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Uploading a file of births for the first time

This guide explains how to create a file of birth registrations that can be uploaded to CTS Online, it
explains what details need to be included in the file and how it should be created.

Section 1 - Creating a new file

1. Open a new Excel spreadsheet.
Note: Rows go from left to right (for example 1,2,3 etc) and columns go from top to bottom (A,B,C
etc).

2. Number the cells across the top row from 1-34.

For example, number cell A1 as 1, cell B1 as 2, etc.

To do this:

» Select the first cell in the range that you want to fill. For example - A:1.

» Type the starting value for the series. For example - 1.

» Type a value in the next cell to establish a pattern. For example - in cell B:1, type 2.
Select the cells that contain the starting values.

Drag the fill handle across the range that you want to fill.

These instructions can be used further down where you need to enter the ‘Sequence number of birth
registrations’.

Fill handle: The small black square in the lower-right corner of the selection. When you point to the fill
handle, the pointer changes to a black cross. To fill in increasing order, drag down or to the right. To
fill in decreasing order, drag up or to the left.

3. The second row needs to contain the following information in the first four columns:
* Filename

*H

* RBI

* Number of births

In the example below the filename is ‘Filename’ and the number of births is ‘3’.
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The subsequent rows need to show the birth details and should contain the following information in
the first 14 columns:

Filename, D, Sequence number of birth transactions, ET, Calf ear tag number, ET, Genetic dam ear
tag number, ET, Surrogate dam ear tag number (if applicable), ET, Sire ear tag number (if applicable),
Date of Birth, Sex, Breed code.
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Naming and saving the file
Once you have entered all your birth registrations (up to a maximum of 50), you need to save the

document.

* Go to File — Save as. The following should appear.

1. Enter file
name.

This should
be the same
as the text in
column A.

2. From drop
down list select
CSV (Comma
delimited
(*.csv))

3. Click -
Save
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File name:

|Filena%g:sv

Save as bype: |CS'-.-' (iComma delimited)

Save |

Cancel

Unicode Text
Microsoft Excel 5.0/95 \Workbook
Microsoft Excel 97-2002 & 5.0095 Workbook

_ah (Comma delimited)

Microsoft Excel 4.0 Worksheset
\Microsoft Excel 3.0 Workshest

HF %

| Do Jal L

Note: Save your file somewhere you will remember, for example in ‘My Documents’. You can access
this by using the drop down arrow or by double clicking on ‘My Documents’.



Once you have clicked ‘Save’, a dialogue box may appear.
« If it does, click - OK.

Microsoft Excel

The selected file bype does nob\support warkbaoks that contain multiple sheets,

+ To save only the ackive sheet, clink O,
+ To save all sheets, save them individually using a different file name for each, or choose a file kvpe that supporks
multiple sheets,

E.;

(8] 4 Cancel

* When the following dialogue box appears, click - yes.

Microsoft Excel

Filemame 1.csv may contain Features that are pot compatible with CSY (Comma delimited), Do wou want bo keep the
workbook in this Format?

J‘) + To keep this Format, which leaves out apde incompatible features, click Yes,
« To preserve the features, click Mo, Theh save a copy in the latest Excel Format,
« To see what might be losk, click Help

Yes {a Help

You can now close the Excel file.

When you try and close the file it might ask if you would like to save the changes, select ‘No’.



Amending file for uploading to CTS Online

1. Open Notepad program.
Note: You can find the notepad by going to Start, Programmes, then Accessories.

* Go to File and click - Open.
» From the ‘Look in’ field use the drop-down arrow to select the folder where your file is saved.

Laok in: | () My Documents L ¢ ¥ £* [~

+ Use the drop-down arrow next to Files of type to select ‘All files'.

I / I

= /
‘g Filz narne: * bt / o
! /
by Metwork. Files of type: Text Documents [ tat) / v

i Text Documents [* txt
Encoding:

2. You should now be able to see the CSV file you saved.
» Select the file and then click on Open.

The information that you entered onto the Excel spreadsheet will now appear in the Notepad.

B Book1 -Handout 12 - Notepad

File Edit Format “iew Help

i,2,3,4,5,6,7,8,9,10,11,12,13,14,15,16,17,18,1%9, 20,21, 22, 23,24, 25, 26,27,28, 29, 30,31, 32,33, 34

Filename, Hy REBIs 3y s sasssnsssnsssnsssnsssnsssnss

Filename,,1, ET UK123456100001, ET, UKL1234 56100004, ,,,,15/05 2001, M, A8, ooy, ssrrsssss , , vaas

Filenama,D,1,ET,UK1234 56100002, ET, UKL234 56100005, , ,ET, UK1234 56400008, 16,05 /201, F, HF>X, y s s ssanssnnssssnsss
Filename,D,1,ET,UK123456100003, ET, UK1234 56100006, ET UK123456400008 BTy UK123456400010 177058,/ 2000 M, A8, 4y sy nsnnnsssrsssns

3. Highlight and delete the first row numbered 1-34.
* Delete the empty row.

» Delete 20 commas from the top row, leaving the information and ten commas. So that the row
contains: filename, H, RBI, 3,,,,,,,,.,

* Go to File - Save.
* The file can now be closed.



Uploading the file
1. Open CTS Online and log in with your details.

Cymiraeg srcessibiig | Frivacy |  Temms and Condtions | Infarrration o
i CTSonline Looou |
British Cattle

Movement Service the easy way o check and report vour cantle tnformation
UIEI'.'.:’CE'I‘UE' Sumimarny Bank Holklays
Register Births
Ragister ONMowaments — pye 1o the recent Bank Holidays, passports may take longer to arrve.
Register OFF Movements Catlle passport is chamging
Report Death of a
Redlsterad Animal

4 Om 1 August 2011 the caflle passportwall change 1o 2 single-page
Freport Death of pasepor. The niew passport will contain il the same infarmation as the
Unregistered Animal chequebook-style passpord and thers will be no changées to the mules.
Wiee animal Details and  This means that we will no longer supply movement cards a5 part of the
Higlary passpor, and kaepars who currently repot movaments sing paper will
Uploads and Downloads _need to find olher methods for animals [hal have & single-page passport.
Wieds AUdit Info For furdhear infarmation click harg
Problem Sumrmary s5Ps 201 o't MISS 0wt~ Apgaky Conlime B |

i You can send your 20 FPS applicalion using SPS Online via the
BCMS Accessibil
SCMS Priv i Farming sechon of the Busimegs Link websile We have recenily re-
My issued Personal ldentilcation MOTwers (PINy and guidance to anyons

* On the left hand side menu, go to ‘Uploads and Downloads’.

Report Death of a Uploads and Downloais
Repgisterzd Animal
Report Death of Upload Files

Unregistered Animal 1. Belect the Wype of conlants far the file to be uploaded

view Animal Details and % Births
Highry " MovernentsiDeaths

Lploads and Downloads
I:"‘- .
igw Audit Infa Ezartags of animals for Caftle Defails Download

Prablerm Surmmary

1. Select ‘Births’ in section 1.

2. Entzrihe localion af file fo upload, ar use the brawss buflon

] Browse...
BCMS Accessibility 2. Click on ‘Browse’ to locate the
BCMS Privacy CSYV file that you have saved on your
BEME Terms and 3. Upload the file for validation

computer.
Canditions Lgpload file |

Information for Keepers If you can’t see the file select -
* ‘All Files’.
* Click on the file.
» Select Open.

3. Click on ‘Upload file’



A list of your birth registrations will be displayed in section 2 of the screen. You will be able to check
the list and correct any errors.

. Click on “Send”.
The receipt page will show, with list of the births you have registered.

Your birth registrations will be visible straightaway in the ‘submitted but not yet processed’ section on
the cattle summary and will be validated by CTS within 24 to 48 hours.



Uploading a file of birth registrations, subsequent times

Once you have created the file you can use it as a template. Use the following steps to upload files
on to CTS Online.

Opening the previous file

1. Open Excel

* Go to File — Open

* From the Look in field use the dropdown arrow and select the folder where your file is saved.

Laok ir: | [} My Documents

In this example, it is saved in ‘My Documents’.
» From the ‘Files of type’ - use the dropdown arrow and select ‘All Files’.

. / |

/

q File name: * bk / b

/

b Metwork Files of type: Text Documents [ at) / w

Text Documents [© tut

Encoding:

You should now be able to see the CSV file you saved.
» Select the file and then click - Open. The file will then open in Excel.

Bt [ ¢ [ D] E f@@ [H] i
Filename IH ia] 3 _

1

2 Filename D 1T ET  UKI123456100001 B UK123456100004

d Filename D T ET  UKZ23456100002 ET | UK1234561 00005 ET
4 |Filename D 1T ET UK123456100003/ ET UK123456100006 ET LNIK12353456400005 ET

2. To expand the cell so it shows all the details:
» Double click the mouse on the right hand side of the column.



Amending the File

The file data can now be updated with new movements.

| A& [ B [ CJlD] E [ F ] G [H] [ ] K L M | M

1 |Filename H REI 3 |

2 |Filgname |D 1ET K123456100001  ET | UK123458100004 | | 15052011 M A

3 |Fildname D 1ET U 3466100002 ET  LIK123456100005 ET | UKI123456400009 16052011 F HF,

4 |Filehame D 1 ET LK1 ET UK1234586100006 ET UKI1234564000028 ET  UKI123456400010 17/05/2011 M AR

1. Amend the file name in 2. Amend the number of 3. Enter the details for the

columnA. records that will be in the file. calves you want to register.
) K v N O

ET UK123456500003
ET LUK123456600010

& Cu
150572 .,
1EﬁD5ﬂ[§EL] Copy
1¢m5m@., Paste

Insert

Delake
Clear Conkents

Paste Spedial. ..

4. Format the date as dd/mml/yy:

+ Highlight the date of birth
column (column L).

* Right click the mouse.

» Select — Format Cells.

I[ Format Cells. ..

Hide
Uinhide:

5. When the ‘Format Cells’ dialogue

box appears:
» Select — Date

« Select — date format dd/mm/yy ———— |

* Click - OK

Column Width. ..

Format Cells 2 X

Murnber I Alignment ] Fonk ] Border l Patterns ] Prokection ]
Category; Sample
General 1/3i11
Murmber —J )
Currency Tvpe:
CrE— [
d e *14 March 2001
1410372001
Percentage /o3
Fraction
| |scientif
;eéiial 2001-03-14
Cﬂstum J Locale (locakion):
|English {United Kingdam) ﬂ
[rate formats display date and time serial numbers as date values, Except for
items that have an asterisk (*), applied Formats do nat swikch date arders
t e operating svskem,

\ ’—IOK Cance|




Naming and saving the file

1. Go to File — Save As. The following should appear:

Save in: [@ Deskiop j ; @ 4 * Took -
My Documents
<% +J My Computer (LWOTRMOZ) * Enter the new
History Wy Netwark Places filename (in this case
LDProject Status filename™’).
8 %?EE““ o a0l « From the drop
nemenn down list select CSV
My Documents ﬁ:]FIIaname.:w c delimited
) Shorteut to SEC (Comma delimite
| (*.csv))
@  Click - Save
Desktop
*
Favarites

l4

T

— File pname:

R Save
Iy Metwork / _J -
Places Save &5 type! |Csy (Comma delimited) (*,csv) | Cancel |

Note: Save your file somewhere you will remember, for example ‘My Documents’.
You can access this by using the drop down arrow or by double clicking on ‘My Documents’.

2. Once you have clicked Save a dialogue box may appear:
« If it does, click - OK.

Microsoft Excel

The selected file type doesnot suppart warkbooks that conkain mulkiple sheets,

1 E + To save only the active sheef\click Ok,
- + To save all sheets, save them imdjvidually using a different file name For each, or choose a file bype that supports
multiple sheets,

I, Cancel

3. The following dialogue box will appear, click - Yes.

Microsoft Excel

Filename 1.csv may conkain Features that are nol/compatible with C3% (Comma delimited). Do wou wank to keep the
wiorkbook in this Format?

\!‘) + To keep this format, which leaves out any ifcompatible features, click Yes,
+ To preserve the Features, click Mo, Then sve a copy in the latest Excel Format,
« To see what might be lost, dlick Help,

Yes Mo Help

You can now close the excel file. When you try and close the file it might ask if you would like to save the
changes, select no.
The file is now saved and ready to be uploaded onto CTS Online.
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Uploading the file
1. Open CTS Online and log in with your details.

Terms and Conditions

Cymrasg

cesghiiny | | Irfarrmation 1o

British Cattle CTSonline Log Out |

Movemeant Service the easy way fo check and report vour cafile fnformation

Privacy

Wiew Catlle Summany Hank Holidays

Register Binhs
Reglister ONMOYBMENS 46 tg the recent Bank Holidays, passports may fake longer to amive.
RAYINEUEE MavEEdl Catlle passport is changimg
Report Death of a
Reglsterad Anirmal

On 1 August 2001 the caflle passpor will change 1o 2 single-page
Report Death of g passp y gle-pag

passpon. The new passport will contain all the same infdrmation as the
chequebaok-style passport and thers will be na changes to the mlas.
Viesge &nleal Details and  This rmeans that wee will no longer supply movernent cards 35 part of the
Higlary passpon, and keepars who curmenth report movements using papers will
Upioads and Downloads ‘Rﬂnﬁnd olher methads for animals lhal have 5 single-page passpart.

WlE Sudit oo Far furher information click hare
Problem Sumimary 5PS 2011 o't Blss Ot — Bpgaky Ol biow

Unregistersd Animal

d You cEn send your 20 S applicalion wsing SPS Online via he
BOMS Accassihil
SCME Priv L Farmning sechon of the Busimegs Link websile. Ve have recenily re-
; L iszued Fersonal Identfication Muhskgrs (FIN) and guidance to anyone

* On the left hand side menu, go to ‘Uploads and Downloads’.

Terms and Conditions

British Cattle CTSOI‘I line

Movement Service the easy way to check and report your cattle information
Wiew Cattle Summary Current User
RediERiE A.Farmer BRITIEH CATILE  99/999/9999|  Change Holding |
Register Ok Movements MOVEMEMT
Register OFF Movements SERVWICE
Report Death of a Uploads and Downloads

Registered Animal

Report Death of
Unrenistered Animal

View Animal Details and & Births

History O Movernents/Deaths
IUploads and Downloads

Wiew Audit Info

» Select ‘Births’ in section 1.

Upload Files

1. Select the type of contents 0 he uploaded

* Click on ‘Browse’ to locate the

() Eartags of animals for Cattle Details Download computer.

If you can’t see the file select:
Prohlem Summary 2. Enter the location of file to upload, or use theAfowse button ¥AII Files’
| |[ Browse.. | ) les . ]
BCMS Accessibility  Click on the file.
BCMS Privacy e Select ‘Open’_

BOMS Terms and 3. Upload the file for validation

Conditions Upload file -~ )
* Click on

Infartmation for Keepers

Contact BCMS Cattle on Helding Download

To download a list of all cattle anyour holding {including all associated
maovermenttapplications notyet processed or currently under investigation)

‘Upload file’.

Halding Enralments
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CSV file that you have saved on your



A list of your birth registrations will be displayed in section 2 of the screen. You will be able to check
the list and correct any errors.

* Click on ‘Send’.
A receipt page will show, with list of the births you have registered.

Your birth registrations will be visible straightaway in the submitted but not yet processed section on
the cattle summary. These will be validated by CTS within 24 to 48 hours.
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