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Introduction
Once you have signed in to DELTA this will take you to the Welcome Page.

(If you are not reqistered on DELTA yet and need to, please follow the guidance here)

1. Click on ‘Submissions’ to submit data for a statistical data collection or for grant
payments.

w GOV.UK Submissions Myaccount Logout

Home Delta News My Organisation

Welcome to DELTA

DELTA is MHCLG's data reporting system. DELTA is used to capture data for statistical
purposes and to process grant claims and payments. DELTA replaces the previous Grants and
Subsidies Payments System, LOGASNET, and statistical data capture tools such as Interform
and Excel spreadsheets.

Ry
Su bmissions For data providers to submit data for a statistical data collection or for grant

payments. Collected data is also available to view and download from here.

2. Click on 'Collection Requests'.

\'igi::' DELTA My account Logout

Collectionrequests Datastore Dashboard

Home - Submissions Delta News My Organisation

Submissions

If you wish to view your collection requests and submit data for a statistical data collection or
for the purposes of grant payments, then select 'Collection Requests'. If you have permission,
you can view submitted data in the Data Store.

Collection requests Here data providers can view their collection requests and submit their data.
//'
2
Data store In the Data Store you can search for submitted data and select records to edit,

download or export.

Dashboard Here you can view a summary report of your submissions in the datastore and
the number of outstanding collection requests
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https://delta.communities.gov.uk/document-repository/public/download?uri=/document-repository/delta-guide-user-setup-and-login-ssp-may21.pdf

Bulk Upload of Data

3. Once you have found the data collection you are ready to submit data for (refer to the
User Guide on How to Complete a Collection Request if you require more information
on this) please click on ‘More’ in the Actions column in the relevant row.

4. The MHCLG data collection team should have provided you with a spreadsheet to
bulk-upload on DELTA for your collection. If this has not been provided, then please
download this spreadsheet here and complete.
https://delta.communities.gov.uk/document-repository/public/download?uri=/document-
repository/Data_Commission_Special_Severance Payments.xIsx

&;b' DELTA Myaccount Logout

Datastore Dashboard

Home - Submissions - Collection requests Delta News My Organisation

List of collection requests

Show filters Search instances n

2 S . Submission s
Name Description Availability date : Status Actions
deadline

Exits payments data

collection for 3
Financial Years
: 2014-2021.The
ssp-exit-

- tdnd easiestwaytoinput \\. 56, 2021 Jun 07, 2021 Live More ~
2014-2021-iun your datais tofillin
] and upload the

Provide data
spreadsheet form.

This is available Upload data \
from: Download import

template

Delete data

See submission

5. Enter the relevant data into the spreadsheet provided or template downloaded to your
computer and then save your changes as a .xlIsx file. When data is ready to be
uploaded, click ‘Upload data’ in the dropdown menu.
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https://delta.communities.gov.uk/document-repository/public/download?uri=/document-repository/delta-guide-how-to-complete-collection-request.pdf
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdelta.communities.gov.uk%2Fdocument-repository%2Fpublic%2Fdownload%3Furi%3D%2Fdocument-repository%2FData_Commission_Special_Severance_Payments.xlsx&data=04%7C01%7Cruman.ahmed%40communities.gov.uk%7C23dd50cab1fa4a899dfb08d9211b5f5a%7Cbf3468109c7d43dea87224a2ef3995a8%7C0%7C0%7C637577223820497298%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=Mqkj5ElyAdWdsL2tqKOQYsR5EkyBRxySXKFEZtZUyQM%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdelta.communities.gov.uk%2Fdocument-repository%2Fpublic%2Fdownload%3Furi%3D%2Fdocument-repository%2FData_Commission_Special_Severance_Payments.xlsx&data=04%7C01%7Cruman.ahmed%40communities.gov.uk%7C23dd50cab1fa4a899dfb08d9211b5f5a%7Cbf3468109c7d43dea87224a2ef3995a8%7C0%7C0%7C637577223820497298%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=Mqkj5ElyAdWdsL2tqKOQYsR5EkyBRxySXKFEZtZUyQM%3D&reserved=0

6. Click ‘Select File’ and select the file from your computer or drag and drop the file in the
box.

Submissions Myaccount Logout
Home  Submissions Datastore  bulkupload-collection-apr  Form Delta News My Organisation
Submissions

NN Upload

Application Name Form Name Form Version

delta ssp-exit-survey 1

1of3 > . )
Excelfile to import

R Select File
6 i File must be in Excel 2007 format (.xlsx)
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7. File has uploaded but not yet been validated or imported. Next either click on
‘Validation’ or ‘Next’, you will see the validation page for your data as shown below.

Submissions

Myaccount Logout

Home  Submissions Datastore bulkupload-collection-apr  Form

Delta News My Organisation

Submissions

N Upload

Validation

Application Name Form Name Form Version

delta ssp-exit-survey 1
10f3 > . )
Excelfile to import

[& bulk-import-template-apr-my-organisation.xlsx 10 KB %
File must be in Excel 2007 format (.xlsx)

Upload complete

—l
»

Note: The validation page will inform you whether your document contains valid or
invalid data.

Valid data/document means that there hasn’t been any errors on the data against
the form on DELTA. This document once imported will come through on DELTA
with status as ‘Submitted’.

Invalid data/document means that there is an error(s) on the data against the form
on DELTA and requires resolving. You can still import this document on DELTA and

it will come through with status as ‘Saved’. You will still be able to go into the form
on DELTA and check/rectify any error(s).

7.1. If the data is valid and contains no error(s) then you will see the following

message:
. L]
Upload
P Validation
Validation
Application Name Form Name Form Version
Import
delta ssp-exit-survey 1
20of3
< ° > fotal Valid Invalid
1 rows  { rows Q rows

1document has been
validated and will be
imported.
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7.2. If the data is invalid and contains an error(s) then you will see the following

message.
. L]
Upload
P Validation
Validation
Application Name Form Name Form Version
Import
delta ssp-exit-survey 1
20f3
< ° > fotal Valid Invalid
1 rows o rows rows

8. File has now been validated but not yet imported. To progress, click ‘Next’ or ‘Import’.
This is the final step where you will be able to ‘Start Import’ which will process your
data and upload into your Data store on the DELTA System.

Note: you may be presented with the following scenarios:

8.1.—1if

there are no previous records uploaded/submitted for this collection for the

organisation, you will not see 8.2 — usually because this is the first time you are

—

I,

uploading/submitting data.

'\!.':b" DELTA Submissions My account

Logout

Home  Submissions Datastore  bulkupload-collection-apr  Form

Delta News My Organisation

L] [ ]
Submissions
loas Import
Validation
Application Name Form Name Form Version
delta ssp-exit-survey 1
( 30of3 Start Import

— e

8.1

8.2.— if there are existing records previously uploaded/submitted for this collection for
the organisation, you will be asked if you want to ‘Keep’ or ‘Delete’ before you

‘Sta

rt Import’ — in this collection, please select ‘Delete’ as only one submission is

allowed.
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8.2

8.3.—if your data that you want to upload contains invalid data or error(s), you will be
asked if you want to ‘Skip’ or ‘Import (Keep)’ before you ‘Start Import’ — if you have
invalid data, you are still able to import this data onto DELTA. It just means that the
data will come through as a ‘Saved’ record and not ‘Submitted’.

Submissions Myaccount Logout
Home  Submissions Datastore  bulkupload-collection-apr  Form Delta News My Organisation
Submissions
Import
Validation
Application Name Form Name Form Version
delta ssp-exit-survey 1
L4 30f3

Keep or delete all previous records for this  Would you like to import (save) or skip
collection for this organisation? record(s) with invalid data in this upload?

/ O Keep O Skip \\

8.3

O Delete O Import
Start Import
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9. Once you ‘Start Import’ and it completes, you can click on ‘Close’ to check your data. It
will redirect you to the Data store page.

9.1.1If you had any invalid data (as discussed in point 8.3.), you will see the record
marked as ‘saved’ and you can view or edit the form by clicking on ‘More’ — if you
go on to edit the record, you will be able to view the error and retry submitting the

form after resolving.

9.2.1f your data had no invalid data, you will see the record marked as ‘submitted’. You
can still choose to view or edit the form if you wanted to make any amendments.

Collectionrequests Dashboard

Myaccount Logout

Home - Submissions - Datastore

Data store

Download CSV Download XML (2]

Delta News My Organisation

Hide filters Search n
Collapse All Filter actions =
BulkUpload: 9b51bc0e1798-446194e7- . Coll. Submitted Updated Date Action
9clecdecd?s Titl . Status
instance by by updated s
4 9.1
v Datasets % bulk /
Uploa  bu'k deltanews
& upload- My @communi May 24, saved More =
s Daterange collec collection-  Organisation . 2021
ties.gov.uk
tion- apr
apr
v Status - 9 2
bulk- /
- Uploaded data Em butk- ’ M deltanews May 24
= upioacs oo @communi ay submitted More «
collec collection- Organisation 2021
ties.gov.uk
@ Searchbyuploads tion-  apr
apr
deltanews@communities.gov.uk
uploaded on Mon May 24 09:57:09 bulk-
uTC 2021 hd uploa bulk deltanews
& upload- My @communi May 24, saved More ~
collec  collection-  Organisation  * 2021
ties.gov.uk
tion- apr
apr
bulk-
uploa  bulk- deltanews
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10. At the same time an email is sent to you which is similar to the one below. By clicking
on ‘view upload results’, you are taken to the same page as shown above in point 9.

E2Reply C2Reply Al & Forward GSIM
0@ communities

no-reply.delta-staging es.gov.uk

MHCLG DELTA: testing bulk upload has been uploaded - ready to review upload results

N

0 Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Dear

This is a confirmation that your data for testing bulk upload' has been uploaded on DELTA, it is ready for you to review the upload results, validations errors and warnings.
'View upload results'

If you have any questions or need help please email the DELTA Helpdesk on delta@tso.co.uk or call 0333 202 5084

Regards

MHCLG DELTA Team

11.1f you had any invalid data, if you resolve the errors on this form and try ‘Submit’ again,
you will be sent an email similar to the one shown below confirming that your data has
been submitted.

MHCLG DELTA: For April bulk upload has been submitted

<) Reply 45 Reply All —> Forward e

DELTA System <no-reply.delta-staging@communities.gov.uk >
To DELTAnews Mon 24/05/2021 13:07

Dear Delta
This is a confirmation that data for My Organisation for For April bulk upload has been submitted on DELTA.

View completed form

If you have any questions or need help please contact the DELTA Service Desk by:

Portal — MHCLG Service Desk
Email — mhclg.digital-services@communities.gov.uk
Phone — 0203 829 0743

Regards

MHCLG DELTA Team

Ministry of Housing,
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12.To view the data that you

have imported, go back to the ‘List of Collection Requests’

page, click on ‘More’ in the Actions column in the relevant row and select ‘View data’ or
‘See submission’ in the dropdown menu — this will take you to the Datastore. Please
see the User Guide on ‘Viewing and Editing Your Data’ for further information.

Logout

13.To sign out of DELTA please click ‘Logout’.

\'&‘.ti} DELTA Myaccount Logout
Collectionrequests Dashboard
Home - Submissions =~ Datastore Delta News My Organisation
Download CSV Download XML 9
Hide filters | Search n
Collapse All Filter actions
BulkUpload: 9b51bc0e-1708-4461-94e7- . Coll. Submitted Updated Date Action
9c6lecdecd2s Title Status
instance by by updated
s Datasets bulk:
uploa  bulk deltanews
d- upload- My . May24,
Date ranae collec collection- QOroanisation @communi 201 saved More ~
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https://delta.communities.gov.uk/document-repository/public/download?uri=/document-repository/delta-guide-viewing-and-editing-your-data.pdf

OGL

© Crown copyright, 2019
Copyright in the typographical arrangement rests with the Crown.

You may re-use this information (not including logos) free of charge in any format or medium,
under the terms of the Open Government Licence. To view this licence,
http://www.nationalarchives.gov.uk/doc/open-government-licence/version/3/ or write to the
Information Policy Team, The National Archives, Kew, London TW9 4DU, or email:
psi@nationalarchives.gsi.gov.uk.

Ministry of Housing, Communities and Local Government
Fry Building

2 Marsham Street

London

SWI1P 4DF

Telephone: 030 3444 0000

For all our latest news and updates follow us on Twitter: https://twitter.com/MHCLG
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