down lists as
required.

e C(lick into the very top white box against the first student, so that a downward arrow
appears. (The example shown is looking for a Destination LA; if you are selecting a
Destination School, ensure the downward arrow is appearing in that box).

1 Data to be Exported
Student Basic Distails =] Student Address &= Student Contacts =2}
2 Assessment Data [l
SEM Information =] i o e o School History =2}
Attendance Surmmany Ll Looked &fter o]
2 Student O ptions T —
Effective Date  [Zas07/2003 T | wiew [Curent students ~| Gieads cwported 2 [E]  Eefresh students
3 Students
UPH Fieferred Sumame  |Preferred Forena.. |Re.. [*]|vea. [=]|vear T.. [=] Frevious Destinati. |Destination L& 0. |Destination School | =
& {Lez0aaz102001  [[Abraham Jane Prd Nz Nz Cambridgeshire b
MEZ02001 05001 | Ackton Stan z2JB 2 E Cambridgeshire

e Students can be cherry picked by holding down the control key and clicking on those
required

e To select a block of names click on the first name, hold down the shift key on your
keyboard, then click on the last name of the block

e Click on the downward arrow and select the LA/school required

The destination should appear alongside all the students’ names and on clicking Export CTF all the
selected students should be included in the same file.

9. UPLOADING AND DOWNLOADING CTF FILES

Uploading a CTF to S2S

Once a CTF has been created it will need to be uploaded to the S2S site (in the case of leavers, End
of KS1 & EYFS files). You will need to use this url:

https://sa.education.gov.uk/idp/Authn/UserPassword

Each school should have their own Secure Access Approver who can create accounts and provide
access to different areas of the Secure Access website. To be able to upload/download CTF files

7



you will need to have access to the S2S area of this website. The username and password are
comprised of a complicated sequence of letters, numbers and symbols. Passwords expire
frequently. When your password needs changing, ensure you make a careful note of the new
password you choose before pressing the Apply button — the password disappears from view
immediately.

| Q& Department for Education

Secure access

Signed in as Jane Ryan from Cambridgeshire. Sign out

Change password

After successfully entering your existing password you will be able to select a new password for your
account.

Enter existing password

Choose one of the generated passwords

® JoeqybqoB
ybSoAGrzr
nwxax>2fG
rde)Nuzkw
KiSfp8n<v
toH6aas)c
IvWB8ubkhc

Apply

When you have successfully logged onto the Secure Access Website, Select the S2S option

Click on the little plus sign next to Upload and

| 4% Department for Education Secure Data Transfer System
Version: 2.42
Upload
@ Home
= Upload
@ Upload CTF File Please select an item from the list

@ Upload Daz/PLASC/School Census File
@ Unload CFR File
@ Upload Generic File
@ Upload Exclusion File
@ Upload Admissions File
#| Download
@ ULN Service
@ Reports
# Messages
#{ Message Templates
#| Message Address Groups
@ Contacts
@ Logoft

Select Upload CTF File

Common Pupil Transfer File Upload Page
Please use the browse Bulton to retrieve files for upload

Select Folder & Filename:

Browse.
Upload File
CTFin 0@ @
- Date modified T

I 873LLLLATF 8234321 13001 BB X
| 8T3LLLLCTF 8204321 001 /0920071431 Xt
| 8T3LLLLCTF 8234321005 BB X
2)8T3LLLL_CTF _8234321.005_CTFimport Report 25/03/20131119  H

873LLLL_CTF 6234321016 050520111338 Xt

Y —
Fies of ype: [AllFiles () | Carcel

Click on the Browse button then navigate to the CTFOut Folder - usually Central Share |SIMS
Share | Statutory Returns |CTFOut. Highlight the CTF you wish to upload and click Open followed
by Upload File. You should then receive a confirmation message that the file has been uploaded
successfully. Click on your back button to return to the S2S Home Page.

Downloading a CTF from S2S



Log onto the S2S website as above.

Click on the little plus sign next to Download and

m Department for Education

@ Home

#] Upload

=] Download
@ Download PLASC/School Census File
@ Re-Download PLASC/School Census File
@ Download CFR Files
@ Re-Download CFR Files
@ Download CTF Files
@ Previously Downloaded CTF Files
@ Delete files not collected by schools
@ Dowmload Generic Files
@ Re-Download Generic Files
@ Download Exclusion Files
@ Re-Download Exclusion Files
@ Download Admissions Files
@ Re-Download Admissions Files

@ ULN Service

@ Reports

#Messages

#]Message Templates

#] Messape Address Groups

@ Contacts

@ Logoff

Highlight the CTF and you should be able to see details of the Legal Forename, Surname, Date of
Birth and UPN number of the student(s) contained in the file (make a note of these details to

CTF files

Select Download and then Download

check that they agree with any details that have already been entered into SIMS).

Select Download File

Click on the dropdown arrow next to Save on the popup box that appears on your task bar and
select Save As. You then need to browse to your Statutory Returns folder (CTFIN) and save the

file in there.

Importing a CTF

Once the file has been downloaded, it will have to be imported into SIMS

515 SIMS .net: WATERS EDGE PRIMARY SCHOOL

Focus  Reports lools ‘window  Help

HE Home || fis My Pugil

Skaff

§ o | o e HBER20D RS
I School 4 -
Home Page: Mrs Daka Out » |
[ DataIn [ CTF \ Impart CTF |
Skatukory Returns 3 Assessment 3 iews Import History Log

Performance Analysis

|

Routines - Data In — CTF -
Import CTF.

Selectthe CTF import type..

Import Type
General
4dd Data for New Pupils Only

4dd Data for Eisting Pupils Oriy

4dd K51 for Existing Pupils Dy

4dd K52 for Existing Puils Oy

4dd Phrics Data for Existing Pupls Orly
4dd FSP data for Existing Pupils Orly

o Select J[ 3% Cancel

If details for the new pupil have already been entered into SIMS, select “Add Data for Existing

Pupils Only”.




Using the CTF Matching screens should ensure duplicate pupil records are not created. A “green
light” indicates that the CTF has been matched with an existing pupil. Any other colours will
require investigation.

If you don’t wish to change the level of the Matching Scale, click the No button to display the
Import CTF Screen. To change the Matching Scale level, click the Yes button to display the CTF
Matching Scale dialog.

CTF Matching Scieen Scake2
Match S Sumane, Match SidarSumane and | Mah fist character of Sunane
Malch Suname and Forenane Forename SindetForename Sepasately
1 2 3 4
CTF Matching Scieen Scale 2 Selecting scale 2 wil set the CTF Matching Screen to inchude: I Set Scale

1. Exact maich on Sumame, Forename and where mide name in SIMS is included in Forename of CTF record
e.g. Forename: SalrAnne in CTF and Forename: Saly Midde Name: Amne in SIMS
And

2 Potential maich on (Sumame, Forename) wil include smilr Sumame and Forename together
. Ben Abbot and Benjamin Abott

[Please note that Date of Bith and Gender wil always be mandatory in the CTF and match the SIMS record to be a match

This screen enables you to select the required scale from the following:
Scale 1 — Match Surname and Forename

Scale 2 — Match Similar Surname, Forename

Scale 3 — Match Similar Surname and Similar Forename Separately
Scale 4 — Match first character of Surname and Forename

Highlight the level of matching you would like to use and click Set Scale.

Click on the browser next to the CTF File box and browse down to the CTFIn Folder - Central Share
| SIMS Share | Statutory Returns |CTF In

Import CTF {Add Data for Existing Pupils Dnly)
1 Datatobe mported 2 Import Selection 3 Exceplion Lag
1 Datato be Imported
Shudert Basic Details =} Studert Address ] Studert Cantacts ® Laoked After ]
SEN Infomation =} Assessment Data ] School Histow =]
Attendance Summary ] Progiamme of Stud(Fes) FSM Histary =]
Assessments
2 Import Selection I selectTrmport File (==l
5+ Dala will only be added n
CTFFie [ [ (8] “Hewouplswilnotbeadd  Lockin L CTFIn ~elrEr
Flace new pupils in Effective Date [19/02/2016 | [T Marns - Date modified T
oo anms oy
| 20116/2017 - Auturnn Year N2 () 01/03/2016 L1 _CTF | !
2016/2017 - AutumnYear F 4] 01/08/2016 Yfear R LTI R B TR
4 i v
File name: | | Open
Files of type:  [3ML files [*.xm) -\ | cancel ]
B Fiocesd e -
B Tioted P [ Opek 55 readarlp

CTFs can be sorted by clicking on Date Modified to help identify the CTF you wish to import. Once
the correct CTF has been identified, highlight the file and click Open, then click on Proceed for
Match Import.

10



A green indicator shows that the pupil details in
the CTF match details of a pupil already in Pupil
Details - therefore the CTF can be imported.

Any other colour(s) indicator needs
investigating - a perfect match has not been
achieved.

If you encounter problems with matching the student, clicking on the pupil name in the CTF Pupil
column will show you the details for this pupil contained in the CTF. If you then click on the pupil’s
name in the Admitted Pupil column, details contained in Student Details in SIMS will be shown in
the box below and you can often identify inconsistencies between Legal names, UPN, Dates of
Birth, even gender.

If a discrepancy is identified, Student Details can be amended to match the details in the CTF —you
can leave the matching screen open - once the Student Details match, pressing the Refresh
Button at the top of the Match and Import screen will refresh the check.

When you receive all green lights to show the pupils have been matched correctly, click Import
CTF.

Importing CTF where NO details have previously been entered into SIMS

If the details of the new student have not previously been entered into SIMS, “General” should be
selected from the Select Import Type box.

Import CTF

1Datatobelmpoted 2 Import Selection 3 Exception Log

1 Data to be Imported
Student Basic Details =] Student Address =) Student Cantacts =]

SEM Information =] Assessment Data =] Schaol History [}
Attendance Summary ] Looked After ]

2 Import Selection

CTF Fle e
Flace new pupils in IDH'HD” j

Check that on the Data to be Imported panel all options are ticked. Amend CTF File selection for
Place new pupils in to On-Roll. Navigate to your Statutory Returns / CTFIN folder. Select the
incoming CTF file that you have downloaded. Select Import CTF. Don’t forget to check the
Exception Log! Check that the required information has been imported. If you notice any
anomalies here (such as duplicated students, non-imported relevant data) and would like advice,
please call the Helpline on 0300 300 0000.

11



10. END OF KEY STAGE COMMON TRANSFER FILES
Once a year (between the end of May and beginning of July), schools need to produce CTFs to
transfer Statutory End of Key Stage Assessment information.

All Schools are expected to create files for EYFS, Y1+Y2 Phonics, KS1, KS2.

The Statutory Teacher Assessment results must be entered into the appropriate software (for
example: Foundation Tracker, Assessment Manager and Target Tracker); a CTF containing the
‘results’ needs to be created and uploaded to the S2S area of the COLLECT website — EYFS, Phonics
& KS1

https://sa.education.gov.uk/idp/Authn/UserPassword

and to the NCA Tools website for KS2 Teacher Assessments:

https://ncatools.education.gov.uk/

(@) KS1/Phonics/EYFS files need to be created as follows:

TERS EDGE PRIMARY SCHOOL
Foutines  |Tools  wwindow  Help

e 3 = =% R 1 A .
A :IW”' SBBECZ2D &1 | Use t'he route:
Diata Ouk ‘ CTF | Export CTF Routlnes / Data Out / CTF / EXpOI‘t CTF
Data In 3 Assessment .3 View Export Histary Log
Statubory Returns 3 Performance Analysis  »
Pupil 3 INCAS

e Select KS1/Phonics /EYFS from the CTF Export Options (DO NOT select KS1 excluding Tests
and Tasks)

Check the View = Current Students.

Place a tick in the box Include students already exported. Select Refresh Students

Click the drop down arrow next to Year Group and select the appropriate year group.

Left click in the first ‘white box’ underneath the heading Destination LA/Other so that a

downward arrow appears.

Right click in the same box and Select All.

e Using the drop down arrow, scroll down the Destination LA/Other list: Select
Cambridgeshire. This should automatically populate all the remaining cells.

e Click the Export CTF button.

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

3Exceptionlog

eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee
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TE00T05005 JE merston am ZIE Cambridgeshire Cambridgeshire
L820200105010 |Foss Cameron 2GH 2 2 Cambridgeshire Cambridgeshire
£820200105011 || Ghandi Hemal 2GH 2 2 Cambridgeshire Cambridgeshire
PE20200105012 |[Giacomo Stefano 2GH 2 2 Cambridgeshire Cambridgeshire
0820200105013 |Harding IYana 2GH 2 2 Cambridgeshire Cambridgeshire
TE20200105014  |flshague A2air 2/B 2 2 Cambridgeshire Cambridgeshire
5820200105015 |[Kane Wasmine 2IB 2 2 Cambridgeshire Cambridgeshire
8202001050, ||Katumbe M amuli 2 2 Cambridgeshire Cambridgeshire

@ Expart CTF

\iCreates CTF and sav|

Export complete. CTF file{s) created: b

Make a note of the EXpOFt File reference.  “‘@32001;TF_873LLLL 005, <

This is the file you will upload to S2S. —

e C(Click on OK.

Before you take any further action, please take time to check your Exception Log! The example
shown is what you should see. If you have any Error Descriptions listed in here and need advice as
to how to proceed, please telephone the Helpline on 0300 300 0000. DO NOT SUBMIT YOUR FILE!
If the file is uploaded onto the S2S site containing errors, the file will be discarded and sent back to
you.

Export CTF
&
1Datato be Exported 2 Student Options 3 Students 4 Ewception Log
4 Exception Log
Mumber of students in file: Number of students processed: Mumber of students not exported: EI
LIPM | Preferred Surname | Preferred Forename | Gender | D ate of Birth | Error Description | File M ame Save
Frint
4| | »
e This file is now ready to upload to the S2S site accessed from the Secure Access website.
e Login using your secure username and password.
e Select Upload
e Select Upload CTF file; browse for the file you have just created and upload.
e You should then get a message advising that upload has been successful

| 4% Department for Education Secure Data Transfer System
Version: 2.42

@ Home

#| Upload

#] Download

@ ULN Service

@ Reports

#|Messages

#|Message Templates
#|Message Address Groups
@ Contacts

@ Logoff

13



(b) KS2 Teacher Assessment Result files need to be created as follows:

TERS EDGE PRIMARY SCHOOL

Routines  |Tools:  Window  Help

Admission 4 : 'ti::" m iiﬁ lLL: @ 3 @ ﬁaﬁ Use the route:

School

T o [ Epatc Routines / Data Out / CTF / Export CTF
Data In 3 Assessment .3 View Export Histary Log

Statubory Returns 3 Performance Analysis  »

Pupil 3 INCAS

Select KS2 from the CTF Export Options

Check the View = Current Students

Place a tick in the box Include students already exported. Click on Refresh Students

Select the appropriate year group - Year 6

Left click in the first ‘white box’ underneath the heading Destination LA/Other so that a
downward arrow appears.

Right click in the same box and Select All

e Using the drop down arrow select National Assessment Agency (NAA). This should
automatically populate all the remaining cells.

Export CTF (KS2)

81
1 Student Oplicns  25tuderts 3 Excepton Log
1 Student Optons
Efecive Date (1870272018 |[[51] View Curentstuderts - chdesutens @ (B RelieshStudents
2Students
P Prefred Farename Feg G Yea G 3] Year Taught ~ Prvious Destnatin Destinaton Lo/Dther
3 Lare e 3 i
sa20200105003 s [adem eve 3 3 (reen Abbey
nders oo e 3 3 Green Abbey
He202001 0012 Boins ik e 3 3 (Green Abbey
et Nico e 3 3 (Green Abbey
el Ronan e 3 3 (Green Abbey
(520200107005 Codia ceia e 3 3 (Green Abbey
Wa20es2102065 Casen Nevile e 3 3 (Green Abbey
Charkes Hory v 3 3 Green Abbey
Le2020010014 Dany (Abbey o4 3 3 (Green Abbey
Xa04a21 52045 Daskalos cai e 3 3 (Green Abbey
Us20852102106 Dawson S Hessica e 3 3 (Green Abbey
[ Yoot Gl =6 .
e Select Export CTF
st
LIFM Preferred Surname | Preferred Forena..  |Re.. [=]| ation Las0th. | Destination School
» | HE20200102002 [|Andrews Josh EVIC E 732001 _CTF_MAALLLL_001.xml al Assess. |7
LIS20200102002  |Atieri Carrnela B+ E al Assessme
| |=820200102004 B ailey Annaliza EKH E al Assessme...
TE20200102003 | Eenito Eduardo EKH E | ne
TE220200102011 Borgia b atteo BEH =] =] Carmbridgeshire M ational Assessme
G220200102012 [Eurton Alexander EKH E E Cambridgeshire M ational Assessme..
8202001 020 Cangariliewic Tom EIC =] E Cambridgeshire M ational Assessme
K.820200102014 | Chadwick Stephanis (50 =3 =3 Cambridgeshire M ational Assessme...
ME20200102016 | Chaudhiy Sindhu EVIC E E Cambridgeshire M ational Assessme..
CE20200102017 | Chizerga b atthse B+ =] =] Carmbridgeshire M ational Assessme
WE20200102022 [ Das Annanmika BvIC E B Cambridgeszhire M ational Asseszme...
JS20200102023 | Deveraus Erandon EVIC E E Cambridgeshire M ational Assessme..
FB202001 02025 [0 ouglas I.J amnes BEH =] =] Carmbridgeshire M ational Assessme
Q220200102027 | Driver Fen EVIC E E Cambridgeshire M ational Assessme..
UE520200102023 | Dunn Laura EVIC E E Cambridgeshire M ational Assessme
ES20200102030 [ E aston Tiana BEH =] =] Carmbridgeshire M ational Assessme
[rear Gip] ="'E'

e Make a note of the Export File reference.
e C(Click on OK

Before you take any further action, please take time to check your Exception Log. If you have any
Error Descriptions listed in here that you are unable to resolve, or if you want further advice,
please telephone the Helpline on 0300 300 0000.

This file should then be uploaded to the NCA Tools website at:
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11. FAQS AND ERROR MESSAGES

e Before uploading a CTF for any destination, always ensure that there is in fact some data in
it! If the file says Okb; file will need to be recreated.

bIMS .net: WATERS EDGE PRIMARY SCHOOL

& CTF Export =] S |
File Edit Wiew Favorites Tools  Help | :,'
QBack » ) -~ (¥ | “ Folders | B O X 6 | -
Address Iﬁ CTF Export j e
Mame = | Size | Type | Date Modified | Attributes |
IZ1Mew Folder File Folder 18/12§2008 16:23
=] &73nnnn_ctf_... 152 KB ¥ML Document 07/04/2009 13:57 A
=] 8202001 _CTF... 10KE  ¥ML Document 08/01/2007 11:52 &
2 8202001_CTF... SKE XML Document 11/01/2008 12:32 A
=] 8204321 _CTF... 6KE  #ML Document 25/10{2007 10:53 &
=] 8204321 _CTF... S KB #ML Document 25/10{2007 10:42 &
=] 8204321 _CTF... 1SKE ®ML Document 25/10{2007 10:42 &
=] 8732001 _CTF... 2,097 KB ¥ML Document 20/05/2009 14:43 &
=] 8732001 _CTF... 156 KB #ML Document 20/05/2009 15:11 &
| §732001_CTF... B~ML Documenk 08/07/2009 11:06 &
: Docurment 23/07/2009 13:34 &
|| 8732001 _CTF... S KE L Docurnenk 16/03/2009 10:45 &

| have downloaded the CTF file but receive a message saying it is not for my school?

Check the CTF name which should include the school’s DfE number. Open the CTF in
notepad/wordpad format, and check that it has your school DfE number showing inside the file as
the destination school. If this is not showing correctly and the file is definitely for your school, edit
the DfE number accordingly. If it still will not import (and an error message appears), we would
recommend that you contact the CTF source school and get them to send a new file as it may be
corrupt.
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