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1 Installing and loading the WA Census module  
To check if the correct version of the WA Census Module is loaded: 

 Log on to Integris. 

 Click on the Help file menu 

 Select System Information from the list 

 Locate CENSUSWA in the list 

 The version number is shown in the Version column.  The correct version of the Semester 2, 
2011 WA Census Module is 4.23.00 or greater. 

 

  
 
If you do not have the correct version of WA Census please contact the Customer Service Centre 
on Metro: 9264 5555 or Country: 1800 012 828 

1.1 Adding the WA Census module 

 
If you have not previously used the WA Census module from the workstation there will be no WA 
Census module sidebar.  Follow the instructions below to add the module. 

 Log on to INTEGRIS. 

 Select Control from the General sidebar.  
 



 

 

WA Census 4.23 Sem 2 2011 Manual v2_5.docx 

Page 3 

© 2011 RM Asia-Pacific Pty Ltd 

 

 From the Control window double-click Add 
Module. 

 
 

 The Add Module window appears. 
 

 
 

 

 Double click on           
 

 The following message should then appear 
advising that the module was loaded 
successfully:  

  
 Click OK. 
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Integris Sidebar 
 
The WA Census module should now be loaded and form part of 
the sidebar modules. 
 
Click on Parameters to set up default details. 
 
Click on Semester 2 to reveal the Census Reports for Semester 
2.  Double-click on a report to run it. 
 

Note:  Please ensure that you have set the default values in 
Parameters (see Section 2) and completed any relevant data 
checks (Section 3) before running the reports. 
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2 Parameters 

The Parameters function is located on the WA Census sidebar.  
 
Use the parameters function to set up the following defaults for the Semester 2 Census: 

 
1. Person Completing Form<Your Name> 

2. Date of Census <5th Aug 2011> 

3. Date for Age Calculations <1st Jul 2011> 

4. For Secondary schools the “Department” names used by the school need to be set for English, 
Science and Maths. 

 
The previous defaults will be cleared for items 1, 2 and 3 above to input the Semester 2 dates. The 
Department names will still appear if you have run the Census before.  You must ensure the 
default dates are as shown below.  The module will then automatically load these defaults for each 
Census Form.  
 

 

 

 Click OK 
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3 Census Data Check Procedures 
There are a number of checks to be completed prior to running the Census Reports.  These 
checks ensure that key fields required for each report contain current and accurate data and 
enable maximum use of the information stored in Integris 

3.1 Full Time Equivalent (FTE) 

Ensure all students have a valid FTE including any part-time Secondary students.   

 All Kindergarten „K‟ students must have an FTE value of either 0.40 (standard), 0.50 or 0.60 if 
your school is participating in the Universal Access program. 

 All Pre-Primary and Primary students (Years P – 7) and any ungraded primary students must 
have an FTE of 1.00. 

 For Secondary students ensure that any students undertaking a part-time program have their 
FTE checked.  The FTE for any part-time secondary student should be greater than 0.00 and 
less than or equal to 0.90.  All other Secondary students are full-time and should have an FTE 
of 1.00. 

 All Secondary students less than 15 years old should have an FTE of 1.00. 
 
If you find that any Kindergarten „K‟ students have been entered with an FTE of 1.00 these 
students must have their FTE changed to 0.40, 0.50 or 0.60.  As the system will determine this is a 
change to a part-time status indicators for AM, PM, n/a and Custom will become available.  
Kindergarten students should  be assigned an attendance pattern using the Custom option. 
 

Note: If schools need assistance setting up attendance patterns for part-time students 
please refer to the Part Time FTE Allocation fact sheet on the STIMS Website at   
http://det.wa.edu.au/intranet/stims  . Select Lesson Attendance>Fact Sheets>Part-Time FTE 
Allocation10 Day Kindy Cycle. 

 

Or contact the Customer Service Centre. 

 

When a student‟s FTE changes from full-time to part-time a dialogue box will request a pattern of 
AM, PM, n/a or Custom. Use the Custom option to mark the attendance pattern for the student/s 
concerned.  When more than one student with the same attendance pattern has been selected via 
Speed Edit, click on Use Selected for All and then click on OK. 

 

http://det.wa.edu.au/intranet/stims
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0.4 FTE Example 0.5 FTE Example 0.6 FTE Example 

   

3.2 Attendance Types 

All students require a valid Attendance Type. Valid Attendance types are: 

 Current (Single registration) (refer to section 3.2.1 below) 

 Participation List (refer to section 3.2.2 below) 

 Census - Not Counted (refer to section 3.2.3 below) 
 
To check that all students have been allocated an Attendance Type: 

 Select Admin>Speed Edit 

 Select Attendance Type from the „Area‟ drop down list. 

 Click Select Students  

 Click Find 

 Click Select 

 Click Yes 

 Click the Value column header to sort the values 
 
If there are any records with a blank value they need to be allocated an Attendance Type. 
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3.2.1 Current (Single registration) 

The majority of students will be classified as Current (Single Registration). 
 

 Open Speed Edit from the Admin sidebar. 

 In Area select Attendance Type.  

 

 
 Select the students using the search binoculars 

 Highlight any records that require the Attendance Type added or changed to Current (Single 
registration). 
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 Select Current (Single registration) from the New Value drop down list: 

 

 Click Apply Changes  

 
 Click Save 

 Click Yes to save 
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3.2.2 Year 11 and 12 Students 

Year 11 and 12 students must be enrolled in a regular senior school program or be participating in 
an option under a Notice of Arrangements.  The nature of the students program may have an 
impact on Census.   Some students may need their Attendance Type changed to Participation List 
to remove them from the Census figures.  This will not impact on any other aspect of SIS but will 
allow this group to be removed from the audit through the Student Attendance Module (SAM).  The 
table below provides information on the options available.  

 

SITUATION 
ENROLMENT & ATTENDANCE      

MANAGEMENT (SIS) 
AUGUST CENSUS 

1. Student enrolled and 
expected to participate 
full time in regular Year 
11/12 program at school 

 Current Roll 

 Ensure attendance recorded 

 Count as 1 

2. Student participating in 
an approved NOA 
involving part-time 
studies at school 

 Remain on Current Roll 

 Alter FTE status and customise to reflect 
part-time attendance pattern 

 Ensure attendance recorded 

 Count as part-
time fraction 

3. Student participating in 
approved NOA full time 
out of school (Form C or 
Form A) 

 Transfer to Former Roll (with Leave 
Date) when advised by Participation Unit 

 Do not count 

4. Student with NOA 
pending approval 

 Remain on Current Roll 

 Change status to Participation List 
only on the advice of the Manager 
Participation (MP) or Participation 
Unit. 

 Ensure attendance  recorded 

 If student is working with an unapproved 
arrangement, mark with authorised 
absence (R), and note arrangement 
pending. 

 Do not count 

5. Student enrolled but not 
attending ( non attendance) 

 

 Remain on Current Roll  

 Change Attendance status to 
Participation List only on the advice 
of the Manager Participation (MP) or 
Participation Unit  

 Otherwise change Attendance status to 
Census - Not Counted  

 Ensure attendance recorded.  

 Do not count 

6. Students who cannot be 
located within 15 school 
days despite attempts to 
contact 

 Remain on Current Roll until advised by 
Behaviour Standards and Wellbeing 
Directorate (Student Tracking) 

 Ensure attendance recorded 
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Note:  Only Year 11 and 12 students can be marked as being on the ‘Participation List’.  
Schools must receive advice from the Manager Participation or an email from the 
Participation Unit before changing a student’s Attendance Type to Participation List. 

 
The Attendance Type may be changed for an individual student in Student Details by selecting the 
Additional tab and editing the Attendance option. 
To perform the task for a group of students use Speed Edit under Admin on the sidebar.   

 In Area select Attendance Type.  

 

 
 

 Select the students using the search binoculars. 

 
 

 Highlight the students who need their Attendance Type changed. 

 From the New Value select Participation List and then the   to modify the selected 
students.   

 Click Save to store the changes. 

 Click Close to exit.  
 

3.2.3 Attendance Type:  Census - Not Counted 

Students who have not returned to school at all, for two weeks before the census date (i.e. the 
period 26 July to 5th August), except where the (reason for the) absence is capable of being 
reproduced in written form (as per the School Education Act 1999 Page 35), should not be counted 
in the census.  
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The Attendance type “Census – Not counted”, is a mechanism to achieve this. 
 
The function of the Attendance type “Census – Not Counted” is to allow the school to exclude 
those students on the Current roll who should not be counted in the census. 
 
Those students who will have this particular attendance type will include all students who have a 
two week period of continuous unexplained absence (over the period 26 July to 5th August 2011).  
The reasons for this are varied, but essentially the school has not received any level of notification 
(including transfer note) for their non attendance and the student has "disappeared".   
 
Other uses of this attendance type could include the situation where a student is enrolled at an 
Education Support school and is being "shared" between a mainstream school and the Education 
Support School.  The schools cooperate in this endeavour by advising Staffing beforehand, so that 
appropriate resources associated with these students, are shared between the two schools.    The 
schools would further cooperate in this endeavour, with one school "claiming" the student for 
census purposes, whereas the other school would use the attendance type of "Census Not 
Counted" for the student in question. 
 
If a student is already classified as Attendance Type; „Participation List‟, then they do not need to 
be classified as „Census - Not Counted.‟ 
 
The Attendance Type may be changed for an individual student in Student Details by selecting the 
Additional tab and editing the Attendance option. 
 
To perform the task for a group of students use Speed Edit under Admin on the sidebar.  In Area 
select Attendance Type.  
 

 

 

Then select the students using the search binoculars. 
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 Highlight the students who need their Attendance Type changed. 

 From the New Value select Census-Not Counted and then the   to modify the selected 
students. 

 Click Save to store the changes. 

 Click Close to exit.  

3.3 Indigenous Status 

Ensure all students have had the indigenous status set. Any student with a value of „Not Specified‟ 
or blank will need to be updated before Census reports can be run. 
 
The available options are: 
 
Aboriginal 
Torres Strait Islander 
Both Aboriginal & TSI 
Not Aboriginal or TSI 
Not Stated 
 
Not Stated should be used if the Indigenous Status is unknown. 
 
To make changes to Indigenous Status for multiple students Speed Edit may be used.  In the Area 
window select Indigenous Status from the drop down menu. 
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 Using the select students icon  select the current roll.  

 Click, Find, Select, Yes. 

 When the student records have loaded into the speed edit window click on the Value column 
header to sort the records. 

 
For individual students the Indigenous Status field can be found on the Additional tab when in Edit 
mode. 

3.4 Specific Data Checks for Form EL2 

All schools with ESL students are required to provide Form EL2 and the following data checks 
should be completed.  

 Ensure all students requiring ESL assistance have the correct ESL Stage entered. Refer to the 
EL2 Instructions for stage definitions. The following values must be used. 

 

Value Meaning 

0 Not involved 

1 Stage 1 

2 Stage 2 

3 Stage 3 

 

 Ensure all ESL students have a Country of Birth. 

 Ensure all ESL students not born in Australia have a 3 digit Visa Sub Class No and a date in 
the field Date Arrival Australia. 

 Ensure all ESL students who are Australian Citizens (AC) or Australian Passport (AP) holders 
have a date in the field Date Arrival Australia. 

 Ensure all ESL students have the First Language, Language Background Other Than English 
(LBOTE) and Main Language Other Than English Spoken at Home (Main Lang OTE SAH) 
completed. 

 Ensure all ESL students that require data for Limited Schooling (all ESL programs) have the 
relevant information entered using the Speed Edit option.  Use Speed Edit to enter information 
for the Student UDI Limited School. 

3.5 Specific Data Check Form EN2  

If your school is required to provide Form EN2 for students with Disabilities please refer to the 
Schools Plus website at: 
 
http://www.schoolsplus.det.wa.edu.au/splus/Publications/eligibility_criteria 
 
The Disabilities Information can be found on the Miscellaneous tab of the Student Details window 
when in Edit mode. 
 

 
 
As part of this process it is important to check that the student has an up-to-date current address 
taking particular care with the spelling of street name, suburb and postcode. 

http://www.schoolsplus.det.wa.edu.au/splus/Publications/eligibility_criteria
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3.6 Specific Data Check Form FF2 

If your school is required to provide Form FF2 the following data check should be completed.   
Ensure all international students have a 3 digit Visa Sub Class No and a date in the field Date 
Arrival Australia.   
 
 
Students with a 571, 573 or 574 Visa require the correct International Fee Paying Type selected. 
 

 Visa 571: The options for this visa sub class number are Full Fee Paying or No Fees.  

 Visa 573:  The options for this visa sub class number are Partial Fee Paying or No Fees.  

 Visa 574: The options for this visa sub class number are Partial Fee Paying or No Fees.   

Please confirm the students with the above Visa Sub Class numbers have the correct 
International Fee Paying Type. 
 
To change the International Fee Paying Type for these Visa numbers: 
 

 Go to Student Details 

 Select the Edit Student icon  

 Selection the Additional Tab 

 Select the appropriate International Fee Paying Type from the drop down list. 

 
 

 Click OK to save 



 

 
 
 
  

WA Census Manual - Semester 2 2011 
 

Generating the Census Reports 

4 

 



 

 

WA Census 4.23 Sem 2 2011 Manual v2_5.docx 

Page 13 

© 2011 RM Asia-Pacific Pty Ltd 

 

4 Generating the Census Reports 
 
This section explains the steps to generate each of the Census Reports. 
 
You must set the default information in Parameters (see Section 2). 
 
To access the Semester 2 reports from the WA Census sidebar, click on the 
Semester 2 icon. The Reports window will be displayed as shown below.  
 

Note:  Refer to Section 1  for information on Installing and Loading the WA 
Census Module. 

 

 

 
 
To view further information about a particular form, click once on the appropriate icon and related 
information is displayed in the panel on the left hand side of the window as shown below. 
 

 
  
 
Data validation is performed automatically by the system prior to producing each Census report.  If 
the correct conditions do not exist for the report to be produced then an error report is produced.  
The error report details the conditions that must be rectified prior to the successful running of the 
report. 
 
In some circumstances, the data may have a condition that does not necessarily prevent the form 
from being produced.  In this case a warning report is produced detailing the issue and the user is 
prompted to continue with the report.  If the user selects “Yes” then the form is generated.  If the 
user selects “No” then the form is not generated.   
 
To preview a report double-click on the Form icon and choose Screen as the report destination.  
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Clicking on the  in the right hand corner of the report preview screen will generate any 
remaining tables making up the form and ultimately close the preview screen.  The individual 
tables may be printed by clicking on the printer icon available on the report preview screen. 
 
To directly print a report without previewing it: 

 Double click on the Form icon. 

 Choose Printer as the report destination. 

 Click OK.  

 View default information entered in Parameters. 

 Click OK. 
 
When producing each individual Census Report, the user will be prompted for the name of the 
person completing the report, and the Date of the Census (these will default to the values 
established in the Parameters).  Depending on the report, you may be asked for additional 
information. 
 
If a report is run ahead of the Census Date (as held in Parameters) a warning message is 
displayed, warning that reported values may change between the current date and the actual 
Census date.   
If the date entered on the report is not the Census Date (as held in Parameters), then a warning 
message is displayed, stating that the output will not be acceptable for submission of Census 
information. 
 
If additional information is required, a window will be displayed requesting the data needed.  The 
corresponding report is then produced. 
 
Semester 2 Census Export 
 
The Semester 2 Census Export produces electronic files that are exported and stored in the 
Census folder on the „G‟ drive located within a school site code folder. The files are extracted 
directly by the Department of Education to further streamline the data collection process. 
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4.1 Form A2 

This report consists of two tables of information containing: 

 Part-Time Secondary Students. 

 Pre-Compulsory and Full-Time Primary and Secondary Students. 
 
The first check undertaken is to identify if there are students outside the expected age range for 
each year group.  If any variations are found users may exit and correct the data or continue with 
the Census.  If you choose to continue a prompt will ask you to verify the data is correct.  You may 
provide specific details or indicate all students are in the correct year group. 
 

 
 
If there are no part-time secondary students at the school a message is displayed indicating that 
Table 1 will not be produced.  
 

 
 
If there is data then Form A2 Table 1 will be produced. 
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Example of Integris WA Census Form A2 Table 1 
 

  
 
 

 Click on printer icon  to print the report. 
 

Where Table 1 is provided clicking on the  in the right hand corner closes the current table and 
generates Form A2 Table 2 to the screen for review and printing.   
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Example of Integris WA Census Form A2 Table 2 
 

 
 
 
If there were age variations then another page will print with the verification message you entered. 
 

Note: If ‘?’ appears in the Office Use Only column on the A2 report as shown below, this 
indicates the FTE for one or more students have been entered incorrectly, for example as 
0.04 instead of 0.4. The FTE values should be checked via speed entry and corrected before 
submitting the form. 
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4.2 Form A2A 
 

This report consists of two tables of information containing: 

 Part-time Aboriginal students. 

 All Aboriginal Pre-compulsory and full time primary and secondary students. 
 

Form A2A Table 1 – Part-time Aboriginal 
 

 Double click on the Form A2A icon. 

 Choose Screen as the report destination to view the report before printing. 

 Click OK.  

 View default information entered in Parameters. 

 Click OK. 
 
The first check undertaken is to identify if there are students outside the expected age range for 
each year group.  If any variations are found users may exit and correct the data or continue with 
the Census.  If you choose to continue a prompt will ask you to verify the data is correct.  You may 
provide specific details or indicate all students are in the correct year group. 
 
If there are no part-time Aboriginal secondary students at the school a message is displayed 
indicating that Table 1 will not be produced. 
 

 
 
If there is data then Form A2A Table 1 will be produced. 
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Example of Integris WA Census Form A2A, Table 1 

 
 

 Click on printer icon  to print report. 
 

Clicking on the  in the right hand corner closes the current report and generates the Form A2A 
Table 2 to screen for review and printing.  
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Example of Integris WA Census Form A2A, Table 2  

 
 
If there were age variations then another page will print with the verification message you entered. 
 

Note: If ‘?’ appears in the Office Use Only column on the A2A report as shown below, this 
indicates the FTE for one or mores students have been entered incorrectly, for example as 
0.04 instead of 0.4. The FTE values should be checked via speed entry and corrected before 
submitting the form. 
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4.3 Form EL2 

This report provides one table that includes the details of ESL students.  (Complete the data 
checks in Section 3.4) 
 
To view Census Form EL2: 
 

 Double click on the Form EL2 icon. 

 Choose Screen as the report destination to view the report before printing. 

 Click OK.  

 View default information entered in Parameters. 

 Click OK. 

 A data check Reminder screen will be displayed. If the required data has been entered click 
OK to continue. If additional data needs to be added click cancel and input the required data. 
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Example of Integris WA Census Form EL2 
 
 

 

Click on printer icon  to print report. 
 

Note: Schools are required to perform the checks above, but do not need to send the report 
to DoE. Data will be extracted from schools after census. 

4.4 Form EN2 

This report produces two tables. Table 1 and Table 2 provide the statistics for students with 
disabilities and severe medical conditions. 
 

 Double click on the Form EN2 icon. 

 Choose Screen as the report destination to view the report before printing. 

 Click OK.  

 View default information entered in Parameters. 

 Click OK. 
 

Note: An error report may be generated if a data entry criterion has not been completed.  

This can be printed for reference by selecting the Print to Printer icon . Once all criteria 
have been completed the report generation can be continued. 

 Table 1 will be displayed to the screen 
 
Example of Integris WA Census Form EN2 Table 1 
 

 

 Click on printer icon  to print the report. 
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 Click on the Close icon  to close the report.  
 
Table 2 will automatically be generated. 
 

 Click on printer icon  to print the report. 

 Click on the Close icon  to close the report. 
 
Example of Integris WA Census Form EN2 

 
 

4.5 Form FF2 

This form produces Form FF2 International Students.   
 
To view Census Form FF2: 

 Double click on the Form FF2 icon. 

 Choose Screen as the report destination to view the report before printing. 

 View default information entered in Parameters 

 Click OK. 

A reminder message will be displayed: 
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 Click OK to continue or Cancel to go back and enter the data. 

If OK is selected a validation will initially run to check if any students have the Visa Sub Class 
numbers 571, 573 or 574 . If any students have been allocated these Visa Sub Class numbers an 
„International Fee Paying Data Check‟ report will be generated as shown below. 

Note: If no students have the Visa Sub Class numbers 571, 573 or 574 the FF1 check report 
will not be produced. 

 
 

 You may print the report by selecting the Print icon.  

 Close the report  

 A message will be displayed: 

 
 Click OK to continue or Cancel to go back and update the student records. 

 If OK is selected the report will be displayed. 
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 Click on the Print to Printer icon to print out Form FF2. 

 

Note: Please manually add any other approved Visas that are not in the current list to the 
bottom of the form. 

 

Example of Integris WA Census Form FF2 
  

Please Note: Visa Subclass 
457 and 574 are not 
counted in the ‘International 
Students Total Days 

Enrolled’ table below. 
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4.6 Semester 2 Census Export 

The Semester 2 Census Export produces export files for the A2, A2A, EN2 and Semester 2 Final 
Export that are stored on the „G‟ drive and extracted directly by the Department of Education to 
further streamline the data collection process. As the export includes some data validation included 
in the previous reports, the export should be run after all previous Semester 2 reports have been 
completed. 
 
In some circumstances, the data may have a condition that does not necessarily prevent the export 
from being produced.  In this case a warning report is produced detailing the issue and the user is 
prompted to continue with the report.  If the user selects “Yes” then the export continues, if “No” is 
selected then the export is not generated.   
 
If data validation errors occur, an error report will be generated. These need to be rectified before 
the export can be generated. 
 
To run the Semester 2 Census Export:  
 

 Double click on the Semester 2 Census Export icon.  
 

 
 
View default information entered in Parameters. 
 

 Click OK.  
 
The following messages will be displayed: 
 

 
 
If No is selected the process cancels. 
 

 Click Yes.  
 
If the „G drive is not available the message below will display: 
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If this message is displayed, please contact the Customer Service Centre (CSC) on 9264 5555 or 
Country callers 1800 012 828. 
 
Selecting „OK‟ will close the message and return the user to „Reports for Semester 2‟ window. 
 
If the G drive is available the below message will display: 
 

 
 

 If the information is correct click OK. 
 
The A2 Export will process. 
 
If any validation errors occur a warning report will display. 
 
After closing the A2 Warning report the below message will display as shown below: 
 

 
 
Selecting „No‟ will close the message and return the user to „Reports for Semester 2‟ window. 
 
Selecting „Yes‟ will generate the Form A2 export and copy the file to the „G drive‟. 
 
The A2 Export will then begin to automatically process.  
 
If there is any validation errors the warning report will display. 
 
On closing the report the following message shown below will display. 

 
 
Selecting „No‟ will close the message and return the user to „Reports for Semester 2‟ window. 
 
Selecting „Yes‟ will generate the A2A export and copy the file to the „G drive‟. 
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The EN2 export will begin to process. 
 
If any errors are found the EN2 error report will be displayed. 
 
Closing the error report will return the user to „Reports for Semester 2‟ window. 
 
If no errors are found the EN2 export will generate and copy the file to the „G drive‟. 
 
The Semester 2 Final Export will begin to process. 
 
If any errors are found the Semester 2 Census Final Export error report will be displayed.  
 
Closing the error report will return the user to „Reports for Semester 2‟ window. 
 
If no errors are found the „Semester 2 Census Final Export‟ will generate and copy the file to the „G 
drive‟. 
 
On completion of all exports being generated and copied to the „G drive‟ the message shown 
below will be displayed. 
 

 
 
Selecting „OK‟ will close the message and return the user to „Reports for Semester 2‟ window. 
 
 
 
 
  



 

 

WA Census 4.23 Sem 2 2011 Manual v2_5.docx 

Page 29 

© 2011 RM Asia-Pacific Pty Ltd 

 

 
 
  

WA Census Manual - Semester 2 2011 
 

Support and Frequently asked questions 

5 

 



 

 

WA Census 4.23 Sem 2 2011 Manual v2_5.docx 

Page 30 

© 2011 RM Asia-Pacific Pty Ltd 

 

5 Support 

5.1 Frequently Asked Questions 

How do I know I’m using the latest version of the WA Census module? 

You can check the version number and build date on the panel that displays after selecting 
Semester 2 reports (at the bottom of the instructions area) or go to the top menu option Help, 
select System Information and the version details for each module are displayed.  The correct 
version for census should be 4.23.00 or later.  
 

Why is a ‘?’ appearing in the Office Use Only Column of the A2 or A2A forms?  

If for example a „?K‟ appears on the A2 or A2A reports, this indicates the FTE for one or more 
kindergarten students have been entered incorrectly, for example as 0.04 instead of 0.4. The FTE 
values should be checked via speed entry and corrected before submitting the forms. 

Why isn’t the Export working as shown in the manual? 

This may be because the „G‟ drive is not accessible.  Contact the Customer Service Centre to 
ensure the „G‟ drive access has been set up correctly. 

The number of students shown on the census form is more than the number I have on the 
current roll.  What is wrong? 

If you have more students on the census than you have on the current roll it is most likely to be 
because a student on the former roll has an entry and leave date combination that shows them at 
the school on the census date.  Use student find, select the former roll and on the Dates tab enter 
a Leaving Date in the From column of the census date.  Leave the To column blank.  The search 
will find any former roll student who left on or after the census date.  These students will be 
counted for census purposes.  If the leave dates for any students found are incorrect they will need 
to be edited. 

The number of students shown on the census form is less than the number I have on the 
current roll.  What is wrong? 

If you have fewer students on the census than you have on the current roll there are four most 
likely explanations.   
 
A student (or perhaps several students) on the current roll has a starting date after the census 
date.  Such students quite correctly are not being included in the census reports.  To check these 
students use student find, select the current roll and on the Dates tab enter an Entry Date in the 
From column of the day after the census date.  Leave the To column blank.  The search will find 
any current roll student who appears to have commenced after the census date.  If the entry dates 
for any students found are incorrect they will need to be edited. 
 
A current roll student has a leaving date before the census date.  Use student find, select the 
current roll and on the Dates tab enter a Leaving Date in the To column of the day before the 
census date.  Leave the From column blank.  The search will find any current roll student who 
appears to have left prior to the census date.  If the details are found to be correct any students 
found should be on the former roll.  If the leave dates for any students found are incorrect they will 
need to be edited. 
 
Year 11 and 12 students on the current roll have been given Participation List status to remove 
them from the Census figures. 
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Students have been incorrectly marked with an Attendance type of „Census Not Counted‟, check 
by using Speed Edit. 
 

5.2 Customer Service Centre 

Should you require support in completing Census requirements please contact the  
Customer Service Centre (CSC) at the Department of Education. 
Contact details below: 

5.2.1 Phone (CSC) 

Metro callers: 9264 5555 
Country callers: 1800 012 828 
Please be prepared to supply your ID number, contact details and a brief description of the 
problem. 

5.2.2 Fax (CSC) 

9264 4701 
Please include your ID number, contact details and a brief description of the problem. 

5.2.3 Email (CSC) 

customer.service.centre@det.wa.edu.au 
Please include your ID number, contact details and a brief description of the problem. 
 

5.2.4 STIMS Web Page 

http://det.wa.edu.au/intranet/stims 
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