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 About the Student Information Records System (SIRS)  

Under legislation, schools are required to provide the following information to the School 

Curriculum and Standards Authority (Authority): 

¶ courses and programs provided by schools (secondary only) 

¶ student registration and demographics 

¶ student enrolment details (secondary only) 

¶ student achievements (secondary only). 

Schools use a variety of database programs to record this information. The data is then provided 

to the Authority by uploading it to the Student Information Records System (SIRS). 

The Authority uses this information in various ways, including: 

¶ the coordination of examinations (secondary only) 

¶ reporting on student information and achievement (secondary only). 

 Processes  

There are three processes involved in providing information to the Authority: recording data, 

saving data and uploading data. 

Recording data 

Data can be entered into school database systems, including (but not restricted to) Civica MAZE, 

Integris (SIS), Reporting to Parents (for most public schools), SEQTA and Synergetic. To find out 

how to record data in these systems, please contact the software supplier or refer to the section 

on Database programs for links to user manuals. 

This manual provides instructions to schools on how to set up different types of databases in 

Microsoft Excel®. It is critical that data is formatted correctly. Failure to do so will prevent the 

data from being uploaded into SIRS. Please refer to instructions in the relevant section of this 

manual on how to set up a spread sheet in Excel®. 

Saving data 

Whatever database software a school uses, information is required to be saved as a .CSV 

(comma delimited) file before it can be uploaded into SIRS. Failure to save in this format will 

ultimately prevent the data from being uploaded into SIRS. 
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Uploading data 

The Authority receives school data when files are uploaded into SIRS 

(https://sirs.scsa.wa.edu.au). All files are uploaded using the Uploads tab in SIRS (see screen 

shot below). 

 

Schools using the Brightpath program, or ABLEWA program, or implementing NAPLAN online will 

be required to Upload Students to SIRS. 

Schools using the Brightpath program will be required to Upload Teachers to SIRS. 

Each file can provide optional information as well as mandatory information required by the 

Authority. Files that do not have information in the mandatory fields cannot be uploaded into 

SIRS. 

 Deadlines  

Schools will be advised of deadlines required to upload their data to SIRS through eCirculars, 

reminder emails and messages on the Welcome Page of SIRS. 

 Reports  

Once data is uploaded into SIRS, schools can generate a variety of reports. For the full list of 

reports, please refer to Reports. 

 Support  

For issues relating to the information contained in this document, please email the Data Services 

team at dataservices@scsa.wa.edu.au. 

 More information   

The Authority has a number of publications relevant to different areas ς in particular it is 

recommended that school personnel sign-up for the Kto10 Circular on the Authority website via 

www.scsa.wa.edu.au.  

 Online Training  

Online Training Modules will be available in SIRS early in 2017. 

 

https://sirs.scsa.wa.edu.au/
mailto:dataservices@scsa.wa.edu.au
http://www.scsa.wa.edu.au/
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 Logging on  

Please contact the SIRS helpdesk sirshelp@scsa.wa.edu.au for initial login and password allocation. If 

this has not already been sent to you. You will be required to change your password at the initial 

login. 

1. Click on the following URL to launch the Student Information Records System (SIRS): 

https://sirs.scsa.wa.edu.au. The following screen will appear: 

 

2. Click on [Launch]. The Login screen will appear (see below). 

 

3. Add your Username. This consists of the letter p followed by your school code. If you are an 

administrator, your username will be p****  and no alpha character (letter) after the school 

code (an administrator has the authority to create user accounts but not another administrator 

account). If you are not an administrator, your username will end with an alpha character, e.g. 

p1234b. 

4. Enter your Password. This should be a minimum of eight digits, with at least one capital letter 

and one number. 

5. Click on Login or press Enter on your keyboard. 

Note: you cannot leave the Username or Password fields blank to enter SIRS. 

6. The Welcome to SIRS screen will appear with the main horizontal menu bar at the top. 

  

Tip 

Add this page to your 

favourites for quick 

access in the future. 

mailto:sirshelp@scsa.wa.edu.au
https://sirs.scsa.wa.edu.au/
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 A tour of SIRS 

The Welcome to SIRS page has a number of elements: 

¶ horizontal navigation bar at the top of the page  

¶ important dates 

¶ upload status. 

 

2.2.1 Home page 

2.2.1.1 HORIZONTAL NAVIGATION BAR 

The blue horizontal navigation bar has a number of menu items, including: 

¶ Providers, Enrolments: these are pages for different types of data reporting activities required 

by the Authority 

¶ Uploads: allows data to be uploaded from your computer into SIRS 

¶ Reports: allows schools to generate a wide range of reports based on the data uploaded into 

SIRS 

¶ Administration: allows the user to search for suburb and postcode information 

¶ Security: allows management of user accounts (e.g. passwords, email addresses, roles) 

¶ Online Training: offers comprehensive but easy-to-follow training modules that run for about 

five minutes. Topics include: Getting Started, Uploads, Reports and Troubleshooting, Important 

dates. 

2.2.1.2 DEADLINES 

In order for the Authority to meet its obligations, schools are required to upload data into SIRS at 

appointed times throughout the school year.  It is also good practice to update student data on a 

regular basis to ensure accuracy. 
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 Managing your account  

2.3.1 Changing your password  

 

1. In the horizontal blue navigational bar, hover over the Security menu item (see screen shot 

above). 

2. Click on My Details. 

3. Click on Change Password. 

 

4. Enter your Existing Password. 

5. Enter your New Password. 

6. Confirm your New Password. 

7. Click on Change Password button. 

2.3.2 Changing the primary  email address 

To ensure you receive emails generated by SIRS, it is necessary that your email address is correct. 

1. In the horizontal blue navigational bar, hover over the Security menu item (see top screen shot 

on this page). 

2. Click on My Details. 

3. Place your cursor in the email field and update the address if required. 

4. Click on Save My Details (at the bottom of the screen). 

2.3.3 Changing the secondary email address 

If you job share or need a backup while you are on leave, you will need a second person to receive 

emails from SIRS. To add a secondary address for receiving email alerts: 

1. In the horizontal blue bar, hover over the Security menu item. 

2. Click on My Details. 

3. Add new address in the CC Email field. 

4. Click on Save My Details (at the bottom of the screen). 
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 Managing o ther user accounts  

To administer other user accounts, you must have the Manage provider member login IDs role 

enabled in your user account.  

2.4.1 Accessing other user accounts 

1.  Hover over the Security tab. 

Select Users. The User Search will appear (see screen shot below). 

 
  

2. Enter your login ID (e.g. p1234). 

3. Ensure the User type is Provider. 

4. Click Search. ̧ ƻǳ ǿƛƭƭ ǎŜŜ ŀ ƭƛǎǘ ƻŦ ŀŎŎƻǳƴǘǎ ƘŜƭŘ ǳƴŘŜǊ ȅƻǳǊ ǎŎƘƻƻƭΩǎ L5 όǎŜŜ screen shot below). 

Under the Status column accounts may display as inactive along with the active accounts. 

 

  



Section 2: Getting started and administration  

Page 10 | Student Registration Procedures Manual 2017  

2.4.2 Managing roles of other user accounts  

When using SIRS, there may be times when users will require additional/elevated access within the 

system. For example, only an administrator has initial access to the Detailed written examination 

feedback (Maximising feedback) (secondary only) reports. However, they can delegate this role to 

other staff. 

Only an Administrator can change the roles of a user account. To carry out the following 

instructions, you must have the Manage provider member login IDs role enabled in your user 

account:  

1. Hover over the Security tab.  

2. Select Users. 

3. Enter your login ID (e.g. p1234). 

4. Ensure the User type is Provider. 

5. Click Search. ̧ ƻǳ ǿƛƭƭ ǎŜŜ ŀ ƭƛǎǘ ƻŦ ŀŎŎƻǳƴǘǎ ƘŜƭŘ ǳƴŘŜǊ ȅƻǳǊ ǎŎƘƻƻƭΩǎ L5 (see screen shot below). 

Some accounts in the Status column may display as inactive along with active accounts.  

 

6. Click on the user account you want to add roles to. You will see a Roles tab (coloured green) to 

the right of the User Details tab (see screen shot below). 

 

7. Click on the Roles tab. You will see the roles assigned to users and a description of the role (see 

screen shot below). 
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You are now ready to add, remove or query roles (see instructions below). 

2.4.2.1 ADD A USER ROLE 

1. Click on the Assign to Role button at the bottom of the field (see screen shot below). 

 

2. Click on the document icon  to the left of the role you wish to assign. In the next screen, this 

role will be displayed in a list of roles and their descriptions (see screen shot below). 

 

3. Click on Close. The new role is now added to the nominated user account. 

4. Repeat above steps to add more than one role for a user. 

2.4.2.2 QUERY A ROLE 

To open a detailed description of a role, click on the document icon . 

2.4.3 Create a new user account 

The following instructions are to create a new user account for any role other than an Administrator. 

Note: It is best for any person who is new to the administrator role to simply overwrite the existing 

Administrator account details by placing in their name and email address. 

To create accounts with roles other than Administrator roles. 
1. Hover over the Security tab (in the top blue navigation bar). 

2. Select Users. 

3. Enter your login ID (e.g. p1234). 

4. Ensure the User type is Provider. 

5. Click Search. You will see a list of accouƴǘǎ ƘŜƭŘ ǳƴŘŜǊ ȅƻǳǊ ǎŎƘƻƻƭΩǎ L5. 



Section 2: Getting started and administration  

Page 12 | Student Registration Procedures Manual 2017  

 

6. Click on the document icon  next to one of the inactive accounts you wish to be allocated to 

the new user. Security: User Details will appear, prompting you to fill in the User Details (see 

screen shot below). 

 

7. You must fill in the fields that are tagged with red asterisks (*). 

8. You are strongly recommended to enter an email address, to ensure the staff member receives 

verification and processing upload messages. 

9. You may also wish to enter the other details. 

10. The User type shall always remain as Provider (unless specified otherwise). 

11. Type in a new password. 

12. In the status window, ensure the account is changed from Inactive to Active. (This can be 

changed back to Inactive once a staff member leaves or no longer required access). 

13. Tick Password Change Required box to ensure the account holder changes the password on 

initial login. 

14. Once all fields are populated, click the Save button. 

The new user account will now be created and is active. The person using the account will be 

prompted to change their password on their first login. 

For any problems with logon and passwords, please contact sirshelp@scsa.wa.edu.au. 

mailto:sirshelp@scsa.wa.edu.au


Section 2: Getting started and administration  

 

Student Registration  Procedures Manual  2017 | Page 13 

 Updating provider information  

Details about your school or registered training organisation 

are located under the Providers tab, in the top blue navigation 

bar (see screen shot right). This information is updated in SIRS 

by the Authority. It is essential that providers email updated 

information to the Authority at the earliest possible 

opportunity. 

The range of information includes: 

¶ Levels of education provided 

¶ Estimated number of students for each academic year. This information is requested by the 

Authority early in the year and added to the system each year.  

¶ Location and district of school 

¶ Lowest year level 

¶ Highest year level. 

Refer to the screen shot below for the full range of information available in the Provider details tab.  

 

¢ƻ ŀŎŎŜǎǎ ȅƻǳǊ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ŘŜǘŀƛƭǎ ƛƴ ǘƘŜ Provider details: 

1. Hover over the Providers tab. 

2. Click on Provider details. The screen below will appear. 
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3. Fill in the Provider name field. 

4. Fill in the Provider code field. The Provider details page will appear. 

2.5.1.1 SEARCHING FOR A POSTCODE OR A SUBURB 

1. Hover over the Administration tab in the top blue navigation bar (see screen shot below).  

2. Click on Suburb Postcode Search and Maintenance. The 

form fields for Search Results will appear (see screen shot 

right). 

3. Fill in the Suburb name or the Postcode, depending on 

your search requirements 

4. Results for Postcode and Suburb will appear. Click on the 

appropriate entry. 

2.5.1.2 MAINTAINING YOUR SCHOOLɅS CONTACT DETAILS 

To update a provider postcode, please email updated information to dataservices@scsa.wa.edu.au. 

 Further help  

For issues relating to the information contained in the Student Registration Procedures Manual 

2017, please email the Data Services team at dataservices@scsa.wa.edu.au. 

 

mailto:dataservices@scsa.wa.edu.au
mailto:dataservices@scsa.wa.edu.au
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 Western Australian Student N umber (WASN)  also known as 

SCSA Student Number.  

Currently referred to as an SCSA student number, the eight digit number allocated to Western 

Australian students by the Authority will in future be referred to as a Western Australian student 

number (WASN). 

 Student registration requirements  

All students enrolled in the Brightpath or ABLEWA programs or NAPLAN online need a record to be 

held by the School Curriculum and Standards Authority. This requires that each student is allocated a 

unique identifier ς an eight digit student number. 

 

Refer to Request/Search WA Student Numbersςother than Kindergarten. 

3.2.1 Important dates  

Please refer to the front page of SIRS for dates the student registration information is required by 

the Authority. 

3.2.2 Request to change student academic year  

At times students need to change their academic year ς for Primary Students, contact a member of 

the Data Services team at dataservices@scsa.wa.edu.au and request the change. This cannot be 

done by uploading the SRGDG file. 

 Request WA Student Number  (WASN) ɀ Kindergarten  

This process is to only request Kindergarten WA Student Numbers. To request numbers for students 

who are in other academic years, please refer to Search for WA Student Numbersςother than 

Kindergarten. 

1. Click Providers on the blue horizontal menu bar.  

If none of your students have a student number because you have not used 

Brightpath or NAPLAN online previously, please email numbers@scsa.wa.edu.au and 

a member of staff will assist. 

If most of your students have a student number, but there are a few who do not, 

please check first with each ǎǘǳŘŜƴǘΩǎ ǇǊŜǾƛƻǳǎ ǎŎƘƻƻƭ ƻr check in SIRS (see Section 

3.2.1) and then email numbers@scsa.wa.edu.au ǿƛǘƘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƭŜƎŀƭ ǎǳǊƴŀƳŜΣ 

first name, date of birth and academic year if you cannot determine whether they 

have been allocated a number already. 

A number will be provided for the student which you can then upload as part of your 

SRGDG file. 

mailto:dataservices@scsa.wa.edu.au
mailto:numbers@scsa.wa.edu.au
mailto:numbers@scsa.wa.edu.au
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2. Click Request Student Numbers (see screen shot below). 

 

3. The Providers: Student Number Request Search screen appears (see screen shot below). Click 

on the Add Request button. 

 

 

4. The Providers: Student Number Request Details page appears (see screen shot below). Enter 

the number of Kindergarten WASNs required. 

 

5. Check the email address is correct to ensure messages are sent to the right person (this 

information is populated from Security > My Details area).  

Year Request Made 
is the calendar year 
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6. Click on Save. SIRS confirms the request by displaying the Record successfully created message 

as well as information in the Requested By, Requested On and Status fields (see screen shot 

below). 

 

7. Check details. If you make changes, you will need to click Save again. 

8. When details are correct, click Close to dispatch the request for processing. Alternatively, you 

can click Cancel Request. 

 

The Authority will approve WA Student Number requests periodically. Wait for email confirmation of 

the numbers in an attachment emailed to your email address or through the SIRS Private Message 

section (available from the home page of SIRS). See an example of a message received through 

Private Message in the screen shot below. 

 

If you do not use all the allocated numbers, it is recommended you delete them. For any new 

Note  

The information descriptor Numbers Sourced From will be the calendar year the student 

would be entering Year 8 (i.e. Year 3 numbers requested in 2017 will show that the numbers 

have been sourced from 2022). 
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students arriving later in the year, email directly to numbers@scsa.wa.edu.au and provide the 
following details for each student: Surname, First Name, Date of Birth and Academic Year. 

3.3.1  Search student numbers throug h SIRS  

1. Start at the Providers: Request Student Number, which will open the Student Number Request 

Search screen (see screen shot below). 

2. Click Search or the Search Results tab to display a list of requests (see screen shot below). 

If Processed appears under the heading Status, the numbers have already been allocated. The 

Providers: Student Number Request Details screen will appear.

 

3. Click the Select icon to select a processed request from the list under the Status heading. 

4. Click the Student Number Allocated tab to inspect student numbers allocated (see green tab in 

screen shot below). 

 

The student number details will appear (see screen shot below). 

 

 

You can also click EXPORT to have the student numbers saved as a text file. This is useful if you 

have deleted the confirmation email message which had the student numbers as an 

attachment. 

mailto:numbers@scsa.wa.edu.au
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 Search for WA Student Numbers ɀ other than Kindergarten  

If a student arrives at your school from another school in Western Australia, or from 

ƻǾŜǊǎŜŀǎκƛƴǘŜǊǎǘŀǘŜΣ ȅƻǳ ƘŀǾŜ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ ǎŜŀǊŎƘ ƛƴ {Lw{ ŦƻǊ ǘƘŀǘ ǎǘǳŘŜƴǘΩǎ WA student number. All 

you need is a family name, given name and date of birth. 

All student registrations are recorded in SIRS by the end of March in the current year. You will be 

ŀōƭŜ ǘƻ ǎŜŀǊŎƘ ŦƻǊ ǎǘǳŘŜƴǘǎ ǳǎƛƴƎ ǘƘŜ ŎǳǊǊŜƴǘ ȅŜŀǊΦ ¢Ƙƛǎ ǿƛƭƭ ǘƘŜƴ ƎƛǾŜ ȅƻǳ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇǊŜǾƛƻǳǎ 

school and you will know where to send the transfer note. 

1. Hover over Enrolments in the horizontal blue menu bar. 

2. Click on Student Enrolment > Find Student Number (see screen shot below). 

 

3. The Find Student Number directory will appear (see screen shot ōŜƭƻǿύΦ 9ƴǘŜǊ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 

Family Name, Given Name and Date of Birth. 

 

4. Click Search. If the information you have entered exactly matches the information in SIRS, you 

will find a result even if the student is not at your school (see screen shot below). 

If the details you have requested are different from the information in SIRS (e.g. date of birth is 

different, Jackie is spelt as Jacky etc.), no information will be found. In this case, please email 

numbers@scsa.wa.edu.au and provide ǘƘŜ ǎǘǳŘŜƴǘΩǎΥ 

¶ Given Name (First name) 

¶ Family Name (Surname) 

¶ Date of Birth 

¶ Academic Year 

¶ Previous School (If known). 

mailto:numbers@scsa.wa.edu.au
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3.4.1 Troubleshooting: Search WA Student Numbersɀother than 

Kindergarten  

What happens if the requested information does not show? 

Email numbers@scsa.wa.edu.au and provide student name, academic year and date of birth. 

What happens when only 2012 to 2012 is entered in the date range? 

Only a result for that year will be returned. 

What does it mean when the Department of Education is shown as the studeƴǘΩǎ Ƴŀƛƴ ǇǊƻǾƛŘŜǊΚ 

It means the student is likely to be under a Notice of Arrangements for students in Years 11ς12, or 

may have been on the Whereabouts Unknown List for students in Years 1ς10. 

 Student maintenance  

Student details are uploaded into SIRS mostly in the Student Registration and Demographic File 

(SRGDG). Once the information is uploaded, it can be viewed in various sections of the Student 

Maintenance section in SIRS. These details can only be changed by uploading the relevant file. Please 

note that the following fields cannot be altered by uploading the SRGDG file: 

¶ Given Name (First name) 

¶ Family Name (Surname) 

¶ Date of Birth 

¶ Academic Year. 

To view student details: 

1. Hover over Enrolments in the horizontal blue navigation bar. 

2. Click on Student Enrolment > Student Maintenance. The Student Search directory will appear. 

3. To call up a Student Record (see screen shot below), you can either: 

a. enter their name (Given Name and Family Name) or 

b. enter their WA Student Number. 

mailto:numbers@scsa.wa.edu.au
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4. Click Search or the Search Results tab (see screen shot below) or click on Enter. 

 

A number of tabs sit under the Student Maintenance section of SIRS: 

¶ Student summary 

¶ Student contact 

¶ Previous names 

¶ Program of study (only relevant to senior secondary students) 

¶ Learning program (only relevant to senior secondary students) 

¶ Record of Achievement (only relevant to senior secondary students) 

¶ Check WACE eligibility (only relevant to senior secondary students). 
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3.5.1 Student summary  

Thƛǎ ǎŜŎǘƛƻƴ ƘƻƭŘǎ ŀ ƭŀǊƎŜ ŀƳƻǳƴǘ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŜǊǎƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴΣ ƛƴŎƭǳŘƛƴƎ ŘŀǘŜ ƻŦ ōƛǊǘƘΣ 

Indigenous status, and any visa/residency information. 

  

 

Students 
registered for 
Brightpath need 
to have a Class ID 
to ensure correct 
class lists for 
assessment 
purposes 

This box will populate if the 
SRGDG notes the student as 
either a Brightpath or 
ABLEWA student. 
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3.5.3 Student contact details  

Contains address and telephone number information ς both home and postal addresses (see screen 
shot below). 

 

3.5.4 Previous names  

/ƻƴǘŀƛƴǎ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ŀ ǎǘǳŘŜƴǘΩǎ ǇǊŜǾƛƻǳǎ ƴŀƳŜǎ ƛŦ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴ Ƙŀǎ ōeen provided to the 

Authority. 

3.5.5 Program of study (relevant to senior secondary students 

only) 

Shows all the course units, VET units of competency and endorsed programs that a student has been 

enrolled into (via ENCOS, ENVET and ENEND upload). 

3.5.6 Learning Program (relevant to senior secondary students 

only) 

Shows information regarding students who are on a Notice of Arrangements. 

3.5.7 Record of achievement (relevant to senior secondary 

students only) 

The Record of Achievement page will only show examination results once student results have been 

made available to students. 

3.5.8 Check WACE eligibility (relevant to senior secondary 

students only) 

This section will show which WACE eligibility criteria need to be met.  
















































































