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This fact sheet shows you how to use the question management screens that
now form a major part of the data-entry process.

What does LA Question Management do?

The new screen allows you to:

Exclude those questions which you do not answer, eg Q054
Incineration with energy recovery.

Navigate to questions that you want to complete.
See more clearly how many, and which, questions you have completed
See those questions not relevant to you, in grey. eg WCA specific
questions.

How do | see the new screen?

You log-on to WasteDataFlow and go to the Data: Data Entry screen. From
there you will see a couple of new action buttons that are greyed out.
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As normal, you then choose a period that you want to enter data for. At this
stage the new table appears.
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Some questions in WasteDataFlow may not apply to your LA and can be excluded fram your Gu List Next
return by checking the Exclude box and clicking the Save Exclusions button. Questions

without an Exclude box are either mandatory or, where greyed out, are not applicable to your Save Cancel
type of waste authatity
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Q004 Mo, of by residual waste method (=]

Q005 Mo. of households by dry recyclables collection method

Q0B |Mo. of househalds by green wasteforganics collsction method

How many households are served by a kerbside collection of exactly ane to four or more

Qoo?
recyclables

Qo1o Househaold kerhside collection: Tonnes of material collected through kerbside schemes

[ 4 T Y T S

Comrmercial, industrial or non-household collection: Tonnes of matetial collected frorm commercial,
industrial o other non-hh sources

“aluntary/cammunity collection; Tonnes of material collected from kerbside schemes by non-
contracted voluntary/commurity sectar from household sources
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Q013 |Total no. of Civic Amenity Sites (WDAs to separate out by District)
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What does the new table give me?
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Once you have selected a period, then you are presented with the following
information for that period:

1. Simple counters to tell you how many questions you have chosen to
exclude, how many are complete and how many open, ie you still need to
complete them.

2. The list of questions showing the question number and full question text.

HINT: The question text is a hyperlink: click on it and you will go straight to
the question screen.

3. You only see questions relevant to your country and authority type.
Questions not relevant to you are shown in grey. Why do we show them at
all? So the question list doesn’t just seem to miss a few numbers.
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What does the new table give me?

4. Questions may be relevant to your authority type, but not to the way you
operate in your area. Eg you may not send waste to incinerators. Rather
than having to navigate to the question and tick the complete box, you can
now exclude that question from here. All exclusions would be applied when
the “Save Exclusions” button is clicked.

REMINDER: The “Save Exclusions” button at the top of the column needs to
be clicked to activate the exclusion. WDF will continue to mark questions as
excluded as you change period, but you must press the “Save Exclusions” for
it to be applied to that period.

NOTE: Questions with no checkbox cannot be excluded.

5. The status column shows you graphically whether a question is still
open/incomplete (blank page), excluded (no-entry sign) or completed (green tick).

HINT: Hover the mouse over the icon and it will show you the status in words.
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What do | do once | have started answering a particular question?

Once you have excluded the non-relevant questions you should continue
data-entry as usual. You have the option of selecting questions from the
drop-down list or clicking on the question in the list (which are hyeprlinks).

>

6. When you have answered a question you can return to the question
management screen by clicking on the “QU List” button.

Trouble shooting and FAQS

Once you have answered or started to answer a question you cannot exclude
it. If you want to, simply delete the data you have entered and then exclude it.

When a question is excluded you cannot navigate to it from the new screen,
and it doesn’t appear in the drop down list. If you want to go to it, simply
uncheck the exclusion.

If you exclude a question and don't press “Save Exclusions” it will not be
excluded: you can tell this as the icon will not have changed to a ‘no-entry’
sign. Once you have saved, it will continue to be checked for exclusion for
future data-entry sessions, but “Save Exclusions” must be clicked each
period.

Remember that the BACK button on the browser does not refresh the page
you are looking at. Don’t use the BACK button to return to the Question List,
use the “QU List” button
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