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Generating a CTF file 
 
There are several ways in the system to generate Common Transfer Files. 

 

1. Transferring a single pupil off roll 
 

Go into Pupils – Class Changes and Transfers – Transfer Single Pupil 

 
 

Select the pupil you wish to transfer out of the school, and then select the destination school, 
leaving reason and finally leaving date. 

 

A screen will confirm that you wish to transfer the pupil out. 

 
 

You will be asked if you wish to produce a transfer form 
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The next screen will show you the information that will be included in the CTF file, if you do 
not want the file to contain certain areas, un-tick the boxes at the top. 

 

 
 
When you are happy with the details being included, click on generate transfer information, if 

you wish to change or add assessments, select the relevant events from the drop down 

boxes. 
 

A screen will show you the pupil the file will be created for. To produce a paper transfer file 
you can select the Yes tick box, and then click on Produce XML File. 
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You will be asked if the file is being sent to the LEA, click Yes if the LEA has requested the file 

otherwise the click No. 
 

 
 
 

 
 

If you are a Southwark school, you will not see the above message, instead you will see a 

screen like the one below after the next step. 
 

 
 

A message will inform you where the system has placed the file.  N.B This is where you need 

to browse to, for uploading the file to the S2S website so you may need to make a note of 
the path. 

 

 
 

N.B Every time you generate a transfer file, it will move the old transfer files into a folder 
called “old transfers” therefore only leaving the most recent transfers in that folder. 
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2. Generating transfer forms 
 

A CTF file can be generated for any pupil on-roll, off-roll, a class, year group or even for the 
whole school.  N.B A file for the whole school will not contain any assessments. 

 

Go in to Pupils – Class Changes and Transfers – Generate Transfer Forms 
 

 

 

 
Select the areas you wish to include in the CTF file at the top of the screen, if you wish not to 

have the area included, un-tick the relevant boxes. 
 

Select whether you wish to include off-roll pupils, choose whole school, year group, class or 
individual pupil.  If the pupil has been transferred off the system you have the option to enter 

a date that will allow the system to include pupils who left after the date entered. 

 
If you have asked for assessments to be included in the CTF file and none automatically 

come up in the assessments section you will be asked if you want to select the assessments 
you want to be included in the file. 
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Once all the relevant information has been selected, click on Generate Transfer Information. 

 

 

 
 

 

The screen will show you the pupils who will be included in the file, if you wish to exclude 
any pupils, select the exclude option.   

To produce an accompanying Paper Report select the Yes box, A Pupil Details report will be 
printed for each pupil. 

 

Select Produce XML file. 
 

You will then be informed where the system has placed the file.  N.B This is where you need 
to browse to, upload the file to the S2S website, so you may need to make a note of the 

path. 
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3. Multiple Transfer 

 
A Multiple Transfer will allow you to transfer out a whole year group, for example when Year 

6 Transfer to secondary schools. 

 
Select Pupils – Class Changes and Transfers – Multiple Transfer 

 

 
 

 
Select the Year Group this will automatically complete the earliest and latest dates of birth. 

Enter the leaving date as the last day the pupils will be in school and select the leaving 
reason then click on Proceed. 
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Enter from the drop down list the secondary school the pupil will be attending.  You can 
return to this screen to complete any pupil whose school you may not have entered. 

To produce the transfer file(s) to upload to the S2S website for secondary schools, Select 
Pupils – Class Changes and Transfers – Generate Transfer Forms 

 

 

 
 

If you are producing the files after the pupils leaving date, select ‘Include off roll pupils’, ‘Year 

Group’ and enter a ‘Left later than’ date. 
 

Once all the relevant information has been selected, click on Generate Transfer Information. 
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The screen will show you the pupils who will be included in the file. To exclude any pupils, 
select the exclude option.   

If you wish to produce an accompanying Paper Report select the Yes box, A Pupil Details 
report will be printed for each pupil. 

 

 
 

 
Select Produce XML file. 
 

A message stating where the system has placed the file will be displayed.  N.B This is where 
you need to browse to, upload the file to the S2S website so you may need to make a note of 

the path. 
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4. Adding schools to Wauton Samuel 
 

When transferring pupils to their new school and the school is not available in the dropdown 
list, it can be added to the database. 

 

Go into Housekeeping – Schools – New (bottom left of screen) 
 

Complete a blank form with the Name of the school, school ID, Type of school, First line of 
address – if unknown enter unknown and LEA. 

 

 
The information you need to complete adding the new school can be found on the S2S 

website www.edubase.gov.uk/EstablishmentFind.aspx 
 

A screen appears that allows you to enter different search criteria. Once completed a list of 
schools that match your search criteria will be shown, by clicking on the correct school name 

all their information is shown and this can easily be entered into housekeeping. 
 

 
 

 
 


