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What is the Bulk Upload Tool? 
 
The Bulk Upload Tool allows employers to quickly and efficiently provide large amounts of 
workforce information to the NMDS-SC Online without the need for manual data entry.  This 
gives employers easy access to the range of benefits associated with NMDS-SC Online. 
 
The Bulk Upload Tool functionality is mainly aimed at Local Authorities and large private and 
voluntary employers who wish to submit their NMDS-SC data on behalf of multiple subsidiary 
establishments.  However, the tool is also available to single-establishment employers who wish 
to use it. 
 

What do you need to consider before you get started? 
 

• Using the Bulk Upload functionality requires the employer to register with NMDS-SC 
Online as a “bulk upload user” and as a “parent organisation” if the employer wishes to 
administer data on behalf of multiple subsidiary establishments. 

 
• Employers will need to provide separate organisation and worker data files compliant 

with a defined technical specification (samples are available).  This is the same 
information required when manually entering data on NMDS-SC Online and includes 
services provided, number of workers, their main job roles and their qualifications. 

 
• The technical specification states that all the data needs to be collated in a specific 

manner and then saved in CSV (comma-separated variable) format. 
 

• All data that is provided using the Bulk Upload function will overwrite anything employers 
already have on NMDS-SC Online. 

 
Before you apply to be a “Bulk Upload Tool User” please ensure you have read all the guidance 
documents in the Resources Section of the website in particular the Technical Specification 
Document. 
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Applying to be a Bulk Upload Tool User 
 
When logged into your account click on the “My 
Establishment” link on the left hand side menu.  Under 
“Other Information” click the edit button at the side of “Is a 
Bulk Upload User”.  This will take you to the Bulk Upload 
Application Page. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Click “Apply to be a Bulk Uploader” This will send a 
message to Skills for Care Administrators who will 
contact you regarding your applications. The history 
of your applications can be found on this page. Once 
your application has been approved you will receive 
an email informing you of this. 
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Setting your Local Identifiers 
 
Click on Bulk Upload on the left hand 
side menu, this will take you to the bulk 
upload page where you must set local 
identifiers for all accounts that are linked 
to yours and for the parent account.  
Click the link in the red box to complete 
this step. 
 
NB: The local identifier can be anything 
you choose e.g. numbers, letters etc. but 
have to be unique to each establishment. 
 
 
Once you have completed this step click save 
and then click return. This will take you back 
to your “my establishment” page. 
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Downloading Current Data 
 
To begin using the Bulk Upload Tool click “Bulk Upload” on the left hand menu. 
 
 
From here you can download your current data, this 
will provide you with CSV files containing any data 
you have already entered onto NMDS-SC, you can 
then amend/add new subsidiaries and workers to 
this file. 
 
NB: The organisation and worker files are two 
separate files and you should download them at the 
same time to ensure that the provid remains the 
same (see technical specification document for 
further information on the provid). 
 
Once you are satisfied that you have made all your changes and added any new 
subsidiaries/workers to your files you are ready to validate.  Please remember to format the 
CQC column of your organisation file before saving (see section on formatting columns). 
 

Uploading Your Data 
 
To upload your files click browse, find the location of 
your saved files and then click upload files.  Repeat 
this for worker files. 
 
NB: If you already have worker data on any of your 
subsidiary/parent account you will have to upload 
both files together.  If you do not currently have 
worker data on any of your subsidiary/parent 
accounts you can upload the organisation data only. 
As soon as you add worker data to any of your 
accounts you must update both files every time you carry out a Bulk Upload as importing files 
via Bulk Upload overwrites the data held within NMDS-SC 
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Validating Your Files 
 
Once you have uploaded your files click the validate 
files button.  The system will check both your CSV 
files to ensure there are no errors within these files.  
The Bulk Upload Tool checks for things like missing 
mandatory fields, duplicate accounts, gaps in data 
etc. 
 
 
 
 
 

Failed Validation 
 
If there is a problem with any of the data within 
either of your files your validation will fail and you 
will receive a message similar to the one on the 
right. 
 
The yellow box is giving the information regarding 
what will happen when you bulk upload for 
example 5 establishments will be created, 1 
establishment will be deleted and 150 workers 
will be created, if this is not what you expected to 
happen please click delete and re look at your 
files. 
 
The red box is informing you of the errors and 
warnings you have within your files.  Errors will 
cause your validation to fail whereas warnings 
will be accepted and can be addressed at a later 
stage.  To find out what your errors and warnings 
are click on the full results link, right hand side of 
your file names, this will open in notepad, please save this file for future use as it will disappear 
once you click delete.  
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NB In the full results document it will tell you what the problem is and what line it is on, please 
remember the line number does not include the headers therefore line numbers will always be 
plus 1.   
 
Click delete at the side of both your file names to remove the files from the Bulk Upload Tool. 
You should then work through your saved files and correct ALL errors before trying to upload 
again.   
 
NB. If only one file has failed validation you can just delete this file from the screen, amend your 
original document and upload it again. 
 

Passed Validation 
 
Once you have corrected the errors with your 
files you can now repeat the steps above for 
uploading your files and validating a second 
time. 
 
When you have passed validation you see the 
message on the right, this will give you a 
summary of information for example no of 
establishments 1, no of workers 0 etc. 
 
Ensure this is what your expected, if not delete 
and correct your files as above. 
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Importing Your Files 
 
When you are satisfied that the information is 
correct you can click import files. 
 
Once you have clicked import the data that is 
contained within your CSV files will replace all data 
held on NMDS-SC for your accounts. 
 
NB Importing data usually happens 
instantaneously but in periods of high traffic to the 
website it may be necessary to store your import 
until the site is quieter i.e. overnight. The system 
will email you to say that your files have been received for import and will then email you again 
once import has been successful. 
 
You can see on this page the last time your 
successfully uploaded data.  At the top right 
hand side of this page is a history button, this 
will give you a complete history of every bulk 
upload you have successfully completed.   
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Formatting Columns 
 
When you have completed all your changes to the organisation CSV file you must remember to 
re-format certain columns.  Opening a CSV file in excel means that columns will loose their 
leading zero’s.  The only column that is affected by this is the column that contains CQC 
numbers, this is due to CQC numbers beginning with four or more zero’s. 
 

 
 
 
You will notice when you open your CSV file that column P has only numbers in without the 
leading zero’s to rectify this select the whole column and right click. 
 

 
 
Select format cells, custom 
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In the general box type in ten zero’s, click ok to change. 
 

 
 

 
 
You can now save your document.  If you re-open your document you will have to follow these 
steps again. 
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