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Integris G2
Adding a Student Record

To add a new student go to General (1) > Student Details (2) > Add (3)
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The Name/Surname/DOB/Gender fields are mandatory fields. Work through the tabs
until you have entered all of the necessary information.

If the child has previously been on the roll of another school or nursery, they will
already have a UPN. Therefore you must enter this into the UPN field by clicking on the
Pad Lock (4) then typing the UPN into the UPN field (5). If you know the student has a
UPN but you have not yet received the information, you must check the Temporary
UPN box (6), you can then come back to edit this at a later stage. If the child has not
attended a School/nursery before then you should leave this box blank so that the
system can automatically generate a UPN for the new Student.

Then click Save at the bottom right of the screen. Your new Student record can now be
found on the Current Roll of your Database.
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Integris G2
Editing a Student Record

To edit an existing student record go to General (1) > Student Details (2) > Search for the
pupil record you wish to edit & click Edit (3)

Existing data in each field can simply be deleted and replaced with new information,
working through the tabs as seen in the previous section of this document.

Once the necessary changes have been made, click Save at the bottom right of the
screen. Your changes will now be saved to the Student record.
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Integris G2
Transferring a Student Record to Former Roll

To Transfer a student record to the former roll, go to General (1) > Student Details (2) >
Search for the pupil record you wish to transfer & click Move to Former Roll (3)
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Say Yes to the message that follows....

Information

i The student will be removed frem all
\\) Teaching Set memberships after
vour chosen Leave Date.

Are you sure you want to move this
record to the Former Roll?

The following screen will appear. A Leave Date and Destination must be entered (if you
do not know the destination, please select Unknown Other). A reason for leaving is not
necessary but this can be recorded if you wish.

Current Roll To Former Roll

Leaving Details

Leaving Date 28 Sep 2010 &=
Destination |The Primary School [v]
Reason For Leaving | Unknown [v]

Please confirm that these details are correct

...then click OK. Say Yes to the message that follows and the Student record will now be
moved to Former Roll.
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Integris G2

Reinstating a Student Record

If a former pupil returns to your school, you must reinstate their record from the Former
role. Please do not create a new record for these students as this will cause duplicate
student records on your database which will in turn affect your Census.

To re instate a pupil go to General (1) > Student Details(2) > Select Former (3) >
Use the Quick Search (4) to search for the student in question > Click Reinstate to

Current Roll (5)

Personal

Communicate | Find | Add | Edit | Reinstate To Current Roll 'int 5

Personal Mamzs  Entitlement Enrelment  Attendance  Additional Medical Groups

© O C srovaing al studants

Quick Search | Q

Year: 2 Class: 2A HDUSN
() wr 4

£, Behaviour ,.i-\rl { J

A, Census

a Gender: Male Address: &35, Trestops Lane
#4 Reporting to Parents i

" y a Date of Birth: 07 Jun 2004 Gt Yarmouth

=, Cover Age: & Yrs 11 Mths Norfalk

rogramme Management

& School Workforce Census

Teacher(s):

Room:

UPN: Z123456799098

Exam No:
ULN:
Car Registration:

NR29 OPP

Administrative Area:

Home 1: 01423 398585 Fax:
© Student Details GO ZE .
lstaf‘f Details Mobile: Email: 3
2 @ Groups Contacts & Siblings
@ School Details Name Phone | Address Relation Res Par | Mail Emrg Notes Fee |~
® School Diary Mr 01453 65, Father Yes  Yes  Yes 1 Mo Mo =

© Parameters

Kenneth 898989 |Treetops

Adzme Pame o+

Say Yes to the message that follows...

The new Entry Date must be entered on the following screen. The Previous School can
also be recorded if you wish...

Reinstate To Current Roll

Entry Details
Entry Date 05 Sep 2005 E
Previous School | Met Specified [v]

Once you have entered these details click OK and say Yes to the message that follows.

The record has now been moved to the Current Roll.
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Integris G2
Deleting a Student Record

Due to the changes in the way that your datafile is stored, the Delete Student function
has been deactivated. For the foreseeable future, any records that need deleting will
need to be done by RM.

If you need a student record deleted from your database, please Email me the following

information, Student Name, Admission/Reference number and the roll that the record
is currently sitting on, and then I can have RM delete it for you.

Anita Pirie °



