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Part 1: Step by Step Guide 
 

Signing into the Government Gateway 
 

To begin the process of loading data, please enter this URL in your internet browser: 

https://dwi-reporting.defra.gov.uk/ 

On the first screen, click on the radio button to select the first option, Logon - Use this 
option to logon to the application, or if you wish to enrol in the application. 

 

mailto:dwi.enquiries@defra.gov.uk
http://www.dwi.gov.uk/
https://dwi-reporting.defra.gov.uk/
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Figure 1 - Government gateway security validation 

 

 

You should be taken to the page where you enter your 12-digit ID number (1), and your 
password (2)  

 

 

Figure 2 - Government gateway sign in 

 

Please note: your 12-digit ID number may have been provided to you with gaps between 
the digits e.g. 12 34 56 78. When the ID number is being entered, there should be no gaps 
e.g. 12345678. 

When the information has been entered, press the Sign in button.  
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Part 2: Preparation 
 
Before submitting a monthly data return, please check: 
 

All failure reports must be no larger than 50 mb in size. If a failure report is larger than 10 
mb for whatever reason (i.e. embedded file containing an appendix) this will need to be 
removed and uploaded separately and reflected in the ‘Comments’ column of the sample 
results spreadsheet alongside the initial failure report (i.e. if the failure report is referred to 
as [XXX_A003_11_11_2021.docx] then the embedded file can be referred to as 
[XXX_A003_11_11_2021_Appendix1.docx]): 

 

 

Figure 3 - naming of files 

Make sure that the failure report references in compliance data returns match the 
filenames of the actual documents. An exact match is necessary for the upload to succeed, 
this includes adding the file extension in the compliance data return.  

All data files must be in .csv format except where otherwise stated. Failure reports can be 
in .doc .docx and .pdf format. 

All columns are present in files, in the right order. Attached to an email will contain the 
headers for each compliance file, these headers must be used in ROW 1 from column A (so 
it mirrors the spreadsheet), it is important that this header template is used to ensure all 
columns are not missed out. For RW files, some companies leave out the three location 
information columns. These files also require different headers to compliance files (see 
email attachment containing spreadsheet with headers) and should be used so no columns 
are left out.  

Please also check for empty spaces in each row, or blank rows; currently our database does 
not trim fields and so this is needed to be done manually, this can be done in excel using 
the =TRIM() formula or opening the file in notepad (needs to be in .csv format) and 
checking for empty spaces and empty fields: 
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Figure 4 - checking for blank rows 

 

In notepad ‘,’ signal delimiters. In the second column there are several fields with empty 
spaces which is shown between the space between ‘TEST’ and ‘,’ this will need to be 
changed so it looks like the first column (TEST,). There are also fields with just spaces in 
them which is shown by the ‘,’ at the bottom of the first and second column, these will 
need to be removed. Edits can be made and saved in notepad (providing the file has been 
closed in Excel prior to opening in notepad).  

Please note that file templates have not been changed for the portal and the files that are 
sent to the Data Management Unit in the current process will be the files needing to be 
uploaded. If further information is required, please see the Water Industry (Supplier's 
Information) Direction 2024. 
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Part 3:  Loading a File 
 
Data loading portal 
After logging into the Gateway, you will be taken to the front page of the data loading 
portal. 

 

 

Figure 5 - DWI loading portal 

From the options displayed at the top right of the screen, select Data Load. 

 

 

Figure 6 - Data load menu 

 

The data loading page for your company will appear. The screengrab shows the way the 
loading grid will appear at the start of a new year, when none of the annual information 
files have been loaded. 

 

 

Figure 7 - annual and monthly submissions 
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1. The year. 

2. Company. The loading grid will always default to your company. 

3. Domain. The type of data (Treated water, raw water, etc). 

4. File Type. The names of the files. 

5. The data loading grid. At the start of the year, the Details file (Site References) files for 
compliance and raw water sites must be loaded before other compliance and raw 
water information files are loaded, which is why the option to load other files is 
blocked. Once the compliance and raw water Site References (Details) files have been 
loaded, the grid will open up the options to load other files.  

 

The data loading grid has 12 columns, one for each month of the year. 

The first file that should be loaded is the Site References file, also known as the Details file, 
so we will use that as an example. The process is the same for loading all data files. 

To load a file, click on a cell containing a plus sign in a yellow circle:  

 

 

Figure 8 - monthly upload 

 

For compliance annual information files, the first versions should be loaded via the January 
(Jan) cell, but updated versions can be loaded in the column that matches the month in 
which they are being loaded. They do not always have to be loaded in the Jan column.   

For compliance and raw water data returns, use the month that matches the data i.e. load 
March data via the relevant cell in the March column of the upload grid. 

After pressing the upload button, you will be asked to navigate to the file within your filing 
system, which you can do by clicking on the Browse button: 
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Figure 9 - file upload 

 

Left click on the file with your mouse, so that the file name appears in the File name box, 
and then click on the Open button: 

 

Figure 10 - file select 

 

The file name should appear in the Select File box, and an example of the expected file 
name format will appear above the box (highlighted in blue in the screengrab below). For 
the purpose of this guide, the company acronym is shown as XYZ. 

To load the file, press the Upload button, highlighted in red below.  

 

 

Figure 11 - file upload 

 

After Upload has been pressed, you will be returned to the loading grid. You will notice 
that the symbol for the file you have loaded has changed from a plus sign in a yellow circle 
to a clock in a pale blue circle, to indicate that upload is pending: 

 

Figure 12 - file processing 
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The symbols change during the upload process to indicate progress, and there is a guide to 
their meaning at the top of the loading screen: 

 

Figure 13 - loading legend 

If you can upload a file successfully, you will see a padlock symbol ( ) this is because 
submissions are locked after a 40-day period, this is to prevent resubmission of legacy data 
without the consent of DWI (see part 4). If you can load data within the 40-day period 
(such as uploading February data within the month of February) you will see a green tick to 
highlight it’s been uploaded: 

 

Figure 14 - successful file upload 

In this case you will be able to reupload as many times required without the consent of the 
Inspectorate.  

If a file fails upload, the icon displayed will be a red cross: 

 

Figure 15 - failed file upload 

In this case the file has been rejected and you will need to re-upload the file. You can check 
the errors or the progress of loading by clicking on the Upload Status hyperlink at the top 
right of the loading grid screen: 

 

 

Figure 16 - data load status menu 

You will be taken to the Load Status page, where details of all the files you upload will 
appear in a grid. The first four columns of the grid show information about the file: 

 

Figure 17 - data load status 
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The next three columns show the load status i.e. whether the file loaded successfully or 
failed upload, and the date and time it was loaded and processed. 

 

Figure 18 - uploaded status 

The final five columns of the grid show information about the load process. 

 

Figure 19 - data load errors 

When a file loads successfully, the entry in the Status column will be Uploaded, and the 
Rows Loaded column will display the total number of rows within the file that loaded. The 
entries in the rest of the columns will be zero, because no issues prevented the file from 
loading.   

If a file does not load, the entry in the Status column will be Failed to Upload, and the 
upload details columns will display information about the issues detected by the upload 
checks. In the screengrab below, the details show that no rows have been loaded, due to 
there being 121 rows with a total of 242 issues. To see details of the issues, click on the 
magnifying glass icon in the final column of the grid.   

 

Figure 20 - errors 

The page will change to display a table that provides details of issues that prevented the 
file from loading. At the top of the page, the first line shows summary details of the 
upload. 

 

Figure 21 - data load summary 

Below that, there is a table showing details of every row of data in which one or more 
issues were identified. 
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Figure 22 - fail reason 

 

• Row: The row number of the data within the original file. 

• Fail Reason: The issue identified. In the screengrab, there is an issue with the start 
date in row 2 of the file. 

• Values: The information contained in the row of data. In the illustration, the 
problem identified is that the year in the start date is 2021, when the file was 
submitted for 2022.  

 

It is possible to download the information to an Excel file by clicking on the Excel icon at 
the top left corner of the load issues details table:  

 

Figure 23 - Error report download 

You may wish to address the issues immediately, and then reload the file, but the database 
will send you a load status email that is produced overnight following the loading of any 
files, showing which files loaded successfully, and the information from the load issues 
tables for files that did not load successfully. 

When you have finished checking the issues, you can use the hyperlinks at the top left of 
the page top to navigate back to other pages, or to log off: 

 

Figure 24 - back to data load grid 

• Data Load: The link will take you back to the data loading grid. 

• Data Load Status and Back: These links will take you back to the Load Status page. 

• Log off: Closes the loading pages and logs you out of the Government Gateway. 
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The loading process described is the same for all data files.   

Loading Failure Reports 
To load a failure report after a compliance data return has loaded, click on the Breach 
Reports hyperlink that can be found in the top right of the data loading grid page, and also 
the Load Status page: 

 

 

Figure 25 - Loading breach reports 

You will be taken to the breach report upload page, which displays information about all 
failure reports for your company. Uploaded reports are shown in the Supplied Files 
column, and those awaiting upload are shown in the Files Not Yet Supplied column. 

To reduce the files shown to only those that have not been submitted, click on the tick box 
highlighted in blue in the screengrab below. 

To load a failure report, click on the hyperlink for it (highlighted in red in the screengrab 
below). 

 

Figure 26 - filtering breach reports 

After clicking on the hyperlink, you will be prompted to navigate to the document within 
your filing system by clicking on the Browse button. 

 

Figure 27 - browsing documents 

To load the file, press the Upload button, highlighted in red below. 
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Figure 28 - file selection 

When the report has loaded, the file hyperlink will move from Files Not Yet Supplied 
column to the Supplied Files column: 

 

Before: 

 

Figure 29 - before loading 

 

After: 

 

Figure 30 - after loading 

 

If a failure report filename does not match the reference that was included in the data 
return, an error message will be produced during the upload process: 

 

Figure 31 - loading error message 

If there is a mismatch between the report filename and the reference in the data return, 
the filename can be changed to match the reference in the data return before upload is 
attempted again, or the reference in the data return can be changed to match the report 
filename, and the data return can be reloaded. That will not cause any problems to the 
system.  

When all of the failure reports have loaded, the links to them will all appear in the 
Supplied Files column, and the Files Not Yet Supplied column should be empty. 

When all of the required reports have been uploaded, the hyperlinks at the top right of the 
page can be used to return to the data loading page, the data load status page, or to end 
the session and log out of the Government Gateway. 
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Figure 32 - log out from government gateway 

Part 4: Resubmissions 
 

As mentioned briefly in part 3, if you were to upload outside of a 40-day window of the 
month you’re uploading data for, you will often see a padlock when the data has been 
successfully uploaded. This is to prevent legacy data from being uploaded without the 
Inspectorate’s consent. If you are required to resubmit data, please contact: 
dwimonthlydata@defra.gov.uk with the dataset and the justification behind the 
resubmission, should permission then be granted, a member of the Inspectorate’s data 
team will be in contact to advise this. In the portal, you will see an unlocked padlock 

symbol ( ) and you will be able to resubmit data in the month and file type requested.  

If you require frequent resubmissions of certain files, such as changes to site details please 
do contact: dwimonthlydata@defra.gov.uk and so the Inspectorate can make necessary 
arrangements for frequent resubmissions from yourselves.  

 

Part 5: Legal Instrument Report Uploading 
Milestone reports, Annual Progress reports and Final completion reports should be 
uploaded onto the database by the company. Each report has a target completion date, 
however, the reports can be loaded before this date is reached if they have been 
completed early. 

 

 

 

Search by Scheme Reference or find specific Legal instrument (LI) within the list displayed. 
The list should only display current active legal instruments (R28(4), R27(4), FEO, PEO, 
Undertaking) as well as “Not specified” which is used for items such as acknowledged 
actions. If the legal instrument required is not visible, please contact 
(dwi.enforcement@defra.gov.uk) to discuss its addition.  

 

mailto:dwimonthlydata@defra.gov.uk
mailto:dwimonthlydata@defra.gov.uk
mailto:dwi.enforcement@defra.gov.uk


Page | 14 

 

 

Figure 33 - Progress Upload Screen – All company legal instruments displayed 

Once the selected LI has been located selecting the magnifying glass will open up the 
reporting measures for the specific LI. If the required milestone, annual report or closure 
report is not available to upload please contact: dwi.enforcement@defra.gov.uk to discuss 
its addition. 

Selecting Files on the required milestone will allow access to the file upload. 

 

Figure 34 - Reporting milestones, Annual Reports and Closure report slots for loading files. 

 

At the top of the screen a new section will appear, the name of the LI and reporting stage 
will appear in bold at the top. Please ensure this is correct and the file loaded corresponds 
to the correct milestone stage. 

mailto:dwi.enforcement@defra.gov.uk
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Choose File: Allows the user to locate the specific file from their network/computer. The 
name of the file selected then appears next to the Chose file button. Once a file has been 
selected clicking Upload will load the file onto the portal. 

 

 

Figure 35 - File upload section with no file selected. 

 

 

Figure 36 - File upload section with file selected. 

 

The file may take some time depending on the size of the file and the network connection 
speed of the user. 

 

Figure 37 - Progress reports upload screen 

 

An email confirmation will be sent to the Inspectorate’s enforcement team as well as the 
company day to day contact confirming the details of the upload. 
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Figure 38 - Email confirmation 

 

The Enforcement assessment will be undertaken, should the assessing inspector require 
further information or request a resubmission of reports, this should be resubmitted using 
the same method as above, giving the file name an appropriate explanation. 

 

ANNUAL RETURNS 
 

In November each year the enforcement team will request specific LIs from companies 
which require a more comprehensive annual return update. These are to be submitted 
through the portal in the same way as the milestone reports. Not every LI will be 
requested, therefore the slots may not be used each year. Where a file is requested, it 
should be loaded for the year that the report is covering. So, whilst the 2024 report will be 
submitted by 31 January 2025, it should be loaded into the 2024 upload slot. 

 

FAQ: - use dwi.enforcement@defra.gov.uk wherever contact is required. 

• There is a file size loading limit of 50 MB – should the files exceed this please 
separate out into smaller files or contact the Inspectorate's enforcement team to 
discuss. 

• Annual return slots are limited to a single file, milestone and completion reports 
allow multiple files should this be necessary, however please try and limit the 
number of files submitted where possible. 

• There is a limit to the file types accepted .docx, .xlsx, .pdf, .csv, .txt, .msg. Should 
any other file be required to be loaded please contact the Inspectorate's 
enforcement team to discuss. 

• Should the legal Instrument or Milestone report not appear in the selection please 
contact the Inspectorate's Enforcement team to discuss and request it is added. 

• Once a file has been loaded companies are unable to delete this file. However, the 
Inspectorate has the ability to delete and add files to the list. 

• In the scenario of a failure to upload files please in the first instance contact the 
Inspectorate's Enforcement team to discuss and submit via email if the portal is 
unavailable. 

mailto:dwi.enforcement@defra.gov.uk
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• Should the company experience any difficulties in loading the files please contact 
the Inspectorate's Enforcement team to discuss. 

 

Adding users to the portal 
 
Browse to ‘logon and manage my account’ and then follow the following steps: 
  

 
Click on ‘Manage Users and Assistants’: 
  

 
This will then take you to the government gateway page to add a new member: 
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Click on ‘Add a team member’ and enter the new members details and their role: 
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After entering these details, a temporary password and a government gateway will be 
created. The password will be sent to the administrator and the government gateway will 
be sent to the new team member: 
  

 
  
When you enter the government gateway and temp password you will be able to access 
the portal: 
  

 
 


