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7. Introduction 
This document details the process steps for using the NDTMS DAMS as a regional administrator. 
 
The portal allows treatment providers (i.e. agencies) to validate and upload their agency files for monthly 
data submission to the NDTMS Programme. 
 
This portal requires its user to agree to certain terms and conditions; these can be found at [4]. 
 
The minimum system requirements for using DAMS can be found at [5]. 

7.1 Copyright 
Copyright for NDTMS, Drugs and Alcohol Management System (DAMS), and this User Guide is the 
property of the National Treatment Agency for Substance Misuse (NDTMS). 

7.2 An overview of main facilities 
Each geographic NDTMS region has its own web portal server. 
 
These regional portals allow agencies within the regions to validate/submit data to the regional NDTMS 
team. 
 
Each regional NDTMS team will manage and maintain its own web portal. 

7.2.1 Regional functions 
The regional NDTMS teams can carry out the following processes: 
 
upload files 
view the status of each month by agencies 
generate and view pre-generated reports 
manage recodes 
manage queues and de-queues 
reset regional data base 
reset agency database 
manage individual data 
manage users 
manage working months for data submissions 
manage opening/closing the portal (through reference data section) 
manage mismatched records check (through reference data section) 
view systems logs 
view/manage systems settings 

7.2.2 Agency functions 
The agency (or DAT if directed by the region) can carry out the following basic portal procedures (further 
details of these can be found at [9]): 
 
validate file(s) online – as many times as they wish per month 
view validation results  
resolve missing information to improve data quality percentage before submission 
submit files to NDTMS regional teams for monthly submissions 
view data load results (i.e. load reports) 
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7.3 DAMS Regional Administrator Functions 
Given below is a diagrammatic summary of the main functions in DAMS 
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8. Getting started 
This section details the steps required for getting started with the DAMS. 

8.1 Logging in to the system 
All users access the system via the Internet. The web address is https://www.ndtms.org/DAMS/ 
 
Important note: you must type in the web address exactly as above (with trailing /), otherwise access 
will not be granted. 
 
If the website is unavailable (e.g. page not available), or you are unable to access the system (e.g. user 
name not recognised), please contact your regional administrator using the phone number given on the 
login screen. Further contact details are given on the NTA website at 
http://www.nta.nhs.uk/areas/regions/default.aspx  
 

8.2 A note on passwords 
First time users will be requested to change their password after initial log on. 
Passwords must be between 6 and 20 characters 
Passwords must contain at least one number and one letter. 
A new password cannot be the same as the previous password or the username. 
If an invalid password is entered three times in a row, the user name will be disabled. 
 
For example, a valid password might be: AgencyYH3 
 
Please contact your regional DAMS administrator to reset the password. 

8.3 DAMS Terms & Conditions 
 
First time users of DAMS are presented with a terms & conditions page. It is mandatory that the user 
reads and accepts the terms & conditions before checking the box and clicking on the “Continue” button. 
Thereafter this screen doesn‟t appear at each login attempt. 
 
 

 

https://www.ndtms.org/DAMS/
http://www.nta.nhs.uk/areas/regions/default.aspx
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8.4 Changing passwords 
Password changes may be enforced if your user account requires it so the screen below (Figure 1) may 
appear directly after you log on. 
 

 
Figure 1 
 
Users can change their password at any time using the “Change Password” link at the top of the screen. 
To change your password: 
Click on “Change Password” link 
Enter your current password in the “Current Password” box 
Enter your new password in the “New Password” box 
Enter your new password again in the “Confirm Password” box 
Press “Change Password” button 

8.5 Lost or forgotten passwords 
You can retrieve your password if you have forgotten it. To do this, follow these steps: 
 
Click on “Lost Password” link on the system homepage 
Enter your email address associated with your user name 
Press the “Email Password” button 
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9. The basics of DAMS 

9.1 Viewing submissions (Month Status View) 
Once you have logged in to the system, the screen below (figure 2) will appear showing the activity for 
those agencies which you have access to. 
 
Each agency is displayed in its own section, beneath which are rows showing agency files that have 
been validated/uploaded, along with the corresponding file status. 

  
Figure 2
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9.1.1 Column descriptions 
Column name Description of column 
Filename The name of the file that has been validated/uploaded 
Ver The version number of the file (an incremental number assigned when re-validating or 

re-loading the same file) 
Uploaded By The system username who uploaded the file 
Date The date and time that the file was uploaded 
Records The count of non-blank records in the file 
Blanks The count of blank records in the file 
Valid The count of valid records in the file 
Invalid The count of invalid records in the file 
Load% The percentage of records loaded (i.e. valid records divided by number of records) 
DQ% The data quality percentage (i.e. number of records with no errors or warnings 

divided by number of records) 
Agys The count of contributing agencies in file 
File Status The current status of file (see section 10.1.2 for further details) 
Validation Takes user to the validation summary and the file comparison with the previous 

submission 
  

9.1.2 The status of a file 
This section describes the various statuses that a file can be assigned: 
File status Description 
Error The file has not been validated; occurs if the validation process has stopped or 

exceptions have occurred (i.e. file-level errors) 
Failed The file has failed the validation rules and cannot be submitted 
Validated The file has been validated and is ready to submit for loading 
Submitted The file has been submitted for loading  
Loaded The file has been loaded 
Rejected A file submitted for loading has been rejected 
Load Fail A file has failed the load process 
Await Loading A file has been submitted to the Queue to be Loaded 
Processing The file is being processed by the load queue 
  

9.2 Supported file names 
The DAMS supports the following file naming conventions for agency submissions: 
 
AAAAA-YYYYMMDD-yyyymmdd-TREAT-IN-X.CSV 
AAAAAA-YYYYMMDD-yyyymmdd-TREAT-IN-X.CSV 
 
Where: 
AAAA or AAAAA is the agency code 
YYYYMMDD is the start date 
yyyymmdd is the end date 
X is the dataset type (as a minimum C and D type files will be accepted in release 1.3) 
 
The DAMS no longer supports these file naming conventions: 
 
AAAAA-YYYYMMDD-yyyymmdd-TREAT-IN-X-Vnn-BB.CSV 
AAAAA-YYYYMMDD-yyyymmdd-TREAT-IN-X-R-Vnn-BB.CSV 
 
Where: 
Vnn is the version number of the application used to generate the file 
BB are the initials of the person who approved the input file (prior to submission) 
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9.3 Applying a filter to the views (Under review) 
The user can apply a simple filter to the agency file submissions view (i.e. monthly status view) to 
narrow down the selection. This is quite helpful if you have several agencies in your monthly status view 
and only want to view one of them. 
 
The user can filter on the following: 
File status 
Current month 
Agency 
DAT 
 
The choices of filter options are restricted to those in the drop down menus. 
 
Once you have selected your filter/s, press the “Go” button to apply. You can apply more than one filter, 
one after the other. 
 
The screen shot below (figure 3) shows three orange circles highlighting that all three filters have been 
applied to the monthly status view (i.e. only validated files, for the agency L0001, presented to the 
DAMS during the January 09 period). 
 

 
 
Figure 3 
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The screen shot below (figure 3.1) shows the list of files validated by each agency under Haringey DAT 
(H21B) during January 09. 
 

 
Figure 3.1 

9.3.1 Clear (reset) the filters 
To return to a full list of files the filter must be cleared. This is done by choosing the „clear filter‟ option 
which is at the top of the screen at the centre (see screen shot directly above, shown by red circle). 

9.3.2 Viewing previous months 
Previous months submissions can be viewed using the drop down menu at the very top right of the 
screen. By selecting any month from this drop down menu, only those files presented to the DAMS 
within that reporting period will be shown. 

9.3.3 Tracking agency submission exceptions 
To aid the tracking of exceptions with agency file submissions (i.e. the progress an agency submission 
has made), the user can view online reports specifically tailored to show certain criteria. 
 
These reports list the agency names and codes, as well as the associated DAT names and codes for 
agency files meeting certain criteria. To view these reports, click on the „Select Report‟ drop down menu 
on the monthly status screen and choose from the following: 
 
Agencies without uploaded files 
A list of agencies that have no files uploaded, for a given reporting period 
(i.e. agencies that have not presented any files to the DAMS) 
 
Agencies without submissions 
A list of agencies that have no files submitted for load, for a given reporting period 
(i.e. agencies that presented files to the DAMS, but have not submitted them for load) 
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Submitted file not loaded  
A list of agency files that have been submitted, but not loaded by a regional NDTMS team 
(i.e. agency files that are awaiting a load report for files submitted for loading) 
 
Loaded files not from DAMS  
A list of agency files that have been loaded by a regional NDTMS team but did not originate in the 
DAMS 
(i.e. agency files that have not been validated or presented using the DAMS, but loaded into the DAMS) 
 
Users will only be able to see reports that relate to their agencies/DAT. 
 
Within each of the reports the user can choose the relevant reporting period month from the drop down 
list at the top (see right hand red circle in screen shot directly below). 
 
The user can also switch between reports from a drop down list at the top (see left hand orange circle in 
the screen shot shown in figure 4). 
 

 
Figure 4 
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9.4 File validation summary 
From the month status view screen, click on the “validation” link (on the right hand side of each file 
validation entry). 
 
This link will then display the validation summary, transactional file data, previously submitted data and 
mis-matched records for this file. 
 

 
 
Mis-matched records are not displayed when an agency‟s file is loaded for the very first time into DAMS 
as there is no data in the database to compare with. 
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9.4.1 File information  
The first main section of this page shows the following: 
 
Filename 
File status 
Version 
Uploaded by 
Agency 
Submitted by 
Month 
ECMS Load Date (to be reviewed) 
 
Note: To ignore the mismatches, check the box that says “Ignore mismatches” and this prevents 
information being displayed under the Missing Information section 

9.4.2 Validation summary information 
The second section details the summary information, showing a file breakdown of the following: 
 
The number of non-blank and blank records  
The number of valid and non-valid records 
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The load and data quality percentage 
The number of agencies 
The number of errors 
The number of No Consent records present in the file 
 

9.4.3 Transactional file data 
The third section details the validations for the data being submitted in the transactional file alone. It 
displays the rules summary of errors detailing the severity and counts. 
 
 
Note: At this point the data in the file is not compared with the data in the database. The validations are 
from within the file itself. 

9.4.4 Previously submitted data 
This section was formerly called as “Load Report”. The information furnished in this section is the list of 
validations grouped by severities and the number of the error counts. Data in the transactional file is 
compared with the persisted data in the database at this stage to produce the results. E.g. A changed 
value in the transactional file for a particular field when compared with the value in the database is 
shown with a severity of INFO. The changed values are shown in the image below. 
 

 
 
 

9.4.5 Missing Information 
The fifth section displays the details of missing records. The client, episode, modality and TOP records 
of the loading agency that are present in the database but are not present in the transactional file will be 
displayed in this section. 
 

9.5 Validating a file in DAMS 
Details on validating a file in DAMS can be found in section 9.5 in the DAMS Agency User Guide at [6]. 
 
This document describes how to validate an agency file and how to interpret the validation details pages. 

9.6 File loading notes for DAMS administrator 
Only the DAMS administrator can bypass the minimum load AND data quality thresholds for a file. 
These thresholds usually have to be met before a file can be submitted for loading by an agency user. 
 
If the regional DAMS administrator submits a file for loading that does not reach either the load or data 
quality thresholds, DAMS will ask the regional administrator to confirm if they wish to override the 
requirement and submit the file (see screen message below). 
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9.7 Rejecting an agency’s file in DAMS 
The DAMS administrator can reject an agency‟s submission (a particular version of a file submitted for 
loading) only after the file has been submitted for loading by the agency user. 
 
Once the file has been submitted for loading, the DAMS administrator will be able to reject the file by 
doing the following: 
 
From the month view status screen, click on a file‟s “Validation” link 
The validation summary screen will appear, showing a button “Reject File Submission” (see screen shot 
below) 
The next screen will ask the DAMS administrator to confirm the rejection of the file (see screen shot 
below) 
Follow the on screen prompts, press “Yes” to proceed and “No” to return to the file validation summary 
screen 
Once the file has been rejected, a screen will report that the rejection has been successful 
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9.8 Tracking agency submission exceptions 
To aid the tracking of exceptions with agency file submissions (i.e. the progress an agency submission 
has made), the user can view online reports specifically tailored to show certain criteria. 
 
These reports list the agency names and codes, as well as the associated DAT names and codes for 
agency files meeting certain criteria. To view these reports, click on the „Select Report‟ drop down menu 
on the monthly status screen and choose from the following: 
 
Agencies without uploaded files 
A list of agencies that have no files uploaded, for a given reporting period 
(i.e. agencies that have not presented any files to DAMS) 
 
Agencies without submissions 
A list of agencies that have no files submitted for load, for a given reporting period 
(i.e. agencies that presented files to DAMS, but have not submitted them for load) 
 
Submitted file not loaded  
A list of agency files that have been submitted, but not loaded by a regional NDTMS team 
(i.e. agency files that are awaiting a load report for files submitted for loading) 
 
Loaded files not from DAMS  
A list of agency files that have been loaded by a regional NDTMS team but did not originate in DAMS 
(i.e. agency files that have not been validated or presented but loaded into DAMS) 
 
Users will only be able to see reports that relate to their agencies/DAT. 
 
Within each of the reports the user can choose the relevant reporting period month from the drop down 
list at the top (see right hand red circle in screen shot directly below). 
 
The user can also switch between reports from a drop down list at the top (see left hand orange circle in 
screen shot directly below). 
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10. Regional DAMS Administration 
This section details the regional DAMS administrator‟s management role: 

 User Management 

 Monthly Submissions 

 Data Management 

 System Management 

10.1 User Management 
Each regional DAMS administrator will be issued with a user name and password with which to 
administer all user accounts (region, agency and DAT level). 
 
This involves: 

 Creating new user accounts (for region, agencies and DATs) 

 Editing user accounts 
o Resetting user passwords 
o Agency assignment to agency users 
o Enabling and disabling users 

10.1.1 Agency Maintenance 
 
A regional administrator can create, edit, de-activate and export agency data. However an agency 
cannot be deleted but can only be de-activated. 
 
Upon clicking the Agency Maintenance link, the user is presented with the following screen 
  

 

10.1.2 Creating a new agency 

 To create a new agency, the Regional DAMS administrator will need to access the 
Administration pages. To do this: 

 Click on Administration link 

 Click on Agency Maintenance link 

 Click on “Create a new agency” link (see screen shot below) 
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Enter the Agency code 
Click on Proceed to enter the details of the agency (see screen shot below) 
 
 

 
 

10.1.2.1 Enabling the mismatch feature  
 
This is a new functionality introduced during phase III development of DAMS. The regional administrator 
can choose to enable/disable the mismatch functionality for each agency by checking/unchecking the 
box next to “Enable mismatch feature?”  
 
The mismatch feature is provided at three different levels 
 

a. Enabling/Disabling the feature for the entire region (from reference data update section – refer 
to section 10.4.4.3) 

b. Enabling/Disabling the feature for each agency (as described above) 
c. Choosing to ignore the missing information during file validation (see Note under section 9.4.1) 

 
 
Complete the sections Main Details, Treatment Services, Commissioning DATs, Technology, Contacts 
and Regional. 
 
Click on “Save” to complete creating the agency. 
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10.1.3 Export Agency Data 

 Click on the “Administration” link from the “Month Status View” 

 Click on “Export Agency Data” to extract an .mdb file (see screen shot below) 
 

 



 

NDTMS DAMS - Regional User Guide (Ver 1.14).doc - 25 - 

10.1.4 User Maintenance 
 
The regional administrator can create a new user, enable/disable a user account from this section. Upon 
clicking on the User Maintenance link, the user is presented with the screen below 
 

 

10.1.5 Creating a new user 
To create a new user account, the Regional DAMS administrator will need to access the Administration 
page. To do this: 
 

 Click on the “Administration” link from the “Month Status View” 

 Click on the “User Maintenance” link on the left hand side of the page 

 Click on the “Create a new user” link (see screen shot below) 
o The screen shot directly below shows the default page for creating a new user 
o DAMS regional administrator can create three types of user account 

 Region 
 DAT 
 Agency 
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10.1.6 To create a regional user account 

 Fill in the required fields (shown by *) 
This can be seen in the screen shot directly below 

 
 

 The user name must be no longer than 10 characters 

 Ensure that the “Access Level” drop down menu shows “Region User” 

 Press “Create User” to create the user account; the next screen will appear informing the user 
that the account has been created (see screen shot directly below) 

 Press “Cancel” to cancel this operation (the user account will not be created), the user will be 
taken back to the “User Maintenance” screen 
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 Once the region user has been created (see screen above), the administrator will see all the 
agencies assigned to that user for that region 

 The new user account name and password will be shown – the regional administrator should 
make a note of this password now to send to the owner of this new account 

 

10.1.7 To create an agency user account 

 Fill in the required fields (shown by *) 
This can be seen in the screen shot directly below 

 

 
 

 The user name must be no longer than 10 characters 

 Ensure that the “Access Level” drop down menu shows “Agency User” 
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 Press “Create User” to create the user account; the next screen will appear asking the user to 
assign agencies to the agency user account (see screen shot directly below) 

 Press “Cancel” to cancel this operation (the user account will not be created), the user will be 
taken back to the “User Maintenance” screen 

 

 
 Follow the on-screen prompts to move agencies from the left hand side to the right hand side, by 

selecting an agency (or multiple by pressing and holding the control key), then pressing 
“Add >>”. 
To remove an agency, select the agency and press “<< Remove” 

 Once all the agencies have been assigned to the agency user, press “Finish” 

 The following screen will then appear, showing the administrator that the agency user has been 
created and which agencies have been assigned 
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 Once the agency user has been created (see screen above), the regional administrator will see 
all the agencies assigned to that user 

 The new user account name and password will be shown – the regional administrator should 
make a note of this password now to send to the owner of this new account 

10.1.8 To create a DAT user account 
Important note – read before creating DAT users 
The agency assignation for a DAT user is very different from regional or agency user accounts – the 
agency assignment for a DAT user account is pre-assigned and defined in the DAMS agency details 
database (using the commissioning DAT functionality within DAMS): 
 
Before using the agency database with the DAMS, ensure that the “CODES_Agency_CommDAT” table 
is populated correctly with appropriate commissioning DAT entries for each agency. 
Using current DAMS functionality, ensure that each agency record has at least one commissioning DAT 
associated with it – this should be its own default DAT 
When one creates a new user and providing the user with an access level to DAT the system then 
assigns the agency to that specific DAT 
If needed, assign other additional commissioning DATs to agency records 
This table will then drive the agency access level for all DAT users created in the DAMS 
 
To create a DAT user: 
 

 Fill in the required fields (shown by *) 
This can be seen in the screen shot directly below 

 The user name must be no longer than 10 characters 

 Ensure that the “Access Level” drop down menu shows “DAT User” 

 Once the DAMS administrator selects “DAT User” as the “Access Level”, the “DAT Code” drop 
down menu beneath will become active, allowing the administrator to assign the DAT User a 
specific (and single) DAT 

 Select the appropriate DAT for the DAT User 

 Press “Create User” to create the user account; the next screen (see below) will appear 
informing the regional DAMS administrator that the DAT user has been created 

 Press “Cancel” to cancel this operation (the user account will not be created), the user will be 
taken back to the “User Maintenance” screen 

 Once the user has been created, the screen directly below will then appear, showing the DAMS 
administrator that the agency user has been created and which agencies have been assigned 
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 The regional DAMS administrator should make a note of the user name and password now to 
send to the owner of this new account 

10.1.9 Editing user accounts 
The following sections detail how to: 
Reset a user‟s password 
Re/assign agencies to an agency user 
Enable and disable users 

10.1.10 Reset user password 
The regional DAMS administrator may need to reset a user‟s password from time to time. This can be 
achieved from the DAMS Administration “Reset Password” screen (see screen shot below). 
 
To reset a user‟s password, follow these steps: 
 

 Click on the “Administration” link 

 Click on the “User Maintenance” link 

 Click on the “Edit” link for the user you want to reset the password 

 Click on the “Reset Password” link 

 Press the “Reset” button to reset the password 
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 The web page (shown in the screen shot directly below) will then appear informing the 
administrator that the user‟s password has been reset, highlighting the new password in bold 
This functionality will also email the user with the new password 

 

 
 

10.1.11 Enabling and disabling a user’s account 
This section details how to enable and disable a user account. 
 
DAMS does not support the deletion of user accounts, but instead allows the enabling and disabling of 
users. This can be very handy to temporarily suspend user accounts within agencies or DATs. 
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Important note: you cannot disable your own account (i.e. a regional administrator account can only be 
disabled by another regional administrator account). 
 
To enable or disable a user account: 
 

 Click on the “Administration” link 

 Click on the “User Maintenance” link 

 Click on the “Edit” link for the user you want to reset the password 

 From the “Disable User” page (see screen shot below), select either the Enable or Disable radio 
button accordingly 

 Press the “Save” button to save the changes 

 Press the “Cancel” button to cancel the changes 
 

 
 

 After a successful save (see screen shot below), a statement informing the administrator that the 
user details have been updated will be shown 
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10.1.12 Viewing list of users 
The DAMS administrator can view a list of DAMS users by using the “Administration” link. 
 
Important note: the above is related to the User Management/User Maintenance functionality 

10.1.13 Current users 
The default page of the Administration section shows a list of current user activity over the last 10 
minutes (see screen shot below) 
 

 
 
In the example shown above, DAMS reports ajohnston logged in and logged out, agencyuser is logged 
in and nupuser is logged in. 

10.1.14 To view a list of all users 
Click on the “Administration” link 
Click on the “User Maintenance” link 
This page will show a list of all users (see screen shot below), detailing the properties of each user: 
First name 
Last name 
Username 
Access level 
Disabled 



 

NDTMS DAMS - Regional User Guide (Ver 1.14).doc - 35 - 
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10.2 Monthly submission 

10.2.1 Recode Management 
 
Recode Management is used to map an Invalid Value of a field to a Valid Value that DAMS would 
accept during validation.  To administer this section 
 
Click on “Administration” 
Click on “Recode Management” under “Monthly Submission” 
 
The field be accessed from the drop down box (see below) 
 
The Invalid Value is the value that appears in the file and the Recode Value is the value that DAMS can 
accept as valid. If any update is required to the existing recode value, select a value from the drop down 
box under the Update column and click on “Save”. If a recode is no longer required, it can be deleted by 
clicking the “X” button under Delete. 
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10.2.2 Queue Management 
 
 
Once an agency‟s file has been submitted, it appears in the Queue Management as available for 
loading.  
 
This can be accessed by clicking on Administration tab and then selecting “Queue Management” under 
the Monthly Submission menu (see below). 
 

 
 
 
The “Queue Management” allows the user to load all agencies files in one go (check the Select/Unselect 
all the files in all the agencies) or load each individual agency by choosing an agency from the drop 
down box. Click on “Load Files” upon making a selection (see below) 
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The Load Threshold and Data Quality Threshold can be changed from this screen directly. Set the 
thresholds to the required percentage and click save to save the changes. By clicking cancel the new 
values are not saved (see below) 
 

 
 
 
 
 
 
Once the user is happy with the submitted files, they can then be loaded by clicking the “Load Files” 
button. 
 
Note: The threshold values must not be changed while the files are being loaded. All the files will 
load as per the thresholds set. It is not a per file setting. 
 

10.2.3 De-Queue Management 
 
If the user wishes to remove all the files or one agency‟s file, this can be done from the De-Queue 
Management (see below) 
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To remove an agency‟s submitted file from the load queue, select an agency from the drop down box 
and click on “Go”. Then click on De-Queue Files. 
 
If all the files from all agencies are to be removed from the load queue, check the box next to 
“Select/Unselect all the files in all the agencies” and click on De-Queue Files (see below) 
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10.2.4 Failed File Queue 
 
The files that have failed due to not meeting the required threshold are moved to Failed File Queue. It 
can be accessed by clicking on Administration and then on Failed File Queue link under Monthly 
Submission menu. 
 

 
 
 
The status of the file is listed here and the user can verify the validation results and if the file failed to 
load due to high Load or Data Quality Threshold percentages, they can be lowered from the screen and 
can be submitted to the load queue can be dequeued by checking the box next the file name and 
selecting Load Files/De-Queue Files (see below).  
 
Files failed to load due to “Technical Reason” are automatically moved to Failed File Queue. These files 
can be reloaded from here. 
 
The following are the reasons for “Technical Failure” 
 
Database connection issue  
Network issues  
Server Reboot 
Data type mismatch  
Missing stored procedure, tables, etc  
Seek support from the Central Team (NDTMS.Admin@nta-nhs.org.uk) if the file fails to load for a 
second time. 
 
 
 

mailto:NDTMS.Admin@nta-nhs.org.uk
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10.2.5 Working months 
Working months in the DAMS defines a window of opportunity to present agency files to the DAMS. This 
window (i.e. a working month) is assigned a month and year value (e.g. January 06). 
 
The working month window also controls where an agency file is uploaded to in the portal. 
 
The scheduled dates for a month will be displayed to the user to assist in making them aware of the time 
they have remaining to complete submissions. 
 
The period of a working month is determined by the system administrator and does not necessarily 
relate to a calendar month. 
 
There can be any number of working months in a whole year. 
 

 

10.2.6 Regional Data Export 
 
A regional extract can be requested by clicking on “Administration” and then on “Regional Data Export” 
under Monthly Submission (see screen shot below) 
 
 

 
 
Export Regional data 
 
Clicking on “Export” produces an mdb file. If a date is entered in the box next to “Get the log table from”, 
the results of files on or after the entered date will be extracted into the table 
Tab_DATA_LogFileVerification in the extract. 
 
By leaving the date blank, the information of all the files will be included. 
 
Export Repatriated data 
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Clicking on “Export” generates the repatriated data in a zip format and will be sent to the e-mail address 
that was entered while registering the currently logged regional user. It is quite important to ensure that 
this e-mail address is working. 
 
The variables included in the repatriated data extract are 
 

 AGE1 – Age at Triage (Calculated as TRIAGE Date – DOB)  

 AGE2 – Age at midpoint of financial year (Calculated this year as 30/09/09 – DOB)  

 AGE3 – Age at midpoint of current effective treatment period (this is the age at the end 
of the ninth month before the extract month. E.g. in the December data this would be 
31/03/09 – DOB)  

AGE4 – Age at midpoint of latest 12 month rolling period (this is the age at the end of the sixth month 
before the extract month. E.g. in December data this would be 30/06/09 – DOB) 
 
Agency details 
 
Clicking on “Export” by choosing the format (Csv, XML and Excel) will produce a list of all agencies from 
all regions in the requested format. 
 

10.2.7 Agency files status 
 
Agencies with no files loaded 
 
The screenshot below displays all the agencies that have not loaded any files for the month of February 
‟09.  
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Other agencies status 
 

 

10.2.8 Portal folders 
Every calendar month will have its own folder. Within this, each working month, has a folder for 
downloading agency files and uploading load report data. 
 
The information about the working month folder is held in a reference table which contains the following 
information (Working month administration list). 
 

 Month ID 

 Month display name (gives the folder its name) 

 Scheduled start date 

 Scheduled close date 
 
The month display name, scheduled start and close dates are created by the regional DAMS 
administrator. The month ID is generated by the portal. 
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10.2.9 Working month status 
The working month folder goes through four stages: 
 

 Ready 
The month has not been opened yet and can be updated by the reference data table above 
 

 Open 
The month is open and accepting uploads (the period between scheduled start and close) 
 

 Closed 
DAMS no longer accepts agency submissions (closing is automatically enabled by the 
scheduled close date). The status can be re-opened by the regional DAMS administrator 
 

 Finished 
The working month has officially closed and cannot be re-opened. This status is set by the 
regional DAMS administrator 
 

Handed Over 
The working month has been handed over to the central team and cannot be re-opened.  
 

10.2.10 Managing working months 
The regional DAMS administrator can view and manage the working months from the administration 
screen. 
 
To view the working months: 
Click on the “Administration” link 
Click on the “Working Months” link 
The following screen will appear, showing the DAMS administrator the current DAMS working months 
 



 

NDTMS DAMS - Regional User Guide (Ver 1.14).doc - 47 - 

 
 
To manage or amend the working months: 
Note – working months are created in a table in the DAMS database and are set initially by the NTA 
head office. 
 
Click on the “Edit” link, next to the relevant working month 
For “Ready”, “Open” and “Closed” working months, the close date can be amended by entering another 
date (see below) 
After making changes to the working month, press “Update” 
To cancel the changes, press “Cancel” 

 The next working month cannot be opened until the previous month status has been set to 
“Finished”. 
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To close a working month: 
Press the “Close” button 
The working months screen will now change, informing the DAMS administrator that the working month 
has been closed (see screen shot below) 
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To re-open a working month: 
Press the “Re-Open” button 
DAMS reports that the working month has been successfully re-opened (see screen shot below) 
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To finish a working month: 
A working month can only be finished when the status is “Closed” 
Press the “Finish” button 
The system then asks the user to confirm the request 
Press “OK” to confirm, or “Cancel” to cancel 
Once the user presses “OK”, DAMS reports that the working month is finished (see screen below) 
IMPORTANT NOTE: a working month cannot be finished if there are no more working months to move 
to (i.e. at the end of the year, or working month calendar) – the system will prevent this 
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10.3 Data Management 

10.3.1 Regional DB Reset 
 
The regional DB reset functionality resets the data in the entire region. Choosing this option will delete 
all Client, Episode and Modality data. 
 
To perform a regional DB reset click on “Administration” and then on “Regional DB Reset” under Data 
Management (see below) 
 

 

10.3.2 Agency DB Reset 
 
The agency DB reset functionality deletes the Client, Episode and Modality data of the chosen agency. 
 
Click on “Administration” and then on “Agency DB Reset” under Data Management  
 
An agency‟s data can be reset from a chosen discharge date (see below)  
 
 



 

NDTMS DAMS - Regional User Guide (Ver 1.14).doc - 52 - 

 

10.3.3 Batch Data Management 
 
The batch data management deletes the episodes, modality and top in a batch. This requires a .csv file 
with the selected choice of “Batch Episode Delete”, “Batch Modality Delete” and “Batch TOP Delete”. 
 
To access this section, click on “Administration” and then on “Batch Data Management” under Data 
Management. 
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10.3.4 Individual Data Management & Re-parenting 
 
When an episode belonging to an individual is being transferred to a new individual, this process is 
called re-parenting. The parent of the episode has been changed in other terms. To use this find the 
client attributers of the client‟s episode that needs re-parenting. 
 
Enter the initials 
Enter the date of birth 
Enter the sex 
Search 
 
 

 
 

 

 

Upon identifying the individual, highlight the record and the system automatically displays the episodes 
belonging to the selected record. Select the episode that needs to be transferred/moved. 
 
Now, search for the individual‟s record to which this episode is to be assigned.  
 
Enter the initials 
Enter the date of birth 
Enter the sex 
Search 
 
Once the desired individual is identified, the “Move Episode” button becomes enabled and the episode 
can be moved. 
 
If the user wishes to cancel this process click on “Cancel Episode Move”. (see below) 
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10.4 System Management 

10.4.1 System settings 
The regional administrator can view the following system settings within the administration section of 
DAMS (see screen shot below): 

 System status 
o Online/offline status 

 Offline message data 

 Offline message 

 Welcome message date 

 Welcome message 

 Reference data version 
o Last update date 

 Regional data version 
o Last update date 

 Agency data version 
o Last update date 

 

 

10.4.2 Edit settings 
The administrator can edit the system settings by clicking the link “Edit System Settings”. The following 
settings can be changed: 
 

 Online/offline status 

 Offline message 

 Welcome message 

 Load threshold % (acceptable values: 0-100%) 

 Data quality threshold % (acceptable values: 0-100%) 
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The administrator can edit the following settings by amending the table “Tab_SYSTEM_Setup” in the 
ECMS data database (brackets indicate the table name): 

 Contact telephone (NDTMS_RegionalContactNo) 

 System administrator email address (NDTMS_RegionalContactEmail) 

10.4.3 System Log 
The administrator can also view the system logs within DAMS. These logs detail messages and event 
types, with associated severity and the user. These logs are much like the logs stored in an event viewer 
and are helpful to diagnose problems experienced by users. 
 
To view the logs: 

 Click on the “Administration” link 

 Click on the “System Log” link 

 The events are listed in date descending order and a set of filters can be applied to narrow down 
the results (see screen shots below). 
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10.4.4 Reference Data Update 
 
 

10.4.4.1 Currently Logged On Users 
The regional administrator can at a point view how many users are logged into the system  
 
10.4.4.2 System Status 
If DAMS system needs to be closed, the regional administrator can close down the system (only at 
regional level) by clicking on “Close System to Users” button. See below 
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The description written in the text box is displayed on the home screen. 
 
10.4.4.3 Mismatched Records Check 
The regional administrator can control enabling/disabling the mismatch feature (also called missing 
information under the month status view) using the radio buttons.  
 
This feature controls the enable/disable function for all the agencies within the region in one click and 
hence needs to be exercised cautiously.  

 

10.5 Logging Out 
On completion of all tasks, the administrator should logout by clicking on ‟logout‟ on the top right hand 
side of the screen. 
 
If the system is unused for 20 minutes then the user will be logged out and the screen displayed 
changed to the login screen. 
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11. Summary of monthly regional tasks 
Below is a monthly checklist to help the regional administrator carry out regular tasks each month. 
 

Working 
month 

 

Task Pass ()/Fail 
() 

 Agencies should have correct optional values set (e.g. post code opt in)  
 Agencies should have correct active and de-active dates  
 Agencies should have correct commissioning DATs assigned  
Ensure DAMS database settings are current and reflects current month  
 All current local recodes updated in DAMS  
 System setup table should be correct with optional values  
  Local field settings (e.g. INJECT, SHARE, etc.)  
  Extract type  
  NDTMS Regional Admin telephone number  
  NDTMS Regional Admin email  
  DAMS validation and load submission percentage  
Ensure that agency user accounts are enabled/disabled properly  
Ensure that agency and DAT user agency assignment is correct  
Opening working month  
 Ensure that the “Region Close Date” reflects the agency submission date  
Close month  
Handover the working month  

 

12. Appendix 

12.1 FAQs 
 
Users sometimes complain that they are unable to login as the system shows they are already logged in. 
What do I do? 
 
DAMS sometimes retains the sessions of users who do not logout of the system. This could sometimes 
be due to accidental closure of the browser. In this case send an email to ndtms.admin@nta-nhs.org.uk 
with the details of the user (like user name) and the session(s) can be cleared from the backend. 

mailto:ndtms.admin@nta-nhs.org.uk

