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Introduction

The Bulkload spreadsheet provides an alternative way to upload your outcomes
into Contracted Work & Administration (CWA) if you do not have a compatible
case management system that produces a file for loading. Instead of manually
typing the outcomes directly into CWA you can input them onto a spreadsheet

and then create a csv file and Bulkload when convenient.

You can enter civil and criminal data for the same office number on the same
spreadsheet; there are different sections for each area of law. If you only cover
either civil or criminal, you can leave the other section blank. If you have more
than one office (account/supplier number) you will need to complete a separate

spreadsheet for each office.

If you have only new matter starts to submit, and no controlled work to report,
please enter the new matter starts directly into CWA. It is not possible to
Bulkload a file without controlled work to report. Guides available on Justice
Website:

http://www.justice.gov.uk/downloads/legal-aid/lsc-online/quick-guides

The spreadsheet is best viewed with a screen resolution of 1024 X 768. You
can still use the spreadsheet at lower resolution settings such as 800 X 600,
but you will have to scroll the page across to view all the fields.

You can get a copy of the Bulkload spreadsheet via the Justice website:

http://www.justice.gov.uk/legal-aid/submit-claim/cwa-online-claims/using-the-

bulk-load-spreadsheet
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Downloading the spreadsheet

The Bulkload spreadsheet can be downloaded from the Gov.UK website:

https://www.qgov.uk/guidance/submit-a-contracted-work-and-administration-

cwa-claim-online

To download the spreadsheet:

* Right click on the Provider Bulkload spreadsheet link under Using the
Bulkload Spreadsheet and Compatibility and choose 'save target as...'

* Choose a location on your computer and click 'save'

Do NOT left click on the link — this will open the spreadsheet in your

Internet browser and it will not function correctly.

If you have any problems downloading the spreadsheet please contact the
Online Support Team.

Email: online-support@legalaid.gsi.gov.uk
Telephone: 0300 200 2020
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Opening the spreadsheet in Excel pre 2007

To open the spreadsheet you will need to go to the location where you saved it

on your computer.

You will use this original spreadsheet each month when you start a new period.

When you use the save progress button it will not overwrite this spreadsheet.

When you open the file a message will be displayed about macros. You will

need to click ‘Enable Macros’ for this spreadsheet to work.

Microsoft Excel
JEIe Edit Wiew Insert Format Tools Data ‘Window Help

=== AR Y I

| - -le ro|l===

Microsoft Excel . .

CADOCUME 1Y HARR-P 1\ LOCAL S 1Y Tempi ProviderBulkloadSpreadsheet{ TEST
Wersionz.0)_1.xls contains macros,

Macros may contain viruses. Itis always safe to disable macros, but if the
macros are legitimate, you might lose some Functionality.

Disable Macros More Info

Ready 1 I 1 ] o

The macro security settings for Excel will need to be set to ‘medium’ for this
box to appear. If you have any problem with enabling the macros please see

the troubleshooting section at the end of this guide.

We recommend having the caps lock on when entering information. Entering

data in lowercase may cause the Bulkload file to fail.
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Opening the spreadsheet in Excel 2007

Follow the process as detailed above however when you open the file a
message will be displayed about macros at the top of the screen. You will need

to click 'Options’ to enable the macros to allow the spreadsheet to work.

Ew,\‘ d “ & )~ Provider Bulkload Spreadsheet (TEST Version 1.16.2).xs
5]
—/ Haome Insert Page Layout Formulas Data Review View Developer
=14 cut Arial o ~||A = \l%" | \ t
=3 Copy —
Paste F Format Painter iR || v A ||| 35| | =5 Merge & Center ~ ||[S3 +| % | o || %8 5
Clipboard iF] Font Alignment Humber
@ Security Warning Macros have been disabled. Options...
| ca v ( e |
| @ Legal Aid Agency BULKLOAD SPREADSHEET
TFST WFRSINM 1 1R 2
Microsoft Office Security Options @ S . )
elect Enable this
Security Alert - Macro ) i ¢ J
@ ty content’ and click ‘OK'.

Macro . .
Macros have been disabled, Macros might contain viruses or other security hazards, Do Thls WI" aIIOW the macro
not enable this content unless you trust the source of this file.
Warning: It is not possible to determine that this content came from a (e0) ntent tO run.

trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

Mare information

File Path: E:ProviderBulkloadSpreadshest(FinalReleaseVersion 1, JPLUS). xls We recommend haVIng

() Help protect me from unknown content (recommended) the CapS LO C k on When

@ En . . .
enterlng information.
Entering data in

lowercase may cause the
Bulkload file to fail.

Open the Trust Center Ok l ’ Cancel ]
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Entering submission details

When you first open the spreadsheet the main page will appear. Here you

need to enter information on which account, schedule and submission period

you are submitting for. You will need to click into the relevant green box to

input the information.

| #8% Legal Aid Agency

- Etap 1 . sndsr finm § cubmicclon dedalis

Engure this Information s fully comgleted before accessing the required tool (Step 2)

Field Title

Enter Information

Description of field

Providers LAA Office Number

Providers Dffice &ccount Number
[e.g. 141236

- In the F kRN
Submission Month " E¢_;_"|';:EC]

- In the F kT
Submission Tear " ;e.;.';lalls]

Crime Schedule Number

Providers Crime Schedule Number
[e.9. CRMIMAIZIBNS)

Civil Submission Reference

Prawiders Civil Submizsion Reference
(.. 1AI23BICIYIL)

Mediation Submission Reference

Praviders Mediation Submission Reference
[¢gq. 1A123BIMEDI2010M114 )

n  Flop 2 Eelecireguired tool

HECLAIMER - This Sqeescshast s prowiden

# Crown Copyright April 2017 - v1.20

Please make sure the

information is input in the
correct format as indicated by
the description on the right. The
month can be chosen from a

drop down menu.

1R e ot o AR b s S Lleir i poet

Field Title

Enter Information

Description of field

Providers LAA Office Humber

Froviders Office Account Number
(e0. 1A1238)

Submission Month ‘

In the Format MR
[e.JUL)

4

JAR

Submission Year
MaR

AFR
Ay
Crime Schedule Humber JUN

AUG

»

In the Format vy
(e.0. 2010)

Providers Crime Schedule Mumber
(e.0. CDSHAIZIBHI)

>
Providers Civil Submiszion Reference

Civil Submission Reference

| (e0. 1A123BICIVIL)

Criminal schedule number: CDS/AccountNumber/11 (e.g. CDS/1A123B/11)

Civil Submission Reference: AccountNumber/CIVIL (e.g. 1A123B/CIVIL)

Please note these formats may change in the future.

Version 1.20
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If you do not have a crime schedule leave the ‘Crime Schedule Number’ blank.

If you do not have a civil schedule leave the ‘Civil Submission Reference’ blank.
When reporting civil submission data it is only necessary to report your account
number plus “/CIVIL” against the Civil Submission Reference as it is possible
to report work that is authorised by more than one Civil Schedule that are
concurrently active. The Schedule Reference of the Schedule under which work
has been conducted is recorded against individual outcomes or new matter

starts information (see below).
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Entering civil data

Once you have entered your submission details the

Enter Civil Data

next step is to choose which type of data you wish to

enter. To enter civil data click on the ‘Enter Civil Data’

button. Here you can type in your civil outcomes.

e
| z@ Legal Aid Agency LAA Online Civil Bulkload Spreadsheet Tool
> Complets ALL. F. WILL resultin your at risk!
sretmio | coonep [| Aetnmsa Er o oy Emmi e e oo
Min Page Page> Data > Buikload File Check Y 3 0o NOT complete grey fields. ‘Vellow fields are OPTIONAL - please complete only i applicable
> For i Help Page (01 sontact Online Suppor - Details on help page)
[ — ~ > Fun Data Check prior clsim! I enors dre-nun check
LA
NL‘”E Fee Scheme: Schedhie Relference | D0 isterenes Case Stan Date| CaselD UFN Delery | e Forename Client Sumame Cliert Date ucn HOUCH | Reference
Jumber Humber frea Losation of Bith e
1 000007 OO0TIS00
2 ooavioo) 000HS004
3 000! 000119004
4 o) 000HS00
5 ooooot 00011500
g oo 0o0TIs0y
T ooooot 00011500
8 000! 000119004
A

nnnnnnnnnnnnnnn

You add the data for one outcome to one row. Once the row is complete you
can move down and start a new outcome on the next row. Do not leave any
gaps (blank lines) in the data. If you wish to remove a line please chose the
VOID option in the fee scheme (see the image below); this will grey out the line

ensuring it is safely removed.

You will first need to select which fee scheme the
Fee Scheme Clier

outcome belongs to from the drop down menu.

Imm & Azplum Completed Ratter Claim Once yOU ha.ve Chosen thIS, Some flelds WIII be

Imm?grat!on Stage C!aim )
ey greyed out. These are not needed for this outcome
it Heolth Gomplated MatterChim

Mental Heslth Stags Disburzemant Chim and you will not be able to enter any information in

Yoo

these fields. The ‘VOID’ option is there to remove

an outcome entered in error.

Some fields may be highlighted in yellow - these are optional fields. If they are
not applicable to the specific case you do not need to fill these fields in.

All other fields MUST be completed. You cannot leave any blank. If there are
no costs to claim or time to report for a field you must enter 0.
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NB: The UFN and the UCN will be automatically generated for you, from other

fields that you have filled in.

The information MUST be input in the correct format to be accepted by CWA.
To find out what the format is, hold the mouse cursor over the field heading. An
example for the schedule reference is given below. Some fields have drop down

menus, here you may only chose what is on the drop down menu.

This should be in the format:
NANNNA followed by:
Case Start Date Feb12-Jan13 - FAM/13 or SCC/13 P
Case Start Date Feb13-Marl3 - FAM/14 or SCC/14
Case Start Date Apri3 Onwards - SCC/15 or 2013/15

Schedule Reference

¥ Example: 1A123A/SCC/13 or 1A123B/2013/15

000100/
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Entering New Matter Starts

By clicking the ‘Add NMS & CLR Data’ button found in the civil
Add NMS &

CLR screen (next to the ‘Go to Help Page’ button) you can add

Data>

matter starts data and controlled legal representation data

(immigration only) to your submission.

frey . New Matter Start Form &
‘ ﬁ Legal Aid Agency Immigration Controlled Legal Representation Form
LAA Online
> First seleot Category Code from drop down list
. drumber of starts <Retum to i F“" applicable "
Hew Matter Starts the number of Startsis > 0 Givil Data e e =
Guidance: m top to bottom Page Guidance: | "
> oy Mauter Stans B
Civil =
Key to Category Codes M’::'n""“:’
Data Page
Acoess Delivery Controlled Legal Representation (CLRI Number of
CategeryCode | Schedule Peference e o Stan Faremeoen | leerer

L
il CLR - Asulum Fiefusals
ail CLR - As Is

T

New Matter Start data

CLR data entered here
entered here(all providers)

(immigration providers only)
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New Matter Start Form

Enter the Category Code, Schedule Reference, Procurement Area and Access

Point codes, and the number of starts. Ensure you complete the table starting

at the top and working down leaving no gaps between lines. You must fill out

every column for each category. Do not enter a category code if you have

no starts in that category.

Enter each
category on a
separate row and
complete every

column

Legal Aid Agency

New Matter Starts
Guidance:

+ First select Category Code from drop down list

» Secondly enter the relevant Procurement Area, Access Point and number of starts

+ Only enter Cateqories where the number of Starts is: 0
= Ensure you eomplets the table from top to bottom
» Leawe no gaps between entries

= IFyou are reporting Zero Matter Starts please tick the bow below

%gmg Code

Schedule Reference

Access
Paint

Procurement)

Starts
Area

Key to Category Codes

Code:

Description

IMAT -

141228

FAQDOTT | APOOOOD ] I AAF

cor
Cor
DEE
EDU
EMP
Hou
IMPAAS
IMAPADT
MAT
MED
IMHE
MsC
Pl
FLE
WE

Actions Against the Police ete.
Community Care
ConsumertGeneral Contract
Dbt

Education

Employment

Hausing

Immigration - Asybum
Immigration Other Than Asylum
Family

Clinical Megligence

Mental Health

Mizcellaneous

Personal Injury

Fublic: Law

‘Welfare Benefits

If you have no
matter starts
please tick the
Zero Matter
Starts Indicator.

reporting

O < Tick here to indicate if you are

|

g

If you have no new matter starts please leave the matter starts table blank and

tick the ‘Zero Matter Starts’ Indicator as highlighted above. When the indicator

is ticked the table turns grey and you will be unable to enter information into the

fields.

If you have only new matter starts to submit, and no controlled work to

report, please enter the new matter starts directly into CWA. It is not

possible to Bulkload a file without controlled work to report.

Version 1.20
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NB: Any data entered on the New Matter Start form will be added to the civil
Bulkload file when it is created by clicking the ‘Create Civil Bulkload’ button in
the New Matter Start form. Therefore you should only create the civil Bulkload
when both the civil data and New Matter Start forms are complete.

Once you have uploaded your file into CWA please check your data is

correct before you click the submit button.
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CLR - controlled legal representation data
(Immigration only)

This form is only applicable for providers who undertake immigration work. If

you do not do immigration work you should leave this form blank.

Enter the number of CLR cases next to the relevant CLR category code. You
must complete all of the fields. If you have no cases to report for a category,
please enter zeros in the table. Do not leave any fields blank.

CR - ST
Guidance: .

Controlled Legal Representation (CLR) Mumber of
Category Code CLR cases

Substantive CLR - Provider Asylum Grants

Substantive CLR - Independent Funding Adjudicator Asylum Grantd)
Substantive CLR - Asylum Refusals b
Substantive CLR - Asylum Withdrawals

Substantive CLR - Provider Mon Asylum Grants

Substantive CLR - Independent Funding Adjudicator Mon Asylum G]
Substantive CLR - Non Asylum Refusals 7
Substantive CLR - N sylum Withdrawals ] Enter Number Of
Bail CLR - Provider Asylum Grants
Bail CLR - Independent Funding Adjudicator Asylum Grants T CLR cases for
Bail CLR - Asylum Refusals T
Bail CLR - Asylum Withdrawals

Bail CLR - Provider Mon Asylum Grants

Bail CLR - Independent Funding Adjudicator Mon Asyvlum Grants
Bail CLR - Non Asylum Refusals h here
Bail CLR - Man Asylum Withdrawals )

each category

Holding the mouse cursor over a particular category will give more information

on what should be entered into the field.

I Suhbstantive CLR - i'-.s;.-'lum Withdrawals 7
= Sstaptive CLR - Provider Mon &svlum Grants
The number of times CLR was

. Substantive CLR - Independent Funding Adjudicator Maon #.s;.-'Ium_G"
granted in the month by an Substantive CLR - Man Asylum Refusals 1
Independent Funding Adjudicator | |= v AL U y

: (IFA) == Substantive CLR - Mon Asylum Withdrawals

1 I Bail CLR - Provider Asylum Grants

ST T Y L T TR . b

Once you have uploaded your file into CWA please check your CLR data is
correct before you click the submit button.
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Entering criminal data

Enter Crime

Data

To enter criminal data click on the ‘Enter Crime Data’ button.
Here you can type in your criminal outcomes. The columns
relate to the different fields on a monthly crime lower
submission form.

EJECEETCEE | AA Online Criminal Bulkload Spreadsheet Tool - Monthly Crime Lower S

> Complete ALL white fieldz - F e 1o oo thiz WILL re=ulin o0 submizsion being rejeoted and
- Go to Help e Save > Enter Stage Reached Cade in first column BEFORE entering specific claim line details
*Return to Main Page I Page > I Cemina] I Progress I i Check Key > Do NOT complete grey fislds, Yellow fields 2re OPTIOMAL - please complete anly if spplicsble
Instructions: > Formore detsiled help and suppor please se= Help Page (Or santact Online Suppart - Details on

> Run Data Check prior ta submitting your elaim! | srrars are found highlighted crange pl
cheok

" et et
et Profic " Met Travel P
Standard Disbursement it ‘waiting
Line | Stage Reached Client Representation Outcome forthe | Matter costs oasts
Client surname ) Gender | Ethnicity | Disability LFN Fee amaunt oosts
Humber]  (Claim Codel Initial rdler Dlate client Type | [ewcluding " escluding
Categary waT) [ercluding wat) | lexeluding
WAT) WAT)

= L RN

You add the data for one outcome onto one row. Once the row is complete

you can move down and start a new outcome on the next row. Do not leave

any gaps (blank lines) in the data. If you wish to remove a line please

chose the VOID option in the ‘Stage Reached’ column and this will grey out

the line ensuring it is safely removed.

Line Stage Reached
Murmber [Claim Code)

PROT -
PROU
APPA
APFE
APPC
AZME
AZPL
woID -

00T W O e L T —

You will first need to select the stage reached from the
drop down menu. Once you have chosen this, some fields
may be greyed out. These are not needed for this
outcome and you will not be able to enter any information
in these fields. The ‘VOID’ option is there to remove an

outcome that has been entered in error.

All other fields MUST be completed. You cannot leave any blank. If there

are no costs to claim or time to report for a field you must enter 0.

NB: Some claim codes require very little information, so most of the fields will

be greyed out as they are not needed.

Version 1.20
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The information MUST be input in the correct format

- Only Select
F.Marl for the spreadsheet to work. To find out what the

Gender | Ethnicity | Disz format is, hold the mouse over the field heading.

Some fields have drop down menus, here you may

only chose what is on the drop down menu.
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Saving your work

FJEreresl | AA Online Criminal Bulkload Spreadsheet Tool - Monthly Crime Lower S
> Complets ALL whits fields - F =ilure to do this WILL resultinpour submission being reject=d and y
Create
: GotoHelp rea save > Enter Stage Re ached Code in first column BEFORE entering specific claim ine detals
L I Page > I i I Progress I DB Cheek Key > DoMOT complete grey fields. Yellow fields aie OPTIONAL - please complete anly if applicable
Instructions: > Formere detailed help and suppant pleace see Help Page (Or caritact Online Suppert - Detais on

> Run Data Check prior to submitting your claim! If erars are found (highlighted crange) pl
check

I MetProfi [ L e WN.E.‘
Line | Stage Reached ) Client A - Representation| =229 | Ouicome forthe| Mater costs | HiebursEman | costs aiting
Client surname L Gender | Ethnicity | Disabilivy UFN Fee . . amount y costs
Number]  [Claim Cade) Iritial Ohreler Date client Tupe | lencluding | (encluding :
Categary AT feveluding |77 tewcluding
WAT) WAT)

B o

You can save your progress at any time by clicking ‘Save
Save Progress Progress’ from any page. This will create a folder on your
C: drive called Bulkload. Within this folder will be a folder

called backup. A copy of your entire spreadsheet (crime
and civil) will be saved in the following location:

C:\Bulkload\Backup\'MonthandYear'VAccNumber'+'MonthandYear’
Eg: C:\Bulkload\Backup\APR2013\1A123BAPR2013

The folders will be created automatically; you do not need to create any
folders. If you wish the file to be saved to a different location, or on a shared
network you can do this by clicking on the ‘Go to Help Page’ button and

changing it there.

Legal Services Commission E|

Spreadsheet Saved Successfully

- Bulkload file can be found in H: \Bulkload\Backup\AFR 2013

We recommend clicking the save progress button every line or two to
minimise the chance of losing your data. Please note that you will overwrite

any previously saved data.

A message will appear and confirm whether the spreadsheet has saved

successfully.
Version 1.20 Page 18 of 27



CWA User Guide for Providers — Bulkload Spreadsheet v1.20

Checking your submission

When you have completed your spreadsheet you can run a

check to see if you have entered information in all of the

necessary fields by clicking on ‘Run Data Check'’.

7] 3 H - =
| #9% Legal Aid Agency LAA-Online Civil Bulkload Spreadsheet Too
S —
Ja— . » Complete ALL white fields - Failure to do this WILL resultin your submi
<Return to G‘;‘“ “§'P CLR Save Create Civil Run Data Key » Enter fee scheme in first column BEFORE entering specific clzim line d
R age Data > = Lommilz e Instructions: > 0o MOT complete grey felds. Yellow felds ste OPTIONAL - please ot
" For mare detailed help and support please sze Help Page [Or contast Or
[ TA1238 - APR . 2013 + Fun Data Check pricr o submiring your elaim! If emars are found (highlic
Line Fee Scheme Schedule Fioference | BTSRRI o pare | aeim UFM Frocuement | 4 cees Foint | Clhient Forename Client Surname
Hlumber Mumber area
1 Imim & Ayl Completed Matter Claim ] = [ 1A1236/SCCH Cizaz 0i04r2012 01 i0412¢001 AFO0000 JOHN SMITH
2 000100/
3 000100¢
4
5
3
; You have not completed all mandatory fields and/or errors have been detected
‘30 - Fields which require an entry | amendment have been highlighted in Orange
:; - Please complete or amend these fields and re-run data check
1: - Failure to complete all mandatory fields WILL resultin your submission being rejected!
15
;
7
1 s

Any fields that are missing essential data will be highlighted in orange. You can
then go back and fill these fields in.

Check was Successfull When all the fields are filled in and the

¥ou have successfully completed all mandatory Fislds ‘Run Data Check’ button is pressed the

check will display a successful message.

The Data check is automatically run whenever you create a Bulkload .csv file.
This is to help ensure the file you create can be loaded into CWA.

NB: The data check does not check the validity of codes, only that you
have completed all the mandatory fields. Please ensure you are using the

most up-to-date codes. These can be found on the Justice website:
Civil and Criminal code guidance:

https://www.qgov.uk/government/publications/cwa-codes-guidance

A link to this guidance can also be found on the ‘Help Page’ of the Bulkload
spreadsheet.

Version 1.20 Page 19 of 27


https://www.gov.uk/government/publications/cwa-codes-guidance

CWA User Guide for Providers — Bulkload Spreadsheet v1.20

Printing the Bulkload spreadsheet

You can print a summary of the Bulkload spreadsheet for your

Frint records by clicking on the ‘Print Preview’ button.

Preview

‘ @ Legal Aid Agency Civil Bulkload Spreadsheet Tool

> Complete ALL white fields - Failure to do this WILL result in your submission being rejected and your payment willbe at risk!
= Roturn fo ‘Go fo Help Key » Enter fee scheme in first column BEFORE entering specific ¢laim line details
R Page=> Instructions > Dz NOT complets grey fiskds. ¥ellow fields 2re OPTIDNAL - please complete anly f applicable
R > For mare detailed help and support please see Help Page [0 contact Online Support - Dietails on help page]
I — |

> Flun Data Check. priar to submitting uour clsimi If errars ré faund [highlighted arange] please cormest and ré-run check.

oLa oA Case
Line Fee Scheme CazelD UFN Frocurement| o cessPoint|  PFVY | Cient Farename | Client Sumame | SEniDate ucK HOUCH | Refersnce | Exemption | Gender| Ethricity| Disabii| _ CUEnt | Cencluded | Katter
Mumbsr frea Lecation < Binh Pasteods | DatetCase | Typed
Number | Code
Claimed Date
0 T & Preglum Complsted Maner Clam | 001 | O00WOMOT | PAOOS00 | APGO000 Petar Tohne TPOZIGTS | BIOZTEIPMON  ARa00000 M| G2 | MHC | SwiH | 0H0WZ0E | MLE
5 Do0100# 000113004
5 oouton? oomsn0N
7 ooaton Qoatisaon

This will bring up the print preview screen. To print the summary, click on the
‘Print’ button. The summary will print in black and white; you can print both

the civil and criminal areas of the spreadsheet.

LAA Online Summary of Civil Claims

I < Return to Civil Page

Summary of Civil Submission L&A Bulkload Spreadsheet v1.20 ‘ w Legaj Aid Ageﬂ;y

Schedule Client Matter  Matter . = Ne Net Disbursement 7' e U9 Qutcome

UFN  Beference CaseReference o e Tepel Typez  5028%  Proft p i rsements Counsel = VAT amount Nicato  Concluded  Reache o rp
000100001 1 Jahn IMLE OHO4IZ0TT
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Creating the Bulkload csv file

| @ Legal Aid Agency LAA Online Civil Bulkload Spreadsheet Tool

i i c mpu ALL m filds - Failurs t0 do this WILL resul i ing rejected and your payment will be 3t risk!
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Main Page Page > ForriE e I Instructions D NDT complt arey fields. ellow fields are DPTIONAL - please complete only if applicable
» For mare detalled help and support please see Help Fage (10r cantact Onlin: Support Dezans an Melp page]
I — ~ —_—
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000100/ 000119004
000100+ 000004
00100/ 0001004
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When you have finished inputting all your outcomes you can then create the
csv file for Bulkloading into CWA. You will need to do this separately for your
criminal and civil submissions. The button can be found on criminal and civil

pages next to the ‘Save Progress’ button.

All providers must submit using CWA via the Online portal unless they
have received special dispensation from their contract manager allowing

them to submit by any other method.

The ‘Create Criminal Bulkload’ button will create a csv file for Bulkloading into

CWA and save it in the following location:
C:\Bulkload\CrimeV'MonthandYear\CrimeBulkload+’AccNumber’+'MonthandYear’
Eg: C:\Bulkload\Crime\APR2013\CrimeBulkload1A123APR2013

The ‘Create Civil Bulkload’ will create a csv file (combining the Civil, Criminal
and CLR pages) for Bulkloading into CWA and save it in the following

location:
C:\Bulkload\Civil'MonthandYear’\CivilBulkload+'AccNumber'+'MonthandYear’
Eg: C:\Bulkload\CivilAPR2013\CivilBulkload1A123APR2013

NB: You do not need to create any folders or files manually; they will be

created by pressing the ‘create civil/criminal Bulkload’ button.
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These are the files you will need to Bulkload when you enter CWA. For
guidance on how to do this, please see the CWA ‘User Guide 3: Bulkload
Submissions’, or the quick guide — ‘Submitting Using the Bulkload
Spreadsheet’. Both can be found by following links to guidance documents

from this page: https://www.gov.uk/guidance/submit-a-contracted-work-and-

administration-cwa-claim-online

Once you have uploaded your file into CWA, please check all your data
is correct before clicking the submit button.
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Alternative methods of submission

All providers must submit using CWA accessed via the Online portal unless
they have received special dispensation from their contract manager allowing
them to submit by any other method. For more information please contact

your contract manager. Please note that the submission deadline rules still

apply.
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Points to note

e The spreadsheet is best viewed in resolution 1024 x 768.
¢ Always have caps lock on when entering data.
e The front page MUST be completed in full.

¢ Always choose the ‘Fee Scheme ID’ (civil) or ‘Stage Reached Code’ (crime)

prior to entering any other data on that line.

e Complete the civil/criminal data pages from top to bottom leaving no gaps
(blank lines). If you need to remove a line choose the VOID option from

the ‘Fee Scheme’ or ‘Stage Reached’ field.
e You cannot and do not need to enter any information into greyed out fields.
e ‘Save progress’ regularly to avoid loss of data.

¢ [f you need to change the location of the files saved or created go to the help

page where you can change the file path.

e If you do not complete all the entries for your submission remember to save
your progress before you close the spreadsheet. When you return to the

task, open the backup file from Bulkload backup folder.

e Once you have created the Bulkload csv file you CANNOT edit or amend it
in Excel. To make any changes you will need to open the backup
spreadsheet that you created when clicking ‘Save Progress’. Then make the
changes, click on ‘Save Progress’ and then click on ‘Create Civil/Criminal
Bulkload’ to recreate the Bulkload file. This will overwrite the previous
Bulkload file.

e Click ‘Go to Help Page’ at any time to display the help page. Here you can

also find the ‘Ethnicity’ check box to check your ethnicity codes are correct.

e For help regarding code guidance or payment issues please contact your

contract manager.
e For further technical help contact the Online Support Team on:

e 0300 200 200 or online-support@legalaid.gsi.gov.uk
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Troubleshooting

My macros are disabled — | can’t save my progress or create a file.

If your macros are disabled the security settings may be too high. To change
the security settings you will need to go to the Excel menu at the top of the
spreadsheet and choose - Tools - Macro - Security. Select medium from the
options and choose OK. If you then close the spreadsheet and open it again
you should then be able to choose ‘enable macros’. The ‘save progress’ button

should then work.

My macros are enabled but the buttons still don’t work.

If you are editing a cell the navigation buttons will not function. Try pressing the
tab key to come out of the cell edit and move to the next cell. The buttons should

now work.

When | try to save | get the message: “Visual Basic error 400”

You may have opened the spreadsheet by left clicking on the download link on
the website and opened the spreadsheet in the Internet browser. The
spreadsheet needs to be downloaded to your computer before you can open it.
To do this right click on the download link and chose ‘save target as...".

This message also appears when you do not enter any information on the front

page. Enter the information onto the front page and try to save again.

When | try to save progress | get a message “Path not found” or another
error messages prevents me from saving.

The most likely reason is that you are attempting to save it to a drive that does
not exist on your computer or that drive is blocked to you. You can change this
at the bottom of the Help Page by following the instructions, or contact the
Online support on 0300 200 200 or email

online-support@legalaid.qgsi.gov.uk.

I have opened up the Bulkload spreadsheet and work | entered is missing.

After you have saved progress for the month’s submission a new file is created.
You will find this on your computer at C:\Bulkload\Backup\month, where the
month is the current period you are preparing, e.g. APR2013. To enter
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additional data open the backup file and enter it here. Saving progress

overwrites the file, updating the data.

| entered my crime data yesterday and | entered the civil data today - now

| cannot find my crime data

You must enter both crime and civil entries for one office on the same
spreadsheet. If you have more than one office a separate file will be created for

each office identified by its supplier number.

Another person is trying to enter data on the same file but cannot do so.

The normal rules for Excel apply. Only one person can actively work on a file at

the same time.

Version 1.20 Page 26 of 27



CWA User Guide for Providers — Bulkload Spreadsheet v1.20

© Crown copyright
Produced by Legal Aid Agency

Version 1.20 Page 27 of 27



