RAISEonline guidance notes: how to populate RAISEonline with a pupil level CTF

Part 1: Creating a Common Transfer File in SIMS for Export

Before you can export the CTF file you need to set up a dummy destination.

1. Select Tools | Setup | CTF to display the Configure CTF Defaults page
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2.
In the Alternative Destinations panel, click on the New button to display the Alternative Destination dialog.
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3.
Enter a unique seven character Code and a full Description for the new destination. It is important to ensure that the first characters of the Code, are not valid for an existing LA, eg. RAOLLLL, Raiseonline.

4.
Click on the OK button to save the details
5.
Now choose Tools | Setups | CTF
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6.
Make sure both the CTF Import and CTF Export Directories are filled in as:

CTF import directory R:\SIMS|STAR|CTFIN and

CTF export directory R:\SIMS|STAR|CFTOUT
These directories are where the CTF Files will be stored.

7.
Click SAVE (NB. You may need to restart SIMS at this point to enable this change)
8.
Now choose Routines | Data Out | CTF | Export CTF
9. In the Data to be Exported panel, select the relevant check boxes for your school, ensuring that only applicable containers have been ticked. 

10.
In the Student Options panel, specify the View from the drop-down list and select the check box to Include Students Already Exported in the export file, if applicable.

It is now possible to filter the students displayed in the grid by selecting either the Registration Group or the Year Group, or both, from the respective drop-down lists.

For example, selecting Year Group 5, from the drop-down list, will display all students in the specified year group but additionally, selecting Reg Group 5BB, from the drop-down list, will further refine the search and only display the students in 5BB. 

You can further refine the filter options by specifying (Custom) from either the Reg Group or Year Group drop-down lists. This will display the Custom AutoFilter dialog. Select the required filter option from the drop-down list and enter a restriction for the filter option, e.g. Reg Grp equals 5BB. Select the appropriate radio button if you would like to add an additional filter, e.g. And 5DT. Click the OK button to display the relevant data. Click the Clear Filter button to remove previous filter options and specify new filter options.

11. By Clicking the Refresh Students button this will update the data displayed in the grid.

When you are sure that you have the correct pupils for the year group or reg. group, right click in one of the white cells in the Destination LA/Other column to Select All.
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12. With all the cells selected, click on the drop down arrow in the first cell in the Destination LA/Other column and choose Raiseonline from the list.
13. It is possible to change the order of the pupils displayed by clicking on any of the column headings.

Right clicking anywhere within the Students grid will allow you to Select All the students displayed. They can then be allocated to the same Destination LEA or Destination School collectively.

[image: image7.wmf] 


13. Click the Export CTF button to create the export file.

14
 A message dialog will be displayed to confirm the export has completed and providing the name of the CTF file created.
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15.
Click the OK button to close the dialog.

16.
Any errors will be displayed in the Exception Log panel.
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The following information will be displayed:

· Number of Pupil (or Students) in file: indicates the total number of pupil(s) in the CTF file.

· Number of Pupil (or Student) processed: indicates the number of pupil(s) contained in the newly exported CTF file who have been successfully processed by the system.

· Number of Pupil (or Student) not exported: This indicates the number of new pupil/students that were not included in the CTF file you have just exported.

Any pupil/students that the system has identified as having data anomalies will be displayed together with their UPN, Surname, Forename, Gender, Date of Birth, an Error Description detailing the nature of the problem and File Name.

The following are common causes of import errors:

· missing core data

· missing or invalid UPNs

· data already exists

Some errors are for information only. If there is a figure in the Number of students not exported field then the appropriate error must be corrected before the pupil(s) can be successfully included in the CTF export file.

Part 2: Importing CTF into RAISEonline

CTFs are uploaded into RAISEonline using the data management functionality. This is only available to the school’s RAISEonline administrator, and cannot be accessed through the headteacher account or any other school account.

To open data management, the administrator clicks on the Data Management link at the top of any RAISEonline screen:

This will open the Data Management home page. Then click the link Import Data:
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13.02 - The Import Data link
On the Import Data screen, click the link Pupil Records (CTF):
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13.03 - The pupil record (CTF) link
You will then reach the file upload screen. Click Browse and navigate to the CTF file you intend to upload:

[image: image10.png]EEIS1MS .net: WATERS EDGE PRIMARY SCHC

Focs Reports Routines Tooks Window Help

B G

- B BRSNS BB

Zzo 08

Export CTF
SIMS Shortcuts
SIMS 7 |1 Datatobs Exponad 2 Student Options 3 Students 4 Exception Log
Capita
s0LUS 1Datatobe Evponed
Supportiet Studen: Basic Detais Studern Addvess Student Cornsets
Attendance 5 hesessment Data .
SEN nformation e e o Schoa! History
System
Schoolcomms Ausndance Summay Looked Ater
2 Student Optons
View [Current students Inchude suudenis sheady eponed 1 [a——

o
UPN Preferrec Sumame | Prefenred Forename |Reg. [~|Year. ||| Desfination LA/Other | Desfination School |
1820200102001 [Ahmadt A €8 4 Faiseonine =
Us20200104004__[Abmedt Mahan 450 4 Faiseonine
[EB20z00103002__Anderson [Jacob ] 4 Faiseonine
(Us20200103003__|Ansell [ichard (=N 4 Faiseonine
[Kaz0z00103005___|Aperen Aex s 4 Faiseonine
[DE20200102010__|Bond Craig (=N 4 Faiseonine
[Paz1200103008__|Bond Gloria s 4 Faiseonine
[RE20200102018__|Cogman Stefan s 4 Faiseonine
[Ds2020003011 ook Greg (=N 4 Faiseonine
[Fez0z00102021 | Cuncly Karl (=N 4 Faiseonine
[Evznznniozozs_|uty st s 4 Faiseonine
Kaznzn0102033__|Evdem [Kaan (=N 4 Faiseonine
Ze20200103016__|Fairchid Amold (=N 4 Faiseonine
[Nez0z0n03017__|Feng Fiona s 4 Faiseonine
520200102034 |Fawcett udrey s 4 Faiseonine
= [AB20200102035__|Fischer ngela (=N 4 Faiseonine
x -
Ceaan Nganen & somerr
Sopliaion
St 4 Exception Log
mport Sy Toios el | | e of s e Namber of students proessed: Namberof st ot sxponec
I Pafened Surams | Prtaned Forename | Gander | Dateof i | Exer Desarpion Fis Nome Swe P
\
start| riovel .. | Byzo0s | Dldatalo... | H)307 Ma..| FICTF for..| € Raisto. | Byser [[32sms Using t.





When CTF upload is selected, some additional options become available to the right of the screen in the CTF Options box. These options allow you to upload pupil details into two academic years, and must be selected before you can continue.

Firstly, you need to select the academic year to which your MIS was set when the CTF was produced, then indicate whether you wish to carry out QLA, Target Setting or both.
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Under Select File to Upload, click the Browse button to open a dialogue that will allow you to navigate to where the CTF is stored on your computer or network. Once you have successfully located the file, click the Upload File button.
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To see if the file has uploaded successfully check the message at the bottom of the screen.  If it says completed with result type yes then the file has successfully uploaded. 

If it says completed with results type no then the file has not uploaded.  Clicking on the view report button will bring up a screen with details of why it has not been uploaded. 

The file must be uploaded correctly before you can use the question level analysis tool.
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