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To be undertaken by the Integris Administrator  
 
Any missing end of key stage data relating to the following: 
 
Year R – Early Years Foundation Stage Profile (EYFSP) 
Year 1 – Phonics screen check 
Year 2 – Phonics Re-Check (where pupil did not achieve threshold mark in Year 1) 
Year 2 – Key Stage 1 (KS1) 
 
can be obtained from the Get Information About Pupils (GIAP) service (via the DfE Sign-in gateway).  
All of the above data, if available, can be downloaded as a CTF file from GIAP which can then be imported into 
Integris.   
Note: data will only be available for pupils that were in mainstream education at the time the assessments were 
carried out.  
 
You can obtain Key Stage Data for an individual pupil or a number of pupils at one time.  
 
 
1. Access GIAP (via DfE Sign-in) to obtain data in a CTF file 

1.1. First, copy and paste the UPNs of all your pupils or just those for whom you wish to obtain data that is 
missing in your Integris.  Consider the following options for doing this: 

 
For an individual pupil or a few across different year groups 
Find the pupil record in Student Details > double click the UPN to highlight the number on their Personal tab 
> press <Ctrl> C on keyboard (to copy) 
 
For all pupils or all pupils in a year group: 
If you go to Modules > Administration > Utilities > General Student Export > click Yes at the prompt > in the 
resulting csv file that is produced and depending on which pupils’ UPNs you need do the following: 
For all pupils >  simply select and copy (CTRL_C) all the UPNs (in col AD)  
For a year group only, add the Filter function to the spreadsheet and filter by the year group required > then 
select and copy the UPNs for the selected year group (in col AD) 
 

1.2 Then access GIAP (via DfE Sign-in) and select searchable data option and in the empty search pupils text box: 
Click in the box and press <Ctrl> V on keyboard to paste the UPN(s) into the box. [Repeat 1.1 for other 
individual pupil’s UPNs if you are pasting one UPN at a time].  
 

1.3  Click Search.  
 
1.4  You should then see a CTF file link – click the link and download the CTF file containing end of key stage data 
for your pupil(s).  
 
1.5. Please check the CTF filename: if it is simply called CTF.xml then it needs to be renamed as per the following 
format: 
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<LA no><your school’s dfe no>_CTF_<LA>< your school’s dfe no >_001.xml  -  
e.g.  8231234_CTF_8231234_001.xml or 8229999_CTF_8229999_001.xml 
 
note: you may be able to see the .xml filetype extension in the filename already – if you cannot see it, it will mean 
that this section of the filename is hidden and doesn’t need to be entered  
 

2. Import the CTF into Integris 
 

2.1 In Integris, go to Administration > Import & Export > CTF Import > click Browse > navigate and select your CTF 
and click Open  (folder path and the filename appears in the text box) > click Next  
 
A validation message appears – if any warning message appears, select the option to continue  
 
An Import Options screen then appears 
 

All the boxes are ticked in the Import for 
New Students column - this is ok as there 
should not be any new pupil records in 
your export CTF file that are not already 
held in your Integris 
 
 
 
 
 

 
In the Replace for Existing Students column, only some boxes are ticked and it is this column that needs editing. 
 

2.2 IMPORTANT!!!  In the Replace for existing Students column remove all the ticks except for Key Stage 
Assessments  - this will allow only your KS results to import into Integris 
 

2.3 Now click Next  > click Yes at the next prompt about Admission batches as you are not importing into Admissions 
 
When validation is complete, the next screen lists all the pupils in the CTF file. 
All pupils with a green circle in Status column indicate a Pass with ticks in the Accepted column. 
 

 
Note: check for any records showing as a Partial Pass (amber dot) or Fail (red dot) and remove the tick in the 
Accepted column for them if you do not want the record imported at this stage without investigating further 
why Integris has rejected the record. 
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2.4 Click Next and wait until all the key stage data are imported. 
An Import Results Summary confirms the pupil records that have been imported and the KS data will have been 
added to their pupil record in Integris 
 
Click the tick box for Show full validation and extraction detail:  to see a more detailed account of the import 
routine 
 

2.5 Now click Finish. 
 
 
3. Check pupil records for KS data imported 

 
3.1 Go to Modules > Student Details > click Advanced Search > find a relevant pupil or a year group of pupils and 

select them (as a browse set if more than one) > click on the Key Stage tab > select the KS link (i.e. EYFS or KS1) 
> check for the data imported.  
 
note: if no data appears for the pupil, it would suggest that the pupil was not in mainstream education in this 
country at the time previous key stage assessments were reported. 
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Can also check on the pupil’s Student Profile window: 

 
 
 


