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Preparing the data
Required fields and validation

The template you need for the upload can be found here.

Alternatively, you can create your own file to provide the
email address of your learners.

The column titles are not case sensitive but must be in
the following order.
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All columns need to be in the file even if you have no data to upload. Those in
bold are the preferred fields. Your centre number must be included and please
provide as much information about your candidate as possible to ensure we
match the information correctly. Ideally include the ENR, at a minimum, First
Name, Last Name and DoB are needed. Where there is no data, the fields
should be kept blank.

Your files should look like this:

centre Ienr Ifirst name]last namel dob Iuln Iemail Iyour ref Jscot num Inroso num

899990 [FKX7652 |Digtwo | Twotest |11.07.1955| |digtwo test@cityguildstestcom |

Column Title Description Mandatory

Centre Your centre number

ERN Learner's enrolment number

First Name Learner’s first name

Last Name Learner’s last (family) name

DOB Learner's data of birth

ULN Learner’s unique learner number

Email Learner’s email address

Your Ref Your reference e.g. PO number

Scot Num Scottish Number - the equivalent
of the ULN for Scottish learners

NROSO Num National Register of Sprayer
Operators

Y
N
Y
Y
Y
N
Y
N
N

N

Ideally include the ENR number

To ensure your centre
number displays in full in
the “centre column” (this
is applicable where your
centre number starts with
- a 0), format the field as
Maximum characters 241 text. Be aware if you re-
If inputted, cannot exceed 20 characters open the file you will need
to reformat the “centre
column” to text and re-
save before uploading.

If inputted, cannot exceed 10 characters

If inputted, cannot exceed 9 characters

If inputted, cannot exceed 8 characters


https://www.cityandguilds.com/-/media/cityandguilds-site/documents/delivering-our-qualifications/ri/learner-upload-tool-csv-template-xlsx.ashx?la=en&hash=89714DB137354276C989DE1A68B33D30BE98B0DA
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Data

1.3 Catalogue ol Reports

Select organisation: | City & Guilds v

Define the report by using the search criteria below: The fields may change
‘dapending upon the salections made Clck Search o continue.

Financial Orders Candidateresults LRS DAS Qualfications Amend On Demand orders

Help Settings

Candidates / Results reports

Walcoma to tha Candidates / Results reporting section of the Walled Garder
Ns. results and tmetabies.

The Candidates / Results reports screen is displayed in two sections. The pi
requirements. 3nd fs nght nand pane s whers the detsils sre dsniayed

For further assistance, click on the question mark icon at the top right.

Leamer Registration Data

Learner registration
data report

To support you with identifying learner registration information we
already hold e.g. learner email address, we have created a new
report that you can access via the reports tab in Walled Garden.
The report can then be extracted into a spreadsheet format
enabling you to apply filters in the report, if required.

To access the report, please follow the steps below:

1. Log into Walled Garden using your centre details

—— 2. Select Reports from the main screen below and then Candidate

Reports

3. Change the candidate history search criteria to Learner
Registration Data

4. You will then be presented with the report screen as above.
This can be searched based on the following criteria

e a particular centre number, or all your centres and/or
e for all qualifications, or by a specific qualification and/or
e for a specific period, or since a specific time.

5. The registration report will then be displayed in a screen
identical to below.

6. Please click on the download button which will automatically
begin a download in a excel spreadsheet.
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Centre Number

Current Date

Current Time

Note

Format to six digits
(leading zeros where
applicable) and include
sub centre code.

Format YYMMDD. YY =
Year, MM = Month, DD =
Day

Format HHmmMSS. HH =
Hour, mm = Minute, SS =
Seconds

Saving and
naming your file

The file needs to be saved as a CSV (Comma delimited)
(*.csv). If you use the template, it is in CSV format. If
creating your own file, choose the CSV option to save.

Please note if the file is not saved as a CSV, this will not
upload to Walled Garden and provide you with an error
message.

It is important that your file has a unique name. It
cannot be the same as a file submitted previously or
one submitted by another centre.

We recommend, for good practice, that the file should
be saved using the following naming convention rules,
each divided by underscore.

BULK_(Centre No)_(Current Date)_(Current Time)

User access

Walled Garden users must be a secondary or primary
user to follow the upload steps outlined below.

Tip — We recommend that you keep the number of
records within each .csv file to a maximum of 1000.
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Quality

ED1 file upload

ielect organisation: |City & Gul'lds.

Define the report by using fhe search criteria below. The fields may
change depending upon the selections made. Click Seareh o
continue.

A |

Second Last ﬁ
Contre: 5P Tast UK CR1
Customar 103885

Camtrs: 599590
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Iwant to:

which * Jall my Cantres
belongs
to centre

%tzg i lm WalledGarden

4 5909  Domserviess  uslity  Reports  Help  Settings

Second Last
Castre: LADTam U3
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L3 ;| Leamer Amendment Fiie upioad
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: Receipt
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Uploading the file

. Log into Walled Garden using your centre details
. On the main screen, select the Data services tab.

. In the window on the left-hand side select the ‘Upload Learner

Identifier Update File’ from the "l want to:” drop down.

. Click on 'Search’ to display Learner Amendment File upload

window

. Select on ‘Browse’ to find and add your file.

. Select 'Upload'’ to upload your file into Walled Garden. Please

note, depending on number of records you have uploaded
within the file, it may take a few minutes to upload. Do not
press upload again or be tempted to close the window.

. An "Upload in progress” message will display informing you

the upload is in progress.

. You will get a “File successfully uploaded” message if all the
data is correctly submitted. The data you have uploaded will be
available to view on the next working day.

¢

File successfully uploaded.
Status will be available in Learner Amendment Tracker Report once the file is processed by City & Guilds.
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Error messages

If there is an error with the data, Walled Garden will show a
message highlighting which Record No. needs correcting and
provides an error description.

Note: No other records will be uploaded until the

error is corrected or the specific error line removed. Examples of this can be seen throughout the error examples
below.

Sobdugmla'!l & Gulds [

Error validation messages

Difne the ety g fie meesh cifers balos. The Beids may
change degending upn the seiecions made. Gek Searen te
contie:

Below are examples of the error messages that you might receive

_e and guidance on how to correct these.

whidk® A1 vy Cantres
™ =]
e canira
Feasan{s) far arrars

Vb e LD Tl T thee Wil FEstnls )

Once the record has been corrected or removed, the file can be
uploaded again

E-Mal domaind pest ) | docsat contain "
E-dmil demsinf peat ) | doswe't corban

o If the email has already been assigned to a learner under a
Mot s e e different ENR you will get the following error.

00087 E-Mail is already assigned to another Learner

If a single learner has two ENRs, please contact our Customer
Services team to have these merged.

Note: An email address must be unique to a specific
enrolment number.
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T —|
D[:I-hl:l “Wour file upload failed for the following resson(s)
— Incarmect fils size - Fils name excends 30 characiars
| Eat |
| Seacch |
00004 Cannot find Customer/Centre relationship
00003 Enrolment Number duplicate found in file
00003 First Name, Last Name and DOB duplicate found in file

Error .csv name

As mentioned on page 3 the file name must be unique. Using the
suggested naming convention should prevent this error occurring.
The name must be less than 30 characters long or the file will be
rejected.

Learner not associated to centre

A learner must be associated to your centre or a subcentre in
Walled Garden to update their records using the bulk upload tool.
If the learner is not associated to your centre the following error
message will display.

If you need to transfer the learner to your centre please create a
booking or order using the other centre function through Walled
Garden. Click here to view the Walled Garden guide for support.

Duplicated learner

Each enrolment number and record must be identical for the data
to upload successfully. If a duplicate ENR is found the following
error message will display.

Please remove any duplication from the .CSV file before
attempting a reupload.


https://teams.microsoft.com/l/file/8227bde4-6c91-49ca-84c1-0056ef3b8536?tenantId=cb533529-674f-4ed7-8da2-996f589ea94b&fileType=docx&objectUrl=https%3A%2F%2Fcityandguilds-my.sharepoint.com%2Fpersonal%2Fdaniel_brooks_cityandguilds_com%2FDocuments%2FMicrosoft%20Teams%20Chat%20Files%2FSkillTech%20Exit%20Schedule.docx&baseUrl=https%3A%2F%2Fcityandguilds-my.sharepoint.com%2Fpersonal%2Fdaniel_brooks_cityandguilds_com&serviceName=p2p&threadId=19:6afad8a2-4f88-43cb-a2d4-5527d3a6d873_8c11e896-eed4-4efa-8e55-14fc691049da@unq.gbl.spaces&messageId=1627284659736
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Incorrect file type

BUSiness Server Page (BSP) error Refer to page 3, each upload file must be in the format of a

CSV for successful upload. If the file is the incorrect format
the follow error message will be displayed.

What happened?

Calling the BSP page was terminated due to an efror: Please change the file format within Excel as below before

attempting reuploading.

I~ Desktop

CSV (Comma delimited) (*.csv)
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Contact us

We are here to answer any queries you may
have regarding this process.

Should you require assistance, please
contact our Customer Services team via
email centresupport@cityandqguilds.com
or phone on 01924 930800 between the
hours of 08:00 — 18:00 (BST).

Every effort has been made to ensure that the information contained in this publication is true and correct at time of
going to press. However, City & Guilds’ products and services are subject to continuous development and improvement
and the right is reserved to change products and services from time to time. City & Guilds cannot accept responsibility
for any loss or damage arising from the use of information in this publication.

©2021 The City & Guilds of London Institute. All rights reserved. City & Guilds is a trade mark of the City & Guilds of
London Institute, a charity established to promote education and training registered in England & Wales (312832) and
Scotland (SC039576).1 Giltspur Street, London, EC1A 9DD.
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