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Overview 
 
This guidance document will explain how to ‘Sign off data’. 
 
1) The ‘sign-off’ process 
Check business rules (see guidance: 
http://www.food.gov.uk/multimedia/pdfs/enforcement/laemsbusinessrules.pdf 
 
Mark data as checked (no further changes can be made to data unless it is unchecked – see 
page 9). 
HoS user signs off (no further changes can be made to the data) 
 
2) Signing-off data 
 
If you are happy with the data as shown in the data summary screens, you are now ready for 
this to be signed-off by the Head of Service (HoS) user. 
 
You first need to ‘check the business rules’ by clicking on ‘Check business rules’ under the 
Check/Sign-off menu: 
 

 
 
 
 
 

 
 

http://www.food.gov.uk/multimedia/pdfs/enforcement/laemsbusinessrules.pdf
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And then click the ‘OK’ button to run the checks: 

 
 
If the checks fail, you will need to address the errors before you can proceed (see the guidance 
on business rules: http://www.food.gov.uk/enforcement/ocddata/laems/generalinfo/) 
 
If the checks are successful, you can mark the data as checked and ready for Head of Service 
sign-off. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

http://www.food.gov.uk/enforcement/ocddata/laems/generalinfo/
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To do this, under the ‘Check/Sign-off’ menu, select ‘Check data’. 
 

 
 
You will now have to enter your password to confirm that you have checked the data and that it 
is ready for sign off by the Head of Service: 
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You will notice that the ‘Current status’ in the top right hand corner of the screen has changed to 
‘Data Checked’. 
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You must now log out, by clicking on the ‘log off’ button, and inform your HoS that the data is 
ready for them to check and sign-off. 
 
3) HoS Sign Off 
 
i) Review data 
 
The HoS must now check the data. First they should log on to their LAEMS account.  
 
They will then be able to review the data summary screens. 
 
Additionally, they will wish to review the performance indicator, which can be accessed via the 
Check/Sign-off menu: 
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Clicking on the performance indicator tab will show the performance indicator for your authority 
and also show how the Food Standards Agency has calculated the figures. 
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ii) Return data to monitoring officer for further work 
 
If the HoS is not happy with the data, they will need to ‘uncheck’ the data so that further work 
may be carried out.  
 
To do this, under the ‘System/Security’ menu, select ‘Reset LA check data’: 
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This will give the following screen and the HoS should enter their password and press the ‘OK’ 
button: 
 

 
 
You will now notice that the current status in the top right hand corner has changed to 
‘Adjustments can be made’.  
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The data is now unchecked and adjustments can be made.  The HoS will wish to inform the 
person responsible for the monitoring return that further work is required and that the data have 
been ‘unchecked’, so that this further work may be carried out. 
 
Once further work has been completed, you will need to repeat the sign-off process i.e. check 
business rules, mark data as checked and sign-off by HoS. 
 
 
iii) Sign-off data 
 
If the HoS is happy with the data, then they will need to click onto the ‘sign off’ tab and enter in 
their password and press OK. This will then finalise the process. 
 

 
 
The HoS should enter their password to confirm that the data are accurate and that they are 
happy to sign-off: 
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You will notice that the ‘Current status’ in the top right of the screen has changed to ‘Sign-off’. 
Please note that no further adjustments or uploads can now be made.  
If you wish to change the data after it has been signed off, you will need to contact the FSA to 
unlock the LAEMS database. 
 
 
 

PLEASE NOTE: ALL DATA IN THE SCREENSHOTS ARE USED AS EXAMPLES ONLY. 
 
 

END OF DOCUMENT 


