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There are also FAQs and a technical guidance document available for the clinical audit. 
 
Please note, the screenshots used throughout this document relate to the children and young people 
asthma audit section of the webtool, however, the process and pages of the webtool look the same for 
all other audit workstreams within NRAP. 
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Accessing the imports page 

Go to the import section of the web tool for anything to do with imports 

 

 

Imports checklist 

Please review the following points before attempting imports: 

• Decide if you really need to do imports 

They are only suitable for units/services with a high number of cases to import (>50 per month) 

Units with fewer cases will find it easier to enter data directly online with fewer errors 

Typing data into a spreadsheet is not any quicker than entering it directly online 

There are technicalities and details you will need to deal with which can be challenging 

You may need assistance from your IT support service or technical colleagues 

• Review the import dataset specifications and guidance  

• Make sure your import data file and data matches the specifications 

• Make sure your import data file uses the supplied column headings/labels 

• Always review the import results and correct any errors reported 

• You should import your data monthly 

  

Once you are logged in to the 
web-tool, click on ‘Imports’ to 
be taken to the Imports page. 
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Import dataset specifications and header file 

Look for the 'datasets' on the side-bar menu to download the import dataset and header files for every 
supported dataset. Your data must match the import dataset and use the supplied headings/labels. 

 

 

Submitting an import file 

Choose 'New import' on the side-bar menu and complete the import form, then click the 'Import' button 

 

Select the dataset 
that your import 
corresponds to 

Click on the ‘Choose 
file’ button to search 
for the file you wish 
to import 
 

Click on the ‘Import’ 
button once you're 
ready to import your 
data 
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Output from importing data without errors 

 

The ‘Import results’ box 
provides information such 
as how many new records 
were added, how many 
existing records were 
updated and how many 
records were not 
added/updated because 
they are identical to 
existing records. This will 
prevent duplicates from 
being added. 
 

A table will provide a 
summary of successful 
imports and errors in an 
accessible table format.  
. 
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Imported records 

 
  

The ‘Imported records’ tab 
will display the records 
that were successfully 
added or updated during 
the import. You can also 
use this summary to check 
that the basic metrics (NHS 
number, date of birth, 
admission date etc.) are all 
correct.  
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Output from importing data with errors 

 

  

If you import a file which 
contains errors in the data, 
further information will be 
given in each of the tabs to 
help you amend your data. 
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Invalid records - records that cannot be imported 

 

  

The ‘Invalid records’  
tab will display the 
records which could not 
be entered due to fatal 
errors (i.e. the most 
important values are 
missing or incorrect). 

Here you will be able to 
see exactly which 
records had fatal 
errors, and what those 
errors were.  
 

Click the blue i symbol for 
more help. 
 

mailto:nrap@rcp.ac.uk
http://www.rcp.ac.uk/nrap


   

 

Guidance for using the web tool import function| Version 1.1: November 2023 
National Respiratory Audit Programme (NRAP) 
nrap@rcp.ac.uk | 020 3075 1526 
www.rcp.ac.uk/nrap 

 
 
 

8 

Viewing your imports 

The imports list shows all recent imports and their status. 
A successful import is shown in green.  
Incomplete imports show in amber and imports with invalid data are shown in red. 
 

 

  

Selecting ‘Imports’ from the 
side menu will display your 
last 25 imports in 
chronological order 

Click on the import date to 
view further details about 
that particular import. 
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Import summary page 

 

 

 

The ‘Help’ section has 
additional guidance for the 
import process. 
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