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2.1 Logging on

1. Loginto SIRS at https://sirs.scsa.wa.edu.au. The following page will appear:

Tip: add this page to
{% School Curriculum and Standards Authority your favourites for
Launch Student Information Records System quick access in the
[Launch]

Version: 5.0.3 future.

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

Login

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

‘ Login H 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**** with 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-alpha 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.

6. 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.

{'3?‘_) School Curriculum and Standards Authority

Courses Providers Offeings Enrolments Moderation  Achievements Uploads Contacts Reports  Administration  Securnty

Welcome To SIRS
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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, Moderation, Achievements: these are pages for 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

o 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 Security

Roles

Users

My Details

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 l [ Cancel ]

Enter your Existing Password.
Enter your New Password.
Confirm your New Password.

Now s

Click on the Change Password button.
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2.3.2  Changing the primary email address
To ensure you receive emails generated by SIRS, your email address must be correct.

In the blue horizontal navigation bar, hover over the Security tab.
Click on My Details.

Update the email address, if required.

Click on the Save My Details button at the bottom of the screen.

P wNPR

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. Addthe 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 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 Results |

User Search Criteria

User Logon ID:  |Your login ID)| X
Family Name : |

Given Name : |

User Type : | Provider V]

Role Name : [ Izl
Provider Name : | B
Status: | v

3. Enter your User Logon ID (e.g. p1234).
4. In User Type, select Provider.
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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

Usar Search Results

Y YT T S T
Galbraith Lynn pl2i4 Provder WAt or by Senfor High Schoal Artive
pl2d4a Pravider Authority Senior High Schoal nactve
p1234b Provider Autherity Serior High Schod |n||rrva
p234c Prowidsr Autherity Serior High Schod |nmw~
pl234d Provider Wuthor ty Senlor High School nactive
pliide Prop der WAt or by Senfor High Schoal nactve
pl2asf Provider Authority Senior High School nactve

2.4.2  Managing roles of other user accounts

When using SIRS, there may be times when users will require additional/elevated access within the
system. For example, only an administrator has initial access to the Detailed written examination
feedback (Maximising feedback) reports; however, they can delegate this role to other staff.

Only an Administrator can change the roles of a user account. To carry out the following
instructions, you must have the Manage provider member login IDs role enabled in your user

account.

1. 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 (see

screenshot below). Some accounts in the Status column may display as Inactive along with
Active accounts.

Security: User Search

Usar Search Results

BT e | Ghetame | Uarioe T S T
Galbraith Lynn pl2i4 Provder WAt or by Senfor High Schoal Artive
pl2d4a Pravider Authority Senior High Schoal nactve
p1234b Provider Autherity Serior High Schod |n||rrva
p234c Prowidsr Autherity Serior High Schod |nmw~
pl234d Provider Wuthor ty Senlor High School nactive
pliide Prop der WAt or by Senfor High Schoal nactve
pl2asf Provider Authority Senior High School nactve

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: | E}
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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
MName: ISmllh,Joe
User Type: |F’ rovider

User Logon 1D: |p1234

Roles The User Is Assigned To

T R
%1 \Audi t Document For Provider Provider which can upload Audit document.
S Download NAPLAN Result Users |Allow the provider users to download NAPLAN results
[ P
%1 EST document download EST document download
€| Manage Provider Members Logon IDs |Manage Pravider Members Logon IDs
5] g ogi , g og
%1 New SIRS General for provider |General role for provider

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).

l Close [ [ Add User Assign To Role

R

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 ta
I-
Audit Document For Provider Provider which can upload Audi t document. Provi der
Clerical Rdle assigned to users who can maintain Provider Details, Provider
Student Details, set up Schod Offerings and Enrdments.
Eownload G Allow the provider users to download NAPLAN results Provi der
sers
EST document download EST document download Pravi der
This role has been created to allow certain providers to maintain
Maintain Student Details their student details, enrdments, and results using the SIRS Provi der
system
pelsalieatidu sz Manage Provider Members Logon 1Ds Provi der
Logon |Ds
Max1lm1 S REei izt - Alows the provider to access the Maximising Feedback function. |Provider
Provider
New SIRS General for provider General role for provider Provi der
Pmp,OEEd B - This role allows a provider to view proposed grades Provi der
Provider
Provider Literacy and User has unrestricted access to Literacy and Numeracy Test of .
ini Provi der
Numeracy T est Administrator the schodl
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.
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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.

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.
Click on Users.

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

In User Type, select Provider.

v W

Click on the Search tab. You will see a list of accounts held under your school’s ID.

Security: User Search

Seaich || Search Resulis

s Saarch Resufts
T Y O = I P S
Galbraith Lynn pi23 Frovicer \asthority Senice High Sthod Aetive
Pl 24 Proed ciar Authori by Sanior High Schoal Inactive
plEHD P ovider Wuthority Senice High Sthool Inactive
pi2Me Frovicer asthority Sarice High Schodl Inactive
p1234d Provisar \asthority Senice High Sthod Inactive
pl2Me Provi car Author ty Senlor High School Inactive
plLr |Provicer Wuthority Senice High Sthool 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 Details || Roles

Ezisting Contact

Existing Contact: o =

Personal Datails

Titte: [ =]
|
|

Family Mame:

Glven Mame:

second Witial: [
Date Of girth: | 24

Gender: =

user Deans

User Type: Fowme
User Logon ID: - =

Fassword: I

Confim Passwerd: [

User Status: Inacive Ed

Bassword Changs Required: 7]

Email: I—

cc Email: [—

Provider Nama: [—Dx
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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. Type in 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.

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

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

2.5 Updating provider information

Details about your school or registered training organisation
(RTO) 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)
has access to update some of this information.

The range of information to be updated includes:

e estimated number of teachers

Providers  JEglgellil=lles

Provider Details

Request Student Numbers

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

at the commencement of each year
o if VET is offered at the school
e member (staff) details and role held.

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

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.

2. Click on Provider Details. The Provider Search fields will appear.

Providers: Provider Search

Search || Search Results |

Provider Search Criteria

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

Provider Name: |

Provider Code: |8888\ X
Year: From: [2018 To: 2018
Publication Type: I ﬂ
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3. Your Provider Code will appear automatically based on your login information.
4. Click on the Search button.
5. The provider details will appear.

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.

General Provider Details

Provider Name: [School Curnculum and Standards Authority MNotes:

A
News paper Name: ECSA
Year: 2018

Provider Code: o

Tax Detags

Australian Business Number: | . . .

05T Registered: This is not required

RCTI Recsived:

Cours e Provider Datails I
Provider Level: [secondary

Provider Sy f

Refigion Code: foRregion

Loarion Of o P These fields cannot be edited by the school.
Provider District: [Fortn tetro Education Regional oM )

Assessment Ceatre Indicator: Contact the Data Services team at

Lowest Yoor Lavet P — dataservices@scsa.wa.edu.au

Highest Year Lovet: feaz———— . .

Consensus Moderation Group: T — if changes are required

Alpha Sequence: P

DET Qassification: NON-GOVT SCHOOLS

Gender:

Sodo-Educational Status:
Number Of Teachers:

Number Of Kindy Students:
Number Of Pre Primary Students:
Number Of Year 1 Students:

1

Enter the number of teachers at

your school this year

Number Of Year 2 Students:
Number Of Year 3 Students:
Number Of Year 4 Students:
Number Of Year 5 Students:
Number Of Year 6 Students:

Enter the number of students
anticipated in each academic year

AT

Numbes OF Year 7 Students: at your school this year Offering VET for Year 7:  [J

Mumber Of Year 8 Students: Offering VET for Year 8: [

Number Of Year 9 Students: Offering VET for Year 9:  []

Number Of Year 10 Students: Offering VET for Year 10: [

Number Of Year 11 Students: Offering VET for Year 11:  [4]

Number Of Year 12 Students: 4 i Advise which Offering VET for Year 12: [

Student Management Database:

Other Student Management Database: Stu d e nt

AIS Member: management ick if

Allow AISWA Access: database you Tick if you are
FRaBstetence e o7 . offering VET to
Aliance Provider: are using

e any of these
Abflity Base Learning Education (ABLE): academic year
Ignore Foundation Course Restriction:

Bright Path Schook: groups
NAPLAN Ortine School:

6. 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.
e Tick the Offering VET check box if you are offering VET to a specific academic year group.
e The student management database you are using when uploading data to SIRS.
7. Click on the Save button.

Data Procedures Manual 2023 | Section 2: Page 9



Section 2: Getting started and administration

2.5.1 Updating staff information

Schools are required to update information in SIRS regarding which staff hold the following positions
at the school this year:

Secondary schools (K-12) Primary schools (K-6)

e  Principal e Principal

e Deputy principal e Deputy principal

e Endorsed programs contact e NAPLAN Year 3-5 contact

e Enrolments contact e Student registration contact
e Externally set tasks contact e Brightpath administrator

e COAT contact

e NAPLAN Year 3-5 contact

o 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 contact

e OLNAY10-12 contact

e Student registration contact
e VET contact

o ATAR examination contact
e Brightpath administrator

To update staff details at your school:

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 |
] Roe _____________________________________ MName _______________________________________|PreferedContact

& % Principal Offer, Jenny jenny.offer@scsa.wa.edu.au

Lol % Deputy Principal Tarrant, Kerry Kerry.Tarrant@scsa.wa.edu.au

+ % Enrolment Contact RAHEB, Anne anne.raheb@scsa.wa.edu.au

o+ % Externally Set Tasks Contact Tarrant, Kerry Kerry.Tarrant@scsa. wa.edu.au

Lol % NAPLAN Y3-5 Contact COLLIANDER, Tim timothy. colliander@scsa.wa.edu.au

ol % NAPLAN Y3-9 Contact COLLIANDER, Tim timothy. colliander@scsa.wa.edu.au

+ % M&S Contact Joseph, Perpetua Perpetua. Joseph@scsa.wa.edu.au

+ % OLNA Y10-12 Contact Hackett, Carolyn carolyn.hackett@scsa.wa.edu.au

Lok % Student Registration Contact SURLA, Igor igor.surla@scsa.wa.edu.au

+ % ATAR Exam Contact Offer, Jenny jenny.offer@scsa.wa.edu.au

If the position has already been assigned to a staff member at your school, you can change the
position attached to a name as follows:
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2. Click on the Edit Provider Member icon (see screenshot below).

& '% Principal

Offer, Jenny

3

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

Provider Member Details

Name: [Offer, Jenny

[ . x ]

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
OLMNAIT Support Contact
OLNAY10-12 Contact
OLMAY9-10 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).

Parker, Marie |

- % Principal
R

2. Click on the OK button.

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

Close I Add Provider Member I
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4. The Contact Search fields will appear. Enter the principal’s family name in the Contact Family

Name field (see screenshot below).

Contact Search

Search || Search Results

Contaet Search Criverla

Contact Family Mame: |F'arker

..Indl Previous Surname: ]

Contact Given Mame: ||

Search Type: |Individual Search ~|
Role: | o~
Employee 1D: |

HRMIS ID: [

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 Results

. Employee ID 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: |Parker_,|\-'1arie lL‘
Role:  [ERNT |

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).

| ~ % ATAR Exam Contact Tarrant, Kerry

3

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.
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Members || Course Teachers [ VET Credit Transfer UoC Teachers | Endorsed Program Teachers || Contact Details |
Contact Details
Family Name: |Tarrant Employee ID: ’— [INew Employee ID
Previous Surname: |
Given Name: ferry Date Of Birth: &
Second Name: I Gender: IFema\e ﬂ
Preferred Name: | HRMIS 1Dz ’—
Title: |Ms v Status: |Curren| v
Preferred Location: [Work u Preferred Method: |Email v

= I_k

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

Work Contact Details for School Curriculum and Standards Authority
Street Address: |303 Sevenoaks Street

|
Suburb: [CANNINGTON D
State/Postcode: IWA |61(ﬂr
Country: |
Department: |
Postal Address: |303 Sevenoaks Street

|
Suburb: ICANNINGTON El
State/Postcode: IWA |61(ﬂr
Country: |
Phone: 9273 6300
Facsimile: 192736301
Mobile: |
Email: I|kerry.iarrant@scsa_wa_edu_au I

k

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.

2.5.2.1 Searching for a postcode or a suburb

1. Hover over the Administration tab in the blue horizontal navigation bar (see screenshot below).

Administration

Security

Reference Tables
Suburb Postcode Search And Maintenance

2. Click on Suburb Postcode Search and Maintenance. The fields for the Search Results tab will
appear (see screenshot below).
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Search || Search Results |

Suburb Postcode Search Criteria
Suburb:  [CANNINGTON

Postcode:

State: Wa -

3. Enter the Suburb name or Postcode, depending on your search requirements.
4. Results for Postcode and Suburb will appear. Click on the appropriate entry.

2.5.2.2 Maintaining your school’s contact details

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

2.6 Further help

For issues relating to the information contained in the Data Procedures Manual 2023, contact the
Data Services team at dataservices@scsa.wa.edu.au.
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