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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 bulk load when convenient.

You can enter civil, criminal and mediation 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, criminal or mediation, you can leave the other
section(s) 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 bulk
load a file without controlled work to report. Guides available on Gov.uk
Website:

https://www.gov.uk/government/publications/cwa-detailed-user-quides

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

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

online

To download the spreadsheet:

e Scroll down the page to the ‘Bulkloading’ section
e Click on the ‘Provider bulkload spreadsheet’ and choose 'save file
as...'

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

If you have any problems downloading the spreadsheet please contact the

Online Support Team.

Email: online-support@legalaid.gsi.gov.uk
Telephone: 0203 334 6664
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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

JEi\e Edit Wiew Insert Format Tools Data ‘Window Help

D= d|E = s8] @z e 2 u|===H=

nlcrnso!t !xt:e[ ;; E

CADOCUME~ 1Y HARR-P 1\ LOCALS~ 1 Temp\ProviderBulkloadSpreadsheet{TEST
Version2,0)_1.xls contains macros.

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

Disable Macros More Info

Ready 1 |

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 bulk load 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.

.-/ﬁ:;;\\ = IS ( &y )= Provider Bulkload Spreadsheet (TEST Version 1.16.2).xls
a
Home Insert Page Layout Formulas Data Review View Developer

= cut e =
B vl - -faa] [E= =)

P‘ N =3 Copy - - —
aste I == =|: 5 Merge & Centel T FTS
=" < Format Painter B | | <A || = = | || a3 Merge & Center - |[|E@ - %+ ||%h S

Clipboard (F] Font Alignment Mumber
Q Security Warning Macros have been disabled. QOptions...
| s - &|
| 482 1 anal Aid Anency BULKLOAD SPREADSHEET

Microsoft Office Security Options @
Select

@ Security Alert - Macro

‘Enable this

content’ and click ‘OK..

Macro

Macros have been disabled. Macros might contain viruses or other security hazards. Do Thls WI" a"OW the macro

niot enable this content unless you trust the source of this file.

Warning: It is not possible to determine that this content came from a (o{0) ntent tO run.
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

Mare information

We recommend having

File Path:  E:\ProviderBulkloadSpreadsheet{FinalReleaseVersion 1. 7PLUS). ks

O unknown content (recommended) the CapS LOCk on When

O] . . .
enterlng information.
Entering data in

lowercase may cause the
bulk load file to fail.

Open the Trust Center OK ] [ 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 box to input the

information.

| 48 Legal Aid Agency

BULKLOAD SPREADSHEET
PROVIDER RELEASE VERSION 1.17

- Step 1-enter firm / submission details

Ensure thisinformation is fully completed before accessingthe requiredtool (Step 2)

Field Title

Enter Information

Description of field

Providers LAA Office Number

Providers Office Account Number
(e.g 1A123B)

Submission Month

In the format MM
(e.g. DEC)

Submission Year

In the format YYYY
(e.g. 2013)

Crime Schedule Humber

Providers Crime Schedule Number
(2.0. CRM/1MA123B/13)

Civil Submission Reference

Providers Civil Submission Reference
(e.0. TA123BI/CIVIL)

IMediation Submission Reference

(e.0. 1A123B/MEDIZ010/14)

Providers Mediation Submission Reference

m  Step 2 - Select required (00!

DISCLAIMER - Tnis Spreadshest is provided for your sssisiance and 13 us is not manda: au use

© Crown Copyright March 2015

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.

Field Title

Enter Inf

Description of field

Providers LAA Office Number

Providers Office Account Number
(.. 1A1238)

Submission Menth

In the farmat MK

Civil Submission Reference

= (e.g. DEC
JaM ~ .
— In the farmat Yy
issi FEB
Submission Year = (55,2013
APR
. MAY Providers Crime Schedule Number
Crime Schedule Number jd’_‘ (6.0, CRMA1238/13)
AUS

»
Froviders Civil Submission Reference

(2.9 1A123BICIVIL)

Mediation Submission Reference

fe.g. 1A123B/MEDI;

Criminal schedule number: CRM/Account Number/11 (e.g.

CRM/1A123B/11)

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

Mediation Submission Reference: Account Number/MEDIyyyy/nn (e.g.

1A123B/MEDI/14)

Please note these formats may change in the future.

If you do not have a crime schedule leave the ‘Crime Schedule Number’

blank.
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Page 8 of 30

Froviders Mediation Submission Reference




CWA User Guide for Providers — Bulkload Spreadsheet

If you do not have a civil schedule leave the ‘Civil Submission Reference’
blank.
If you do not have a mediation schedule leave the ‘Mediation Submission

Reference’ blank.

When reporting civil or mediation submission data it is only necessary to
report your account number plus “/CIVIL or /IMEDI” against the Civil/Mediation
Submission Reference as it is possible to report work that is authorised by
more than one Civil/Mediation 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
next step is to choose which type of data you wish
Enter Civil Data to enter. To enter civil data click on the ‘Enter Civil

Data’ button. Here you can type in your civil

outcomes.

| @ Legal Aid Agency LAA Online Civil Bulkload Spreadsheet Tool (TEST Version 1.17)

<Return o GotoHelp "’“c'l'_:“
Main Page Page> S

omplets ALL white fields - Failure to do this WILL rezultin your submi ingrejected and your p il e at risk!
n Bl ering

Key
Instructions: |

oF lete only i applicble
ort please see Help Page (01 contact Online Suppart - Details on help page]
itting your olaim! I errars are found [highlighted orange| please correot and re-run check

tne Fee Scheme Sohedule Feference | TS RN | o gt tite | Casein UFH Fracuremen *| aosess point| B et Forename | Client sumame | CTETDEE S s HOUGH
Number Humber frea Location Bith

= 000100 00oHE00
oo01o0¢ [l
000100¢ [
oo01o0¢ [l
0001o0! ooota00s
000100¢ [
oo01o0¢ [l

cmmamwn | 3

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

., outcome belongs to from the drop down menu.

Fee Scheme

Once you have chosen this, some fields will be

i eyl Completed Wter Gl greyed out. These are not needed for this

Immigration Ztage Claim

Immigration Stage Dizburzement Claim .

Other Lol Help _ outcome and you will not be able to enter any
Family Help & Care Procecdings

Mzntal Health Completed Makter Claim

Mental Health Stage Dizkurzcment Chin information in 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.

1
Thiz should be in the format:
NANNNA followed by:
Case Start Date Febl2-Jani? - FAMM3 or SCCH3
Case Start Date Feb13-Mar2 - FAMM4 or SCCHYe
Caze Start Date &pri3 Onwards - SCCHS or 200315

Schedule Reference

Ezample: 1A1235/SCCH3 o 18122201345
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Entering mediation data

If you wish to enter mediation data then after
completing the submissions page select the ‘Enter

Mediation Data’ button. Here you can type in your

mediation outcomes.

|@ Legal Aid Agency LAA Online Mediation Bulkload Spreadsheet Tool (TEST Version

. ) fon b ]
. cam e naanse e o o ; g:ll:'v\ele ALL wihice felds - Failure tc o this WILL result in your submis sion being rejected and your paymens willbe at 1k
Main Page Page> Data> Progress Bulkload File Instructions; * 0 NOT somplete grey fisids. Vellow fids st P TIONAL -please complete oriy i spplicable

F i For (O cantact Onl o

> Fun Dats Check prior claim! F errars
Line Case Reference Case Concluded Client 1Date Client1 | Chient1| Chienct | Chentt
Matter Type 1 Matter Type 2 Gase Start Date | Cisim 0 | nique Case 1o Client 1F: Client 15 Client 1UCH Legall
Rumber e Tipe e Tipe Humber ase StartDate | BleimiD ) Unique Base Date | ClEnTFerename | Blentisuname of Bith e Postoade | mender | Evmmioiy | isabig | 2

Clisnt1
Client2Fa

- 00011300
0011300
00011800
00011300
0011300
00011800
00011300
anntann

Similar to the civil section of the spreadsheet you must add a single outcome
to each 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 ‘Matter Type

h | 1 1’ from the drop down menu. Once you
Line Matter Type 1 n1: have selected this some fields will be
Mumber

greyed out. These are not needed for
1 — this outcome and you will not be able to

2 AZTM
q Tglﬂnl enter information in these fields. The

4

‘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.
NB: Client 2 details are optional in some matter types and can be left blank.

NB: The Client 1 UCN will be automatically generated for you, from other
fields that you have filled in. The 2" Client UCN will only appear when Client

2 forename is completed.
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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 (outcome) is given below. Some fields
have drop down menus, here you may only chose what is on the drop down

menu.

- Thiz should be in the Farmat: —
NANNMA [office account number] fallowed by:
i MEDITTYYINN = Schedule Reference
b [Outcome]
where YY¥Y = Year of the contract

‘where NN =-Year of the schedule

Example: 1A123AMEDIZ010HS
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Entering New Matter Starts

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

CLR civil and mediation screen (next to the ‘Go to Help Page’

Data>

button) you can add matter starts data and controlled legal

representation data (immigration only) to your submission.

N . New Matter Start Form &
w Legal Aid Agency Immigration Cantrolled Legal Representation Form

(TEST Version 1.17)
LAA Online

» Fitst select Category Cade from drop down list
» Only 3pplieable for Immigration providers
B the Area, Acoess Point and rumber of starts
New Matter Starts > Only enter Categories where the number of Starts is > 0 cLp  mmiaration providers MUST complete ALL field=
Guidance: > Ensure you complete the table from top to bottom Guidance: » Fyou have no CLA sases to report enter o
> Leave no gaps betwezn entries » Beporti fon separately for Bl spplications
> IFyou are reporting Zero Matter Starts please tiok the by below » Rieportinformation separately for Asylum & Kon-fsyum
Civil I
Key to Category Codes
Category Code Sohedule Reference | FOPEMent| oo s Point | Delivery Losation Starts Contralled Legal Representation [CLE) Humber of
Area — Category Code CLR sases
Code: Description
BEP | Ations Agalnat the Palie #tc.
- COM | Community Care Substantive CLR - Provider Asylum Grants
COM | Cansumen/General Contract G‘;;z':"’ Substantive CLR-Independen Funding Aduudicator Asyum Grares |
DEE | Debt Substantive CLR - Asylum Refusals
EDU  |Education Substantive CLR:- Asulum Withdrawals ]
EMF | Employment Substantive CLR- Frovider hon Asglum Grants,
HOU | Housing Substantive CLR - Independent Funding Adjudiator hon Asylum Grants ]
IMN&S | Immigration - Asylum Substantive CLR - Non Asylum Refusals 1
IMMOT | Immigration Other Than Asylum Substantive CLR - Non Asulum Withdravals h
MAT | Famiy Bail CLF - Pravider Azylum Grants
MED | Clinizl Negligence B4il CLF - Independent Funding Adjudicatar Asylum Grants 1
MHE | Mental Health Bail CLF - Asylum Felusals 1
MEC | Residual [Misoellaneaus) Bail CLF - Asylum Withdrawas ]
Pl |Persanalinjury Bail CLF: - Provider Han Azylum Grantz
PUE | Public Law Bl CLF: - Independent Funding Adjudicatar Han Asylum Grants 1
WE | Weltare Bensfits — Bail CLR: - Hon Asylum Fiefusals 1
Eail CLF: - hlon Asulum Withdr awals h
Save
L — 7 < Tiok here to ndicate you are repnrlir\g] Progress
i Stants
Mediation
Mediation Tupe Matter Starts Code: Description
DCS | Child Only Sole
DCC_| Child Only Co
DPS_| Fropenty i Finance Sole
DPC_| Property & Finance Co
DAS_| Alllssues Sale
DAC | AlllssuesCo
| [ < Tickhere to ndicate fyou are reparllr\g] C LR data ente red h ere
Zero Mediation Matter Starts
(Immigration providers
only)
Civil New Matter Start

data entered here (all

providers)

Mediation New Matter
Start data entered here

(Mediation providers only)

Version 1.3 Page 14 of 30



CWA User Guide for Providers — Bulkload Spreadsheet

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.

| b

Enter each
category on a
separate row and
complete all

required columns

Starts

New Matter Start Form &

Immigration Controlled Legal Representation
(Provider TEST Version 1.16.02)

= First select Category Code from drop down list

+ Secondly enter the relevant Procurement &rea, Sccess Point and number of starts

= Only enter Cakegories where the number of Startziz: 0

» Enzure you complete the table from bop to bottom

» Leave no gaps between entries

+ IFyou are reporting Zero Matter Starts please tick the bog below

Categary Code\

Sechedule Feference

Frocurement

Starts
Area

Access Point | Delivery Location

Hey to Category Codes

Code:

Description

A/

com

DEE
EOU

HOuU

MAT
MED
MHE
rMEC

FUE
WE

IrAAS
IFARACT

Community Care
ConsumerntGeneral Contract
Dbt

Edusation

Employment

Housing

Immigration - Asylum

Family
Clinic:al Megligence
Mental Health

Fiesidual [Mizcellanecous)
Perzsonal Injury
Public Law
‘welfare Benefits

Actions Against the Police ete.

Immigration Other Than Asylum

If you have no
matter starts
please tick the
Zero Matter

Starts Indicator.

"I:I

< Tick here to indicate if you are reporting

Zero Matter Starts

.

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 bulk load a file without controlled work to report.

Version 1.3
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NB: Any data entered on the New Matter Start form will be added to the civil
bulk load file when it is created by clicking the ‘Create Civil Bulkload’ button in
the Civil Data Page. 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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New Matter Start Form (Mediation)

Enter the Mediation Type 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.

Mediation

Mediation Type Matter Starts Entel’ eaCh Category on a Code: Description
MDCS | Child Only Sole
=) Separate row and MDCC [ Child Only Co
IMOPS | Property & Finance Saole
CompIEte bOth COIum ns MOPC | Property & Finance Co
MDAS | Alllssues Sole
MOAC | Alllzzues Co

< Tick here toindicate if you are repolting1

|f yOU have no matter / 0 Zero Mediation Matter Starts

starts please tick the Zero

Matter Starts Indicator.

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 bulk load a file without controlled work to report.

NB: Any data entered on the New Matter Start form will be added to the
mediation bulk load file when it is created by clicking the ‘Create Mediation
Bulkload’ button in the Mediation Data Page. Therefore you should only create
the mediation Bulkload when both the mediation 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.

please enter zeros in the table.

CLR

Guidance:

If you have no cases to report for a category,

Do not leave any fields blank.

Controlled Legal Representation (CLR)
Category Code

Mumber of
CLR cases

Substantive CLR
Substantive CLR
Substantive CLR
Substantive CLR

- Asylum Refusals

- Provider Asylum Grants
- Independent Funding Adjudicator Asylum Grantd]
E

- Agylum Withdrawals

Substantive CLR
Substantive CLR
Substantive CLR
Substantive CLR

- Provider Mon Asylum Grants

- Independent Funding Adjudicatar Man Asylum &
- Man Asylum Refusals h
- Mon Asylum Withdrawals

Enter Number of

CLR cases for

Bail CLR
Bail CLR
Bail CLR
Bail CLR

- Pravider Asy
- Independent Funding Adjudicatar Asylum Grants
- Asylum Refusals

- Asylum Withdrawals

m Grants

each category

here

Bail CLR
Bail CLR
Bail CLR
Bail CLR

- Provider Mon Asylum Grants

- Independent Funding Adjudicator Mon Asylum Grants
- Mon Asylum Refusals )
- Mon Asylum Withdrawals

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

on what should be entered into the field.

The nurnber of times CLR was
granted in the month by an
Independent Funding Adjudicator
(IF&)

Substantive CLR - Asylum Withdrawals h
Strstantive-CLR-Provider Mon Asvium Grants

Substantive CLR - Independent Funding Adjudicator Non Zsylurm o)
Substantive CLR - Mon Asylum Refusals b
Substantive CLR - Non Asylum Withdrawals h
Bail CLR - Provider Asylum Grants

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

correct before you click the submit button.

Version 1.3
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Entering criminal data

To enter criminal data click on the ‘Enter Crime Data’

button. Here you can type in your criminal outcomes. The

Enter Crime Data

columns relate to the different fields on a monthly crime

lower submission form.

E-JESICT*N | AA-Online  Criminal Bulkload Spreadsheet Tool (DEV Release Version 1.16) Monthly Crime Lo

<Return to Main Page

+ Complete ALL white Fields - Failure v do this WILL resultin your submission being rejested and your payme
+ Enter Stage Fieached Code in first solumn BEFORE entering spesific olaim lin details
» Do MOT somplete grey fizlds. Yellow fields are OPTIOMAL - please somplete only if applicable

Create
al I -
Criminal DataCh
Page> Progress
Bulkload
- + For more detailed help and support please see Help Page [Or sontast Online Suppart - Details on help page)

i it imt
TA1938 - APR- 3013 » Fun Data Check prior to submitting your claim! If errors sre found (highlighted crangs) plesse corr

hlet Frofit et Ret Travel | Met waiting
Line | Stage Resched ) Client - " Fiepresentation | StandsrdFee | Outcome forthe | tatter costs Disbursement t| eoms costs
tumber|  (Claim Code) Client sumame kgl | Dender | Ethnicity | Disability UFK Drder Date Categary client Tupe (encluding amount [exciuding | [excluding

waT)  |eroudingvat)|  vam waT)

Key
Instructions:

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.

You will first need to select the stage reached from the
Lire Stage Feached
Mumber f - [Claim Code] drop down menu. Once you have chosen this, some
1 ~ fields may be greyed out. These are not needed for this
P PROYV -~
3 |4REe outcome and you will not be able to enter any information
1 |appc
5 |asms in these fields. The ‘VOID’ option is there to remove an
g
AZAT .
; VOID C 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 such as INVG require very little information, so most

of the fields will be greyed out as they are not needed.
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The information MUST be input in the correct format
- Only Select

F.MaorU | for the spreadsheet to work. To find out what the

Gender | Ethnicity | Ois. 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

| 953 Legal Aid Agency JIENRT @ T T T iminal Bulkload Spreadsheet Tool (DEV Release Version 1.16) Monthly Crime La

» Complete ALL white fiskls - Faihur ta da this WILL re u eing e} Ut payme
Go to Helj s
=Return to Main Page e Criminal P' o Daﬂchad; Key > Enter Stage Reached Code in fir lcnlumnHEFDRE s etils
s Bulkload ogr Instructi > DoNOT cump\elsgreyﬁelds.‘r‘e\lowli DPTIDNAL please lete onlyif 3|
NSUrUGonS: ., For more detailed help and suppant plez Hlng [0 antact Online Suppart - Details on hlupg]
o

T > Run Data Check prior to binittin ng your claim! If = & Found (ighlighted orangs] plea

Mt Frofi Mt Nt Travel | Met Waiting
Line | tage Reached Clent . Representation | Standard Fee [ Outcomeforthe | Mater costs | Disbursemen o eosts costs
Mumber|  (Claim Code) Client sumame inial | Fender | Ethnicity | Disabllity VRN Cirder Date Category client Tupe (excluding smount | fexchuding | (excluding

vam)  |eeneludingvam|  vam) ¥aT)

You can save your progress at any time
by clicking ‘Save 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, civil and mediation) will be saved in

Save Progress

the following location:
C:\Bulkload\Backup\'MonthandYear'VAccNumber'+'MonthandYear’
E.g.: 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 [5__<|

Spreadsheet Saved Successfully

- Bulkload file can be found in H:\Bulkload\Backup\APR 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.
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Checking your submission

Y 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'’.

| @ Legal Aid Agency LAA Online Civil Bulkload Spreadshee

Add NMS & o » Complete ALL white fields - Failure to do this WILL result inyour submissi
<Returnto “‘;"“;'P CLR Save Create Civil in Data Key > Enter fee scheme in first column BEFORE entering specific clsim line deta
e == Data > T Bl > DoNOT fieldz. Yellow fields ar= OP TIOMAL o

Instructions: i
5 For more detailed help and support please see Help Page [Or contact nline
[ TA1298 - APR 2013 > Faun Diata Check prior to submitting your elaim! f ermars are found fhighlighte
Line Fee Scheme Sohedule Feference | CRTERHRENOE | g Date | Casen UFH Froourement | 4 cess pont|  Dele Client Forename | Cliat
Mumber Mumber Area Loeation
1 Imm & Asyum Completed IMatter Claim ] - [1A1238/SCCHS. Crsz Q10442013 [ 04134001 APOD00D JOHN
2 000100/
3 0001004
4 0001004
5 000100/
3 000!
7 .
2 Warning!
3
0 You have not completed all mandatory fields and/or errors have been detected
il
12 - Fields which require an entry f amendment have been highlighted in Orange
13
i) - Please complete or amend these fields and re-run data check
15
15 - Failure to complete all mandatory fields WILL result in your submission being rejected!
17
18
"

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 Gov.uk website:
Civil and Criminal code guidance:

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

Version 1.3 Page 22 of 30



CWA User Guide for Providers — Bulkload Spreadsheet

Printing the Bulkload spreadsheet

You can print a summary of the Bulkload spreadsheet for your

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

o
| % Legal Aid Agency Civil Bulkload Spreadsheet Tool (TEST Version 1.16.02)
~m > Complete ALL white filds - Falure to do this WILL resuitin your submissian being rejerted and your payment willbe st risk!
cRetunto Gobotielp o Key  Emeries i i i PrintPreview
Ll g Data> Instructions: > 0% NOT complste rey ieids Yallow OPTIONAL - plese complete anly if spplicable
INSWUCHONS: , £ ore detailed help and support please see Help Fage (0 contact Online Support - Dietalls on help page)
[ T > Run Data Cheek prior olaim! f ertors are d ok
Case
oLa cLa
L P t Dsl Client Dite af Client | Concluged | any
ne Fes Scheme VRN TOBMEMEN |, cess Point M et Forename | ClientSumame | ST o uch HOUCH | Reference Eremption | Gender | Ethnicity | Disabiiy hent onclude atte
humber dres Location Posteods | DatedCase | Tups
Humber Code
Claimed Dars
1 mim & Aztlum Completed Matter Clam e FATEON | APODOI0 JaHN SMITH OFOMSES | OHOmSERNSMT |z ™ 0 | WCD | SE2z0M)  Ow0ME0n | MLE

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 the

civil, criminal and mediation areas of the spreadsheet.

LAA-Online Summary of Civil Claims (DEV Version 1.16)

I <Return fo Civil Page

141236 APR - 2013 = ry of Civil Submissi L&A Bulkload Spreadsheet w116 | @ Legal Aid Agency

UFN Schedule oo R Client Matter  Matrer Case Net Net Net Disbursement YAT Case Stage Outcome
Reference Surname Type 1 Type 2 Stage Profit Disbursements Counsel s ¥AT amount Indicato Concluded Reached For Client
00412400 1AIZ3BISCCNE 1233z SMITH IMLE IGOL £0.00 £0.00 £000 £0.00 A 03042012 IE 14
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<Return to Go to Help Add HM5 L
Main Page Page> &=
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Creating the Bulkload csv file

» Complete ALL w
» Ente fee scl

elds - Failure to do this WILL resultinyour submission being rejected and yaur payment will be atrisk!

Key
5 0o

Instructions:
» For

1A123B - APR - 2013

Line
Mumbsr

Fee Scheme Sohedule Fieference | DO RIS g Date | CaseiD ran Fresuemen " aooessraine | BT CionForename | Gl sumame | 1T D2 uch HOUCH
Number Ares Lacstion Birk

1

\mm & Asylum Completed Matter Claim _ |~ [18123E4SCCH4 Ci2332 002013 [ 0413001 PA0S000 AP00DO0 JOHM SMITH 00985 | OTIOISESANSMIT E

When you have finished inputting all your outcomes you can then create the
csv file for bulk loading into CWA. You will need to do this separately for your
criminal, civil and mediation submissions. The button can be found on

criminal, civil and mediation 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 bulk loading into

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

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

location:
C:\Bulkload\Civil'MonthandYear'\CivilBulkload+'AccNumber’+'MonthandYear’
E.g.. C:\Bulkload\CivilNAPR2013\CivilBulkload1A123APR2013

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

following location:

C:\Bulkload\Mediation\'MonthandYear'\MediationBulkload+’AccNumber’'+'Mon

thandYear’
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E.g.. C:\Bulkload\Mediation\APR2013\MediationBulkload1A123APR2013

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

created by pressing the ‘create civil/criminal/mediation Bulkload’ button.

These are the files you will need to bulk load when you enter CWA. For
guidance on how to do this, please see the CWA ‘Bulkload Submissions’ at
https://www.gov.uk/government/publications/cwa-detailed-user-guidesor the
quick guide — ‘Submitting Using the Bulkload Spreadsheet’ at
https://www.gov.uk/government/publications/cwa-quick-guides. 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.

Version 1.3 Page 26 of 30



CWA User Guide for Providers — Bulkload Spreadsheet

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 for relevant submission type.

e Always choose the ‘Fee Scheme ID’ (civil), ‘Stage Reached Claim Code’
(crime) or ‘Matter Type 1’ (mediation) prior to entering any other data on

that line.

e Complete the civil/criminal/mediation 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’,'Stage Reached’ or ‘Matter Type 1’

(mediation) 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.

¢ If you need to change the location of the files saved or created go to the

help page where you can change the file path.

¢ 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/Mediation 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:
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e 0203 334 6664 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 team on 0203 334 6664 or email

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

| 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
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enter 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 (or mediation)
data today - now | cannot find my crime data

You must enter crime, civil and mediation 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.

© Crown copyright
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