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USER GUIDE 

REQUESTING ACCESS TO THE DATA PORTAL 

Data submissions to ANZARD must now be submitted through the NPESU data portal. To do this, users must 

first request an account to gain access to the data portal. 

 

Step 1: Navigate to the top right-hand corner and click “Request an Account” 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2:  Enter your details in the appropriate fields, tick the “ANZARD” box and “Submit Request” 

To ensure the security of the system, your password must be between 6 and 20 characters long and contain at 

least one uppercase letter, one lowercase letter, one digit and one symbol. 

  

http://www.npesu.med.unsw.edu.au/
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Step 3: Wait for your account request to be approved 

Your request to access the data portal will be reviewed by the NPESU Data Portal Administrator. Once 

approved, you will receive an email notification. You can now log in to the portal. 

 

Step 4: Navigate to the data portal and log in using the email address and password you chose when 

setting up your account. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5: One successfully logged in, select the ANZARD icon to begin your submission. 

 

 

 

Having trouble logging in?  

If you enter the wrong password three times, your account will be locked. You will need to wait one hour before 

you can try again. Alternatively, you can reset your password using the ‘Forgot your password’ link on the home 

page to create a new password. A password reset link will be sent to the email address you registered your 

account with. If you are still having difficulties, please contact anzard@unsw.edu.au  
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SUBMITTING YOUR DATA 

Data can be submitted to the ANZARD data portal in one of two ways, via: 

• Data Entry Form (see page 4) 

This method allows users to enter records one at a time by manually entering data into forms.  

• Batch Upload (see page 8) 

This method allows users to upload a CSV (comma delimited) (.csv) file containing all records. 
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VIA DATA ENTRY FORM 

1. Navigate to the “Data Entry Forms” page and select “Start a new data entry form”  

 

 

 

 

 

 

2. Select the Year of treatment, treatment data form, ANZARD Unit Name and ART Unit Number 

3. Enter the Cycle ID of the record you wish to enter data for 

4. Click “Save” 
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5. The data entry form has several sections. You are free to complete the fields in any order, when and 

how you like; you can save a partially completed form and return later to complete it.  

Enter data into the appropriate fields in each form. Help text is available for each data field (see 

below) 

 

 

6. To move to a different section of the form, click the desired section box as seen below. The 

‘Summary’ section gives you an overview of which sections are complete and incomplete. From the 

Summary section, you can review and edit your data entry. 
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7. Each time you save a page/section, it will be validated against the ANZARD data requirements. 

Fields that have a data issue will be highlighted in red or orange.  

• Red error means the field has a data error that must be corrected before your data can be 

submitted. 

• Orange error means the field has a data error that is a warning (e.g. the data is outside the 

usual range of expected responses). You should check these fields to ensure you haven’t 

made a mistake. Data entry forms with warnings can be submitted with warnings but only by 

the ANZARD Data Manager after you have contacted anzard@unsw.edu.au  

 

 

You can also click on “Review Answers” from the “Summary” page to receive a section-by-section 

breakdown of your data entry form. Mandatory questions must be answered to submit your entry. 

Questions with warnings must also be addressed. However, if you believe your data is correct, 

contact anzard@unsw.edu.au and the ANZARD Data Manager may be able to submit data with 

warnings only, on your behalf. 
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8. When you are finished entering all the data for the cycle ID, reviewed and addressed all errors and 

warnings, click “submit”. 

Note 1: You will not see a “Submit” button unless all data errors highlighted in red have been 

addressed and you have no warnings. If you have warnings in your data entry form, you must 

contact anzard@unsw.edu.au to inform the ANZARD Data Manager. The Data Manager will review 

the warnings and submit once it is confirmed that the data is correct. 

Note 2: The data portal will begin processing your file and update the status of your attempted 

submission in the data entry form page.  
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VIA BATCH UPLOAD 

Preparing your data file for Batch Upload 

The data file must be in a CSV format (comma delimited). The first row of the file must contain the data 

items according to the ANZARD 2.0 V2 Data Dictionary. Subsequent rows must contain the information for 

treatment cycles conducted in the treatment year (e.g. 2019). 

 

 

Please ensure the following criteria are met before you attempt to upload your file: 

✓ File is in comma delimited (CSV) format 

✓ First row of the file contains the data item names according to ANZARD 2.0 V2 Data Dictionary 

✓ No extra data items have been included in the file 

✓ No commas (,) are present in free text fields (e.g. MORB_ADM). All commas must be replaced with 

semi colons (;) 

✓ No apostrophes are present (’) 

✓ Dates are in the correct format (dd/mm/yyyy) (e.g. OPU_DATE, CAN_DATE, CYC_DATE)  

Uploading your data 

1. Navigate to the “Batch Uploads” page and select “Upload Batch File” 

 

 

 

 

 

 

2. Select your ANZARD Unit Name and ART 

Unit Number 

3. Select the appropriate year of treatment 

corresponding to your data submission 

(e.g. 2019) 

4. Select the appropriate Treatment data form 

5. Select “Browse” to locate the file you intend 

to upload 

6. Click “Upload” 

Note: The data portal will begin processing your file and update the status of your attempted 

submission.  

Once your data file is prepared, you are ready to upload your data! Follow the steps below. 
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7. It may take some time for the portal to process your file depending on the file size and the current 

load (traffic) in the portal. Once your file has been processed, the file status on the batch uploads 

page will update to one of the following: 

• Failed 

Your data has not been accepted. It has data errors or problems with the data file (e.g. 

wrong format). These will be outlined in the Summary Validation Report and Detailed Report. 

You must address/correct the errors before attempting to re-submit your data. There is no 

limit on how many times this can be done. Once you have corrected data and addressed all 

queries, your data will be processed successfully. 

 

• Needs Review 

Your data has not been accepted. It has warnings that need review. These will be outlined in 

the Summary Validation Report and Detailed Report. You must address/correct the errors 

before attempting to re-submit your data. There is no limit on how many times this can be 

done. If you believe your data is correct despite the warnings, please contact 

anzard@unsw.edu.au. The ANZARD Data Manager may be able to force submit the data on 

your behalf.  

 

• Processed Successfully 

Your data has been accepted and no problems were detected 
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Reviewing the Summary Report 

Validation reports are available as a PDF, suitable for printing (‘Summary Report’) or as a CSV file 

(‘Detail Report’). The validation report lists: 

• The status of your submission (i.e. whether it has data errors or has been processed successfully) 

• The number of records/cycles with issues 

• The type of data issue (error vs. warning) 

− Errors are data issues that must be corrected before your data file can be submitted 

− Warnings are data issues that are, for example, outside of the expected range of 

responses. Warnings should be checked to ensure a mistake has not been made in the 

data entry. Batch uploads with warnings can be submitted but only by the ANZARD Data 

Manager after you have contacted anzard@unsw.edu.au  

• The specific data items with issues and the corresponding query or error message 

Once data errors and/or warnings have been addressed, you can attempt to re-submit your data file by 

repeating steps 1-7. 

 

 

 

 

 

NEED HELP?  

Contact the ANZARD Team at anzard@unsw.edu.au or call 02 9384 9463. 
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