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Section 1: Overview

1.1 About the Student Information Records System (SIRS)

Under legislation, schools are required to provide thowing information to the School Curriculum
and Standards Authoritfthe Authority):

courses and programs provided by schdskcondary only)
student registration and demographics

student enrolment detail§secondary only)
studentachievementgsecondary only)

= =4 =4 =

Schools use a variety database programs to record this information. The dathésn providedto
the Authority by uploading it to the Student Information Records Syg{8IRS)

The Authority uses this informiain in various ways, including:

1 the coordination of examination&econdary only)
1 reporting on student information and achievemeigecondary only)

The School Curriculum and Standards (SCS) Division of the Daptasfrielucation collects data on
behalf of the School Curriculum and Standards Authority. Schools provide data to SCS to be reported
to and used by the Authority.

Schools can also use this information to provide a wide range of reports to parenBdpedsfor
details).

1.2 Processes

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

9 recording data
i saving data
1 uploading data.

1. Recording 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, contdlae software supplieor refer to Datakase programsor
linksto user manuals

Thismanual provides instructions to schools on how to set up different types of databases in
Microsoft Exce It is critical thadatais formatted correctly. Failure to do so will prevent the data
from being uploaded into SIRRefer to instructions in the relevant sectiar this manuabn how to
set up a spreadsheet Excel

2. Saving data

Whatever databassoftware aschool uss, informationis required to ke savecas a.CS{comma
delimited) file before it can be uploaded into SIF&ilure tosave in thigormat will ultimately
prevent the data from being uploaded into SIRS.
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Section 1: Overview

3. Uploading data

The Authorityreceivesschooldata whenfiles areuploaded into SIR$https:/sirs.scsa.wa.edu.gu
All files are uploadedsingthe Uploadstab in SIRE&eescreenshobelow).

Schools using the Brightpath program, or ABprogram, or implementing NAPLAN online, will be
required to upload students into SIRS by clickingJplbad Studentgsee screenshot below).

Providers  Enrolments Q=3 Reports Administration  Security  Online Training
Upload Students

Upload Brightpath Files

Schools using the Brightpath program w&lobe requiredto uploadateacherregistration fileto
SIRSTo upbad a teacher registration file to SIRS, selgigioad Brightpath Fileg¢see screenshot
above) from théJploadstab in the blue horizontal navigation bar and tbgload Brightpath Files
screen will appeafsee screenshot belowyeleciTeacher Registratio(THREG3s theUpload Type
(see screenshot belovand upload he teacher registration file from your computer

Upload: Upload Brightpath Files

Load Brightpath files |

Load Brightpath Fles

Upload Type: |Teach er Registration (THREG) ﬂ

File: | Browse...

MNotify Email Address: |Lynn {Galbraith@scsa wa.edu.au

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

1.3 Deadlines

Schools will be advised of deadlintesupload their data to SIRS through eCirculars, reminder emails
and messages on tHelR®iome page

In order for SCS to support the Authority to meet itdigditions, schools are required to report
different types of activities at appointed times throughout the school year. Refer either tS8IfR8
home page or to thé\ctivities Scheadle on the Authority website for deadlines.

The deadlinesnust be adhered to, otherwise your students may be at risk of not having correct
SYNREYSYd YR FOKASOSYSyd RIGI NBO2NRSR Ay (KS |
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1.4 Reports

Once data is uploaded into SIRS, schoolgjearrate avarietyof reports. For the full list of reports,
refer to Reports

1.5 Support

For issues relating to the information containedhis document email theData Services teait
dataservices@scsa.wa.edu.au

1.6 Further information

The Authoritywebsitehas a number of publications relevant to different areashis manuallt is
recommendedhat schoos signup for thekto10 Cicularon the Authority website via
www.scsa.wa.edu.awDnline training modules aralsoavailable in SIRS.
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Section 2: Getting started and administration

2.1 Logging on

Gontact the SIRS helpdeskshelp@scsa.wa.edu.dor initial login and password allocatipifi this
has not already been sent tmu. You will be required to change your password at the initial login.

1. Click on the following/RLto launch theStudent Information Records SystéBIR B
https://sirs.scsa.wa.edu.aul' hefollowing screenwill appear

Tip:
'!E% School Curriculum and Standards Authority P

) Add this pag to your
Launch Student Information Records System . .
[Launch] favourites for quick

Version: 8.0.3 access in the future.

2. Click orfLaunch] TheLoginscreenwill appear(seescreenshobelow).

Login

User Login ID: | #* (eg. p1234)
Password: | *

| Login || Forgotten Password |

3. Add yourUsername This consists of the lettgrfollowed by your school cod#.you are a SIRS
administrator, your username will g*** and no alpha characte(letter) after the school
code (a SIR&Iministrator has the authority toreate user accounts, but not another SIRS
administrator account,ee Managing other user accounits this sectioi. If you are not &8IRS
administrator,your usernamewill end with an alpha character.

4. Enter yourPassword Thisshould be a minimum dafightdigits, with at least oneapital letter,
one lowercase letter, one number and one ralphabetical character, e.g. !, $, %.

5. Click ornLoginor pressEnteron your keyboard.

Note: you cannot leave th&lsernameor Passwordields blanko enter SIRS

6. TheWelcome to SIRScreenwill appearwith the mainblue horizontalnavigationbar at the top.

2.2 A tour of SIRS

TheWelcome to SIRBage has a number of elements:

1 bluehorizontal navigation bar at the top of the pa¢gee screenshot below)
i important dates
1 upload status

f’::‘t) School Curriculum and Standards Authority

Providers Enrolments Uploads Reports Administration Security Online Training

Welcome To SIRS
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Section 2: Getting started and administration

2.2.1 Horizontal navigation bar
The blue horizontal navigation bar has a numbemehu items including

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

1 Uploads allowsdatato be uploaded from youcomputer ino SIRS

1 Reports allows schools tgenerate a wide range of report@bed on the data uploadddto
SIRS

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

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

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

2.3 Managing your account
2.3.1  Changing your password

1. In thebluehorizontal navigation bar, hover over ti8ecuritymenu item (seecreenshobelow).
2. Click onMy Details(see screenshot below)

Administration Online Training

Roles

3. Click onChange Password’heChange Passworscreenwill appear(see screenshot below)

Change Password

Existing Password: ||

Mew Password: |

Confirm Mew Password: |

[ Change Password ] [ Cancel ]

Enter yourExisting Password

Enter youNew Password

Confirm youlNew Password

Click onthe Change Passwordutton.

No ok

2.3.2  Changing the primary email address

Toensure you receive emails generated by SIRS, it is necessary that your email address is correct.
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Section 2: Getting started and administration

1. In thebluehorizontalnavigationbar, hover over thé&ecuritymenu item @s for screenshot
2.3.1).

2. Click onMy Details

Place your cursor in the email field and update émeailaddress, if required.

4. Click on thesave My Detailbutton at the bottom of thescreen.

w

2.3.3 Changing the secondary email address

If youjob share or need a backup whifeu areon leave you willneeda second person to receive
emailsfrom SIR&nd need 6 adda secondargmailaddress for receivinglerts.

1. Inthebluehorizontalnavigationbar, hoverover the Securitymenu item.
2. Click onMy Details

3. Add new address in theéC Emaiield.

4. Click orthe Save M Detaik button at the bottom of thescreen

24 Managing other user accounts

To administer other user accounigu must have thélanageprovider member logn IDsrole
enabledin your user account.

2.4.1  Accessing other user accounts

1. Hoverover theSecuritytab.
2. SelectUsers TheUser Searchvill appear(seescreershotbelow).

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 : [ E‘
Provider Name : | IZ'
Status: | v

3. Enter yourlogin ID(e.g.p1234)

Ensure thdJserTypeis Provider.

5. ClickSearch, 2dz ¢Afft &SS | fAald 2F I OGRegmhithelo)St R dzy RS
Some accounts in th8tatuscolumn may display dsactivealong withActive accounts

»

Student Registration Procedures Manual 2019 | Section 2: Page 4



Section 2: Getting started and administration

Security: User Search

Search || Search Results

User SearchResults

Galbraith Lynn p1234
p1234a
p1234b
p1234c
p1234d
p1234e
pl234f

Provider
Provider
Provider
Provider
Provider
Provider

Provider

| Eamily Name | GvenMame | UserlogniD | Userfpe | ProviderName | smus |

Autherity Senior High Schodl
Autherity Senior High Schodl
Authority Senior High Schod
Authority Senior High Schodl
Autherity Senior High Schod
Autherity Senior High Schodl
Authority Senior High Schodl

Active

Inactive
Inactive
Inactive
Inactive

Inactive

Inactive

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 tahange information in th@rovider
Detailssection;however,they can delegate thisole to aher staff

Only anAdministrator can change theolesof a user accountTo carry out théollowing
instructions,you must have thdvlanage provider member logi IDsrole enabledin your user

account

1. Hoverover theSecuritytab.
SelectUsers

Enter yourloginID (e.g.p1234)
Ensure thdJserTypeis Provider.
QickSearch, 2dz gAf

ok wbn

ass

fAald 27

[(sBedRednyshHobelo)S f R dzy R &

Some accounts in th8tatuscolumn may display deaactive along withActive accounts

Security: User Search

Search || Search Results

User Search Results

_[Galbraith Lynn p1234

Provider

| Family Name I I I 7 S WO

|Authority Senior High Schod.

Active

p1234a
p1234b
p1234c

Provider
Provider

Provider

|Authority Senior High Schod
|Autherity Senior High Schod.
|Autherity Senior High Schod

Inactive
Inactive

Inactive

|p1234d

Provider

|Authority Senior High Schod.

Inactive

p1234e

Provider

|Authority Senior High Schod.

Inactive

|p1234f

Provider

|Autherity Senior High Schod.

Inactive

6. Click on theuseraccount you want to add roles t&'ou will see Rolestab (colouredgreen)to
the right of theUser Detaildab (seescreershot below).

Security: User Details

User Details || Roles |

Existing Contact

Existing Contact: |

L=

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

screershotbelow).
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Section 2: Getting started and administration

Security: User Details

User Details || Roles

User Details
MName: [smith, Joe
User Type: [Provider

User Logon ID:  [p1234

Roles The User Is Assigned To

1 S ™
% ‘Audi t Document For Provider Provider which can upload Audit document.
%i Download NAPLAN Result Users Allow the provider users to download NAPLAN results
%i EST document download EST document download
% Manage Provider Members Logon IDs Manage Provider Members Logon IDs
% New SIRS General for provider General role for provider

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

2.4.2.1 Add a user role

1. Click on theAssign © Rolebutton at the bottom of the field (sescreenfiot below).

|CIoseJ [ Add User I [ Assign To Role

2. Click on thedocumenticon "~ 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 $seeershotbelow).

Role Search

Search |[ Search Results |

A Applicable to
Role N Des: ti
I ole Name cription R

Audit Document For Provider Provider which can upload Audit document. Provi der
Clerical Rde assigned to users who can maintain Provider Details, Provider
Student Details, set up Schod Offerings and Enrclments.
E::rnsload NAPLAN Result Allow the provider users to download NAPLAN results Provi der
EST document download EST document download Provi der
This role has been areated to allow certain providers to maintain
Maintain Student Details their student details, enrdments, and results using the SIRS Prowvider
system
Manage Provider Members Manage Provider Members Logon [Ds Provi der
Logon 1Ds
Mam,m] sing Feedback - Allows the provider to access the Maximising Feedbadk function. |Provider
Provider
New 5IRS General for provider General role for provider Provi der
Proposed Grade View - , . . .
Provider This role allows a provider to view proposed grades Provi der
Provider Li teracy and User has unrestricted access to Literacy and Mumeracy Test of Provider
Numeracy Test Administrator the schod
10 Records Found

3. Click orthe Closebutton. The new role is now added to the nominated user account.
4. Repeat abovateps to add more than one role for a user
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4.2.2 Query a role

To open a detailed description of a rottick on thedocumenticon

2

4.2.3 Delete a role

-
To remove a serrole, click on thaleleteicon v.

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 existingAdministrator account details bgntering their nameand email address

To create accounts with rolegher than Administrator roles

1.

ks

Hoverover theSecuritytab (in the blue horizontalnavigation bar).
SelectUsers

Enter yourogin ID (e.g.p1234)

Ensure thdJserTypeis Provider.

ClickSearchYou willsee a list of accaus held atyour schoal

Search || Search Results

Security: User Search

User Search Resuts
W | Uselomnid [ UserType [ PovdeMame [ saw |
albraith Lynn |p1234 Provider Authority Senior High Schocl lActive
|p1234a Provider |Authority Senior High Schoal Inactive |
|p1234b Provider Authority Senior High School Inactive
|p1234c Provider |Autherity Senior High Schoal Inactive |
|p1234d Provider Authority Senior High School Inactive
|p1234 Provider |Autharity Senior High Schoal Inactive |
|p123ar Provider Authority Senior High Schoot inactive

6

. Click on thedlocumenticon (see screenshot abovegxt to one of theinactiveaccountsyou

wish to allocatdo the new userSecurity: User Detailill appear, prompting you to fill in the
User Detailgseescreershotbelow).

User Details || Roles

Security: User Details

|Exis(ing Contact

| Bdsting Contact: [ | | x|

Personal Details
Title: [ >

Family Name: [ *

Given Name: [ *
second Initiat: [

pate OfBirth: | &4

Gender: I—E

User Details

User Type: Provider

user Logon ID: - =

Password: [

Confirm Password: [

User Status: [inacive —— [¥]

Password Change Required:

Email: (|

CC Email: [ |

Provider Name: i'—lzl*
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Section 2: Getting started and administration

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

8. Itisrecommendedhat youenter an email address to ensuttee staff memberreceives
verification and processing upload messages

9. You may alswish to enterother details.

10. TheUserType 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 reqaiecess

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

14. Once all fields are populated, click the Savebutton.

Thenew useraccountwill now becreated and is activel.he person using the accountll be
prompted to change their password dineir first login.

For any problems with |l@gngin and passwords, contasirshelp@scsa.wa.edu.au

2.5 Updating provider (school) information in SIRS

Details about youschoolor registered training organisatioare located undetthe Providerstab, in
the blue horizontalnavigation bar (sescreershotto the right). This Enrolments |
information is now to be updated in SIRSskbhools. The school use ———

with the p**** login to SIRS (no alpha character) has access to
update some of this information.

Request Student Numbers

The range of information to be updated includes

1 Estimated number of teachers

9 Estimated nmber of students for Years;K2, this information is required to be added/updated
on the system athe commencement of each year

9 If VET is offered at scho@econdary only)

1 Member (staff) details and role held.

Note: schools cannot access and update the top section of the page incRidivigerName
Thereis no requiremenfor schools to provide an ABN.

¢2 | O0S&aa @&2dz2NJ 2 NBAroyidesDetaillsh 2y Qa RSGFAfa Ay GKS

1. Hover over theProviderstab.
2. Click orthe Provider etailstab. The screen below will appear.
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Providers: Provider Search

Search || Search Resuilts |

Provider Search Criteria
Provider Type: [ IRTO Provider [ _|Provider []Non-Scope Provider
Provider Name: |
Provider Code: |8888| b4
Year: From: [2018 To: [2018
Publication Type: | ﬂ

3.
4. Click on theSearchbutton.
5. TheProvider letails screenwill appear.
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Section 2: Getting started and administration

Refer to the screeshotbelowfor the full range of informatiomvailable in théProvider Detailstab.
Use the scroll button on the right hand sitteview the whole page.

Provider Details | [ Publication Requirements | [ Provider Contact Details | [ Provider Members |

General Provider Details

Provider Name:

[School Curriculum and Standards Authority

Notes:

Newspaper Name:  [SCSA
Year: 2018
Provider Code: 01

Tax Details

Australian Business Number: [

This is not required

GST Registered:

RCTI Received:
ICours e Provider Details

Provider Level: [seconday

Provider System/Sector: [ndependent

Religion Code: [NoRelgion

EENEER L These fields cannot be edited by the school.
Provider District: [Nortn Metro Education Regional o

Assessment Centre Indicator: ContactPerpetua.Joseph@scsa.wa.edu.au
Kyestipaciont e — if changes are required

Highest Year Level: fearz———

Consensus Moderation Group: [MevowestCoast

Alpha Sequence: foras————

DET Classification: NON-GOVT SCHOOLS

Gender: jins

Sodo-Educational Status: lTog—

Number Of Teachers:
Number Of Kindy Students:

Number Of Year 1 Students:
Number Of Year 2 Students:
Number Of Year 3 Students:
Number Of Year 4 Students:
Number Of Year 5 Students:
Number Of Year 6 Students:
Number Of Year 7 Students:
Number Of Year 8 Students:
Number Of Year 9 Students:
Number Of Year 10 Students:
Number Of Year 11 Students:
Number Of Year 12 Students:
Student

Number Of Pre Primary Students:

A

Enter number of teachers at your
school this year

Enter number of students

T

R

a

ik

47

anticipated in each academic year
this year

Advise which

AIS Member:

Allow AISWA Access:

File Reference Number:
Alliance Provider:
Independent Public School:

Bright Path School:

NAPLAN Online School:

Other Student Management Database:

Ability Base Learning Education (ABLE):
Ignore Foundation Course Restriction:

Student

3 « < ]9
T

Management
Database you
are using

Fields to be entered by the school:

Number of teachers at your school this year.

Anticipated number of students in each academic year group.
Tick theOffering VETheckbox if you are offering VET to a specific academic gearm.
TheStudent Management Databasgou are using to enable us to better assist you when
uploading data to SIRS.
Click on thesavebutton.
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2.5.1  Updating staff information

Schools are required to update the information held on SIRS regarding staff holdifaldhving
positions at the school this year

Secondary schools Primary schools

9 Principal 9 Principal

1 Deputy Principal 1 Deputy Principal

1 Endorsed programs contact 1 K5 testing (NAPLAN) contact
1 Enrolments contact 1 Student registration contact
1 Externally Set Tasks contact 1 Brightpath administrator.

1 K10 testing (NAPLAN) contact

1 M&S (Moderation and Standards) contact

9 IT contact for OLN#esting

9 School contact for OLNA testing

1 Student registration contact

{ VET contact

T ATAR examination contact.

To update staftietails at your school:

1. Click on the’rovider Memberdab (see screenshot below)

Providers: Provider Details

Provider Details | | Publication Requirements | [ Scope Of Deliverables | | Provider Contact Details ||| Provider Members
Members || Course Teachers || VET Credit Transfer UoC Teachers || Endorsed Program Teachers ]| ContactDeTENs

Provider Details

Provider : |8888: School Curriculum and Standards Authority Year: (2018

TheProvider Membergletailsscreenwill appear (see screenshot below).

If this positionalreadybeen assigned to a staff membatryour schoolyou can change thposition
attached to a name as follows

2. Click on theedit Provider Membeicon Gee screenshot below).

=
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