
 

 
 

 

 

 

 

Importing & exporting patient 
records 

 

Importing patient records 
You can import patient records by using a .csv file.  
A .csv file is similar to an Excel file, but you cannot import patient records 
using an Excel file. You can see to the right the 2 FLS import files, one is a 
.csv, one is an Excel (.xlsx). Only use a .csv file to import data. 
 
We recommend using use one .csv file and continuously updating it throughout the year. This will not 
create duplicate records and will add follow up information when updated - further information 
below. 
 
There are 2 documents in the resource tab on the webtool that will help you to import your data. 
V4 import specification – this document outlines what type of value is required in each column for your 
import to be accepted. 
V4 import template – this document is an empty .csv file with the correct column headings for you to 
complete with your patient records. 
 
 
To start your import, log into 
the FLS-DB webtool and click 
Import Data then Choose 
file: 
 
 
 
 
 
 
 
 
 
 
 
A pop-up box will open your PC files when 
you select Choose file: 
 
 
 
Find your import .csv file then click it to 
select it then click Open to add it to the 
webtool. 

https://www.fffap.org.uk/fls/flsweb.nsf/docs/DownloadFiles/$File/V4%20Import%20specification%20FLS.xlsx?openelement
https://www.fffap.org.uk/fls/flsweb.nsf/docs/DownloadFiles/$File/V4%20Import%20template%20FLS.csv?openelement
https://www.crownaudit.org/
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Your import will then upload and you will be taken to a page that looks similar to this: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once selected, your file 
will show here. 

Select which dataset you 
are importing by 
following the guidance. 

If you use the import template, this includes 
column headings so you must select Yes.  
If your .csv file does not have headings, then  
select No. 

Once you have 
completed the above 
steps, you must click 
Import new to complete 
the import. 

Where records are rejected, 
you can review why in the 
Fatal errors tab, fix the 
error in your .csv file then 
import it again to add the 
records with errors. 

If you use and update one 
.csv file for your FLS, you 
can add follow up data to a 
record, and it will update 
the existing record (rather 
than duplicate the 
submission). 
 
The import will skip 
identical records that have 
not been updated and have 
already been imported. 
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Exporting patient records 
 

 

Select which dataset you 
are exporting by 
following the guidance. 

Limit by date range to 
select a specific date 
range. 
If you select No, you will 
export all patient records 
of the Dataset version 
you selected.  

Enter your date range then click Run Export. 
A .csv file will download to your computer 
containing your patient records. 


