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Go to Modules (1) > Administration (2) > Import & Export (3) 

 

 
 

 

Click CTF Import… 

 
 

 

Click Choose file … 
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Navigate to the file downloaded from the NCA tools website and click Open 

 

 

 
 

 

 

 

 

Then click Next >> 
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Click Clear All 

 

 
 

 

Tick only the Key Stage Assessments box in the Replace for existing Students column. 

Then click Next >> 

 

And then tick only the Key Stage Assessment box in the  

Replace for Existing Students Column. 

 

 

Click Next at the bottom of the screen 
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Say Yes to the following message 

 

 

 
 

 

 

 

The following screen will indicate if there are any problems importing the file. E.g. If you are 

importing the file as a brand new student record but the system matches any of the details 

from the file to a record already on your system, it will flag up a duplicate by displaying ‘???’ 

in the status column. 

Amber dots usually occur when you are importing a file for an existing student if one of the 

following details First name, Surname, DOB or UPN, do not match the record already on 

your system but the rest of the details appear correct. You will need to go back and check 

you records if you receive an amber status. 

A green dot is a full pass. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you are satisfied with 

your import file check the 

Accept box… 

 

And click Next >> 
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The Summary Report Screen will then appear… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Finish and your file has been imported. 

 

 

 

 

 

The CTF has now been imported. Click Finish to close the wizard 
 

 


