
Before you get started, please have to hand your Username (your school’s Roll 
Number) and an up to date PIN & Password. If you do need assistance with this, 
please call the School Return Helpline (1890 36 36 66).

Step       Logging On
Log on to the School Returns website: www.schoolreturn.ie (Fig 1.1). Enter your Username (Your School’s 
Roll No) followed by your Pin & Password.
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Step       Working with Student Manager
Once you have entered your PIN & Password you will be directed to the page below (Fig 2.1).

		

You now need to ensure that the Student Manager section for your school is up to date. Only students that have 
previously been reported to the Child & Family Agency will be listed on the Student Manager so you will need to 
add any students on your list but not listed in the Student Manager. 

     �It is imperative that you check who has been entered in order to avoid student duplication. 

If you have no students to report please go to Step     .

Reviewing the Student Manager

To review the Student Manager i.e. those already listed on the system, select Find A Student, underneath the 
Student Manager on the Home Page (Fig 2.2). 
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 When you select Find A Student, you will be brought to this page (Fig 2.3). To review your student listed, please 
select All Classes.

		

You will then be brought to the following page (Fig 2.4). All students who have been reported by your school in 
the past will be included in this list – you can filter this list by class by selecting the appropriate class tab.

		         

      �Remember, you can edit an existing student at anytime by clicking on their surname. Their details will 
come up and by clicking on Update Details in the bottom left hand side, you will now be able to update 
the student’s details, e.g. Class, Date of Birth, Address etc.

Fig 2.4

Fig 2.3
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Adding students to the Student Manager

When you have reviewed the student lists, and know which students need to be added to the Student Manager, 
return to the Home Page (Click on the TUSLA Logo). Click Add A Student underneath Student Manager 
(Fig 2.1). You will then be brought to this page (Fig 2.5).

		
Repeat this process for each student that you wish to save to the Student Manager. 

Fig 2.5
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3Step       Completing your Return 
When you have entered all the relevant student’s details on the Student Manager you are now ready to start 
your Return! Click on the TUSLA Logo on the top left hand side, you will be automatically returned to the 
Homepage (see Fig 3.1). 

On the Homepage look for the table called Your Returns. This table will show which Returns have been submitted 
and which are outstanding, as well as showing all the dates the Returns are due. To start working on the relevant 
Return, just double click on the Report Period. 

		

You will then be brought to the Return screen (Fig 3.2). 

      �If you have no students to report i.e. a NIL RETURN, just click on Finish when you open the Return. 

To add the relevant students to the Return, click on Add More Students:

		

Fig 3.1
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You will be brought to a new screen with the list of students that are saved in the Student Manager (see Fig 3.3). 
To select the students you wish to report in this Return, tick the box to the left of their name. When all relevant 
students are selected, click Add Selected to Return.

		

These students will then be added to the Return and you will automatically be brought back to the Return Screen 
(see Fig 3.4). You can now enter the student’s absence details in the categories. 

      �Please note that the total will only update once you have saved or submitted the Return but not before. 
Also note that the Returns are always cumulative from the start of the school year. Therefore when 
updating student’s absences ensure that the figures in the categories are the same or greater than 
the previous Returns for that year.

		

If you wish to complete at a later stage, click on Save for Later. To edit the Return later, click on the TUSLA logo 
which brings you back to the Home Page and select the relevant Return again. When finished, click on Finished 
and follow the instructions to complete your submission.

     �Remember to save your work regularly (the system will automatically log you out if left idle for 
over 15 minutes). 

If you have any further queries please refer to the FAQs document at www.schoolreturn.ie, or contact the School 
Returns Helpline (1890 36 36 66), or email: school.return@tusla.ie.
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