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sing the ‘Find’ feature, you can search for a pupU il using a variety of criteria.  

o to General (1) > Student Details (2) > Find (3) 

er 
ts, 

check boxes or type into the fields as appropriate, and then click Find. (Appendix A 
shows a table of available filter options and the Tabs in which they can be found.) 

 
 
 

t of students will now be 
isplayed for you to choose from. Alternatively, select all and click Find again in order 

to display the listed records in a Browse Set (see page 9).   
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The following screen will appear, allowing you to filter students who match various 
possible options selected throughout the available tabs. There is no limit to the numb
of fields that can be used to filter your search. Simply select from the drop-down lis

 
 
 
 
 
 

 
 
 
 
 

If the selected criteria match one record only, that record will now be displayed in the 
ork area. Should the criteria match multiple records; a lisw

d

1 
3 

2 

 



 
 
 

 

is 
 a list of children with two 

ifferent SEN codes you would search for one code and then the other bringing them 

avigate into the normal Find function, General (1) > Student Details (2) > Find (3) and 
en click Advanced Find at the top of the screen… 

ou will then be taken to the Advanced Student Find screen. Click on the Add Student 

 
 
 
If you would like to incorporate multiple searches into one search result, you can do th

ia the Advanced Find. For instance… if you would likev
d
together as one group in a Browse Set or printable list.  
 
 
N
th
 

 

 
 
 
 
 
 
 
Y

 button  

earch page which looks and works in exactly the 
in the previous section.  

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
You will then be taken to the General S
ame way as the Find function shown s

 
Make your selections and click Find.  
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The Students matching your selection will be added to the Advanced Student Find list… 
 

 
 

Click the Add Student button  again to be taken back to the General Search page, 
make your second filter selection and click Find again.  You can repeat this as many 

mes as is necessary. Once the Advanced Student Find list is complete, click Select at 
e bottom of the screen, say ‘Yes’ to the message that follows. The completed Browse 

et should now appear in the work area.    
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Go to General (1) > Student Details (2) > and click in the Quick Search (3) box… 

e. 

rst name – again using either the Initials, partial or full names in 

 will be displayed in the work 
area automatically. If more than one record
displayed for you to choose from. Alternatively, select all and click Find again in 
order to display the listed records in a Browse Set.   
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You can use the Quick Search to search by the following...  
 

 Surname – either the Initial, partial or full surnam
 
 Surname & Fi

the following format Surname, First name. 
 

…and press enter. 
 
If the name/initials match just one record, hat recordt

 matches the search criteria, a list will be 

 
 

 



 
 
 

 
 

 
Tab

 

A. 
 Field  Description 

Surname/Ref: No Enter either the Pupil Surname (can also use partial 
und Surname) or the Reference Number (the number fo

to the right of the student name on the Student Det
screen) of the student(s) to be found. 

ails 

Known name Enter the known name of a student when this is differen
to the First Name (a partial name can be used here also

General 
Searches 

t 
). 

First name Enter the first name of the student(s) to be found. 
Legal Surname Enter the Legal Surname (if different to the known 

Surname) of the student(s )to be found. 
Contact Surname ffers Enter the Surname of a contact when Surname di

from that of the child’s.   
Roll Status Enter the appropriate Roll status, 

Current/Former/Admissions) for the student(s) to be 
found. 

Year Group Enter the Year Group of the student to be found. 
Class Enter the Class of the student to be found. 
House Not Generally used in Primary Schools, Classes c

sorted in to additional groups of a schools Choice. 
an be 

Gender Specify the Gender of the student to be found. 
Globa
Search

l Name ry) / All 
tory Only   

Choose from All Names (Excluding Histo
Names (Including History) /  Name His

Date o
Betwe

f Birth 
en 

Enter the date of birth of the student to be found. 

Student Age Enter the Age of the student to be found. 
UPN Enter the UPN of the student to be found. 
Exam Number (NOT USED IN PRIMARY SCHOOLS) 

ULN (NOT USED IN PRIMARY SCHOOLS) 

Car Registration (NOT USED IN PRIMARY SCHOOLS) 

Group Type When searching by Group you must first select the 
Group Type. 

Group Select a group that the student to be found is a member
of. 

 

Family Rep Select True to display those that are Family 
Representatives and False for those who are not. 
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 Stage Current Key Enter the Key Stage of the student to be found. 
Year of Assessment When searching by Key Stage enter the Year that 

student will have been Assessment at that level. 
the 

End of statutory
assessment 

   of Select Yes/No to specify whether they have taken End
Statutory Assessments for the specified Key Stage. 

Assessed at another No to specify whether the student was 
d Key Stage. School 

Select Yes/
Assessed at another school for the specifie

Show Inactive 
-

(appears at the bottom of each Tab) When ticked, old 
ailable for Parameters in drop

own lists 
Parameters i.e. old Classes etc, will be av
selection.  

Sub-dwelling 
Contains 

Enter part of the specified Address line. 

Dwelling contains Enter part of the specified Address line. 
Street contains Enter part of the specified Address line. 
Locality contains Enter part of the specified Address line. 
Town begins with Enter part of the specified Address line. 
County begins with Enter part of the specified Address line. 
Post code begins 
with 

Enter part of the specified Address line. 

Country begins 
with 

Enter part of the specified Address line. 

Address 

ins 
with 
Telephone beg Enter Telephone No. 

Entry Date The date the student Enrolled at the school. 
Leave Date The date the student left. 
Records sent Specify whether the records for the student have been 

sent. 
Previous School The school the student was previously enrolled in. 
Destination nt will be moving to. The school the stude
Attendance Type 

g the drop down list. 
Specify the Attendance Type of the student to be found 
usin

Part Time status ime or Specify whether the student to be found is a Part-t
Full-time student. 

School 
Enrolment 

Terms in this 
school 

Enter the number of Terms the Student has been enrolled 
for. 

Ethnicity Enter the Ethnicity of the student(s) to be found. 
Nationality Enter the Nationality of the student(s) to be found. 

Religion nter the Religion of the student(s) to be found. E
SEN Stage Elect the SEN Stage of the student(s) to be found. 

Additional 
Info 

Out of LEA specify whether the student to be Select True/False to 
found lives in or outside the Borough. 
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Traveller Select True/False to specify whether the student to be 
found is a Traveller. 

Entitled to FSM Select True/False to specify whether the student to be 
found is entitled to Free School Meals. 

Entitled to 
Transport 

o be 
Transport. 

Select True/False to specify whether the student t
found is Entitled to 

Entitled to EMA (NOT USED IN PRIMARY SCHOOLS) 
Medical Condition Select the Medical Condition of the student(s) to be 

found. (Conditions must first be entered in to the 
Parameters area). 

Doctor Enter the name of the Student(s) Doctor. 
Gifted & Talented Select True/False to specify whether the student to be 

found is recorded as Gifted and Talented. 
Mother Tongue e found. Select the Mother Tongue of the Student(s) to b
Lang. Spoken 
Home 

at Select the Language the Student speaks at Home 

Language of 
Tuition 

Select the Language that the Child is taught in at your 
School. (Not usually used in Primary Schools) 

English as an 
Addn. Lang dent to be found. 

Select True/False to specify whether English is an 
additional language to the stu

Child Protection  be 
Reg 

Select True/False to specify whether the student to
found is on the child protection Register or not. 

Care Order Select True/False to specify whether the student to be 
found is under Court Order. 

Meal Type Specify the Meal Type of the Student to be found.  
Mode of Travel  of Travel. Enter the Student to be founds Mode
Connexions Assent (NOT USED IN PRIMARY SCHOOLS) 

Medical Practice Select the Medical Practice that the student(s) to be 
found are registered with. (Practices must first be 
entered in to the Parameters area). 

UDI efined 
ation  to be 

added to 
parameters by 
Users 

Depending on the Values added by users, options User D
Inform available in this area will vary.  

Teaching 
ets 

N/A (NOT USED IN PRIMARY SCHOOLS) 

S
 
 
 
 
 



 
 
 

 

 
What is a ‘Browse Set’?  
 
If the criteria searched using the find tool matches more than one record, a list will 
appear in order for you to select one or more records to be viewed. If you wish to v
just the o

iew 
ne record, that chosen record will display in the work area. If, however you 

elect multiple records to view, the records displayed in the work area will be displayed s
in what is known as a Browse Set. 
 
How can I tell whether I am viewing records in Normal or Browse Set 
mode?  

hen viewing records in normal mode the display will simply read “Browsing all 
tudents” 

hen viewing records in a Browse Set, the number of students in that particular set will 
e displayed to the right of the browse buttons (as shown below)…  

avigating a Browse Set

 
W
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o navigate through the selected records in a Browse set, simply click the left and right 
  

 
 
 
 
To exit the browse set simply click the

 
T
navigation arrows                                     
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