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Uploading a file of Movements/Deaths for the first time

This guide explains how you can create a file of movements and deaths that can then be uploaded to
CTS Online using Microsoft Excel (other spreadsheet programs may differ.)

It explains what details you need to include in the file and how it should be created. It also explains
more about the type of movements that can be entered into it.

Section 2 explains how you can continue to use the same file to report movements/deaths, in the
future.

Section 1 - Creating a new file

1. Open a new Excel spreadsheet.
Note: Rows go from left to right (for example 1,2,3 etc) and columns go from top to bottom (A,B,C
etc).

2. Number the cells across the top row from 1-27.

For example, number cell A1 as 1, cell B1 as 2, etc.

To do this:

» Select the first cell in the range that you want to fill, this will be A1.

* Type the first number which will be 1.

» Type the next number in the next cell. So in cell B1 type the number 2. C1 = 3, etc up to 27.

3. Fill in the second row with the following information. (see Appendix at the back of this handout, for
an explanation of the terms.)

» Filename (whatever you wish to name the file). See Appendix for naming rules.

« H

 BEM

* Number of movements to be sent to BCMS in this file.

[@ File Edit “iew Insert Format Tools Data  Window Help  acrol

i Ta ¥ =5 = -
TE.
hAZS - o
A B 2 O E F =
1 1 2 3 4 5 B 7
- filename H BEM 2
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4. The subsequent rows need to show the movement details.
These should contain the following information in the first seven columns.
» Column 1 = filename (same as cell A2) + 5 = eartag number

«2=D * 6 = movement type
* 3 = the number of movement lines within the file » 7 =date
e 4 =ET

The following movement types can be recorded:

2 — ON movement

3 — OFF movement

7 — DEATH

72 — ON and OFF movement, that happened on the same day
73 — OFF and ON movement, that happened on the same day
77 — ON movement and DEATH, that happened on the same day

Types 72, 73 and 77 create
two movements at the same

}

time.
A B T w8 E I F G |
1 1 2 3 4 4] a] 7
2 | filename H BEM 2
3 | filename D 1 ET Uk123456789123 2 01/05,20058
4 | filename D 2 =l Uk123456789124 3 01,/09/2003

Note: The maximum number of applications that can be entered on each file is 500.

Naming and saving the file
Once you have entered all your movements, you need to save the document.
* Go to File — Save as. The following should appear.

1. Enter file Save As @
name. Save in! |.D My Documents LJ o) i = Tools =
This should | [Badobe
be the same -4 )My eBooks
as the teXt |n \ Histnr':,.' '3Ml:"' MUSiE
column A. ;ﬂMy Pictures
2 From drOp My Dacuments
down list select '
CSV (Comma :*F-
delimited Deskiop
(*.csv))
_*
3. Click - i
Save . h o .
= File pame: Filename. csv - Save |
My Mebwork, | J —
Places WE a5 bypet |c5u {Comma delimited) - Cancel |
Unicode Text =
Microsoft Excel 5.0/95 Workbook,
Microsoft Excel 97-2002 & 5,095 Workbook, —
i3 (Comma delimited)

Microsoft Excel 4.0 Worksheet
Microsoft Excel 3.0 Worksheet

Note: Save your file somewhere you will remember, for example in ‘My Documents’. You can access
this by using the drop down arrow or by double clicking on ‘My Documents’.
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Once you have clicked ‘Save’, a dialogue box may appear.

 Ifit does, click - OK.

Microsoft Excel

7

+ To save anly the ackive sheet, clichDk,

t.}

multiple sheets,

Ik

The selected file type does not sypport workbooks that contain multiple sheets,

« To save all sheets, save them individwally using a different file name for each, or choose a file kvpe that supparts

Cancel

* When the following dialogue box appears, click - yes.

Microsoft Excel

workbook in this Format?

« To see what might be lost, click Help.

Yes

Filemame 1.csv may contain Features that are ngt compatible with 5% (Comma delimited), Do wou want ko keep the

J‘) + To keep this Format, which leaves out any/incompatible Features, click Yes,
« To preserve the features, click Mo, The/save a copy in the latest Excel Format,

{a Help

You can now close the Excel file.

When you try and close the file it might ask if you would like to save the changes, select ‘No’.




Amending file for uploading to CTS Online

1. Open Notepad program.
Note: You can find the notepad by going to Start, Programs, then Accessories.

* Go to File and click - Open.
» From the ‘Look in’ field use the drop-down arrow to select the folder where your file is saved.

Laok in: | () My Documents V| ¢ ¥ £* [~

+ Use the drop-down arrow next to Files of type to select ‘All files'.

S /
.& File name: * bt / W Open |
- /
by Metwaork  Files of type: Text Documents [° tat] / v [ Cancel ]
T ext Documents [* bt y

E ncoding:

2. You should now be able to see the CSV file you saved.
» Select the file and then click on Open.

The information that you entered onto the Excel spreadsheet will now appear in the Notepad.

£ Filename 1 - Notepad

File Edit Format ‘iew Help

i,2,3,4,5%,%6,7,8,%,10,11,12,15,14,15,15,1¥,18,1%, 20,21, 22,23,24,25, 26,27
Fi1EﬂamE,H,BEM,2,,,,,,,,,,,,,,,,,,,,,,,

Fokendng; Dl BT - UkE 2 3067 800 2 3, 25 0L 7004 008 vy
Trename, By 2 ETy URL2 34 567800 24 o 30 0 X 00 2 Q08 s s s s s s s s s S 88888

3. Highlight and delete the first row numbered 1-27

* Delete the empty row.

* Delete 13 commas from the top row, leaving the information and ten commas. So the row
should contain: filename, H, BEM, 2,,,,.,,.,,,,

© Filename 1 - Notepad
File Edit Format “iew Help

Filename, H, BEM, 2|, 4 s s 55515
filename, D, 1, ET, UKL23456789123, 2, 00/ 03,2001, , s s s sssrasasssassas
Filename, D, 2, ET, UKL234.567BO124:, 3 0L /03 /20010 i s e s s s

* Go to File - Save.
* The file can now be closed.



Uploading the File
1. Open CTS Online and log in with your details.

’ Cymraeg | Accessibllity | Privacy |  Terms and Conditions |  Information for Keepers | Contact BCMS
=
C I SOI'I'II'IE =
British Cattle
Movement Service rhe CAasy way 1o« heck ane ir cart nrarmation
View Cattle Summary Whal is Cattle on holding?
Register Births This screen shows a summary of
Register ON Movements Current User cattle registered to your holding
: Chas Holdi
Register OFF Movements , farmer AnyFarm  99/999/9999 y
Report Death of a To list animals or movemeants
Registered Animal i
egistered Animal Cattle On Holding Click on the underlined number.
Repoﬂ_ Death of For example, to list all cattle on
Unregistered Animal your holding, click on the
View Animal Details and underlingd number under the Tolal
History Cattle by sex and breed Heaawig o ihailatalicw
Uploads and Downloads Click on any number to see the list of animals Problem Status The total is broken down by sex and
View Audit Info M F Total can ba broken down further by
o 11 Problems you breed by clicking the 'Show breeds'
Problem Summary Total 25 166 192 can help with button.
O 1  Problems you
Accessibility have responded Whal is the Problem Status box?
Privai to
) 8 The ‘Problem Status’ box shows the
Terms and Conditions Click here to see total number of animals that have
Information for Keepers Recorded Events problems and problems with their records
information
Contact BCMS provided Red traffic light means there are
Holding Enroiments Births Moves Deaths Imports problems and we need information
OFF to fix them
Last 6 months El 4 0 To dc“’”}l“’slg_ the list of ;atlle Amber traffic light means there are
3 on your holding, gquerie .
Submitted but not o 2 animals and queried p:z:::::jsi;o’;rwn:\:i:\):ou e
yel processed movements click here P .
=} Green traffic light means there are

nn nrahlame

nd Conditions

sicshcae. C 1 Sonline

Movement Service the easy way to check and report your cattle information
Yiew Cattle Summary Current User
s A Farmer BRITISH CATTLE | Change Holding |
Register OMN Mavermnents WMOVEMENT 99/999/9999
Register OFF Movements SERVICE
Report Death of a Uploads anid Downloaids

Registered Animal

Report Death of
Linregistered Animal

Vigw Animal Details and @ Births

History 0 Movements/Deaths
Lploads and Downloads

Wiews Aldit Info
Problem Summary

UIpload Files

1. Select the type of contents for the file to he uploaded . s
e g » Select ‘Movements/ Deaths’.

O Eartags of animals for Cattle Details Download

2. Enter the location of file to upload, or use the browse botton
| |[ Browse.. |

BCMS Accessibility

BCMS FPrivacy
BCME Terms and 3. Upload the file for validation

Conditions Uplaad file

Information for Keepers

Contact BCMS Cattle on Holiding Downloadl

Todownload a list of all cattle on your holding {ncluding all associated
movementfapplications notyet processed or currently under investination

v

Holding Enralments



2. Select [ Browse. . ]
» Then locate the CSV file that you have saved.

If you can’t see the file select:
 ‘All Files’.

+ Click on the file.

» Select - Open.

The file name you saved should appear on CTS Online.
* Click [ Lpload file

3. Alist of your cattle movements will be displayed in section two of the screen.
You can check the list of movements and correct any errors.

+ Click - Send.

The receipt page will show the list of reported movements.



Section 2 - Uploading files after initial setup

Once you have created the file you can use it as a template. Use the following steps to upload files on to
CTS Online.

Opening the previous file

1. Open Excel

* Go to File — Open

* From the Look in field use the dropdown arrow and select the folder where your file is saved.

Look ir: | (L) My Documents v| &) T G

In this example, it is saved in ‘My Documents’.
» From the ‘Files of type’ - use the dropdown arrow and select ‘All Files’.

l / .

e /
‘::3 File name: * bt / W Open
- 7
by Metwaork  Files of type: Text Documents [° tat] / v [ Cancel ]
T ext Documents [* bt ¥

E ncoding:

You should now be able to see the CSV file you saved.
» Select the file and then click - Open. The file will then open in Excel.

1 filename H BEM 2
2 filename D HET 2 01092008
3 filename D 21ET 3 01092008

2. To expand the cell so it shows all the details:
» Double click the mouse on the right hand side of the column.



Amending the File

The file data can now be updated with new movements.

A, =

filename

b O I T O e R == T R R
oOoOoOoOoOoO T

1. Amend the file name in

e D E F G

BEM g
1ET UK123456789123 2| 01032011
2[ET UK123456789124 3l 01032011
3ET UK123456789125 7 01032011
4ET UK123456789126 72| 01032011
5ET UK123456789127 73] 01032011
GIE UK123456789123 77/ 01032011

2. Amend the number of

3. Enter movement details to
be sent, in Columns E,F &
G.

4. Format the date as dd/mm/yy:

 Highlight date (column G).
+ Right click the mouse.
» Select — Format Cells.

2X

Format Cells

columnA. movements in column D
cell 1 to match the number of
movements in this file.

2 01032011
3 010322011
7y 0103,2011
72 01032011
73 01032011
i 014034520177
Lt
Capy
B, Paste
Paste Special...
Insert...
Delete. ..
Clear Contents
'd  Insert Comment
Format Cells. .. :
Pick Frorm List... ’
W H‘:.-'[JEF“FII{/

5. When the ‘Format Cells’

box appears:
» Select — Date

lalogue

» Select — date format dd/mm/yy

+ Click - Ok

Mumber |.ﬂ|ignment ] Font ] Border ] Patterns | Protection l
Category; Sample

General 0103011

Mumber J

CUrrency Tvpe:

n':'ul:l:l:ll.ll'ltll'li *14}":'3!2':":'1 R
Tirne

Percentage

Fraction

Scientific

Text ﬂ
Special -

Cus Locale {location):

|English {United kKingdam)

Date Formaks display dake and time serial numbers as date values, Except for
items that have an asterisk (*), applied Farmats do nat switch date orders
with the operating system.

- oK |
—>

Cancel




Naming and saving the file

1. Go to File — Save As. The following should appear:

Save As + Enter file name to

match the file name
/in Column A.

Favarites

Save in: Ju:j My Documents _v_J @ =] ~ Toals -
o =) Adobe
-4 )My eBooks
History iiﬁM}f MLEsIC
iﬂMy Pictures

* From the drop
down list select CSV
(Comma delimited
(*.csv))

» Click - Save

] 5 - ’/
=g Filz name; 1Filename.csv
My Metwork,

Places Jave a5 Lype: {csu {Comma delimited)

Unicode Text
Microsaft Excel 5.0/95 Warkbook,

(5% (Caomma delimited)
Microsoft Excel 4.0 Worksheet
Microsafk Excel 3.0 Warksheet

Microsoft Excel 97-2002 & 5,0/95 Warkbook, L

2. Once you have clicked Save a dialogue box may appear:

 Ifit does, click - OK.

Microsoft Excel

« To save anly the active sheet, clichDE,

[;

mulkiple sheets,

The selected file bype does not Sypport workbooks that contain mulkiple sheets,

« To save all sheets, save them individvally using a different file name for each, or choose a file kype that supparts

Ik

Zancel

3. The following dialogue box will appear, click - Yes.

Microsoft Excel

Filename 1.c5v may contain Features that are
workbook in this Format?

{.:..

« To see what might be lost, click Help,

Yes

+ To keep this Format, which leaves out any/incompatible Features, click Yes,
« To preserve the Features, dlick Mo, Ther/save a copy in the latest Excel Format,

At compatible with C3Y (Comma delimited), Do waou wank ko keep the

Mo Help




4. You can now close the Excel file.
When you try and close the file it might ask if you would like to save the changes, select No.

The file is now saved and ready to be uploaded onto CTS Online.

Uploading the file
1. Open CTS Online and log in with your details.

’ Cymraeg | Accessibllity | Privacy | Termsand Conditions |  Information for Keepars | Contact BCMS
-
Log Out
British Cattle C I SO_I'I line
Movemnent Service e @asy way (o cneck and report vaour cartie mrormeation

View Cattle Summary What is Cattle on holding?

Register Births This screen shows a summary of

Register ON Movements cattle registered to your holdin
L Current User g Y g
| Ch Holdis
Register OFF Movements » parmer Any Farm 99/999/9999 y
Report Death of a To list animals or movements
Registered Animal i
e N Cattie On Holding Click on the underlined number.
Repoﬂ_ Death of For example, to list all cattle on
Unregistered Animal your holding, click on the
View Animal Details and underlingd number under the Tolal
History Cattle by sex and breed heading on the Total row.
Uploads and Downloads Click on any number to see the list of animals Problem Status The total is broken down by sex and
View Audit Info M F Total can be broken down further by
o 11 Problems you breed by clicking the 'Show breeds'
Problem Summary Total 25 166 192 can help with button
O 1  Problems you
Accessibility have responded What is the Problem Status box?
to
l-frlvacy Q The ‘Problem Status’ box shows the
Terms and Conditions Click here o see total number of animals that have
Information for Keepers Recorded Events problems and problems with their records
T information
Contact BCMS provided Red traffic light means there are
Holding Enroiments Births Moves Deaths Imports problems and we need information
OFF to fix them
Last & months ] 4 0 To down;‘oaléj‘ the list cff ;atlle Amber traffic light means there are
5 on your holding, querie .
Submitted but not 0 0 imat 1 pmh.larns.fol whuc.h you have
animals and queried rovided information
yel processed movements click here P ]
™) Green traffic light means there are

nn nrahlame

Terms and Conditions

sinsncate C 1 Sonline

Mowvement Service the easy way to check and report vour cattle information
Wiew Cattle Surnmary Current User
Register Bitths AF =
armer BRITISH CATTLE Ch Hald
Register OM Movernents MOYEMENT 99/999/9999 [ ange molding ]
Reaister OFF Moverments SERVICE
Repart Death of 3 Uploads and Downloads

Registerad Animal

Repart Death of
Lnregisterad Animal

View Animal Details and @ Births

Histary O MovernentsiDeaths
Uploads and Dowhnloads

Wiew Audit Info
FProblem Summary

» Select ‘Movements/ Deaths’.

Uplead Files
1. Selectthe type of cantents far the file to be upload

) Eartags of animals for Cattle Details Download

2. Enter the lacation of file to upload, ar use the browse button
| |[ Browse.. |

BCMS Accessibility

BCMS Privacy
BCMS Terms and 3. Upload the file farvalidation

Conditions Uplaad file

Infarmation for Keepers

Contact BCMS Cattle on Helding Download

To download a list of all cattle anyaour halding {including all associated
movementrapplications notyet pracessed ar currently under investigation)
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2 Select [ Browse. .. ]
» Then locate the CSV file that you have saved.

If you can’t see the file, select:
« ‘All Files’.

+ Click on the file.

» Select - Open.

The file name you saved should appear on CTS Online.

3. Click | Upload file

A list of your cattle movements will be displayed in section two of the screen. Where you can check
the list of movements and correct any errors.

* Click - Send.

The receipt page will show the list of reported movements.

Appendix

Explanation of terms for upload file.

Filename whatever you have chosen to call the file

H identifies the row as the header row

BEM identifies the file as an upload file of movements

2 identifies the file as having two rows of data

D identifies the row as a data row

ET identifies the next entry as an ear tag

CSV abbreviation of ‘Comma Separated Value’ (a type of text file)

Filename rules
Please note: that the file name can contain numbers, letters, underscore, dashes and spaces.
It can not contain special characters such as ‘1"£$"*)
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