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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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01  
Upgrading to Caspa 2012 (Existing 
users)  
 

 
An e-mail was sent from Northamptonshire County Council to all schools advising them that 
the new 2012 version of Caspa is now available for upgrading from Caspa 2011. 
 
 
Log into Caspa with the System Manager user name and password. 
 
Caspa 2011 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. 
 
 
 
 
 
 
 
 

 
 
 

 
 
 

Read through the message 
and click OK to proceed 
with the upgrade 
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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 23 
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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 (2011).  
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 if necessary. 
 

 
 

 
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 appropriate guidance notes 
supplied by Caspa 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 2012 Report in Sims 

Once you have completed your installation of Caspa, a report is available that will allow you 
to export the 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/upgrade process included a report for SIMS:  Caspa Pupil Data 
2012.RptDef 
This can be located in the folder where Caspa was installed.  E.g. S:\SGASystems\CASPA. 
 
IF YOU ARE UNABLE TO LOCATE THE ABOVE FILE ON YOUR SYSTEM, IT WILL BE 
AVAILABLE TO DOWNLOAD FROM 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. 
 
 

 
 
 
 
 
 
 

Open SIMS and follow the route: Reports | Import 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Click Open.  Navigate to your 

N:\XXX\CASPA Folder (N: denotes the 
drive where Caspa was installed and 
XXX denotes the directory) open the 

CASPA folder and locate the CASPA report: 

Caspa Pupil Data 2012.RptDef 
 

With the report located and selected, 

click on Open. 

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

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 

The report is preselected for import, the 

status is pending, select Import. 

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 2012. 
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.   
 

If you used this process last year, a DSP group may already exist 
within Focus/Groups/User Defined Groups.  If so follow the steps 
to update members of the group on page 12.    
 
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 current 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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Update Members of the group 
 
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 2012 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) 2012.RptDef ,to a suitable area on 
your network or computer. 
 

 
 
 
 
 
 
 
 
 

Open SIMS and follow the route: Reports | Import 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
  

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

2012.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) 2012. 
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 that the report has been saved and 
your export file created. 
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Population of Caspa with Pupil Data from Sims  

 
 
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. 



   Caspa 2012 

Schools with DSP Pupil Export File  19 

 

 
 

 
 
 
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. 
 
Additional 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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Creating Additional User Accounts 

 
To create additional accounts go to:  
 
Admin | Maintain Caspa user accounts for this installation. 
 

 
 
 
Enter YOUR User Name and Password and 
select OK. 
 
 
 

 
 
 
 
 
 
 
 
 
 
Select Add User. 
 
 

 
 
 
Fill in required Information and select OK. 
 
 
 
 
 
Note down the óuse onceô password, then tick to 
confirm and select OK. 
 

 
 
 
 
 
 
 
The new user will then appear in the list of user 
accounts. 
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The new user will then be able to log into Caspa inserting their 
User Name and ñUse Onceò Password. 
 
 
 
 
 
 

 

 
They will be advised that they must 
now create a permanent password. 
 
Select OK. 
 
 

 
 
 
Create and confirm a new password. 
 
Select OK. 
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A1 Manual upgrade 
 

 
 
 
If you receive this message, 
please click Cancel 
 
 
 
 
 
 
 

 
 
 
 
 
Click on Launch web browser 
for manual download of 
updates 
 
 
 
 
 
 
 
 
 

 
 
 
 
Select OK to launch web 
browser 
 
 
 
 
Check the installation 
directory displayed is correct 
and select Yes to manually 
update Caspa. 
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Click OK to continue, 
only if you are happy 
to close Caspa.  
Otherwise, select 
Cancel. 
 
 

 
 

Read through the upgrade notes and scroll down 
to the section entitled Download and installation 
instructions. 
 
 
Within the section ñRenamed self-extracting 
archive click the hyperlink CaspaUpdate1100.ex!  
 
 
 
 

 
 
 

 
 
 
 
Select Save 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Rename the file name to read:- 
 
CaspaUpdate1100.exe 
 
 
Click Save 
 
 

 
 
 








