
 

Click ‘Create Civil / Criminal / Mediation 
Bulkload’ and   follow the instructions to cre-
ate the CSV file.   
 
The instructions will also tell you where the 
CSV file will be saved.  Make a note of this  
location as you will need to find the file to load 
onto CWA. 
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Creating the CSV file 

Bulk Loading the file 

 This guide assumes you are familiar with using the Bulkload Spreadsheet.  It will show you how to create a CSV file. A 
CSV file is a data file which you can then load directly onto CWA.   
 

If you are not familiar with the Bulkload Spreadsheet please see the Bulkload Spreadsheet user guide for a detailed  
explanation. 

A file selection window will pop up, you can 
find the file at the location specified by the 
bulkload spreadsheet earlier.   
 
Double click the file, or select it and choose 
open. 
 
The location of the file will be displayed in 
the ‘Bulk Load File’ box. 

Click ‘Next’ to bulk load your file. 

 
Access the Bulkload screen  

The Bulk Load screen is displayed. Browse for your CSV file by 
clicking on the ‘Browse’ button. 

Log into CWA via the Online Portal to bulk 
load your file.  You will need to choose the 
CWA Activity Reporter Manager role or  
CWA Activity Reporter role.   
 
NB: You can bulk load your data using the 
CWA Activity Reporter role, however you will 
need the CWA Activity Reporter Manager 
role in order to submit your claim. 

Click on the ‘Activity Management’ tab. 
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   For more information please visit the guides at https://www.gov.uk/government/publications/cwa-quick-guides 

 

 

Summary and Submission (Steps 2 and 3) 

Viewing your outcomes (Step 1) 

 

Confirmation Screen  
Your file may take a few minutes to load and 
check, whilst this is happening please do not 
click any other buttons on your browser. 

Click ‘Yes’ to load the successful and problem outcomes on to CWA. 

When the file has been checked the Bulk 
Load Results will be displayed. Here you 
can see there are 8 successful outcomes. 
 
The Bulk Load Errors table displays the 
errors connected to the unsuccessful out-
comes.  Problem outcomes can be loaded 
but will need to be corrected.  Invalid and 
Duplicate outcomes will not be loaded. 
 
For more information on bulk load problems, 
please see the Bulk Load Troubleshooting 
Quick Guide. 

You will now be able to view the submission 
that you have just updated.  To view the out-
comes click on the ‘Update’ icon. 

Here you can see the list of all the outcomes 
for this submission. You can add, edit and 
delete outcomes here.   
 
If the values of the outcomes are not shown, 
Select All and Click ‘Get Price’. 
 
Click ‘Next’ to move to the review screen. 

If you have entered all of the data for the 
month you can now submit by clicking the 
‘Submit’ button. 
A confirmation screen will appear, click ‘Yes’ 
to submit.  Once you have confirmed you 
wish to submit you will not be able to make 
any further changes to your submission. 

The review screen (Step 2) allows you to 
review your outcomes before you submit 
them.   
If you are happy with your outcomes click 
‘Next’ to continue. 

Step 3 shows a summary of the whole sub-
mission.   
If you are making a civil submission you will 
be able to check and edit your New Matter 
Starts.   
Immigration providers will be able to check 
and edit their CLR data using the CLR Infor-
mation button. 


