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Introduction

Provider DSAT (PDSAT) is a tool for further education and training providers (colleges, training providers and
employers) to output a series of reports to test the integrity of their Individualised Learner Record (ILR) data.
This will assist providers in carrying out their routine data cleansing and submitting accurate ILR data returns to

the funding agencies.

To allow for earlier data cleansing, an initial version of PDSAT v16 to accept ILR XML inputs was released. The
latest release PDSAT now allows the ability to import FIS mdb files.

Please note that with an ILR XML file import, a funding flag in the reports is shown rather than exact funding
values. It is strongly recommended that the ILR XML file is validated in FIS (2015/16) and any reported errors
or warnings are fixed prior to importing the file into PDSAT.

With a FIS file input, the actual funding values will show in the reports and will include the facility to run Audit

Samples.
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1. Before You Start

1.1 Compatibility

PDSAT v16 is compatible with Microsoft Office Access 2007 (SP3), 2010 and 2013.

Microsoft Office 2010 and 2013 come in both 32 and 64 bit versions. There is a separate version of PDSAT
(version 16_**_64) for use with Microsoft Office 64 bit. In order to determine which version of Microsoft
Office you have installed please use the following link:

https://support.office.com/en-us/article/What-version-of-Office-am-I-using-932788b8-a3ce-44bf-
bb09-e334518b8b19

Please note that if you have two versions of Office installed (i.e. 2007 and 2010 etc.), then these can conflict
and cause PDSAT to not run correctly.

1.2 Extract PDSAT

Once PDSAT has been downloaded ensure that it is extracted from the .zip file before it is used.

To do this, right click on the .zip file and click one of the following options ‘Extract All’, ‘Extract to here’ or
‘Extract to folder’ and specify your preferred location.

1.3 Trust Centre

Before starting to use PDSAT you will need the following information:

e The location (directory) where you are going to place the PDSAT Tool (this must be stored on a local
drive)

e The location you are going to use for the export of PDSAT specific information (this must also be
located on a local drive).

With MS-Access 2007, MS-Access 2010 or MS-Access 2013, the user will need to have the above locations
loaded into a “Trusted Location” or the VBA Code execution will be blocked.

NB. MS-Access 2007 screen shots / walkthroughs are used for illustrative purposes but it is understood the
process is similar for MS Office 2010 and MS Office 2013.

To set-up a “Trusted Location”:

e Open MS Access 2007 (from the Start Menu);

e  Click on the Office Button (top left of MS Access window);

e  Click on “Access Options” button (bottom right of pop-up window);
e  Click on “Trust Center” (left hand side of window);


https://support.office.com/en-us/article/What-version-of-Office-am-I-using-932788b8-a3ce-44bf-bb09-e334518b8b19
https://support.office.com/en-us/article/What-version-of-Office-am-I-using-932788b8-a3ce-44bf-bb09-e334518b8b19
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Click on “Trust Center Settings...” button;

Click on “Trusted Locations” (left hand side of window);

Click on the “Add new location...” button;

Click on “Browse...” and navigate to the required location.

Ensure the “Subfolders of this location are also trusted” check-box is ticked;
Click on “OK”. Keep clicking on “OK” to leave the Trusted Location set-up;
Close all open Access databases;

Ensure PDSAT is placed in this trusted location;

Start PDSAT.
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2 Using PDSAT

2.1 Applicability of PDSAT

PDSAT v16 allows a 2015/16 ILR XML file to be directly imported.

Before importing an ILR XML file into PDSAT, please also ensure that it has been validated in FIS (2015/16) using
the option “Import and validate an ILR submission” as shown in Figure 1a. Any reported errors or warnings
should be fixed before the file is imported into PDSAT. Problems may be experienced if a non-validated ILR is
imported into PDSAT and the reports generated from PDSAT could also output non-validated records.

If you have any issues using FIS please contact the Data Services helpdesk on:
servicedesk@sfa.bis.gov.uk

FIS Funding Information System

File Toecls Help

r Perform Procedure

Data Provider SKILLS FUNDING AGENCY

Procedure(s) to |1 Amalgamate
Execute Import and validate an ILR submission (Last Run: 19/09/15 12:05:55)
[Z] Perform Funding calculations
[C] Rule Violation Summary Report
[C] Rule Violation Summary Report With Defaults
[C] Rule Viglation Report as CSV
[C] Export ILR data to an Access database
[C] Export ILR data to CSV
EFA Funding Claim Report
EFA Maths and English Report as C5V =
SFA Funding Claim Report as CSV
EFA High Needs Students Detail Report
EFA High Needs Students Summary Report

FrA s ane. fr._ Locs

Select All Save As Default Selection

Report Qutput: [DisplayI v]

Execute

P S

Collection Name: 1516_ILR_FIS Configuration

Component Set 116 1R FIS Desktop Processing Service - 0.3.14.20377 (007)

Version:

Data Sets: LargeEmployers [Version 8] LARS [Version 43]  ORGANISATION [Version 6]
1 PostcodeFactors (Version 12]

Imported File: ILR-10012467-1516-20150903-171412-0L.xml

Figure 1a — FIS (2015/16)

If the return is split across several ILR XML files, then the Amalgamate option can be selected to create single ILR
XML file which can then be imported in PDSAT, once validated.

To import a FIS file into PDSAT, additional options need to be selected in order to create the FIS file from an ILR
XML file as shown in Figure 1b.


mailto:servicedesk@sfa.bis.gov.uk
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FIS Funding Information System A (=& =
File Tools Help
r Perform Procedure
Data Provider SKILLS FUNDING AGENCY
Procedure(s) to [C] Amalgamate "
Execute Import and validate an ILR submission (Last Run: 19/09/15 12:05:55)
Perform Funding calculations
[C] Rule Violation Surmmary Report
[C] Rule Violation Summary Report With Defaults
[C] Rule Violation Report as C5V =
Export ILR data to an Access database
[C] Export ILR data to CSV
[C] EFA Funding Claim Report
[C] EFA Maths and English Report as CSV
[T] SFA Funding Claim Report as CSV
[C] EFA High Needs Students Detail Report
[T] EFA High Needs Students Summary Report .
Elrraac ancoo oo srooai Lcsaano
Select All Save As Default Selection
Report Qutput: [Display ']
Collection Name: 1516 ILR FIS Configuration
3""’.”‘3“” Set 1516 ILR_FIS Desktop Processing Service - 0.3.14.20377 (007)
ersion:
Data Sets: LargeEmployers [Version 8] LARS [Version 43]  ORGANISATION [Version 6]
i PostcodeFactors (Version 12]
Imported File: ILR-10012467-1516-201509032-171412-01.xml

Figure 1b — Validate ILR XML file and create FIS file to import into PDSAT

2.2 Importing 2015/16 ILR XML or FIS files

To import ILR XML/FIS data into PDSAT, carry out the following steps:

e Open PDSAT.
e The following Disclaimer Acceptance will appear as shown in Figure 2. Please read this message and

click the “Yes” button to proceed. If you select “No”, PDSAT will close.
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r
Disclaimer Acceptance

may exist,

Providers are responsible for implementing adequate and effective controls
surrcunding the submission of funding claimis) te the Agencies.

The Provider DSATs are a suite of exception reports highlighting potential data

anomalies in certain areas which may require further investigation.
Provider DSATs should not be solely relied upen to identify all irregularities that

Providers are alse reminded that the Agencies' contractual requirements include
significant other areas not covered by Provider DSATs,

Please press yes to accept the above conditions,

[ v || N

Figure 2 — Disclaimer Acceptance

e The following screen in Figure 3 will appear.

5] PDSAT w16

PDSAT vl16_4 32 - Please import data

Return Control

Return Currently Selected:

Import ILR Return Data l l Import FIS Return Data ]

Current Report Directory:
C:\Users\ckaurl|Desktop\DSAT_FIS Final\

Set Report Directory l l Open Report Directory
Returns Currently Loaded:
l Clear Selected Return l l Clear All Imported Data

Instructions for using PDSAT v16

Return Control
Use this tab to import, change and delete ILR or FIS return files. To change the currently
loaded return select any loaded return from the drop down selector.

Joint Reports / SFA Reports / EFA Reports

Use these tabs to select and run any Joint, SFA or EFA reports (reports split by funding
methodology). Please note that you can only run reports from one category at a time but
each category will export its reports into the same excel repert file. Favourites can be
selected from the drop down menu.

Reports Control

This tab has two options: (i) Option to not output reports which have a zero count of
records to the Excel workbook (ii) Option to cutput reports for one or more
Subcontractor/Partner UKPRNS.

Favourites Control

This tab allows you to add, delete and edit favourite groups and the reports included in
each. Favourites can also be imported from other copies of PDSAT v16. Note, only user
defined favourite groups can be edited.

Annotations Control

This tab allows you to record annotations from your report excel file as well as import
annotations from a previous version of PDSAT v16 and delete annotations as required.

Only 15/16 ILR XML and FIS mdb files are accepted as valid inputs in this version of PDSAT

Figure 3 - PDSAT Opening Screen

e Use the “Import ILR Return Data” or “Import FIS Return Data” button on the “Return Control” screen
to navigate to and select the ILR XML or FIS file;
e The following message will appear, to remind the user to run the ILR through FIS first to perform

validation and fix any reported errors or warnings. Press OK to proceed;
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.
FIS Validation [ = |

Please note that PDSAT has been designed to process data that has been
validated through the FIS.

It is recommended that all ILR errers and warnings are reviewed and corrected
before the ILR file is processed in PDSAT.

Figure 4 — FIS Validation message

e The ILR XML or FIS file load will then proceed on selection of the file and a “Success” pop-up message
box will appear upon completion, click on “OK” to close the pop-up message box;
e If the user attempts to import the same ILR XML/FIS file twice, then the following message will appear;

Return Already Loaded [ES

I.-’ "\-.I This return has already been loaded into the DSAT, The Import will be
‘S’ aborted!

Figure 5 — Return Already Loaded

e The “Clear Selected Return” and “Clear All Imported Data” buttons can be used to remove imported
file(s);

e  Click on the “Set Report Directory” button and select the location for the output of reports;

e The path will be inserted into the “Current Report Directory” area;

PDSAT is now ready for use and the screen will look as shown in Figure 6.

) FOSAT vib ]
POSATv1G 4 32 -

A

I | I
Beturn Control | joint Reports | SFA Reports | EFA Reports | Sampling I Raports Controd | Favountes Contred I Anmotations Control

Instrsctions for using PDSAT vi6
Return Conmently Selected: Beturn Caatrol
— Ue Bhi tab to Imeart, chanps and delite ILR of P13 reben Tiled. To changs Bha curnently
FI5- -A516-RO2- 20151005 142623 ™| Gosded return select any loaded rebam from the drop down selector.

Import i) Dt Import FIS Return dpind Repeats f SFA Regeaovts | EFA Begarts

fuR 1 i Dats e thege pplbd 1 seleet and fum afry keine §RA ae EFA repectd repain 1l by lunding

methododopy]. Plesse note thal yoa cam only run reporis from one cafegory at a time but

. enLh ¢abefory will export (5 feparts inlo the Same el Fapaet File. Faveuribes cam be
Cusrent Report Directory: stiected fromm th drop down menu. '
CAlsers\ckaurl) Deskiop\DEAT_FIS Final\ Besorty ot
This tal has two options: (1] Cption bo not output reports which have & 2ena count of
reconds 0 the Exgel workbock (ii) Option to output reports for ane or mong

Favosetes Control
It oty Ul ach Paraite s sl be gt fom e copies o FOSAT 38, o, o et
Fis- “1516-A03-20151005-142623 elines favout A Eoups £an be pEed,

Anntatiees Corntisl

This tak allcws you o resond annotatoes froem your repart excel file a8 well a3 b=goart
annatstions from & previcas wersion of PDGAT v16 and delete srnotations a5 required

Chear Seledted Retsn Cledr All Imported Data Dol 1515 IR XML 0t FIS s fled s oot s vl iputs i Bt wevminn of POSAT

Figure 6 - PDSAT Return Control Screen (Post Import)
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2.3 Understanding Reports and the Funding Flag

In this version of PDSAT, the reports are arranged across three Reporting Category tabs (Joint Reports, SFA
Reports and EFA Reports). Unless otherwise specified, the reports listed under the SFA Reports tab output
records which have FundModel = 35 (“Adult Skills Budget funding”). Similarly the reports listed under the EFA
Reports tab output records which have FundModel = 25 (“16-19 EFA funding”). Click on one of these Reporting
Category tabs.

As with previous versions of PDSAT, assistance in understanding reports has been provided. To access the
assistance, single click the mouse cursor on the Report ID (first column from the left), and a window will appear
showing the relevant report information (Description, Logic and Implication) as shown in Figure 7.

The Report ID follows the naming convention of 16*-###. The 16 relates to this PDSAT version, the * is
replaced by “B” for a Joint report, “S” for an SFA report or an “E” for an EFA report. The ### is the Report’s ID
number.

2] PDSAT v16 =

PDSAT v16_4_32 | 2 fm feporesic & Click here to contact

- - n Dsattel @KPMG.co.uk
PDSAT Reports - DEta“S m LARS version: Sth Oct 2015
Title: Apprentices and trainees with co-funding

Return Selected: FIg . ite Group: |All SFA Reports
Description: P P E'

‘ Return Control | Joint Re Report ID: 165090

w Identifies apprentices aged 16 to 18 and trainees with leaming aims that are recorded Eroemilonl DpLEy SECE (5
165-090  Apprenticy | |35 co-funded. O ]

165-100 19+ appre
165-110 19+ lean
165130 16t 164

165-140 19+ apprg
165190 Leaming 4 | Return all leamning aims where FundModel=35, FundLine_Sfa in (16-18 apprenticeship’,
— 94111924 traineeship’) AND FFI=2.

Logic:

| 165-200 Retention]
165-240  Withdraw.
165-260 Learning bl
165-270  Transfernr |[Within funding model 35, all apprentices aged 16 to 18 and all trainees are entitled to
165280 Resumind Resuming full funding. Entries on this report could be under claims of funding.
165300 Early conf
165-310  Completi
165-320 Learners | | User Notes: (editable)
165330 Generic pl
165-360 NI Mumbe

Run Selected Rep| \ Select all

O|Oo|o|o|Oojc|ojojo|ojo|jojojo|o|o

-

-\ O|0|0O|00|0|/0O/0ojo|0/g|o|g|o|j o

Deselect All ‘

Figure 7 - PDSAT Report Assistance Window

You may enter your own text into the “User Notes:” (yellow shaded field) which is stored within the tool and
will be output with reports.

NB. When a new version of the PDSAT is used any information entered into this field will be lost.

As the provider’s ILR XML data file does not contain any funding, the reports run from PDSAT will instead provide
an indication whether funding could be expected, under column headers “Funding Flag (SFA)” or “Funding Flag
(EFA)” where applicable. Please be aware that this is an indication for funding only and may not always match
with funding shown through FIS. In addition any non-validated records will also appear in the reports and
funding may be incorrectly indicated for these records.

10
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2.4 Running Reports

In order to run the PDSAT reports, click on a Reporting Category tab (‘Joint Reports’, ‘SFA reports’ or ‘EFA
Reports’) and select the required reports by checking the <check boxes> on the far right of the Report Titles as
shown in Figure 8. You may select as many reports as you require at a time, making use of the “Select All” or
“Deselect All” buttons as necessary. Once the required reports have been selected, click ‘Run Selected Reports’
button to compile the reports.

Clicking on the Favourite Group drop-down box makes the relevant reports available to select. By default all the
available reports within each tab will be displayed. See Section 4.0 on how to create a custom favourite group.

Note that running large numbers of reports may take a long time to run depending on the size of the ILR return.

NB: The “Run Selected Reports” button will only run reports selected within the current Reporting Category
tab.

S POSAT v16 5
PDSAT v16 4 37 - ey ap—
Eeititioae R KRG S sk

| LARS a Sth Ot 2005
| Return control | soint Reports| 564 Reports | 7A Raports | sampling | Aeports Control | Favourites Cantrol | Annotations contral 4™ %

Rieturn Selected; Fi5. = 1316=R02- 200151005 142633 Favourite Group: All 5FA Reports ll

Report I Report Title Current Load  Quiputted  Select
165090  Apprentices and tramses with codunding

163-100 19+ apprentices with full funding clasmed

163110 19+ beamsess with enhanced funding

165130 1610 'I-B apprenticeships minimum duration exceptions

162-140 19+ apprenticeships minimum duration exceplions

153-180 Leaming aims where the anfual funding cap has been apphed
1ES-200 Hstention

163-240 Withdrawals and qualifiing days for funding

J65-250) Leamars i learang beyond ther learning planned and date

165-260 Leaming actual end dates

163-270  Transfermng beameds

165-280 Rf!-uﬂ'l‘lg ledrnirs

165-300) Ewly complations

bE5-310 Completions with unknoen oulcomes

165-330  Leameds wath pnor altainment livel recorded a8 nol known

I65-330  Ganenc posloodas

165-360 NI Huenbers nall, tempadary of wied for HMRC sdministrabng pafpodes

flun Selected Reports FM35 Funding Period Selected: 7 [+ | selectAll || Desalectall |

O|DO|O|O(0|0|0|O|O{O|0O| 0| O|ojo|Oj O
O|O|O(O(0|0|0| 0|00} 0| O) &) 6| & &) &

Figure 8 — SFA Reports Screen, Check Boxes

2.5 Closing All Instances of Excel

PDSAT v16 requires all instances of Excel to be closed before selected reports can be run and exported.

If you believe you have closed all instances of Excel and the error message (Figure 9) still appears then try
restarting your machine or use the Task Manager to close the remaining excel processes if you are confident in
doing this.

11
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Excel is already running! 2

_"‘-.I Please close all instances of Excel and then re-run this task.
— If you believe you have closed all instances of Excel, please check the

task manager (to end any remaining excel processes) or restart your
machine.

Figure 9 — Excel Error Message

In addition, it is important not to open the Excel application during the report run procedure, which could
take some time to fully complete.

2.6 Viewing Reports

Once the report process has started running, the progress can be observed on the progress and status bar.

On completion of the reporting run, the message box shown in Figure 10 will appear;

v |
Success I E3 I

Reports output successfully, Do you wish to view the reports now?

ves || Mo

Figure 10 — Success — Report output Message Box

Clicking “Yes” will open the reports in Excel. Clicking “No” will simply close the window.

The report format is similar to the previous year and is shown in Figure 11. The header (containing the
Description, Logic, Implications and User Notes) can be hidden or shown using the small +/- on the far left of the
Excel window.

A new count has been added to PDSAT v16 showing the number of distinct learners within each applicable
report.

12
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e % - E SEI999-1518- R - 20 B0302- 150507 - Exred
HOME Developer IN3ERT PAGE LAYOUT FORMUALAS DATA REVIEW VW ACROBAT POWERFIVOT

ey N Cut - - e _ - I : 3 '=='x"2nm5
& L. Arial TR =[l| #- | EWeopTot General -1 | Fi"' L:J Normal L Good | & & [ = &
Clipbosrd 5 Font n Alignment ] Humbr n styles Cells
a1 i X ﬂ 165090 - Apprentices and trainees with co-fending Provider: 39399999 . 99999999
1]2 | A B C 2] E F | G H 1 ] K L | M

1 [165.040 - Apprentices and trainees with codunding Provides: 9959959599 . 99999999
2
3
4 Dascription: |dentifies apprentices aged 16 to 10 and trainees with leaming aims that are recorded as co-funded.
5
(] Logic: Retum all leaming aims where FundModel=35, FundLine_S5f in (16-18 apprenticeship’, "19-24 traineaship) AND FFI=2.
7
8 Implicatiens: VWithin funding model 35, all apprentices aged 16 to 108 and all trainees are entitled to full funding. Entries on this report could be
a under claims of funding.

R ]

B ¥ S User Notes:
12
13

©o14) ILR File Name: ILR 999595991516 20160302 15050701 xml ILR Production Date: 0Z-Mar- 18

© 15 Pariner UKFPHNs Sl : 99959599, FarnesLIKFRN Null

+ 16 DSAT Ve : OBAT 16_1 32 DSAT Impost Date: 3Jul-1s
L +
= 18
1% | Record Count Leamer Count
2| [1]]
a1
Leamer Unique Family name Given names Date of birth | Age atstartof | Age ataim | Funding Fundline SFA Programme | Aim type | Aim sequence | Leaming aim
reference leamer programme start model type number reference
number number
22| hd kd &d Ad kd kd &l Ad hd
23|
24

Figure 11 - MS Excel Reports

The Reports may then be printed using the normal MS-Excel output buttons or closed using the normal windows
buttons at the top right hand side of each report window.

When a report has been run, the number of records for that report is shown in the ‘Current Load’ column. The
fact that the report has been run for that Return is shown using the ‘Outputted’ column (see Figure 12).

] POSAT 16 =
PDSAT w16 4 32 - .
| Return Contrel | Jeint Reperts| 5FA Reports | EFa Reports | Sampling | Reports Control | Favourites Control | Annotations Contral| 1 77707 57 041 2043
Return Selected: Fis- -1516-R02-20151005- 142623 Fawourite Group: All SFA Reports El
Report ID Report Tite Cumrent Load Outputied Select -
1ES-090  Apprentstes snd tranees with co-hundng 4 = ]
165100 19 apprentices wilth full funding claimed 3 B =]
1E65-110 19+ learnars with snhanded furdeg 0 o m|
165-130 16 to 10 apprerticesksps renimusn durabion exceplons T ] =]
165-140 19+ apprerticeskeps Msnimom durabion excepbons 53 = =]
165-190  Learmung sema wheee the annial funding cap has been applied o |
1E5-200  Ratention =] =]
165-240  Withdrawals and qualiyang diys lor herdeng o m]
165-250  Leamers in leaming beyond their learsng plarned end date (m] [m]
165-260  Learmng actial end dabes o m]
165-370  Translemey leamears m] [m]
1ESFB0  Resuming leamers =] =]
165-300 Eady complatsons ] ]
165-310 Coenpletions with wnknewn culcomes m] [m]
165-320  Leamers with peor sttasnment bevel recorded a8 not known ] =]
165-330 Genenc posicodes m] [m]
165-360 NI Numbers null, temporary of used for HMRC adminisirative purposes (m] [m] m
Run Solected Reports FMS Funding Perod Selected: 2 [~ Solect All | | Deseloct Al
I

Figure 12- Number of Records for Run Reports

13
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2.7 Report Location

When running reports, a MS-Excel Workbook is created in the Current Report Directory that was specified in
Figure 6. The Workbook is named using the following syntax: PPPPPPPP-AAAA-RRR-YYYYMMDD-HHMMSS.xlsx
where PPPPPPPP is the UKPRN for the provider, AAAA is the Academic Year for the data, RRR is the Collection,
and YYYYMMDD-HHMMSS is the date/time stamp from provider MIS on file generation.

If the Current Reporting Directory is not changed, then further reports that are run will update the same MS
Excel Workbook held in that location. Alternatively if you wish to create different workbooks, for example, a
workbook for SFA reports and a different workbook for EFA reports, the Current Reporting Directory can be
amended to a different location before running a different set of reports.

2.8 Importing additional ILR XML/FIS files

PDSAT v16 now allows multiple ILR XML/FIS files for each Return (e.g. R01) to be imported. You may import a
different ILR XML/FIS file for the same Return, as long it has a different date/time stamp.

To import another ILR XML/FIS file:

e  Select the “Import Return Data” Button;

e Follow the process described at Section 2.2;

e The additional ILR XML/FIS file will be loaded into PDSAT and selected as the currently loaded Return;

e If you have more than one ILR XML/FIS file loaded into PDSAT, you can select which Return Data you
wish to work with, by selecting it from the “Return Currently Selected” drop-down.
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3 Report Control
Report control is a new tab that is available in PDSAT version 16. This control allows the user to determine

whether to output reports with zero records or not. In addition it allows the user to filter reports by specific
Partner UKPRN values.

3.1 Zero record reports

Figure 13 below shows the Zero record report control option.

Zero Record Reports

Tick box if you do not wish to output reports with zero records

PDSAT will retain this option within the current installation of PDSAT

Figure 13- Zero record reports

The user can tick this box to prevent outputting reports with zero records. PDSAT will retain this option within
the current installation of PDSAT.

3.2 Split reports by Subcontractor/Partner UKPRNs

From the “Split reports by Subcontractor/Partner UKPRNs” option, users can select to filter reports by specific
Partner UKPRN values. By default, “All” Partner UKPRNs will be selected. At least one of the Partner UKPRNs
must be selected before outputting any report.

Please be aware if you make a new selection of subcontractors and proceed to run selected SFA or EFA
reports, PDSAT will overwrite any existing Excel reports with new reports containing the new selection of
subcontractors. In order to avoid the existing Excel reports being overwritten, please change the Current
Reporting Directory or rename the existing reports file.

Please see Figure 14 below:

Split Reports by Subcontractor/Partner UKPRNs

The user can select to filter reports by specific PartnerUKPRNs values.
Please select the PartnerUKPRN from the available options below. By default, "All" PartnerUKPRNs will be outputted.
The user must have at least one PartnerUKPRN selected before runnning a report.

Partner UKPRNs  Select If you make a new selection of subcontractors and proceed to run selected
99999939 SFA or EFA reports, PDSAT will overwrite any existing Excel reports with new
PartnerJKPRM MNull reports containing the new selection of subcontractors.

In order to avoid the existing Excel reports being overwritten, please change
the Current Reporting Directory or rename the existing reports file.

‘ Select All | | Deselect All ‘ This functionality does not apply to Joint Reports.

Figure 14- Split reports by Subcontractor/Partner UKPRNs
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4 Favourites

PDSAT v16 provides functionality which provides pre-defined sets of reports and also allows you to create and
amend your own sets of reports or “Favourites”. This feature has been enabled to allow you to create groups of
reports that you wish to run on a regular basis.

By clicking on the “Favourites Control” tab, the Favourites screen at will be displayed. See Figure 15.
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PDSAT vib 4 32 - Chick heve #o confont
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LART whvpian, Foh Oer 2015

| Retum Contral | foint Reports | SFA Repons | E°A Repons | sampling | Reports Control | Favourites Contrel | Annatations Control

Favourite Type: EF& [=] Favourite Group: | all EFA Reports [=]
Raport ID Report Manu Hame Sl
Leamars under 16

1EE0T0

GE-160 Full time lsarners on shon sludy programemaes
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Leamars with kegh planned hours in-year
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16E-220 Leaners on study programmes of mo mone than four weeks duration
) Funded howrs thresholds
1GE-240 Withdrawals and qualifying dinys for funding
50 Leaenars in beaming bayond thair lsaming planned end date

Delete Current Favouwite Group |

Amend Current Favourite Group

save Changes
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IGE-300 Eaty completions

IBE-310  Completsons with unknown oulcomes
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J6E-350

16E 420

1430

1RE 440
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Leaening mms by delvery postcode
16E-450  AJl laaenars and leaming Bems
IGE-460 Core ams
16E-250 Funding by subcentracics
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Figure 15- PDSAT Favourites Screen

The values in the Favourite Type drop-down are either “SFA” or “EFA”. The PDSAT system defined Favourite
Groups are currently “All SFA Reports” and “EFA Reports”.

4.1 Adding, Deleting and Amending Favourites

Add New Favourite Group;

e When you click the “Add New Favourite Group” button, a pop-up window opens and you are asked to
enter a name for the new Favourite Group. Press OK once you have added a name.

r B
Add New Favourite u
Enter Mame of Favourite Group

Cancel

My EFA Favourites|

Figure 16— Add New Favourite Message Box
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e A new “Favourite Group” has now been added to the list.
e Select the reports for this new Favourite Group and press the “Save Changes” button.

Delete Current Favourite Group;

e Clicking on the “Delete Current Favourite Group” button deletes the currently visible user defined
“Favourite Group”

NB. The pre-loaded “Favourite Groups” (All SFA Reports and All EFA Reports) cannot be deleted or amended);

Amend Favourites;

e When you click the “Amend Current Favourite Group” button, all the available reports are shown and
those reports that were previously selected are shown by the “Selected” check-box being ticked;

e At the same time the “Deselect All Reports” and “Select All Reports” buttons become visible;

e You can now amend the selected reports by clicking on the “Selected” check boxes or using the
“Deselect All Reports” or “Select All Reports” buttons;

e  Once you have amended your selection of reports click on the “Save Changes” button;

Save Changes;

e  When the “Save Changes” button has been clicked the changes are saved to the “Favourite Group”.
e In addition, the “Deselect All Reports” and “Select All Reports” buttons disappear from the screen.

4.2 Importing Favourites

If the user wishes to import favourites from another copy of PDSAT (version 16.1 upwards) then this can be done
using this functionality. Note that this would remove any current Favourites that the user has created in their
own copy of PDSAT. Press the “Import Favourites” button and press “Yes” to the following message shown in
Figure 17 to proceed.

Warning

Using 'Import Favourites' will remove any current Favourite Groups you
l % have created within this version of DSAT,

Are your sure you wish to continue?

Yes | | Mo

Figure 17 — Warning — Import Favourites Message Box

Select the DSAT v16 file from which to copy the user created Favourites from.
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5 Annotations

PDSAT v16 maintains the ability to record User Annotations to Reports.

The annotations are available on any report where a “User Annotations” column appears on the right hand
side.

The annotations are linked principally to the Learner Reference Number and/ or the Learning Aim Reference
number however, in one or two cases alternative fields are used. In cases where a learner has more than one
aim using the same reference number, annotations will be repeated for each instance of the Learning Aim
Reference number.

User Annotations will be available for any data load in the current instance of PDSAT provided Learner
Reference Numbers etc. match up.

5.1 Recording Annotations into PDSAT

To record User Annotations into PDSAT:

e  Run the required reports as described in Section 2;

H - 5 99999999-1516-R07-20160302-150507 - Excel
HOME Developer INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT POWERPIVOT
LT 4 N - - | =5 B Folnsert - | 2 v A
“° o Adal | A AT == | ®- |5 WapTet General - e D I A d H
P?EE' Foy (] G d | F ‘t C‘]\ E’Delete' v Szrt&Fd&
aste B I U- . . .| == =& 5= | E Mergeficenter ~ | T+ 05 3 | %3 #9 | Conditional Formatas Ce - o in
& ¥ & = e e Formatting = Table~ Styles~ [ Format ~ — 7 Filter - Select~
Clipboard & Font [F] Alignment [F] Mumber ) Styles Cells Editing -~
AD22 - I A
AD AE AF AG AH Al Al=
1
2
17
13
19
20
Provider specified Provider specified Provider specified Provider specified Provider specified User annotations
learner monitoring B | delivery monitoring A | delivery monitoring B | delivery monitoring C | delivery monitoring D
21 - - - - - -
22
A000582 B000012 C000841 D000002
23
A000552 B000013 C000801 D000002
24
A000552 B000013 C000801 D000002
25
26
165-100 165-130 165-140 165-200 165-240 165-250 End @ HEE] >
READY H M o -—F———+ 100%

Figure 18 - User Annotations within Report Workbook

e Type the annotation into the “User Annotations” cell. The text will be limited to a maximum of 255
characters. Any number of annotations may be added to a report which has a User Annotations
column;

NB: Only the columns headed “User Annotations” may be used for Annotations

18



Skills Funding Agency
Provider Data Self-Assessment Toolkit (PDSAT)

e When you have finished making annotations, save and then close the Workbook;

e  Ensure that the Workbook with the user added annotations is located in the Current Report Directory
as specified in Figure 6;

e Click on the “Record Annotations” button located on the “Annotations Control” tab;

Record Annotations
Use 'Record Annotations' to record annotations from the Excel report file into PDSAT.
Please ensure you have inputted annotations into the "User Annotations' column, saved and closed the report file. Please note that
any changes to the report workbook (e.g. hiding reports, adding new sheets, changing colours or changing the structure of the
reports) other than inputting annotations could cause this process to fail. Please ensure you select the correct Excel report file.

Record Annotations

Figure 19 - Annotations Control - Record Annotations

e When you click on the “Record Annotations” button, a file dialog window will open up, locate and
select the Excel report file which contains the annotation notes. See Figure 20:

5 POSAT w16
PDSAT vi6 4 32 3 Select Excel Report fle which contmns the snsotatssns for recording into POSAT Bk
J o OSD=mk(C) 2 b ockpml v Desidop & [ T FI5 Fenad ® w | by T B
Returm Control | Joint Rej =" ==
Oeganire » v Toider - i ®
B Desktes o
o D ]
I S :r;:::,b's D
05aT B
| GWCA_OrsgData o
i QRS 1516-R02- 201510021 30734
- Qs 1515-R02- 01 51005- L4633
g Libeasies
Del a- A 1516~ RO2- 0151006162611 1072085 1] 1 fe Euced V ALY
" wments
Hr” 2 0% me- 586-ROZ- 2015E005- 161904
Mhrieg
. ’ . 0 ne L506-ROL- 201 50904174040 1 | 1 it E
= Pictures
B videcs

B Computer UKPKIY:
i 05Dk (C1)
o Birapp (Vvakbirdati _
File name  FI5- L506-ROZ- 200 5E000- 130734 = | Encel Files T

Took = 0 Camcel

Figure 20 - Annotations Control — Annotations browser window

NB: While using this feature, PDSAT will:

e Open the current Report Workbook and starting at the first worksheet;

e Delete any previously recorded “User Annotations” in PDSAT for the currently focused Report
Worksheet;

e  Find the “User Annotations” in the worksheet column and read down every row ‘looking’ for any
annotations to record;

e Record within PDSAT, any annotations before moving to the next worksheet;

e  Finally, PDSAT will close the workbook and display a message to advise that “All Report Annotations
Recorded”.
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&

Process Complete

| All Report Annotations Recorded

W r

Figure 21 - Message Box Annotations Recorded

The more reports, the greater the number of records, the longer the Annotation Recording process will take. If
the message in Figure 21 does not appear, it may be that the user has interrupted the recording process,
resulting in incomplete recording of annotations.

5.2 Amending or Deleting Annotations from the Excel Report Workbook

Ensure the relevant Excel Workbook is located in the Current Reporting Directory as specified in Figure 6.

To delete “User Annotations”, delete the annotations from the relevant reports within the Report Workbook.
Save and close the Workbook. Press the “Record Annotations” button in PDSAT.

To amend “User Annotations”, amend the annotations on the relevant reports within the Report Workbook.
Save and close the Workbook. Press the “Record Annotations” button in PDSAT.

Both actions will update the annotations held in PDSAT.

5.3 Importing Annotations from previous versions of PDSAT (version 16.1 upwards)

This functionality allows annotations to be imported from a previous version of PDSAT (version 16.1 onwards).
By pressing the “Import Annotations” button, this will allow the user to import annotations from another DSAT
file and import them into the current version of PDSAT.

Import Annotations
Use 'Import Annotations' to import User Annotations from previous versions of PDSAT (version 16.1 upwards).
This functionality allows you to transfer stored annotations when updating PDSAT to the latest version.

Import Annotations

Figure 22 — Annotations Control — Import Annotations

54 Deleting All Annotations from PDSAT

Clicking the “Delete Annotations” button shown in Figure 23, will remove ALL the annotations that are currently
loaded in PDSAT.
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Delete Annotations
'Delete Annotations' removes any currently loaded Annotations from PDSAT.
Use this functionality to reduce the size of the PDSAT file and if you are encountering any duplication of records on reports.

Delete Annotations

Figure 23 — Annotations Control — Delete Annotations
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6 Running Audit Samples
6.1 Changes from Previous Versions
The Sampling Module is only available with FIS file as the sampling mechanism is largely driven by funding.

6.2 Before You Start

Ensure that the PDSAT tool is loaded and a prepared FIS file imported as covered in “Section 2 - Using PDSAT”.

To run Samples the following file must be in the same directory as the PDSAT tool: “Substantive Test Working
Papers 2015-2016.xIs”.

NB. This file is packaged as part of the PDSAT zip file downloadable from the data service website

6.3 Running Samples

Having completed the “Audit Planning” process and supporting documentation:

e Open PDSAT and click on the “Sampling” tab. There is no need to have to run any of the PDSAT reports
unless in support of the “Audit Planning” process.

SH POSAT 16 s
PDSAT vi6 4 32 -  Ghermcs
- Rzpthielpdesk S CPhET ook
1 LARE el Ot 2015

Return Control | Joint Reports | 5FA Reports | E7A Reports | Sampling | Reports Control | Favourites Contral | Annctations Control e !

Retum Selected:  Fis. +1516-R02- 20152005- 142623 Funding Perlod: 2 j Output Sample
Humbier of Leamers . Sample Size
SFA funded malnstream provision Seledt Output 1.000 [
16-18 apprenticeships 435 46
Adull apprenbic eships = 13
Cither workplace keaming ] 0
Classroom keaming 155 13
Traineeships (FM35) 1] o
Traineeships (FM25) 41 k|
QOLASS Select Output 0 ]
Advanced Learning Loans & Loans Bursary Fund Select Dutput 14 1
Advanced Learning Loans 14 1
Advanced Learmng Loans Bursary Fund 1] 0
EFA funded 16-18 pravision Select Output ] 0

Figure 21 — Sampling tab

o The “Number of Learners”, “Period” and “Sample Size” will be automatically completed as shown on

Figure 21.
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e You can toggle and choose a different period from the “Period” drop down box

e  You may manually adjust the Sample Size simply by over typing the figure in the “Sample Size” box;

e  You should then select the sample that you wish to run by clicking on the appropriate check box (note
only one sample can be output at a time);

e This version of PDSAT requires all instances of Excel to be closed prior to a sample export.

e To begin the sample export click ‘Output Sample’.

e  Press OK to the following information box as shown in Figure 22.

Substantive Working Papers 2

I.-/"_"\-.I The Substantive Working Papers have been produced by Provider
" Financial Assurance (PFA), Skills Funding Agency.

All links, rmacros, formulae, formatting and conditional formatting are
the socle preserve of PFA and any queries/concerns should be addressed
to themn in the initial instance.

L

Figure 22 — Substantive Working Papers — Information message

e  You should observe the progress bar gradually increase.
e  When the process has been finished the pop-up window at Figure 23 will appear.

il -
Success l-‘ Eal ]

Sampling report output successfully. Do you wish to view the reports now?

ves || Ne

b

Figure 23 — Sampling Reports

e  You may now select whether to open the working papers or not.
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7 PDSAT Support

The PDSAT tool provides a link on the top right corner. Click on this link and an Outlook email message will
automatically pop up enabling you to note your enquiry. Alternatively please email
DSATHelpDesk@kpmg.co.uk for all PDSAT enquiries.

Include the following information:

e  Your Organisation Name;

e Your Name;

e  Your email address;

e  Your contact telephone number;

e  Your operating system detail i.e. Windows 7;

e  Your MS-Office detail i.e. Microsoft Office 2010;
e The version of the FIS you are using;

e The version of PDSAT you are using;

e Adescription of your problem.

The PDSAT Help Desk will aim to respond to your query within 2 working days.
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