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INSTRUCTIONS ON HOW TO USE THE DATA CHECKER ONLINE 

 
How to Use the Data Checker 
 

1. Click “View Top 10 Diseases” 
   

 
 
2. Another window will open and then Click  “Data Check”  
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3. Type username: pps   password: pps    Click “Log In” 
 

   
 
4. Click “Browse”  
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5. Search for the file you want to check.  Make sure it was saved in.csv format. Click  “Open” 
 

 
 
6. Click “Check File” 
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7. If there are no errors in your file the following will appear and you can proceed to submit 

your file to ppsregistry@gmail.com ( See reminder below) 
 

 
 
8. If there are errors the following screen will appear indicating erroneous entries.  You can 

use this to guide you in correcting your original file. 
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9. To open your original file: Open another window by clicking Start and click Excel 

program. Choose for Files of type:  All  Files, so your csv format will appear in the list 
 

 
        

10. Choose the file you are checking and click open 
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11. Your file in csv format will appear. You can directly correct the file using the ERRORS 

FOUND in the other window as guide. . You can do this by clicking the window, Data 
Check errors in the taskbar. The numbers in the Data Check error page corresponds to the  

      number in your original file.  
 

 
 
12. After you have made all the corrections, save the file in csv format. Run the checker by 

opening the window of Data Checker. Follow the same step beginning with step 4.  If the “ 
No Errors Found” appear, you can submit it to us at ppsregistry@gmail.com  

 
Reminder: 
 

1. Submit your monthly census in proper format .csv format 
2. Indicate in the subject heading of your email your hospital name – month year you are 

submitting. 
3. One email, one attachment. 
4. Monthly census should be submitted at the latest, 3rd week of the following month 

 


