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1 – Introduction to Validata™  

 

1.1  – Background  

 

Starting in 2025, the CES NBEDS data will be collected using Validata™. This manual 
provides information on how to upload, view validation reports and submit CES NBEDS data 
through Validata™. 

 

1.2 – What is Validata™? 

Validata™ is a secure web portal developed and owned by the Australian Institute of Health 
and Welfare (AIHW) to which data providers upload their data. Validata™ applies a range of 
checks and provides feedback on quality and validity. 

Data uploads generate reports about the data’s interaction with the collection’s rules. These 
can then be downloaded by data providers and used to amend the data for resubmission.  

 

1.3 – Validata™ security 

Validata™ meets AIHW’s rigorous security standards and policies through: 

• encrypted connections with data providers 

• a high level of security associated with the IT infrastructure 

• databases stored in a secured partition on the AIHW’s servers 

• monitoring of all access to the system.   

Users of Validata™ are carefully monitored and all actions made are stored for auditing 

purposes. Users have a unique user ID, unique email address, and must maintain a 

personal password. They can only access information about the organisations for which they 

have been assigned a role by the Collection Administrator (collection admin). 

 

2 – Login Instructions 

 

2.1 – Set up 

 

You will be sent an email with your username and a link to create your password. Follow the 
instructions and select the login option. 
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• NOTE: If you don’t activate your account within 2 weeks, it will be deleted. If this 
happens, please contact mentalhealth@aihw.gov.au so we can reset your access.  

Enter the following address into your browser to access Validata™: 
https://www.validata.gov.au 

 

You will be asked to agree to the conditions of use upon your first time logging in. 

Check that your personal details are correct so we can contact you if needed. To do this, 
click on your username on the top left corner of the screen, then edit my details. 

 

 

 

You can edit your details anytime as needed (except your username). 

 

2.2 – Log out 

 

Click Log out in the top right-hand corner of the screen.  

• Note if you are inactive for more than 30 minutes you will automatically be logged out 

for security purposes. 

 

2.3 – Forgot password or username 

https://www.validata.gov.au/
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If you have forgotten your password, click the ‘Forgot password?’ link, which will send an 

email containing a link to reset.  

• NOTE: if you enter the wrong password or username 5 times your account will be 

locked for 30 minutes. You may not change your password more than once per 24 

hours. 

 

 

3 – Data preparation before uploading 

 

3.1 – File structure and naming convention 

It’s important to ensure that the data file you upload matches the technical specifications and 

naming conventions. Please follow these steps when preparing your data: 

 

i. Ensure the submission is in .dat format. 

ii. Ensure the file name follows this naming convention: 

 

CESSSSYYYYNNNNN.DAT 

 

Where: 

CES denotes ‘Carer experience of service’ 

SSS is the abbreviation for the state/territory name, using the following convention: 

 

NSW: New South Wales  

VIC: Victoria  

QLD: Queensland  

WAU: Western Australia  

SAU: South Australia  

TAS: Tasmania  

ACT: Australian Capital Territory  

NTE: Northern Territory  

 

YYYY indicates the reporting year covered in the file, using the convention where financial 

years are abbreviated by referring to the last calendar year of the pair (for example, 2024–25 

is identified as 2025)  

 

NNNNN represents an incremental batch number (leading zeros present). 
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• If you need to reupload your data, make sure you update the batch number to be 

00002, 00003, and so on depending on how many times you reupload. There should 

be 5 spaces in total (filled with leading zeros), for example, submission 11 is written 

as 00011, and submission 115 is 00115 

 

File names should be 15 characters long.  

 

E.g. 

 

CESNSW202500001 

CESVIC202500002 

 

 

iii. Ensure that the data file matches the technical specifications. 

 

The technical specifications outline the order of data elements in your file and the number of 

characters each element should be. If these are not followed, your file will either fail to 

upload in Validata™ or be flagged with many errors. This is because .dat files are read 

based on the position of each element in the file. If any element is in the wrong space, it will 

not be read as intended. For this reason, please follow the technical specifications exactly. 

 

3.2 – Data checks  

The following data checks are recommended before upload to ensure minimal validation is 

required. 

 

Quality check Process 

Missing data You should investigate missing data to ensure that all CES NBEDS 
data items are being reported for each record. A reasonable attempt 
should be made to resolve missing data issues. 

File format Data files will fail to load if they are not uploaded in .dat format. 

Incorrect 
codes 

You should ensure that the correct codes for all data items are used. 
Coding errors that cannot be corrected should be coded to the 
appropriate default value (e.g. 9 for not stated/inadequately described). 
Alpha characters should be removed and replaced with numerical 
values where appropriate. 

Data element 
load order 

The required order of the data items for files in the technical 
specifications. The data will fail to load if the order is incorrect. 
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4 – Brief tour of Validata™ 

 

4.1 – Validata™ home page overview 

 

Once you log in, you will see the home page. Below is an overview of the functions: 

 

 

 

4.1.1 – Menu ribbon 

 

Located in the top left-hand corner of the screen you will see the menu ribbon. 

 

• Welcome  

The Welcome button allows you to view and edit parts of your profile.     

• My reports  

This button will take you to a page that contains a searchable grid containing every 

report to which you have permission. If your collection has no reports, you will not 

see anything in the grid. 

• Upload queue  

This button allows you to view the upload status of your own submissions. This 

refreshes per browser session and is specific to the user. For example, you are not 

able to see what uploads are in progress for other users. 

• Help  

This link takes you to the Validata™ Help Page, which provides information about the 

application and links to the Technical Specifications. 

• Logout  

This link logs you out of Validata™ and returns you to the login page. 
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• Notifications banner  

A banner will appear in red on the top of the screen with any critical messages about 

Validata™. This includes planned maintenance and emergency outage warnings. 

 

4.1.2 – My collections 

 

This panel appears on the left-hand side of the screen. It displays any collections for which 

you have access to. If you only have access to a single collection, this will display by default 

(e.g. the CES NBEDS collection). 

 

 

 

 

 

 

 

 

 

 

4.2 – CES NBEDS home page overview 

 

Once you click on the CES NBEDS button in my collections, you will be taken to the data 

collection home page for the CES.  

 

 

The news tab will appear with any news the collection admin wants you to be aware of. 
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Click the open collection button to enter the CES collection. Once you do this you will see 

the following 3 tabs: 

 

• Upload 

Where you can upload data submissions, generate validation results, and send files 

for review and submission. 

• Reports  

Displays a grid of frequency reports generated for each submission. The frequency 

report downloads as an excel sheet with a frequency table for each question in the 

survey. This should be used to check your data for any unusual response patterns. 

Note this is separate to the validation report, which instead shows if any validation 

rules were violated. 

• Collection Help 

The Collection Help tab has inks to information and FAQs about the CES, including 

the technical specifications.  

 

4.3 – Upload tab overview 

Once you have navigated to the upload tab within the CES NBEDS page you will see the 

following 3 sections: 

 

• Upload data file 

Specifies details of the data to be loaded.  
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• Organisation activity  

Displays details about existing files that have already been uploaded for the collection 

period selected. 

 

 

 

• Comments per submission list 

Displays any comments you have made about existing files that have already been 

uploaded for the collection period selected. 
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5 – Process to submit your file: overview 

 

Below is the basic process you will follow to submit data in Validata™. These steps are 

covered in more detail in the following sections of this guide. 

NOTE: ‘submit’ is the final stage of the process after you have uploaded your file, checked 

your validation results, amended critical errors and completed the review process. A 

‘submitted’ file is the final version. 
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6 – Upload your file (.dat) 

 

6.1 – Upload data file 

 

Navigate to the upload tab. In the ‘upload data file’ section you will see the following two 

fields, please check these before submitting data:   

• Collection Period  

You will see all available collection periods you may upload data for. This should default 

to the current collection period, however you should check this before uploading a file. 

• Organisation  

‘Organisation’ for the CES NBEDS is the state or territory submitting data. Check that 

organisation is correct. If you have access to only one organisation, it will appear as a 

text display. If you have more than one organisation there will be a drop down to select 

from. 
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To upload your file, click ‘Browse’ and then upload once you have selected the correct file. 

A file upload panel will display the progress of your upload: 

 

 

Once the upload is complete, a panel notifying completion will appear: 

 

A system generated email from no-reply@aihw.gov.au will also be sent to your email 

account notifying of the upload status. You may exit Validata™ before the file has finished 

uploading, as the application will perform the upload process in the background.  

An entry for the uploaded data file will be added to the Organisation Activity section at the 

bottom of the page.  

 

6.2 – Upload status 

 

You can check the status of the upload in the status column of the organisation activity grid.  

 

One of these statuses will appear in the grid: 

 

• Adding/Added - metadata for the file is being generated in the database. 

• Uploading/Uploaded - file itself is being uploaded to the database. 

• Scanning/Scanned - file is scanned for viruses and malicious code. 

• Preparing/Prepared - file is readied for validation processing. 

mailto:no-reply@aihw.gov.au
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• Validating/Validated - file is passed for validation against the validation sets. Once this 

status is displayed, the validation results will become visible. See section 7 for more 

details. 

• Failed - file cannot be processed. ‘Failed’ can appear either due to a technical issue with 

Validata™ or problems with your file. This status may be triggered if your file does not 

match the technical specifications. Check your file for errors before uploading again. If 

you have checked your file for errors and suspect the problem may be technical issues 

with Validata™, please contact mentalhealth@aihw.gov.au for support. 

• Reviewing – reviewing is triggered once you click the review button on your file. The 

status will progress to reviewed once the AIHW have reviewed your file.  

• Reviewed – reviewed is triggered when the file has been reviewed by the AIHW and is 

ready for you to submit.  

• Submitted - Submitted is triggered when you select the submit button for a file. The 

submitted status indicates a final version of the file which will be used by the AIHW.  

 

6.3 – Organisation activity grid 

 

Uploaded files appear in the organisation activity grid with the following information: 

 

 

 

• Submission ID 

Unique identifier per submission. 

• File Name  

The name of data file uploaded. 

• Uploaded 

The date the file was uploaded to Validata™. This column has an attached calendar that can 

be used to select specific dates. 

• Uploaded By 

The name of the user who uploaded the file. 

• Crit error 

mailto:mentalhealth@aihw.gov.au
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Displays a count of critical errors in the file. You cannot submit your file with critical errors; 

these need to be fixed before sending the file for review.  

• Status 

The status of the submission as described in section 6.2 – Upload status. 

• Details  

Select the blue icon with the three bars within this column to open the detailed validation 

results page. 

 

7 – Check validation results and reports 

 

7.1 – Navigating the validation results 

 

Once your file has been uploaded, and the Status is ‘Validated’, you are able to view 

validation results and add comments about your data. In the organisation activity grid, click 

on the blue icon within the details column (as shown).  

 

 

This will open the validation details page. 
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The following is contained within the validation details page: 

 

• File summary 

 

This section contains metadata about the uploaded file as well as the automatically 

generated submission ID. The checksum is a unique identifier for each uploaded file. The 

Download link will allow you, or anyone else who has access to this report, to download the 

original .dat file.  

 

The file summary section may also display a banner with a message relevant to the 

data file upload. 

The following message will be displayed if the file: 

o has not finished validating, or 

o has critical errors. 

 

 

• Reports 

A frequency report is generated for each submission. This can be downloaded as an 

excel file and displays frequency tables for the range of responses for each data 

element in the dataset. This may be useful if you wish to see whether there is an 

unusual distribution of responses or invalid response values. If you see unusual 

results from this report, please add this as a comment so that the AIHW is aware 

when reviewing your data. 

 

 

7.2 – Comments (adding notes about your data) 

To add notes to your data, click on the details tab of your submission. Under file validation 

details, click on the comments tab. There is a blank box for you to add comments informing 

the AIHW of data quality issues or notes for interpreting your data. You can also attach files 

to this.  



 

17 

NOTE: Please add any accompanying information or data caveats using the comments 

function, rather than sending an email to AIHW. 

 

 

 

When you scroll down from the organisation activity grid, the comments per submission list 

will be shown. This grid displays all the comments for submissions made by your 

organisation. 

 

 

 

 

7.3 – File validation details 

Within the file validation details section, there are two tabs: 
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• Validation summary 

This tab displays the results of the validation process – whether any rules have been 

violated. The results are grouped by error severity (either critical or high – see 

section 7.3) You can expand the headings to show the specific instances of each 

error type. It will display the first 10 instances of each rule that was violated in this 

tab. 

 

 

 

Results of the validation process can be downloaded either in full or summary, located at the 

bottom of the validation summary tab. Full validation reports detail every instance of the rule 

being violated whereas summary provides an overview. 

 

 

 

 

Information in the report is detailed under the headings: 

• TopLevelRecordIDType - Will be ‘DataID’. 

• TopLevelRecordId - The line the error is contained in. 

• ValidationDesc - A short description of the error triggered. 

• ErrorMessage -  Message detailing the error triggered. 

• Priority - Critical or High. 

• SubmissionId - The Validata™ generated submission Id. 

• ValidationCode - The code for the error triggered. 

• VariablesOfInterest - Values for relevant data items that aid in cross referencing to the 

submission.  

 

 

 

7.4 – Error levels of severity 
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Below are the two types of errors you may receive: 

 

• Critical – Errors that must be fixed before the file can be submitted.  

• High – Errors that are flagged for your information. You are still able to submit a file 

with high errors, but you must first review the data, using the frequency and 

validation reports, to make sure it looks as expected. 

 

 

7.5 – Working with validation results 

 

It is the responsibility of the individual submitting to cross reference the errors detailed in the 

validation report with the submission to amend all critical errors. You must also check high 

errors to see whether they need to be fixed, however you can still submit with high errors.  

 

8 – Review 

 

8.1 – Sending the file for review 

 

Once you are satisfied with the quality of your data, that is, no critical errors are triggered, 

high errors are checked, and the validation reports have been reviewed, the file is 

ready to be reviewed by the AIHW. 

Select the three blue bars in the ‘Details’ column under the organisation activity grid of the 

upload tab (see section 7.1). This will open the Validation details page. Select the Review 

button, in the bottom right of the Validation details pop-up page.  
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While you can send a file with high errors for review, you cannot submit a file with critical 

errors (see Section 9 – Submit). All submissions sent for review with critical errors will be 

failed by the AIHW. If you need help fixing these errors, contact mentalhealth@aihw.gov.au 

for assistance. 

Once a file has been sent for review, you will receive a confirmation email stating that your 

file has been moved to a reviewing status. The AIHW will also be notified that a file is ready 

for review. 

The AIHW collection admin will review your file and advise you whether it has been 

accepted. You will receive an email from no.reply@aihw.gov.au to notify that your file has 

been accepted. Once accepted, you may submit the file. 

 

8.2 – The review process 

 

While the file is being reviewed, the following message will appear on the Validation details 

pop-up page. 

 

 

The AIHW will check for any validation issues and contact you to discuss data quality by 

adding comments to the file under review or directly via email. The AIHW will also confirm 

with you that the validation reports have been reviewed. 

 

8.3 – Cancelling the review process 

mailto:no.reply@aihw.gov.au
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You may cancel the review at any time using the cancel review button located next to the 

submit button at the bottom right corner of the validation details page. A review might be 

cancelled because additional records have been received or an error needs to be corrected 

in the file.  

This option returns the Submission to the state of validated. It has neither passed nor failed 

and will still need to be reviewed if you want to submit it. 

 

 

The AIHW will be notified of the cancellation and you will be able to send a different file to be 

reviewed.    

 

8.4 – Completing the review process  

 

Once the AIHW has reviewed your file, they can either approve or fail the review. You will 

receive an automated email notification of the result.  

If the AIHW approves the review: 

• The user who uploaded the file will receive an automated notification that the file has 

moved to a reviewed state. 

• The AIHW will comment in the comments tab that the data is ready to be submitted. 

You will receive an automated email notification that there is a comment to view in 

Validata™. 

If the AIHW fails the review: 

• You will receive an automated notification that the file has moved to a failed state. 

• The AIHW comment in the comments tab will explain the reasons the file has failed. You 

will receive an automated email notification that there is a comment to view in 

Validata™. 

• You will be required to upload a new file after correcting the errors.  

If the file is failed, the following message will appear on the validation details pop-up page. 

 

 

9 – Submit  

 

Once you receive notification that your file has been approved, you can submit your file. 

Please do so by clicking the submit button in the bottom right of validation details: 
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This marks the end of the Validata™ process (for the particular collection period). The 

collection admin will then add your file to the AIHW secure file location.  

 

10 – Key Definitions 

Term Definition 

Data collection The collection that data is being submitted to, e.g. CES NBEDS. 

Collection period Time period for the collection of data. The CES NBEDS collection is 
based on financial years, e.g. 2024-25. 

Organisation The entity submitting the data. For the CES NBEDS this is a state or 
territory. 

Collection admin The collection admin is an AIHW employee responsible for managing 
the Validata™ process for a particular collection. 

Adding/added Metadata for the file is being generated in the database 

Uploading/uploaded File itself is being uploaded to the database. 

Scanning/Scanned File is scanned for viruses and malicious code. 

 

Preparing/Prepared  File is readied for validation processing. 

 

Validating/Validated File is passed for validation against the validation sets. Once this 
status is displayed, the validation results will become visible. 
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Failed File cannot be processed. 

Reviewing Reviewing is triggered once you click the review button on your file. 
The status will progress to reviewed once the AIHW have reviewed 
your file.  

 

Reviewed Reviewed is triggered when the file has been reviewed by the AIHW 
and is ready for you to submit. 

Submitted Submitted is triggered when you select the submit button for a file. 
The submitted status indicates a final version of the file which will be 
used by the AIHW.  

 

High error You are still able to submit a file with high errors, but you must first 
review the data, using the frequency and validation reports, to make 
sure it looks as expected. 

Critical error You cannot submit your file with critical errors; these need to be fixed 
before sending the file for review. 

 

 

11 – Frequently Asked Questions 

 

How long should a file take to upload? 

• Uploads in Validata™ are usually quick. If a file is taking a long time to upload, this 

may indicate that something is wrong with the file or Validata™ is malfunctioning. If a 

file has not uploaded after 5 minutes, try refreshing the page and uploading your data 

again. 

 

How do I add notes/caveats about my data? 

• Please add any notes or caveats about your data in the comments section of your 

submission once you have uploaded. To add a comment, navigate to the upload tab 

within the CES collection and click on the details tab of your file. Scroll down to ‘file 

validation details’. Under file validation details, click the comments tab. There will be 

an empty box for you to add your comments which looks like this: 
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How can I see which row contains the error being triggered in Validata™? 

• The validation summary contains the first 10 instances of a rule being violated. To 

see more than this you will need to download the detailed summary report to view 

which rows have the error. To do this, click on the details tab of your upload. Under 

‘file validation details’ you will see the link to download the report: 

 

 

 

The ‘TopLevelRecordId’ column will show the row number: 

 

 

 

How should I name the files I upload? 

• Please name files in this format: 

 

CESStateAbbreviationYYYYSubmissionNumber(5 spaces) 

 

File names should be 15 characters long.  

 

E.g. 

CESNSW202500001 

CESQLD202500002 

CESVIC202500003 
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The submission number is the version of the file. If you need to reupload your data, make 

sure you update the submission number to be 00002, 00003, and so on depending on how 

many times you reupload. There should be 5 spaces in total (filled with leading zeros), for 

example, submission 11 is written as 00011, and submission 115 is 00115. 

 

 

What should I do if I have been locked out of my account? 

• If you enter in the wrong password or username 5 times your account will be locked 

for 30 minutes. Please click ‘reset password’ or ‘reset username’ if this happens.  

Note that even if you reset your login details, you will still have to wait the full 30 

minutes for your account to be unlocked. 


