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Uploading Course Data Using Excel Spreadsheets
The new course data Excel upload function:
« Uses specially designed Excel spreadsheets

« Has a different spreadsheet for each program and training
year combination

 Includes dropdowns to ensure data consistency
 Allows for data validation (“error checking”) before upload

« Checks for and displays any data errors prior to saving
data to the DMS
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How it works...
1. Log into the DMS

2. Click on the Data Entry tab on the top navigation menu

WETP CURRICULA INFORMATION & DATA MANAGEMENT SYSTEM
Awardee Info

Curricula Catalog |y Emergency Support Activation Plan |y Reports Diata Entry Progress Reports i Admin Functions | AWETG 1]
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On the Data Entry Menu, select the training year, program,
and type of data you want to enter course data for.

WETP CURRICULA INFORMATION & DATA MANAGEMENT SYSTEM
Data Entry

Curricula Catalog Emergency Support Activation Plan Reports Progress Reports

Use this screen to select the training year, program and t|
Select Course Offerings if you wish to add, edit, delete or
Select Student Demographic Data if you wish to add, edit, delet,

of data you wish to enter.
actual course offering data.
e actual student demographic data.

ﬁ Select Training Year: Select Program: Select Type of Data: _

) September 1. 2016 - August 31, 2017 (Actual) @ DOE @ Course Offerings
@ September 1, 2017 - August 31, 2018 (Projected)

@) August 1, 2016 - July 31, 2017 (Actual) O HWWT @ Course Offerings

) August 1, 2017 - July 31, 2018 (Projected) O ECWT @ Student Demaographic Data
O HDPT

@ June 1, 2016 - May 31, 2017 (Actual) OV IDRT @) Course Offerings

) June 1, 2017 - May 31, 2018 (Projected)
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Use the Course Query form to limit the number of courses
displayed on the Add/Edit Course page, OR

Click on the Add/Edit Course button to go directly to the
Add/Edit Course page

Data Entry Menu

Select 09/01/2017 - 08/31/2018 DOE Course Offerings to Display

This screen allows you to limit the number of records displayed on the Add/Edit screen and select how you want the records sorted by selecting query and sort parameters.
If you wish to see all your data on the Add/Edit screen select the "Add/Edit Course’ button located at the top or bottom of the form without changing any of the default parameters on the query form.

— [Adcled'rtCnurse] [ Run Query ] [ Defaults

Select Query Parameters:

Course Status:

Any [l Projected  [] Actual [ Pending

Course Record Number|s): Course Date(s): Date Record Entered: Date Record Modified:
From From = From = From =
To To @ To @ To @

CourseHours: ¢ [2 [3 [4 [g [16 24 [132 Cl40 180 [ Other- please specify:
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On the Add/Edit Course page, click the Upload Excel File
button located at the bottom of the Actions section.

Add/Edit DOE Course Offerings for WETP Test

| D | Course Status | Course |

Course State | Course Date | Course Hours | # of Workers | Total Hours
| 340208 | PROJECTED |15 -HazMat Chemisiry | | TBD | 26 | 12 | 312

[C] Delete tagged records

[T change record status to actual

[ Tagau ]| ([ untaga ]|

([ ciear Actions ]| [ Aoy ]|
I Add New Record J /
( Upload Excel File ]|
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The Upload File form will be displayed

All required fields have the word (Required) after the label.

Upload your file using the FORM below:

This form allows you to use specifically-formatted Excel templates to validate andfor upload sets of Course Offerings data. Each template is customized for a specific
pragram and training year.

To check the format and content of your Excel file prior to upload, fill out the form, browse to select the file to check, and click on the "Validate XLS file only” Button. The data
in your Excel file will be checked and any errors will be highlighted. The data will NOT be saved to the database, so you will still need to upload your data.

To upload your Excel file to the DMS, fill out the form, browse to select the file to check, and select the "Upload XLS file and save data” Button. The data in the form will be
checked and if any errors are found your EXCEL file will be displayed with the errors highlighted. If no errors are found, the course data in your EXCEL file will be saved to
the database.

NOTE: You must use the EXCEL template that corresponds to the program and training year for which you are entering data.

Online Course (Yes/No) (Requirsa)
-- Please Select Yes or No - E|

Training Year (Rsquirsa)

2017 E|

Status (Requirsa)

-- Please Select Status-— E|
Program (Reguirsa)

-- Please Select Program-- E|

Select Excel file to upload (Regquirsa)

Browse... | Mo file selected.
Validate XLS file only
Uze thiz Button to upload your Excel file fo have the syetem test that it iz valid. NO dats will be 2sved. Thiz featfure iz opfional, and it allows you to test your Excel file to ensure that it iz valid
before you have entered tons of dats.

Validate XLS file only

Upload XLS file and save data
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Links to the special WTP Excel templates are at the
bottom of the form

All required fields have the word (Required) after the label.

Upload your file using the FORM below:

This form allows you to use specifically-formatted Excel templates to validate and/or upload sets of Course Offerings data. Each template is customized for a specific
program and training year.

To check the format and content of your Excel file prior to upload, fill out the form, browse to select the file to check, and click on the "Validate XLS file only” Button. The data
in your Excel file will be checked and any errors will be highlighted. The data will NOT be saved to the database, so you will still need to upload your data.

To upload your Excel file to the DMS, fill out the form, browse to select the file to check, and select the "Upload XLS file and save data” Button. The data in the form will be
checked and if any errors are found your EXCEL file will be displayed with the errors highlighted. If no errors are found, the course data in your EXCEL file will be saved to
the database.

NOTE: You must use the EXCEL template that corresponds to the program and training year for which you are entering data.
‘Online Course (Yes/No) (reqursa)

-- Please Select Yes or No -- E‘

Training Year (Requirsd)

2017 E‘

Status (Requirsa)

- Please Select Status— E‘
Program (requirsa)

-- Please Select Program-- E‘

Select Excel file to upload (Requirsa)

No file selected.

Validate XLS file only
Use thiz Button to upload your Excel file to have the system test that it iz valid. NO dats will be zaved. This festurs iz optionai, and it allows you to fest your Excel file to enure that it iz valid
befors you have entered fons of data.

Validate XLS file only

Upload XLS file and save data

Excel template files:

Note: You must use the EXCEL template the corresponds to the program and training year for which you are entering data.

* WETPTest DOE program 2016xism
« WETPTest ECWT program 2016.xsm
* WETPTest HDPT program 2016.xsm
+ WETPTest HWWT program 2018.xlsm
* WETPTest DOE program 2017.xism
« WETPTest ECWT program 2017.xsm
* WETPTest HDPT program 2017.xlsm
+ WETPTest HWWT program 2017.xlsm
* WETPTest IDRT program 2017.xsm
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Uploading Course Data Using Excel Spreadsheets

* Online courses and in-person courses must be in separate
templates!

* For example for 2018 DOE projected data:

o0 Complete the DOE_Program_2018.xIsm template with projected
DOE in-person courses

0 Complete ANOTHER DOE_Program_2018.xlsm template with
projected DOE online courses

0 Select ‘No’ for Online Course field on the Excel Upload form
when uploading your in-person course file and Yes when
uploading your online course file

Online Course (Yes/No) (Requirsa)
— -- Please Select Yes or No --
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Uploading Course Data Using Excel Spreadsheets

« When you open the Excel template you will see 3 tabs.

« The ONLY tab you should add/edit data into is the Data
Entry tab.

Add anotherrow/record

Number Of
Course Date ﬂ Students ﬂ Course Houﬂ Student State[ﬂ Training Drganizatitﬂ Course Address fﬂ Course Address ﬂ Course Cit\ﬂ
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Uploading Course Data Using Excel Spreadsheets

How to enter course data into the
template:

 When you open a new Excel template, the
first row is ready for you to enter course data.

« Several fields contain lists of values for you
to select from. Fields that have associated

select boxes will have a down arrow when | -]

that field is selected.

2]

ourse Mame H

° CIle on the arrow to see 15 Hour Disaster Site Worker ) )
Adult CPR Values available for
. . Ad d Training Technaology Train-the-Trai
the select list for that field. Asbestos Abatement Supervior . the Course Name
Asbestos Abatement Supervisor Refresher

Asbestos Abatement Waorker Basic f|e|d fOF DOE
Asbestos Abatement Worker Refresher
Asbestos Awareness T

4

[l ¥
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Uploading Course Data Using Excel Spreadsheets

The fields that contain select boxes are:
« Course Name
« Training Organization
« Course State
« Student State
« Supplemental Funding
« Special Circumstance
 DOE Site (DOE spreadsheet only)
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Uploading Course Data Using Excel Spreadsheets

Course data needs to be entered one row at a time.

Rows must be added using the ‘Add another row/record’
button.

To enter a new row, click on the ‘Add another row/record’
button on the top left corner of the Excel template.

Add another row/record

Number Of

ﬂ Course Date ﬂ Students ﬂ Course Huuﬂ '
Asbestos Abatement Supervisor

ALERT! Any rows added without using the ‘Add another
row/record’ button will not upload to the database.
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Uploading Course Data Using Excel Spreadsheets

Validate Your Excel Template Before Uploading

It is recommended that you use the validate (“error check”) data
feature prior to uploading your data to the DMS.

To validate the data in your Excel template:

1. Fill out the fields on the Excel Upload form and
browse to select the file to check

2. Click on the ‘Validate XLS file only’ button at the
bottom of the form

Validate XLS file only

Uze thiz Butfon fo uplosd your Excel file to have the system fest that if iz valid. NO dafa will be saved. Thiz fesfure iz opfional, and it allows you fo fest your Excel file fo enesure that it iz valid
before you have entered fons of data.

T ¢—
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Uploading Course Data Using Excel Spreadsheets

Any errors found during validation will be displayed two ways:
1. In an error message at the top of the form, AND

Please correct the following 3 errors:

+ Please provide a Training City in row 7
« Please provide a Training Address 1in row 7
« Please provide a ZIP Code in row 7

2. By highlighting the cell(s) in the displayed form to
show the issues that need to be corrected.

Haz Waste Site

) 21517
Basic Inspector
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Uploading Course Data Using Excel Spreadsheets

If errors were found during validation:
1. Correct the errors on your original Excel template

2. Validate your template again

When no more errors are found, the successful validation
message will be displayed.

‘ Your Excel file has been validated successfully. But no data has been imported.

WETPTest_DOE_Program_2017 xlsm

o back to the upload form

Click on the ‘Go back to the upload form’ link to return to the
form to upload your Excel template to the DMS.
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Uploading Course Data Using Excel Spreadsheets

To upload your Excel template of course data:

1. Fill out the fields on the Excel Upload form and
browse to select the file to upload

2. Click on the ‘Upload XLS file and save data’ button
at the bottom of the form

‘ Upload XLS file and save data
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Uploading Course Data Using Excel Spreadsheets

The system will check your data before it is stored in the
DMS. Any errors found will be displayed two ways:

1. In an error message at the top of the form, AND

Please correct the following 3 errors:

# Please provide a Training City in row 7
+ Please provide a Training Address 1in row 7
« Please provide a ZIP Code in row 7

2. By highlighting the cell(s) in the displayed form to
show the issues that need to be corrected.

Haz Waste Site

) 21517
Basic Inspector
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Uploading Course Data Using Excel Spreadsheets

If errors were found during upload:
1. Correct the errors on your original Excel template
2. Upload your template again

When no more errors are found, the successful upload message
will be displayed.

Your Excel file has been successfully imported into the DMS.

‘ WETPTest_DOE_Program_2017 xlsm

G0 back to the upload form

To upload more files, click on the ‘Go back to the upload form’ link.
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Have a question or need assistance?
Contact Lynn Albert

By phone: 919-794-4709 or
Email: lalbert@michaeldbaker.com
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