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This guidance has been developed to assist Local Authorities in 

submitting their Annual Reports to the LAQM Portal. The following 

steps are covered:

• Uploading diffusion tube and automatic monitoring data to the 

respective data entry systems;

• Report upload and submission requirements;

• The appraisal process.

If you experience any issues using the LAQM Portal, please 

contact the LAQM Portal Admin Team in the first instance. For any 

other LAQM queries, please contact the LAQM Helpdesk.

Admin.LAQMPortal@bureauveritas.com

LAQM Portal Admin Team:

LAQMHelpdesk@bureauveritas.com

LAQM Helpdesk Team:

0800 032 7953

Overview

Version 2.0

https://www.laqmportal.co.uk/login
mailto:Admin.LAQMPortal@bureauveritas.com
mailto:LAQMHelpdesk@bureauveritas.com
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L A Q M  S U B M I S S I O N  G U I D A N C E  –  E N G L A N D  ( E X C L U D I N G  L O N D O N )

1. SUBMIT MONITORING DATA AND TOP 3 MEASURES

• Upload of diffusion tube data to the Diffusion Tube Data Entry System (DTDES) on the LAQM Portal is mandatory. 

• Upload of automatic data to the new Automatic Data Entry System (ADES) is mandatory. 

• Submission of the Top 3 Measures to the LAQM Portal is mandatory: these should be the highlighted top 3 measures from Table 2.2 

– Progress on Measures to Improve Air Quality in the ASR.

2. SUBMIT THE REPORT

• The ASR must be submitted to the relevant submission slot on the LAQM Portal. Monitoring data must be uploaded before the report 
submission slot can be accessed. The report can only be submitted once all mandatory data has been uploaded.

• The excel datatables file no longer needs to be submitted alongside the ASR.

• The submission will first be checked by the admin team who will contact you if anything is missing. Once it has passed the initial 
checks it will go for appraisal. 

• The report is then sent to Defra for approval. 

• Local authorities are contacted via email when the submission has been approved, at which point the appraisal report will be available 
to view on the Submission page.

The LAQM submission process was updated for the 2025 reporting year and will apply to all future reporting 
years.

3. CHECKING AND APPRAISAL



THE REPORTING PAGE
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L A Q M  S U B M I S S I O N  G U I D A N C E  –  E N G L A N D  ( E X C L U D I N G  L O N D O N )

After logging in, access the Reporting Page by clicking on 
‘Reporting’ in the tool bar on the left-hand side of the Login page:

The reporting page contains links to the Data Entry Systems for monitoring data and to the Top 3 Measures submission page. Local authorities 
can upload the data required by clicking on the relevant upload buttons.



1. UPLOADING MONITORING DATA – DIFFUSION TUBES

1 .  S U B M I T T I N G  M O N I T O R I N G  D A T A  A N D  T O P  3  M E A S U R E S

1. EXPORT THE DATA

2. UPLOAD THE DATA

6

i. Diffusion Tube monitoring data should be exported from either the 

Diffusion Tube Data Processing Tool (DTDPT) or the DTDES Upload 

Template by pressing the button at the top left corner of the ‘DTDES 

Inputs’ tab (shown across). 

ii. Save the exported .xlsx file to an appropriate location on your computer 

when prompted. This file can then be uploaded directly to the DTDES.

i. Navigate to the DTDES by clicking the ‘Upload 202X Diffusion Tube 

Data’ button on the Reporting page.

ii. Check the monitoring year is correct. Please note this is not the 

same as the reporting year.

iii. Drag the .xlsx file into the submission box or press ‘Browse Files’ and 

locate the exported file.

iv. The system will indicate if the data has been submitted successfully or 

if any errors have been detected.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  E N G L A N D  ( E X C L U D I N G  L O N D O N )

https://laqm.defra.gov.uk/air-quality/air-quality-assessment/diffusion-tube-data-processing-tool/
https://laqm.defra.gov.uk/air-quality/air-quality-assessment/diffusion-tube-data-processing-tool/
https://laqm.defra.gov.uk/air-quality/air-quality-assessment/diffusion-tube-data-processing-tool/
https://laqm.defra.gov.uk/air-quality/air-quality-assessment/diffusion-tube-data-processing-tool/
https://laqm.defra.gov.uk/air-quality/air-quality-assessment/diffusion-tube-data-processing-tool/
https://laqm.defra.gov.uk/air-quality/air-quality-assessment/diffusion-tube-data-processing-tool/
https://laqm.defra.gov.uk/wp-content/uploads/2025/02/Diffusion-Tube-Data-Entry-System-DTDES-Template-v3.0.xlsb
https://laqm.defra.gov.uk/wp-content/uploads/2025/02/Diffusion-Tube-Data-Entry-System-DTDES-Template-v3.0.xlsb
https://laqm.defra.gov.uk/wp-content/uploads/2025/02/Diffusion-Tube-Data-Entry-System-DTDES-Template-v3.0.xlsb


2. UPLOADING MONITORING DATA – AUTOMATIC SITES

i. Automatic monitoring data should be exported from either the 

Automatic Data Processing Tool or the ADES Upload Template by 

pressing the button at the top left corner of the ‘ADES Inputs’ tab 

(shown across). 

1 .  S U B M I T T I N G  M O N I T O R I N G  D A T A  A N D  T O P  3  M E A S U R E S

1. EXPORT THE DATA

i. To upload the data, navigate to the ADES by clicking on the ‘Upload 202X Automatic Data’ 

button on the Reporting page.

ii. Ensure the monitoring year is correct. Please note this is not the same as the reporting year.

iii. Drag the .xlsx file into the submission box or press ‘Browse Files’ and locate the exported file.

iv. The system will indicate if the data has been submitted successfully or if any errors have been 

detected.

2. UPLOAD THE DATA

ii. Save the exported .xlsx file to a sensible location on your computer 

when prompted. This file can then be uploaded directly to the ADES.

If no automatic monitoring was undertaken, select the ‘Local Authority 

does not have any monitoring data to upload’ box on the Reporting page:

FOR LOCAL AUTHORITIES WITH NO AUTOMATIC SITES

L A Q M  S U B M I S S I O N  G U I D A N C E  –  E N G L A N D  ( E X C L U D I N G  L O N D O N )
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https://laqm.defra.gov.uk/air-quality/air-quality-assessment/automatic-data-processing-tool/
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https://laqm.defra.gov.uk/wp-content/uploads/2025/02/Automatic-Data-Entry-System-ADES-Template-v1.0.xlsm


3. SUBMITTING THE TOP 3 MEASURES

1 .  S U B M I T T I N G  M O N I T O R I N G  D A T A  A N D  T O P  3  M E A S U R E S

1. DETERMINE THE TOP 3 MEASURES

i. The Top 3 Measures should be the first 3 measures from Table 2.2 – Progress on Measures to Improve Air Quality. These 

should be the 3 key measures that your local authority would like to raise awareness of amongst local communities.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  E N G L A N D  ( E X C L U D I N G  L O N D O N )

2. SUBMIT THE TOP 3 MEASURES TO THE LAQM PORTAL

i. Select the ‘Add Top 3 Measures’ button on the LAQM Portal Reporting page.

ii. For each measure, add the Measure Titles, Estimated/Actual 

Completion Dates and Organisations Involved into the relevant 

sections of the pop-up box that appears.

ii. Once information for all 3 measures has been inputted, click ‘Add 

Measures’ to submit.

8

Please do not use acronyms, complex terminology or jargon 

within the description of the actions or when listing the 

organisations involved in delivery. Please refer to this FAQ 

for further guidance.

ii

iii

https://laqm.defra.gov.uk/faqs/faq-146-top-three-air-quality-actions/


4. UPLOADING THE REPORT

2 .  S U B M I T T I N G  T H E  R E P O R T

i. On the Reporting page, under the section ‘List of Annual Reports’ 

click ‘Waiting for Submission’ to open the Update Report page.

ii. Add the LA Report Reference/Title.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  E N G L A N D  ( E X C L U D I N G  L O N D O N )
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iii. Upload the ASR by clicking on the ‘Choose Files’ button next the the Main file submission. 

Please note: The excel datatables file required in previous years’ no longer needs to be uploaded.



5. CHECKING THE LOCAL AUTHORITY DETAILS

2 .  S U B M I T T I N G  T H E  R E P O R T

i. Click on the ‘Check LA Details’ box in the ‘Check Local 

Authority Details’ section of the Submission page.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  E N G L A N D  ( E X C L U D I N G  L O N D O N )
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ii. A pop-up box will then appear – check that the 

details in this box are correct. Red stars mark 

mandatory inputs (Local Authority Name, Air Quality 

/ Environmental Health / General Enquires Mailbox 

and General Air Quality Website).

iii. To confirm these details as correct, select the 

tickbox at the bottom right-hand corner of the pop-

up.

iv. Click ‘Save Local Authority Details’ to confirm the 

details have been checked and return to the 

Submission page.

Before the report can be submitted, the local authority 

details must be checked. This can be done from the 

Submission page.



6. CHECKING THE DATA AND SUBMITTING THE REPORT

2 .  S U B M I T T I N G  T H E  R E P O R T

i. On the Submission page, check that all boxes in the 

‘Check Supporting Data’ section are green. This 

indicates that all required supporting data has been 

successfully uploaded. All required data must be 

uploaded before the report can be submitted.

ii. Once you have checked your submission, press ‘Save 

Progress’. 

iii. The ‘Submit Annual Report’ button will then become 

visible. Check the details and report version you have 

uploaded are correct, then click this button to submit 

the report.

iv. Go back to the Reporting page - the status of the 

report should now say ‘Waiting to be Checked by the 

Appraisal Team’. This indicates that the report has 

been submitted successfully. If anything is missing 

from your submission, the LAQM Portal Admin Team 

will contact you via email.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  E N G L A N D  ( E X C L U D I N G  L O N D O N )
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LAQM SUBMISSION STEPS
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The LAQM submission process was updated for the 2026 reporting year and will apply to all future reporting 
years.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  L O N D O N

1. SUBMIT MONITORING DATA AND TOP 3 MEASURES

• Upload of diffusion tube data to the Diffusion Tube Data Entry System (DTDES) on the LAQM Portal is mandatory. 

• Upload of automatic data to the new Automatic Data Entry System (ADES) is mandatory. 

• Submission of the Top 3 Measures to the LAQM Portal is mandatory: these should be the highlighted top 3 measures from Table M. 

Delivery of Air Quality Action Plan Measures to Improve Air Quality in the ASR.

2. SUBMIT THE REPORT

• The ASR must be submitted to the relevant submission slot on the LAQM Portal. Monitoring data must be uploaded before the report 
submission slot can be accessed. The report can only be submitted once all mandatory data has been uploaded.

• The submission will first be checked by the admin team who will contact you if anything is missing. Once it has passed the initial 
checks it will go for appraisal. 

• The report is then sent to Defra/DA for approval. 

• Local authorities are contacted via email when the submission has been approved, at which point the appraisal report will be available 
to view on the Submission page.

3. CHECKING AND APPRAISAL



THE REPORTING PAGE
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The reporting page contains links to the Data Entry Systems for monitoring data and to the Top 3 Measures 
submission page. Local authorities can upload the data required by clicking on the relevant upload buttons.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  L O N D O N

Link to Diffusion Tube Data 
Entry System (DTDES) for 
upload of diffusion tube 
data.

Link to Automatic Data 
Entry System (ADES) for 
upload of automatic 
monitoring data.

Opens pop-up which 
allows submission of the 
Top 3 Measures



1. UPLOADING MONITORING DATA – DIFFUSION TUBES

1 .  S U B M I T T I N G  M O N I T O R I N G  D A T A  A N D  T O P  3  M E A S U R E S

1. EXPORT THE DATA

2. UPLOAD THE DATA

15

i. Diffusion Tube monitoring data should be exported from either the 

Diffusion Tube Data Processing Tool (DTDPT) or the DTDES Upload 

Template by pressing the button at the top left corner of the ‘DTDES 

Inputs’ tab (shown across). 

ii. Save the exported .xlsx file to an appropriate location on your computer 

when prompted. This file can then be uploaded directly to the DTDES.

i. Navigate to the DTDES by clicking the ‘Upload 202X Diffusion Tube 

Data’ button on the Reporting page.

ii. Check the monitoring year is correct. 

iii. Drag the .xlsx file into the submission box or press ‘Browse Files’ and 

locate the exported file.

iv. The system will indicate if the data has been submitted successfully or 

if any errors have been detected.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  L O N D O N

https://laqm.defra.gov.uk/air-quality/air-quality-assessment/diffusion-tube-data-processing-tool/
https://laqm.defra.gov.uk/air-quality/air-quality-assessment/diffusion-tube-data-processing-tool/
https://laqm.defra.gov.uk/air-quality/air-quality-assessment/diffusion-tube-data-processing-tool/
https://laqm.defra.gov.uk/air-quality/air-quality-assessment/diffusion-tube-data-processing-tool/
https://laqm.defra.gov.uk/air-quality/air-quality-assessment/diffusion-tube-data-processing-tool/
https://laqm.defra.gov.uk/air-quality/air-quality-assessment/diffusion-tube-data-processing-tool/
https://laqm.defra.gov.uk/wp-content/uploads/2025/02/Diffusion-Tube-Data-Entry-System-DTDES-Template-v3.0.xlsb
https://laqm.defra.gov.uk/wp-content/uploads/2025/02/Diffusion-Tube-Data-Entry-System-DTDES-Template-v3.0.xlsb
https://laqm.defra.gov.uk/wp-content/uploads/2025/02/Diffusion-Tube-Data-Entry-System-DTDES-Template-v3.0.xlsb


2. UPLOADING MONITORING DATA – AUTOMATIC SITES

i. Automatic monitoring data should be exported from either the 

Automatic Data Processing Tool or the ADES Upload Template by 

pressing the button at the top left corner of the ‘ADES Inputs’ tab 

(shown across). 

1 .  S U B M I T T I N G  M O N I T O R I N G  D A T A  A N D  T O P  3  M E A S U R E S

1. EXPORT THE DATA

i. To upload the data, navigate to the ADES by clicking on the ‘Upload 202X Automatic Data’ 

button on the Reporting page.

ii. Ensure the monitoring year is correct. 

iii. Drag the .xlsx file into the submission box or press ‘Browse Files’ and locate the exported file.

iv. The system will indicate if the data has been submitted successfully or if any errors have been 

detected.

2. UPLOAD THE DATA

ii. Save the exported .xlsx file to a sensible location on your computer 

when prompted. This file can then be uploaded directly to the ADES.

If no automatic monitoring was undertaken, select the ‘Local Authority 

does not have any monitoring data to upload’ box on the Reporting page:

16

FOR LOCAL AUTHORITIES WITH NO AUTOMATIC SITES

L A Q M  S U B M I S S I O N  G U I D A N C E  –  L O N D O N

https://laqm.defra.gov.uk/air-quality/air-quality-assessment/automatic-data-processing-tool/
https://laqm.defra.gov.uk/air-quality/air-quality-assessment/automatic-data-processing-tool/
https://laqm.defra.gov.uk/air-quality/air-quality-assessment/automatic-data-processing-tool/
https://laqm.defra.gov.uk/air-quality/air-quality-assessment/automatic-data-processing-tool/
https://laqm.defra.gov.uk/wp-content/uploads/2025/02/Automatic-Data-Entry-System-ADES-Template-v1.0.xlsm
https://laqm.defra.gov.uk/wp-content/uploads/2025/02/Automatic-Data-Entry-System-ADES-Template-v1.0.xlsm
https://laqm.defra.gov.uk/wp-content/uploads/2025/02/Automatic-Data-Entry-System-ADES-Template-v1.0.xlsm


3. SUBMITTING THE TOP 3 MEASURES (RECOMMENDED)

1 .  S U B M I T T I N G  M O N I T O R I N G  D A T A  A N D  T O P  3  M E A S U R E S

1. DETERMINE THE TOP 3 MEASURES

i. The Top 3 Measures should be the first 3 measures from Table M. Delivery of Air Quality Action Plan Measures to 

Improve Air Quality. These should be the 3 key measures that your local authority would like to raise awareness of 

amongst local communities.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  L O N D O N

2. SUBMIT THE TOP 3 MEASURES TO THE LAQM PORTAL

i. Select the ‘Add Top 3 Measures’ button on the LAQM Portal Reporting page.

ii. For each measure, add the Measure Titles, Estimated/Actual Completion 

Dates and Organisations Involved into the relevant sections of the pop-up 

box that appears.

ii. Once information for all 3 measures has been inputted, click ‘Add 

Measures’ to submit.
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Do not use acronyms, complex terminology or jargon within 

the description of the actions or when listing the 

organisations involved in delivery. Please refer to this FAQ 

for further guidance.

ii

iii

i

https://laqm.defra.gov.uk/faqs/faq-146-top-three-air-quality-actions/


4. UPLOADING THE REPORT

2 .  S U B M I T T I N G  T H E  R E P O R T

L A Q M  S U B M I S S I O N  G U I D A N C E  –  L O N D O N

18

i. On the Reporting page, under the section ‘List of Annual Reports’ 

click ‘Waiting for Submission’ to open the Update Report page.

ii. Add the LA Report Reference/Title.

iii. Upload the ASR by clicking on the ‘Choose Files’ button next the 

the Main file submission.



5. CHECKING THE LOCAL AUTHORITY DETAILS

2 .  S U B M I T T I N G  T H E  R E P O R T

i. Click on the ‘Check LA Details’ box in the ‘Check Local 

Authority Details’ section of the Submission page.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  L O N D O N
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ii. A pop-up box will then appear – check that the 

details in this box are correct. Red stars mark 

mandatory inputs (Local Authority Name, Air Quality 

/ Environmental Health / General Enquires Mailbox 

and General Air Quality Website).

iii. To confirm these details as correct, select the 

tickbox at the bottom left-hand corner of the pop-up.

iv. Click ‘Save Local Authority Details’ to confirm the 

details have been checked and return to the 

Submission page.

Before the report can be submitted, the local authority 

details must be checked. This can be done from the 

Submission page.



6. CHECKING THE DATA AND SUBMITTING THE REPORT

2 .  S U B M I T T I N G  T H E  R E P O R T

i. On the submission page, check that all boxes in the 

‘Check Supporting Data’ section are green. This 

indicates that all required supporting data has been 

successfully uploaded. All required data must be 

uploaded before the report can be submitted.

ii. Once you have checked your submission, press ‘Save 

Progress’. 

iii. The ‘Submit Annual Report’ button will then become 

visible. Check the details and report version you have 

uploaded are correct, then click this button to submit 

the report.

iv. Go back to the Reporting page - the status of the 

report should now say ‘Waiting to be Checked by the 

Appraisal Team’. This indicates that the report has 

been submitted successfully. If anything is missing 

from your submission, the LAQM Portal Admin Team 

will contact you via email.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  L O N D O N
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LAQM SUBMISSION STEPS

22

1. SUBMIT MONITORING DATA AND TOP 3 MEASURES

• Uploading Diffusion Tube data to the Diffusion Tube Data Entry System (DTDES) on the LAQM Portal is recommended. 

• Submission of the Top 3 Measures to the LAQM Portal is recommended: these should be the 3 key measures in Table 9.1 – Action 
Plan Progress from the latest Progress Report that your local authority would like to raise awareness of amongst local communities.

2. SUBMIT THE REPORT

• The Progress Report/Updating and Screening Assessment (PR/USA) must be submitted to the relevant submission slot on the LAQM 
Portal.

• The submission will first be checked by the admin team who will contact you if anything is missing. Once it has passed the initial 
checks it will go for appraisal. 

• The report is then sent to Defra/DA for approval. 

• District councils are contacted via email when the submission has been approved, at which point the appraisal report will be available 
to view on the Submission page.

The LAQM submission process was updated for the 2025 reporting year and will apply to all future reporting 
years.

3. CHECKING AND APPRAISAL

L A Q M  S U B M I S S I O N  G U I D A N C E  –  N O R T H E R N  I R E L A N D



THE REPORTING PAGE
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The reporting page contains links to the Data Entry Systems for monitoring data and to the Top 3 Measures 
submission page. District councils can upload the data required by clicking on the relevant upload buttons.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  N O R T H E R N  I R E L A N D



1. UPLOADING MONITORING DATA – DIFFUSION TUBES (RECOMMENDED)

1 .  S U B M I T T I N G  M O N I T O R I N G  D A T A  A N D  T O P  3  M E A S U R E S

1. EXPORT THE DATA

2. UPLOAD THE DATA

24

i. Diffusion Tube monitoring data should be exported from either the 

Diffusion Tube Data Processing Tool (DTDPT) or the DTDES Upload 

Template by pressing the button at the top left corner of the ‘DTDES 

Inputs’ tab (shown across). 

ii. Save the exported .xlsx file to an appropriate location on your computer 

when prompted. This file can then be uploaded directly to the DTDES.

i. Navigate to the DTDES by clicking the ‘Upload 202X Diffusion Tube 

Data’ button on the Reporting page.

ii. Check the monitoring year is correct. Please note this is not the 

same as the reporting year.

iii. Drag the .xlsx file into the submission box or press ‘Browse Files’ and 

locate the exported file.

iv. The system will indicate if the data has been submitted successfully or 

if any errors have been detected.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  N O R T H E R N  I R E L A N D
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2. SUBMITTING THE TOP 3 MEASURES (RECOMMENDED)

1 .  S U B M I T T I N G  M O N I T O R I N G  D A T A  A N D  T O P  3  M E A S U R E S

1. DETERMINE THE TOP 3 MEASURES

i. The Top 3 Measures should be the first 3 measures from Table 9.1 – Action Plan Progress from the latest Progress 

Report. These should be the 3 key measures that your local authority would like to raise awareness of amongst local 

communities.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  N O R T H E R N  I R E L A N D

2. SUBMIT THE TOP 3 MEASURES TO THE LAQM PORTAL

i. Select the ‘Add Top 3 Measures’ button on the LAQM Portal Reporting page.

ii. For each measure, add the Measure Titles, Estimated/Actual 

Completion Dates and Organisations Involved into the relevant 

sections of the pop-up box that appears.

ii. Once information for all 3 measures has been inputted, click ‘Add 

Measures’ to submit.
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Do not use acronyms, complex terminology or jargon within 

the description of the actions or when listing the 

organisations involved in delivery. Please refer to this FAQ 

for further guidance.

i

https://laqm.defra.gov.uk/faqs/faq-146-top-three-air-quality-actions/


3. UPLOADING THE REPORT

2 .  S U B M I T T I N G  T H E  R E P O R T

i. On the Reporting page, click ‘Submit Annual Report’ to open the 

Update Report page.

ii. Add the LA Report Reference/Title and the Submit Date. 

iii. Upload the PR/USA by clicking on the ‘Choose Files’ button next 

the the Main file submission. 

L A Q M  S U B M I S S I O N  G U I D A N C E  –  N O R T H E R N  I R E L A N D
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4. CHECKING THE LOCAL AUTHORITY DETAILS

2 .  S U B M I T T I N G  T H E  R E P O R T

i. Click on the ‘Check LA Details’ box in the ‘Check Local 

Authority Details’ section of the Submission page.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  N O R T H E R N  I R E L A N D
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ii. A pop-up box will then appear – check that the 

details in this box are correct. Red stars mark 

mandatory inputs (Local Authority Name, Air Quality 

/ Environmental Health / General Enquires Mailbox 

and General Air Quality Website).

iii. To confirm these details as correct, select the 

tickbox at the bottom left-hand corner of the pop-up.

iv. Click ‘Save Local Authority Details’ to confirm the 

details have been checked and return to the 

Submission page.

Before the report can be submitted, the local authority 

details must be checked. This can be done from the 

Submission page.



5. CHECKING THE DATA AND SUBMITTING THE REPORT

2 .  S U B M I T T I N G  T H E  R E P O R T

i. On the Submission page, check that all boxes in the 

‘Check Supporting Data’ section are green. This 

indicates that all required supporting data has been 

successfully uploaded. All required data must be 

uploaded before the report can be submitted. Please 

note: submission of Top 3 Measures is recommended.

ii. Once you have checked your submission, press ‘Save 

Progress’. 

iii. The ‘Submit Annual Report’ button will then become 

visible. Check the details and report version you have 

uploaded are correct, then click this button to submit 

the report.

iv. Go back to the Reporting page - the status of the 

report should now say ‘Waiting to be Checked by the 

Appraisal Team’. This indicates that the report has 

been submitted successfully. If anything is missing 

from your submission, the LAQM Portal Admin Team 

will contact you via email.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  N O R T H E R N  I R E L A N D
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LAQM SUBMISSION STEPS

30

1. SUBMIT MONITORING DATA AND TOP 3 MEASURES

• Submission of diffusion tube data to the Diffusion Tube Data Entry System (DTDES) on the LAQM Portal is mandatory.

• Submission of the Top 3 Measures to the LAQM Portal is mandatory: these should be the highlighted top 3 measures from Table 2.2 
– Progress on Measures to Improve Air Quality in the APR.

2. SUBMIT THE REPORT

• The APR must be submitted to the relevant submission slot on the LAQM Portal. Monitoring data must be uploaded before the report 
submission slot can be accessed. The report can only be submitted once all mandatory data has been uploaded.

• The excel datatables file no longer needs to be submitted alongside the ASR.

• The submission will first be checked by the admin team who will contact you if anything is missing. Once it has passed the initial 
checks it will go for appraisal. 

• The report is then sent to Defra/DA for approval. 

• Local authorities are contacted via email when the submission has been approved, at which point the appraisal report will be available 
to view on the Submission page.

The LAQM submission process was updated for the 2025 reporting year and will apply to all future reporting 
years.

3. CHECKING AND APPRAISAL

L A Q M  S U B M I S S I O N  G U I D A N C E  –  S C O T L A N D



THE REPORTING PAGE
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The reporting page contains links to the Data Entry Systems for monitoring data and to the Top 3 Measures 
submission page. Local authorities can upload the data required by clicking on the relevant upload buttons.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  S C O T L A N D



1. UPLOADING MONITORING DATA – DIFFUSION TUBES

1 .  S U B M I T T I N G  M O N I T O R I N G  D A T A  A N D  T O P  3  M E A S U R E S

1. EXPORT THE DATA

2. UPLOAD THE DATA

32

i. Diffusion Tube monitoring data should be exported from either the 

Diffusion Tube Data Processing Tool (DTDPT) or the DTDES Upload 

Template by pressing the button at the top left corner of the ‘DTDES 

Inputs’ tab (shown across). 

ii. Save the exported .xlsx file to an appropriate location on your computer 

when prompted. This file can then be uploaded directly to the DTDES.

i. Navigate to the DTDES by clicking the ‘Upload 202X Diffusion Tube 

Data’ button on the Reporting page.

ii. Check the monitoring year is correct. Please note this is not the 

same as the reporting year.

iii. Drag the .xlsx file into the submission box or press ‘Browse Files’ and 

locate the exported file.

iv. The system will indicate if the data has been submitted successfully or 

if any errors have been detected.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  S C O T L A N D
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2. SUBMITTING THE TOP 3 MEASURES

1 .  S U B M I T T I N G  M O N I T O R I N G  D A T A  A N D  T O P  3  M E A S U R E S

1. DETERMINE THE TOP 3 MEASURES

i. The Top 3 Measures should be the first 3 measures from Table 2.2 – Progress on Measures to Improve Air Quality. These 

should be the 3 key measures that your local authority would like to raise awareness of amongst local communities.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  S C O T L A N D

2. SUBMIT THE TOP 3 MEASURES TO THE LAQM PORTAL

i. Select the ‘Add Top 3 Measures’ button on the LAQM Portal Reporting page.

ii. For each measure, add the Measure Titles, Estimated/Actual 

Completion Dates and Organisations Involved into the relevant 

sections of the pop-up box that appears.

ii. Once information for all 3 measures has been inputted, click ‘Add 

Measures’ to submit.
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Do not use acronyms, complex terminology or jargon within 

the description of the actions or when listing the 

organisations involved in delivery. Please refer to this FAQ 

for further guidance.

ii

iii

https://laqm.defra.gov.uk/faqs/faq-146-top-three-air-quality-actions/


3. UPLOADING THE REPORT

2 .  S U B M I T T I N G  T H E  R E P O R T

i. On the Reporting page, under the section ‘List of Annual Reports’ 

click ‘Waiting for Submission’ to open the Update Report page.

ii. Add the LA Report Reference/Title and the Submit Date. 

iii. Upload the APR by clicking on the ‘Choose Files’ button next the 

the Main file submission. 

L A Q M  S U B M I S S I O N  G U I D A N C E  –  S C O T L A N D
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4. CHECKING THE LOCAL AUTHORITY DETAILS

2 .  S U B M I T T I N G  T H E  R E P O R T

i. Click on the ‘Check LA Details’ box in the ‘Check Local 

Authority Details’ section of the Submission page.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  S C O T L A N D
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ii. A pop-up box will then appear – check that the 

details in this box are correct. Red stars mark 

mandatory inputs (Local Authority Name, Air Quality 

/ Environmental Health / General Enquires Mailbox 

and General Air Quality Website).

iii. To confirm these details as correct, select the 

tickbox at the bottom left-hand corner of the pop-up.

iv. Click ‘Save Local Authority Details’ to confirm the 

details have been checked and return to the 

Submission page.

Before the report can be submitted, the local authority 

details must be checked. This can be done from the 

Submission page.



5. CHECKING THE DATA AND SUBMITTING THE REPORT

2 .  S U B M I T T I N G  T H E  R E P O R T

i. On the submission page, check that all boxes in the 

‘Check Supporting Data’ section are green. This 

indicates that all required supporting data has been 

successfully uploaded. All required data must be 

uploaded before the report can be submitted.

ii. Once you have checked your submission, press ‘Save 

Progress’. 

iii. The ‘Submit Annual Report’ button will then become 

visible. Check the details and report version you have 

uploaded are correct, then click this button to submit 

the report.

iv. Go back to the Reporting page - the status of the 

report should now say ‘Waiting to be Checked by the 

Appraisal Team’. This indicates that the report has 

been submitted successfully. If anything is missing 

from your submission, the LAQM Portal Admin Team 

will contact you via email.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  S C O T L A N D
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LAQM SUBMISSION STEPS
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The LAQM submission process was updated for the 2025 reporting year. The new submission requirements are 
outlined below and will also apply to future reporting years.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  W A L E S

1. SUBMIT MONITORING DATA AND TOP 3 MEASURES

• Upload of diffusion tube data to the Diffusion Tube Data Entry System (DTDES) on the LAQM Portal is mandatory. 

• Upload of automatic data to the new Automatic Data Entry System (ADES) is mandatory. 

• Submission of the Top 3 Measures to the LAQM Portal is mandatory: these should be the highlighted top 3 measures from Table 1.2 

– Progress on Measures to Improve Air Quality in the APR.

2. SUBMIT THE REPORT

• The APR must be submitted to the relevant submission slot on the LAQM Portal. Monitoring data must be uploaded before the report 
submission slot can be accessed. The report can only be submitted once all mandatory data has been uploaded.

• The submission will first be checked by the admin team who will contact you if anything is missing. Once it has passed the initial 
checks it will go for appraisal. 

• The report is then sent to Defra/DA for approval. 

• Local authorities are contacted via email when the submission has been approved, at which point the appraisal report will be available 
to view on the Submission page.

3. CHECKING AND APPRAISAL



THE REPORTING PAGE
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The reporting page contains links to the Data Entry Systems for monitoring data and to the Top 3 Measures 
submission page. Local authorities can upload the data required by clicking on the relevant upload buttons.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  W A L E S



1. UPLOADING MONITORING DATA – DIFFUSION TUBES

1 .  S U B M I T T I N G  M O N I T O R I N G  D A T A  A N D  T O P  3  M E A S U R E S

1. EXPORT THE DATA

2. UPLOAD THE DATA

40

i. Diffusion Tube monitoring data should be exported from either the 

Diffusion Tube Data Processing Tool (DTDPT) or the DTDES Upload 

Template by pressing the button at the top left corner of the ‘DTDES 

Inputs’ tab (shown across). 

ii. Save the exported .xlsx file to an appropriate location on your computer 

when prompted. This file can then be uploaded directly to the DTDES.

i. Navigate to the DTDES by clicking the ‘Upload 202X Diffusion Tube 

Data’ button on the reporting page.

ii. Check the monitoring year is correct. Please note this is not the 

same as the reporting year.

iii. Drag the .xlsx file into the submission box or press ‘Browse Files’ and 

locate the exported file.

iv. The system will indicate if the data has been submitted successfully or 

if any errors have been detected.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  W A L E S
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2. UPLOADING MONITORING DATA – AUTOMATIC SITES

i. Automatic monitoring data should be exported from either the 

Automatic Data Processing Tool or the ADES Upload Template by 

pressing the button at the top left corner of the ‘ADES Inputs’ tab 

(shown across). 

1 .  S U B M I T T I N G  M O N I T O R I N G  D A T A  A N D  T O P  3  M E A S U R E S

1. EXPORT THE DATA

i. To upload the data, navigate to the ADES by clicking on the ‘Upload 202X Automatic Data’ 

button on the Reporting page.

ii. Ensure the monitoring year is correct. Please note this is not the same as the reporting year.

iii. Drag the .xlsx file into the submission box or press ‘Browse Files’ and locate the exported file.

iv. The system will indicate if the data has been submitted successfully or if any errors have been 

detected.

2. UPLOAD THE DATA

ii. Save the exported .xlsx file to a sensible location on your computer 

when prompted. This file can then be uploaded directly to the ADES.

If no automatic monitoring was undertaken, select the ‘Local Authority 

does not have any monitoring data to upload’ box on the Reporting page:

FOR LOCAL AUTHORITIES WITH NO AUTOMATIC SITES

L A Q M  S U B M I S S I O N  G U I D A N C E  –  W A L E S
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3. SUBMITTING THE TOP 3 MEASURES

1 .  S U B M I T T I N G  M O N I T O R I N G  D A T A  A N D  T O P  3  M E A S U R E S

1. DETERMINE THE TOP 3 MEASURES

i. The Top 3 Measures should be the first 3 measures from Table 1.2 – Progress on Measures to Improve Air Quality. These 

should be the 3 key measures that your local authority would like to raise awareness of amongst local communities.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  W A L E S

2. SUBMIT THE TOP 3 MEASURES TO THE LAQM PORTAL

i. Select the ‘Add Top 3 Measures’ button on the LAQM Portal Reporting page.

ii. For each measure, add the Measure Titles, Estimated/Actual 

Completion Dates and Organisations Involved into the relevant sections 

of the pop-up box that appears.

ii. Once information for all 3 measures has been inputted, click ‘Add 

Measures’ to submit.
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Do not use acronyms, complex terminology or jargon within 

the description of the actions or when listing the 

organisations involved in delivery. Please refer to this FAQ 

for further guidance.

ii

iii

https://laqm.defra.gov.uk/faqs/faq-146-top-three-air-quality-actions/


4. UPLOADING THE REPORT

2 .  S U B M I T T I N G  T H E  R E P O R T

i. On the Reporting page, under the section ‘List of Annual Reports’ 

click ‘Waiting for Submission’ to open the Update Report page. 

ii. Add the LA Report Reference/Title and the Submit Date.

iii. Upload the APR by clicking on the ‘Choose Files’ button next the 

the Main file submission. 

L A Q M  S U B M I S S I O N  G U I D A N C E  –  W A L E S
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5. CHECKING THE LOCAL AUTHORITY DETAILS

2 .  S U B M I T T I N G  T H E  R E P O R T

i. Click on the ‘Check LA Details’ box in the ‘Check Local 

Authority Details’ section of the Submission page.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  W A L E S
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ii. A pop-up box will then appear – check that the 

details in this box are correct. Red stars mark 

mandatory inputs (Local Authority Name, Air Quality 

/ Environmental Health / General Enquires Mailbox 

and General Air Quality Website).

iii. To confirm these details as correct, select the 

tickbox at the bottom left-hand corner of the pop-up.

iv. Click ‘Save Local Authority Details’ to confirm the 

details have been checked and return to the 

Submission page.

Before the report can be submitted, the local authority 

details must be checked. This can be done from the 

Submission page.



6. CHECKING THE DATA AND SUBMITTING THE REPORT

2 .  S U B M I T T I N G  T H E  R E P O R T

i. On the submission page, check that all boxes in the 

‘Check Supporting Data’ section are green. This 

indicates that all required supporting data has been 

successfully uploaded. All required data must be 

uploaded before the report can be submitted.

ii. Once you have checked your submission, press ‘Save 

Progress’. 

iii. The ‘Submit Annual Report’ button will then become 

visible. Check the details and report version you have 

uploaded are correct, then click this button to submit 

the report.

iv. Go back to the Reporting page - the status of the 

report should now say ‘Waiting to be Checked by the 

Appraisal Team’. This indicates that the report has 

been submitted successfully. If anything is missing 

from your submission, the LAQM Portal Admin Team 

will contact you via email.

L A Q M  S U B M I S S I O N  G U I D A N C E  –  W A L E S
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THE CHECKING AND APPRAISAL PROCESS

3 .  C H E C K I N G  A N D  A P P R A I S A L

47

1
SUBMISSION CHECKED BY THE APPRAISAL TEAM

The appraisal team will check your submission to ensure that all relevant 

submission requirements have been uploaded. The Admin Team will contact you via 

email if anything is missing from your submission.

2
SUBMISSION APPRAISED

Once your submission has passed the initial checks, the report will be appraised. 

Reports are appraised within 5 weeks of submission.

3
SUBMISSION SENT FOR APPROVAL

The report will then be provided to Defra/Devolved Administrations for approval. 

Once approved, the appraisal report will be available to view on the submission 

page on the LAQM Portal.



WHAT TO DO IF YOUR REPORT IS NOT ACCEPTED?

3 .  C H E C K I N G  A N D  A P P R A I S A L

48

1
If your report has not been accepted, the appraisal report will highlight points that must be 

addressed IN BOLD. 

2 You will need to amend the report to address these points for your report to be accepted.

3
Once the report has been amended, upload it to the new submission slot (a new submission 

slot will automatically appear on the submission page when a report is not accepted).

4
If any of your diffusion tube or continuous monitoring data requires amending, please ensure 

that the amended data is reuploaded to the relevant Data Entry Systems.

5 The amended submission will then go through the appraisal process for a second time.
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WHAT TO DO IF YOU HAVE MORE AUTOMATIC SITES THAN THE ADPT CAN PROCESS

4 .  F A Q S

50

i. First, download the ADES Upload Template and 

select the Local Authority and Monitoring Year 

using the drop-down boxes located at the top of 

the ‘ADES Inputs’ Tab.

ii. In the ADPT, input data for the first set of sites and 

annualise if required. Paste the final outputs from 

the ADPT ‘ADES Inputs’ tab into the corresponding 

pink cells in the ADES template. 

Do not copy over the first three columns 

(Unique ID, Year and Local Authority) as these 

are automatically populated in the ADES Upload 

Template. Data from the pollutant tables tabs 

should also be pasted into the corresponding 

tables in your annual report.

The ADPT (Automatic Data Processing Tool) is currently capable of processing data for 8 monitoring sites (or 4 for each pollutant). For 

local authorities with more monitoring sites than the tool is currently able to process in one go, an Automatic Data Entry System (ADES) 

Upload Template has been developed which can be used in conjunction with the ADPT to process additional site data.

iii. Then, either reset the ADPT or download another version, enter the data for the remaining sites, then paste the new outputs below the 

first set of outputs in the ADES Upload Template.

iv. Once all your data is in the ADES Upload Template, press the export button at the top of the ‘ADES Inputs’ tab. This will generate a 

.xlsx file which can be uploaded direclty to the Automatic Data Entry System on the LAQM Portal.

https://laqm.defra.gov.uk/wp-content/uploads/2026/02/ADES_Template_v2.0.xlsm
https://laqm.defra.gov.uk/wp-content/uploads/2026/02/ADES_Template_v2.0.xlsm
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