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This document demonstrates how to submit an event to the CLTS using the File Upload method, as opposed to submitting the event directly online using the 
CLTS website. 
 
File Upload - uploading information using prepared templates. Both methods are equally effective, however in certain situations you may want to choose to 
use one method of entering events over another. 
The first step is to download the event template. Go to Downloadable Template 
List, then click the Events heading. 
 

 
 

Click the appropriate Operation Type from the list.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

http://testsite.ccia.net/crc/clts/submit-events/upload-files/downloadable-template-list/
http://testsite.ccia.net/crc/clts/submit-events/upload-files/downloadable-template-list/
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Click Download under the Template column in the Events row. 

 
 
 

 

Each browser treats downloads differently, we are using Google Chrome in this 
user guide. Open the file from where it was downloaded. 
 

The columns with RED headings are mandatory fields, which must have 
information entered into them. Although the columns with BLACK headings are 
optional fields, we recommend entering as much information as possible. 

Information in the template must be entered in a specific format, which 
is described in a comment within each heading. This information is 
displayed when you run the mouse/cursor over a heading cell. 
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The cells for Event_Type, Tag_Type, Species, Sex, Breed and Colour have drop-
down menus to assist you while filling out the spreadsheet. Go to the cell under 
the heading and click on the arrow to view the options, select the option you 
want and it will appear in the cell. Continue this process for all rows used. 

 
 

Fill out all of the required cells and enter as much information as 
possible in the optional cells. Once complete, Save the file.  
 
Note: You can also re-name the file by clicking Save As from the File 
menu. 

 Login to clts.canadaid.ca. If you do not know your username or password, 
contact CCIA at info@canadaid.ca or 1-877-909-2333. 
 

 
 

Click Submit Events – File Upload from the Event heading drop-down menu. 

 
 

 

https://clts.canadaid.ca/
mailto:info@canadaid.ca
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Click Choose File (could also say Browse depending on your internet 
browser).  

 

Find the file you created, then click Open.  

 
 Once the file appears, click Upload File. 

 
Note: If you wish to check the spreadsheet for errors, click the Validate File 
Content checkbox and the file will be checked by the database before it is 
submitted for processing. 

If you receive an error, open your original file to correct the information, then 
resubmit.  

 

Note: 
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The confirmation screen will appear. Confirm the account name and ID. If 
correct, click Submit.  
If incorrect, click Cancel, re-open your file and correct it before resubmitting.  

A transaction ID has been assigned to your submission. We recommend making 
note of the transaction ID in your records and checking your transaction status 
to ensure the information processed successfully. 

 

For more CLTS database user guides, visit support.canadaid.ca 

http://support.canadaid.ca/

