Event Data Challenges

Data challenge background and resolution
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Background

How the Business Support team deal with data challenges
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What are shared ULNSs?

Shared ULNs is a ULN number that is being used by more than
one learner. This happens when a ULN is returned as a
possible match (some demographics match). The most
common types of shared ULNs are:

= Twins
= Siblings
= Parent and child with the same or similar names

= Two learners with the same or similar name, the same date
of birth but different postcodes
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How shared ULNs are identified

Shared ULNs are usually identified:
= Through AO validation for exam entries
= By a learning provider challenging qualifications on a record
= By the learning provider querying the learner details
= From the census returns

= Using a reporting tool that identifies possible shared ULNs
by the changing demographics
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LRS Business Support responsibilities

Data challenge received/
identified

Check for suspicious
updates

Contact the school who

Are there any most recently updated/
uspicious updates? searched for the

incorrect learner details

Check for suspicous
searches

9
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User to create new ULN
for their learner and
update AOs

1-4 weeks

Are there any AC
source qualifications
o be transferreg

Raise data challenges for
the qualifications to be
transferred

Processend X o

Rre there any othe
source qualifications
o be transferreg

Send the qualifications
to the AMS team to
transfer




Awarding Organisation responsibilities

Data challenge received

shared ULN?

Confirm with your own
records
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Withdraw the qualification
from the incorrect ULN

Does the qualification
eed to be updated?

Upload the qualification
to the correct ULN

Withdraw or update the
qualification

Request DCs
to be dosed

Reject DC

1

Up to 5 weeks

Process end
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How to view a data challenge

The Business Support team will send out a weekly report of all
data challenges, but these can also be viewed in the portal.
These contain the learner details, qualification details and user
comments.

All data challenges are reviewed by the Business Support
team before they are sent to the Awarding Organisation for

action.
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How to view a data challenge

Help | Contactus | My account | Log out

ﬁJ. 2 Welcome: 09 MIAP
™ SFA

HM Government  org Ip: MIAP0O009

Learner Achievement

You are here: Welcome

Verify a learner

Latest Information
Welcome

Mandatory fields are marked with an asterisk (*) Service Desk Transition

Achievement Management ULN = ‘ From the 1st December the Learning Records Service (LRS) plans to

move the current LRS service desk to another service provider within the
| UK. This will not affect our users and you will see no disruption.

Given name *
Learner Verification

The service desk opening hours are changing from the current Monday to

|
|
Family name * | ]
|
|

Saturday, 08:00 - 20:00 to Monday to Friday, 08:00 - 18:00, with the
User Management Date of birth V]| v | V| exception of public holidays. Open tickets will be migrated to the new
service desk and a new incident number will be assigned. The service
Gender Please select v‘ desk will forward details of the new incident number following migration.

There is no change to the email or telephone number when you contact
the service desk.

In order for the transition to take place, the service desk will close on

Friday, 28th November at 20:00 and re-open Monday, 1st December at
08:00.

We hope to minimise any disruption and appreciate all of your support
during this period.

Education Centre a

What’s New

Release 10.4 is the latest version of the LRS Organisation Portal. This release went live on 22 November 2014.

Help | Contact us | Terms and conditions | Privacy policy

Go to the Achievement Management tab
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How to view a data challenge

Help | Contact us | My account | Log out
Welcome: 09 MIAP

SFA

HM Government  org Ip: MiAP0009

Learner Achievement
Management Management

“You are here: Manage learner achievements

Welcome Manage learner achievements

Please choose an action to perform by clicking on the relevant link below.

Achievement Management . - - . 5 8
Create achievement | Update achievement | Withdraw achievement | Reinstate achievement

Manage Learner Achievements
Submit Achievements Batch
View Achievements Batch
Reports

Event Data Challenges
Learner Verification

User Management

v
Help | Contact us | Terms and conditions | Privacv policv

Select Achievement Management from the left hand menu
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How to view a data challenge

Help | Contact us | My account | Log out

{m Welcome: 09 MIAP
AN SFA

HM Government  org Ip: MiAP0009

Learner Achievement
Management Management

You are here: Event data challenges

Event data challenges

Welcome

Enquires relating to all event data challenges for your organisation are available below

Achievement Management

Status ‘New V‘

Manage Learner Achievements
q Set status to in progress

Submit Achievements Batch
View Achievements Batch Reference ULN Given name Family name Date raised Date resolved Slatus Action

Reports Mo records found using criteria provided

Event Data Challenges
Set status to in progress

Learner Verification

User Management

v
Help | Contact us | Terms and conditions | Privacv policv

Select Event Data Challenges from the left hand menu

Department
for Education



How to view a data challenge

From this page, you can change the drop down menu to view any
that are in progress or already complete.

By selecting “Process”, you can view more details of the data
challenge. Note that this will automatically change the status to “In
Progress”
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Types of data challenge

There are 3 main types of data challenge
= Transfer achievement (shared ULN)
= Update achievement (request update to a grade)

= Withdraw achievement (learner is disputing the gualification)

Only the requests to transfer a ULN will be verified by the Business
Support team. However, if the two learners have the same name,
we will provide the details given by the learning provider.

No validation is done for updates to achievements or disputed
gualifications. These will need to be verified by the Awarding
Organisation before accepting/rejecting.
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Request to transfer a qualification

These will be raised only if the ULN was previously shared by
two different learners, and are the majority of data challenges
raised in the system. Any that have been raised by the
Business Support team will follow standard text:

“Qualification was uploaded to the incorrect ULN. Please transfer to
the correct ULN - 1234567890, Joe Bloggs”

These qualifications will need to be withdrawn from the incorrect
ULN (the one in the data challenge reference) and uploaded to the
correct ULN (the one in the user comments).

Department
for Education



Request to update a qualification

These will be raised by the learning providers on behalf of the
learners, and will need to be verified before action is taken.
The most common types of request are:

= Request to add a grade (grade shown as N/A or blank)

= Request to update a grade (the paper was remarked
resulting in a different grade)

These qualifications will need to be updated in the system using the
original ULN (the one in the data challenge reference).
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Request to update a qualification

Here are some real examples of requests to update a
gualification:

“Learner resat her GCSE Maths Qualification in November 2015
and received a grade C.”

“‘Student has produced cetrtificate to indicate they have achieved a
grade C rather than D”

“Qualification has an award date but no grade. Grade required to
confirm learner has achieved this”

“‘Paper was remarked as student has used separate paper for lap
top and marker had not seen this!”
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Request to withdraw a qualification

These will be raised by the learning providers on behalf of the
learners, and will need to be verified before action is taken.
The most common types of request are:

= The learner enrolled but did not complete the qualification

= The learner’s details were submitted mistakenly

A request to remove a gualification that was completed but were
failed (e.g. grade F) does not need to be actioned. This can be
rejected.

These qualifications will need to be withdrawn in the system using
the original ULN (the one In the data challenge reference).
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Request to withdraw a qualification

Here are some real examples of requests to withdraw a
gualification:

“Initially claimed Level 3 incorrectly due to two registrations number
and names being very similar and then emailed exam board to
amend. | received a confirmation that this had been amended and
the certificates arrived with the correct information on.
Unfortunately on the PLR it is showing Level 3 and Level 1 when it

should only be Level 1.”

“This qualification was claimed in error. The learner only attended
one day of learning and then left the course. The overall PASS for
Level 1 Award has been challenged and deleted. As this unit was
part of the course it also needs to be deleted.”

Department
for Education



Manually updating
gualifications on the portal

How to update, create and withdraw qualifications directly on
the LRS Organisation Portal

"Eh\«..
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How to create a new a qualification

Help | Contact us | My account | Log out
Welcome: 09 MIAP

A SFA

HM Government  org Ip: MiAP0009

Learner Achievement
Management Management

“You are here: Manage learner achievements

Welcome Manage learner achievements

Please choose an action to perform by clicking on the relevant link below.

Achievement Management . - - . 5 8
Create achievement | Update achievement | Withdraw achievement | Reinstate achievement

Manage Learner Achievements
Submit Achievements Batch
View Achievements Batch
Reports

Event Data Challenges
Learner Verification

User Management

v
Help | Contact us | Terms and conditions | Privacv policv

Go to Achievement Management and select “Create
Achievement”
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How to create a new a qualification

Help | Contact us | My account | Log out
Welcome: 09 MIAP

A SFA

HM Government  org Ip: MiAP0009

Learner Achievement
Management Management

You are here: Manage learner achievements - Create achievement

Create achievement

Welcome

Achievement Management Please enter the learner and achievement details.

. Mandatory fields are marked with an asterisk (*)
Manage Learner Achievements

Submit Achievemnents Batch Learner details Achievement details
View Achievements Batch ULN = ‘ ‘ Aim reference number * | |
Reports Given name = ‘ ‘ Achievement award date = | Vl | Vl | Vl
Event Data Challenges .
Family name * ‘ ‘ Grade | |
e N i v v v v
Learner Verification Date of birth ‘ ‘ | | | | Language for assessment |P|ease select ‘
Gender ‘Please select V‘ Provider UKPRN | |
User Management Postcode ‘ ‘

Cancel Create achievement

v
Help | Contact us | Terms and conditions | Privacv policv

Enter the learner and qualification details and select “Create
Achievement”

Department
for Education



How to create a new a qualification

Contect us | My account | Log out

: SFA
‘ HM Government  org 1o: MIAPOODS

Achievenment
Management

Yious are beewe: Manage mamer achievements  Creste achisvement

Create achievement confirmation

Weloome

Achievement Management
Achievement was created successhully

Achievement summary

UL 1659465051 Al typa Ui
Given name Lowse #im reference number ASSOZ/STSE
vt Daita Challindgas Farily name Dauglas Achievement award date 07 Feb 2017
Date of binth Grade
Learner Vedlication Gendar Language for assassment:
Lisesr Managemaent Fostrode Provider UKPRN

Melp | Contact us Terms and conditsons | Privacy policy

© 2010 Tha Skils Funding Agency s an agancy of tha Departmant for Business. nmovation and Skills

You should see a confirmation message
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How to update an existing qualification

Help | Contact us | My account | Log out
Welcome: 09 MIAP

SFA

HM Government  org Ip: MiAP0009

Learner Achievement
Management Management

“You are here: Manage learner achievements

Welcome Manage learner achievements

Please choose an action to perform by clicking on the relevant link below.

Achievement Management . - - . 5 8
Create achievement | Update achievement | Withdraw achievement | Reinstate achievement

Manage Learner Achievements
Submit Achievements Batch
View Achievements Batch
Reports

Event Data Challenges
Learner Verification

User Management

v
Help | Contact us | Terms and conditions | Privacv policv

Go to the Achievement Management tab and select Update
Achievement
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How to update an existing qualification

Help | Contact us | My account | Log out
Welcome: 09 MIAP

SFA

HM Government  org Ip: MiAP0009

Learner Achievement
Management Management

You are here: Manage learner achievements - Find achievement to update

Welcome Update achievement

Achievement Management Please enter details below to find the achievement you want to update.

Achievement details

Manage Learner Achi ts

Submit Achievements Batch Mandatory fields are marked with an asterisk (*)
View Achievements Batch ULN = ‘

Reports

Given name =

Event Data Challenges

Family name *

e . il *
Learner Verification Aim reference number

Achievement award date =

Find achievement to update

> > v]

User Management

v
Help | Contact us | Terms and conditions | Privacv policv

Enter the details of the qualification that needs to be amended
and select “Find Achievement to Update”
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How to update an existing qualification

Help | Contact us | My account | Log out

’_& Welcome: 09 MIAP
SFA

HM Government Org ID: MIAPO009

Achievement
Management

You are here: Manage leamer achievements - Find achievement to update

Welcorme Update achievement

~hi ¢ a
Achievement Management Please check the details of the achievement you wish to update

Achievement summary Update details
Manage Learner Achlevements
sSubmit Achievermnents Batch ULN 1859466051 Mandatory fields are marked with an astensk (™)
View Achlevaments Batch Given name Louise Action date * o7 v February v 2017 v
Reports Faindy name Douglas What should the action date be?
Event Data Challenges Grade Pass

Date of birth

Language for assessment  Please select v
Gander

3, or Ve v
Learner Verification Provider UKPRN

Postoode
User Management A type Unit
Aam reference number A/502/5756

Adwevement award date 06 Feb 2017

Cancel Update achievement

Edit the details of the qualification that need updating and
select “Update Achievement”
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How to update an existing qualification

Help | Contact us | My account | Log out

Welcome: 09 MIAP
SFA
Org ID: MIAPO00O9

Achievement
Management

You are here: Manage leamer achievements - Find achievement to update

Update achievement confirmation

Welcome

LR ¢ O
Achievement Management Achievement was updated successfully.

Achievement summary

Manaqe Learner Achlevements

Submit Achievements Batch ULN 1859466051 .
Action date 07 Feb 2017
View Achlevements Batch Aim type Unit
Grade Pass
Reports X
Aim reference number Af502/5756

Event Data Challenges Language for assessment

Achievement award date 06 Feb 2017
Provider UKPRN

Learner Verification

Back to manag achievements

User Management

You should see a confirmation message
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How to withdraw an existing qualification

Help | Contact us | My account | Log out
Welcome: 09 MIAP

SFA

HM Government  org Ip: MiAP0009

Learner Achievement
Management Management

“You are here: Manage learner achievements

Welcome Manage learner achievements

Please choose an action to perform by clicking on the relevant link below.

Achievement Management . - - . 5 8
Create achievement | Update achievement | Withdraw achievement | Reinstate achievement

Manage Learner Achievements
Submit Achievements Batch
View Achievements Batch
Reports

Event Data Challenges
Learner Verification

User Management

v
Help | Contact us | Terms and conditions | Privacv policv

Go to the Achievement Management tab and select Withdraw
Achievement
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How to withdraw an existing qualification

Help | Contact us | My account | Log out

Q@i Welcome: 09 MIAP
P
ALV SFA

HM Government  org Ip: MiAP0009

Learner Achievement
Management Management

“You are here: Manage learner achievements

Welcome Withdraw achievement

Achievement Management ; . .
Please enter details below to find the achievement you want to withdraw.

Manage Learner Achievements Achievement details

Submit Achievements Batch Mandatory fields are marked with an asterisk (*)

View Achievements Batch

UL = [
Reports

Event Data Challenges Given name *

|

Family name * |

Learner Verification |
|

Aim reference number *

User Management Achievement award date *

Find achievement to withdraw

V| V| vl

v
Help | Contact us | Terms and conditions | Privacv policv

Enter the details of the qualification that needs to be
withdrawn and select “Find Achievement to withdraw”
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ow to withdraw an existing qualification

Help | Contact us | My account | Log out
Welcome: 09 MIAP

SFA

HM Government  org Ip: MiAP0009

Learner Achievement
Management Management

“You are here: Manage learner achievements

Withdraw achievement

Welcome
Achievement Management Please check the details of the achievement you wish to withdraw.
Achievement summary Withdraw details
Manage Learner Achievements
Submit Achievements Batch ULN 1850466051 Mandatory fields are marked with an asterisk (%)
view Achievements Batch Given name Louise Action date = 07 v | |February v| 2017 v
Reports Family name Douglas What should the action date be?
Action reason * Originally submitted with the wrong ULI v
Event Data Challenges Date of birth
Gender
Learner Verification
Postcode
User Management Aim type Unit
Aim reference number A/502/5756

Achievement award date 07 Feb 2017
Grade
Language for assessment

Provider UKPRN

Withdraw achievement

Help | Contact us | Terms and conditions | Privacv policv

Add in the Action Date and the Action Reason, then select
“Withdraw achievement”
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How to withdraw an existing qualification

Help | Contact us | My account | Log out

Welcome: 09 MIAP
SFA
HM Government  org Ip: MiAP0009

Learner Achievement
Management Management

“You are here: Manage learner achievements

Withdraw achievement confirmation

Welcome

Achievement Management .
Achievement was withdrawn successfully.

Manage Learner Achievements Achievement summary

Submit Achievements Batch ULN 1859466051 s )
View Achievements Batch Action date 07 Feb 2017

Aim type Unit
e Action reason Originally submitted with the wrong ULN.
Aim reference number A/502/5756

Reports
Event Data Challenges
Achievement award date 07 Feb 2017
Learner Verification

Back to manage learner achievements

User Management

Help | Contact us | Terms and conditions | Privacv policv

You should see a confirmation message
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Updating multiple
gualifications using a batch file

How to manage qualifications in large quantities
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Types of batch file

There are 3 types of batch files
= LRB (used by Learning Providers to create or update ULNS)
= VLD (used by Awarding Organisations to validate ULNS)

= QCF (used by Awarding Organisations to manage
achievements)

This guide will only cover QCF batch files.
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Batch file format

Batch files will only be accepted if they are in a specific format

The first row should contain the following information (with no
headers):

= A Number of records*

= B RITS number*

= C Notification email address

= D Submission type (this should always be “Final”)

* Mandatory field
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Batch file format

The subsequent rows should contain:

= A MIS Identifier

= B ULN*

= C Provider UKPRN

= D Unit or Aim code*

= E Award Date*

= F Grade

= G Language for assessment?

* Mandatory field

1 See full specification for accepted values
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Batch file format

= H Given Name*

Family Name*
m Learner postcode
Learner date of birth
Learner gender?!
Action*!

Action Date*

Oz r X <«

Action Reason**!

* Mandatory field
** Mandatory only if Action Date is 3 - Withdraw

1 See full specification for accepted values
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Batch file example

| K | L | h-1| M | 0 |

1 RN5226 catrin.jones@education.gov.uk Final
1568359179 Af501/4336 08/02/2016 Competent eng Sally Thomas 04/05/2000 1 1 08/02/2016
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Validating a batch file

Batch files will only be accepted if they have been validated to
meet the specific format

For external systems, this validation is already completed before
the file is sent through/downloaded.

Batch files can also be validated by running them through the
Validation Tool. This method shows the manual validation of a file.
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https://www.gov.uk/government/publications/lrs-validation-tool

Validating a batch file

1. Convert the format of all dates

For all columns containing a date, you will need to:
= Highlight all cells that contain dates
= Right click and select “Format cells”
= Select “Custom” from the category

= Type in “yyyy-mm-dd”
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Validating a batch file

Department
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Mumber | Alignment

Category:

General
Number
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text

SEeciaI

Format Cells

Font Border Fill Protection

Sample
2016-02-08

Type:
yyyy-mm-dd

%

0.00%%
0.00E+00
#£0,0E+0
#7
#7777
dd/mmAyvy
dd-mmm-yy
dd-mmm
MTm-yy
h:mm AN/PM

Type the number format code, using one of the existing codes as a starting point.

1. Convert the format of all dates

Delete

Cancel



Validating a batch file

A

i 18 RN5226 catrin.joni Final

2 | 5074523736 500/4568/4 2016-08-25 D Euan Brown 3| 2016-08-25 ULNINVALID
3 | 5074523736 600/0885/4 2016-08-25 C Euan Brown 3| 2016-08-25 ULNINVALID
4 3074523736 600/9506/4 2016-08-25 D Euan Brown 3 2016-08-25 ULNINVALID
= 3074523736 601/3160/3 2016-08-25 C Euan Brown 3 2016-08-25 ULNINVALID
6 | 1756814383 500/8510/4 2014-08-21 F Chloe Robinson 3 2014-08-21 ULNINVALID
7 1756814383 600/9506/4 2015-08-20 C Chloe Robinson 3 2015-08-20 ULNINVALID
8 | 1756814383 600/0886/6 2015-08-20 C Chloe Robinson 3| 2015-08-20 ULNINVALID
9 | 1756814383 600/0883/1 2015-08-20 C Chloe Robinson 3| 2015-08-20 ULNINVALID
10 1756814383 600/0891/X 2015-08-20 C Chloe Robinson 3| 2015-08-20 ULNINVALID
11 2520295049 500/4568/4 2016-08-25 D Euan Brown 1 2016-08-25

12 | 2520295049 600/0885/4 2016-08-25 C Euan Brown 1 2016-08-25

13 | 2520295049 600/9506/4 2016-08-25 D Euan Brown 1 2016-08-25

14 | 2520295049 601/3160/3 2016-08-25 C Euan Brown 1 2016-08-25

15 | 3455286659 500/8510/4 2014-08-21 F Chloe Robinson 1 2014-08-21

16 5455286659 600/9506/4 2015-08-20 C Chloe Robinson 1 2015-08-20

17 | 5455286659 600/0886/6 2015-08-20 C Chloe Robinson 1 2015-08-20

18 5455286659 600/0883/1 2015-08-20 C Chloe Robinson 1 2015-08-20

19 5455286659 600/0891/X 2015-08-20 C Chloe Robinson 1 2015-08-20

1. Convert the format of all dates
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Validating a batch file

2. Add a symbols to define the beginning and end of a row
= Add a $ to the beginning of all values in column A *

= Add a $ to the end of all values in column D/O

* If you have added an MIS identifier to column A, create a new
column and add only $ to all rows.

Department
for Education



Validating a batch file

A
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518 RN5226

1568359179
1568359179
1568359179
1568359179
1756814381
1756814381
1756814381
1756814381
1756814381
1568359179
1568359179
1568359179
1568359179
1756814381
1756814381
1756814381
1756814381
1756814381
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catrin.jones@education.gov.uk Finals

500/4568/4
600/0885/4
600/6506/4
601/3160/3
500/8510/4
600/9506/4
600/0836/6
600/0889/1
600/0891/%
500/4568,/4
600/0885/4
600/9506/4
601,/3160/3
500/8510/4
600/9506/4
600/0836/6
600/0889/1
600/0891/%

2017-08-25 D
2017-08-25 C
2017-08-25 D
2017-08-25 C
2017-08-25 F
2017-08-25 C
2017-08-25 C
2017-08-25 C
2017-08-25 C
2017-08-25 D
2017-08-25 C
2017-08-25 D
2017-08-25 C
2017-08-25 F
2017-08-25 C
2017-08-25 C
2017-08-25 C
2017-08-25 C

Sally
Sally
Sally
Sally
Chloe
Chloe
Chloe
Chloe
Chloe
Sally
Sally
Sally
Sally
Chloe
Chloe
Chloe
Chloe
Chloe

Thomas
Thomas
Thomas
Thomas
Robinson
Robinson
Robinson
Robinson
Robinson
Thomas
Thomas
Thomas
Thomas
Robinson
Robinson
Robinson
Robinson
Robinson

L) k[L]m)

=R R R R R R R R W W W W W W W W W

2017-08-25 ULNINVALIDS
2017-08-25 ULNINVALIDS
2017-08-25 ULNINVALIDS
2017-08-25 ULNINVALIDS
2017-08-25 ULNINVALIDS
2017-08-25 ULNINVALIDS
2017-08-25 ULNINVALIDS
2017-08-25 ULNINVALIDS
2017-08-25 ULNINVALIDS
2017-08-25 5
2017-08-25 5
2017-08-25 5
2017-08-25 5
2017-08-25 5
2017-08-25 5
2017-08-25 5
2017-08-25 5
2017-08-25 5

2. Add a symbols to define the beginning and end of a row



Validating a batch file

3. Save the file

When saving the file, select “CSV (Comma delimited) (*.csv)” from
the “Save as type” drop down menu.

For the name of the file, you will need to follow a specific format:
QCF_XXXXXXXX_YYYY-MM-DD_nnn.CSV

Where:

XXXXXXXX UKPRN

YYYY year

MM month

DD day

nnn number of submissions

Note that the .CSV must be in capitals
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Validating a batch file

© A
Organise « Me

& OneDriveforf

18 This pC
e Desktop
| Documents
4 Downloads
o Music
= Pictures
. ULN timelines|
B Videos
E, Windows (C:)

€ Network

File name:

Save as type:

Excel Workbook (*xlsx)

Excel Macro-Enabled Workbook (*xlsm)
Excel Binary Workbook (*.xlsh)

Excel 97-2003 Workbook (*.xls)

XML Data (*xml)

Single File Web Page (*.mht*.mhtml)
Web Page (*.htm;*.html)

Excel Template (*xlt)

Excel Macro-Enabled Template (*xltm)
Excel 97-2003 Template (*.xlt)

Text (Tab delimited) (*.tbd)

Unicode Text (*.bd)

AML Spreadsheet 2003 (*xml)
Microsoft Excel 5.0/95 Workbook (*.xls)

Formatted Text (Space delimited) (*.prn)
Text (Macintosh) (*.bd)

Text (MS-DOS) (*bet)

CSV [Macintosh) (*.csv)

CSV (MS-DOS) (*.csv)

DIF (Data Interchange Format) (*.dif)
SYLK (Symbaolic Link) (*.slk)

Excel Add-in (*xlam)

Excel 97-2003 Add-in (*xla)

PDF (*.pdf)

KPS Document (*xps)

Strict Open XML Spreadsheet (*.xlsx)
OpenDocument Spreadsheet (*.ods)

C5V [Comma delimited) (*.csv)

Authors:

* Hide Folders

Department
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Catrin Jones

[] save Thumbnail

3.

Tags: Addatag

Save the file

Title: Add atitle

Cancel

Tools - Save



Validating a batch file

4. Open the file in Notepad or Wordpad
= Find the file in File Explorer
= Right click on the file
= Select “Open With” > “Notepad” or “Wordpad”

If you are unable to select either of these, open the program then
select “Open” from the menu instead.
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Validating a batch file

1 %218,BN5226, catrin. jonesfeducation_gov.uk, Final%, ., . v rerer

z %,15&8355917%, ,500/4568/4, 2017-08-25,D, ,5211y, Thomas, ,, ,3,Z017-08-25, ULNINVALID:

3 %,15&8355%17%, ,€00/0885/4, 2017-08-25,C, ,5=211y, Thomas, ,,,3,Z017-08-25, ULNINVALID:

L %,15&8355917%, ,e00/6506/4, Z2017-08-25,D, ,5211y, Thomas, ,,,3,Z017-08-25, ULNINVALID:

5 %,15&8355917%, ,601/3160/3, 2017-08-25,C, ,5211y, Thomas, ,,,3,Z017-08-25, ULNINVALID:

& %,17568143581, ,500/8510/4, Z2017-08-25,F, ,Chloe, Bokinson, ,,,3,2017-08-25, ULNINVALIDS
7 %,17568143581, ,€00/9506/4, 2017-08-25,C, ,Chloe, Bokinson, ,,,3,2017-08-25, ULNINVALIDS
= %,1756814381, ,600/0886/6, 2017-08-25,C, ,Chloe, Bokinson, ,,,3,2017-08-25, ULNINVALIDS
3 %,1756814381, ,€00/0889/1,2017-08-25,C, ,Chloe, Bokinson, ,,,3,2017-08-25, ULNINVALIDS
10 %,1756814381, ,600/0891 /¥, Z017-08-25,C, ,Chloe, Bokinson, ,,,3,2017-08-25, ULNINVALIDS
11 %,15&835%17%, ,500/4568,/4,2017-08-25,D, ,5=211y, Thomas, ,,,1,2017-08-25, %

12 %,15&835%17%, ,€00/0885/4,2017-08-25,C, ,5=211y, Thomas, ,,,1,2017-08-25, %

13 %,15&8355%175%, ,€00/9505,/4, 2017-08-25,D, ,5=211y, Thomas, ,,,1,2017-08-25, %

14 %,15&68355%17%, ,€01/3160,/3,2017-08-25,C, ,5=211y, Thomas, ,,,1,2017-08-25, %

15 %,17568143581, ,500/8510,/4,2017-08-25,F, ,Chloe, Bobinson, , ., 1,2017-08-25,%

1c %,1756814381, ,600/9506,/4, 2017-08-25,C, ,Chloe, Bobinson, , ., 1,2017-08-25,%

17 %,1756814381, ,€00/088%6/¢6, 2017-08-25,C, ,Chloe, Bobinson, , ., 1,2017-08-25,%

18 %,1756814381, ,€00/08859/1,2017-08-25,C, ,Chloe, Bobinson, , ., 1,2017-08-25,%

13 %,17568143581, ,600/0891 /%, 2017-08-25,C, ,Chloe, Bobinson, , ., 1,2017-08-25,%

4. Open the file in Notepad or Wordpad
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Validating a batch file

[ %]

Department

%18,BN5226, catrin. jones@education.gov._uk, Final%, ,,,,

$,1568353179,
$,1568353179,
$,1568353179,
$,1568353179,
$,1756514381,

=1
[i}]
iy
m
furd
o
L)
o
[y

758814381,

,S00/4568/4,2017-08-25,D, ,Sally, Thomas,
,&00/0885/4,2017-08-25,C, ,Sally, Thomas,
,E00/6506/4,2017-08-25,D, ,Sally, Thomas, ,,
,&01/3160/3,2017-08-25,C, ,Sally, Thomas, ,,
,S00/8510/4,2017-08-25,F, ,Chlce, Bobinson,
,E00/9506/4,2017-08-25,C, ,Chlce, Bobinson,
,E00/0886/6,2017-08-25,C, ,Chlce, Robinson,
,&00/0889/1,2017-08-25,C, ,Chlce, Robinson,
,E00/0851/X, 2017-08-25,C, , Chlce, Bobinson,
,500/4588/4,2017-08-25,D, ,5ally, Thomas, ,,
,E00/08585/4,2017-08-25,C, ,5ally, Thomas, ,,
,E00/9506/4,2017-08-25,D, ,5ally, Thomas, ,,
,&01/3180/5,2017-08-25,C, ,S5ally, Thomas, ,,
,500/8510/4,2017-08-25,F, ,Chlce, Bobinson,
,E00/3506/4,2017-08-25,C, ,Chlce, Bobinson,
,E00/0886/6,2017-08-25,C, ,Chlce, Bobinson,
,E00/0889/1,2017-08-25,C, ,Chlce, Bobinson,
,E00/0851/X, 2017-08-25,C, , Chlce, Bobinson,

Pr

Pr

free
,®,2017-08-25, ULNINVALIDS

,®,2017-08-25, ULNINVALIDS

,®,2017-08-25, ULNINVALIDS

,®,2017-08-25, ULNINVALIDS

... 3,2017-08-25, ULNINVALIDS
... 3,2017-08-25, ULNINVALIDS
... 3,2017-08-25, ULNINVALIDS
... 3,2017-08-25, ULNINVALIDS
vy 3, 2017-08-25, ULNINVALIDS
,1,2017-08-25,
,1,z017-08-2
,1,z017-08-2
,1,2017-08-25,
ceel,2017-08-2
ceel,2017-08-2
ceel,2017-08-25,
ceel,2017-08-25,
ceel,2017-08-25,

o

o

A A A

il

il

A A A A A

5. Remove all commas from the top row after the $
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Validating a batch file

6. Use Find and Replace to update the special characters
= Press CTRL + H to open the “Find and Replace” screen
= Find all $ characters and replace with *

= Note: if you have added in a new column due to the MIS

|dentifier, find $” and replace with “
= Select Replace All

= Find all , characters and replace with “,

= Select Replace All

Department
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Validating a batch file

Replace
Find Replace | Findin Files | Mark
Find what : | , v | Find Next
Replace with : | =" V| Replace
In selection Replace All
Replace Allin All Opened
Documents
[] Match whole word only
[ IMatch case Close
Wrap around
Search Mode Direction Transparency
(@) Mormal Iup (®) On losing focus
() Extended (\n, ¥, \t, 10, ...) (® Down O Always

(JReqular expression [ . matches newline

6. Use Find and Replace to update the special characters
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Validating a batch file

1 "1™, "BENSZZ2e", "catrin. jonesfeducation.gov.uk™, "Final™

z mw "lseg353%175", ™", "500/45&8/4™, "2017-08-25", 0", """, "5=a1lly", "Thomss™, ™™ "™, "", "3", "2017-08-25", "ULNINVALID"

3 mw "lse8355%17%", ™", "e00/0885/4™, "2017-08-25", "C", "", "5ally", "Thomss™, ™™, "™, """, "3", "2017-08-25", "ULNINVALID"

L mw "lseg35%175", ™", "e00/650&/4™ "2017-08-25", "D", "", "5ally", "Thomss™, ™™ "™, "", "3", "2017-08-25", "ULNINVALID"

5 e "lseg35%175%","", "e01/31e0/3"™, "2017-08-25", "C", "", "Bally", "Thomss™, ™™ "™, "", "3", "2017-08-25", "ULNINVALID"

g me, "l75g814381™, ™", "500/8510/4™, "2017-08-25","F", """, "Chlge", "RBocbkinson™, ™", "", """, 3", "2017-08-25", "ULNINVALID"
7 e "l175g814381", ™", "e00/950&/4™, "2017-08-25", "C", """, "Chlge" , "Rocbkinson™, ™", "", """, "3", "2017-08-25", "ULNINVALID"
8 me "l75g814381", ™", "e00/0886/e","2017-08-25","C", """, "Chlge", "Robinson"™, ™", "", """, 3", "2017-08-25", "ULNINVALID"
3 wm, "l75g814381"™, ™", "e00/0885/1", "2017-08-25","C", """, "Chlge", "Rocbinson"™, ™", "", """, "3", "2017-08-25", "ULNINVALID"
10 me o "175g814381", ™", "e00/08591 /¥, "2017-08-25", "C", """, "Chlge", "RBobkinson™, ™", """, """, "3", "2017-08-25", "ULNINVALID"
11 mm "ls5e835%17%", ™", "500/45&8,/4"™, "Z017-08-25", D", """, "5a1lly", "Thomas™ "™, ", "", "1" "2017-08-25" "

12 mm® "ls5e835%17%","", "e00/08B5/4"™, "Z017-08-25", "C", """, "5ally", "Thomas™ "™, ", "", "1™, "2017-08-25" """

13 mm "lse835%17%","", "e00/950&/4"™ "Z017-08-25", "D", """, "5ally", "Thomas™ "™, ", "", "1™, "2017-08-25", ""

14 mm® "ls5e835%17%","", "e01/31e0/3"™, "Z017-08-25", "C", "", "5zally", "Thomas™ "™, ", "", "1™ "2017-08-25", ""

15 me o "175g814381™, ™", "500/8510/4™ "2017-08-25", "F", """, "Chlge", "Bocbkinson™, ™", ", """, "1™ "2017-08- 25" "

1a mer o "175g814381™, ™", "e00,/9506/4" "2017-08-25", "C", """, "Chlge", "Rockinson™, ™", ", ", "1", "2017-08-25" ""

1 mw w]TSER143817, ", "E00 /088676, "2017-08-25", "C", " "Chloe", "Robingon™, ", v, ww wlw wzn17-05-25, U
mw w]TSER143817, ", "E00/0889/1", "2017-08-25", "C", ", "Chloe", "Robingon™, ", v, mw wlw wzn17-05-25, U

" " r "

mw w]TSER143817, ", "E00/0891/K", "2017-08-25", "C", ", "Chloe"™, "Robingon™, ", v, ww wlw wzn17-05-25T, U

6. Use Find and Replace to update the special characters
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Validating a batch file

The file should now be validated
Ensure that you:

= Do not open the file in Excel before uploading (as the
formatting will be lost)

= Have named the file correctly, with the CSV in capitals
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Uploading a batch file

You will need to ensure the following before uploading a file to
the LRS Organisation Portal

= You have a valid log-in to the system (Note: using a
colleague’s account is against the LRS security policy)

= The information in the file is correct

= The file has been formatted as specified, and no changes
have been made since the file was saved.
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Uploading a batch file

Help | Contact us | My account | Log out
Welcome: 09 MIAP

A SFA

HM Government  org Ip: MiAP0009

Learner Achievement
Management Management

“You are here: Manage learner achievements

Welcome Manage learner achievements

Please choose an action to perform by clicking on the relevant link below.

Achievement Management . - - . 5 8
Create achievement | Update achievement | Withdraw achievement | Reinstate achievement

Manage Learner Achievements
Submit Achievements Batch
View Achievements Batch
Reports

Event Data Challenges
Learner Verification

User Management

v
Help | Contact us | Terms and conditions | Privacv policv

Go to Achievement Management and select “Submit
Achievements Batch”
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Uploading a batch file

Help | Contact us | My account | Log out
Welcome: 09 MIAP

SFA

HM Government  org Ip: MiAP0009

Learner Achievement
Management Management

“You are here: Manage learner achievements

Welcome Achievement batch upload and submission

Achievement Management
Browse to find your batch file and upload
Manage Learner Achievements Browse...
Submit Achievements Batch
View Achievements Batch
Reports We recommend that you do not upload batch files with more than 10000 records.

Event Data Challenges

What happens if I get an error?
Learner Verification Upload file

User Management Support

Should your file have any formatting errors or failed to upload for any other reason, please try the Validaton Tool which can be found on the LRS
website. If you are still experiencing problems after using this, please contact the LRS Customer Helpdesk by email at Irssupport@sfa.bis.gov.uk or by
telephone on 0345 6022589,

Batch files contain personal information and must not be sent to the LRS by email, as this creates a potential security breach.

Help | Contact us | Terms and conditions | Privacv policv

Select “Browse” to find the formatted file, then select “Upload
file”
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Uploading a batch file

The file will be processed by the system. The time will depend
on:

= The number of records
= The amount of errors in the file (e.g. invalid ULNS)

= The number of other files currently being processed by the
system
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Viewing an existing batch file

Help | Contact us | My account | Log out
Welcome: 09 MIAP

A SFA

HM Government  org Ip: MiAP0009

Learner Achievement
Management Management

“You are here: Manage learner achievements

Welcome Manage learner achievements

Please choose an action to perform by clicking on the relevant link below.

Achievement Management . - - . 5 8
Create achievement | Update achievement | Withdraw achievement | Reinstate achievement

Manage Learner Achievements
Submit Achievements Batch
View Achievements Batch
Reports

Event Data Challenges

Learner Verification

User Management

v
Help | Contact us | Terms and conditions | Privacv policv

Go to Achievement Management and select “View
Achievements Batch”
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For additional information

Contact the Service Desk
= By phone: 0345 602 2589

= By email: Irssupport@sfa.bis.gov.uk

For the full specifications

= https://www.qov.uk/government/publications/Irs-batch-toolkit-
for-awarding-organisations
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