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Section 1: Overview

1.1 About the Student Information Records System

It is a legislated requirement that schools provide the following information to the School Curriculum
and Standards Authority (the Authority):

e courses and programs provided by schools (secondary only)
e student registration and demographics

e student enrolment details (secondary only)

e student results and achievements (secondary only).

Schools use a variety of database programs to record this information. The data is subsequently
provided to the Authority by uploading it to the Student Information Records System (SIRS).

The Authority uses this information in various ways, including for:

e meeting legislative requirements to register all students in Years K-12

e registering students in Years 3, 5, 7 and 9 for the National Assessment Program — Literacy and
Numeracy (NAPLAN) testing

e the coordination of examinations (secondary only)

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

The School Curriculum and Standards (SCS) Division of the Department of Education (the
Department) collects data on behalf of the 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 for parents (see Reports for
details).

1.2 Processes

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

e recording data
e saving data
e uploading data.

1. Recording data

Data can be entered into school database systems, including, but not restricted to, Civica® Maze,
Administration of Schools (AoS), Reporting to Parents (for most public schools), SEQTA® and
Synergetic®. To find out how to record data in these systems, contact the software supplier or refer
to Database programs for relevant links.

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 in Excel. Failure to format data
correctly will prevent the data from being uploaded into SIRS. Refer to instructions in the relevant
sections of this manual on how to set up a spreadsheet in Excel.
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Section 1: Overview

2. Saving data

Whatever database software a school uses, information is required to be saved as .CSV (comma
separated values or comma delimited) file or a .SCSV (semicolon separated values) file before it can
be uploaded into SIRS. Failure to save in this format will ultimately prevent the data from being
uploaded into SIRS.

3. Uploading data

The Authority receives school data when files are uploaded into SIRS. All files are uploaded using the
Uploads tab in SIRS (see screenshot below).

Schools using the Brightpath program, ABLEWA program, or conducting NAPLAN testing, will be
required to upload student information into SIRS by clicking on Upload Students (see screenshot
below).

Providers Enrolments Q[s]ls¥]s Reports  Administration Security

Upload Students
Nelcome 0 S Upload Brightpath Files

Schools using the Brightpath program will also be required to upload a teacher registration file into
SIRS (see section 4.4).

Each file can provide optional information as well as the mandatory information required by the
Authority. Files that do not have information in mandatory fields cannot be uploaded into SIRS.

1.3 Deadlines

Schools will be advised of deadlines to upload their data through eCirculars, reminder emails and
messages on the SIRS home page.

In order for SCS to support the Authority to meet its obligations, schools are required to report
different types of activities at appointed times throughout the school year. Deadlines are available
on the home page of SIRS or on the Authority website on the Activities Schedule page
(https://www.scsa.wa.edu.au/publications/activities-schedule).

All deadlines must be adhered to; otherwise, your students may be at risk of not having correct
enrolment and achievement data recorded in SIRS.

1.4 Reports

Once data is uploaded into SIRS, schools can generate a number of reports. For the full list of
reports, refer to Reports.

1.5 Support

For issues relating to the information contained in the Student Registration Procedures Manual
2024, contact the Data Services team at dataservices@scsa.wa.edu.au.
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1.6 More information

The Authority website has a number of publications relevant to different areas of this manual. To
keep up to date with information pertaining to primary schools, it is recommended that school staff
register for the Kto10 Circular on the home page of the Authority website (www.scsa.wa.edu.au).
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e Managing your account

e Managing other user accounts

o Updating provider information
e Further help

Disclaimer: screenshots are for illustration purposes only. Any representations that show a

date prior to 2024 should be treated as examples only. Representations that display new
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Section 2: Getting started and administration

2.1 Logging on

Contact the SIRS helpdesk at 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. Login to SIRS at https://sirs.scsa.wa.edu.au. The following screen will appear.

Tip: add this page to

'!f_% School Curriculum and Standards Authority your favourites for
Launch Student Information Records System quick access in the
[Launch] future.

ersion: 8.0.3

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

Login

User Login ID: | ¥ (eg. p1234)
Password: | =3

| Login I| Forgotten Password |

3. Enter your User Login ID. This consists of the letter p followed by your school code. If you are a
SIRS administrator, your username will be p**** and no alpha character (letter) after the school
code (a SIRS administrator has the authority to create user accounts, but not another SIRS
administrator account. See Managing other user accounts in this section). If you are not a SIRS

administrator, your User Login ID will end with an alpha character.

4. Enter your Password. This should be a minimum of eight digits, with at least one capital letter,
one lowercase letter, one number and one non-alphanumeric character, e.g. !, S, %.

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

Note: if you leave the User Login ID or Password fields blank, you will be unable to enter SIRS.

When you have successfully logged into SIRS, the home page will appear with the blue horizontal
navigation bar at the top.

2.2 A tour of SIRS

The home page of SIRS has a number of elements:

e blue horizontal navigation bar at the top of the page (see screenshot below)
e important dates
e upload status.

‘i'::e} School Curriculum and Standards Authority

Providers Enroclments Uploads Reports Administration Security

Welcome To SIRS
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Section 2: Getting started and administration

2.2.1 Home page of SIRS

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

e Providers, Enrolments: contain information about the different types of data reporting activities
required by the Authority

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

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

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

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

2.3 Managing your account

2.3.1 Changing your password

1. Inthe blue horizontal navigation bar, hover over the Security tab (see screenshot below).
2. Click on My Details.

Administration

3. Click on the Change Password button. The Change Password fields will appear (see screenshot
below).

Change Password

Existing Password: ||

Mew Password: |

Confirm Mew Password: |

Change Password ] [ Cancel ]

Enter your Existing Password.

Enter your New Password.

Confirm your New Password.

Click on the Change Password button.

No vk

2.3.2  Changing the primary email address

To ensure you receive emails generated by SIRS, your email address must be correct.

1. Inthe blue horizontal navigation bar, hover over the Security tab.
2. Click on My Details.
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Section 2: Getting started and administration

3. Update the email address, if required.
4. Click on the Save My Details button 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 and alerts from SIRS.

1. Inthe blue horizontal navigation bar, hover over the Security tab.
2. Click on My Details.

3. Add the new email address in the CC Email field.

4. Click on the Save My Details button at the bottom of the screen.
2.4 Managing other 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. Inthe blue horizontal navigation bar, hover over the Security tab.
2. Click on Users. The User Search fields will appear (see screenshot below).

Security: User Search

Search | [ Search Resulis |

User Search Criteria

User Logon ID:  |Your login ID| x
Family Name : |

Given Name : |

User Type : | Provider V]

Role Name : | D
Provider Name : | C]

Status: | vl

3. Enter your User Logon ID (e.g. p1234).

4. In User Type, select Provider.

5. Click on the Search tab. You will see a list of accounts held under your school’s ID (see
screenshot below). Some accounts in the Status column may display as Inactive along with
Active accounts.

Security: User Search

Search || Search Results

User Search Results

| Family Name | GivenName | User Logon D | UserType ] ProvderMame | Saws |
L

Galbraith yan p1234 Provider Authority Senior High Schoal Active
p1234a Provider Authority Senior High Schoal Inactive
p1234b Provider Authority Senior High Schodl Inactive
p1234c Provider Authority Senior High Schodl Inactive
pl234d Provider Authority Senior High Schoal Inactive
pl234e Provider Authority Senior High Schoal Inactive
p12341 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 example, only an administrator has initial access to change information in the Provider
Details section; 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.

In the blue horizontal navigation bar, hover over the Security tab.

Click on Users.

Enter your User Logon ID (e.g. p1234).

In User Type, select Provider.

Click on the Search tab. You will see a list of accounts held under your school’s ID (see
screenshot below). Some accounts in the Status column may display as Inactive along with

vk wN e

Active accounts.

Security: User Search
Search || Search Results
User Search Resufts
| Family Name User Logon ID | UserType | ProviderMame |
\_ Galbraith Lynn lp1234 Provider |Autherity Senfor High Schodl Active
pt234a Provider |Authority Senior High Schod Inactive
p1234p Provider |Authority Senior High Schod Inactive
p1234c Provider |Authority Senior High Schod Inactive
p1234d Provider |Autherity Senior High Schodl Inactive
p1234e Provider |Authority Senior High Schod Inactive
Ip123af Provider |Authority Senior High Schod Inactive

6. Click on the user account you want to add/change.
7. You will see a Roles tab (coloured green) to the right of the User Details tab (see screenshot
below). Click on the Roles tab.

Security: User Details

User Details || Roles |

Existing Contact

Existing Contact: | Cl

You will see the roles assigned to each user and a description of the role (see screenshot below).

Security: User Details

User Details | Roles

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

User Logon ID:  [p1234

Roles The User Is Assigned To

- RoleMawe | ____ Decrptm |
€ ‘Audi t Documentt 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 Lagon IDs Manage Provider Members Logon IDs
€ New SIRS General for provider General role for provider
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Section 2: Getting started and administration

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 page (see screenshot below).

| Close l [ Add User Assign To Role ||
[
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 with their descriptions (see screenshot below).

Role Search

Search |[ Search Results |

licable to
Role N Descripti Applicable to
I-
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 Enrdments.
E::rnsload NAPLAN Result Allow the provider users to download NAPLAN results Provi der
EST document download EST document download Praovi der
This role has been areated to allow certain providers to maintain
Maintain Student Details their student details, enrdments, and results using the S5IRS Provi der
system
Manage Provider Members Manage Provider Members Logon [Ds Provi der
Logon 1Ds
Max]lm1 sing Feedbad - Allows the provider to access the Maximising Feedbadk function. Provider
Provider
New 5IRS General for provider General role for provider Prowvi der
Proposed Grade View - . . . .
Provider This role allows a provider to view proposed grades Prowvi 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 on the Close button. The new role is now added to the nominated user account.
4. Repeat the steps above to add more than one role for a user.

2.4.2.2 Query arole
Click on the document icon to open a detailed description of a role.
2.4.2.3 Delete a role
-~
Click on the delete icon % to remove a user role.

2.4.3 Create a new user account

The following instructions are to be used to create a new user account for any role other than an
Administrator.
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Section 2: Getting started and administration

Note: it is best for any person who is new to the administrator role to overwrite the existing
Administrator account details by entering their name and email address.

To create a new user account for roles other than Administrator:

1. Inthe blue horizontal navigation bar, hover over the Security tab.

2. Click on Users.
3. Enter your User Logon ID (e.g. p1234).
4. In User Type, select Provider.
5. Click on the Search tab. You will see a list of accounts held under your school’s ID.
Security: User Search
User Search Results
| | FamiyMame | Uzer Lozon 1D | sermype | providerMame | saws |
Galbraith Lynn p1234 Provider AAuthority Senior High Schoal |Active
|p1234a Provider Authority Senior High Schoal Inactive
pi1234b Provider Authority Senior High School Inactive
|p1234c Provider Authority Senior High Schoal Inactive
p1234d Provider \Authority Senior High Schoal Inactive
|p1234e Provider \Autherity Senior High Schoal Inactive
p1234f Provider Authority Senior High Schoal Inactive
6. Click on the document icon next to one of the inactive accounts you wish to allocate to the

new user. The User Details screen will appear, prompting you to fill in the User Details fields
(see screenshot below).

Security: User Details

User Detais |[Rokes
[Existing Contact

| Bxisting Contact: [ | | % |

Personal Details
Title: [ 2]

Family Name: | *

Given Name: | *
second Initial: [

pate of girth: [ A

Gender: ™~

User Details

User Type: Provider
User Logon ID: *
Password:

Confirm Password: 1—
User Status: Tnactive T~

password Change Required:

Email:
CC Email:
Provider Name: LT

7. You must fill in the fields that are tagged with red asterisks (*).
It is recommended that you enter an email address to ensure the staff member receives
verification and processing upload messages. You may also wish to enter other details.

8. The User Type should always remain as Provider unless specified otherwise.

9. Typein a new Password.

10. 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 requires access.

11. Tick the Password Change Required check box to ensure the account holder changes the
password the first time they log in.

12. Once all fields are populated, click on the Save button.
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Section 2: Getting started and administration

The new user account has now been created and is active.

For any problems logging in, contact sirshelp@scsa.wa.edu.au.

2.5

Details about your school or registered training organisation (RTO)

Updating provider information

are located under the Providers tab, in the blue horizontal navigation
bar (see screenshot to the right) under Provider Details. This
information needs to be updated by schools in SIRS. The school user
with the p**** login to SIRS (no alpha character at the end) has
access to update some of this information.

The range of information to be updated includes:

e estimated number of teachers

at the commencement of each year

member (staff) details and role held.

Note:

e there is no requirement for schools to provide an ABN.

To access your organisation’s details in the Provider Details:

1. Inthe blue horizontal navigation bar, hover over the Providers tab.

Enrolments

Provider Details

Request Student Numbers

estimated number of students for Years K—12. This information is required to be added/updated

whether vocational education and training (VET) is offered at the school (secondary only)

schools cannot access and update the top section of the page, including Provider Name

2. Click on Provider Details. The Provider Search fields will appear (see screenshot below).

Providers: Provider Search

Search || Search Resuilts |

Provider Search Criteria
Provider Type: [IRTO Provider [ |Provider []MNon-Scope Provider
Provider Name: |
Provider Code: (8888 v
Year: From: |2[]18 To: |2U18
Publication Type: | ﬂ

Your Provider Code will appear automatically, based on your login information.

3. Click on the Search button.

The provider details will appear.
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Refer to the screenshot below for the full range of information available in the Provider Details tab.
Use the scroll button on the right-hand side to view the whole page.

[Prowder Details | [ Publicaion Requrements || Provider Contact Oetails || Provider Wembers |

General Provider Details

Provider Name: [School Cumcutam and Standards Authonty MNotes:

Nevapaper Name:  [SCSA A
Year: 2018

Provider Code: n

Tax Detads
Australian Business Number: | o e .
GST Roginered: This is not required

RCTI Recoived:

| cours e Proveer Detais |
Provider Level:

Provider System/Sector:
Rediglon Code:

Location Of School:
Provider District: o tAvt Education Riegronal OF
Assescment Centre Indicator:

i

These fields cannot be edited by the school.
Contact the Data Services team at

Lowest Year Levet:

dataservices@scsa.wa.edu.au if changes are

Highest Yoar Lovel:
Consensus Moderation Group:
Alpha Sequence:

DET Qassification:

Gender:

Sodo-tducationat Status

i

|

required

Number Of Teachers:
Numrber Of Kindy Students:
Number Of Pre Primary Students:
Number Of Year 1 Students:
Numbor Of Year 2 Students:
Number Of Year 3 Students:
Number Of Year 4 Studerts:
Number Of Year § Swdents:
Number Of Year 6 Studerts:
Number Of Year 7 Students:
Number Of Year 8 Swdents:
Number Of Year 9 Sudents:
Number Of Year 10 Students:
Number Of Year 11 Students:
Number Of Year 12 Students:
Student Management Database:
Other Student Management Database:

G ARRENNRN

H i

H

133

Enter the number of teachers at
your school this year

Enter the number of students

anticipated in each academic year
at your school this year

Advise which
student

Offering VET for Year 9:  [)
Offering VET for Year 10: )
Offering VET for Year 11: ]
Offering VET for Year 12: [

|

AIS Member:

management
Fie Reference Namber: database you

Atiance Provider: are using
Independent Public Schook:

Abfity Base Learning Education (ABLE):

Tick if you are
offering VET to

Allow AISWA Access:

T

any of these

academic year

:::mw.mmm; groups

NAPLAN Ortine School:

4. The following fields are to be entered by the school.

e Number of teachers at your school this year.
e Anticipated number of students in each academic year group at your school this year.
o Tick the Offering VET check box if you are offering VET to a specific academic year group
(secondary only).
e The student management database you are using when uploading data to SIRS.
5. Click on the Save button.
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2.5.1 Updating staff information

Schools are required to update the information held in SIRS regarding which staff hold the following

positions at the school this year:

Schools (Kindergarten to Year 12)
e Principal

e Deputy principal

e Endorsed programs contact

e Enrolments contact

e Externally set tasks contact

e COAT contact

e NAPLAN Year 3-5 contact

e NAPLAN Year 3-9 contact

e NAPLAN Year 7-9 contact

e MA&S (Moderation and Standards) contact
e OLNAIT support contact

e OLNAY9-10

e OLNAY10-12 contact

e Student registration contact

e VET contact

e ATAR examination contact

e Brightpath administrator

To update staff details at your school and reassign roles:

Schools (Kindergarten to Year 6)
e Principal

e Deputy principal

e NAPLAN Year 3-5 contact

e Student registration contact
e Brightpath administrator

1. Click on the Provider Members tab (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 ||

Provider Details

Provider : |8888: School Curriculum and Standards Authority

Year: [2018

The Provider Members details will appear (see screenshot below).

Provider Members

+ Principal Spam, Brian

P % Deputy Principal Stinson, Kathy
# % Enrolment Contact Dalbert, Greg
~ % Externally Set Tasks Contact Gillet, Mary
~+ % NAPLAN Y3-5 Contact Hopper, Mark
# € NAPLAN Y3-9 Contact Hopper, Mark
+ % M&S Contact Bobbins, Maria
# € OLNAY10-12 Contact Bobbins, Maria
+ % Student Registration Contact Stinson, Kathy
P % ATAR Exam Contact Dalbert, Greg

---__

brian.spam@nenernener.com.au
kathy.stinson@nenernener.com.au
greg.dalbert@nenernener.com.au
mary.gillet@nenernener.com.au
mark.hopper@nenernener.com.au
mark.hopper@nenernener.com.au
maria.bobbins@nenernener.com.au
maria.bobbins@nenernener.com.au
kathy.stinson@nenernener.com.au

greg.dalbert@nenernener.com.au
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2. Click on the Edit Provider Member icon (see screenshot below).

ol % Principal

Spam, Brian

3

The Provider Member Details screen will appear (see screenshot below).

Provider Member Details

Name: [Offer, Jenny

Role: | Principal

v]

3. Choose the new position from the Role drop-down list.

ATAR Exam Contact
Brightpath Administrater
COAT Contact

Deputy Principal

Endorsed Program Contact
Enrolment Contact
Externally Set Tasks Contact
Head of Primary School
M&S Contact

MAPLAN Y3-5 Contact
MAPLAN Y3-9 Contact
MAPLAN Y7-9 Contact
OLMA IT Support Contact
OLNAY10-12 Contact
OLNAYS-10 Contact
Principal

Student Registration Contact
VET Contact

4. Click on the Save button.

If your school has a new principal:

1. Toremove your previous principal’s information, click on the delete icon next to Principal

(see screenshot below).

| ol % Principal

Parker, Marie |

2. Click on the OK button.

3. To add your new principal, click on the Add Provider Member button (see screenshot below).

Close ‘ | Add Provider Member I‘l

4. The Contact Search fields will appear. Enter the principal’s family name in the Contact Family

Name field (see screenshot below).
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Section 2: Getting started and administration

Contact Search

Search H Search Results

Contact Search Criteria
Contact Family Name: |Parker
..Incl Previous Surname: [ ]
Contact Given Name: ”
Search Type: l\ndwldua\ Search ﬂ
Role: l ﬂ
Employee I1D: |
HRMIS 1D: |

5. Select the correct person by clicking on the document icon next to their name (see screenshot
below).

Note: if more than one person matches the full name, check the Teacher Registration Board of
Western Australia (TRBWA) number is correct for the teacher at your school.

Contacts: Contact Search

Search | Search Results
Contact Search Resuits
| |  EmployeeiD TRBWA Middle Name Family Name | |

32345678 Marie Susan Parker

q 32876543 Marie Anne Parker

6. Select Principal from the Role drop-down list (see screenshot below).

Provider Member Details

Name: |Par|<er, Marie X

Role: [N CTIN |

7. Click on the Save button.

2.5.2  Checking provider contact information

1. To update or check if the preferred contact email address is correct, click on the Display
Provider Member Contact Details tab and then click on the document icon next to the preferred
contact’s name (see screenshot below).

'l % ATAR Exam Contact Tarrant, Kerry |

2. The Contact Details fields will appear. Ensure Work is selected as the Preferred Location and the
Preferred Method of contact is Email from the drop-down lists (see screenshot below).
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Members | [ Course Teachers [ VET Credit Transfer UoC Teachers | | Endorsed Program Teachers | [ Contact Details |

Contact Details

Family Name: arrant Employee 1D: [ [ONewEmployee ID

Previous Surname:

Given Name: [Kerry Date Of Birth: |

Second Name: Gender: |Female v

Preferred Name: HRMIS 1D: ’—

Title: s iz Status: |current v

Preferred Location: Work gk Preferred Method: [Email v
a3

3. Check the email address in the work Email field is correct (see screenshot below).

”Wnrk Contact Details for School Curriculum and Standards Authority
Street Address: |3[]3 Sevenoaks Street
|
Suburb: [canninGTON i:|
State/Postcode: IWA )61 07
Country: |
Department: |
Postal Address: [303 Sevenoaks Sireet
|
Suburb: [CANNINGTON i:l
State/Postcode: IWA kﬂ 07
Country: |
Phone: 92736300
Facs imile: 02736301
obile:
Email: kerry tarrant@scsa.wa.edu.au I

"

Once all relevant positions have been updated, this will ensure the correct person receives emails
and other correspondence from the Authority.

If you cannot find a teacher/contact person when you look up their details, contact
dataservices@scsa.wa.edu.au to have the person added to SIRS. This will be the case with new
teachers who have never been registered in SIRS.

2.5.3  Maintaining your school's contact details

To update a provider address, phone number or email address, schools should click on the Provider

Contact Details tab.

Schools may amend and update the information in this section and click on the Save button when
finished.

Providers: Provider Details

Provider Details || Publication Reguirements || Scope Of Deliverables [ Provider Contact Details 1 Provider Members

Provider Details

| Provider : [8999: Sunny Field Disirict High School | vear: [2024 ]

|Pruvider Specific Contact Information

| Mail West Code: [ |

Contact Details

Street Address: (13578 Even St
Suburb: EONNIE ROCK ] ...

State/Postcode: [WA | B |

Country:

[ postal Address Same as Street Address
Postal Address: 13578 Even St
Suburb: BONNIE ROCK ] .

State/Postcode: [WA | B
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Section 2: Getting started and administration

2.6 Further help

For issues relating to the information contained in the Student Registration Procedures Manual
2024, email the Data Services team at dataservices@scsa.wa.edu.au.
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o Student registration requirements

e Request WASNs — Kindergarten
e Search for WASNs in SIRS — other than Kindergarten
e Student maintenance

e Recording student registrations

e Setting up an Excel database for student registration and demographics

e Saving data for upload into SIRS
e Uploading data into SIRS
e Troubleshooting

o Further help

Disclaimer: screenshots are for illustration purposes only. Any representations that show a

date prior to 2024 should be treated as examples only. Representations that display new
information have been updated.
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3.1 Student registration requirements

It is a legislated requirement that all students from Pre-primary to Year 12 are registered with the
Authority until the end of the year in which they turn 17 years and six months of age, regardless of
their study program. This requires each student to be allocated a unique identifier, i.e. an eight-digit
Western Australian student number (WASN).

If you cannot find a student’s WASN, check with their previous school or in SIRS (see section 3.2.1). If
you still cannot find the student’s WASN, email numbers@scsa.wa.edu.au with the student’s legal

family name, given name, date of birth and academic year to have one allocated.

Once the WASN has been provided, it can be uploaded as part of your student registration and
demographics (SRGDG) file.

3.1.1 Important dates

Refer to the home page of SIRS or the Authority website on the Activities Schedule page

(https://www.scsa.wa.edu.au/publications/activities-schedule) for dates when the Authority

requires student registration information to be provided.

3.1.2  Request to change student academic year

On occasion, students need to change their academic year. To request a change to a student’s
academic year for Pre-primary to Year 10, download the Request to change academic year
Pre-Primary to Year 10 form available on the Authority website on the Applications and Order Forms

page (www.scsa.wa.edu.au/forms).

Note:

e the form is available for limited periods, according to the Authority’s deadlines
e changing academic year cannot be done by uploading the SRGDG file.

Student achievement must be reported for all learning areas for students from
Pre-primary to Year 10, in line with the Pre-primary to Year 10: Teaching, Assessing and Reporting
Policy.

Upon registration, schools should check SIRS for the student’s previous school details and ensure
they are enrolled to continue in the same academic year they were in at their previous school. This
ensures students continue with their current year-level studies within the Western Australian
Curriculum and Assessment Outline.

3.2 Request WASNSs - Kindergarten

This process is to request Kindergarten WASNs only. As all students from Pre-primary to Year 12 are
now registered in SIRS, blocks of numbers cannot be allocated for other academic years without
checking to see if the record already exists in SIRS. To request WASNs for students who are in other
academic years, refer to Search for WASNs in SIRS — other than Kindergarten.

Student Registration Procedures Manual 2024 | Section 3: Page 2


mailto:numbers@scsa.wa.edu.au
https://www.scsa.wa.edu.au/publications/activities-schedule
https://www.scsa.wa.edu.au/publications/activities-schedule
https://www.scsa.wa.edu.au/forms/forms
https://www.scsa.wa.edu.au/forms/forms

Section 3: Student registration and demographics

1. Inthe blue horizontal navigation bar, hover over the Providers tab.
2. Click on Request Student Numbers (see screenshot below).

Providers JeiEgls ER=

Provider Details
Request Student Numbers

3. The Student Number Request Search fields will appear (see screenshot below). Click on the Add
Request button.

Providers: Student Number Request Search

Search |[ Search Results |

Student Number Request Search Criteria

Provider: Year Request Made is # [ . | x|
Year Request Made: the calendar year
Academic Year: I
Requested By: | \_“Z
Requested On: From: | G To: I 1]
Status: |

Use this page to search for requested numbers.

Torequest NEW student numbers, please click on the 'Add Request button below.

Add Request

4. The Student Number Request Details fields will appear (see screenshot below). Enter the
number of Kindergarten WASNSs required.

Providers: Student Number Request Details

Student Number Request Details | [ Siident Number Allocaiad |
Request Details
Provider: | # ” || X |3K
Year: 016
Academic Year:
Email: |Lynn_G.'aI braith@scsawaeduau
Number Requested: IZU'—

5. Check the Email address is correct to ensure messages are sent to the right person (this
information is populated from Security>My Details).
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6. Click on the Save button. 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 screenshot below).

Providers: Student Number Request Details

Student Number Request Details | [ Siudeni Number Allocaied |

Request Details

Provider: UQDDD:Deparh'ﬂenl of Education

Numbers Sourced From: [2025

Academic Year: Kindergarten

Email: ULyn n.Galbraith @scsa.wa.edu.au
Number Requested: UZU—’

Requested By: |Ga|braiih,Lynn

Requested On: 16/052016

Status: IJReq uesied

7. Check the details. If you need to make changes, click on the Save button again.
8. When the details are correct, click on the Close button to dispatch the request for processing.
Alternatively, you can click on Cancel Request.

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 2024 will show that the numbers are
sourced from 2029).

The Authority approves WASN requests periodically. Wait for confirmation of the numbers sent as
an attachment to your email address or through the SIRS Private Messages section, available from
the home page of SIRS (see screenshot below).

Mes sage Detail

From: System, User [root] Received: [16M052016 10:45:00 AM

Subject: |Sl1.|denlNumber Request for 3000: Depariment of Education (2016/Kindergarten) has been processed

Message:  |The studentnumber request for 3000: Department of Education has been processed:
Requested By Galbraith, Lynn
Requested On: 16/05/2016
Academic Year: Kindergarten
Mumber Requested: 20
Approved By Parker, Marie
Approved On: 16/05/2016

You do not have to use all the allocated numbers. For any new students arriving later in the year,
email numbers@scsa.wa.edu.au and provide the following details for each student: family name,

given name, date of birth and academic year.
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3.2.1 Search for requested WASNs in SIRS

1. Inthe blue horizontal navigation bar, hover over the Providers tab and click on Request Student
Numbers.

2. The Student Number Request Search fields will appear. Click on the Search tab or the Search
Results tab to display a list of requests (see screenshot below).

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

on the document icon to select a Processed request from the list under the Status heading.

Providers: Student Number Request Search

Search || Search Results
Student Number Request Search Results

O s e RgedEy Requested on T —
20

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

Processed

4. Click on the Student Number Allocated tab to view the WASNs allocated (see screenshot
below).

Providers: Student Number Request Details

Student Number Request Details | [ Student Number Allocated |

Reques t Details

Provider: |S‘DDD: Depariment of Education

Numbers Sourced From: [2025

Academic Year: Kindergarien

Email: |Lynn.GaIbraim@scsa.wa.edu.au

Number Requested: ED

The WASN details will appear (see screenshot below).

Providers: Student Number Request Details

Student Number Request Details | [ Student Number Allocated |

Request Details
Provider: ‘Depa riment of Education
Requested By: \Galbra\m.Lyﬂn
Approved By: Parker, Marie

Mumber Requested: PD

Allocated Student Numbers

35042839
35129659
35191644
35218377
35226831
35245051

Note: 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 that had the WASNSs as an attachment.
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3.3 Search for WASNSs in SIRS - other than Kindergarten

If a student arrives at your school from another school in Western Australia or from
overseas/interstate, you can search in SIRS for that student’s WASN. All you need is the student’s
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
able to search for students using the current year. This will give you the student’s previous school
and you will know where to send the transfer note.

1. Inthe blue horizontal navigation bar, hover over the Enrolments tab.
2. Click on Student Enrolment and then Find Student Number (see screenshot below).

@ School Curriculum and Standards Authority

Providers Moderation Achievements Uploads Repod
Student Enrolment. .. Student Maintenance

W el d Enrclments via Offerings... Search via Student Enrolments
Find Student Number

3

3. The Find Student Number fields will appear (see screenshot below). Enter the student’s Family
Name, Given Name and Date of Birth.

Enrolments: Student Enrolment: Find Student Number

Search || Search Results

Find Student Number Criteria

Year range:  From: [2011 To: [2016

Family Name: | *

Given Name: j

Date of Birth: =

StudentMo: |

4. Click on the Search button. 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 screenshot below).

Enrolments: Student Enrolment: Find Student Number

[Search| [ Search Results

Student Search Results

| Student No. | Family Name | Given Name | Middle Name Date of Birth @

28032384 Ryan James 1/07/2008 12:00:00 AM 2022 Y12 Government Schoal
28032384 Ryan James 1/07/2008 12:00:00 AM M 2021 Y11 Non-Government School
28032384 Ryan James 1/07/2008 12:00:00 AM M 2020 Y10 Notice of Arrangement

3 Records Found

The query return more than 1 results. If you can not uniquely identify the student, please contact SIRS helpdesk

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, email
numbers@scsa.wa.edu.au and provide the student’s:

e Given name
e  Family name
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e Date of birth
e Academic year
e Previous school (if known).

3.3.1 Troubleshooting: Search for WASNs in SIRS - other than
Kindergarten
What happens if the requested information does not show up in the search?

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

What happens if | enter calendar year 2023 as the Year Range?

Only students registered in the SIRS database for 2023 may return in the search. For the purposes of
finding existing student numbers, it is recommended to leave the Year Range as blank.

What does it mean when Notice of Arrangement is shown as the student’s provider?

It means the student is likely to be under a Notice of Arrangement (relevant to senior secondary
only) or may have been on the Whereabouts Unknown List, which is more likely with Years K-10.

3.4 Student maintenance

Student details are uploaded into SIRS via 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. The following fields
cannot be altered by uploading the SRGDG file:

e Given Name

e Family Name

e Date of Birth

e Academic Year.

To view student details:

1. Inthe blue horizontal navigation bar, hover over the Enrolments tab.
Click on Student Enrolment and then Student Maintenance. The Student Search fields will
appear.

3. To view a Student Record (see screenshot below), you can either:

e enter their name (Given Name and Family Name), or
e enter their Student Number (WASN).
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Search || Search Results

Enrolments: Students: Student Search

ECEUAB] Search Results

Student Search Criteria

Student Search Criteria

Main Provider Name:

I

Given Name:

Family Mame:

[susan

[smith

Middle Name:
Initials:
Student No.:
Student Status:
Date of Birth:

Year:

Academic Year:

Fee Status:

Residency Status:

I

I

I

-

Year 8
Year 8
Year 10
Year 11
Year 12

Main Provider Name:
Given Mame:

Family Name:
Middle Name:
Initials:

Student No.:
Student Status:

Date of Birth:

Year:

Academic Year:

Fee Status:

Residency Status:

I
I
I
I

I

|[2224567¢] |

4. Click on the Search button or the Search Results tab (see screenshot below) or press Enter on
your keyboard.

Search || Search Results |

| Student Search Criteria

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

e Student Summary
e Student Contact

e Previous Names

e Program of Study (only relevant to senior secondary students)
e Record of Achievement (only relevant to senior secondary students)

e Check WACE Eligibility (only relevant to senior secondary students).

Note: the Learning Program tab shown in the following screenshots is no longer available in SIRS.
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Section 3: Student registration and demographics

This section holds a large amount of the student’s personal information, including date of birth,
Indigenous status, and any visa or residency information (see screenshot below).

Enrolments: Students: Student Maintenance

Title: | v

Student Name:

Given Name: [Claire

Student Summary | [ Student Contact | [ Previous Names | Fv_o_g_ram Of Study | [Learning Program | [ Record Of Achievement || Check WACE Eligibility
Student Summary
Main Provider: |lZ34:MhorinStniovHigh School

Midde Name: Susan

Meets ELC Standard (Prior to 2016): Oves ®No

Demonstrates Numeracy Standard:

Demonstrates Readng Standard:

Demonstrates Writing Standard:

Community Service Complete:

Community Service Hours:

Third Initial: ‘ Family Name: |Harman
Certificate Name: |Claila Harman StUdents
Student Number: T — registered for |
Date of Birth: 770006 3 Brightpath need
g Fo & to have a Class
Year: IW
Academic Year: [Year s v ID to ensure [Room 7 ]
Student Status: [Current Iv] class lists are Brightpath Student: ®Yes ONo
Last Student Status Change Date: [2410812016— correct for ABLEWA Student:  (DYes ®)No
Highest Schod Level Completed: | Iv] assessment
Year Highest Schod Level Was Completed: [ purposes
Profidency in Spoken English: l E
Language Spoken At Home: IW[:E
ComoromnE Frov— e This box will populate if the
Australian Residency Status: IResidenl \E’ .
e s = SRGDG notes the student is
Indigenous Status: [emer ™ either a Brightpath or
Labour Force: [ ABLEWA student
Release Individual Awards: OYes ®No
Release Career Info: OYes ®@No
Release of Exam Responses: OYes ®No
Release Schod Work: OYes ®@No

Prior Learning Block Credit: O Full Year O Half Year @ No
Prior Learning Block Credit Type: I—
Prior Learning Block Credit Year: ,_
Exemption From Schod: OYes ®No
Visa Subdass: [—
Visa Arrival Date: @

Notice of Arrangement

No Notice of Arrangement currently assodated with this Student

Add Notice Of Arrangement

Student Prior Educational Achievement Detalls

No Prior Educational Achievements aurrently assod ated with this Student

Add Prior Educational Achlevement

Student Dis ability Details

No Disabilities currently assodated with this Student

Add Student Disability |

Student Special Needs Details

No Special Needs currently associated with this Student

Add Special Need
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3.4.2 Student contact details

This section contains information about the student’s telephone number and home and postal
addresses (see screenshot below).

Enrolments: Students: Student Maintenance
Student Summary | [ Student Contact |[ Previous Names | [ Program OF Study | [ Leaming Program | [Record Of Achievement | [ Check WACE Eligibiity |

Date of Birth :  |27/10/2000 Student Status : ,Cwenl—

Sex : [Female English Literagy: [N

Main Provider : [1234: AuthoritySenior High School WACE Achieved: [N

Award Score : l—

Contact Details

Street Address: [F3ElsteeHillNoth Parent 1 School Education: Year 10 or equivalent
I Parent 1 Non-school Education: |Not statediunknown

Suburb: W‘:ﬂz’ Parent 1 Occupation: Other business manager

State/Postcode: [WA Jroe1 Parent 1 Language: WE

Country: lﬁuswaha— Parent2 School Education: Not stated/unknown
[JPostal Address Same as Street Address Parent 2 Mon-school Education: [Certiicate | to IV (including trade| v

Postal Address: [63 Elstee HillNoth Parent2 Occupation: Not in paid work
I— Parent2 Language: W

Suburb: EErEra——

State/Postcode: [WA J061

Country: IE stralia

Phone: l—

Facsimile: l—

Mobile: pato2azsza

Email: [ehaman@gmaitcom

3.4.3 Previous names

This section contains information about a student’s previous names, if this information has been
provided to the Authority.

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

This section shows all the course units, VET units of competency and endorsed programs that a
student has been enrolled in via ENCOS, ENVET and ENEND upload.

3.4.5 Record of achievement (relevant to senior secondary
students only)

This section will only show examination results once student results have been uploaded.

3.4.6  Check WACE eligibility (relevant to senior secondary
students only)

This section will show which WACE eligibility criteria need to be met.
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3.5 Recording student registrations

Data can be entered into school database systems, including, but not restricted to, Civica Maze,
Administration of Schools (AoS), Reporting to Parents, SEQTA and Synergetic. To find out how to
record data in these systems, contact the software supplier or refer to Database programs for

relevant links.

If your school records data using Excel, the data must be formatted correctly. Failure to format data
correctly will prevent the data from being uploaded into SIRS. Refer to the following instructions on
how to set up a database to record student registration and demographic information.

3.6 Setting up an Excel database for student registration
and demographics

Schools that use Excel as their database to enter student registration and demographic information
are required to lay out data in a specific format to ensure it can be uploaded into SIRS.

A B C D E F G H | J K L M

Student Student Student Student
Record Provider Calendar WA Student Student Famiy Given Middle Third

1 Type Code Year Number Title Name Name Name Initial Certificate Name  Date of birth Gender Status
2 |SRGDG 1234 2018 32123456 Ms Jones Jane Helen S Jane Helen Jones 7/04/2011 F 1
3 |SRGDG 1234 2018 28654321 Mr Chong Yin Chan W Yin Chan Chong 2/06/2009 M 1

The screenshot above shows a section of the required format for the student registration and
demographic database in Excel. For example, the Record Type is required in Column A, the Provider
Code is required in Column B etc. One row of information must be provided for each student.

The layout requirements for all columns in a student registration and demographic Excel database
are specified in Table 1: Section 3. Refer to the notes below this table (under the heading SRGDG
column details), which provide specific information requirements for each column. Screenshots of
all required columns are included following the table.

Note: once the table has been formatted and data entered into the Excel document, the header row
must be removed, and the document saved as a .CSV file or a .SCSV file before it can be uploaded
into SIRS.

Note: the file will not upload if a mandatory field is left blank.
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Table 1: Section 3 — Excel format for student registration and demographic files

Column Column

Comment

Field name
number reference
SRGDG
1 A Record type Maximum field length =5
Provider code — your
four-digit school code (a Mandatory
2 B provider is a school or Maximum field length = 10
organisation authorised to Unique code for a course provider
offer the WACE)
Mandatory
3 C Calendar year Maximum field length = 4
Must be current year in yyyy format
Mandatory
4 b Western Australian student | Maximum field length = 15
number (WASN) Must be a valid student number issued by the
Authority
Optional
5 E Student title Maximum field length = 20
e.g. Mr, Mrs, Miss, Ms
Mandatory
6 F Student family name Maximum field length = 40
Legal family name of student
Mandatory (Optional if student only has a family
. name)
/ G Student given name Maximum field length = 40
Legal given name of student
. Optional
8 H Student middle name Maximum field length = 40
e Optional
9 | Student third initial Maximum field length = 1
Optional
. Maximum field length = 81
1
0 . Certificate name As printed on the certificate
Recommend using title case, not block capitals
Mandatory
. Maximum field length = 10
11 D
K ate of birth Must be valid past date
In dd/mm/yyyy format
Mandatory
12 L Gender Maximum field length = 1
M for male or F for female or X for other
Mandatory
Maximum field length = 1
1 — Currently at provider
13 M Status 2 — Deceased student
3 — Left secondary education
4 — Left from this provider
5 — Left Western Australia
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Column Column .
Field name Comment
number reference
. Mandatory
14 N Home address line 1 Maximum field length = 50
. Optional
15 ° Home address line 2 Maximum field length = 50
Mandatory
16 P Home suburb Maximum field length = 50
Mandatory for Australia, but optional if home
17 Q Home state country (field #19) is not Australia
Maximum field length = 30
Mandatory for Australia, but optional if home
18 R Home postcode country (field #19) is not Australia
Maximum field length = 10
Optional
19 S Home country Maximum field length = 30
Mandatory
20 T Postal address line 1 Can be same as home address (field #14)
Maximum field length = 50
Optional
21 U Postal address line 2 Can be same as home address (field #15)
Maximum field length = 50
Mandatory
22 \" Postal suburb Can be same as home address (field #16)
Maximum field length = 50
Mandatory for Australia, but optional if postal
country (field #25) is not Australia
23 w Postal state Can be same as home address (field #17)
Maximum field length = 30
Mandatory for Australia, but optional if postal
country (field #25) is not Australia
24 X Postal tcod
ostal postcode Can be same as home address (field #18)
Maximum field length = 10
Optional
25 Y Postal country Maximum field length = 30
Mandatory
26 Z Academic year Maximum field length = 2
Must be either K, PP, 01, 02, 03, 04, 05, 06
Mandatory
Permanent resident, citizen or country of birth =
27 AA Australian residency status Australia or New Zealand
Maximum field length = 1
YorN
Mandatory
28 AB Student fee status MaX|mu.m field length = 1
Y — required to pay full fees
N — not required to pay full fees
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Column Column .
Field name Comment
number reference
Optional
29 AC Home phone number Maximum field length = 20
. Optional
30 AD Alternate/mobile number Maximum field length = 20
. Optional
31 AE Email address Maximum field length = 80
Optional
32 AF Fax number Maximum field length = 20
33 AG Student’s previous family Optional
name Maximum field length = 40
34 AH Student’s previous given Optional
name Maximum field length = 40
Mandatory
Is the student currently exempt from school under
35 Al Exemption from school section 11 of the School Education Act 1999?
Maximum field length = 1
YorN
Optional, but mandatory if visa subclass supplied
(field #55)
A . Maximum field length = 4
36 Al Country of birth identifier Refer to the Australian Standard Classification of
Countries
(https://www.voced.edu.au/content/ngv%3A20199)
Optional
Maximum field length = 4
37 AK Language spoken at home Refer to the Australian Standard Classification of
identifier Languages
(https://www.voced.edu.au/content/ngv%3A20199)
(1201 = English)
Optional
1 =very well
38 AL Prof!C|ency in spoken 2 =well
English 3 = not well
4 =not at all
Maximum field length = 1
Optional
Maximum field length = 2
01 = full-time employee
02 = part-time employee
. e 03 = self employed
39 AM Labour force identifier

04 = employer

05 = employed — unpaid work in a family business
06 = unemployed — seeking full-time job

07 = unemployed — seeking part-time job

08 = not employed — not seeking employment
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Column
number

40

Column
reference

AN

Field name

Highest school level
completed

Section 3: Student registration and demographics

Comment

Optional

Maximum field length = 2
02 = did not attend school
08 = Year 8 or below

09 =Year 9 or equivalent
10 = completed Year 10
11 = completed Year 11
12 = completed Year 12

41

AO

Year highest school level
completed

Optional
Maximum field length = 4
In yyyy format

42

AP

Prior education
achievement 1

Optional

Maximum field length =3

008 = Bachelor Degree or higher

410 = Advanced Diploma or Associate Degree level
420 = Diploma level

511 = Certificate 4

514 = Certificate 3

521 = Certificate 2

524 = Certificate 1

990 = misc. education

43

AQ

Prior education
achievement 2

Optional

Maximum field length =3

008 = Bachelor Degree or higher

410 = Advanced Diploma or Associate Degree level
420 = Diploma level

511 = Certificate 4

514 = Certificate 3

521 = Certificate 2

524 = Certificate 1

990 = misc. education

44

AR

Prior education
achievement 3

Optional

Maximum field length =3

008 = Bachelor Degree or higher

410 = Advanced Diploma or Associate Degree level
420 = Diploma level

511 = Certificate 4

514 = Certificate 3

521 = Certificate 2

524 = Certificate 1

990 = misc. education
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Column .
Field name
reference

Column
number

45 AS Disability code 1

Comment

Optional

Maximum field length = 2
11 = hearing/deaf

12 = physical

13 =intellectual

14 = learning

15 = mental iliness

16 = acquired brain impairment
17 =vision

18 = medical condition
19 = other

99 = unspecified

46 AT Disability code 2

Optional

Maximum field length = 2
11 = hearing/deaf

12 = physical

13 = intellectual

14 = learning

15 = mental illness

16 = acquired brain impairment
17 =vision

18 = medical condition
19 = other

99 = unspecified

47 AU Disability code 3

Optional

Maximum field length = 2
11 = hearing/deaf

12 = physical

13 = intellectual

14 = |learning

15 = mental iliness

16 = acquired brain impairment
17 = vision

18 = medical condition
19 = other

99 = unspecified

48 AV Disability code 4

Optional

Maximum field length = 2
11 = hearing/deaf

12 = physical

13 =intellectual

14 = |learning

15 = mental iliness

16 = acquired brain impairment
17 = vision

18 = medical condition
19 = other

99 = unspecified
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Field name Comment

Column Column
number reference

Optional

Maximum field length = 2
11 = hearing/deaf

12 = physical

13 =intellectual

14 = learning

15 = mental iliness

16 = acquired brain impairment
17 =vision

18 = medical condition
19 = other

99 = unspecified

49 AW Disability code 5

Optional

Maximum field length = 2
11 = hearing/deaf

12 = physical

13 = intellectual

14 = learning

15 = mental illness

16 = acquired brain impairment
17 =vision

18 = medical condition
19 = other

99 = unspecified

50 AX Disability code 6

Optional

Maximum field length = 2
11 = hearing/deaf

12 = physical

13 = intellectual

14 = |learning

15 = mental iliness

16 = acquired brain impairment
17 = vision

18 = medical condition
19 = other

99 = unspecified

51 AY Disability code 7

Mandatory

Maximum field length = 1

1 = Aboriginal

2 =Torres Strait Islander

3 = Aboriginal and Torres Strait Islander
4 = Neither

9 = Not stated

Australian Aboriginal or

>2 AZ Torres Strait Islander

Mandatory (related to field #13)
53 BA Date of status Maximum field length = 10
In dd/mm/yyyy format

Optional
54 BB Hours of community service | Numeric (integer) or blank
Maximum field length =3
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Column
number

55

Column
reference

BC

Field name

Visa subclass

Comment

Optional
Maximum field length = 10

56

BD

Arrival date

Optional

Mandatory, if visa subclass supplied (field #55)
Maximum field length = 8

Must be valid past date

In dd/mm/yyyy format

57

BE

VET USI

Optional

Maximum field length = 10

Alphanumeric

VET Unique Student Identifier (USI) is required for
unit of competency result to contribute towards the
WACE requirements

58

BF

Parent 1 school education

Mandatory Years K—9

Optional Years 10-12

Maximum field length = 1

0 = Not stated/unknown

1 =Year 9 or equivalent or below
2 =Year 10 or equivalent

3 =Year 11 or equivalent

4 =Year 12 or equivalent

59

BG

Parent 1 non-school
education

Mandatory Years K-9

Optional Years 10-12

Maximum field length = 1

0 = Not stated/unknown

5 = Certificate | to IV (including trades)
6 = Diploma/Advanced Diploma

7 = Bachelor Degree or higher

8 = No non-school education

60

BH

Parent 1 occupation

Mandatory Years K-9

Optional Years 10-12

Maximum field length = 1

1 = Senior management

2 = Other business manager

3 =Tradesperson, clerk, sales and service staff
4 = Machine operator

8 = Not in paid work

9 = Not stated/unknown

61

Bl

Parent 1 main language
other than English spoken
at home

Mandatory Years K—9

Optional Years 10-12

Maximum field length = 4

Refer to the Australian Standard Classification of

Languages
(https://www.voced.edu.au/content/ngv%3A20199)

(1201 = English)
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Column
number

62

Column
reference

BJ

Field name

Parent 2 school education

Section 3: Student registration and demographics

Comment

Mandatory Years K—9

Optional Years 10-12

Maximum field length = 1

0 = Not stated/unknown

1 =Year 9 or equivalent or below
2 =Year 10 or equivalent

3 =Year 11 or equivalent

4 =Year 12 or equivalent

63

BK

Parent 2 non-school
education

Mandatory Years K—9

Optional Years 10-12

Maximum field length = 1

0 = Not stated/unknown

5 = Certificate | to IV (including trades)
6 = Diploma/Advanced Diploma

7 = Bachelor Degree or higher

8 = No non-school education

64

BL

Parent 2 occupation

Mandatory Years K-9

Optional Years 10-12

Maximum field length = 1

1 = Senior management

2 = Other business manager

3 =Tradesperson, clerk, sales and service staff
4 = Machine operator

8 = Not in paid work

9 = Not stated/unknown

65

BM

Parent 2 main language
other than English spoken
at home

Mandatory Years K—9

Optional Years 10-12

Maximum field length = 4

Refer to the Australian Standard Classification of

Languages
(https://www.voced.edu.au/content/ngv%3A20199)

(1201 = English, 0000 = Not stated/None)

66

BN

Class identification

Mandatory Years K—6
Optional Years 7-12
Maximum field length = 20
Free text up to 20 characters

67

BO

Brightpath project student

Mandatory
Maximum field length = 1
YorN

68

BP

ABLEWA project student

Mandatory
Maximum field length = 1
YorN
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Excel database for student registration and demographics (SRGDG)

See below for a complete breakdown of the fields within the SRGDG database.

A B C D E F G H | J K L M
Student Student Student Student
Record Provider Calendar WA Student Student Famiy Given Middle = Third
1 Type Code Year Number Title Name Name Name Initial Certificate Name  Date of bith Gender Status
2 SRGDG 1234 2018 32123456 Ms  Jones Jane Helen S Jane Helen Jones 7/04/2011 F 1
3 |SRGDG 1234 2018 28654321 Mr Chong Yin Chan W Yin Chan Chong  2/06/2009 M 1
N 0 P Q R S T U v W X Y Z AA AB
Home Postal Postal Austrian  Student
Home address address Home Home Home Home Postal address  address  Pestal  Postal Postc Postal | Academic Residency Fee
Line 1 ine2 Suburk State Postcode  Country ine 1 ine2  Suburk | State ode  Country Year Status  Status
r
1 Unknown St PERTH WA 6000 Australia PO Box 100 PERTH WA 6000 Australia 12 Y N
24 The Avenue PERTH WA 6000 Australia 24 The Avenue PERTH WA 6000 Australia 11 N Y
AC AD AE AF AG AH Al Al AK AL AM AN AO
Wear
Previous Previous Highest highest
student student Exemption Country Language Proficiency Labour school school
Heme phone | Alternate/mobie Fax family given from of birth  spcken at  in spoken force level level
number number Email address number  name name school | identifer home english identifier | completed | completed
r
9555 5555 0415555555  Jane@hotmail.com Smith N 2102 1201 1
9555 3456 0425555555  Chong@bigpond.net au N 6101 7104 4
AP AQ AR AS AT AU AV AW AX AY AZ BA BB BC BD
Australian
Prior Pricr Pricr Abonginal
education education education or Torres Hours of
achievem achievem achievem Disabiity Disabiity Disabiity Disability Disabiity Disabiity Disability Strait Date of Community = \isa Sub  Arrival Date
ent 1 ent2 ent3 code 1 code2 coded | code4 | codeS  code6 | code7 | Islander Status Service Class in Australia
4 24/03/2016
4 24/03/2016 572 10/09/2009
BE BF BG BH Bl BJ BK BL BM BN BO BP
Parent 1 Farent £
Main Main
Parent 1 Farent 1 Language  Farent2 Parent 2 Language Brghtpath = ABLE WA
School | MNon-school  Parent1  Other than School  Mon-school  Parent2 | Other than Class project project
WET US! Education = Education Occupation English Education = Education = Occupation Engish  Kentification student student
4SXPX54HGS 4 7 1 1201 4 6 8 1201 N N
JUVEW2WAT2 0 7 2 7104 3 0 9 7104 N N
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Notes to table

Formatting cells for date of birth
Excel may convert a date of birth entered as

dd/mm/yyyy format to mm/dd/yyyy. This will

ultimately prevent validation of the file.

Before entering the date of birth:

1.

oV .k wnN

7.

Click the top of the required column to
highlight the whole column.

Right-click the mouse.

Choose Format cells.

Click on the Number tab.

Under Category click on Date.

Under Type, select the third entry from the top
(14/03/2012 — without an *).

Click on the OK button.

Leading zero in a number

To prevent Excel automatically removing a number

that leads with a zero, such as a mobile number,

you will need to format the cell.

To do this:

1.

o vk wnN

Click the top of the required column to
highlight the whole column.

Right-click the mouse.

Choose Format cells.

Click on the Number tab.

Under Category click on Text.

Click on the OK button.

Format Cells 2 %
Humber ~ Alignment  Font  Border Fill  Protection
Category:
General Sample
Number
Currency
A(muntini Type:
Time *14/03/2012 -
Percentage *Wednesday 14 March 2012
Fraction a/0312
scientific
Text 147312
Special 14/3/2012
v
Custom 14/03/12

Locale {location):

English (Australia) ~

Date formats display date and time serial numbers as date values. Date formats that begin with
an asterisk [*) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

Format Cells ? X

Number  Alignment Font Border Fill Protection
Category:

General Sample

Number
Currencgy
Accounting Text format cells are treated as text even when a numberis in the cell.
Date The cell is displayed exactly as entered,

Time
Percentage
Fraction
Scientific
Text
Special
Custom
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3.6.1 SRGDG column details

One row of information must be provided for each student.

Record type (Column A)
This is always SRGDG for this type of file.

Provider code (Column B)
The four-digit school code. Note: a provider is a school or organisation authorised to offer the WACE.

Calendar year (Column C)
The current calendar year.

Allocation of a Western Australian student number (WASN) (Column D)

All students in Kindergarten to Year 12 require a WASN. This includes students who are currently
attending the school, and those who have been enrolled at any time during the selected school year
but have now left. It will not be possible to upload your SRGDG file until all students have been
allocated a WASN in SIRS.

Kindergarten students

Schools are able to request WASNs for Kindergarten students directly from SIRS. Following this
process, an email will be sent to the school with an attachment containing a list of numbers that can
be allocated to students. This facility will be closed after Term 1 to prevent duplication of WASNs.

Current roll students
WASNSs for transferring students should be requested and entered at the point of enrolment.

Former students
Any former students who attended for more than one day within the school term should be included
in the SRGDG file and must have a WASN.

Students who are new to the Western Australian education system

If the student is new to the school (i.e. arriving from another Australian state or country) and has not
previously been allocated a WASN, the school will need to request a WASN by contacting the
Authority at numbers@scsa.wa.edu.au.

Students who are transferring between Western Australian schools

If the student is new to the school (i.e. transferring from another Western Australian school), and
has previously been allocated a WASN, it is the enrolling school’s responsibility to follow up with the
student’s previous school and find out the missing WASN. This student must continue to use the
WASN allocated by the previous school.

Likewise, if a student was enrolled at your school and then left to enrol in another school, then your
school needs to ensure that the student is provided with their WASN.

Student title (Column E)
This is an optional field that will accept Miss, Mr, Mrs or Ms.
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Student name format (Columns F, G, H, 1)

The Authority recommends that student names are entered in title case rather than upper case to
ensure that WACE certificates are appropriately formatted. The student name fields that must be
provided to the Authority are Student Legal Family Name and Student Legal Given Name.

Certificate name (Column J)

This is the name the student wishes to appear on their WACE and Western Australian Statement of
Student Achievement (WASSA). If no Certificate Name is uploaded, the WACE and WASSA will print
the Given Name and Family Name as uploaded.

Date of birth (Column K)
The convention for date of birth is dd/mm/yyyy.

Gender (Column L)
Student gender — M, F or X will be accepted.

Status (Column M)

The student status column advises the Authority if the student is: 1 = currently at the school,
2 = deceased, 3 = left secondary education (relevant to Year 11 and Year 12 students), 4 = left
provider (i.e. expected to transfer into another school) and 5 = left Western Australia.

Address information (Columns N-Y)

The Authority will only accept suburbs and postcodes recognised by Australia Post. The SRGDG file
contains student home and postal addresses. Check that all suburbs and postcodes are correct. For
students with an overseas address, SIRS will not ask for a postcode if the country is other than
Australia.

Academic year (Column 2)
This must be entered as a two-digit integer, e.g. Year 8 = 08.

Australian residency status (Column AA)

Ensure that any student who is not recorded as a permanent resident has a visa subclass number
recorded. The Authority uses the Australian residency status of students to determine eligibility to
receive some awards.

For the Authority’s purposes, a student is considered an Australian resident if they are a permanent
resident and/or were born in Australia or New Zealand. There may be some instances where a
student born in Australia whose parents are on a visa, also has a visa subclass and is not a
permanent resident.

In some cases, the residency status of a student could change if permanent residency has been
granted. It is important that this is reviewed periodically.

Student fee status (Column AB)

This field refers to temporary residents of Australia, without local enrolment entitlement, who are
considered overseas fee-paying students. This applies to students attending school in Australia
under one of the temporary visa subclasses that are not specified in the Department’s Enrolment of
Students from Overseas Schedule. These include:
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e visa subclasses 400, 500 (dependent on the sector and type of study), 570, 571, 572, 573, 574,
580, 590, 600, 601, 651; or

e bridging visa subclasses that have been granted to one of the above visas while an application
for another visa is being processed.

This field is not to be used for Australian fee-paying students at private schools.

Contact numbers and email address (Columns AC-AF)
The phone number fields have a limit of 20 digits.

The email address field will only accept a valid email address, e.g. john.citizen@hotmail.com.

Student previous family name (Column AG)
If the student has been known by a different family name, record it here.

Student previous given name (Column AH)
If the student has been known by a different given name, record it here.

Exemption from school (Column Al)
This field should remain as N unless the student has been granted an exemption from school under
Section 11 of the School Education Act 1999.

Country of birth (Column AlJ)
This is a mandatory field if a visa subclass has been entered. Refer to the Australian Standard

Classification of Countries (https://www.voced.edu.au/content/ngv%3A20199) for further details.

Main language other than English spoken at home (Column AK)
This is an optional field. Refer to the Australian Standard Classification of Languages
(https://www.voced.edu.au/content/ngv%3A20199) (1201 = English).

Proficiency at spoken English (Column AL)
1 =very well, 2 = well, 3 = not well, 4 = not at all.

Labour force identifier (Column AM)

This is an optional field and refers to National Centre for Vocational Education research (NCVER)
information only. 01 = full-time employee, 02 = part-time employee, 03 = self-employed, 04 =
employer, 05 = employed — unpaid work in a family business, 06 = unemployed — seeking full-time
job, 07 = unemployed — seeking part-time job, 08 = not employed — not seeking employment.

Highest school level completed (Column AN)

This is an optional field mostly relevant to NCVER information. 02 = did not attend school,

08 = Year 8 or below, 09 = Year 9 or equivalent, 10 = completed Year 10, 11 = completed Year 11,
12 = completed Year 12.

Year highest school level (Column AO)
If column AN has been completed, the calendar year the student completed that academic year can
be added.
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Prior education achievements (Columns AP-AR)

Prior educational achievements can be recorded in these columns, if necessary. 008 = Bachelor
Degree or higher, 410 = Advanced Diploma or Associate Degree level, 420 = Diploma level,

511 = Certificate IV, 514 = Certificate Ill, 521 = Certificate Il, 524 = Certificate |, 990 = misc. education.
One achievement per column and each type of achievement can only be entered once. The system
will not accept three entries of Certificate I.

Disability (Columns AS-AY)

Student disabilities can be recorded in these columns, if required. 11 = hearing/deaf, 12 = physical,
13 = intellectual, 14 = learning, 15 = mental illness, 16 = acquired brain impairment, 17 = vision,

18 = medical condition, 19 = other, 99 = unspecified. One disability can be entered per column.

Indigenous status (Column AZ)
The Authority requires the Indigenous status for all students in Kindergarten to Year 12 to be stated

in the SRGDG file.

This information will be recorded in the student details fields. 1 = Aboriginal, 2 = Torres Strait
Islander, 3 = Both Aboriginal and Torres Strait Islander, 4 = Not Aboriginal and Torres Strait Islander
or 9 = Not Stated must be selected.

Date of status (Column BA)
This refers to the date a student’s status changes, i.e. they have just enrolled or transferred from
another school, left your school or left the state, or are deceased.

Hours of community service (Column BB) (Secondary only)

Where a school provides the Authority with the actual number of hours completed by students over
Years 10, 11 and 12, the statement <Student Name> has completed X hours of community service
will be reported on a student’s WASSA.

Visa subclass (Column BC)
All students not flagged as a permanent resident should have a visa subclass number recorded.

Arrival date (Column BD)
For students with a visa subclass number, the arrival date of entry into Australia is to be recorded.

VET USI (Column BE) (Secondary only)

Schools can enter a student’s VET Unique Student Identifier (USI) in this field and upload it as part of
the SRGDG file. Any changes to the VET USI will require schools to upload a new SRGDG file. This
number can then be viewed on the Student Summary screen in SIRS.

Parent 1 school education (Column BF)

This is a mandatory field for students in Years K-9. It is optional for students in Years 10-12.

0 = Not stated/unknown, 1 = Year 9 or equivalent or below, 2 = Year 10 or equivalent, 3 = Year 11 or
equivalent, 4 = Year 12 or equivalent.
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Parent 1 non-school education (Column BG)

This is a mandatory field for students in Years K-9. It is optional for students in Years 10-12.

0 = Not stated/unknown, 5 = Certificate | to IV (including trades), 6 = Diploma/Advanced Diploma,
7 = Bachelor Degree or higher, 8 = No non-school education.

Parent 1 occupation (Column BH)

This is a mandatory field for students in Years K-9. It is optional for students in Years 10-12.

1 = Senior management, 2 = Other business manager, 3 = Tradesperson, clerk, sales and service staff,
4 = Machine operator, 8 = Not in paid work, 9 = Not stated/unknown.

Parent 1 main language other than English spoken at home (Column BI)
This is a mandatory field for students in Years K-9. It is optional for students in Years 10-12.

Refer to the Australian Standard Classification of Languages
(https://www.voced.edu.au/content/ngv%3A20199) for further details (1201 = English).

Parent 2 school education (Column BJ)

This is a mandatory field for students in Years K-9. It is optional for students in Years 10-12.

0 = Not stated/unknown, 1 = Year 9 or equivalent or below, 2 = Year 10 or equivalent, 3 = Year 11 or
equivalent, 4 = Year 12 or equivalent.

Parent 2 non-school education (Column BK)

This is a mandatory field for students in Years K-9. It is optional for students in Years 10-12.

0 = Not stated/unknown, 5 = Certificate | to IV (including trades), 6 = Diploma/Advanced Diploma,
7 = Bachelor Degree or higher, 8 = No non-school education.

Parent 2 occupation (Column BL)

This is a mandatory field for students in Years K-9. It is optional for students in Years 10-12.

1 = Senior management; 2 = Other business manager; 3 = Tradesperson, clerk, sales and service
staff; 4 = Machine operator; 8 = Not in paid work; 9 = Not stated/unknown.

Parent 2 main language other than English spoken at home (Column BM)
This is a mandatory field for students in Years K-9. It is optional for students in Years 10-12.

Refer to the Australian Standard Classification of Languages
(https://www.voced.edu.au/content/ngv%3A20199) for further details (1201 = English).

Class identification (Column BN)
This is a mandatory field for students in Years K-6. It is optional for students in Year 10-12. It is used
to identify which class group the student is in.

Brightpath project student (Column BO)
This field should be Y if the student is in the Brightpath program.

ABLEWA project student (Column BP)
This field should be Y if the student is in the ABLEWA program.
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3.7 Saving data for upload into SIRS

Once all required information has been entered into a database, the data must be saved (or
exported) as a .CSV file or a .SCSV file before it can be uploaded into SIRS. Failure to save in this
format will ultimately prevent the data from being uploaded into SIRS.

3.7.1 File naming
The file name convention is:

XXXXXSSSSTTYYY.csv
where XXXXX =record type, e.g. SRGDG
SSSS = the provider/school code, e.g. 1234
TT =51, 52, Y1 for semester or year-long data
YYY =KIN, PP, Y01, Y02, YO3, Y04, YOS5, YO6 according to year group
or ALL for all years combined

Example
The file name of registration and demographic information of students from provider/school 1234
for Years K—6 would be SRGDG1234Y1ALL.CSV.

3.8 Uploading data into SIRS

Once data has been saved as a .CSV file or a .SCSV file, it can be uploaded into SIRS.

1. Inthe blue horizontal navigation bar, hover over .
the Uploads tab (see screenshot to the right). Enrolments EUZIEECY Reports  Admin

2. Click on Upload Students. The Upload Students Upload Students
fields appear. y Upload Brightpath Files

3. In Report Type, select SRGDG.
4. To locate the required file on your computer, click on the Browse button.

5. On a Windows operating system, the Choose File to Upload screen appears. Navigate to the
folder where the required file is stored.

6. Click on the required file.

7. Click on Open. The drive, folders path and file name will appear in the File field (see example in
the screenshot below).

|C:\Users'ngalhﬂ[!uc uments\SRGDG 12345 1Y 12.0c5v

Note: for most RTP/SIS government schools

e the export path will be K:\keys\integris\outbox

e depending on the academic year of students enrolled in courses, the files available for
uploading student registration and demographic information will be SRGDGsssY1YUP.csv where
ssss is the school code.

Note: the email address of the person uploading the file will automatically appear. SIRS will send an
email message to this person to report the status of the upload.
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8. Click Upload File for Processing, or you can click on the Close button to exit without continuing
with the upload.

Note: you can check the progress of your upload in either your email inbox or in Private Messages,
available from the home page of SIRS.

3.8.1 Email messages

Email messages are generated by SIRS and sent to the person uploading the file. These emails may
have any of the following messages.

Successfully verified
The system will place the file in the queue for processing and you will receive another email
regarding processing.

Successfully processed
The system has processed the file and there were no problems found.

Processed with warnings

This file has been processed, but the system has ignored certain records. Occasionally the warnings
can be ignored, but some warnings must be dealt with if students’ registrations and/or enrolments
are affected.

Example of a processed file with warnings message:

The Student Registration and Demographic (SRGDG): SRGDG1234Y1Y11.csv has been
successfully processed but has recorded the following warnings:

Warning occurred on record: 12 (Student: 22082466: Black, Emma-May Date Of Birth
24/11/1998). The following errors were found in the record:

- This record has been ignored as you are not defined in SIRS as the Main Provider of the
Student. Only the Main Provider can update Student Registration details. If you are the
Main Provider of the Student, you will need to contact School Curriculum and Standards
Authority to get this changed. If you are no longer the Main Provider of the Student,
please adjust your records accordingly.

Warning occurred on record: 3 (Student: 22298524: Smith, Chuck Date Of Birth 31/03/00).
The following errors were found in the record:

- This record has been ignored as the academic year of student with student number
22298524 does not match with the current record. Please contact Data Services at

dataservices@scsa.wa.edu.au for further assistance.

Failed verification

The system is unable to verify the file and send for processing, as there are errors that need to be
fixed. Check all error messages produced by SIRS (see example below) and try to resolve them. To
assist you with resolving errors, refer to Troubleshooting in this section.
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Example of a failed file verification message:

The Student Registration and Demographic (SRGDG): SRGDG1234S52Y11.csv has failed
verification due to the following errors:

Error occurred on record 13 (Student: 22082466: Black, Emma-May Date Of Birth 07/08/1998).

The following errors were found in this record:

- Home Suburb OSBORNE PARK was not a valid Australia suburb with postcode 6030 in WA.
Check that the suburb is valid under 'Administration > Suburb Postcode Search'.

Failed processing

The system was able to verify the file, but there were errors that prevented the information from
being processed by SIRS. Check all error messages produced by SIRS and try to resolve them before
contacting the Data Services team at dataservices@scsa.wa.edu.au.

Example of a failed file processing message

The Student Registration and Demographic (SRGDG): SRGDG1234Y1YUP.CSV has failed
processing due to the following errors:

Error occurred on record 348 (Student: 29135377: Surname: Smith, Given Name: Chuck, Date of
Birth 26/10/2005).

- Differing student details (Surname: Smith, Given Name: Chuck, Date of Birth: 25/10/2005)
already exists in the system with the specified student number: 29135377. Contact Data

Services at dataservices@scsa.wa.edu.au to get this changed.

If the information in the email is insufficient to resolve errors, refer to Troubleshooting in this
section. If the issue has not been resolved, contact the Data Services team at

dataservices@scsa.wa.edu.au.

3.8.2  Upload confirmation

You can expect a message reporting the progress of your file within 15 minutes of the upload in
either your email inbox or in Private Messages, available from the home page of SIRS. Processing
time depends on the number of files already queued in the system as well as the size of the files to
be processed.

Note: if you successfully upload a file with data that already exists in SIRS, data from the latest file
will replace the previous values.

Your Upload Status (available on the home page of SIRS) will also change once a file has been
successfully uploaded (see screenshot below).
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Upload: Upload Students

[ Load Students |
Load Students
Upload Type: |Sludent Registration and Demographic (SRGDG) E
File: | Browse...

Notify Email Address: |Iynn.ga|braith@scsa wa.edu.au

Student Upload Status
The following details the last time that SIRS processed a verified student registration file upload from your provider for students in the following academic years.

Year 6 9 Last upload on 11/05/2015
Year 5 0 Last upload on 18/03/2015
Year 4 9 Last upload on 11/05/2015
Year 3 @ Last upload on 18/03/2015
Year 2 9 Last upload on 18/03/2015
Year 1 0 Last upload on 18/03/2015
Pre Primary 9 Last upload on 18/03/2015
Kindergarten 0 Last upload on 18/03/2015

See the table below for a key to the Student (SRGDG) Upload Status symbols.

Table 2: Section 3 — Upload symbols key

Ilcon  Meaning

0 Successful upload

0 Data not uploaded successfully

[b Time to update data in SIRS — re-upload

@ Processed with warnings

@ Your school may not have data for this section

@ Locked to schools — no further uploads to the SIRS database

3.9 Troubleshooting

Some of the common error messages that arise when uploading the SRGDG file are listed below.
Against each error message are suggestions to assist in resolving these issues.

Table 3: Section 3 — Common error messages for the SRGDG file upload and possible solutions

Example error messages \ How to resolve the problem

35035625 is not a valid student If the WASN has been mistyped in the school’s database, correct the
number data, generate a new file and try the upload again. If the Authority has
provided the number, contact the Authority to resolve this error.

Academic Year 13 must be a The academic year must be a value between K and 12. Check the data
number between K and 12 in your school system’s database, generate a new file and upload the
file again.
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Example error messages ] How to resolve the problem

Another student already exists in
the system with the specified
student number: 19105959

Either another student is already registered under the specified
number, or the same student is registered under the specified number
but with a different date of birth. Call the SIRS helpdesk to resolve this
problem.

Australian Aboriginal or Torres
Strait Islander was not specified

A required field is missing in your upload file. Enter the missing details
for the student into the school’s database, generate a new file and try
the upload again.

The valid codes are: 1 = Aboriginal, 2 = Torres Strait Islander,

3 = Aboriginal and Torres Strait Islander, 4 = Neither, 9 = Not Stated.

Calendar year 2021 must be the
current year

You can only upload students for the current year. If you need to
update student details for past years, contact the Authority.

Home address line 1 was not
specified

A required field is missing in your upload file. Enter the missing details
for the student into the school’s database, generate a new file and try
the upload again.

Home suburb BELMONT was not a
valid Australian suburb with
postcode 6101 in WA

The suburb specified does not exist according to the Australia Post
database. Suburb names and postcodes must be correct. These details
can be checked under the Administration>Suburb Postcode
Search>Maintenance menu in SIRS.

Home suburb was not specified

A required field is missing in your upload file. Enter the missing details
for the student into the school’s database, generate a new file and try
the upload again.

Invalid COS Provider code 4000 for
year 2024

The provider code you have supplied is not a valid code for the year.
Correct the details within the school’s database, generate a new file
and upload the file again. If you believe your provider code is valid, you
will need to contact the Authority.

Invalid country code 510546

The code must be a valid country code (not a name). Refer to the
Australian Standard Classification of Countries.

Invalid DOB: 1/18/1996

The date of birth must be a valid date. Correct the data in the school
system database, generate a new file and upload the file again.

Invalid language spoken at home
4202002

Refer to the Australian Standard Classification of Languages
(1201 = English).

Postal address line 1 was not
specified

A required field is missing in your upload file. Enter the missing details
for the student into the school’s database, generate a new file and try
the upload again.

Postal suburb was not specified

A required field is missing in your upload file. Enter the missing details
for the student into the school’s database, generate a new file and try
the upload again.

Record type must be: SRGDG.

Note: usually followed by a
number of other error messages
for each record in the file

You are uploading a file that is not a SRGDG file; however, at upload
time you selected this as your upload type. It is possible that you have
either selected the wrong file to upload or selected the wrong upload
type. Re-examine what you are uploading and select the appropriate
upload type for the file.

Note: this error also occurs if your file is saved as an .XLS file instead of
a .CSV file or a .SCSV file.
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Example error messages ] How to resolve the problem

Student identified by number:
24373211 has a name other than
specified: xxx, yyy

The student’s name is different from the one in SIRS. Check the
student’s details within your school system, generate a new SRGDG file
and upload it again to update the name of the student. If the student
has changed their name or there is an incorrect spelling, contact the
Authority at dataservices@scsa.wa.edu.au to make these changes.

Student number not specified

The WASN is missing. Check the data in your school system’s database,
generate a new file and upload the file again. If the student does not
have a number, contact the Authority to request one.

The number of columns for this file
must not be less than 61. Make
sure the uploaded file is a valid file
in either SCSV, CSV or fixed length
format and matches with the
selected type of Student
Registration (SRGDG)

You are uploading a file that is not in the .CSV or .SCSV fixed length
formats. If you have opened the file previously in Excel, then it is likely
the file is saved in Excel format. Reopen the file in Excel, select File,
Save As and select the Save As type of .CSV or a .SCSV file, save the file
and upload it again.

This error can also occur when the final column is expected to have
information in it, but nothing has been entered. This error can be
overcome by entering a space into the column for each student.

The specified student’s previous
name is being ignored as it is
exactly the same as the student
name specified in this record

You are submitting a SRGDG file that contains a student with a previous
name the same as their current name. In this instance, SIRS will not
process the previous name of the student; however, all other records
in the file have been processed, including any other changes to this
student record. This is a warning message only and, in most cases, can
be ignored.

This record has been ignored as
you are not defined in SIRS as the
Main Provider of the Student. Only
the main provider can update
Student Registration details. If you
are the Main Provider of the
Student, contact the Authority to
get this changed

You are trying to upload student registration or demographic data
when you are not defined in SIRS as the Main Provider. Your file has
been processed, but this record was ignored, as only the Main Provider
can update student details. If you are the Main Provider of the student,
as the student has recently transferred to your school, contact the SIRS
helpdesk to resolve this issue. Not being the Main Provider of a student
will not prevent you from enrolling the student into offerings or
providing an achievement.

We are unable to process this
record as the last date for
demographic changes
(13/11/2020) to Year 12 for 2020
has passed. Contact the Authority
if you still need to make changes to
your students’ data

You are trying to upload student registration or demographic data after
the last date for changes to Year 12 student data has passed. You will
be unable to upload this file and must contact the Authority if you need
to make changes to your student records. The database is generally
only locked for Year 12 uploads in late November/early December each
year.

Invalid arrival date: 4072008

You are uploading data with students who have visa subclass
information, and the arrival date is in an incorrect format. Format as
either dd/mm/yyyy or as text, and ensure there is a 0 in front of any
single digit date.

Arrival date not specified

You are trying to upload data where there is visa subclass information
in Column BH, but there is no arrival date. The system will always look
for an arrival date where there is visa subclass information.

3.10 Further help

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

2024, contact the Data Services team at dataservices@scsa.wa.edu.au.
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date prior to 2024 should be treated as examples only. Representations that display new
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4.1 Registration of teacher information

Schools using the Brightpath program are required to upload a teacher registration file (THREG) into
SIRS. This information is necessary for Brightpath to create class lists for assessment purposes.

If this file cannot be generated by the database program in use by your school, an Excel spreadsheet
will need to be created. More information about setting up an Excel database for teacher
registration is available in this next section.

Note: the data in Column BN (class identification) in the SRGDG file should be consistent with the
information in Column K (class identification) in the THREG file to ensure that student classes can be
matched to the relevant teacher. This would be the student’s form, home class or room number, as
appropriate to each school. This should be a maximum of 20 characters in length. If a teacher has a
split class (e.g. Years 2/3), enter a row of information for each academic year using the same class
identification (e.g. room 14).

4.2 Setting up an Excel database for teacher registration

Schools that use Excel as their database to enter teacher registration information are required to lay
out data in a specific format to ensure it can be uploaded into SIRS.

The screenshot below shows the required format for all columns in the teacher registration (THREG)
file. For example, the Record Type is required in Column A, the Academic Year (of class) is required
in Column B etc. One row of information must be provided for each class.

a B c ] E F G H | J K
Academic Administration| Class
Record | Year (of |Calendar| School | Teacher Teacher Teacher TREWA Rights for Identifi-
1 Type class) Year Code Title Surname Given Name Number ‘Work Email Address Brightpath cation
z THREG 2 2016 1234|Miss Smith Sally-Ann 12345456|ssmith@educationwa.eduau  |Y Year 2/3
3 THREG 3 2016 1234|Miss Smith Sally-Ann 12345456 |sSmith@education.wa.eduau  |Y Year 2/3

The layout requirements for all columns in the THREG Excel database are specified in Table 4 below.
Refer to the notes following Table 4 (under the heading THREG column details), which provide
specific information requirements for each column.

Note: once the table has been formatted and data entered, the Excel document must be saved as a
.CSV file or a .SCSV file before it can be uploaded into SIRS.

Table 4: Section 4 — Excel format for teacher registration files

Column Column .
Field name Comment
number reference
THREG
! A Record type Maximum field length =5
Mandatory
2 B Academic year Maximum field length = 2

Must be K, PP or 01-06
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Section 4: Teacher registration file (Brightpath schools only)

Comment

Field name
number
Mandatory
3 Calendar year Maximum field length = 4
Must be current year in YYYY format
Mandatory
4 Provider code Maximum field length = 10
Unique school code
. Mandatory
> Teacher title Maximum field length = 10
Mandatory
6 Teacher family name Maximum field length = 30
Recommend using title case, not block capitals
Mandatory
7 Teacher given name Maximum field length = 30
Recommend using title case, not block capitals
Mandatory
3 Teacher registration Issued by TRBWA
number Maximum field length = 15
Must be a whole number
Mandatory
9 Work email address Used for the User ID
Maximum field length = 100
- L Mandatory
10 :::limhl:lzttr;tlon rights for Maximum field length = 1
entp YorN
Mandatory
This is the name to identify the teacher’s major class
11 Class identification group a§ SF.)eCIerd by the provider (e.g. class ABC).
For a principal, deputy or other support staff, use
ADMIN.
Maximum field length = 20
4.2.1 THREG column details

One row of information must be provided for each teacher and each year group they are teaching.

Record type (Column A)

This is always going to be THREG for this type of file. THREG = teacher registration.

Academic year (Column B)
If the teacher is responsible for more than one academic year group, each one must be entered in a
different row of the spreadsheet.

K = Kindergarten, PP = Pre-primary, 1 =Year 1,2 =Year 2,3 =Year 3,4 =Year4,5=Year5,6 =Year6
and any administrative positions that encompass all year groups, e.g. principal, deputy principal,

support, languages other than English (LOTE) etc.
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Calendar year (Column C)
The current calendar year.

Provider code (Column D)
The four-digit school code. Note: a provider is a school or organisation authorised to offer the WACE.

Teacher title (Column E)
The title the teacher is known by, e.g. Mr, Mrs, Miss, Ms, Dr etc.

Teacher family name (surname) (Column F)
This is the teacher’s family name as registered with the TRBWA.

Teacher given name (first name) (Column G)
This is the teacher’s given name as registered with the TRBWA. Note: if their full name is registered
with the TRBWA, it must be used here, e.g. Jennifer, not Jenny; David, not Dave.

Teacher registration number (Column H)
The number issued by the TRBWA.

Work email address (Column I)
This is required as a login for Brightpath.

Administration rights for Brightpath (Column J)
Y or N —it is mandatory to inform Brightpath of who has administration rights.

Class identification (Column K)
This is required to match with the class identifier of the student to ensure class lists are correct. It
could be a class number, name or other identifier. This is a 20-digit field.

4.3 Saving data for SIRS

Once all required information has been entered into a database, the data must be saved as a .CSV
file or a .SCSV file before it can be uploaded into SIRS. Failure to save in this format will ultimately
prevent the data from being uploaded into SIRS.

4.3.1 File naming
The file name convention is:

XXXXXSSSSTTYYY.csv
where XXXXX =record type, e.g. THREG
SSSS = the provider/school code, e.g. 1234
TT =51, S2, Y1 for semester or year-long data
YYY =ALL for all teachers

Example
The file name of teacher registration for provider/school 5034 for all teachers would be
THREG5034Y1ALL.CSV.
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4.4 Uploading data into SIRS

Once data has been saved as a .CSV file or a .SCSV file, it can be uploaded into SIRS.

1. Inthe blue horizontal navigation bar, hover over the - e
Uploads tab (see screenshot to the right). Upload Students
2. Click on Upload Brightpath Files. The Load Brightpath Files I Upload Brightpath Files

fields appear.
3. In Upload Type, select Teacher Registration (THREG) (see screenshot below.)

Load Brightpath files |

Load Brightpath Files

Upload Type: Teacher Registration (THREG) a

To locate the required file on your computer, click on the Browse button.

5. On a Windows operating system, the Choose File to Upload screen will appear. Navigate to the
folder where the required file is stored.

6. Click on the required file.

7. Click on Open. The drive, folders path and file name will appear in the File field (see example in
the screenshot below).

Upload: Upload Brightpath Files

Load Brightpath files |

Load Brightpath Files
Upload Type: |Teacher Registration (THREG) ﬂ
File: ICZ\USETS'\QE|b|'tDDCUH’1&ntS"|THREG1234"{1ALL.ESU Browse. ..

Motify Email Address: |auth0rityps@education.wa_edu.au

Note: for most RTP/SIS government schools
e the export path will be K:\keys\integris\outbox

Note: the email address of the person uploading the file will automatically appear. SIRS will send an
email message to this person to report the status of the upload.

8. Click Upload File for Processing, or you can click on the Close button to exit without continuing
with the upload.

Note: you can check the progress of your upload in either your email inbox or in Private Messages,
available from the SIRS home page.
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4.4.1 Email messages

Email messages are generated by SIRS and sent to the person uploading the file. These emails may
have any of the following messages.

Successfully verified
The system will place the file in the queue for processing and you will receive another email
regarding processing.

Successfully processed
The system has processed the file and there were no problems found.

Processed with warnings

This file has been processed, but the system has ignored certain records. Occasionally the warnings
can be ignored, but some warnings must be dealt with if students’ registrations and/or enrolments
are affected.

Failed verification
The system is unable to verify the file and send for processing, as there are errors that need to be
fixed. Check all error messages produced by SIRS and try to resolve them.

Failed processing

The system was able to verify the file, but there were errors that prevented the information from
being processed by SIRS. Check all error messages produced by SIRS and try to resolve them before
contacting the Data Services team at dataservices@scsa.wa.edu.au.

4.4.2  Upload confirmation

You can expect a message reporting the progress of your file within 15 minutes of the upload in
either your email inbox or in Private Messages, available from the SIRS home page. Processing time
depends on the number of files already queued in the system as well as the size of the files to be
processed.

Note: if you successfully upload a file with data that already exists in SIRS, data from the latest file
will replace the previous values.

Your Upload Status (available on the home page of SIRS) will also change once a file has been
successfully uploaded (see screenshot below).

4.5 Further help

For issues relating to the information contained in the Student Registration Procedures Manual
2024, contact the Data Services team at dataservices@scsa.wa.edu.au.
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information have been updated.
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5.1 Reports available to schools

Schools can generate two reports from SIRS using the data they have uploaded:

Brightpath
Students.

5.1.1 Generating reports

1.

2

In the blue horizontal navigation bar, hover over the Reports tab (see screenshot below).
. Click on Other Reports.

Uploads Administration

Other Reports

3

. Select the Report Type from the drop-down list. The only report types available are Students
and Brightpath (see screenshots below).

Reports: Other Reports

Reports || Search Reports |

Select a Report

Report Type: |Students V|

Report :

CSEOD11 - Student Listing By Provider

CSEQSS - Indigenous Student Listing By Provider

CSE106 - Number of Indigenous Students Registered Summary by Provider
CSEZ211 - Student Listing By Class

Reports: Other Reports

Reports || Search Reports

Select a Report

Report Type: |Brightpath |
Report : |CSE214 - Brightpath teacher registration ﬂ

T

he criterion fields displayed depend on the report type you have selected:

Leaving a field blank indicates you want all items to be included in the report.
Selecting a criterion indicates only those items that match will be included.

Report fields: click on the List symbol ~ and select the required item.

Browse fields: click on the Browse symbol L] to search for and select the required item.
Check box fields: click on the check box ™! to activate a required field (indicated when the tick
appears).

Click on the Radio button ® PDF (O CSV of the format you require the report to be created in
(.PDF or .CSV).
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8. Note: not all reports have the .CSV option available.

If a field has a red asterisk next to it, M you are required to enter information.

9. Click on the Generate Report button. On a Windows operating system, you will see a prompt to
open or save your report.

10. Click on Open.

11. Save the document.

Note: if you are generating large reports or need to continue working in SIRS, it is recommended
that you tick the Run Report As Batch check box (see screenshot below). This will generate a report
that will be sent to your inbox once complete.

Reports: Other Reports
Reports | [Search Reports

Select a Report

Report Type: [Students ™

Report : [csE211 - SudentListing By Class v Format: (8 PDF
Report Criteria

Provider : [ B E”

Year : 2016 [v]

Academic Year : Year3 v

Run Report As Bateh :

Report Comment

This report lists students by dass

5.1.2  List of reports available to schools

5.1.2.1 Brightpath

CSE214 - Brightpath teacher registration
This report is a copy of the teacher registration file uploaded to SIRS.

5.1.2.2 Students

CSE011 - Student listing by provider
This report lists students by provider in alphabetical order along with their Indigenous status, date of
birth, postal address and contact telephone numbers.

CSEO055 — Indigenous student listing by provider
This report lists the students at your provider who have been identified as Indigenous, or their
Indigenous status has not been stated.

CSE106 — Number of Indigenous students registered summary by provider
This report lists the number of students in each academic year by Indigenous status; Aboriginal,
Torres Strait Islander, Aboriginal and Torres Strait Islander, Neither or Not Stated.

CSE211 - Student listing by class
This report lists students by class.
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Section 6: Database programs

6.1 Overview

A number of software programs are used by schools to record student and school information.
These include (but are not restricted to) Civica Maze, Administration of Schools (AoS), Reporting to
Parents (for most public schools), SEQTA, Synergetic, Zunia and SchoolPro. Links to instructions for
each of these programs can be found below.

Schools without specialised software can use Excel to record their data. Strict formats must be used
to ensure the data can be uploaded into SIRS. Refer to instructions within the following sections of
this manual:

e Student registration and demographics

e Teacher registration file.

6.2 Civica Maze

A username and password are required to access instructions on how to set up a Civica Maze
database available on the Civica website (https://civicaeducation.com.au/).

6.3 Administration of Schools

A username and password are required to access instructions on how to set up an AoS database.
Further resources can also be found on the CEWA website
(https://leadinglights.cewa.edu.au/resources/).

6.4 Reporting to Parents

The vast majority of public schools in Western Australia use the RTP database to record information.
Visit the Department’s intranet, lkon (https://ikon.education.wa.edu.au/-/report-to-the-school-
curriculum-and-standards-authority) to access instructions on how to record and upload student

demographic information.

6.5 SEQTA

Assistance with SEQTA can be found on the education horizons website

(https://educationhorizons.com/tech-support/).

6.6 Synergetic

Assistance with Synergetic can be found on the education horizons website

(https://educationhorizons.com/tech-support/).

6.7 Zunia

Assistance with Zunia can be found on the education horizons website

(https://educationhorizons.com/tech-support/).
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6.8 SchoolPro

Assistance with SchoolPro can be found on the education horizons website
(https://educationhorizons.com/tech-support/).
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A list of key terms used in this manual is provided for quick reference.
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Meaning

Key terms

ABLEWA Abilities Based Learning Education Western Australia

AoS Administration of Schools (this is a software program used by some schools)
Authority School Curriculum and Standards Authority

Civica Maze This is a software program used by some schools

.CSV Comma-separated values file format (also, comma delimited)
dd/mm/yyyy Date/Month/Year (e.g. 05/12/2024)

NAPLAN National Assessment Program — Literacy and Numeracy
NCVER National Centre for Vocational Education Research

OLNA Online Literacy and Numeracy Assessment

.PDF This is a file format

RTO Registered training organisation

RTP Reporting to Parents (this is a software program utilised by some schools)
SCS School Curriculum and Standards Division

SCSA School Curriculum and Standards Authority

.SCSV Semi-colon separated values file format

SEQTA This is a software program utilised by some schools

SIRS Student Information Records System

SRGDG Student registration and demographics (file)

Synergetic This is a software program utilised by some schools

THREG Teacher registration (file)

TRBWA Teacher Registration Board of Western Australia

usl Unique Student Identifier

VET Vocational education and training
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Key terms Meaning

WACE Western Australian Certificate of Education
WASN Western Australian student number
WASSA Western Australian Statement of Student Achievement
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