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INTRODUCTION

BULK UPLOAD PROCESS

This guide is designed to take you through the Bulk Upload process step by step. It has been designed to
be interactive and so when you see text in this format: example link, it means that there is a link to follow

either to a website or somewhere specific within the document.

The Bulk Upload facility allows you to enter the apprentice and employer information into an Excel or CSV
format spreadsheet. This information can then be uploaded to the system which will create the apprentices
records within ACE. Don’t forget that once the records have been created on ACE, you will still need to

access them and complete the apprentices framework details and load the certification evidence.

There are two ways that the spread-sheet can be completed; either manually enter the required information
or an automated download process that has been developed by some of the suppliers of the commonly

used training provider management information systems such as Maytas and PICS.

Please note that there is a limit to the facility in that you can load a maximum of 999 apprentices in one go.
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1. HOW DO | ACCESS THE BULK UPLOAD FACILITY?
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In order to use the Bulk Upload facility you will
need to log into www.acecerts.co.uk

Once logged in under the Apprentices tab @
you will see the option Bulk Upload @.

This will take you to the Bulk Upload section
where you can download the template document
that needs to be completed and also where you
will need to upload the completed CSV file.

There are two file formats that are available for
the Bulk Upload facility. The Excel file can be
found on the ACE website ®), this is the file that
we recommend to use. There is also a CSV file
available from the ACE support team and if you
wish to use this format, please contact:

Telephone: 0844 573 2560
E-mail: ace@fisss.org

REMEMBER!

Both file formats require codes to be
entered for some of the fields, this is
because the corresponding field on ACE
has a drop down menu that requires a
selection to be made and each of the
available selections has a corresponding,
identifying code in the underlying
ACE database.

Radies Cantres

| F ke Corti

View Apprentices Add Apprentice

Dulk Upload —@

&\}& Apprenticeships

=)

Helpdask

L ngout

Bulk upload

Choose afile

Sample Templates

Download an example

Good Example
Bad Fxample

Download a tlemplate

Download the csv gulde

Excel(XL5) empty template

Download bulk upload user guide




2. BULK UPLOAD CODES 4
BACK TO CONTENTS
The spreadsheet requires all mandatory fields to
be completed for the Apprentice and Employer FIELD SELECTION CODE
details. Both of these have drop down menus Female
for selections to be made such as ethnicity and GENDER oo >
gender. Where there is a drop down menu a
numerical code is required on the spreadsheet English/Welsh/Scottish/Northern Irish/British 31
that can be converted by the system so that it Irish 32
displays correctly within ACE. Gypsy or lIrish Traveller 33
The table to the right details those fields that Any other White Background 34
require a code and what the code is for each White and Black Caribbean 35
possible selection. White and Black African 36
White and Asian 37
Any other Mixed / Multiple ethnic background 38
Indian 39
ETHNIC GROUP Pakistani 40
Bangladeshi 41
Chinese 42
Any other Asian Background 43
African 44
Caribbean 45
Any other Black / African / Caribbean background 46
Arab 47
Any other ethnic group 98
Not provided 99
0-10 1
EMPLOYER SIZE 11759 2
51-250 3
250+ 4
APPRENTICE COUNTRY UK 232
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When you are on the Bulk Upload page you are
able to download the Excel (XLS) empty template
@. You can either save the file or open the
document. It will open within Excel.

TIP

We recommend that you download a new
template each time you use the bulk upload
facility as it will be reflective of the most up-to-
date mandatory fields required by the system.

There are examples of good and bad completion
on the Bulk Upload webpage.

There are some fields that are marked with an *
this is because they are mandatory requirements.
When you open the spreadsheet you will see the
following fields @.

| Centres

\pp

‘ Bodics

View Apprenti Add

‘ g Bodies

PP

Bulk upload

Choose afile

Sample Templates

Download an example

Bulk Upload

(o (i)

Good [xample
Bad Example

\§Apprenticeships
)

Download atemplate  Excel(XLS) empty template

Download the csv guide  Download bulk upload user guide

Helpdesk

Logout

APPRENTICE

DETAILS

APPRENTICE INFOMATION

EMPLOYER

INFORMATION

ADDITIONAL
INFORMATION

Gender* Apprentice Street* Employer Name* Purchase Order Number
Date of Birth* (DD/MM/YYYY) Apprentice Postcode* Contact * Awarding Body Number
Ethnic Origin* Apprentice Town* Employer Size*
NI Number* Apprentice Country* Contact Posistion
Apprentice Email Employer Street*
Apprentice phone Employer Town*

Apprentice Satrt Date* (DD/MM/YYYY)

Employer Email

Apprentice Completion Date* (DD/MM/YYYY)

Employer Phone*
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When you have completed all of the required s —— P
fields on the spreadsheet and you are sure @@:1 3> i v o«M—. %”—\ & |[ 5eoch Douments @-cx
H Organize = New folder g - % 3-3"_.,—] & ﬂm
that all the apprentice names are correctly o _ G| e Owvte Farm Em ata aie
. 34 Recent Places Documents library e v - Stytes - Fimer~ Sebect-
spelt, you will need to save the document as _ Incudes: Ztocuions AERER ot f o ating
_— . . i G st modit 5 o x
a CSV Comma Delimited file. To do this, L iine b G H -
. L E: ik M iterms match yeur search. : Mumber * Apprenti Street * A ti
select the Save As option within Excel. 8 Pioues e = G
B videor G654321  Great Street GR8 8GR
i i - EGB54321 Great Street GRB 8GR
Under the selection Save as you will see I ,,;.:.;:;m £G654321  Great Street GRE 8GR

that a drop down menu appears. Select the
CSV Comma delimited @ (you can see
that there are several different CSV formats
only the comma delimited will work).

You will be asked if you want to keep the file
in this format, select Yes @.

Give the file a relevant filename and save to
a suitable drive/directory/folder location.

File names  Bulk upload Examiple of Completion

I Save i bype:

Facel Warkback

AUROTE | brgel Macra-Enabled Workbook
Exced Binary Werkbook
Exced 97-2000 Workbock

| XML Data

Single File Web Page
= HideFolders  Web Page
Excel Templste
I xcel Macro-Enabled Template o
19 Encel 97-2003 Template
Teat [Tab o)
20 Unicode Text
21 HML Speraclshest 7003
Microsoft Excel 30135 Wokbcok
22 -
23
24
25 -
CiF {Dats Inerchange Foomat)
26 YLK (Symbolic Link]
27 Leced Add-n
Excel 972003 Add-tn
28 PO§
29 APS Document
OpenDocument Spresdsheet
30
3
[Has W] Akl <7 SN ™
Reacy
Microsoft Office Excel u

Bulk upload Example of Completion.csv may contain features that are not compatible with CSV {Comma delimited)., Do you want to keep the

workbook in this format?

@ «To keep this format, which leaves out any incompatible features, dick Yes.
+To preserve the features, dick No. Then save a copy in the latest Excel format.
«To see what might be lost, dick Help.

QD v ] [ M ] [ reb |
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e Now the file is in the CSV file format,
return to the Bulk Upload @ page of
the ACE website.

e Select Browse @, a pop up box will appear
that will allow you to navigate to the location
where you saved the CSV file. Once you
have selected the correct file, click the Open
button which will transfer the file path to the
Choose a File field in ACE and then click
the Upload button Q.

e The ACE system will upload and convert the
information and display a summary of the file
on the webpage @.

e [ssues relating to the content of the file such
as incorrect codes or fields not completed
in full will be shown in red (you can scroll
across and down the information to see all
the highlighted errors/upload issues).

REMEMBER!

Please note that when there are issues with
the file upload, none of the apprentice’s
records will be saved to the system. You

will need to correct the errors and upload
the whole file again.

§ Apprenticeships

=)

y Pending (7} || Cerificate Approved [20)

Lngnut

Apprentices

Rejected (7] H iting Certificatinn (33)

View Apprentices Add Apprentice Bulk Upload —®

Bulk upload

® O

Chuoseafie _'[ Browse.. ][ Upload ] Downluad alempiale  Comma rated Values (CSV) empty templat

?

Gender* Forename®  Surname* DOB*

Excel(XLS) empty template

tthnic NI

Group® N bers UnigueNr Appr.Streer’ Appr.Postcode Appr.Town Appr.Cour

12/12/1990 AB12345b0C CLb54321 Lreat Street LKE BLR
12/12/1990 AB123456C CG654321 Great Street GRS 8GR
12/12/1990 AB123456C CG654321 Great Street GRS 8GR
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Only when all of the spreadsheet data has
been accepted by the system, and it is
showing as green, will the uploaded data be
saved onto the ACE system.

Now that the apprentices records have been
created, you will need to search and go to
individual records to add the framework
information and use the certification
evidence tab to upload the required evidence
of achievement. This will need to be done
before you are able to submit a certificate
claim using ACE.

If using the Bulk Upload facility the
system will NOT be able to pick up on
duplicate apprentice records. Therefore
it is important that you check you are not
loading apprentices twice.

&;\k Apprenticeships
)\

Apprentices || Rejested (2] Payment Pending (2) ‘ Cerlificate Apgruved (30} Lugout

Awvailing Cerlification (33) |

View Apprentices Add Apprentice

Bulk upload

Bulk Upload

Choose afile Upload Download a template mma Separ. Valu mpty templat
Excel(XLS) empty templ
Cender® Forename®  Surname* DOB* Ehnie Ml UnigqueNr Appr.Street*  Appr.Postcode® Appr.Town* Appr.Coun
wroup* Number® B & 7 Jar
1 Lee Lee 12/12/1980 3 AB123456C CG654321 Great Street CREB 8GR Clasgow 232
1 Lee Lee 12/12/1990 32 AB123456C €Ge54321 Great Strect GRE 8GR Londen 232
1 Lee Lee 12/12/1890 33 AB123456C CG654321 Great Street GRS 8GR Londan 232
No errors found.
3 items saved.
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Please note that if you wish to use this method
for Bulk Upload you will need to contact the ACE
Support team for the CSV file. Once you have the

Centres

file you will be able to follow this guidance on how

| Hodies

to populate the CSV file.

View

Add

Toararding

| | ;

There are examples of good and bad
completion on the Bulk Upload @.

Once you have the CSV file you will notice
that all of the column headings appear in the
one cell A1. These need to be separated so
that the headings each have their own column
enabling the ACE system to import the data.

To separate the headings select cell A1 and go
to the Data @ tab. Within the data tab you will
see the option Text to Columns, by selecting

Bulk Upload

Bulk upload

\\\é& Apprenticeships
)

Heipdesk | Logout

this option the Text to Columns Wizard @

will open. Within the wizard pop up select the
option Delimited @ followed by Next ®.

Canniise

sV Fie [ Tompitos
Chouse a fike Browso.. || Upload Downiluad 2 lemplale  Excel(X1L5) empty template
sample Templates @) User Guide
Download an example  Guod Example Download the csv guide wilua Ik upload user qui
Bad Example
5V Bulk upboad doe - Microsch Excel W =10
e e ki et —

] Show Detas

e B E 8 & B EEs
s doaacad Testte Mﬂ' Bata wm m:.p wmm
Lart & Filer Data Tosls. Cutine

3 the Dot

N

Al
T . €

[Gender} Forename: sumame;*

[

- 3 Ju | * Genden*® Forenam

* Surnama;® Date Of Birth [DO/MM/YYFY):® Ethenic Growp;™
G " 1 ) K

nibar™ Apprintion Street:®

L M [ o [

T |

7\
Corroert Tt s Cshusins Wiz - Saeps 1603 —(3)
The T

1 i e cremc, e e,

o et

Origral das
Choose e fie Tioe P best descrbes your dela:

L
Dweted _@
8 Pounc ycih| - Farks e sl i o vih maaces beseen pach Sekd.

P of seletted data:

Ei Eender; * Torsnams:* Surmame:* Bece OF Bizzh (DO/SLAYYEY - Bl

Carun

s> o

slefelsfeleluspzRREREEREREEREE[=[[=] =]

———— et

-1

-] !
Date Of Barth D0/MM/YYTY):" Ethaic Growp:” NI Number;Unique Number;* Apprentice Street;” Apprentice Postoode; ™ Apprentice Town:Apprentice Country (UK = 2
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e You will then see the option to set the
Delimiters (the column headings). By ticking
the selection Semicolon the wizard will
automatically set the headings into columns
which you will be able to see in the preview
box, select Finish @ this will then separate
the columns and you are now able to fill in
the apprentices details that you would like
to load.

e There are some fields that are marked
with an * this is because they are
mandatory requirements. When you
open the spreadsheet you will see the
following fields: @

e When all the data is entered, give the file
a relevant filename and Save to a suitable
drive/directory/folder location.

-+ - - - -
Convert Text to Columns Wizard - Step 2 of 3

[0 i

| | the preview below.
4 Delimiters
[¥] Tab

Treat consecutive delimiters as one

Comma

Space =
Fobe: []

1 Data preview

This screen lets you set the delimiters your data contains. You can see how your text is affected in

Gender |* Forename Surnzame Date Of Birth (DD/MM/YYVY) Ethnj] ~

APPRENTICE
DETAILS

APPRENTICE INFOMATION

EMPLOYER
INFORMATION

ADDITIONAL
INFORMATION

Gender* Apprentice Street* Employer Name* Purchase Order Number
Date of Birth* (DD/MM/YYYY) Apprentice Postcode* Contact * Awarding Body Number
Ethnic Origin* Apprentice Town* Employer Size*
NI Number* Apprentice Country* Contact Posistion
Apprentice Email Employer Street*
Apprentice phone Employer Town*

Apprentice Satrt Date* (DD/MM/YYYY)

Employer Email

Apprentice Completion Date* (DD/MM/YYYY)

Employer Phone*




4. BULK UPLOAD TEMPLATE - CSV FORMAT »

BACK TO CONTENTS

e Now the file is in the CSV file format is
correctly setup, return to the Bulk Upload
@ page of the ACE website.

e Select Browse @, a pop up box will appear
that will allow you to navigate to the location
where you saved the CSV file. Once you
have selected the correct file, click the Open
button which will transfer the file path to the
Choose a File field in ACE and then click
the Upload button Q).

e The ACE system will upload and convert the
information and display a summary of the file
on the webpage @.

e [ssues relating to the content of the file such
as incorrect codes or fields not completed
in full will be shown in red (you can scroll
across and down the information to see all
the highlighted errors/upload issues).

e Only when all of the spreadsheet data has
been accepted by the system and showing
as green ®, will the uploaded data be saved
onto the ACE system.

REMEMBER!

Please note that when there are
issues with the file upload, none of
the apprentice’s records will be saved to
the system. You will need to correct the
errors and upload the whole file again.

$Apprenticeships

=)

ng (7] || Gertificate Logout

jected [7) ¥
View Apprentices Asd Apprentice Bulk Uplead _®
Bulk upload

@ &
Chaose atie Browse.. Download atemplats  Comma Separated Values (CSV) emply templale

Excel(XL3) empty template

Ethnic NI
Group” HNumber”

Cender"  Forename® = Surname®  DOB" UmiqueNr  ApprSweer®  ApprPoswode” = Appr.Town®  Appr.Cour

- Lez Lee 12/12/1990 AB123456C CGES4321 Grear Srreet GRS 8GR
- Lee Lee 12/12/1950 AR122456C CGA54321 Grear Soreer CRE BCR
- Lee Lee 12/12/19%90 AR123456C CGAS4321 Crear Streer CRA BCR

%-kApprenticeships
=)

Appessticer. | Bajeoted (7) Contuae [

Virw Apprentices Add Apperentice Btk Uphoed
GChootnam Browse_ | [ Upicad | Downloada lemple  Comma Separated Values (CSY) empty template

Excel(LS) empty template

Ethnic N

Gender"  Foremame'  Surname®  DOS" Group® | Humber UniqueNr  ApprStreet’  ApprPoswode’  ApprTown'  Appr.Cour

1 Lew Lee 12nznsse | 3 ABIZISEC  CGESA32]  Grear Sereer GRS AGR Glasgom 232
1 Les Les 12/12/1990 n AEN 234560 CCAS4321 Grear fareer GRE BCR Londan 2
1 Lew Les 12/12/1980 n AR 214560 CGE34121 Grear Jareec ‘GRS BGR Londan ERH
Mo errors found.
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e Now that the apprentices records have been
created, you will need to search and go to
individual records to add the framework
information and use the certification
evidence tab to upload the required evidence \\_\t\_\k Apprenticeships

of achievement. This will need to be done %}"

before you are able to submit a certificate F‘ijw ;,,,|

claim using ACE.

ces Adil A Ralk Liphoad
e [f the MIS that you use does not currently
have an export process to extract the data e B A N Kot
in a format that is suitable for uploading to .- =
ACE, then please contact FlSSS and we Date of Dirth (from) Date of Dirth (to) Reqistration Date (from) Reaistration Date (to) Certification Date (from) Certification Date (to)

may be able to facilitate this by working with

individual software suppliers. Sutbox

@ SelectAll & DeSelectAl & Show deleted &3 rrintview ¥ Ciport all

MIMumber  Forename Surname voB Status Framework Days I;‘Iapsad Haject
JGG866995 joanne smith 106-10-1992  Cerlificate printed ~ Tester
JK123456L Steve Simpson 20-01-1224 Entered Tester
JKTTBOS5XK  matty campbell 15-10-1993  Certificate printed  Tester
JK 1234561 Slewe Simpson 20-01-1994  Fulered Tesler
WM123406H  Jean Foster 01998 Entercd lester

AB1234506C  Jordan Barry 01-05-1993 Entered
AB123456C  Lelth Leon Jaymes  Wiltey 31-03-1993  Entarad
AD123456C  Catherine Gordon-Wright 10-03-1933  Cntered
AB1223458C  Jordan Leigh Huorlon 19-10-1994 Enlered
AB123456C  Aaron James Bennett 20121992 Entered
AR1234568C  losh Plara 01-12-1893  Fnleied
AH1Z3456C  Jamie Az 23091993 Enterad
AB123456C  Vicky May Merryfield 05-06-1993  Entered
AB123456C  Luke Joffers 10-07-1993  Enterad
AD123456C  Zara Matterson 17-05-1534  Cntered
Find Sumame -
L 15 v K4 pagel of14 b Pl | Dicplaying: 1to 15 of 205 items.

lop | Contactue | Usere | Qraanieation details |
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If you experience problems while using the system, the ACE support team are available to help:

Telephone: 0844 573 2560 E-mail: ace@fisss.org
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