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RM Integris
Exporting a CTF file from RM Integris

In order to send a CTF file to another school, you must first Export the file from your RM
Integris Database.

NOTE: In order to export a student CTF file, the student record MUST have a specified Leave

Date and Destination. If you do not know the destination, please select Unknown/Other
XXX/XXXX from the destination drop down list.

Navigate to Modules (1) > Administration (2) > Import & Export (3)

Modules % Reports

Andrew Adams (84)

@ Import & Export

Click CTF Export...

\ i 508 Mr User
D m lniwr's Modules Ig REpOI‘tS g &‘j Riverside Primary Schaal
Modules > Administration > Import & Export
Import & Export

Please select the Import/Export Utility that you require from the list below:

CTF Export

CTF Import
Key Stage Exports

Pupil Premium Import
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Select ‘School to School Transfer - for Leavers’ (1) option and click Next (2).

Export Wizard - Transfer Type

This wizard will guide you through the process of exporting a Common Transfer

Format (CTF) file.
Welcome to the CTF File Export
wizard » Select the appropriate radio button for the type of export file that you wish to

create.
* Click the ‘Next >>' button to continue to the next step in the process.

- ® School to School Transfer - for Leavers

This eption is designed to export students who are leaving your school for anather establishment.

Students will be selected on the basis of their stored leaving date and destination. You should ensure that these
items have been correctly set for the students concerned.

The export will include Current and Former Roll students only.

)

eneral Transfer

Students will be selected by use of the 'Find' tool.

Typical use is for generation of update files for central (LA) systems or local subsidiary software used in your
school.

Select the Destination School (3), enter the Leave Date (4) then click Refresh (5) and Next
(6)...

Export Wizard - Student Selection (Schoal to School)

Export Destinatioj 222/3333 - St Joseph's Primary v
Leave Date: 22 Apr 2013 U
Export Students to: 222/3333 - St Joseph's Primary Leave Date: 22 Apr 2013
Ref Last Name Known Name |(hss ‘DOII Gender Rell m
87 Agapitos Glenda 6 6A 23,0001 Female F

Setting the destination and selecting students for the export:

+ To add students to the list, specify an 'Export Destination’ and "Leave Date’, then click 'Refresh’.

* On clicking 'Refresh’, the export destination will be set and the list will be populated with all Current and Former roll students
whose "Leave date’ and 'Destination’ match your chosen values.

» Students can be removed by selecting the appropriate list line(s) and clicking the 'Remave’ button.

Export students are intentionally limited to those with a single 'Destination’ and 'Leave date'.

<< Back

Cancel

Anita Pirie :



RM Integris

The following screen will appear. Click on Select All (1) and Next (2).

Export Wizard - Export Sections Select Al

Export Destination:  222/3333 - St Joseph's Primary
Number of Students: 1

& This table lists data sections that can be included in your CTF export file,
& By default, the main data sections are selected for export.
& You can modify export choices by use of the checkboxes, and top screen menu options.

Basic Details =
Locked After =
SEN History =
Student Address "
Contact Details I
Attendance History 7
Key Stage Assessments v

Key Stage 1 Test Data (2005 onwards) [+
School History I
FSM History =
Student Phones =
Student Email =
Extended Contact Details =
Extended Student Details =]

Ledical Details

Cancel

The summary screen will now appear allowing you to double check the information you
have chosen to export. If you are satisfied that this information is correct, click Download
Now...

Export Wizard - Summary and Download Print

Export Summary

CTF Export File: 3170000_CTF_2223333_002.XML

Destination: 222/3333 - St Joseph's Primary

Export Started: 16th December at 10:00:17 User: Not Specified IT Unit
Basic Details

Looked After
SEN History
Student Address s

The summary provides information about the export file's content:

* Details listed include; destination information, selected Data Sections and selected Students.
« If you wish to keep z reference copy of the summary, select the print option at the top of the screen.
® Please review the summary; if satisfied, you should save your CTF file to a suitable location.

To save the CTF file, please
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The CTF will then be downloaded, in compressed zip form, to the PC’s Downloads folder.
You will need to navigate to the PC’s download folder in order to unzip the file before
uploading it to the S2S website.

When in the Downloads folder, right click on the zip file and select Extract All ...

s ‘ | 4 » Anita » Downloads - Search Downloads
Organize « 7 Open = Share with - E-rnail Burn New folder =~ [ @
¥ Favorites Mame Date Type 5i
B Desktop ||_i|J 3170000_CTF_2223333 001 16/12/2014 08:42 Compressed (zipped) Folder
8 Downloads Open

fom
1= Recent Places

Open in new window

s Extract All...
23 Libraries | ptnsctAl.

@ Dot Scan with Sophos Anti-Virus

The file is automatically set to extract to the Downloads folder but you may change the
destination if you wish by clicking on Browse...

Click Extract ...

Select a Destination and Extract Files

Files will be extracted to this folder

C:\Users\Anita\Downloads\3170000_CTF 2223333 001

Show extracted files when complete
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You will now find an unzipped version of the downloaded folder in the chosen destination...

Downloads » - || Search Download's
Include in library - Share with + Slide show = = + [l @
Mame Date Type Siz

| 1. 3170000_CTF_2223333_001 16/12/2014 12:35 File folder
1) 3170000_CTF_2223333_001 16/12/2014 05:42

Compressed (zipped) Folder

Open this folder to view the CTF file which will now need to be uploaded to the S2S site.

MName Date modified Type
[ 3170000_CTF_2223333_001 16/12/2014 12:35 AML Document
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Sending a CTF file

Now that you have created the CTF file, you will need to upload it to the S2S website in
order for the Destination school to receive it. Follow this link and log in to your S2S account.
https://sa.education.gov.uk/idp /Authn/UserPassword

department for

education and skills

Once in the S2S area, click on

the expand button (&) next to @ Home

¢ ) Fupload

Uploa_d then select Upload @ Untoad CTF File

CTF Flle @ Upload Teacher Asseszsment File to NAA

M helmad Camarie Fila

Click on Browse...

Secure Data Transfer System
Version: 2.42

Common Pupil Transfer File Upload Page

Please use the browse Button to refrieve files for upload

SelectFolder & Filename:

UploadFile |

Navigate to the folder in which the unzipped CTF is saved. Select the CTF and click Open.

| e = 0 @
x s “ Name Date modified Type Size
B Desktop =] 3170000_CTF 2223333001 16/12/20141235 XML Document 2
& Downlozds

%] Recent Places

4 Libraries
[ Documents
@ Music
[ Pictures
Videos

~ 4 i, | r

File name: 3170000_CTF_2223333_001 " - -

M Comnuter
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The path to this file will now appear in the Browse field.

Click Upload File ...

Secure Data Transfer System
Version: 2.42

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

SelectFolder &Filename I C:\Users\Anita\Downloads\3170000_CTF_2 Browse
Upload File |

A confirmation from S2S should now appear on your screen to let you know that the file has
uploaded successfully and is now ready for the destination school to collect.

Please Note:
When finished, CTFs must be deleted or moved to a secured drive.
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