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(1) What needs to be exported?
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• Name, Birthdate, Gender, Race 
• Highest year of School
• Labor Force Status
• Enrollment in an Instr. Program
• Attendance  
• Services (Counseling, support, etc.)
• Outcomes (got a job, college bound, etc.)
• Test IDs and test scores (GED/HiSET, eTests

etc.)

2019-20 Required Data 
(CAEP or WIOA)



• PERS
• CLS
• DEM
• SPS
• ENTR
• SCS
• ATT
• UPDT

2019-20 Required Data 
(CAEP or WIOA)  (cont’d)
• Name, Birthdate, 

Gender, Race 
• Highest year of School
• Labor Force Status
• Enrollment in an Instr. 

Program
• Attendance  
• Services 
• Outcomes 
• Test IDs and test 

scores 

Export Data Files: (*.CSV)
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Exporting:
View Reports >  Misc >  Export TOPS files







www.CASAS.org :  
Home > Product Overviews > Software > TOPSpro Enterprise > TOPSpro Enterprise Help > Data Exchange

https://www.casas.org/product-overviews
https://www.casas.org/product-overviews/software
https://www.casas.org/product-overviews/software/topspro-enterprise
https://www.casas.org/product-overviews/software/topspro-enterprise/topspro-enterprise-help


(1 & 2) Export Teachers 
& Classes

• (1) “PERS” File
• Personnel
• “Proctor Maria Edwards”
• #years experience

• (2) “CLS” File
• Course descriptions
• Classes  (“Instances”)
• Time, location
• Instructional Program, 

Focus Area, Special 
Pgm
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(3 & 4) Export Student 
Data & Student Program

• “DEM” File
• Demographics
• Education history

• “SPS” File
• “Student Program 

Status”
• Instructional program
• Start date
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(5) Export Entry Data

• “ENTR” File
• Entry  (class enrollment)
• Barriers, Employment 

status, Services



20



(6&7…Repeat…) Export 
Attendance

• “ATT” File
• Cumulated vs. Daily

• MONTHLY
• 2xMONTH -- better
• WEEKLY    -- best!

• Cumulated: sum of 
attendance hours to date
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(8) Export Student Class 
Status

• “SCS” File
• Finishing class
• Leaving program
• End of Semester

…the home stretch!!!



(9) Export Updates

• “UPD” File
• Outcomes!!
• Earned HSD/GED
• Got a job
• Headed to post-secd’y school
• Earned occupational certif.

• SERVICES
• Training, Transition, Supportive
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Next: 
Import the files into 
TOPSpro Enterprise











(1)Look for empty fields
Sort      (name, bdate)
Filter

(2) Make global edits
i.e. Corrections = unemployed

(3) Stop or keep going?
Edit ASAP and re-export…?

BIG HINTS:
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• Resolve missing data
• Demographics

• Remove duplicates
• Add survey results
• Verify services

III.  Data Integrity
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• Bite-sized chunks: subset your ASAP data
• Organize ASAP classes using “Course Groups” and 

“Time Period”

• “Data Sleuthing” in TE: tidy-up the oddities
• Display TE Listers, then   MORE> VIEW > Info

• Remember: TE import can’t ERASE an entry  
(i.e. uncheck a box)… do that manually in TE

• Outcomes and barriers

More Tips:











(1) What needs to be exported?

(2) How do I get it there?

(3) Did it work??

Summary:



Questions? 



Janice Fera, Technology Specialist 
CASAS     
jfera@casas.org 

Lydia Jones, Assessment Technician 
Grossmont Adult School
ljones@guhsd.net

Thank you  
Grab That Firehose!

A Beginner’s Guide to Data Migration 
from ASAP to TOPSpro Enterprise
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