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1.0     Account/password setup 

1.1 You will have received an email with your username and a link to set 
your password on the system. If you have not received this, please 
email workforce@rcpch.ac.uk. 

1.2 Follow the link in the email to access the census 2017 system and 
enter your username. Select the Email password reset link button. 
You will then be sent a link to follow which will allow you to set up 
your account password.  

1.3 Enter your username and create a password. You will then be 
prompted to enter your password a second time to confirm.  

2.0    Logging in 

2.1 Go to www.workforce-census.rcpch.ac.uk 

2.2  Select login and I accept button at foot of page. The terms of 
agreement appear every time users log on to the system. 

2.3  Enter your username (as previously emailed to you) and password, 
press Login 

3.0  Entering data 

3.1  Select Go to Proforma from the text or the Organisational button and 
then Proforma from the dropdown list. This will open up the data 
entry for your organisation, the name of which will be displayed 
above numbered tabs. 

3.2  The census data collection system comprises 8 numbered tabs. 
Organisations which only provide community paediatric services will 
not need to complete the detailed questions in the Hospital services 
tab. Likewise organisations which only provide secondary acute care 
will not need to complete the detailed questions in the Subspecialty 
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services tab, although they will need to answer if these services exist 
or not. 

3.3 You can enter data in the tabs in any order, although questions 1.1 to 
1.4 in the Organisation tab (Title, First name, Surname and Post title) 
must exist in the first instance. In the majority of instances these 
answers will have been pre-loaded from information previously 
supplied to and held by the College. 

3.4  All data entered should be as at 30th September 2017. 

4.0 Help 

4.1  The question mark buttons on the right of the questions will contain 
question-related help where appropriate. 

4.2. Help text does not exist for all question mark buttons, but we can 
include any user suggestions, please send your comments either to 
workforce@rcpch.ac.uk or add your comments to the question mark 
box itself. 

4.3  You can use the question mark help box to add your own comments 
or clarify the answer you have provided. 

5.0  Saving data  

5.1 Use the Save tab on the right hand sign of the data screen to save 
the answers you have submitted.  

5.2 If questions that require an answer have not been completed, they 
will be clearly highlighted once you select Save. You will still be able 
to move to other tabs in order to answer other questions. Required 
questions will need to be answered in order to submit the complete 
return for your organisation. 

5.3 Selecting the Exit tab on the right hand sign of the data screen will 
return you to the Home screen without saving data. 

5.4 Each tab will have a colour-coded line to indicate your data entry 
progress as shown in the key above the tabs on the right of the 
screen. 

6.0  Saving data on sub tables in Hospital Services (6), Medical Staffing 
(7) and Subspecialty services (8). 

6.1  Saving data works a little differently on tabs 6, 7 and 8 because these 
forms contain more than one dataset and multiple records. 
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6.2  On the Hospital Service tab (6), question 6.1 is a sub-table of all the 
hospitals providing child health services in your organisation. In most 
instances the outline data will have been pre-loaded from 
information the College already holds (usually from the 2015 census).  

 To add a new hospital, contact the workforce team at 
workforce@rcpch.ac.uk or phone 020 7092 6163.    

 To update data previously entered for a hospital, select the Edit 
button next to the hospital you intend to edit data for. To ensure the 
data you enter on each hospital record is saved, select the Update 
button at the bottom left of the data entry screen for that hospital. 
Selecting Close will lose any unsaved data. 

6.3  The Hospital SSPAU and Hospital Rotas sub-tables work in the same 
way, except that to add new Hospital SSPAU or Hospital Rotas you 
will need to press the Add Hospital SSPAU or Add Hospital rota 
buttons at the top left of each sub-table. Select Insert once all data 
has been entered.  To update data previously entered select the Edit 
button next to SSPAU or Rota you intend to edit data for. To ensure 
the data you enter on each Hospital SSPAU or Rota record is saved, 
select the Update button at the bottom left of the data entry screen 
for that hospital. Selecting Close will lose any unsaved data.  

6.4  Once all Hospital, Hospital SSPAUs and Hospital rotas are complete, 
you can use the Save tab to complete this section. You will still be 
able to return and edit this data until you submit the return for the 
whole organisation. 

6.5 The same principles operate in respect of the Staff members and 
vacancies sub-tables on the Medical Staffing tab (7) and Community 
child health services and Hospital based subspecialty (tertiary) 
services on the Subspecialty services tab (8).  

7.0  Submitting completed data 

7.1 Once all tabs (section) have been complete i.e. the indicator is green 
above all sections, a Lock Record button will appear at the top left of 
the screen above the name of the Organisation. Once you select 
Lock record you will be unable to edit further without contacting the 
workforce team at workforce@rcpch.ac.uk. 

8.0    Printing and downloading your census data 

8.1 By selecting the Print button at the top of the Proforma screen, you 
can print the currently open tab. 
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8.2 By selecting View all tabs and then Print, you will print the forms 
from all eight tabs. This will turn the current data screen grey and 
you will not be able to edit any data in this screen. 

8.3  After printing, return to data entry mode by selecting the tab you 
wish to continue to work on. 

8.4 To download your data into CSV files which you can then save into 
Excel, go to Organisational from the Home page, select Exports and 
then Organisational Export. You can then select which data section 
you would like to see in spreadsheet format. This may be particularly 
useful for the Staff members form. 

9.0  Getting colleagues to help (User management) 

9.1 Lead users can add colleagues in their organisation to help enter 
census data. You can either add a colleague who has the same 
permissions (i.e. a lead user) or an ordinary user who can perform all 
the update tasks, but cannot lock the records or add other users 
themselves. 

9.2 To add a new user, select the User Management button from the 
Home screen and then User Management from the dropdown menu, 
then select Add new from the Users screen. This screen will also 
show you all the users who have been set up to enter data for your 
organisation. 

9.3 Enter the full name of your colleague and their email. 

9.4 Check the Organisational box by Permissions and Workforce 
Organisations under the Workforce Organisational Roles heading. 

9.5 A box will then appear containing the name of your organisation with 
a drop down box on the left. Use this box to select Lead user or 
Ordinary user according to your needs. 

9.6 Select Insert 

9.7 The new user will automatically receive an email with their username 
and a link to set their password. 

10.0  Updating my profile 

10.1  You can use this facility to change your email and reset your 
password. 
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