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3.0  Introduction
3.1  Purpose
The purpose of this document is to provide instructions on how to format, submit files to and receive files from the Medical Research Information Service (MRIS).  Further information is available from www.ic.nhs.uk/services/medical-research-information-service.
NB If any records are known to relate to a resident of Scotland they need to be put on a separate disk.  For formatting guidance please contact CR Scotland direct on 01387 259 823.
3.2  Data Depot
Data Depot can best be described as a secure, two-way, electronic file exchange system based on a “deposit and collect” concept. In many ways, it offers the same functionality as an FTP site and provides MRIS with a secure method for electronic data that has significant productivity benefits. The Data Depot system is designed, developed and hosted by the NHS IC and is used for the exchange of files between it and its selected external parties.

Technical and security information on the Data Depot is available on request.

4.0  Format Guidelines
4.1  Format Guidelines
The file must be in ASCII or CSV (comma separated values) format for the flagging procedure only, but you have the option to use the Data Depot to send files other than flagging. Fields should be delimited with commas, and records delimited with a carriage return and a line feed. 

The file should contain data only, with no header or trailer records.
Notes

1. You can supply either the old or the new format NHS Number or a combination of both within the same file.  To optimise automatic match success, we recommend you provide new NHS Numbers where possible.
2. The MR member number (Field 2) is an optional number provided by you to be used as an identifier for each of your study members.  Please note it is not the MR or FU number allocated by MRIS.
3. All dates must be in the format yyyymmdd (e.g. November 23, 1910 would be shown as 19101123.  However, some or all of the date may be made up of question marks where the information is incomplete.

4. Details of a subjects’ sex must be either ‘M’ or ‘F’.  Leave the field blank if not known.

The data you send us should contain one record for each member of your cohort.  Not all the above details need to be supplied to enable your record to automatically match, our matching criteria is shown below.  You may insert additional information in certain fields provided you inform us what the information refers to, and only insert dates in the dates fields. 

For example, you may not have the date of death or other surname, but you may have the date the GP last saw them and the place of birth for your study member. You could insert this information after the address or insert in field 10.

You must include your unique ‘MR’ or ‘FU’ reference in the name of your file (e.g. “MR1119” or “FU774”).  We require this in order to identify the study to which your file relates.  If you are submitting multiple files or submit files regularly, it would assist us if you name your files using the format: “[MR Ref]_MM_YYYY.CSV” (e.g. ‘MR1119_06_2010_1.CSV’, ‘MR1119_06_2010_2.CSV’,etc).
If using Microsoft Word to compile your file, you will need to delimit each field with a comma, but where there are commas between the address you will need to use double quotes for that field. Please save the file as .TXT (Text only).

Example Records
6641326789,AB12345,SMITH,EILEEN,LW,19530701,"Smedley Hydro, Trafalgar Road, Birkdale, Southport, PR8 2HH",,,JONES,F

Note that Address Date and Date of Death are missing but the comma is still required.  

,BC45667,HOWARD,JOHN,,191812??,PR8 2HH,20000116,,,M

The year and month of birth are known, but not the day, so it is replaced by two question marks. 

If using Microsoft Excel to compile your file, you can leave the fields blank where you do not know the information. Please save as .CSV (Comma delimited).

Example Records:

	A
	B
	C
	D
	E
	F
	G
	H
	I
	J
	K

	4145679076
	
	HILL
	JOAN
	HM
	19181209
	
	
	
	SMITH
	F

	KABC123/5
	
	JONES
	FRED
	
	1920????
	DEVON
	
	
	
	M


5.0 Send a File to MRIS

5.1  Send a File
Access the Data Depot at https://www.icweb.nhs.uk/MRIS/login.aspx.  You will need to log in using your unique User Name and Password.  If you experience difficulties logging in or have not been issued with a User Name or Password, contact your MRIS Study Supervisor.
After successful log in, you will be taken to the ‘Welcome’ webpage (see Fig.1 below).  Note: Service Announcements are frequently posted on this screen for your information.
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Figure 1 Data Depot ‘Welcome’ webpage
Using the menu on the left of the ‘Welcome’ page, select the ‘Upload file’ link.
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Figure 2 Data Depot ‘Upload a File’ webpage

Use the ‘Browse…’ function to locate and select the file you wish to upload and simply select ‘Upload’.  A message will appear in red text informing you that your file was successfully uploaded.  Your file will then be stored within the Data Depot until it can be collected by a member of the MRIS team.

6.0  Receive a File from MRIS
6.1  Receive a File
When an output file is uploaded onto the Data Depot for you to retrieve, you will be sent an automatic notification by e-mail from enquiries@ic.nhs.uk.   You should use the link contained within the e-mail to access the Data Depot log in page.  Enter your unique User Name and Password to log in.
After successful log in, you will be taken to the ‘Welcome’ webpage (see Fig.1 above).  Using the menu on the left of the ‘Welcome’ page, select the ‘Download File’ link.
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Figure 3 Data Depot ‘Download a File’ webpage

Any files awaiting your retrieval will be listed.  If there are no files available to download, contact your MRIS Study Supervisor.

To download a file, simply click on the ‘Download file’ link on the right of the desired file listed under ‘Filename’.  A window will appear advising you that you should save the file and not select the ‘Cancel’ option.  Select ‘OK’ to close this window.

A second window will appear asking: “Do you want to save this file?”  You should select ‘Save’.  You can then save the file on your local network in your desired location.  After this, you will have the option to open the file or the folder into which you have saved it.  Note: Files can only be downloaded once.  After you have downloaded a file, it will be permanently deleted from the Data Depot.  If you select ‘Cancel’ you will not be able to download the file and it will need to be uploaded again by your MRIS Study Supervisor.
7.0  Alternative Options for Sending Data to MRIS
7.1  E-mail
The Data Depot is MRIS’s preferred method for receiving and sending data.  However, if for any reason the Data Depot is not viable, files can be exchanged via e-mail providing there is prior agreement between the sender and recipient and that the files are encrypted to an ‘256-bit AES encryption’  level.
You can e-mail files to MRIS at the following e-ail addressee:

· mris@ic.nhs.uk
Files sent as e-mail attachments must be encrypted to ‘256-bit AES encryption’ standard.

If you use WinZip to encrypt the data you should ensure that the password used has a length of at least 12 characters and includes a combination of numbers, letters and symbols, and a mixture of UPPER and lower case characters.

The password should be unique on each separate occasion that a file is transmitted.  You should leave instruction in the body of your e-mail for your MRIS Study Supervisor to contact you by telephone to confirm receipt of the file and to obtain the password from you.
8.0  Further Questions

We hope you have found this instruction useful. If you have any further questions, then please contact your MRIS Study Supervisor using the contact details below:

Jenny Gibson
01704 554136
jenny.gibson@ic.nhs.uk
James Gray
01704 554137
 james.gray@ic.nhs.uk
Aisha Powell
01704 554138
aisha.powell@ic.nhs.uk
Pauline Wall
01704 554139
pauline.wall@ic.nhs.uk
Georgina Platt   01704 554097    georgina.platt@ic.nhs.uk
























Field	Field Name	Maximum Length





  1	NHS Number1		17


  2	MR member number2	 	25


  3	Surname	 	20


  4	Main forename	 	20


  5	Other initials	 	 5


  6	Date of birth3	 	 8


  7	Address		100


  8	Address Date3	 	 8


  9	Date of death3	 	 8


 10	Other surname		20


 11	Sex		 	 1
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