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Processing CTF Files 
 

1. Logging On to S2S Website 
 

When the transfer files have been generated and are ready to upload to the S2S website, a 
Username and Password will be needed.  

(If you do not know what they are, you will need to contact your LEA, who will issue them to 

you.) 
 

Log on to www.teachernet.gov.uk  
 

 

At the bottom of the webpage will be an S2S symbol.  
 

 

 
Selecting it will open another webpage. At the top of the screen the icon below will be 

displayed. 

 
 

Enter the Username and Password 

 

 
 

You will see the homepage, where any messages from the LEA, Dcsf or any other 
professional body will be displayed. 
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2. Uploading CTF Files 

 
To upload your file click on Upload, from the several options select Upload CTF 

 

 

 
 
 

On Selecting upload CTF, click on Browse. The file is located in the folder specified in the 

earlier Wauton Samuel messages, or in the ‘To Upload’ folder created by your self. 
 

 

 

 

When the file has been selected, click on upload, a message will be issued that it may take a 
while, then another when upload complete.  If there is more than one file to upload they will 

need to be done one by one, but messages will inform you of files being uploaded more than 
once. 
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Importing CTF Files 
 

1. Downloading files 
 

Checking if there are files to download and import into Wauton Samuel, can be done by 

clicking on Download CTF. 
 

If there are files, they will be listed in the box, Clicking on the file will give you the 
information of the pupil(s) contained in the file. 

 

 
 

If you don’t wish to download the files, for example old information, you can remove them. 
 

When downloading a file it will need to be placed in a folder that you can use later to process 
the files from. A good way organising and storing these are to create a ‘To Import’ folder in 

your main WSData folder on your server. 
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2. Importing files into Wauton Samuel 

 
To import downloaded files go to ‘Pupils’ – ‘Class Changes and Transfers’ – ‘Import Transfer 

Forms’, the system will ask if you want to create a back-up this is optional but we advise that 
you do so you have a copy of your database before you make any changes. 

 

The screen below will be displayed. Browse to where you placed your file. 
 

 
 

Click on ‘Copy Text File into Database’ and the information will be imported. 
 

You will be asked what class, LEA of Residence and Religion the pupil is. Update this using 

the drop down box then ‘Exit’ If the pupil is already on roll this screen will not appear. 
 

 
 
You will see the pupil(s) that can be imported. If the system has found any errors they will 

displayed when you click on U. 
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  St Agnes House  Cresswell Park 
Blackheath Village  London  SE3 9RD 

020 8318 1700     info@wautonsamuel.co.uk 
www.wautonsamuel.co.uk 

_______________________________________________________ 
Wauton Samuel and Company Limited 

Registered in England, Registered Number 3562945 
Registered Office: Lynwood House  Crofton Road  Orpington   Kent   BR6 8QE 

 

 

 

Page 6 of 7 

 

 

You will be shown the pupils information. Errors will be described in the box at the top of the 
screen. Any details that need to be updated can be done in this screen. 

 

 

 
 

Change any of the information that is invalid to valid values. In the example above you will 
need to allocate the correct code for the pupils Ethnicity then click ‘Exit’ followed by the 

Import button ‘I’. 
 

If this is a new pupil to the school and there is no existing information on the system you will 

see the message below. 
 

 
 
If the pupil is already on the system, you may want to use the tick boxes to include/exclude 

particular areas i.e. your background information that is on the system will be more up to 
date than the one on the CTF file. 
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