
RM Integris - How to create a Web Service user 
Step 1: Add a staff member  

1. Log on to RM Integris as an administrator user.  
2. Select General, Staff Details.  
3. Click the Add icon.  
4. In the 'Add Staff - Personal' window, enter Surname, First Name, Date of Birth, 

Joining & Leaving date and SWF Census Category, as highlighted in the image 
below.  The dates have been selected so that there is no chance for the new staff 
user to be picked up in any future School Workforce Census (SWF) 
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5. Click Save. Click Yes for the 'You have not specified a Staff Code' prompt. The new 
staff record will then be saved. 

 
Step 2: Create a new role (If you already have a VLE role then please move to step 3) 

1. Select Modules, System Management, Define User Roles.  
2. Check the current list of roles available, if there is already a VLE role then please 

move to step 3.  Hint: Roles are shown in alphabetical order 
3. Click the Add icon.  
4. In the Add Role window, in the Role tab, fill in the Role Name and Description fields, 

as shown in the image below.  
5. Tick the Active box. 
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4. Click the Assign Privileges tab.  
5. From the Modules drop-down menu, select CORE.  
6. In the Sub Modules section, select SCHOOL.  
7. In the Functions section, select SCH_Q_SchoolView.  
8. In the centre pane, under Assigning Roles, click the Add button. SCH_Q_SchoolView 

should now appear in the Assigned Functions list.  
9. Click Save.  
10. You will be returned to the Define User Roles screen.  
11. Click Close. 
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Step 3: Create a new user account 

1. Select Modules, System Management and User Management.  
2. Click the Add User icon.  
3. Click the magnifying glass (search) icon to the right of the Staff Member field and find 

the staff member created earlier by entering the surname you used in the 
'Surname/Ref No:' field and click Find.  

4. Select the staff member and then click Select. You will be returned to the Add User 
screen.  

5. In the User ID field, enter a userID in the form <Name><NNNN>, where <NNNN> is 
your schools DCSF number, e.g. WebServices6019.  

6. Tick the Web Services box (this enables the web service access for this user 
account). 
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7. Click the Roles tab and assign the Role you created earlier (in this example, VLE) 
using the Add button. The role should now appear in the Assigned Roles list.  

8. Click Save to save the user configuration. 
9. Make a note of the user id you have created. 
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Step 4: Changing the password of the user 

As the user will have been created with the basic password, we advise to change the 
password for security: 

1. Log out of your current RM Integris session.  
2. Log on as the WebServices user you created with the password you entered.  
3. You will then be prompted to change the password.  
4. In the Old Password field, type the original password you entered.  
5. In the New Password field, enter the new password.  
6. In the Confirm New Password field, re-enter the same password.  
7. Click OK.  
8. Log out of RM Integris and make a note of the new password.  
9. Now log back into RM Integris with the webservices user and new password to test it. 
10. You will now need to provide these details to the third party who is setting up the 

integration of RM Integris with their product. 
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