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How do | find and use import templates?

Introduction

Templates allow data to be entered into an Excel spreadsheet and imported into NROSH+, as an
alternative method to completing the return on screen.

This method is designed to support data compilation and entry, particularly where large quantities of data
are involved. However, it is not a replacement for using the online system entirely. For example, validation
and sign-off can only be completed via the NROSH+ website.

Unlike the old NROSH+ application, import templates are specific to each provider and each survey. This
allows the system to download data which is already in your survey within the template and facilitate a
much easier re-import process, something which user feedback on the old NROSH+ application was an
improvement a large number of providers wanted to see.

Where are the templates and how do | download them?

It is important that you use only the templates that are available to download from the ‘Export’ column in the
Survey Summary table in the parts list. These templates ensure that data is captured and uploaded into the
system accurately and safely. Any attempt to upload unauthorised documents will be rejected by the import
function.

To reach the parts list — please select your survey from the dashboard (1) and then select the export icon
next to the survey part (2). For surveys with multiple parts there will be an edit icon next to each part in the
table.
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NOTE: The template files generated when clicking ‘Export’ will be populated with any data currently
stored on the system for the selected part. This means that providers will not need to fully re-enter
data into templates when making revisions.

If you want to delete data from the survey within the NROSH+ system you can delete values from within
your template and then select the ‘Overwrite existing values with blank cells’ option when importing (see
below).



How do | import templates?

Templates are imported using the ‘Import’ function accessible through selecting the ‘Import’ icon in the
Import column in the Survey Summary table in the parts list (1) and selecting the type of import you want to
do (2).
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The default option for uploading templates is ‘Ignore blank cells’. This means that any blank cells in the
template will be ignored and will not import into the system. Any value in the system for the question (cell)
left blank will be retained and other questions (cells) in the part will be updated. We recommend using this
option unless you want to delete data from your survey.

If you want to delete data from the survey within the NROSH+ system you can select the ‘Overwrite existing
values with blank cells’ option. Any data that has already been added for the part will be overwritten by the
upload and if a question (cell) is left blank in the template the value already existing in the system will be
removed from the database. Please note, there are some exceptions to the ‘Overwrite’ function and you
should refer to individual survey guidance for more information.

Macro and security warnings

Microsoft have implemented a blocking facility to protect users from malware being hidden within macro
enabled files. This blocks ALL macro enabled files from all websites. There are simple ways in which you
can unblock individual files or ensure that all files downloaded from a website are treated as ‘safe’. You will
need to discuss options with your IT provider to ensure you can operate the macro driven elements.
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