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If you require assistance on the installation 
or upgrading of Caspa, please contact 
Capita helpdesk on 01604 824999 

 
 

If you require assistance on the use and 
analysing of data within Caspa, please 

contact IMRS via e-mail stipulating Caspa 
as the subject. 

IMRS@Northamptonshire.gov.uk 
 
 

If you require any further assistance 
regarding the use of Caspa, the HELP 

menus contain many useful documents for 
your reference. 

 
 

Wherever you are in Caspa you can 
choose the F1 key to display on line help. 
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Message from the Caspa team 

 

Early in the autumn term we will publish the latest CASPA comparative data set for use with 
the CASPA 2012 release.  This will give you the most up-to-date and comprehensive 
benchmarks over the greatest range of ages and abilities for you to use in your schools.  As 
ever, the key to this is the submission this summer of CASPA data from every one of your 
schools.  We know that CASPA's data set is already a significant size, but the larger the data 
set, the richer the analysis that users can carry out and the more options there are for adding 
new features to CASPA so it benefits all users.  This data collection, which needs to be 
planned in advance, is genuinely easy, and we are here to support you whenever required.  
And a quick word of reassurance to anyone new to this process and concerned about data 
security; the data returned to us is fully anonymised so personal details are not included. 
  
So, what do I need to do right now? 
  
Firstly we need to check that we are emailing the right person about the data collection; if you 
are the correct person, please drop us an email back again to confirm this.  If someone else 
will be dealing with this, would you advise us of the contact details of the person we should 
be in touch with, so that they can get any support they might need. 
  
The second reason for contacting you now is to let you know the deadline for this summer's 
data collection.  We need your data by the last day of the summer term, and although we 
realize this varies slightly across the country, experience tells us this is the best way to set 
the deadline as it gives you the maximum time possible.  Please consider making plans now 
for collecting the data from your schools if you have not already done so, including the date 
by which you want to tell your schools to send the data to you. 
  
And how will it work? 
  
We've improved and simplified the process of exporting data from schools in the very 
latest CASPA update and this is described on the following web page School export to LA.  
How to collect the data in the LA module and submit anonymised data to us is also 
described, in a separate page on our website LA export to SGA. 
  
If you have any queries at this stage please don't hesitate to pick up the phone and talk with 
us (01590 689590), or drop us an email via support@sgasystems.co.uk.  
  
We look forward to working together to create the best possible CASPA comparative data set 
for the benefit of all users next year! 
  
Regards, 
  
The CASPA Team 
 
 
 
 

https://cwa.capita.co.uk/exchweb/bin/,DanaInfo=owa.capita.zone+redir.asp?URL=http://www.sgasystems.co.uk/caspa/Support/exporttola.htm
https://cwa.capita.co.uk/exchweb/bin/,DanaInfo=owa.capita.zone+redir.asp?URL=http://www.sgasystems.co.uk/caspa/Support/laexporttosgasystems.htm
mailto:support@sgasystems.co.uk
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01  
Upgrading to Caspa 2011 (Existing 
users)  
 

 
An e-mail was sent from Northamptonshire County Council to all schools advising them that 
the new 2011 version of Caspa is now available for either upgrading from Caspa 2010 or 
installing from new.   
 
As most schools will already have Caspa installed this first section covers the upgrade from 
Caspa 2010.  Installing Caspa for the first time is covered in Section 8 on Page 32. 

 

Log into Caspa with the System Manager user name and password. 
 
It is important that the current data is exported to the Local Authority (LA) in order to roll the 
pupil data forward prior to upgrading to Caspa 2011.  For further instructions on this routine 
please refer to the Caspa documentation. 
 
 
Caspa 2010 will run an automatic check for updates routine the first time you log in after the 
release has been made available.  You will see the following screens: 

  
 
 
 

Select Yes to update now. 
 
 
 
 
 

 
 
 
 
 

Caspa will check the current 
version. 
 
Click Check for updates. 
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Read through the message 
and click OK to proceed 
with the upgrade 
 
 
 
 

 
 

 
 

Read through the changes made to Caspa and 
click OK. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

The update will run. 
 
If the update does not run 
automatically, please refer 
to Appendix 1 on page 41. 
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A message warning you 
that Caspa will close down 
will be displayed.  Click OK 
 
 

 
 
 

If you have any saved 
mapping in the previous 
version of Caspa (2010).  
Click Yes.  You will then 
be asked to browse to the 
directory where Caspa 
resides. 

 
 
 

 
 

Click OK. 
 
Refer to 
appendix 2 on 
how to rename a 
shortcut 
 

 
 
 

 
 

 
Log into Caspa with the System Manager 
user name and password. 
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Click OK 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
Please read through the notes displayed 
and place a tick in the box to confirm that 
you have read the important information 
above. 
 
 
Click OK. 
 
 
 
Read through the installation and first use 
instructions for guidance if necessary. 
 
 
 
 
 

 
 

If you need to create any additional users then please refer to the guidance on Page 39 - 
Creating Additional User Accounts. 
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02  Special Schools Pupil Export File 

Importing & Running Caspa 2011 Report in Sims 

Once you have completed your installation of Caspa, a report is available that will allow you 
to export your student population from SIMS into Caspa ï note: this report will export all 
students. This will need to be imported to SIMS and then run within SIMS which will create an 
export file for the population of Caspa. 
 

The Caspa installation process included a report for SIMS:  
Caspa Pupil Data 2011.RptDef 
This can be located in the folder containing Caspa, which you were advised to import to the 
SIMS folder. 

 
 
 
 
 
 
 

Open SIMS and follow the route: Reports | Import 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on Open.  Navigate to your 

N:\SIMS\CASPA Folder (N: denotes the 
Sims directory) and open the CASPAAPP 

folder and locate the CASPA report: 

Caspa Pupil Data 2011.RptDef 
 

With the report located and selected, 

click on Open. 

The report is preselected for import, the 

status is pending, select Import. 
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Select the route: Reports | Run Report 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

  

Once import is completed the Status 
will change to Imported.   
 

Select Close. 
 

You will be returned to the SIMS 
Home page. 

Expand Focus folder (by clicking on the + to 
the left).  Select the Student folder. 

Locate the Report: Caspa 
Pupil Data 2011. 
Double click with your mouse 
on the Report. 
This will run the report and 
may take some time, please 
be patient. 

You will receive a message informing 
you when the report has completed 
and the export file has been created. 
 
The created export file will be saved to 
your CASPA directory within SIMS. 
 

Click on OK to continue. 
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03  Schools with DSP Pupil Export File 
 

Preparing data within SIMS ï Creation of User Defined Group 

 

IMPORTANT NOTE:-  Prior to implementing any import and export routine it is 

important for schools to ensure security of pupil level data by adhering to a strict Data 
Protection policy. 
 

In order to simplify the process of exporting data to CASPA it would be useful to create a 
User Defined Group within Sims.net.  This should contain your DSP Pupils.  This pupil you 
include within this file will be used to populate Caspa. 
 
Login to Sims.net with your User id and Password 
 
Go to Focus | Groups | User Defined Groups 
 
 
 
Click on New from the Maintain 
User Defined Groups screen 
 
Complete the fields for:- 
 
Group Description = DSP 
Short Name = DSP 
Active Status = Active 
 
 
 
Click the browser to the 
right of Current Main 
Supervisor.  Click on 
Action and select Add 
Supervisor.  
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Click on Search to display the full list of 
Employees. 
 
Highlight the designated main supervisor and 
click OK 
 
 
 
Select an appropriate Supervisor Title 
and click OK. 
 
 
 
 
Repeat the process of assigning all relevant supervisors of this group.  Please note 
however, that only one main supervisor is permissible. 
 
 
The next process is to assign pupils/students to the group.   
 
 
 
From the membership section ensure you 
have the correct academic year displayed 
and the relevant dates for the membership of 
each pupil/student.   
 
 
 
 
 
 
For example; 
 
a pupil/student who is selected at the start of 
the academic year the Whole Year button 
would be selected. 
 
a pupil/student who joins during the 
academic year the Custom dates button 
would be selected and the dates changed to 
reflect the start date. 
 
When your choice has been made select OK. 
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Select Action | Add Member from the Membership section.  This will open a membership 
selection screen. 
 
 
 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

From the Group Type drop down menu choose SEN Status.  

Select the Look Up, click on Search 
and a table of SEN groups will be 
displayed. 
 

 
 
Select the group of students you wish 
and click on OK. 

With your SEN Group in the search 

criteria, select Search. 
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A list of students meeting the search criteria will 
be displayed. 
 
They can be selected by holding down your Crtl 
key and clicking on the name with your mouse. 
Make your selection and click on OK. 
Other students can be selected in the same way 
from your different SEN Status groups. 
 
 
 

 
 

 

 

 

 

 

 

 

 

 

  

Once all your required students have 
been chosen, select Save. 
Your User Defined Group has been 
created. 
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Importing & Running CASPA 2011 Report in Sims 
 

Once you have completed your installation of Caspa, a report will be available on the Capita 
ESS website at www.capitaess.co.uk  and selecting Northamptonshire (928) from the local 
authority drop down box located at the top of the screen. This will allow you to export your 
User Defined Group containing your DSP pupils from SIMS into Caspa ï note: this report will 
only export pupils already defined in a User Defined Group named DSP. This will need to be 
imported into SIMS and then run within SIMS which will create an export file for the 
population of Caspa. 
 
Warning: If you use the Caspa supplied report, this will export every pupil in your school.  
You are therefore advised to use the report named below. 
 
Save the report Caspa Pupil Data (Filtered for UDG) 2011.RptDef to a suitable area of your 
network or computer. 
 

 
 
 
 
 
 
 
 
 

Open SIMS and follow the route: Reports | Import 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
  

Click on Open.  Navigate to where you 
downloaded the report: 
 
Caspa Pupil Data (Filtered for UDG) 

2011.RptDef 

With the report located and selected, 

click on Open. 

http://www.capitaess.co.uk/
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Select the route: Reports | Run 
 

 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 

 

The report is preselected for import, the 

status is Pending, select Import. 

Once imported the Status will display 
Imported.  Select Close. 
 
You will be returned to the SIMS 
Home page. 

Expand Focus folder (by clicking on the + to 

the left).  Select the Student folder. 

Locate the Report: Caspa Pupil 
Data (Filtered for UDG) 2011. 
Double click with your mouse on 
the Report . 
This will run the report and may 
take some time, please be patient. 

You will receive a message informing 
you when the report has completed 
and your export file created. 
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04  Population of Caspa from SIMS 
 

Population of Caspa with Pupil Data from Sims ï New Installation 

 
Open Caspa. 
 

 

 
 
 
 
 
 

 
 
 

 
 

 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 

Select the route:  
File | Import pupil data from 

SIMS.net export file.  

You will receive a message informing you that you need exclusive use of CASPA and 
to confirm that this is the case.  When/If you have exclusive use, select Yes. 
The import will commence, this may take some time, please be patient. 

You are advised that a report has been generated containing the data that will be 
imported to CASPA.  Check the report to ensure that it contains details of the pupils 
who you wish to be imported into CASPA. 
Select OK. 

Click Yes to confirm your data is ready to import. 
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The report can be printed off. 
When you are happy to proceed 

select Close. 

Select Yes. 
The import will continue and 
will take some time to 
complete. 

You will receive a message when the import from SIMS has completed.  A report 
listing the pupils will be displayed, use this to check that the correct number of pupils 
has imported.  Select OK. 

You can print the produced report if required then Close it. 

Select Yes to confirm the 
import. 
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CASPA is now ready for entering data.  Select OK. 

Select Yes to review the list of 
pupils. 

This screen allows you to select 
who you wish to Assess in CASPA, 
it will include all pupils who were 
exported from SIMS. 
Use the Asses? column to make 
individual selections and select 
OK.  Or you can select all Pupils 
by selecting the appropriate button 
ï if you choose this option you will 
be asked to confirm your choice. 

You will be asked if you wish to print of data recording/checking sheets, if you wish 

to select Yes, if you donôt select No. 
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CASPA is now ready for 
use. 

Click on OK to continue 
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Population of Caspa with Pupil Data from Sims ï Existing Installation 

 
 
Open Caspa. 
 
 

 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
As you are refreshing the data in Caspa you are likely to receive a message SIMILAR to the 
one shown below: 
 

  

Select the route:  
File | Refresh pupil data from 

SIMS.net export file.  

You will receive a message informing you that you need exclusive use of CASPA 
and to confirm that this is the case.  When/If you have exclusive use, select Yes. 
The import will commence, this may take some time, please be patient. 

Click Yes to confirm your data is ready to import. 
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This message relates to the addition or updating of student records.   

 

Click on OK to continue to see further information about the affected pupils (an example is 
shown below): 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This report will list student additions or updates.  The report can be printed.  Click on Close 
to continue. 
 

 

 

 

 

 

 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 

As long as the messages on the previous report were in relation to additional or 
updated students then you will be able to continue with the import.  Click on Yes 
to continue. 

You are advised that a report has been generated containing the data that 
will be imported to CASPA.  Check the report to ensure that it contains 
details of the pupils who you wish to be imported into CASPA. 
Select OK. 
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The report can be printed off. 
When you are happy to proceed 

select Close. 

Select Yes and the import will 
continue. 

You will receive a message when the import from SIMS has completed.  A report 
listing the pupils will be displayed, use this to check that the correct number of pupils 
has imported.  Select OK. 

You can print the produced report if required then Close it. 

Select Yes to confirm the 
import. 
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You will be returned to the Report and Graph for groups of pupils screen.  Click Close to 
continue. 
  

Click on Report to check which 
pupils have been included for 
Caspa assessments and which 
have not. 
 
Addional pupils can be added in 
later screens. 

The report can be printed off. 
When you are happy to proceed 

select Close. 
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Select Yes to review the list of 
pupils. 

This screen allows you to select 
who you wish to Assess in CASPA, 
it will include all pupils who were 
exported from SIMS. 
Use the Asses? column to make 
individual selections and select 
OK.  Or you can select all Pupils 
by selecting the appropriate button 
ï if you choose this option you will 
be asked to confirm your choice. 

You will be asked if you wish to print of data recording/checking sheets, if you wish 
to select Yes, if you donôt select No.  (If you select Yes you will be taken to a screen 
similar to the one shown above to select which students you require these for). 

CASPA is now ready for use. 

Click on OK to continue 
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05  Exporting Result Data from 
Assessment to Caspa 

 

It is possible to export assessment data from SIMS into Caspa.  This will, depending on the 
SIMS aspects used to store PScale data, involve mapping results to the Caspa equivalent. 
For example: if you have a pupil defined in SIMS Assessment as a P4, in Caspa you will 
need to determine if that P4 is a P4.0, P4.2, P4.4, P4.6 or P4.8. The same process would be 
required for National Curriculum level; you would need to determine if level 2A is 2A.0, 2A.2, 
2A.4 and so on. 
 
Depending on the numbers of pupils that you have populated Caspa with this could be a 
lengthy process. 
 
You will also need to be aware of the SIMS Aspects involved and where the data is stored in 
SIMS Assessment which you wish to transfer into Caspa. 
 
If you wish to undertake this routine, you should follow the guidance supplied in Caspa, 
select route: Help | Guidance Notes | Import results or targets from SIMS Assessment 
Manager 7. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
If you require any further assistance regarding the use of Caspa then the Help menus contain 
many useful documents for your reference.
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06  Export Caspa Data for Transfer to 
NCC 

 

Northamptonshire County Council has requested that you transfer your Caspa assessments 
to them by: Monday 12th July 2011.  Data to be be returned using AVCO. 
 
Once you have entered Caspa data for your pupils, you can complete your Caspa data return 
by exporting your Caspa data for analysis by your LA. 
 
In order to ensure that the analysis and reporting of Caspa data remains consistent, and that 
you do not inadvertently change results, data entry facilities for assessment results will be 
locked once you have made your return of Caspa data to your LA. It is therefore vital that you 
ensure your data is correct and complete before creating your data return.  
 
Select the route: 
 
File | Export assessment data | Export Caspa data for transfer to LA 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
Prior to exporting data, a full validation of all the data held in Caspa will be carried out.  
You may be presented with details on your pupils and be asked to confirm if this is correct. If 
any errors are found, the export process will be aborted and an error window showing each 
of the types of error found will be displayed. If incomplete Caspa data is found, a warning will 
be given. As long as no other errors are found, you will still be able to continue with the 
export process.  
 

You will be advised that exclusive use of CASPA is required and asked to 

confirm that this is the case. Select Yes when you have exclusive use.  
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To preview an error or warning report, either highlight the report you require in the list of 
errors and then press the View selected report button, or double-click the report you require. 
Once your data is complete and correct, please try exporting again.   Items in the report 
marked INFO are for information only and you can continue with the export; select Continue 
to carry on. 
 
Please note that if you have enabled Caspa's feature for the automatic generation of 
suggested targets, you will not be able to export target data until all targets have been 
verified as being appropriate for your pupils; for further information, please refer to either 
Caspa's help system or to the guidance notes regarding generating automatic target 
suggestions. If you are not in a position to complete verification of your targets, you can 
exclude target values from your return of data to your LA by running the menu option 
Options | Caspa configuration options and temporarily de-selecting the options to 
'Maintain and display target data for...' each year available. This will allow you to make a 
return of data to your LA, after which you can reselect the option to maintain targets for each 
year required. Please note that this menu option is available only to users with appropriate 
privileges.  
 

  
 
If no errors are found, a report showing the data that will be included in your return of Caspa 
data to your LA will be displayed. Please check this report carefully to ensure that all data is 
correct and that you have entered all the assessment results you intend to. 
 
Click on Close at the top of the report to continue. 
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Once you confirm that the data to be exported is correct, you will be asked to confirm that 
you understand that data entry facilities for assessment results will be locked if you proceed 
to creating the data return file for your LA. If you confirm that you wish to proceed, an LA 
export file will be created. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The export file name will be in the form LEASSSS_LEALLLL_CaspaDATA.ZIP, where LEA 
represents your three-digit LEA number and SSSS represents your 4-digit DCSF number, 
and the file will be created in the Outbox sub-directory below your Caspa installation 
directory. This file will be sent to the Local Authority using AVCO and further instructions for 
this will be sent to school prior to the deadline for the return of data. 
 
 
Click on OK to continue. 
 

 
 
A report will be sent to the printer.  Click on OK. 
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07  Exporting Data from Caspa to SIMS 
Assessment 

 

To avoid, where possible, the re-keying of data from one system to another Caspa supports 
the transfer of data from Caspa to other systems (exporting data) including SIMS 
Assessment.   
 
To support the different requirements, Caspa has the ability to export for the following 
purposes via the menu option File | Export assessment data: 
 

 
 
 
 
 
 
 
 
 
 

 
For SIMS users: 
Export full historic data to SIMS.net Assessment Manager 7 (where Caspa is configured for 
use with SIMS.net). 
Export 'End of Key Stage results' to SIMS.net Assessment Manager 7 (where Caspa is 
configured for use with SIMS.net). 
 
Export full historic Caspa data to Assessment Manager XML file: 
Once you have entered Caspa assessment data for your pupils, you can export this data, along with 
any historic Caspa assessment results for your pupils, to an Assessment Manager XML results file for 
import into Assessment Manager 7. This option will only be available to users who have indicated that 
SIMS is their school management information system. 
 
Data exported via this routine will include all results and targets recorded in Caspa; data will be 
exported for all subjects and will include sub-divisions of outcome levels. These items of data will be 
recorded in Assessment Manager 7 using a set of aspect and gradeset definitions that are specific to 
Caspa. If you wish to export just End of Key Stage assessment data for transfer to Assessment 
Manager 7 for the purpose of assisting with gathering information for statutory data returns, please 
refer to the next section 'Export End of Key Stage results to Assessment Manager 7 results file'. 
 
The export of data from Caspa to Assessment Manager 7 does not make use of result sets; results 
are exported as dated results, based on the date of export, and therefore subsequent exports from 
Caspa and imports into Assessment Manager 7 will allow a series of dated snapshots of attainment to 
be built up in Assessment Manager 7 to facilitate tracking within an academic year. 
 
Prior to exporting data, a full validation of all the data held in Caspa will be carried out. If any errors 
are found, the export process will be aborted, and an error window showing each of the types of error 
found will be displayed. If incomplete Caspa data is found, a warning will be given. As long as no 
other errors are found, you will still be able to continue with the export process. To preview an error or 
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warning report, either highlight the report you require in the list of errors and then press the View 
selected report button, or double click the report you require. Once your data is complete and correct, 
please try exporting again. 
 
Please note that if you have enabled Caspa's feature for the automatic generation of suggested 
targets, you will not be able to export target data until all targets have been verified as being 
appropriate for your pupils; for further information, please refer to either Caspa's help system or to the 
guidance notes regarding generating automatic target suggestions. If you are not in a position to 
complete verification of your targets, you can exclude target values from your export of data by 
running the menu option Options |Caspa configuration options. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After exporting your data you can reselect the option to maintain targets for each year required. 
Please note that this menu option is available only to users with appropriate privileges. 
 
Once removed, select the route:  
File | Export assessment data | Export full historic Caspa data to Assessment Manager 7 
results file 
 

 
 
 
 
 
 
 
 
 

 
 
You will require exclusive use of Caspa to create the export file. 
 
 

 
Remove the 
appropriate ticks. 
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Caspa assessment data will be exported to a file named beginning RES_Caspa_Data_2011*.XML, 
which will be created in the 'Saved reports' sub-directory below the Caspa installation directory. The 
name and location of the XML export file will be confirmed on completion of the export. *(the file name 
will also contain the date of the generated file). 
 
In order to import this file into Assessment Manager 7, please run the SIMS .net menu option 
Routines |Data in | Assessment | Import.  
 

 
 
Select to import Results and follow the import Wizard. 
 
During the import routine in SIMS Assessment you are 
asked to select the Aspects you wish to import, choose 
what is appropriate to the data you are transferring. 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You will also have to match your pupils from Caspa with the pupils within SIMS for the export/import 
routines to work. 
 
 
Export End of Key Stage results to Assessment Manager 7 results file: 
 
To assist you with the gathering of the information required to complete your statutory return of End of 
Key Stage Teacher Assessments, and to avoid the need to key similar data into both Caspa and the 
Assessment Manager Key Stage Wizards, assessment data that you have entered into Caspa for 
pupils in NC Years 2, 6 and 9 can be exported from Caspa to an Assessment Manager XML results 
file for subsequent import into Assessment Manager 7. This option will only be available to users who 
have indicated that SIMS is their 
school MIS. 
 
During the export process, Caspa will convert the assessment results recorded in Caspa into the 
format required for import into the Assessment Manager Key Stage Wizards and will, as far as 
possible, ensure that the cross-validation requirements between assessments at National Curriculum 
levels and P Scales are complied with. 
 


































