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[bookmark: _Toc108521019]Introduction
You can upload and tag the official recipients of the Pupil Premium each financial year, taken from the Official DfE files received from GIAP.
As Pupil Premium Recipient status is allocated from the DfE after each Census, the GIAP Report is correct unless any revisions are made in which case you can reimport the report from them or await the new data from the DfE after your next Census. This will allow you to see the "Pupil Premium Recipient" tag on their student profile.
Firstly, make sure that you have downloaded the file from GIAP and that this is saved on your computer before you start. 












[bookmark: _Toc108521020]Downloading Pupil Premium file from Get Information About Pupils (GIAP)
Click in the link to Navigate to DfE Sign-in
Select Get Information About Pupils (GIAP), when you first login you will see How To Use GIAP screen, click continue. You will the be required to read and confirm you have rean and understood the conditions, then click next. The How To Use GIAP screen will pop up again, click continue.
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Navigate to Data Downloads area to the top of the screen.
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Once you have clicked on Data Downloads you will see your schools Pre-prepared downloads
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Select the Pupil Premium file which is called ‘pp2223_xxxxxxx_1’, from the menu and click to download. The x’s will represent your schools DfE number.
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	NOTE: The screenshots have not been updated and are for reference only
NOTE: It is important that when you are saving the file, that it is saved to a secure location, rather than somewhere public such as the desktop, as the file contains UPNs and information that can indicate a pupil’s vulnerability e.g. in care with local authority.  



Once you have downloaded your file go to Student > All Students > Bulk Update > Pupil Premium Recipients. Click the green add button and select your file to upload.
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Student’s records will not be updated until you have clicked on the confirm upload button
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If you have changed school name and you don’t see your Pupil Premium download file, you can use the service to search for pupil premium students. Navigate to Student > All Students > Bulk Update > Pupil Premium Recipients, on the right hand side you will see instructions explaining how to use GIAP to download and search for students.
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Click on the green Show UPN List to get a list of all UPN's of students currently enrolled in your school.
Don't worry if your report from GIAP has students in last year's year groups or forms! This is because GIAP works within the financial year and the forms on this report are from when the report was generated. When you put this information in Arbor it will add the information to the correct children and they will remain within their correct form in Arbor.
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Once you have the file click +Add button. This will open a slide over where you can upload your file. Once you have browsed and added the file from your computer, click on the green 'Upload' button to continue.
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This will then generate a list of all the students in the file you uploaded. To create the Pupil Premium Recipient, records click on the green Confirm upload button. Until you have confirmed the upload, students will not be marked as Pupil Premium Recipients in Arbor.
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Pre-prepared downloads

These are pre-prepared by the DfE for your establishment or group.

Name Date Link
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Pupil Premium Recipients Uploads Instructions

To gt started, you will need a Pupil Premium
Uploads © Add download file from the Get Information about
Pupils (GIAP) website.
Wed, 09 Sep 2020,21:44 Completed
1f you already have the fl,click Add to upload
it

If you do not have a file to upload

Using Get Information about Pupils:
Download:

* Loginto Get Information about Pupils.
(GIAP).

= On the GIAP Pupil Premium menu,
select Download.

« Download the DFE CSV file to a secure
folder.

Using Get Information about Pupils Search

« Click the Show UPN List button below
and copy the list of UPNS to your
clipboard.

* Loginto Get Information about Pupils.
(GIAP).

= On the GIAP Pupil Premium menu,
select Search.

= Paste the UPN list to generate the DFE
CSV file, then download this to a
secure folder.

Show UPN
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Pupil Premium Recipients Upload Summary
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To copy the UPNs from the list below.

« Right click the on the list below and click Select AL
« Right click the on the selected area click Copy

The selected UPNs will be added to your clipboard and correctly formatted to be pasted
into the Key to Success (KS) website.

P207000016269
A207000016270
P207000016271
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6207000016274
K207000016276
2207000016277
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Information

Pupil Premium Recipients file should be in XLS or XLSX or CSV formats - these files will
end in xls or xlsx or .esv.

Pupil Premium Recipients file @ | x!s or xlsx or csv | Brows

=
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Get information about pupils
(GIAP)

'Get information about pupils' (formally known as 'Key to
Success') allows you to search the National Pupil Database
to retrieve data for your school, academy, further education
college, academy trust or local authority.

How to use GIAP

Local authorities, academy trusts, academies, schools and colleges can:

search and download assessment (or SEN data for colleges) and pupil
premium data using one or bulk UPNs

search for pupils using name, date of birth or gender to find assessment (or
SEN data for colleges) and pupil premium data

* save searches to 'My pupil list"
* access pre-prepared downloads for your organisation or establishment

The advanced search is monitored and should only be used to obtain
prospective pupil data when a UPN is not available. You will only be able
to view appropriate data for your establishment or organisation

A user guide is available

Nationaland LA level data are available from
www.gov.uk/government/organisations/department-for-
education/about/statisti
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Get information about pupils: system
consent

Iconfirm that | have read and understood the terms and conditions for the use of the GIAP system
Iconfirm that il use the GIAP system solely for the purposes stated within the GIAP terms and conditions
Iunderstand that all my actions within the GIAP system are logged and can be retrieved by DIE

Iconfirm that 1ill oy use the non-UPN advanced search for pupils who have eitherjoined, o are going o join my
local authority / academy trust / establishment. | understand that al such searches are logged

Forfullterms of use, please use the link n the footer below.

Ne:




