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Section 1: Overview

1.1 About the Student Information Records System (SIRS)

Under legislation, schools are required to provide thiéowing information to the School
Curriculum and Standards Author{tuthority):

9 courses and programs provided by schdsetcondary only)
9 student registration and demographics

1 student enrolment detail§¢secondary only)

1 studentachievementgsecondary only)

Schools use a variety database programs to record this information. The dathésn provided
to the Authority by uploading it to the Student Information Records Syq8iRS)

The Authority uses this informiain in various ways, including:

1 the coordination of examinationecondary only)
1 reporting on student information and achieveme(secondary only)

1.2 Processes

There are three processes involved in providing information to the Autheetarding data,
saving data and uploading data.

Rewording data

Data can be enterethto school database systeniacluding(but not restricted tQ Civica MAZE
Integris (SISReporting to Parents (for mopublicschools) EQTAand SynergeticTo find out
how to record data in these systems, please cotithe software supplieor refer to the section
on Database progranm®r linksto user manuals

Thismanual provides instructions to schools on how to set up different types of databases in
Microsoft Excél It is critical thatlatais formatted correctly. Failure to do so will prevent the
data from being uploaded into SIF8ease refer to instructions in the relevant sectadrthis
manualon how to set up a spread sheetHixce?.

Saving data

Whatever dahbasesoftware aschool uss, informationis required to be saveds a.CSV
(comma delimitedifile before it can be uploaded into SIRilure tosave in thigormat will
ultimately prevent the data from being uploaded into SIRS.
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Section 1: Overview

Uploading data

The Authorityreceivesschooldata whenfiles areuploadedinto SIRS
(https://sirs.scsa.wa.edu.guAll files are uploadedsingthe Uploadstab in SIRGeescreen
shotbelow).

Providers  Enrolments  [UslleElss Reports Administration  Security  Online Training

Upload Students
Upload Brightpath Files

Schools using the Brightpatitogram or ABLEVA program orimplementingNAPLAN onlineill
be required to Upload Students to SIRS.

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

Each filecan provideoptional informationas well asnandatoryinformation required by the
Authority. Files that do not have information in the mandatory fields cannot be uploaded into
SIRS

1.3 Deadlines

Schools will be advised of deadlines reqdito upload their data to SIRS through eCirculars,
reminder emails and messages the Welcome Page of SIRS.

1.4 Reports

Once data is uploaded into SIRS, schools can genevaigety of reports. For the full list of
reports, please refer t&Reports

1.5 Support

For issues relating to the informatiooemtained inthis document please email th®ata Services
team at dataservices@scsa.wa.edu.au

1.6 More information

The Authorityhas a number of publications relevant to different argas particular it is
recommendedhat school personnel sigap for thekto10 Cicularon the Authority website via
www.scsa.wa.edu.au

1.7 Online Training

Online Training Modules will be available in SIRS early in 2017.
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Section 2: Getting started and administration

2.1 Logging on

Please contact the SIRS helpdsiskhelp@scsa.wa.edu.dor initial login and password allocatioff.
this has not already been sent to yotou will be required to change your password atithigal
login.

1. Click on the followingRLto launch theStudent Information Records Systé8iRB
https://sirs.scsa.wa.edu.aur hefollowing screenwill appear

#8 2chool Curriculum and Standards Authority

L
Launch Student Information Records System
[Launch]
Version: 8.0.3

2. Click onfLaunch] TheLoginscreenwill appear(seebelow).

Tip
Login Add this page to your
Username; | ¥ favourites for quick

access in the future.
Password: | ¥

3. Add yourUsername This consists of the lettgrfollowed by your school cod#.you are an
administrator, your username will g*** and no alpha characte(letter) after the school
code (aradministrator has the authority toreate user accounts but nanother administrator
accoun). If you are not an administratoyour usernamewill end with an alpha character,g
pl1234b.

4. Enter yourPassword Thisshoud be a minimum oéightdigits, with at least one qaital letter
and one number.

5. Click onLoginor pressEnteron your keyboard.

Note: you cannot leave th&lsernameor Passwordields blanko enter SIRS
6. TheWelcome to SIRScreenwill appearwith the main horizontal menu bar at the top
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Section 2: Getting started and administration

2.2 A tour of SIRS

TheWelcome to SIRBage has a number of elements:

1 horizontal navigation bar at the top of the page
9 important dates
1 upload status

"i“?j School Curriculum and Standards Authority

Providers Enrolments Uploads Reports Administraton  Security  Online Training

Welcome To SIRS

2.2.1 Home page

2.2.1.1 HORIZONTAL NAVIGATION BAR
The blue horizontal navigatiorabhas a humber ahenu items including

1 Providers Enrolments these arepages for different types afata reporting activitiesequired
by the Authority

1 Uploads allowsdatato be uploaded from your computertm SIRS

1 Reports allows schools tgeneratea wide range of reportsdsed on the data upload&dto
SIRS

1 Administration: allowsthe user to search for suburb and postcode information

1 Security allows management afser accountge.g.passwords, email addresses, roles)

1 Online Trainingoffers comprehensivéut easyto-follow trainingmodulesthat run for about
five minutes. Topics includ&etting Started, Uplads, Reports and Troubleshootidgportant
dates

2.2.1.2 DEADLINES

In order forthe Authorityto meet its obligations, schools are requiredupload data into SIRS
appointedtimes throughout the school yealt is also good practice to update student data on a
regular basis to ensure accuracy.

Student Registration Procedures Manual 2017 | Page 7



Section 2: Getting started and administration

2.3 Managing your account

2.3.1  Changing your password

Administration Online Training

1. Inthe horizontal blue navigational bar, hoverothe Securitymenu item(seescreen shot
above.

2. Click onMy Details

3. Click onChange Password

Change Password

Existing Password: ||

Mew Password: |

Confirm New Password: |

[ Change Password ] [ Cancel ]

Enter yourExisting Password
Enter youNew Password
Confirm youNew Password
Click onChange Passworblutton.

No ok

2.3.2  Changing the primary email address
Toensure youeceive emails generated by SJR$ necessarthat your email address is correct

1. Inthe horizontal blue navigational bar, hover over Securitymenu item(see topscreen shot
on this page.

2. Click onMy Details

Place your cursor in themailfield and update theaddressf required

4. Click onrSave M Details(at the bottom of thescreer).

w

2.3.3  Changing the secondary email address

If youjob share or need a backup whileu areon leaveyou willneeda second person to receive
emailsfrom SIRS. To addsecondanaddress for receiving email alerts:

1. Inthe horizontal blue bahoverover theSecuritymenu item.
2. Click onMy Details

3. Add new address in theC Emaiield.

4. Click onrSave M Detaik (at the bottom of thescreer).
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Section 2: Getting started and administration

2.4 Managing o ther user accounts

To administer other user accountgu must have thé/anage provide member logh IDsrole
enabledin your user account.

2.4.1  Accessing other user accounts
1. Hoverover theSecuritytab.

SelectUsers TheUser Searchvill appear(seescreenshotbelow).

Security: User Search

Search |[ Search Results |

User Search Criteria

User Logon ID:  |Your login ID)| x

Family Name : |

Given Name: |

User Type : | Provider v

Role Name : [ EI

Provider Name : | EI
Status: | [v|

2. Enter yourlogin ID(e.g.p1234)
Ensure thdJser ypeisProvider.

w

4. ClickSearch, 2dz ¢Aff &SS I ftA&ad 2F I OGRednyshiohelo)St R dzy RS

Underthe Statuscolumnaccountsmay display agactive along with theactiveaccounts

Security: User Search

Search || Search Results

User Search Results
| [ FamiyName | GivenMame | Userlogonid | UserTwpe | ProvideName |
Galbraith Lynn p1234 Provider Autherity Senior High Schoal Active

pi23da Provider Authority Senior High Schod Inactive

p1234b Provider Autharity Senior High Schoal Inactive

p1234c Provider Autharity Senior High Schod Inactive

p1234d Provider Autharity Senior High Schod Inactive

pl23de Provider Authority Senior High Schodl Inactive

p1234f Provider Authority Senior High Schoal Inactive
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Section 2: Getting started and administration

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 examplepnly an administrator hamitial access tahe Detailed written examination
feedback Maximising feedbackjsecondary onlydeports. Howeverthey can delegate thigole to

other staff

Only anAdministrator can change theolesof a user accountTo carry out théollowing
instructions,you must have thd/lanage provider membelogin IDsrole enabledin your user

account:

1. Hoverover theSecuritytab.

2. SelectUsers

3. Enter yourloginID (e.g.p1234)

4. Ensure thdJser ypeisProvider.

5. QickSearch, 2dz gAff &SS | fAa

a0 27

I(sBedRedny/Stiobeloi)S f R dzy R ¢

Some accounts in th8tatuscolumn may display dractive along withactive accounts

Security: User Search

Search || Search Results.

User Search Resuls
| [ FamiyMame | GvenMame | User Logen ID | serfype | Providertame | _swes |
Galbraith Lynn p1234 Provider Authority Senior High Schodl Active
p1234a Provider Authority Senior High Schod. Inactive
p1234b Provider Authority Senior High Schod Inactive
p1234c Provider Authority Senior High Schod Inactive

6. Click on thauseraccount you want to add roles t&'ou will see Rolestab (colouredgreen)to

the right of theUser Detaildab (seescreen shobelow).

Security: User Details

User Details | [ Roles |

Existing Contact

Existing Contact: | El

7. Click on theRolestab. You will see theoles assigned to users and a description of the (eée

screen shobelow).

Security: User Details

User Details || Roles

User Details
Name: [Smith, Joe
User Type: [Provider

User Logon ID: [p1234

Roles The User Is Assigned To

% New SIRS General for provider General role for provider

1~ 7
% ‘Audit Document For Provider Provider which can upload Audit document.
% Download NAPLAN Result Users Allow the provider users to download NAPLAN results
% EST document download EST document download
€ Manage Provider Members Logon IDs Manage Provider Members Logon IDs
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Section 2: Getting started and administration

You are now reagto add, remove or query roles (see instructions below).

24.2.1 ADD AUSERROLE

1. Click on théAssign to Roléutton at the bottom of the field (sescreen shobelow).

[ Close | ‘ Add User ] [ Assign To Role [

2. Click on thedocument icon to the left of the role you wish to assigim. the next screerthis
role will be displayed in a list of roles and their descriptions $eeeen shobelow).

Role Search
Search | [ Search Results |
Role Search Res ults
Applicable to
Role N Descripti Applieas’e 20
l-
Audit Document For Provider |Provider which can upload Audit document. Provider
Clerical Role assigned to users who can maintain Provider Details, Provider
Student Details, set up Schod Offerings and Enrolments.
Download NAPLAN Result
U::nrs oa s Allow the provider users to download NAPLAM results Provider

3. Click orClose The new role is now added to the nominated user account
4. Repeat above steps to add more than one role for a.user

2422 QUERY A ROLE

To open a detailed description of a rottickon thedocumenticon

2.4.3 Create a new user account

The following instructions are to createnaw user account for any role other than an Administrator.
Note: It is best for anyperson who isiew tothe administrator role to simply overwrite the existing
Administrator account details bplacingin their nane and email address

To create accounts with rolegher than Administrator roles
1. Hoverover theSecuritytab (in the top blue navigation bar).

SelectUsers

Enter yourogin ID (e.g.p1234)

Ensure thdJser ypeisProvider.

ClickSearchYou will see éistofaccoy’ 1 & KSf R dzy RSNJ @2 dzNJ 40K22f Qa

ok
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Section 2: Getting started and administration

Security: User Search

Search || Search Results.

User Search Results

| ====fFamiyName | GivenMame | User Logen ID | serType | Providerbome |
Galbraith Lynn p1234 Provider Authority Senior High Schoal Active
p1234a Provider Autharity Senior High Schod Inactive
p1234b Provider Authority Senior High Schodl Inactive
p1234c Provider Authority Senior High Schod Inactive
p1234d Provider Authority Senior High Schoal Inactive
pl23de Provider Autharity Senior High Schod Inactive
pl1234f Provider Authority Senior High Schodl Inactive

6. Click on thadocument icon next to one of thanactiveaccountsyou wish to be allocated to
the new userSecurity: User Detailwill appear, prompting you to fill in theser Detailgsee
screen shobelow).

Security: User Details

User Details || Roles

Existing Contact
Existing Contact: | l_ﬂ.g

Personal Details
Title: | ™

Family Name: |

Given Name: |

Second Initial: |

Date Of Birth: i)

Gender: | ™
User Details
User Type: rovider
User Logon ID: [ ¥
Password: [
Confirm Password: e
User Status: |Inactive ™

Password Change Required: [V]

Email: [

CC Email: [

Provider Name: | |_];'e

7. You must fill in the fields that are tagged with red aster{$ks

8. You are strongly recommended ¢émter an email address, to ensuttee staff memberreceives
verification and processing upload messages

9. You may alswish to enter the other deils.

10. TheUser ype shall always remaiasProvider(unless specified otherwise).

11. Type ina newpassword

12. In the status window, ensure the account is changed fhoattiveto Active. (This can be
changed back ttnactiveonce a staff member leaves or no longer required access).

13. TickPassword Change Requirédx to ensurehe account holder changes the password on
initial login.

14. Once all fields are populated, click tBavebutton.

Thenew useraccountwill now becreatedand is activeThe person using the accountll be

prompted to change their password dlmeir first login.

For any problems with logon and passwords, please costestielp@scsa.wa.edu.au
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Section 2: Getting started and administration

2.5 Updating provider information

Details about youschoolor registered training organisation
arelocated underthe Providerstab, inthe top blue navigation Enrolments |
bar (seescreen shotight). This informatioris updated in SIRS [agsiEEgr==lE
by the Authority.It isessential that providers enilaupdated Request Student Numbers
information to the Authority at the earliest possible

opportunity.

The range of information includes:

91 Levelsof education provided

9 Estimated number of students for each academic yedrhis information is requested by the
Authority early in theyear ard added to the system each year

i Locationanddistrict of school

1 Lowestyear level

1 Highestyear level

Refer to thescreen shobelowfor the full range of information available in tirovider detailstab.

Providers: Provider Details

Provider Details | [ Publication Requit | Scope Of Deli |[ Provider Contact Details | Provider Members |
General Provider Details
Provider Name: Puthority Senior High School 3
Newspaper Name: thonty Senior High School
Year: 2016
Provider Code: 1234
Tax Details
Australian Business Number: l—
GST Registered: O
RCTIReceived: m]
Course Provider Details
Provider Level: |Pﬂmary ﬂ
Provider System/Sector: Independent ﬂ
Religion Code: No Religien [v]
Location Of Schod: Metro I~
Provider District: [North Metro Education Regional v |
Assessment Centre Indicator: O
Lowest Year Level: [Kindergaren V]
Highest Year Level: Year12 [v]
Consensus Moderation Group: ,—ﬂ
Alpha Sequence: ,—
DET Classification: NON-GOVT SCHOOLS

¢2 | 00S&aa @2dzNJ 2 NBProyideadetaild 2y Qa RSO Afa Ay

1. Hover over theProviderstab.
2. Click orProvider details The screemelowwill appear.
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Section 2: Getting started and administration

Providers: Provider Search

Search || Search Results

Provider Search Criteria

Provider Type: [IRTO Provider [ Provider [ Non-Scope Provider

Provider Name: |

Provider Code: |

Year: From: |?-U17 To: |2IZI1T

Publication Type: I ﬂ

3. Fill in theProvider namefield.
4. Fill in theProvider codefield. TheProviderdetails pagewill appear.

2511 SEARCHING FOR A POSJODEOR A SUBURB

1. Hover over theAdministrationtab in the top blue navigation bar (seereen shobelow).

ENIGiEGEne G Security  Online Training

Suburb Postcode Search And Maintenance

Click onSuburb Postcod&earchand Mantenance The

Search || Search Results |

form fields forSearch Result&ill appear(seescreen shot Suburb Postcode Search Criteria
right). Suburb:  [CANNINGTON

3. Fillin theSuburbnameor the Postcode depending on
your search requirements Postcode:

4. Results folPostcodeand Suburbwill appear. Click on the State: Wa -

appropriate entry.

2512 MAINTAININGY OUR S CH OQNTACT DETAILS

To update a provider postcode, please emigitiated informatiorto dataservices@scsa.wa.edu.au

2.6

For issues relating to the information contained in Biident Registration Proceduriganual
2017, please email the Data Services teandataservices@scsa.wa.edu.au

Further help
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Section 3: Student Registration and Demographics File

3.1 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 future bereferred to as a Western Atralian student
number (WASN).

3.2 Student registration requirements

All students enrolled in the Brightpatir ABLEVA programs oNAPLAN onlineeed a record to be
held by the School Curriculum and Standards Authority. This requires that each student is allocated a
unique identifier¢ an dght digit student number.

If none of your students have a student number bessmyou have not used
Brightpath orNAPLAN online previously, please emainbers@scsa.wa.edu.aund
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 witeacha G dzZRSy (1 Qa LINGD&si iR IRS (skeCBie@ich

3.2.1) and then emaihumbers@scsa.wa.edu.ai G0 K G KS & dzRSy i
first name, dte 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 theroaglas part of your
SRGDG file.

Refer toRequest/SearciWA Student Numbersother than Kindergarten

3.2.1 Important dates

Please refer to the front page of SIRS for dates the student registration informatiequired by
the Authority.

3.2.2 Request to change student academic year

At times students need to change their academic yefr Primary Students, contact a member of
the Data Services teawt dataservices@scsa.wa.edu.and request the change. Thianna be
done by uploading the SRGHI8.

3.3 Request WA Student Number (WASN) z Kindergarten

This process is to only requdsindergartenWA Student NumbersTo request numbers for students
who are in other academic years, péearefer toSearchfor WA Student Numbersother than

Kindergarten
1. ClickProviderson the blue horizontal menu bar.
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Section 3: Student Registration and Demographics File

2. ClickRequest Student Numberseescreen shobelow).

Providers [Eelii=lalge =R =glge.|
Provider Details

Request Student Numbers

3. TheProviders Student Number Request Searskreenappears (sescreen shobelow). Click
on the Add Requesbutton.

Providers: Student Number Request Search

Search || Search Results |

Student Number Request Search Criteria

Provider: |

‘Year Request Made: | |EIELEE v

Academic Year: I [v]

Requested By: | ]: ¥
Requested On: From: lim To: ’73

Status: | ~]

Use this page to search for requested numbers.
Torequest NEW student numbers, please dick on the 'Add Request' button below.

Search Clear Close Add Request |

4. TheProviders Student Number Request Detaifsageappears (sescreen shobelow). Enter
the number of KindergartedVASNsequired.

Providers: Student Number Request Details

Student Number Request Details || |

Reques t Details

Provider: | ElEE”
Year: 016

Academic Year: Imgarher —l,

Email: |Lynn.G:aI braith@scsa.waeduau

Number Requested: lr

5. Checkhe email addresss correct to ensure messages are sent to the right person (this
information is populated fronsecurity > My Details arga
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Section 3: Student Registration and Demographics File

6. Click onSave SIRS confirms the request by displayingRleeord successfully creatadessage
as well asnformation in theRequested ByRequested Ommand Statusfields(see screen shot

below).
Providers: Student Number Request Details
Student Number Request Details || |
Reques t Details
Provider: |9IZID 0: Depariment of Education
MNumbers Sourced From: W
Academic Year: |K'mdergarien
Email: |Lyr1n_GaIbraim@scsa_wa_eduau
Number Requested: lr
Requested By: |Ga|brailh, Lynn
Requested On: 16/052016
. Status: |Requesied

7. Checldetails. If you make changes, you will need to diakeagain.
8. Whendetails are correct, clickloseto dispatch the request for processing. Alternatively, you
can clickCancel Request

Note

The information descriptolumbers Sourced Fromill be the calendar year the student
would be enteringYear8 (i.e. Year Bumbers requested in 2017 will show that the number:
have been sourced from 2Q).

TheAuthority will approveVA Student Numbetrequests periodically. Wait for email confirmation of
the numbers in an attachment emailed to your email address or througlstRS Private Message
section (available from thbomepage of SIRS). See an example of a message received through
Private Message in thecreen shobelow.

Mes sage Detail

From: System, User [roof] Received: [16/05/2016 10:45:00 AM

Subject: |SiL|dentNu mber Request for 3000: Depariment of Education (2016/Kindergarten) has been processed

Message:  |The studentnumber request for 9000: Department of Education has been processed:
Requested By Galbraith, Lynn
Requested On: 16/05/2016
Academic Year: Kindergarten
Number Requested: 20
Approved By Parker, Marie
Approved On: 16/05/22016

If you do not use all the allocated numbers, it is recommended you delete them. For any new
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Section 3: Student Registration and Demographics File

students arriving later in the year, email directlyiambers@scsa.wa.edu.amnd 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 theProviders: Request Student Numbeawhich will operthe Student Number Request
Searchscreen(seescreen shobelow).
2. ClickSearchor the Search Resultsab to display a list of requests (ssereen shobelow).

If Processedppears under the headirgtatus,the numbers have already been allocated. The
Providers Student Number Request Detaitcreen will appear.

Providers: Student Number Request Search

Student Number Request Search Results

S oS W Ve souros Fror FEgeEIEy Requested On N of Seudent Numbers Requested | semtws |
20

Department of Education 2025 Kindergarten Galbraith, Lynn 16/05/2016 Processed
Department of Education 2017 Year 7 Galbraith, Lynn 9/05/2016 24 Processed

3. Click theSelecticon  to select aprocessedequest from the list under th&tatusheading.
4. Click theStudent Number Allocated talto inspect student numbers allocated (see greab in
screen shobelow).

Providers: Student Number Request Details

Student Number Request Details || Student Number Allocated |

Request Details

Provider: |QDDD: Depariment of Education

Numbers Sourced From: |2025

Academic Year: Kindergarien

Email: |Lyn n.Galbraith @scsa.wa.edu au

Number Requested: ED

The student number detailsill appear (seescreen shobelow).

Providers: Student Number Request Details

[Student Number Request Details | | Student Number Allocated |

Request Details
Provider: |Deparlment of Education
Requested By: |Ga|bra\|h,Lynn
Approved By: [Parker, Marie

Number Requested: IZD

Allocated Student Numbers

35042839
35129659
35191644
35218377
35226831
35245051

You can also clidkXPORT0 have the student numbers saved as a text file. Ehiseful if you
have deleted the confirmation email message which had the student numbers as an
attachment
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Section 3: Student Registration and Demographics File

3.4 Search for WA Student Numbers z other than Kindergarten

If a student arrives at your school from another school in Western Australia, or from
2OSNESFaAaKAYOIGSNRGFGSSY @82dz KIS (WASstutledtdufbBed &l G2 aS|
you need is damily name given name and date of birth.

All studentregistrations are recorded in SIRS by the end of March in the current year. You will be
FoftS (G2 aSkNDK FT2NJ 40dzRSyda dzaAiy3a GKS OdaNNByd @
school and you will know lrere to send the transfer note.

'da

1. Hover ovelEnrolmentsin the horizontal blue menu bar.
2. Click onStudent Enrolment Find Student Numbe(seescreen shobelow).

‘E"T":} School Curriculum and Standards Authority

Providers Upl&ads Reports  Administration

Student Enrolment... Student Maintenance
Find Student Mumb
Welcome To SIRS e ~Lrem mmbae

3. TheFind Student Numbedirectory will appear (sescreenshod St 260 ® 9y i SNJ 1 KS &
Family NameGiven NamendDate of Birth

i

Enrolments: Student Enrolment: Find Student Number

Search |[ Search Results |

Find Student Number Criteria

Year range:  From: |ZD1D| To: IZDﬂ'

Family Name: | E

Given Name: |

Date of Birth: j

StudentMNo: |

4. ClickSearch If the information you have enteregkactlymatches the information in SIRS, you
will find a result even if the student is not at your school (seeen shobelow).

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@ssa.wa.edu.a@ndprovidedl KS a i dzRSy G Qay

Given Name (Firstame)
Family Name (Surname)
Date of Birth

Academic Year

Previous School (khown).

= =4 —a A A
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Section 3: Student Registration and Demographics File

3.4.1  Troubleshooting: Search WA Student Numberszother than
Kindergarten

What happens if the requsted information doesnot show?

Emailnumbers@scsa.wa.edu.amd provide student name cademic year and date of birth.

What happens when only 2012 to 2@1s entered in the date range?
Only a resulfor that year will be returned.
What does it mean when the Department of Education is shown as the siudeQ & Y I Ay LINE @A R

It means the student is likely to be undeNatice of Arrangementsfor students in Years 12, or
may have been on thé&/hereabouts Unknown Lidor students in Yars X10.

3.5 Student maintenance

Student details are uploadddto SIR®ostly 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 alted by uploading the SRGDG file:

1 Given NaméFirst name)
1 FamilyName Surnane)
9 Date of Birth

1 Academic Year.

To view student details:

1. Hover ovelEnrolmentsin the horizontal blue navigation bar.
2. Click onStudent Emolment > Student MaintenanceTheStudert Searchdirectory will appear.
3. To call up &tudent Recordsee screen shot beloywou can either:

a. enter their name Given Nameand Family Namé or
b. enter theirWA Student Number

Enrolments: Students: Student Search Enrolments: Students: Student Search
Search || Search Results Search || Search Results
Student Search Criteria Student Search Criteria .
I Main Provider Name: [ # Main Provider Name: I L
Given Name: [garah Given Name: |
Family Name: Jrones| X Family Name: |
Midde Name: | Midde Name: |
[
Ini tials: | ¥
Student MNo.: i Student No.: 32123456
Student Status: v Student Status: [v|
Date of Birth: @ Date of Birth: iz}
Year: 016 Year: 016
Academic Year: Kindergarten i Academic Year: Kindergarien
Pre Primary ~ Pre Primary ~
Year 1 Year 1
Year2 ¥93r§
Year 3 fear
vz:a Year 4
Year 5 Year5
Year 6 Year6
Year 7 Year 7
Year 8 Year &
Year 9 Year 9
‘Year 10 v Year 10 v
Year 11 Year 11
Fee Status: v Fee Status: [v]
Residency Status: v Residency Status: [v]
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Section 3: Student Registration and Demographics File

4. ClickSearchor the Search Resulteab (seescreen shobelow) or click orEnter.

Search || Search Resulis |

Student Search Criteria

A number of tabs sit under th8tudent Maintenancesection of SIRS:

Student summary

Student contact

Previous names

Program of studyonly relevant tosenior secondary students
Learning progna (only relevant tosenior secondary studerjts
Record of Bhievement(only relevant tasenior secondary studenjts
Check WACE eligibilifgnly relevant tosenior secondary students

== =4 =4 4 A -8 -
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3.5.1
T &

Student summary
aS0iA2y K2fRA&

Section 3: Student Registration and Demographics File

I fFNBS |Y2dzyid 27

Indigenousstatus, andany visa/residency information.

Enrolments: Students: Student Maintenance

Student Summary | [ Student Contact |[ Previous Names | [ Program OF Study | [ Learning Program | [Record OF | [Check WACE Eligibility |
Student Summary
Main Provider: |1234:Aulhorily5er|iorHighScm0|
Title:
Student Name: Given Name: |Cl.aire Midde Name: |Su5an
Third Initial: ,— Family Name: |Harman
Certificate Name: [Claire Harman
Student Number: |24315883 VET US: I
Date of Birth: Wm
Sex: [Female
Year: 2018 sEmsmmEEEEEEEEEEEEEEEEE
Academic Year: [Vears Students Lo : [Room 7 ‘
Student Status: [current registered for Brightpath Smden;!“@.v.g;.o-ﬁ;..“~.::'
Last Student Status Change Date: [24m8R016 . ABLEWA Student: = ()Yes @No H
Highest Schod Level Completed: | Brlghtpath need . o’
Year Highest Schodl Level Was Completed: [ to have aClass ID
Profidency in Spoken English: I to ensure COI’I’eCt E
Language Spoken At Home: 21 e x| class lists for
Country Of Origin: IWII"II assessment E
Australian Residency Status: IResident urposes E
Student Fee Status: [Nan-Paying p p
Indigenous Status: INeiIher E
Labour Force: I H
Release Individual Awards: OYes @No
Release Career Info: OYes ®No ThIS bOX W|” populate |f the
Release of Exam Responses: OYes ®No SRG DG notes the Student as
e o :”:‘(Pﬂ - e e either a Brightpath or
eets tandar for to : OYes ®No
Dem onstrates Numeracy Standard: O Yes ®No ABLEVA student.
Demonstrates Reading Standard: DYes @ No
Demonstrates Writing Standard: DYes ®No
Community Service Complete: DYes ®No
Community Service Hours: l—
Prior Learning Block Credit: Full Year Half Year @ No
Prior Learning Block Credit Type: I
Prior Learning Block Credit Year: l—
Exemption From School: OYes ®No
Visa Subdass: |
Visa Arrival Date: l—

Notice of Arrangement

No Notice of Arrangement currently assodated with this Student

Add Notice Of Arrangement

Student Prior Educational Achievement Details

No Prior Educational Achievements aurrently assodated with this Student

Add Prior Educational Achievement

Student Dis ability Details

No Disabilities currently assodated with this Student

Add Student Disability

Student SpecialNeeds Details

No Special Needs currently associated with this Student

Add Special Need
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Section 3: Student Registration and Demographics File

3.5.3 Student contact details

Contains address and telephone number informatidmoth home and postal addsseqsee screen
shot below)

354 Previous names

]2y Aya AYF2NNIGAZ2Y [ o2dzi | &0 dzieénypiovadad ta el G A 2 dzd

Authority.

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

Shows all the course units, V&Tits of competency and endorsed programs that a student has been
enrolled into (via ENCOS, ENVET BNEND 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)

TheRecord of Achievemernpagewill only show examination results once student results havenbe
made available to students.

3.5.8 Check WACE eligibility (relevant tosenior secondary
students only)

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