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1 Spreadsheet validation – important note 

 
 

2 File format 
 

The file format must be .xls and not .xlsx. 
 
The filename must be correct. XXX-PrivateWater-2025.xls where XXX is the FSA code 
for the local authority.  
 
The following instructions show you how to save with the correct file format. 
 

There is no longer a validation facility within the spreadsheet. 
 
All data validation will be fulfilled by the Inspectorate’s database application 
upon loading of the data submission spreadsheet. 
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1.Select File. 

2.Select Save As. 

3.Select Browse. 

4.Navigate to 

destination folder. 

5.Select 

Excel 97-2003 workbook. 

6.Select Save. 
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3 Accessing the system 
 

 

In your browser, navigate to http://dwi-reporting.defra.gov.uk. If you have trouble 
accessing this link, try another browser. 
 
Select ‘Log On’ 

 
 
Select the first option ‘Logon – Use this option to logon to the application’ 

 
 
Enter your Government Gateway user ID and password.  
Select ‘Sign in’. 

If you have any problems accessing the system (section 3 of these instructions) 
email dwi.pwsdata@defra.gov.uk, and your issue will be triaged. 

http://dwi-reporting.defra.gov.uk/
mailto:dwi.pwsdata@defra.gov.uk
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You will now be in the Private Water Supplies Application. 
 

 

 

 

4 Uploading an annual data return 

Select Annual Submission
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On the row for return year 2025 select the Upload Annual Return icon. 
 

 
The WARNING message can be ignored. 
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Select Choose File. 

 
 
Navigate to the file you wish to upload. Select it so that the file path appears in the File name field. Select Open. 
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Select Upload. 
 
The file format must be .xls and not .xlsx. 
 
The filename must be correct. XXX-PrivateWater-2025.xls. 

 
You should see a clock appear in the Upload Status field. This means please wait while the data is processed.  
 
Select the magnifying glass in the Add Comments field to leave any comments for the Drinking Water Inspectorate to read. Comments 
are optional. 
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Type your comments in the Comments box (text, no images). 
 
Select Save and Back. 
 

 

 
 
The status should auto-refresh.  If it does not, please refresh the page. 
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A green tick in the Upload Status field shows that the upload was successful. 
You will receive an email titled ‘Private Water Upload Status’, which will confirm Status Uploaded. 

 

 
 
The red cross in the Upload Status field shows that the upload has failed. 
 
 
 
 
The error report will be sent to you by email and can also be viewed by following the instructions below. 

If neither the red cross nor the green tick is displayed, there may have been a critical error reading your submission. Please write a 

comment in the comments field for the Drinking Water Inspectorate to read or email dwi.pwsdata@defra.gov.uk. 

mailto:dwi.pwsdata@defra.gov.uk
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The system will complete the validation checks. 
 
All the validation errors in the submission will be sent to you in an error report by email. Please rectify all errors listed, and re-upload 
the submission. 

 
 
 
 

If you are having problems uploading your submission, please include details within the comments field (page 8 of this 
guide). 
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Private water supplies upload status report – including errors and warnings 

 
 
You can view the errors and warnings list online. 
Select Data Load Status. 
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The number of errors will be stated under Errors. 
 
The number of warnings will be stated under Warnings. 
 
Select the magnifying glass icon under View to display the list of errors and warnings. 
 
 
 
 
The list of errors and warnings will be displayed onscreen.  Or select the Excel icon above Tab Name to download the list in an Excel 
spreadsheet. 
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Errors 
 
Your data has not been loaded. 
 
If your report contains errors in the Status column, these errors would have prevented the entire return from being uploaded into the 
database. 
 
Action: The errors must be fixed and the return uploaded again. 
 
Warnings 
 
Your data has been loaded. 
 
If your report contains warnings in the Status column, these warnings are to notify you that one or more sample result that you have 
uploaded is either very high, or very low compared with the relevant standard. 
 
The value may be incorrect, so you should check that a transcription, typographical or copy and paste error has not occurred, and to 
also check whether the units of measurement are correct.  
 
The units are relevant because if the laboratory has reported a result of 1 micrograms per litre (µg/L), but the standard is measured in 
milligram (mg) and is set at 10, entering the value of 1 in the data return will result in a warning that the result is high, because 1 mg 
equals 1,000 µg. 
 
0.01 mg  = 10 µg 
0.1 mg  = 100 µg 
1 mg  = 1,000 µg 
10 mg  = 10,000 µg 
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You can find the correct units in the Parameter List on worksheet 8 on the data return spreadsheet. 
 
Action: The sample results should be checked for errors. If errors are found, they should be corrected within the data return 
spreadsheet, and the whole spreadsheet uploaded again. By uploading the data return again, the previous upload will be completely 
erased and replaced.  
 
If the value is correct and is a failure, please ensure you enter an F in column G of the data return. If the F value was already present, no 
further action is required, your data has been loaded. 
 

 
Once you have completed your upload, or attempted upload, select Log Off. 
 
To make corrections to any of the information or data in the submission, the corrections must be made to the spreadsheet, and the full 
submission re-loaded. 

 
END. 

If you have any problems uploading your annual data return (section 4 of these instructions), and you have been unable to 
leave comments within the system, please email dwi.pwsdata@defra.gov.uk and your issue will be triaged. 

mailto:dwi.pwsdata@defra.gov.uk

