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OHSS: How to Upload the CSV file

Login

1. Navigate to the OHSS website https://ohss.nioh.ac.za
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OVERVIEW

o ccupational Health Surveillance (OHS) is of public health importance. Compa ﬂy Reg igtra‘tion

According to the International Health Regulations, rapid detection of public health risks, prompt risk
assessment, notification, verification and response are crucial.

Occupational Health Surveillance System {OHSS) acquires information from national, regional and local

levels ta:

* Timeously detect and respond to occupational health threats in order to prevent disease
outbreaks;

® Estimates burden of priority diseases and identify populations at risk;

& Monitor place, person and time trends in priority diseases of occupational health importance; and
* Direct occupational health interventions and inform policy decisions.

Contacts

Emazil: chssupport@nich.ac.za

2. Click “Click to Upload CSV” button

Company Registration
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3. Enter Business ID provided during registration and password in the login fields and click
the “Login” button

Business Login (A

Business ID

2 Enter business ID

Password
A  Enter password

Forgot Password 7

& Click to Register

CSV Dashboard

OHSS Submission dashboard summary
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any Information

]

Company Information

any data entered during
company registration

Use this link to upload Use this link to view all

template CSV files files submitted in this
platform
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Company Information

To update company information that was captured during business registration.

1. Click the “Company Information” button. You will see a form pre populated with
the data on record about your company as seen below

Business ID : 68BAADSB-EBFE-43FC-88B2-5415615A9A98 ‘,0

Business Name
OHSS Comapny

Address

Haospital 5t, Braamfontein, Johannesburg, Gauteng, 2001, ZAF
Province

Gauteng
Contact Name

OHS55 Admin

Contact Number
0117126400

CIPC# (Companies and Intellectus] Property Commizzion)

ABC1234

# Total Employees
100 : 50

Please supply the number of employees in the below Job Categories

# Managers (@ # Professionals @

20 - 20

# Service and Sales Workers (@ # Skilled Trades @
20 s 20

Preferred data submission process
CSV file upload (D)
CMORE platform submission (Free APP from CSIR) @

APl Integration (intengration into your own APF) (T}

# Female Employees

Industry

Health and social work

District
Johannesburg MM

Contact Email

montyr@nioh.ac.za

Sector Affiliation
Mone

PAYE# (PaY-AS-YOU-EARM)
123ABC

# Male Employees
t 50 s

# Technicians and Assaciate Prof, @ # Clerical Support Workers @
20 * 0 *

# Plant and Machine @ # Elementary Occupations @
o - 0 t

+ Update

2. Update the required fields and click “Update” button when done
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CSV File Upload

CSV File Upload section summary

be uploaded of person submitting _ .

Submission File dwurname of person submittings
Vulnerability Browse... | Vulnerability Sample.csv John Doe

_Check csvbutton i Upload CSV button & Upload file for processing

Notification

Selected file looks good for processing, please dick the “Upload file for processing™ buttan to upload your file for final pracessing
message area

Headers T Template Data Type U Expected data 1t Your Header ™ Your data
Age Number 42 Age L]
Agelboveslyears Text ¥ES / NO AgeAboveslyears Unknown
Asthma Text YES/NO Asthma Unknown
BusinessiD Text 22918A46-FBSS-431C-BSDA-TBO01 281EC3D Businessin Babeseb5-580d-4700-3a23-d8e 272041 82
ChronickidneyDisease Text YES / NO: ChronickigneyDisease es
ChronicliverDisease Text ¥ES / NO ChronicliverDisease Yes
ChroniclungDisease Text TES / NOY ChroniclungDisease Unknown
CutrendT ubserculosis Text ¥ES /NO CurrentTuberculosis Unknown
Dats Dats 20210318 Date 2021.02.08

Diabetes Text 4 YES / NOY Drabetes Unkno

Digad

iExpected c.l:ﬂumn hea;déé éﬁd data

Your headers and sample
type and sample

CSV File upload process

Select a template submission type from the “Submission type” dropdown menu
Browse and select you CSV file to be uploaded using “Submission File” option
Enter name and surname of individual uploading the file in the “Name and Surname” field
Click “Check CSV file” button
1. Ifthere are no errors with your CSV file. The “Upload file for processing” button will
appear
2. If any errors are detected they will be displayed in the notification area detailing any
issues detected. Possible errors will be displayed later in the document.
5. Click “Upload file for processing” button. Your file will then be processed into the OHSS data
lake. You will receive a final message confirming file upload status. If the file was not
successfully loaded, there will be a message that will indicate an error encountered during
the upload such as “incorrect file format” — See next page for resolution.

PwnNPE
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Prescribed CSV Templates

Please use below prescribed templates to upload your data at all times

NB: Data submitted by any other template different from the prescribed ones will be
automatically rejected by the system and submission of file will not be possible

The prescribed temples are available on the OHSS homepage:
https://www.nioh.ac.za/covid-19/occupational-health-surveillance-system-ohss-business-

portal/

> Respirator Selection on 28th ‘Ss‘ptem, 2020.

> Tests Offered By NIOH The updated COVID -19 Temporary Employee / Employer Relief Scheme(C19 TERS) Direction, 08 April 2021 is now available. This
direction requires that workplaces submit their COVID-19 data to the NIOH in the manner set out in the National Department of

» Tuberculosis Health Guidelines.

Read more here info on: What data must be collected; Who needs to register; and Why you should register on OHSS.

To register your business on the OHSS portal click here

QUICK ACCESS: Login and access the CMORE portal here QUICK ACCESS: Login and access the NextCloud Portal here

Symptom screening template

Return to work template

Positive case template

Vulnerability template

o Need to know how to submit data on the 3 platforms? © For more information and to view the Workplace Data
View the guide here Submission Guideline click here

Possible submission errors

Common file errors

Incorrect number of column headers

NB: please note that all CSV file column headers must follow the same order as those
in the published excel templates.

Submission Type Submission File Mame and Surname of person submittings

Vulnerability |Browse...| Pasitive Te..ta type.csv John Soap
& Check CSV File

There are less coloumns in your CSV file than expected. Expected Coloumn Count: 26, your coulumn counts : 22
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Incorrect CSV delimiter (separator).
o Meaning the file values are separated by some other delimiter.

There seems to be something wrong with your CSV file,

please review your file.

i Okay

NB: See Appendix A for resolution.

In correct date format

o Expected date format is 2021-07-14 (Year-Month-Day)
o Employee Age must be in digital number e.g. 64

Missing data
* Please refer to the submission templates for all required fields and data lists. Please

note that all fields are to be submitted whether the information is available or not. If
data is not available, please fill as “N/A or none” for fields where data is not

available

Incorrect file format

File Format

Only comma-separated values (C5V]) files are allowed
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Submission History

In this section you will be able to view all your historical submission

) Eg(f"l_lfh— Occupational Health
N REPuBLICoF souH AsRICA Surveillance System

2

Company Information Upload CSV File

Search:

Filename 1* Submission Type i Date Submitted i Uploaded By
Positive Test Sampie Posite Case F/14/2021 120000 AM Monty Rambau
Positive Test Sampie.cev Cases T/A4/2021 11:4B:08 AM Monty Rambau
Showing 1 to 2 of 2 entries Preyicus | 1 ‘ Hext

In order to log out of the OHSS application follow the steps below.

1. Click on your company name displayed on the top right hand side of the screen
2. Click on the “Logout” option in the menu
#® Home A OHSS Comapny
2 Profile
B Llogout
3. Confirm your logout session by clicking “Logout” button

Confirm Sign out

This will end your session. &ny unsaved changes will be
lost.

Do you wish to continue?
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Appendix A

How to convert Excel file to CSV (Comma Separated
Values) file

step-by-step instructions to export an Excel workbook to the CSV format by using
Excel's Save As command.

1. Invyour Excel workbook, switch to the File tab, and then click Save As. Alternatively, you

can press F12 to open the same Save As dialog.
Home
| Sve
| Save As

ﬁ Cpen

Lj Close

2. Inthe Save as type box, choose to save your Excel file as CSV (MS-DOS)(*.csv).
a] Save As

“— v « Done » OHSS Test » CS5V Upload v [ Search CSV Upload

Organize ~ MNew folder

-8 3D Objects “ MName . Date modified
I Desktop
= Documents No ftems match your search.
& Downloads
.b Music
&= Pictures
B vidanc i
File name: | 20210719_VULNERABILITY.csv

Save as type] CSV (MS-DOS) (*.csv)

Authors:  Nisha Naicker Wgs: Add atag

# Hide Folders Tools = Save

o CSV (comma delimited). This format saves an Excel file as a comma-
separated text that is compatible with our CSV Upload system.
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3. Choose the destination folder where you want to save your Excel file in the CSV format,
and then click Save.

4. After you click Save, Excel will display two dialogs. Don't worry, these are not error
messages and everything is going right.

o The first dialog reminds you that only the active Excel spreadsheet will be saved
to the CSV file format. Click OK.

Microsoft Excel

The selected file type does not support workbooks that contain multiple sheets,

_l'_g « To save only the active sheet, dick OK,
« To save all sheets, save them individually using a different file name for each, or choose a file type that supports mu

M oK | [ Cancel ]

5. Clicking OK in the first dialog will display a second message informing you that your
worksheet may contain features unsupported by the CSV encoding. This is Okay, so
simply click Yes.

Microsoft Excel

excel-csv. csv may contain features that are not compatible with C5V (Comma delimited). Do you want to keep the wao

+ To keep this format, which leaves out any incompatible features, dick Yes.
+ To preserve the features, didk Mo. Then save a copy in the latest Excel format.
« To see what might be lost, didk Help.

This is how you convert Excel to CSV. The process is quick and straightforward, and you are
unlikely to run into any hurdles along the way.

The end

_"\
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