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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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Upgrading to Caspa 2012 (Existing

An e-mail was sent from Northamptonshire County Council to all schools advising them that
the new 2012 version of Caspa is how 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:

Confirm ﬁ

CASPA has detected that a check for updates is due.

Do you wish to check for updates now?

(e (%]

Check for updates...

x]

Current Werzion

casna 2"11 Current version; 1.1.3.3

’ Set proxy infarmation l I Check for updates l

|pdate progress

[ ]

’ Launch web brawszer for manual download of updates l

Confirm @

@>% CASPA is about to connect to the Intemet in order to check whether an update for this system is available. If you are
¥ running a firewall or other Internet security package, you may receive a warning that this program, Caspa.exe, is
attempting to connect to the Internet; if you receive such a warning, please allow the connection to take place.

If you permanently block connections from this software, you will not be able to downlead automatic updates until you
manually remove the download block from your Internet security package.

To proceed, click 'OK".

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

Upgrading to Caspa 2012 (Existing users)
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CASPY releaze 1.2.01

B I B O

Applying the verzsion 1.2.0.1 update of CASPA to your CASPA
inztallation will:

- update pour CASPA installation to +1.2.0.1

- for School Module installations of CASPA 2011, enable
all features for the 2011/2012 academic year and update
wour CASPY installation to CASPS 2012,

The werzion 1.2.0.1 update can only be applied where the
current CASPA version iz 1.7.0.0 or above.

Uparading to CASPA w1252 from CASPA w1.1.%.% delivers a
nurmber of significant enhancements, including the following:

* updated comparative data taking account of Summer 2011
data returnz

* new analyziz features for the LA Module of CASPA

Check for updates...

Current YWerzion

casna 2“11 Current version: 1.1.3.3

Read through the changes made
to Caspa and click OK.

X

’ Set prowy information ] I Check. for updates

|lpdate progress

[

’ Launch web browser for manual download of updates

The update will run.

If the update does not run
automatically, please refer to
Appendix 1 on page 23

Upgrading to Caspa 2012 (Existing users)
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T — A message warning you that Caspa
\i‘) CASPA 2011 vl now dlose to alow the appication to be updated. The updated version wil then automatically restart, will close down will be displayed.
Click OK

Ex= If you.ha\{e any savc_ad

— mapping in the previous

O e e T e e Chapgoto, o preadshestendyon | yersjon of Caspa (2011).
Click Yes. You will then

be asked to browse to the

directory where Caspa

— - = resides.

Confirm eR— p—

Do you wish to import previously-saved field and value mappings from CASPA 20097

Information E

i ] CASPA has been successfully updated ko version 1,2.0.1 and the updated version will now start,

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.

Comparlson and Analysns oj)

Special Pupil Attamment ; f

Bl © saasystems Limited@010 A f\

User Name:  SYSMAN

Password: eeeees|

[ Login J [ Cancel ]

Upgrading to Caspa 2012 (Existing users) 6
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Information R e =)

The comparative data included with CASPA is based on the analysis of anonymised data submitted by users of CASPA.
All user's of CASPA are urged to submit data for analysis, because the more data we have available for analysis, the wider
the range of analyses we can offer all users

In order to allow us to ensure updated comparative data is available to all users at the start of the Autumn term,
anonymised data for inclusion in the Autumn analysis needs to have been submitted to SGA Systems Ltd by the end of

the Summer term via your Local Authority. ( :Ilck OK

For instructions and deadlines for the expart of data from CASPA for transfer to your Local Authority, please refer to any
instructions provided by your Local Authority.

For help on exporting CASPA data for transfer to to your Local Authority, please press FL.

This message will display periodically during the second half of Summer term 2011 until an export of CASPA data for
transfer to your Local Authority has been carried out.

Thank you in advance for your co-operation in improving the quality of the information we can feed back to you

Welcome to CASPA 2012

A | Welcome to
|7‘\- casna 2“12 Please read through the notes displayed and place

a tick in the box to confirm that you have read
the important information above.

@ Stop - read this!!

I arder to fully enable CASPA 2012, pupil data in CASPA must be rolled CIICk O K -
forward to the academic year 2011/2012 uzing the menu option ‘File | Refresh
pupil data from SIMS. net export file'

‘wihen vou click 0K, CASPA will display the appropriate guidance note,
‘Transfering basic pupil data for SIMS uzers' which vou are strongly
recommended to print for reference; should you need to access the document
again in electronic form, it iz available via the menu option 'Help | Guidance

notes | Transfering basic pupil data for SIMS users'. Read through the approprlate gu|dance notes

If paw are not ready to roll pour pupil data in CASPA fonward ta the academic H H
year 201142012, you can access all of your existing data by running CASPA Su ppl | ed by Caspa If necessary-

202 az if it were CASPA 2011 using the menu option 'Options | Set CASPA

‘effective pear",
Trancberiog bas pupt duta for S ety Aot Reader S =
Far information on the new features in CASPA 2012, please see the topic \?G.Tﬁ:‘.‘ wm“* . *
"wihat's news in CASPA 2012" in the CASPA 2012 Help Spstem. E’@ Y=l il s i =i ues [ HDl o i T
- 2
(]

Comparison and Analysis of Special Pupil Attainment

Transferring basic pupil data from SIMS .net into CASPA

This provides g for the p for g basic pupil data into CASPA for schools
who are using SIMS .net.

Introduction:

For schoots who use SIMS .net, pupil records can be created and refreshed in CASPA by the import of data
exported from SIMS .net via a report that can be run within SIMS .net. In this way, CASPA can be kept up to
date to reflect changes to pupll data. new admissions. leavers and will also automatically detect the roli-
forward of SIMS .net to the new academic year.

For users of CASPA 2011 who update to CASPA 2012, CASPA will roll forward as a direct result of the import
of pupll data for the academic year 2011/2012. All puplii data will be updated such as year groups and
classes, and leavers and new admissions are accounted for. Also, as part of rolling forward, functionaiity in
CASPA updates, providing, for example. a new tab on the main data entry pages (menu option Data | CASPA
assessment data) for the 2011/2012 academic year and relevant data from summer term 2011, such as 2011
assessment results and targets for 2012, are brought forward as the starting point for the new academic year.

ansferring basic pupil data from SIMS .net into CASPA

If you need to create any additional users then please refer to the guidance on Page 39 -
Creating Additional User Accounts.

Upgrading to Caspa 2012 (Existing users) 7
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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 i 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.

Name B Date modified Type

B caspa 24/09/20101005  Application

] CASPA 29/10/20100941  Configuration S
= Caspa comparative data 15/09/20101221  Adobe Acrobat
|| Caspa Pupil Data 2011 RptDef 20/09/20101840  RPTDEF File
-i CASPA scoring scheme 16/09/2010 18:28 Adobe Acrobat

s Impert report(s) )l (=JE3
== e Click Open. Navigate to your
N:AXXX\CASPA Folder (N: denotes the

Descrpion Status [ Checkal )\
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.

- ort defir ~
[ s 14

Special Schools Pupil Export File 8
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g import repartis)

Import reports and ass ociated templates from an archive:

Al
!

Archivefile [RASIMS\CASPA\CASPA\Caspa Fupl Data 2011.RptDef

Descrption Status CheekAll
Caspa Pupil Data 2011 endin

9] Capa Pup pendng Clear Al

|

4 Import associated templates

—|

The report is preselected for import, the
status is pending, select Import.

Close.

k Import report(s) u_I_J‘:' 5], S
Importreports and associated templates from an archive
Archive file |RASIMS\CASPANCASPA\Caspa Pupil Data 2011.RptDef & Open
Description Status Check All

[C] Caspa Pupil Data 2011 Imported

o
&
=

[#l Import associated templates

=

Select the route: Reports | Run Report

Focus  Reports

@ Fea

Report Browse

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

fidow Help

G0 B BMBCER2SD BRB

1 Preview

Once import is completed the Status
will change to Imported.

Select Close.

You will be returned to the SIMS
Home page.

7

Locate the Report: Caspa
Pupil Data 2012.

Caspa Pupil Data 2011.xml has been created

i — e | Double click with your mouse
L revoudes Behaviour Report by Time Studert  Imported CES Reporting Services  02/02/2010
e = | Behaviour Repart by Type Studert  imported CES Reporting Services  02/08/2010 on the Re po rt.
s 5 s Student  imported CES Reporting Senvdces  02/08/2010 . .
o ( Suders iporcd CE3 Revoning Servces 000 This will run the report and
] Aspect ) .
\ may take some time, please
Gowp | OeSelasass Student - Resut by Date  Student  Importe: 4
71 Category Contact List with Main Telephone Number  Studert  Imported CES Reporting Seri b 1
Template Cultursl and Ethnic information Student Imported CES Reporting Services  02/08/2010 e patl e nt .
=] Gradesst Data Collection Shest Student  Imported CES Reporting Services  02/08/2010
Fesitset || Data Collection Shest - NI Student  Imported CES Reporting Services  02/08/2010
d L C L. L L. ) L o LoD, 02/00/2040
. . . . . .
SIMS .net b 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.

Special Schools Pupil Export File
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03 Schools with DSP Pupil Export File

Preparing data within SIMS 1 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

"5 SIMS .net: Green Abbey School

Focus  Reports  Routines  Tools  Window  Help

Click on New from the Maintain E ik - s B9 BWESM KBRS BEBE
User Defined Groups screen 5 @ - %0 BRENHBCESD0 BIGE

w Maintain User Defined Groups
|:| New Search Oper Delete Print mBrowse GNE}({ ﬁPre‘.'ious
Complete the fields for:- User Group Detals:

B Save HlUndo & Print
1 Group Details 2 Membership

Group Description = DSP

Short Name = DSP 1 Group Detaile
ACtIVG S‘t at us = ACtIVe Group Description DsP Active State Active -
Short Name DspP Current Main Superviser |

Motes |

. janage Group Supervisors (= [E [
Click the browser to the h“be —
right of Current Main Erecive e
Supervisor. Click on e
. Cursor Date ldemic Year  Academic Year 2010/2011 -
Action and select Add —
Supervisor. —R T TR

Remove Supervisor

n |Feb |Mar |Apr  |May |Jun |Jul Aug -

Schools with DSP Pupil Export File 10
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[ZH select person - - A )
Click on Search to display the full list of P
Employees. Sername N s B <
Highlight the designated main supervisor and e,
click OK __ Eove e o
mAddSupenfisor = | E] |

Select an appropriate Supervisor Title
and click OK.

Supervisor Details

Full Name

Supervisor Title

[Mrs Mina Asi |

st —

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.

User Group Details:
Esave Hundo &

1 Group Deils
Group Description

Short Name

Notes

Include in Discover

2 Membership
Effective Date Range
Cursor Day

Cursor Date

1 Group Details 2 Membership

Print

i Sprier [P AT

Active State Active -

O

01/01/0001

m Select Effective Date Range

5] |

=

Academic Year 20102011

(© Today to end of year {03/06/2011 - 31/08/2011}

Schools with DSP Pupil Export File
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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.
X Select Members n
=~ Select the Look Up, click on Search
B seareh .
- 7 and a table of SEN groups will be
— o [ Ve A (O] (] EreciveDse G displayed.
== e
Orton, Sarzh Female  School/Eaty Years A... B Groups Browse | () |
S st duhy bmerpion [ ]
Short Name Description
A School/Early Years Action
P School/Early Years Action+
s Statement
5 (Statement)
= ; :dem:yr\‘eed
3 v o g
4 LA Assessmer nt
(] Provision no longer needed
Q School Action + and Stat Assmnt
Select the group of students you wish
and click on OK.
With your SEN Group in the search
criteria, select Search.
ﬁ Sele /
H Search
Surname | Forename | | Rale
Group Type  SEN Status »  Group |Statement | Effective Date
Name Gender Current Group

Schools with DSP Pupil Export File
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b ==k A list of students meeting the search criteria will
HN el be displayed.
Surname Forename ] Role Student -
GrowpType  SEN Status +  Grow Effective Date .
o o They can be selected by holding down your Crtl
= R 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.
User Group Details:
=] Frint
1 Group Details 2 Membership J i
Once all your required students have
1 Group Details
N foive S setve . been chosen, select Save.
Stor e Corrrt Moin Supervsr Your User Defined Group has been
o created.
Include in Discover [
2 Membership
Effective Date Range Academic Year | Academic Year 2010/2011 -
Cursor Day
CursorDate
Ei_oem %;«mcn .
S Sep [Oct [Nov [Dec [uan TFeb [Mar [Apr [May [jun [Jul  [Aug [[-]
Abbey, Jimmy
Abbot, Claire
Abbot, Susan =
Able, Benjamin
Adair, Geoffrey

Schools with DSP Pupil Export File

13



SIMS| PROFESSIONAL
1 Services
= Caspa 2012

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 i 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.

€ Deskiop FEX
File Edit ‘Wiew Favorites Tools Help 1','
Q Back - </ U 2~ Search Falders mv
address |[B} Deskrop v . Go
Mame Size | Type Date Madified ~
File and Folder Tasks A1 | Bridgewater Leavers Template 35KE %ML Document 30/04/2010 10:11
L Caspa Pupil Data (Filkered for UDE) 2010.Rp... 9KE RPTDEF File 02/06/2010 14:59
Ijn Rename this File b=
iy - - |Classroomn_brochure_14920 2,266 KB Adobe Acrobat Doc...  03/09/2009 11:27
[ Move this File ] Caurse Management for Autumn 2009 Cens. .. 4,923 KB Microsoft PowerPai,.,  04/05/2009 18:33
[} Copy this file =l CRE Clearance and List 93,RotDef SKE RPTDEF File LI06/2007 14:35

Open SIMS and follow the route: Reports | Import

s |mport report(s)

e Click Open. Navigate to where you
downloaded the report:
Caspa Pupil Data (Filtered for UDG)
2012.RptDef
M Import associated templates Y
& Select report file to import e — ===
&3 )=[] « CunentProjects » CASPA » CASPAZOLL » Reports 42| [search 2|

Wy Organize ~ g28 Views ~ [ New Folder

. Name Date modif.. Type size
I Documents 1 Caspa upil Data (Filtered for UDG) 201,
B Deskiop Caspa Pupil Data (Filtered for UDG
. Type: RPTDEF File
%] Recent Places Dl \_
More » Date modified: 03/06/2011 11:28
Folders @ i h h | d d | d
With the report located and selected,
CASPA 2011 -
2011 integrated notes I k O
2011 school version of softwa click on pen .
2011 training version of softw
Misc
Reports
Castle Primarny =
Fie ame: v [Repon defintion (" FptDef)  ~

Schools with DSP Pupil Export File 14
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T
R import report™) (= [ |

Import reports and associated templates from an archive
prtive e (TSP i foge et i CASPAVCASPA 2ot Co] o J The report is preselected for import, the
et — = status is pending, select Import.

Caspa Pupil Data (Fittered for UDG) 2011 pending...

—

i Bl Import associated templates

ﬁlmpon L [N —
Import reports and associaled templates from an archive
Archive file [T:\Project _training logs\Curent Projects\CASPA\CASPA 2011\Reparts\Casp:| | &% Open
Description Siatus [.Checkaul |

[ Caspa Pupil Data {Filtered for UDG) 2011 Imported . . .
Once imported the Status will display
Imported. Select Close.

You will be returned to the SIMS
Home page.

i A Import associated templates

1

Select the route: Reports | Run

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

Focus  Reports  Routines  Tools L\/mr{ow %Elp i -
T - e B9 BRPEABRBER20D DR §
2, Preview B Run
Report Browse
J Locate the Report: Caspa Pupil
& Focus Name gy Cuper
Student -
Data (Filt df UDG) 2012
¥ g;:l = CasuPupdDa‘aZDﬂ - a a I ere Or .
Double click with your mouse on
Group Studert  Imported CES Rep 17/11/2008
Studs I d CES Re 02/06/2011
g:‘:j;i “ Stﬁd:: \:Ei::d CESR:E 02/06/2011 the Report .
Gradeset Student Imported CES Rep: 18/03/2011 . .
Resultsst - 7
B Sl This will run the report and may
Result 7 || Data Collection Sheet - NI Student Imported CES Reporting Services  02/06/2011

e take some time, please be patient.

SIMS .net ==

You will receive a message informing
Ci\Program Files\SIMS\SIMS .net\Caspa Pupil Data 2011 xml has been created you that the report has been Saved and
your export file created.

Schools with DSP Pupil Export File 15
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Population of Caspa with Pupil Data from Sims
Open Caspa.
Select the route: IFiIE Data Reports Options Admin System Tools Help
File | Refresh pupil data from |ff@ Refresh pupil data from SIMS.net export file ||
SIMS.net export file. f] Impert assessment data )
[[h Export assessment data b

Confirm

Click Yes to confirm your data is ready to import. L)

data Tor SIN5 use SINTS . NE ave I"IIqUE LIFII TuUmBbers,
Yes _

Confirm E|

This operation requires exclusive use of CASPA and will nok be able to be completed if there are other users currently running
e ] CASPA; if you proceed with this operation and CASPA detects other current users, a warning will be given.

Please confirm that you have prepared
' the document 'Transferring basic pupil

[tions given in

Are wou sure you wish to proceed with this operation and that there are no okher users currently running CASPAT

/L\ies | w |

\
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.

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

Warning

S5

Whilst 4 out of 6 eligible pupils in the data exported from SIMS .net can be exactly matched against pupil records in CASPA, there are pupil records in
& I . the data exported from 5IMS .net that cannot be exactly matched against records in CASPA,

A report will now be generated to allow you to either verify that these mismatches of pupil data between CASPA and your schoel MIS are correct and
reflect normal situations such as new admissions to your school, changes of UPN or changes to basic pupil data such as Surname, Forename, Gender or
Date of Birth, or to determine what course of action is required te allow your refresh of pupil data to complete.

Please check all sections of this report carefully te ensure that all pupils have been correctly matched based on UPN and Former UPM prior prior to

refreshing pupil data in CASPA,

Schools with DSP Pupil Export File 16
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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):

CASPA 2011
SIMS pupil data import UPN matching report
Section 2 - Pupils in SIMS .net with no match in CASPA

Section 2 of this report lists pupil records in the data exported from SIMS _niet that cannt definitively be matched, based on either UPN or Former UPN, against existing pupil
records in CASPA. Section 2 should be read in conjunction with Section 1 of this report, which lists existing pupil records in GASPA that cannot be definitively matched, based
on sither UPN or Former UPN. against pupil records in the data exported from SIMS net

Pupils may appear in Section 2 of this report for a number of reasons, as follows

- the pupil is a new admission to the schoal since pupil data in CASPA was last refreshed fom SIMS .net

- the pupil's UPN has been changed more than once in SIMS net since pupil data in CASPA was last refreshed fom SIMS net, so that neither the UPN nor the Former UPN in
SIMS net matches the UPH recorded in CASPA. If the same pupilis listed in Section 1 of this report, then the UPN and Farmer UPN in CASPA needs to be updated to match
the UPN in SIMS .net via the menu option Data | Advanced tasks | Edit Uniqus Pupil Numbers

- the pupil's existing UPH in CASPA has been reassigned to another pupil in SIMS .net and a new UPN assigned for this pupil in SIMS net ffthe same pupil is listed in the
“Pupil information recorded in CASPA' area of Section b of this repert, then the UPN and Former UPN in CASPA for this pupil needs to be updated to match the new UPN for this
pupil in SIMS _net via the menu option Data | Advanced tasks | Edit Unique Pupil Numbars before you allow this import or refresh of data to proceed.

Please review this section carefully to ensure that all data is correct.

Should you require further assistance, please contact Bob Payne, IMRS: Tel. 01604 237181, Email BPayne@northamptanshire gov. uk

uPN Former UPN  Surname Forename DoB Gender
820432108088 SADLER arizn AT M
830432108110 SAHOTA Katie 0Tz F

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.

[ Confirm \ I&

iy

You should only proceed with the import of pupil data from 5IMS .net if no issues were reported on the previous report.

Are you sure that the matching of pupil records in CASPA against pupil records in the data exported from SIMS .net was correct and that you wish to
proceed with importing this data?.

Information §|

y A report showing the data exparked From SIMS et that will be imported inko CASPA will now be displayed.

Please check this report carefully and werify that the data that has been exparted fram SIMS .net is correct.

=

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.

Schools with DSP Pupil Export File 17



SIMS| PROFESSIONAL
1 Services
= Caspa 2012

SIMS .net exported data raport X

B(EB « « » n &§ & @ [ oo d [ -
-x The report can be printed off.

When you are happy to proceed
CASPA 2010 select Close.

SIMS .net exported data report

This report lists the pupil data that has been exported fiom SIMS net which will be used to create or refresh pupil records within CASPA. Please note that the
‘OTH" cannot be used as the basis for comparison within CASPA, so any needs of type ‘OTH'wil be disregarded by CASPA.
Please check this report carefully to verify that it shows pupils curently on-rall plus any leavers during this academic year, and that all data is corect

Ifthe data shawn here is either incorrect or incomplete, please cancel this transfer of data to CASPA and make any necessary changes using SIMS .net. You wil then need to
make & new export of data from SIMS net to ensure that your changes are reflected in the exported data file before attempting to create or refiesh pupil data in CASPA again
Note: default values for the CASPA Degree of Leaming Diffculty and CASPA Other Cate gories of Need are set during the first creation of pupil records by import of data exported
fram SIMS. During any subsequent refreshes of CASPA pupil data, information in CASPA regarding the categories of need recorded in SIMS for schaol census purposes will be
updated, but the CASPA Degree of Leaming Dificulty and Other Categories of Need will not be updated, to avaid over-wiiting any manual changes you may have made to these
items when selecting the categaries of needs you feel indidual pupils at your school are best described by.

ne Date ot Date of oect SN In LA First  PLASC PLASC PLASC
Name Ver D i lewing Mo Sex birh itus FSI0 Carsy Bhmioty Lang  Need 1 Nesd? Nesd 3
ARON, Chiz WA ovmoron Wiz w o owmeans s ens
AeRON, L oA oo wies F o oweans vas eng
ASRON, Sophia WA ovmoron wies £ owmeans s ens
ABRAHA, dane R PmE cameraons wios F o tmsans vas eng
AcKTan, B s s cameraons wiow W weass eng
ACKTON, s s w0 cameraons wee o team eng
ACTON, Jortan o em sameraony woset w_iwsaod Eng

Select Yes and the import will
[ continue.

Do you wish to proceed with using the data just displayed to refresh th in CASPAT

Select Yes to confirm the

import.

ou wish to proceed with importing this

3

Information

& Pupil data successfully copied From wour schiool MIS - a Basic Data report lisking the data copied from your school MIS will now be
1 displayed. Please use this report ko werify that pupil data has impaorted correctly,

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.
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Reports and graphs for groups of pupils l&

Click on Report to check which
pupils have been included for
Caspa assessments and which
have not.

Select the type of report or graph you require. ..

Bazic pupil data report

Specify which pupils are to appear on report...

- Additional pupils can be added
in later screens.

Inelude * pupilz hot selected for CASPA azsessment

Specify basis for comparison against expectations.__.

Specify how pupils are to be grouped on report. ..

Group the repart by Mo grouping required -

with & group heading

Specify the ordering of pupils on report. _. 1

Order pupilz by Mame

Erecords selected Report ] [ Close ]

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

roM

S| B[ =T

CASPA 2011

Basic pupil data report for all pupils

This report lists the basic pupil data that has been copied fram SIMS ta CASPA. together with the Degree of Leaming Dificulty and Gther Categories of Need data recorded in
CASPA. Please note that the category of need ‘OTH' is not valid within CASPA, se needs of type ‘OTH will not have been copied from SIMS to CASPA. Data from your SIMS
et system is shown in italics.

Please check this report carefully and use it ta record any necessary amendments.

Where amendments are necessary to any item of data shown in italics, please make the required changes to data in SIMS _net, re-run the SIMS nat export report to create a
new export file, and then use the ‘File | Refresh pupil data from SIMS export file' menu aption to refresh the data held in CASPA from this updated export file.

Note: default values for the CASPA Degree of Leaming Difficulty and CASPA Other Categaries of Need are set during the first creation of pupil records by import of data exported
from SIMS. During any subsequent refreshes of GASPA pupil data, information in GASPA regarding the categaries of need recorded in SIMS for school census purposes will be
updated, but the CASPA Degree of Leaming Difficulty and Other Categories of Need will not be updated. to avoid over-writing any manual changes you may have made to these
itams when selecting the categories of needs you feel individual pupils at your schaol are best described by

casea
Degree of CasPA CASPA
ne Dare of Dare of Daeof  SEN inLA Fise  PLASC FLASC FLASC Learning Gther Other
Name Year Class amival eaving AdNo  Sex pinm Swaus FSM? Carg? Ehnicity Lang Need ! Need 2 Needd Difficully Heed1 Need 2
Pupils selected for CASPA assessment
AgEY, Jimmy e e or032008 oosss M 1noatess ez wer NG Nere  None
ABEOT, Hennzh wr 78 or0sv2010 waze2  F o 2wress won e Nere  None
ABLE, Eenjamin Vi1 050372006 03101 M 19021995 weR  ENG Nere  None
ADAM, Erony viz g 01032004 05 F 21t SAr Yes MO ENG Nere  Moe
Pupils not selected for CASPA assessment
SADLER Adnan e & or032008 oot M 1wrTesT wer NG Nere  None
SAHOTA, Katie v o 020372007 ooas1  F 250798 coH  ARA Nere  None

You will be returned to the Report and Graph for groups of pupils screen. Click Close to
continue.
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Do you wish to review which of your pupils are selected For CASPA assessment? - .
(& Select Yes to review the list of
pupils.
ves JL W] B
Select pupilsfor CASPA assessment &5d] | This screen allows you to select
Select the pupils to appear in the browse grid.._. Who yOU WISh tO Assess In CAS PA,
Ll : it will include all pupils who were

Find the closest match to a surname beginning with...

exported from SIMS.
Use the Asses? column to make

Narme ‘ear  Class SEMN  Assess? -

T N individual selections and select
ABLE. Berjomin T 1A = 1 OK. Oryou can select all Pupils
ADAM, Briony Y13 ) P . .
SADLER, Adion @ a by selecting the appropriate button
S O = i if you choose this option you will
be asked to confirm your choice.
[ Select all pupils ] [ Degelect all pupils ]
8o

e , Davyou wish ta view or print data recardingichecking sheets ko assist with the collection of CASPA assessment and target daka?

You will be asked if you wish to print of data recording/checking sheets, if you wish
toselectYes, 1 f 'y ou Nbo(ifyot select Yeeyou will be taken to a screen
similar to the one shown above to select which students you require these for).

Information

Click on OK to continue

File Data Reports Options Admin Swstem Tools Help CASPA is now ready for use.

=
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Creating Additional User Accounts

To create additional accounts go to:

Admin | Maintain Caspa user accounts for this installation.

Admin System Tools Help

Restricted operation - confirmation of identity req'd... @
Enter YOUR User Name and Password and
: JUMEE
ot ame: select OK.
Password sessse
[ u].4 J [ Cancel
System Tools Help
Maintain CASPA user accounts =]
Userhlame User's ull name CASPA ok Live?  ~
[dVUNEB  [JuneBuckley [Systemmanager | E1 [l
[ addwer | [ Vewdetsls | [ Edtuser | [ Dissbleuser | [ Pesetpassword |
(=]

Create a new CASPA user account... [=]
UserMame  ELAINEF (Required] *
Forename  Elaine {Required)
Sumame  Faller {Required]

CASPATole Spstemmanager ~ [Requied]
Telephone Extersion

E-mail address

User account information o]

& new CASPA user account with the User Mame
ELAINEF
has been created with a 'use-once’ Password of
44608

Fill in required Information and select OK.

Please pravide this information ta the user in a secuie manner to allaw them to access
CASPA and complete sstup of theil CASPA user account

‘when the user first logs in with this User Name and temporaty Password they wil, for
seulity, be required ta enter and canfitm a new pemanent passiord.

] [corim that [ have noted the rew Liser Name and sss-orice! Password N ot e d oOwn t h e () Uus e once 6
confirm and select OK.

P System Tools Help

Maintain CASPA user accounts @
UserMame User's full name CASPA Rolz Live? =
JUNEB June Buckley System manager
>
[ adduser | [ viewdstsls | [ Edtuser | [ Dissbleussr | [ Reset password | The new user W|” then appear in the ||St of user
[ ] ] accounts.

Schools with DSP Pupil Export File 21



SIMS| PROFESSIONAL
H] Caspa 2012

Comparison and Analysis

Special Pupil Att@ﬂ VL The new user will therl be able to log into Qaspa inserting their
= 1 UserNameand A Us ePas®Gmocde 0

SGA © SGA Systems lem/eﬁ\ ﬁ’g

LW n 7
| 57, § Il‘

&S] They will be advised that they must
now create a permanent password.

For security reasons, you must now select your own permanent password for CASPA.

Your password must be at least five characters long; passwords in CASPA are case-sensitive.

Select OK.

Change your o possvors, Ml e N =

Mew password  esses [Minimun five characters,
caze zenzitive]

Confirm passwaord  seses Select OK.

Create and confirm a new password.

| ok || cancel |
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Manual upgrade

CASPA 2010 check for updates error (|

5 ) The required update control file cannot be accessed on the CASPA update server. The possible reasons for this are as If you receive th|S messagel
/ follows: please click Cancel
1. A gateway connection to the Internet has been detected, but the Internet is not available.

2, A proxy connection to the Internet is required and no proxy information has been entered.
3. Afirewall has blocked CASPA from connecting to the Internet.

To cancel the automatic update and launch a web browser to allow manual download of updates from the CASPA
manual updates web page, click 'Cancel’; to try the automatic update again or to enter proxy information, click ‘Retry’;

%)

Check for updates...

Current YWerzion

casna 2011 Current version: 1.1.3.3 Click on Launch web browser

for manual download of

updates
] [ Check. for upda