
 

 

 

Helpsheet PM6- Import CTF 
 

Common Transfer Files (CTFs) are XML files that are used to import and export data when 

pupil/students transfer from one school to another. Generally, this takes place at the start of a 

new academic year. CTFs can also be used to export Key Stage Results to LAs. Each transfer 

file contains details of the pupil/students being transferred (such as their contacts, attendance 

history, assessment data, etc.), as well as details of the transferring and receiving schools. 

 Select Routines/Data In /CTF to display the Import CTF page. 

 

Choose the appropriate CTF import type- usually it would be to add historical data for a 

pupil who is on role in school, so the selection would be “Add Data for Existing Pupils 

Only” 

 



 

 

The following message will appear 

 

The Matching Scale is as follows: 

 

 

Click No 

Select the appropriate Data to be imported – check boxes identify the data you wish to 

import 

 



As this is historic data you do not need to import the student contact details as these will 

have already been recorded for the pupil. Deselect Student Contacts 

Click the browser and select the file you have downloaded from S2S 

 

 

As on this occasion the selection made was “Add Data for Existing Pupils Only” then 

Click Proceed for Match Import 

NB Depending on the School Licence the next screen will display differently. If the 

school has a Match Import Licence, then The Match and Import Screen is displayed as 

below: 

 

The CTF matching routine tallies data in the CTF with what is already in SIMS. This 

screen provides an opportunity not to import certain aspects of data based on a scale of 

matching criteria, thereby avoiding the duplication of pupil records. 

The Indicator column on the left-hand side of the Match and Import panel displays the 

validity of the match 

 



 

 

 

Clicking on the Indicator Heading shows the different options that will be displayed. 

If the match is green, then proceed with the import. If not, then look at the data to be 

imported and check for anomalies with the data recorded in SIMS. E.g.: check the 

gender or DOB match.  

 

If the match is acceptable then Click Pre CTF Import Report to see exactly what will 

happen if you decide to import the CTF 

Click the Import CTF button to begin the import. 

 

Click Yes 


