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This guidance explains how to access and enter data on the Scottish 
Government’s reporting platform (ProcXed) for submitting Public Bodies Climate 
Change Duties annual reports.  
 
This version, dated June 2018, replaces all former issues. 
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1. Before starting 

Please note the following: 

 The system logs out automatically after 10 minutes of inactivity so remember to save 

regularly to avoid data loss (see 4.2 on ‘How to Save’).  

 Only one user can edit a report at any one time so check with a colleague (see later). 

 The screen refreshes regularly, particularly after data entry and when saved – this is 

normal.  

 ScotXed is the Scottish Government unit that manages the ProcXed platform.  

 Report(s) are classed as collection(s) within the system and the data entry screen is 

referred to in the guidance as the form. 

 

2. Log-in  

A username and password is required, see 2.1 below on how to request a new password.  

Access the platform at: https://procxed.scotxed.net/ProcXed/Security/Logon.aspx 

PLEASE NOTE: On opening the link a security warning message may appear. This message 

can be safely bypassed to continue to the site.  See Annex 1 for more information.  

When logging in for the first time you are prompted to change your password before being 

automatically redirected to the Dashboard.  

2.1 Forgotten password 

To create a new password select ‘Request New Password’ in the top left hand corner of the 

screen. You will need to provide: your username and the original e-mail address used to create 

the account. If the combination of username and e-mail is correct, ScotXed (the Scottish 

government unit which manages the ProcXed platform) will send you an automated e-mail 

with a new password. 

2.2 Requesting new user log-in  

To create an account for a colleague email ScotXed@gov.scot as follows: 

 Subject header – “New user account - Climate Change Collection” 

 Full name of account holder and their email address 

 Formal name of the organisation  
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2.3 Viewing user details for your 

Organisation 

To see who has access to the online 

reporting platform, from the main 

dashboard, select menu > view 

Organisation Contact Report.   

 

3. The Dashboard and Menu.  

On successful log-in, the main ‘Dashboard’ 

appears showing relevant messages.  

Return to the ‘Dashboard’ from any screen by 

selecting it from the drop-down menu top left. 

Regular checks of the Dashboard are 

recommended.  

The options under ‘Security’, ‘Data Returns’ and 

‘Reports’ only appear when these are selected. 

These options are referred to later. 

The ‘Data Return Components’ bar on the dashboard provides general information about the 

progress of the data collection. ‘Collection Name’, ‘Organisation’ and ‘End Date’ remain 

constant as does ‘Action’ options. ‘End Date’ refers to the final date for submitting Climate 

Change Reports.  

Status of the collection (your organisation’s report) will be one of the following;  

Initialised – No data is saved in the form. 

In Progress – Data has been saved 

Submitted – the form has been submitted (i.e. PBCCD report)  

Complete – the report has been accepted for analysis by SSN staff. 
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When a report is submitted the form remains ‘locked’ and cannot be edited. The ‘Locked By’ 

column will display who last accessed the form.  

 

4.Completing the form 

4.1 Opening the reporting form 

Select ‘Edit’ from the Actions column in the Dashboard. 

  

4.2 Saving data 

To avoid data loss please save 

regularly ideally after completing 

each question. The save button is 

top left. ProcXed does not 

autosave and times out 

automatically after 10 minutes of 

inactivity.  

A 2 minute countdown appears top right to warn of automatic log-out. To stop the timer and 

stay logged in, click the save or refresh button – simply resuming data entry will not cancel 

time-out.  
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4.3 Using the ‘information’ icon 

Hover over the info icon to see an explanation 

or tips on data entry. 

 

4.4 Adding and removing rows in tables  

Additional rows can be inserted and removed from tables in certain questions (original rows 

cannot be deleted). To remove a row in a table with pre-populated data (e.g. 3b), check the 

tick-box to the right hand side of the row and ‘Remove Selected’ at the bottom of the table.  

For tables without pre-populated data, ‘remove’ buttons are at the end of row. Click ‘Remove’ 

beneath the row to be deleted. The screen will refresh with a message requesting confirmation 

– select “Remove” again to delete the row.  

 

4.5 Uploading charts and figures  

Questions 2a and 2b have an option to upload a diagram or chart. Select the ‘Choose file’ / 

‘browse’ (depending on browser). 
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A new window opens to enable browsing and file selection, locate the file and click ‘Open’. 

Attach the selected file to the form, by clicking ‘Add’. 

 

Once a file has been added to the form, three icons appear at 

the bottom of the text box: 

indicates that the file 
is  attached – click to 

open in a new window 

 Click to delete the file 
from the form 

indicates that the form 
has not yet been saved 

with the file attached.  

. 

4.6 Tips for completing the form  

Certain fields are locked and cannot be edited, including: 

 Q1A and Q1B; Public Body name and type. 

 Q1F ‘Specify the Reporting Year’ is locked to ensure that the correct set of emission 

factors are applied in Q3B for the corresponding reporting period. Contact SSN if the 

reporting year type is incorrect.  

Q3A and Q3B should be completed sequentially due to the relationship of embedded formulae 

in each table.  

 Some entries, specifically in Part 3, must be saved to enable auto-calculate to 

complete other fields in the tables. 

 The form occasionally re-loads after data inputs – usually to complete an auto 

calculation, auto fill or data check/validation process for Q3A & Q3E. This may take a 

few seconds.   

 

4.7 Multiple Users 

A form can only be edited by one user at a time. A second user attempting to edit the form will 

see the message below advising that the system is locked.  

 
If the second user then selects edit they will gain edit access and the first user will be unable 

to save data entered since the last update. 

 
 

To avoid loss of data users should always contact the colleague editing the form before 

proceeding to make any changes. A form can be viewed or downloaded while being edited by 

another user without compromising data entry.   
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5. Validation errors. 

A key benefit of ProcXed is the ability to 

perform data validation with inbuilt 

system checks on data formats and 

figures across related fields and 

questions. An ‘error’ message displays 

when the form is saved but data is 

missing, in the wrong format or there is 

some other validation error. Examples of error messages are shown above. 

An error message will not disappear until the data has been corrected and saved. There are 

three ways to view errors: scroll through the form; use the validation error bar; or access via 

the Menu - recommended method as a final check before submitting the report.  

5.1 Scroll for errors 

Simply scroll through the form to check for any validation errors under each question.  

5.2 Using the validation error bar 

The validation error bar is located at the top of the screen. 

 

 

 

Select a specific error to check from the drop-down list (see above) or progress back and 

forward through errors using ‘Previous/ Next Error’ Once an error is selected, the 

corresponding field will be highlighted to enable data correction.  

5.3 Checking errors from the menu 

Open Menu, select ‘Validation Error’ 

from the Data Returns drop down sub-

category to open a screen listing all the 

errors in the form (see below). “Select” 

an error to address and a new table 

appears. This table offers three options 

under “Action”: 

View & Audit: jumps to the error field in the form 

Comment: opens a comment box below the table to enter an explanation if e.g. the error 

cannot be fixed. Save the comment by selecting ‘Update’  

Clear: By selecting “clear” the ‘Clear’ column will change from “False” to ‘True’ 
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Providing a comment and changing the clear status to ‘True’ indicates that the error has been 

considered and not overlooked. Please ensure that all validation errors are resolved 

before submitting the report.  

 

6. Producing reports 

Reports can be produced at any stage. From the Menu select ‘View Reports’ under the 

Reports drop down. On the next screen select ‘Data Collection Type’ (only option is Climate 

Change). Select ‘Summary – User Version’ from the ‘Reports’ drop-down list and click ‘View 

Report’, bottom left.  

To download a report, click the floppy 

disc icon. Select a report format – Excel, 

PDF or Word. 

The report will open in a new window 
and can be saved off-line. You may 
need to temporarily allow pop ups.  

Optimal print settings are A3 and 
landscape in PDF.  

 

7. Submitting the report. 

Once all validation errors have been addressed and the data has been checked the report can 

be submitted. Open the form (‘Completing the form’) and Click ‘Save and Submit’. 

 

A message will appear at the top of the screen. Click ‘Save and Submit’ a second time to 

complete report submission. 
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The Dashboard will appear. Do not worry if nothing is displayed (see image below). 

 

To check that the report has been submitted, from the Menu select Data Returns then choose 

‘Manage Data Returns’. Enter the ‘Data Collection Type’ and ‘Data Collection’ from the drop 

down list (there is only one option). A table will show the status as Submitted (see below). 

 

Once a report is submitted no further changes can be made, however reports can still be 

viewed and downloaded. If a report is submitted accidentally or changes need to be made 

please contact SSN staff to have it “rejected”.  

 

7.2 Quality assurance of submitted reports 

Once a report is submitted it is quality assured by SSN to check that all validation errors have 

been addressed. If any critical errors remain the report will be rejected with summary 

comments explaining what needs to be resolved before re-submitting the report. 
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Annex 1 – Security messages for internet browsers 

On opening the link, a security message will usually show as follows: 

Firefox:  

Your Connection is not secure. The owner of 

stage.scotxed.net has configured their website 

improperly. To protect your information from being 

stolen, Firefox has not connected to this website.   

Click Advanced then Add Exception. 

 

Click 

Confirm 

Security 

Exception. 

 

 

 

 

 

Internet Explorer  

There is a problem with this website's 
security certificate. The security 
certificate presented by this website 
was not issued by a trusted certificate 
authority. The security certificate 
presented by this website was issued 
for a different website's address. 
Security certificate problems may 
indicate an attempt to fool you or 
intercept any data you send to the 
server. Security certificate problems 
may indicate an attempt to fool you or 
intercept any data you send to the 

server.  

Click Continue to this website (not recommended). 
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Safari   

The identity of stage.scotxed.net cannot be verified by 

Safari.  Review the certificate details to continue.   

Click Continue  

  

 

 

 

Chrome  

Your connection is not private.  Attackers 

might be trying to steal your information 

from stage.scotxed.net   

Click Advanced  and message shows: 

This server could not prove that it is 

stage.scotxed.net; its security certificate is 

not trusted by Chrome.  This may be 

caused by a misconfiguration or an attacker intercepting your connection.   

Click ‘Proceed to stage.scotxed.net (unsafe)  
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