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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?

e 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.

o 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.

e 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.

e 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

Itrue care

“Other Information” click the edit button at the side of “Is a

NMDS-SCId:  D128347

Leeds

Bulk Upload User”. This will take you to the Bulk Upload SRRERNT AR o e

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.

Page 4 of 11

Ls16JL
View Wap
Establishment Telephone 02345 67398
Number:

Establishment Email

Edit

Users at Establishment
JACKIE Main (OPERATIONS MANAGER)

Edit

Establishment Details
Type: Private sector
Current Invesiors in People  Neither
(liP) Status
Data Sharing Permission  Yes
Skills for Care

Edit
Other Information
LastUpdated:  17/11/2009
CSSR: Leeds
GovRegion:  Yorkshire & Humber

Is a Parent:  Yes
Edit

Is subsidiary of.  MN/A

Is @ Bulk Upload User:.  No
Edit

A A A
|} view Establishment
true care

@ Record Saved Successfully

Bulk Uploader Application

Status;
You are not currently a bulk uploader

Apply to be 3 bulk uploader

bulk uploader application history

Application Date Status Application By
17/111/2009 Cancelled application to be a bulk uploader JACKIE Main
17/11/2009 Applied to be a bulk uploader JACKIE Main
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Setting your Local Identifiers

@killsforcare

Click on Bulk Upload on the left hand
side menu, this will take you to the bulk
upload page where you must set local

skillsforcare

I home

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.

I NEws
I aboutus

I research

I users

NB: The local identifier can be anything
you choose e.g. numbers, letters etc. but
have to be unique to each establishment.

I reports
I help

I logout

I resources

I my establishment

I my workers

Ibulk upload

Please ensure that your upload(s} always represent a complete refresh of your Organisational and Worker
data; any establishmentworker excluded from subseguent upload files will be removed from the system
Upload files must follow the prescribed file format and structure outlined in the Bulk Upload Tool
Specification.

For further information please refer to the Bulk Upload Tool Guidance document and/or relevant Help
articles

I all establishments

[ J ouik uptoad

Note: It is recommended that the current data files (available below) are downloaded for backup purposes
before every upload of new data.

k)

You must set local identifiers for all of your establishments before you can use the bulk upload
system

I changes to the dataset

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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Iset local establishment identifiers for true care

Please provide a unique local identifier (LOCALESTID') for each of your existing subsidiary establishments
when using the bulk upload tool for the firsttime. This will allow NMDS-SC Online to uniquely identify each
establishment so thatthe system can determine whether the establishments listed in the import file are
already on the system.

Please note that the local identifiers entered online must match the local identifiers (LOCALESTID') used in
your upload files. For new establishments created via the bulk upload tool the system will automatically
take the local identifier provided in the import file and store this for future use.

For further explanation please see the Bulk Upload Tool User Guide.

Establishment Name NMDS-SC ID Local identifier
TRUE CARE D128347 1234
Tester 1 1149547

jackie|

of 11



» illsfor
S skillsforcare

Downloading Current Data

To begin using the Bulk Upload Tool click “Bulk Upload” on the left hand menu.

A A A

Ltistory 2] Refresh

From here you can download your current data, this ook uproac

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.

For further information please refer to the Bulk Upload Tool Guidance document and/or relevant Help

articles

thatthe current data files (available below) are downloaded for backup purpases
ew data

The maximum file size for upload is 9.8 Mb. Please zip any csv files larger than this.

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).

download current data files

B Current
B Cun

anisation Data
ker Data

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

A A A

History ) Refiesh

To upload your files click browse, find the location of |bu'k upload
your saved files and then click upload files. Repeat
this for worker files.

Forfurther information please refe cument andior relevant Help

aticles.

o the Bulk Upload Tool

e current data files (available below) are downloaded for backup purposes

NB: If you already have worker data on any of your

Upload New File

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 ZS’W”“’ad‘-“”e"‘da‘a fles

accounts you can upload the organisation data only. S urent ontr e

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
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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

Ibulk upload

Please ensure that your upload(s) always represent a complete refresh of your Organisational and Worker
data; any excluded from upload files will be removed from the system.
Upload files must follow the prescribed file format and structure outlined in the Bulk Upload Tool
Specification.

For further information please refer to the Bulk Upload Tool Guidance document and/or relevant Help
articles

Note: Itis recommended that the current data files (available below) are downloaded for backup purposes
before every upload of new data

uploaded files

Filename Uploaded By Date / Time
train org.csv. JACKIE Main 18 Nov 09 10:18 Delete
train work csv JACKIE Main 18 Nov 09 10:18 Delete
validate files

You have uploaded enough files to start the validation process

Validate Files

download current data files

&) Current Organisation Data
& Current Worker Data

Ibulk upload

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.

“LHistory  [2) Refresh

Please ensure that your upload(s) always represent a complete refresh of your Organisational and Worker
data; any establishmentiworker excluded from subsequent upload files will be removed from the system.
Upload files must follow the prescribed file format and structure outlined in the Bulk Upload Tool
Specification

For further information please refer to the Bulk Upload Tool Guidance document and/or relevant Help

articles

Note: Itis recommended that the current data files (available below) are downloaded for backup purposes

before every upload of new data.

uploaded files

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

Filename Uploaded By Date | Time
0 train org.csv JACKIE Main 18 Nov 09 10:18 Delete Eull Results
& train work csv JACKIE Main 18 Nov 09 10:18 Delete  Full Results

validation failed

1

@ blishments will be created

tablishment will be delsted

w workers will be created

0 Yourfiles have failed the validation checks. 4 summary of the errors is shown below, but for full
details of the errors plus any warnings, please download the Full Results for each file

Ne Of Errors : 14 (will cause file(s) to be rejected)

(Organisation file: 2, Worker file: 12)

No Of Warnings © 145 (files will be accepted but data is incomplete or internally inconsistent)
(Organisation file: 15, Warker file: 130)

Mo Of Establishments : 7

No Of Workers - 151

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.

Page 7 of 11
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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.

Ibulk upload

Please ensure that your upload(s) always represent a complete refresh af your Organisational and Warker
data; any establishmentworker excluded from subsequent upload files will be removed from the system
Upload files must follow the prescribed file format and structure outlined in the Bulk Upload Tool
Specification.

For further information please refer to the Bulk Upload Tool Guidance document andior relevant Help
articles

Note: Itis recommended that the current data files (available below) are downloaded for backup purposes
before every upload of new data

uploaded files

Filename Uploaded By Date | Time
& train ora.csv Jackie McEvoy 18 Nov 09 11:28 Delete Full Results
@& train work csv Jackie McEvo 18 Nov 09 11:28 Delete Full Results

validation passed

@ Yourfiles have passed the validation checks. A summary ofthe data in the import files is shawn
below. You are also advised to download the Full Results for each file to view any waming

messages,

No Of Errors - 0 {will cause file(s) to be rejected,
(Organisation file: 0, Warker file: 0)

Ne Of Warnings : 0 (files will be accepted but data is incomplete of internally inconsistent;
(Organisation file: 0, Worker file: 0)

No Of Establishments - 1

No Of Workers : 0

Impont Files

download current data files

Page 8 of 11
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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

skillsforcare

Ibulk upload

Please ensure that your upload(s) always represent a complete refresh of your Organisational and Worker
data; any excluded from nt upload files will be removed from the system
Upload files must follow the prescribed file format and structure outlined in the Bulk Upload Tool
Specification

For further information please refer to the Bulk Upload Tool Guidance document andior relevant Help
articles

Note: Itis recommended that the current data files (available below) are downloaded for backup purposes
before every upload of new data

uploaded files

Filename Uploaded By Date | Time
frain org.csv Jackie McEvoy 18 Nov09 11:31

train work csv Jackie McEvay 18 Nov 09 11:31

files submitted for import

Cancel Import

Last successful import at 11:31 on 18 Nov 2009,

download current data files

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.

A A A

“lhistory (2] Refresh

Ibulk upload

Please ensure that your upload(s) always represent a complete refresh of your Grganisational and Worker
data; any establishmentworker excluded from subsequent upload files will be removed from the system
Upload files must follow the prescribed file format and structure outlined in the Bulk Upload Tool
Specification.

For further infoermation please refer to the Bulk Upload Tool Guidance document and/or relevant Help
articles:

Mote: Itis recommended that the current data files (available below) are downloaded for backup purposes
before every upload of new data.

Upload New File

|[ Browss__ ) |_Upload Fils

The maximum file size for upload is 9.8 Mb. Please zip any csv files larger than this.

Last successful import at 11:32 on 18 Nov 2009,

download current data files

B Current Organisation Data
B Current Worker Data
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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.

= TUEN - = |
53] - B
A [ B [ © [ b [E T F [ & [ H [ 1 [ J [ K [ L [ M [ M [ o [ P [ @ [ R [ 5§ [ 3
| 1 |LOCALESLOCALPR ESTNAME ADDRESE ADDRESZADDRESEPOSTTOWPOSTCODEMAIL — PHOME  ESTTYPE OTHERTY IIPSTATUS PERMSFCREGTYPEREGNUM REGDATEMAINSTID SERWICETST
2] 4377 4431 care for yo 5 Albion CThomtan Leeds LS1 BJL B 2 4B085
&
£
| &
L,
el
i —l

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.

— _
F1 - e REGMNUM
A [ B [ c | D | E | F | G | H | | | J | K | L | M | M | 8] S "
| 1 |LOCALES LOCALPR ESTNAME ADDRESE ADDRESEADDRESEPOSTTIOWPOSTCOCEMAIL — |PHOME — ESTTYPE OTHERTY IIPSTATUS PERMSFCREGTYPEREGH & cu D SERYICETST
12 4377 4431 |care for yo 5 Albion C Thomton Leeds LS1 BJL B 460 53 copy
% [ paste
5 | Paste Special. .
| 6 | Insert
7
T Delete
El Clear Contents
10 '
= ZF| Eormat Cells...
kB Column Width. ..
113 | Hide
14 _
e Unhide
|16 |
|17
1A
Select format cells, custom
P1 - f REGMNUM i
[ c T o [ E T F [ & [ H ] 6 T R [ 58 [3J
| 1 |LOCALES|LOCALPR ESTNAMEADDRESE ADDRESSADDRESEPOSTIOWPOSTCOCEN [ o Aligrment Fant Border | Patterns | Protection M PEIREGNUM JREGDATE MAINSTID SERWICETST
2 4377 4431 care for yos Albion C Thomton Leeds LS1 BJL 2 46085 2 2
El Category: Sample
4| General REGNUM
— Humber
i Currency Type:
3 Accounting cereral
7 | Date
_ Time
| 8 | Percentage
] Fraction 0.00
A0 Scientific ##HD
] Text #,#20.00
|11 Special F R0, #20
L2 | M #, #a0;[Red]-#, ##0 >
13
|14
15| Type the number Format code, using one of the existing codes as a starting
|16 | poink.
7]
|18 |
19
El
2
| 22|
)
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In the general box type in ten zero’s, click ok to change.
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P —
P1 - f REGMNUM

A [ 8 [ o [ o [ E [ F ] H ] [ R T 5 T 3
| 1 |LOCALES|LOCALPR ESTNAMEADDRESE ADDRESSADDRESEPOSTIOWPOSTCOCEN [ o Y m— Font Border | Patterns | Protction M PEIREGNUM jREGDATE MAINSTID SERWICETST

2 4377 4431 care for yo§ Albion C Thomton Leeds L=1 BJL 2 46085 2 2
3| Category: Sample
4| General REGHUM
—— Number
| 5 | Currency Type:

B Accounting 0000000000
7 | Date
— Tirne General A~
1 8 | Percentage o

9 Fraction 0,00
I Scientific #4840
= #,440.00
|11 | A0, 20
112 | + 20 [Redl-#, #:#0 hd
i
% Type the number Format code, using one of the existing codes as a starting
17|
|18

19
El
2

2

J———

20 - &

A | B | ¢C 0 [ E F [ 6 H [0 [ o [ v | L [ m | M o [ p [ @ R [ 5 [=m
| 1 |LOCALESILOCALPR ESTMAME ADDRESS ADDRESEADDRESEPOSTTOMPOSTCOCEMAIL — PHOME  ESTTYPE OTHERTY IIPSTATUSPERMSFCREGTYPEREGNUM  REGDATE MAINSTID SERVICET!
| 2| 4377 4431 care for yo§ Albion C Thomtan Leeds LE1BJL B 2 0000046085

El
4
5
16
|7
18
=N
110
L1

12

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

steps again.
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