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1.  COMMON TRANSFER FILES (CTF) - Introduction  
 

CTF files should be generated for any student that attends your school and then leaves.  
Once the file has been created it will need to be uploaded to the S2S website.  The next 
destination school will be notified by e-mail that a CTF is awaiting download.  Even if the 
destination school is unknown a CTF file should be generated, (a Lost Pupil area exists that 
can be interrogated by Local Authorities) so pupil details may be matched to a new school.   
 
It is important that all the Statutory  fields in Pupil Details have been completed before a CTF 
file is generated (UPN, date of birth, ethnicity, first language, English as an additional 
language).  This information should be input before  the date of leaving (alternatively the 
history lines will need to be edited).   
 
If any of these fields are missing from the Pupil D etails a CTF file cannot be generated.  
Also when the termly School Census is run, errors w ill be generated for these 
students, despite the fact that they are no longer on roll.] 
 
Whenever a student leaves your school a leaving date, reason for leaving and destination 
should be added to the Student Details  (School History Panel ).  Alternatively, particularly if 
more than one student is leaving, this information can be entered from the Route   Routines 
/  Student  / Leavers .  Once the leaving date has been entered a CTF file should be created.  
To do this the destination school together with its LA number will need to appear in your list 
of other schools.   
 
2.  ADDING / LOOKING FOR OTHER SCHOOLS IN SIMS .NET  
 

  
 

 
 
DCSF numbers can usually be found by visiting the Establishment Finder at: 
http://www.edubase.gov.uk/search.xhtml  
 
Once a new Destination School has been added, it wi ll be necessary to exit out of 
Sims .net and log back in, for the new destination to be available from the Other 
Schools drop-down list. 

Go to Tools   /  Other Schools  /  Click on 
Search  

If the destination school is not included in 
the list, click on New to add.  The School 
Name, LA  (selected from the list by 
clicking on the browser) and the school’s  
four digit establishment number  must be 
added to the relevant boxes.  Place a tick 
in the Destination  tick box. 
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3.  CREATING A CTF 
 

 
 

 
 
 

 
 
 

 
 

 
 
The file name will be in this format: 
 

873nnnn_ctf_NNNnnn_00x.xml 
 
 
 
 
 
 
 
This CTF file should then be uploaded to the S2S web site. 
 
4.  WHERE IS THE CTF FILE SAVED TO? 
 
If you are unsure where the CTF file has been saved to and therefore which folder you need 
to browse to, to upload the file, you can check by going to: 
 

 
 

Use the route Routines  /  Data Out  /  CT F  /  
Export CTF  

On the Student Options  Panel, from the View  
options select Leavers This Year .   You will  
also need to place a tick in Include students 
already exported . 
Click on Refresh Students . 
(If you have not given the student a leaving 
date, leave the view on Current students and 
click on Refresh Students ). 

Click into the Destination School  box next to 
the student for whom the CTF is required.  
Scroll through the list of schools and select 
the correct school. 

Click on Export CTF  – make a note of the CTF file name 
created. 

Your School’s 
DfES number 

The 
Destination 
School’s 
DfES number 

This number increases by 1 each 
time you create a new CTF for a 
particular destination school. 

Tools  /  Setups  /  CTF  
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5.  WHAT IF THE DESTINATION OF THE STUDENT IS UNKNO WN?  
If the destination of a leaver from your school is unknown, or they are moving overseas, a 
CTF should be generated with XXXXXXX in place of the destination school DfES number.  
This destination probably already exists on your system.  You can check on the CTF setup 
screen as above.  See the alternative destinations box.  If the Lost/Overseas alternative 
destination is not there it should be added by clicking on New. 
 
When creating CTF files for lost or overseas students only one student should be put in each 
file.  Instead of using the Destination School  box, the Lost/Overseas  destination should be 
selected from the Destination LA/Other  column from the export CTF screen. 
 
6.  OTHER ALTERNATIVE DESTINATIONS  
There are other alternative destinations that you may need that should be set up and used in 
the same way as the Lost/Overseas .  These are: 

· MMMMMMM Independent/Scottish Schools 
· 703LLLL  Military Schools 

Please note the unique DCSF numbers for Military Schools can be found on the Edubase 
website http://www.edubase.gov.uk/search.xhtml?page=.   For the complete list enter the 
search pre-requisite as shown. 

 

CTF files are saved into the CTF Export Directory . 
On most school networks the directory will be 
S:\Statutory Returns\ctfout .   
If you are a Centrally Hosted School the CTF export 
directory will read: 
S:\SIMS Share\Statutory Returns\CTF Export 
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7.  WHAT INFORMATION SHOULD BE INCLUDED IN CTF FILE S? 
 

 
 
The top panel on the Export CTF screen makes it possible to select the information to be 
included / excluded from a CTF file.  CTFs for leavers should have all the boxes ticked and 
thus contain as much information for the destination school as possible.   
 
CTF files for import into other applications such as Eye-profiles will not  require all options to 
be ticked.  Exactly what information a particular tick box includes can be viewed by moving 
your cursor over that item 
 

 
 
8.  GROUP CTF FILES 
It is often necessary to include more than one student in a CTF file, eg. Siblings moving to 
the same school can be included in the same CTF file; for assessment purposes a CTF file 
may be needed to enter student details into Eye-profiles etc.  To include multiple students in 
one file on the Export CTF Screen 

· Tick the Include students already exported  box and click Refresh Students . 
· Deselect  the items that you want including in the file (for example; if you are creating 

a file for Eye-Profiles; just the Student Basic Details and Student Address will need 
selecting; for End of Key Stage, just Assessment Data needs selecting). 

· On the CTF Export Screen select the Year Group  or Reg Group  from the drop down 
lists as required. 

· Click into the very top white box against the first student; so that a downward arrow 
appears.  (The example shown is looking for a Destination LA; if you are selecting a 
Destination School, ensure the downward arrow is appearing in that box). 
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· Students can be cherry picked by holding down the control key  and clicking on those 
required 

· To select a block of names click on the first name, hold down the shift key  on your 
keyboard then click on the last name of the block 

 
The destination should appear alongside all the student’s names and on clicking on export 
CTF all the selected students should be included in the same file. 
 
9.   RENAMING CTF FILES TO ENABLE THEM TO BE IMPORT ED INTO Eye-PROFILES 
Please note if this file is for import into Eye-profiles the file should be generated for 
Cambridgeshire (from the Destination LA/other)  -  this will create a CTF for the destination 
873LLLL .  This name will need to be edited both the filename itself and the destination 
school inside the CTF file before it can be imported into Eye-profiles. 
 
Right Click  on your Start  button and Left Click  on Explore .  Locate your CTFout folder, this 
is usually found at s:\sims\statutory returns\ctfout .   (Centrally Hosted Schools; go to My 
Computer and locate Central Share:\SIMS Share\Statutory Returns\CTF Exp ort). 
 

 
 

 
 

    This file will now import into Eye-profiles. 
 
 

Replace the LLLL  with your four digit 
establishment number 

Right click  on the file again and select Open 
With – Notepad / Microsoft Office Word 

Locate the Destination School 
Establishment number  and replace the 
LLLL  with your schools four digit 
establishment number. 
Save and close. 
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10.  UPLOADING AND DOWNLOADING CTF FILES  
 

Once an export file has been created (as detailed in Section 3); it will need to be uploaded to 
the S2S site (in the case of leavers, EOKS1 & EYFSP files).  You will need to use this url: 
http://www.teachernet.gov.uk/management/ims/datatransfers/s2s/ 
 

[The following screen shots refer to ‘generic downl oads’ please note this is training 
data.  You will always need to select the CTF option]. 

 
 

Once logged in you can select the option to Upload CTF File . 
 

 
 

Simply browse for the file, select Upload  File and that’s it!   
 

 
 

 
 
Select Download CTF File   

The User name and Password is unique 
to your school.  If for any reason it is lost 
or you cannot remember it; please 
telephone Sharon Hobbs on 01480 
355968; who will be able to retrieve this 
information on your school’s behalf. 

When a new student arrives in 
your school; the feeder school 
will generally have sent a ctf 
ready for you to download.  (You 
may receive a phone call or an 
email advising that a file is 
awaiting your attention). 
You simply select the 
Download  CTF option from the 
List. 
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Select Download File Select Save.  You then need to save this file 
into your Statutory Returns  folder (CTFIN) 

 

This folder is now ready for you to import into your SIMS .net system. 
 

 
 

 
 

Amend CTF File selection to Place new pupils in to On-Roll . Navigate to your Statutory 
Returns  / CTFIN folder .  Select the incoming CTF file that you have downloaded.  Select  
Import CTF .  Don’t forget to check your Exception Log!  Check that the required information 
has been imported.  If you notice any anomalies here (such as duplicated students, non-
imported relevant data), please call Helpline on 0845 045 0973. 

Please select OK to the 
following message. 

When this screen appears, you 
MUST select Close  on the 
Information Box  and click onto 
the yellow message bar. 

Routines  - Data In  – CTF – 
Import CTF . 
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11.  END OF KEY STAGE COMMON TRANSFER FILES  
Once a year (between the end of May and beginning of June); Schools need to produce a 
Statutory End of Key Stage CTF . 
 

All Schools are expected to create files for EYFSP, KS1, KS2 and KS3. 
 

The Statutory Teacher Assessment results must be entered into the appropriate software (for 
example: Eye Profiles, Foundation Tracker, Assessment Manager and Target Tracker); this 
‘results’ file then needs to be uploaded to the S2S site – EYFSP & KS1  
http://www.teachernet.gov.uk/management/ims/datatransfers/s2s/ 
and to the QCA website for KS2 & KS3:  https://testorders.qca.org.uk/login.aspx 
 

(a) KS1 files need to be created as follows : 
 

 
 

· Deselect all options (apart from those shown). 
· Check the View  = Current Students  
· Place a tick in the box Include students already exported . Select Refresh Students 
· Select the appropriate year group (KS1 = 2) 
· Left click in the first ‘white box’ underneath the heading Destination LA/Other so that 

a downward arrow appears. 
· Right click in the same box and Select All 
· Scroll down the Destination LA/Other  list:  Select Cambridgeshire .  This should 

automatically populate all the remaining cells. 
 

 
 

· Select Export CTF 
 

 

  
· Click on OK. 

Use the route: 
Routines  /  Data Out  /  CTF  /  Export CTF  
 

Make a note of the Export File reference.  
This is the file you will upload to S2S. 
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Before you take any further action; please take time to check your Exception Log!  The 
example shown is what you should see.  If you have any Error Descriptions listed in here; 
please telephone Helpline on 0845 045 0973.  DO NOT SUBMIT YOUR FILE!  If the file is 
uploaded onto the S2S site containing errors; the file will be discarded, and sent back to you. 
 

 
 

· This file is now ready to upload to the S2S site. 
· Log in using your secure username and password. 
· Select Upload 
· Select Upload CTF file and browse for the file you have just created. 
· You should then get a message advising that upload has been successful 

 

 
 

(b) KS2 & KS3  files need to be created as follows : 
 

 
 

· Deselect all options (apart from those shown). 
· Check the View  = Current Students  
· Place a tick in the box Include students already exported . Click on Refresh 

Students 
· Select the appropriate year group (KS2 = 6 & KS3 = 9) 
· Left click in the first ‘white box’ underneath the heading Destination LA/Other so that 

a downward arrow appears. 
· Right click in the same box and Select All 
· Select National Assessment Agency .  This should automatically populate all the 

remaining cells. 

Use the route: 
Routines  /  Data Out  /  CTF  /  Export CTF  
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· Select Export CTF 
 

 
 

· Make a note of the Export File reference.   
· Click on OK 

 

Before you take any further action; please take time to check your Exception Log!  The 
example shown previously (10 (a)) is what you should see.  If you have any Error 
Descriptions listed in here; please telephone Helpline on 0845 045 0973.  DO NOT SUBMIT 
YOUR FILE!  If the file is uploaded onto the QCA site containing errors; the file will be 
discarded, and sent back to you.  You will be requested to resubmit. 
https://testorders.qca.org.uk/login.aspx.  Log in screen is as follows: 
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12.  IMPORTING EYE PROFILE INFORMATION INTO ASSESSM ENT MANAGER 7 
 

At the end of the Summer Term, if your school is using Eye Profiles for recording foundation 
assessment data, you may still have a file named 873nnnn_fsp_873LLLL (file created for the 
LA) OR 873nnnn_ctf_873nnnn (file created for your MIS system).  You may find it lurking on 
your desktop or saved to a local drive on your machine. 
 

If you are an Assessment Manager School; this data can ‘easily’ be transferred into your 
system.  The following steps will need to be taken: 
 

· Routines – Data In – Assessment 
 

 
 

· Navigate to: (Central Hosted need to select Central Share; non Centrally Hosted may 
need to select F:\) - Programme files/SIMS/SIMS. Net/AMPA/England Primary  (and 
middle deemed primary)/Assessment Manager/ EYFS Pro file Summary Wizard 
2009 (or you can bring in the Detail Wizard if you wish). 

 

 
 

· Select Open 
· Select Finish  
 

 
 

· Routines – Data In – CTF – Import CTF 
· Navigate to the folder containing your fsp data (in the example nnnn = your school 

establishment number).  Select Open 
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· Place the students On Roll  (automatically defaults to preadmission). 
· Select Import CTF 

 
This procedure will automatically populate your EYFSP marksheets; they will contain all the 
data that was formerly entered into your Eye-Profiles.  This data will now be attached to each 
Reception aged student; and will be included in any future CTF exports. 
 
13.  FAQS AND ERROR MESSAGES  
 

· Before uploading a CTF to anywhere; always ensure that there is in fact some data in 
it!  If the file says 0kb; file will need to be recreated. 

 

  
 
 
1. I have downloaded file but says it is not for my  school?  
 
Open the CTF in word / notepad format, and check that it has your school DCSF number 
showing in the file.  If this is not showing correctly; and the file is definitely for your school, 
edit the DCSF number accordingly.  It this still will not import (and an error message 
appears), we would recommend that you contact the CTF source school and get them to re-
send file as it may be corrupt. 
 
2. The selected xml file is not for this school.  
 
We would recommend that you go to  Windows Explorer and locate the imported  file.  Open 
with notepad / word and the school number was showing as 873 LLLL.  Amended this to 
Schools establishment and import will be successful. 
 
3. How do I  access file as it is in a different fo rmat as source school does not use 
SIMS? 
 
We would recommend that the CTF is opened with notepad / word and print out this 
information.  You will need to manually enter the required details from this hard copy. 
 
4. Import is newer / older  version and may be corr upt if imported?  
 
We would recommend that source school is contacted to see if they are a SIMS .net school.  
If they are, version of SIMS .net will need to be checked.  If it was sent prior to an upgrade, 
source school may need to recreate the CTF file.  If they do not use SIMS .net, then we 
suggest that you follow the guidance in item 3.  


