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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)  

 

 
 

 

 

 

Click CTF Export… 
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Select ‘School to School Transfer – for Leavers’ (1) option and click Next (2). 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

(6)… 
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The following screen will appear. Click on Select All (1) and Next (2). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

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… 
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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 …  

 

 
 

 

 

 

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 … 
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You will now find an unzipped version of the downloaded folder in the chosen destination... 

 

 
 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Browse... 

 

 

 

 

 

 

 

 

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

 

 

 

 

Once in the S2S area, click on 

the expand button ( ) next to 

‘Upload’ then select Upload 

CTF File 
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The path to this file will now appear in the Browse field.  

 

Click 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. 

 

 

 

 

 

 

C:\Users\Anita\Downloads\3170000_CTF_2 

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


