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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.
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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’.

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.

3. Click - 
Save

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))

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

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

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’.
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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. 

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

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.

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.
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1.  Open CTS Online and log in with your details. 

Uploading the file

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

1.  Select ‘Births’ in section 1.

2.  Click on ‘Browse’ to locate the 
CSV file that you have saved on your 
computer.

If you can’t see the file select -  
•  ‘All Files’. 
•  Click on the file. 
•  Select Open.

3.  Click on ‘Upload file’
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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.
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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.

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

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

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. 
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Amending the File

The file data can now be updated with new movements.

1.  Amend the file name in 
     column A .

2.  Amend the number of     
     records that will be in the file.

3.  Enter the details for the
     calves you want to register.

4.  Format the date as dd/mm/yy:
•  Highlight the date of birth
   column (column L).
•  Right click the mouse.
•  Select – Format Cells.

5.  When the ‘Format Cells’ dialogue 
box appears:   
•  Select – Date
•  Select – date format dd/mm/yy
•  Click - OK
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Naming and saving the file

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

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. 

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

•  Enter the new 
filename (in this case 
‘filename1’). 
•  From the drop 
down list select CSV 
(Comma delimited 
(*.csv))
•  Click - Save

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.



Uploading the file

1.  Open CTS Online and log in with your details. 

•  On the left hand side menu, go to ‘Uploads and Downloads’. 
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•  Select ‘Births’ in section 1.

•  Click on ‘Browse’ to locate the 
CSV file that you have saved on your 
computer. 
If you can’t see the file select: 
•  ‘All Files’.   
•  Click on the file. 
•  Select ‘Open’.

•  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’.

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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