
 

 

 

 

Importing an ATF admissions file 

 
Step by Step – Importing an Admissions Transfer File (ATF) 

Some Local Authorities may send a school an ATF file containing the basic 
details of all pupils who have been offered a place at the school. Importing 
pupils from the file will place them into a selected pre-admission group. Pupils 
added from an ATF file will have the application status of offered. 

It is likely that the pupils in the ATF will not already be on the database. 
However, there may be siblings already in the school with the same address 
and requiring the same contact information. 

1. Select Routines | Admission | Import ATF file. 

 

2. The Import ATF File Wizard will launch – work through the sections by 
clicking the Next button. 

 

 



3. On the first screen, click the browse button to display a standard 
Windows browser. Navigate to the location of the file  

 

 Click the Next button. 

 

4. Select an Intake Group and associated Pre-admission Group, and then 
click the Next button.  

Warnings may be given where duplicate pupils or duplicate contacts are 
imported. You are asked whether a contact in the file should be matched with an 
existing person in your database or whether they are a new person. A check box 
is available against each option – an appropriate selection should be made. The 
default may be to create a new person. Consider the implications of the warnings. 

 

5. Click Next. 



The data from the file will be imported and a summary presented. 

 

6. Click the Finish button to complete the process.  

Click Yes to confirm the closure of the wizard. 

The pupil details will now be visible and editable by selecting Focus | Admission | 
Application. Set the Intake Group filter to the group created and click Search. 

Matches may have been made with existing pupils in the school’s database, who may 
have left the school. 

Pupils added in this way are given the application status of offered. 

 


