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COLLECT and Secure Access

Access to COLLECT is now through the Department’s Secure Access System (SA).

| & Department for Education

Secure access

Forgotten username or password?

D | agree to the terms of use

Welcome to Secure access

The Secure Access Portal allows registered users access to the Department for
Education's systems. Access to systems are granted on an individual basis and
therefore some systems may not be visible.

Announcements

21/08/2014
COLLECT Unavailable - Thursday 21st August from 5pm

Due to essential maintenance COLLECT will be unavailable from 5pm on Thursday 21st August.
The system will be available again on Friday 22nd August.

This does not affect Secure Access so users will still be able to gain access to other systems
during this period.

Full Secure Access guidance is published on the Secure Access Website.

| 8% Department for Education

Secure access

m Administration

Swgned in as Christine Rutherford from Department for Education Your account Sign out

Welcome to Secure access

Allowing registered users access to the Department for Education's systems
Access to systems are granted on an individual basis and therefore some
systems may not be visible.

Your applications

Collections On-Line for Learning, Education, Children, and Teachers


https://sa.education.gov.uk/idp/Authn/UserPassword
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess

Once successfully registered, open the ‘“Your applications’ tab to access COLLECT, as
below

4% Department for Education et o
Sollect Welcome

Welcome to COLLECT {Collec thons Oin-Line for lvl.'.-lrllilllu, Fducation, Chidren,

amnd Teachers).

COLLECT is the DIE Centralised Data Collection and Management System for

Education

Due to essential maintenance COLLECT will be unavailable between S5pm and
Fpm on Thursday 21 August.

Then click on to ‘Continue’ to enter Collect as above.

Please note: some screenshots refer to 2013 however the process is the same for
all 2014 census collections.

If you are bounced back to your homepage at this point please check that you are not
trying to access the site from a link within an e-mail. Please copy and paste the address
into the address bar then save it to your favourites.

Please follow the steps below to add the web addresses to your trusted sites
Go into the ‘Tools’ menu option at the top of the screen.

Select ‘Internet Options’ from the drop down menu. Select ‘Security’ from the option
buttons, Selected ‘Trusted Sites’, Select ‘Sites’, Then select ‘Add’ and type the following
into the text box:

https://collectdata.education.gov.uk

Then select ok and ok. Please check that the secure access site is also in the trusted
sites
The addresses should appear in the large box



r Trusted sites @

‘fou can add and remove websites from this zone. All websites in
this zone will use the zone's security settings.

Add this website to the zone:

http://shecrmda

Websites:

*.gpn.gov.uk Rermowve
https:/fcollectdata. education.gov.uk
https://sa.education.gov.uk

Require server verification (https:) for all sites in this zone




Source Page Screen

The Source main screen will be displayed

MY DATA COLLECTIONS

Data Collection User Role Organksation Status Due Date
andards Fund 2010 Source Hackney Open 12/10/2010 00:00:00 -1044

Standards Fund 2010 Collector Department for Education Open 12/10/2010 00:00:00 -1044
colWorkforceCensus2013 Collecter Department for Education Open 09/12/2012 00:00:00 =255
oolWorkforceCensus2013 Source Alexandra Infant School Open 09/12/2012 00:00:00 -255

SchoolWorkforceCensus2013 Matouam&;m Open/Live 09/12/2012 00:00:00 -255

SchoolworkforceCensus2012 Ad ator - o, AvOn Testng/Live 09/12/2012 00:00:00 -255
colWorkdforceCensus2012 Colector Department for Education Testing 09/12/2012 00:00:00 255
colWorkforceCensus2011 Administrator  Department for Education Testing/Offine 11/12/2011 00:00:00 619

[SchoolCensus 201 1_Autumn Collector Department for Education Cpen 06/10/2011 00:00:00 -685

SchoolCensus 2010_Spnng Collector Department for Education Open 21/01/2010 00:00:00 -1308

Page 1ol 4

Welcome to GENERIC UAT COLLECT (Collections On-Line for Learning, Education, Children, and Teachers).
COLLECT is the DfE Centralised Data Collection and Management System for Education

Rays Due

Select the collection by clicking on the collection name to highlight it (if there is only one it
will be automatically highlighted) and then click on the ‘Select Data Collection’ button to

open it.

Source Page SchoolWorkforceCensus2013

MY DATA RETURN
The status of your data return : |No_Data |

Errors : |0 ] Queries : |0 OK Errors : \TU

{What can I do with My Data Return?

Press thic button to Import a file into your data return
Press this button to Add a new return using a veb form
| Open Return.. Press this button to Open your data return

| Submit Return... Press thic button to Submit your completed data return
| EBxporttofile.. Press this button to Export your data return to a file
lm Press this button to Report on your data return

| DeleteReturn.. | Press this button to Delete your data return

fWhat is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Date Submitted| Date Approved\ | Date Authorised| |

VI need some help
For help while in the data collection pages, please use the link at the top of the pages.

For further help please contact the help desk on 01325 392626 and select Option 1, or email dsg.helpdesk@education.gsi.gov.uk

The Source main screen will be displayed




The screen is divided into three main sections:

* Return Status;
* Return Management;

* Return Progress.

Return Status

The status of your data return : No_Data

Errors : |0 Queries : Y OK Errors : Y

This shows the current status of the return and a breakdown of the errors within it. All
information is read only. In the example above no return data has been uploaded so
status reads ‘No_Data’

Return Management

What can I do with My Data Return?

Upload Return from file... Press this button to Import a file into your data return

Add Return on screen... Press this button to Add a new return using a web form

Open Return... Press this button to Open your data return

Exporttofile... Press this button to Exoort your data return to a file

Launch Reports.. Press this button to Report on your data return

Submit Return.. ] Press this button to Submit your completec data return

Delete Returm... Press this button to Delete your data return

Provides a set of functions that can be used to manage the return. Those with bold text
and highlighted borders are available. The availability of the functions is dictated by the
status of the return.

Return Progress

What is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation

Date Submitted Date Approved Date Authorised

This shows the dates on which the return completed the three process milestones. This
section is completed automatically as the return progresses through the workflow
process.



Uploading a Return

Click on the Upload return from file button

What can I do with My Data Return?

Press this button to Import a file into your data retum
Press this button to Add a new retumn using a web form
Press this button to Open your data return

Press this button to Submut your completed data retum
Press this button to Export your data retumn to a file
Press this button to Report on your data retum

Press this button to Delete your data retum

G:\S

L) [0 « w3 s Testries + 49 |[ Seorcn est s p]

Organize v New folder =~ 0O °
2 Name Date modified ™vi

¢ Favorites
Bl Desktop "] 3052001 SWFData.xml 21/08/2013 08:%6 XM
& Downloads
4. My Workplaces
% Recent Places

4 Libraries E
4| Documents
o Music
= Pictures
B videos

1% Computer
&L Local Disk (C)
* CRUTHERFORDS (\\mffdevs
L% DSG (\\SHENETAPPO1\ASDL
x* ASDDATA (\\LONNETAPPO] » « | m - ’

SchoolWorkforceCensus2013 - Upload File

UPLOAD FILE SELECTION
This both uploads and validates your data and may take several minutes. Please allow suffident time to complete.

Use the browse button to locate the XML file. Highlight the file name and click on Open
to select the return



Click on the upload button to load the return

SchoolWorkforceCensus2013 - Upload File
UPLOAD FILE SELECTION

'This both uploads and validates your data and may take several minutes, Please allow sufficient time to complete,

G:\SWF2013\Test Fles\3052001SWFData. xml

(Browse.. )

Once the return has been loaded, the following message will be displayed on screen

Source UpLoad In Progress

FILE UPLOAD PROGRESS ...

y TPE

Your data return has been successfully | andis q d for
Please return later to view any validation errors identified.

This indicates that the return has successfully loaded and is now placed in the validation
gueue to be validated. Press the OK button to return to the source main page.
During periods of heavy demand, there may be a delay before the return is validated.

Whilst the return has a status of "Waiting_for_validation" then the return cannot be
viewed or edited.

Source Page SchoolWorkforceCensus2013

MY DATA RETURN

The status of your data return : |Loaded_and_Validated ]

Errors : ‘;6 Queries : 1 ;‘ OK Errors : 0

\What can I do with My Data Return?

Press this button to Import a file into your data return
([ Add Return on screen... | Press this button to Add a new return using a web form
Press this button to Open your data return
Press this button to Submit your completed data return
Press this button to Export your data return to a file
Press this button to Report on your data return

Delete Return...

Press this button to Delete your data return

‘What is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation

Date Submitted 5 Date Approved! | Date Authorised |

I need some help

Ear haln whila in tha Aata rFallartinn nonac nlasca tica tha link ot tha tan Af tha nanac

Once the return has been validated, the return status section on main page will display
"Loaded" and the total number of errors and queries found in the return will be displayed.
Additional function buttons will also be available in the Return Management section.
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Viewing the Data Return

Opening the Return

Open the return by clicking on the Open Return button. The header information for the
return will be displayed.

Source Page SchoolWorkforceCensus2013

The status of your data return @ Loaded and Vakdated
Errors ¢ 0 Queries : 1 OK Erroes : |0

can I do with My Data Return?
Press this button to Import a fle into your data retuen
Add Return an wcrves. Press thes button to Add 3 tew retum usng a web form

Press thes button to Open your data retum
Press this button to Submwt your completed data return

[ boetiofe. | Press this button to Expoct your data retum to a file
[ tawachReports | Press ths button to Report on your data retum
m Press thes button to Delete your data retum

What is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Date Submwtted Date Approved Date Authorsed
1 need some help

Crr haln whia o tha Aste rollarthnn nanss rlasss isa tha ek ot tha ten of tha nacas

School Workforce Annual Collection

AlEmos | AilNotes | [AHHL | [Wiew . |Edi | |[Eiee | [BtE |

1] |School Workforce Annual Collection - Alexandra Infant School

EADER INFORMATION

iSchool Workforce Census
2013 [ o | o 0

2013-41-07 EE 0 2
\View Source Details [ ViewAll

Screen Functionality

Before viewing the return it is useful to understand some of the basic controls and screen
operations.

11



Screen Navigation

To return to the previous page, press the ‘Drill Up’ button

AvNoes | [ Add| [TV e | o | e

WAMIETED
Famah

Y TR S ) N TR —
rlkl 20 view previous Larmedy names for this memd

106306-00 L““W' y.4
Ay Othar Wit Backgrond 2
:
False ! | | | £ |
et Ot T l—

Don’t use the browser buttons! When in the data collection, unpredictable behaviour
may be experienced if you use the back/forward buttons on your web browser’s toolbar.

Mode Buttons

Those buttons determine which operation mode the on-screen data form is in, and which
operations are available

Al |[Wiew |_Edi_| _Deets | | Siatis |

Dark Grey text on sunken button with light border = Active Mode
Black Text on button and highlighted border = Available Mode
Light Grey text on button with light border = Unavailable Mode

12



Filter Left Hand Menu

Please avoid using the left hand filter menu (grey panel on the left hand side of the
page) to navigate through the return as it does not always display sections of the return
in the correct format and functions such as Add or Edit are not always available

School Workforce Member

>2001,305,5

hool Workforce Member - Alexandra Infant School

Nt B e R e -
307569% ular Teacher, Two Male 1980-09-25 True.
pO7569%:  RegularTeacherawo:  Mals 1380092 [
s ok Mo | W

ORKFORCE MEMBER

Staff Detail
eacher Nufhber 3023415

Family Na |Regular Teacher

ne
View Giveff Name(s | ViewAl
Former F: mily Name

iew Forgier Family Name(S)

NI Numbefl WA1456768 0 0 0 2
ender I Female 0 0 0 2
Date offBirth 1963-06-08 0 0 0 2
|EthnyCode Any Other White Background 0 0 0 2
Disgility No 0 0 0 2
Status True 0 0 0 2
HLTA Status False 0 0 0 2
QTS Route 0 0 0 2
View C IAgi Details | ViewAl

13



Viewing the Return Details

Access the source details by clicking on the View All button in the ‘View Source Details’
row on the original screen displaying the header details for the return.

School Workforce Annual Coliection
Y1 T [ | I

T e |

ool Workforce Annual Collection - Alexandra Infant School

Now access the workforce member details by clicking on the View All button in the ‘View
School Workforce Members’ row

L | . 2 | BT = T = I |

[ ol | e

NRRNNNN

This displays the ‘Records List’ section, with all members of staff visible

14



Record List

Clicking on one of the blue column headers e.g. ‘Date of Birth’ will order all the records in
date of birth. The record list can be sorted ascending or descending by clicking once or
twice on the header of any of the columns.

8023416 Teacher Two e 980-09-25

School Workforce Member - Alexandra Infant School

FilterTeacher =~ Family ~ _Dateof ] s A
R ot . Gender vt QT Status - Reset | Go

WORKFORCE MEMBER

Staff Details

Teacher Number 8023415 0 0 0 2

Family Name |Regu|ar Teacher 0 0 0 2

|0ne |
View Given Name(s) | ViewAll
Former Family Name

View Former Family Name(S)

NI Number \WA145678B 0 0 0 2

Gender Female 0 0 0 2

Date of Birth 1963-06-08 0 0 0 Vod

Ethnic Code Any Other White Background 0 0 0 2

Disability No 0 0 0 2

QT Status True 0 0 0 2

HLTA Status False 0 0 0 2

QTS Route 0 0 0 2

View Contract/Agreement Details _
View Absence Details | ViewAll
View Curriculum Details m
View Qualification Details n

The lower part of the screen will show the record details of the record highlighted in the
top half of the screen

You can sort the record set by given name by clicking on the ‘Name’ column in the
‘Record List’ section

School Workforce Member
FilterTeacher Family . Date of < B
2 Prisse Gender e QT Status Reset | Go

15



You can also filter the record set by typing the surname in the ‘Family Name’ box in the
‘Filter Section’ and then click on the Go button. The record details for that staff member
should be displayed on screen.

oavp | B |

16



Editing within the Data Return

Where possible data should be amended within the Schools Management
Information System and a new return re-uploaded.

The default view when a screen is displayed is ‘View’ mode. To edit the details click on
the ‘Edit’ button. The details for the workforce member will now be available to edit

School Workforce Member - Alexandra Infant School

FilterTeacher Family Date of i . TAS
By: Number Name Gondae s X Retys . ol S |

{ Trained Teacher, not yet on Programme
|Regrstered Teacher Programme

‘Graduate Teacher Programme

‘Teach Fust

| Mutual Recognition from NI, Scotland or the EU
WNexble Routes

17



i Given )
Fotmers Family Name

Former Family Name(S)

|

R

NNNNNNN

Click on the ‘QTS Route’ cell in the ‘Value’ column: a drop down list of selectable values
will be displayed.

Selecting Annual College Exit — Graduate Course from the list. The selected value will be
displayed and the details will be saved. If data is entered rather than selected from a list,
navigating to another field or hitting the return/enter key will save the data

Editing existing information will create a history record for the item that has been
changed/added

18



School Workforce Member - Alexandra Infant School
eacher - Family g
1 Number Name

Given Namo

Given Nai View All
Former Family Hame

View Former Family Name(S) P — ;
b Number WA1456788
— Female 2
Date of Bith 1963.05-08
i Code Any Othr Wik Backigound - IO 08
DM v ( !
QT Status | True M
CTA St v |
QTS Rowte Annual College Ext - Graduate Course o ‘
View Contract/Agreement Details
View Absence Details
View Curriculum Details

Qualification Details

Changed items are identified by an icon displayed in the ‘History’ column

Click on the ‘History’ icon for the ‘QTS Route’ item that we have just amended. Details of
all changes made to the item are displayed (1 row per change), including the name of the
user who made the change

D m’m

History Report - SchoolWorkiarcoCansirs 2013 Dack

sxandra Infant School
istory report on 21/08/2013 at 10:50:50
D QTS Route

Filter By e - U'-" Start Date . : nd Date m
3 |
002 Value New Valus o ) Ovgamssatic
pdate  Teach Fust Programme Acoust College Exit - Graduste Course e Depatment for Education 211082013 10°50 46

g mEEER———
o

© Oovn copy"gM  Onceowr  Prvacy

19



Errors

When a return has been uploaded a number of validation checks are run against the data
in that return and all errors and queries are highlighted in red against the relevant data
item. There are different levels of errors, ‘Return Level’ and ‘Data Item Level’

Total Return Errors

The status of your data return : |Amended_by_source

Errors : |2 Queries : |2 OK Errors : |0

The breakdown of errors for a school return is shown in the Return Status section of the
school’s main screen

Return Level Errors

Return level errors relate to a validation rule that applies to the return as a whole rather
than an individual data item within the return, e.g. the school return must contain details
on occasional teachers and a return-level error is generated if this information is missing.

AlEmors | AllNotes | ~di | [ view Eq | |
School Workforce Annual Collection - Alexandra Infant School
RETURN LEVEL ERRORS (Errors and queries associated with this full return, not Queries g Retumn Level Notes
individual fields.) Ty 2
Data ltem Value — m ok Motes History
HEADER INFORMATION
Collection School Workforce Census 2
Year 2013 2
Refecence Date 20131107 = 2
View Source Details View All

Return level errors are displayed and are accessible from the ‘Header Information’ screen

Data Item Level Errors and Queries

Data item errors are highlighted against the item to which they relate. All data items that
are part of a failed validation rule will contain an error marker, not only the item
containing the potentially invalid value. E.g. the rule that checks whether a person
appears to be aged over 100 years compares the date of birth with the date of the
census, so both items would be flagged if that validation failed, even though it is probably
only the date of birth that is wrong.

From the Workforce Members screen, select the record, then click View All in the ‘View
Absence Details’ row. Errors are displayed against the ‘First Day’ and ‘Last Day’ data
items in the ‘Errors’ section of the screen.

20



Click on the red box in the row for ‘Last Day’. An error report will be displayed showing all
errors and queries associated with that data item
_omy | e w

Absence - Alexandra Infant School ‘

I ) ) -
NNNN N

The report shows that ‘Last Day of absence’ cannot be before the ‘First Day of absence’.
To see all the data items that are possibly affected by this validation click on the Details
button next to the error message.

lBIade Error Report - SchoolWorkforceCensus2013

Alexandra Infant School Error report on 21/08/2013 at 11:01 Return
Data Field FirstDayOfAbsence
Priority Errors Count 1
Rule No. Error Message Notes|
Last Day of absence cannot be before First Day of absence - 2
Priorily Queries Count 0
Rule No. Error Message Notes|
Priority oK Count 0
Rule No. Error Message Priority Notes|
(]

Blade Error Report - SchoolWorkforceCensus2013

Alexandra Infant School Error report on 21/08/2013 at 11:03 Return
Data Fleld FirstDayOfAbsence

Count 1

Priority Quenes Count 0
Priority oK Count 0
Rule No, Error Message Priority Mo

21



Correcting Errors

Identify which of the fields contains the incorrect value and return to the screen that

contains it by clicking on the field value in the details section. Change the mode of the
form to ‘Edit’ and then click on the data item that needs to be changed

Please contact your Local Authority contact for advice

Viewing Errors and queries

To view all errors and queries on the return click on the ‘All Errors’ button

» 2001,305,5 > Regular Teacher, WA1456788,08/06/1963

-5 « Al Cobecton (1] vave ||

Worlong Days Lost 20
Absence Category Sackness

NRNNN

' Esud nn

This will show you a list of all queries and errors. You can see the error number,
message and also click on ‘details’ to see what data is not passing validation

You can click on the underlined data values to the left of the screen to be taken to that
field in the return

Blade Error Report - SchoolWorkforceCensus2013

Alexandra Infant School Error report on 21/08/2013 at 11:10

AT Hours worked per week must not be prowded for both Post and Role for the Enors |

- same Contiact / Serece Agresmaent e
8530 The same person has 2 totel Full Teme Equaaliont tabo greater than 15 Emors | z
£5400 Y :nnulmt|urocaanm-ncmdsmun»w¢;mamhdmm Besrios 2
4340 Last Dy of 3bsance cannct e bafees First Day of absence Enmors [ Detads | 2

22



Providing Clarification/ Supplementary Information

In some instances it may be useful to add explanatory information about a data value, in
particular when an item has an associated query against it.

There are several levels where you can add Notes, return level, field level, Error level
and in All errors against the query. All Notes should be in the return level section on
the front page of the return to avoid being deleted should you need re upload the
return

School Workforce Annual Collection

Schaat Werkdotce Consus
Yoar 2013
Refecence Date 2031197

i

(|
&Y
il
)

1

To add a return level note click on the pen icon in the return level notes section

Click add new note and type your note and the error number in the box provided and
click create. — Do this for all queries/errors you need to provide extra information for.

es - SchoolWorkforceCensus 2013

Prasacynd notes dolated by msubmissions
l Holw Ovganisation

Preserved Note Detail

23



Create New Note

type explanation here -

| Create | | Fancel |

Organisation Native 1D

type explanation here -

The note will be saved and a record row will be created showing who created the note
and when.

Return to the previous screen by clicking on ‘back’. The pen icon will have changed to a
notepad icon, which shows that the item has one or more notes attached to it. You are
able to record notes in both Edit and View modes.

School Workforce Annual Collection

[Schost Workdosce Consus
2013

e ] [ o T 21
. (s T oo 2]
— R s
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Submitting your return

Once the school is happy with their return they will need to submit it. Until the return has
been submitted the Authority will not be able to edit and approve the return; prior to
submission they will only be able to view it so it is important that the School, having
corrected the errors remembers to go in and ‘Submit’ the return in order that their
LA can approve the return and the DfE can authorise the return.

To submit the return, navigate to the school main screen by clicking on Back to
MyCOLLECT page and click on the Submit Return button in the ‘Return Management’
section. The status of the return will change to ‘Submitted’.

Source Page SchoolWorkforceCensus2013
MY DATA RETURN
The status of your data return @ A
Errors Quenes CK Errors

What can I do with My Data Return?

Uplhoad Returs from fde. Pross this button to Import a fie nto your data return

d a new retum using a web form

Pre "
Pry
o J
vss ¢ JRon 1o Dele

your data

Mt your compieted data return

Xpoet your data retuen to 3 file
Launch Reports
Delete Retwn...

) your data fetum

‘What is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation

Date Submitted Date Approved Date Authonsed

1 need some heldp

Once the school is happy with their return they will need to submit it. Until the return has
been submitted the Authority will not be able to edit and approve the return; prior to
submission they will only be able to view it so it is important that the School, having
corrected the errors remembers to go in and ‘Submit’ the return in order that their
LA can approve the return and the DfE can authorise the return.

To submit the return, navigate to the school main screen by clicking on Back to
MyCOLLECT page and click on the Submit Return button in the ‘Return Management’
section. The status of the return will change to ‘Submitted’.

25




Source Page SchoolWorkforceCensus2013

The status of your data return @ Ameoded by sourcn
Errors @ 2 Quenes @ 2 OK Errors = O

Pross this button to import a fie mto your data return
Pross thes button to Add a new retum using a web form
Prass thes button to Open your data retumn

Press thes button to Submit your completed data retuen
Prass thes button to Expoet your data ratuen to 3 file
Pross the Button o Report on your data retum

Press ths button to Delate your dota retuen

IWhat is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Date Submitted Date Approved Date Authonsed

i

You will be asked to confirm this function,

Submit Return Confirmation
Are you sure you wish to submit this Data Return?

The status of your data ¢ |Submutted
Quaries : 7 OK Errors @ 0
What can 1 do with My Data Return?
Press ths button to Impoet a file mto your data retuen
Add Return oa scrven Press thes button to Add a new return using a web form
( Open Return... J Press this button to Open your data retum
Retwn Press thas button to Submit your completed data retum
i,¥%, Press this button to Export your data return to a file
| LaemchReports.. Press this button to Report on your data return
| OecleteRetwm.. Press this button to Delete your data return
What Is happening to My Data Return?
Data Return Submission Data Return Approval Data Return Authorisation
Date Submitted 21/08/2013 Date Approved Date Authonsed

I need some help

Once you have submitted the button will be greyed out and the box “The status of your
data return” will show as “Submitted” & the date will appear in the data submitted box in
the “what is happening to my data return” section of the screen.

Your LA will then take a look at the return and they may come back to you with queries.
Once they are happy with the return it will be Approved by them and the DFE will then

26



take a look at the data and Authorise the return. Once these have been completed the
subsequent dates will appear

27



Reports

A number of reports are available on COLLECT, return to the Source page by selecting
Back to My Collect page at the top of the page and click on the Launch Reports
button. A drop down menu will be displayed and a report can be selected from that drop
down list. The following reports are available to schools.

Back 1o My COLLECT page WD

A% Department for Education

School Workforce Annual Collection

L
School Werkforce Al Colection [3] School Workforce Annual Collection - Alexandra Infant School
Seurce RETURNM LEVEL ERRORS {Errors and queries sssociated with this full roturs, sot Erron Quedes 0K Hoturn Loved Notus
|- 205 Levels individusl fields.) 515 )
|- ScosiWorkforceModules .
fron
e - o ST xR
- Former Famdy lameo
Cortract o Service [2) 2013
:WW Redorence Date 20111107 ot y
fcke [2) View Scwtce Details View All
\-Addeonal Payment

*

N

e Missing Contract Report - This report identifies staff members that do not have a
contract record. All staff members should have at least one ‘Contract’ Record
unless the workforce member is included in the return only because they had an
absence in the previous academic year or the school is returning a partial return
i.e. the LA are providing the contract data.

e Missing Payment Details for Contracts Report - This report identifies staff that
have one of more contract records but no payment details have been provided.
People that are included in the return only because that had an absence in the
previous academic year do not need payment details

e School Error Report - This report lists all the outstanding errors and queries on the
return.

e Notes Report — This report allows user to select ‘Alllevels’, ‘Returnlevel’,
‘Fieldlevel’ and ‘Errorlevel’ notes. The report will included the note, the error
number and id information on the school workforce member.

o Staff Breakdown by Gender and FT/PT Report - This report provided a breakdown
of all staff members by gender and part time/full time indicator.
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Along the top of the report you will see a toolbar with various functions.
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e Navigate between pages of the report.
Zoom control for viewing the report at various zoom levels.

Enter text, to find on the report

Refreshes the report output

Produces a hard-copy output of the report
Save the output created

Select a format w| Expo

Select a format

®¥ML file with report data
CSV (comma delimited)
TIFF file

Acrobat (PDF) file

Web arciive

Excel

h =)

Clicking the drop-down menu, results in the display of a list-box showing various formats
in which you can export the report. Select one of the formats, click the Export button and
you will then be prompted to '‘Open’ or 'Save' the output file. Click on the ‘Save’ button to
save the report file.
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Exporting a Return
wowwRener

| The status of your data return :  ©otetned
Erors = (2 Quenes : 2 OK Emors : |0

What can I do with My Data Return?

Prass thes button to Import a e Into your data retum
Prass thes button to Add & new return using a wed form
Pross thes button to Open your data retum

Prass thes button to Subeut your compieted data retum
Prass thes button 1o Export your data returmn to a file
Press thes button to Report on your data retum

Prass this button to Delete your data retum

What is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Date Subemitted 21/0872011 Date Appeoved Date Authorsed

|! need some help

A return can be exported in xml or csv format by using the Export selected

Return to the Source page and highlight the ‘Export to file’ button.

The following screen will be displayed.

CHOOSE EXPORT FORMAT

Export the current data for the selected Source
Please select the format that you wish to export this data:

Export as XML @
Export as CSV &

Please Select the Status that you wish to export this data:
Either:

All |
Or one or more of the following

Loaded and validated

Ll
Amended by source Ll
Submitted =
Amended by agent 1=l
Approved O
Amended by collector O
Authorised |
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Exporting (Processed 1 of 1)

Export in progress, please wait....

e,

Processing Alexandra Infant School (3052001)

Folder Organisation Name Native Id Result
/EstabNo=3052001 Alexandra Infant School 3052001 Data Collected

® Crown copyright | Disclaimer | Privacy

If not already selected, select the Export as xml option and then click on the Export
button. A progress message will be displayed.

Important Note: If the export process fails, with a message stating that Internet Explorer
has blocked download of a file, you might succeed if you try again. On the second
attempt, hold down the Ctrl key down continuously from before you click on Export until
after you see the resulting files displayed in Windows Explorer. If this is still not
successful, you will have to adjust the security settings on your internet browser.

When complete the result of the export will be displayed and you will be offered the
options of saving or opening the export file. Click on the Open button

The security settings on your pc may prevent the ‘File Download’ appearing If this is the
case then go into the ‘Tools’ menu option at the top of the screen.

Select ‘Internet Options’ from the drop down menu.

Select ‘Security’ from the option buttons

Selected ‘Trusted Sites’

Select ‘Sites’

The select ‘Add’ and type the following into the text box:
https://collectdata.education.gov.uk

Then select ok and ok.

Alternatively you could try changing you security settings by

Going into the Tools menu option at the top of the screen, Select Internet Options,
Select Security, Click on the custom level button, then make sure that automatic
prompting for file downloads is set to enabled (it's a third of the way down the list)
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@ Department for Education You are logged in as cr::::f(:m:z?:

COLLECT Portal UAT

Export Results Page

INFORMATION

Export Finished.

[ 0% of BladeExportResults.aspx from collectd

EXPORT RESULTS

Do you want to open or save this file?

Folder ) ‘Organisat] m Name: Current-Blade-Export.zip Id Result )

/EstabNo=3052001 Alexancra) Type: WinZip File 1 Data Collected
From: collectdatauat.education.gov.uk

0

® Crowin copyright | Disclaimer | Privacy

While files from the Intemet can be useful, some files can potentially
L ham your computer. if you do not trust the source, do not open or I
save this file. What's the risk?

Then trying producing the export again and this time the Open/Save/Cancel dialogue box
should appear

Click on the Open button to bring up the file details in Windows Explorer

Double click on the folder ‘EstabNo=’ to open it; it contains the exported XML file, which
you can double click to display the data.

Sl LS

QD H e

el WY

New Open Favorites Add View CheckOut WM View Style
Address \
Folders X % Name ’ Type Modified
= [Current-Blade-Export{1].zip) “Details Folder 21/08/201312....
J. Details

ta 05200 Folder 21/08/201312....
. EstabNo=3052001

Exports can also be provided in CSV format. Select ‘Export as CSV’ and when the Save
and Open options appear click on the Open button
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Help

If you have any queries or have a change to your contact details please could you
complete Service Request form a Service Request form and select the option School

Workforce.
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https://www.education.gov.uk/researchandstatistics/stats/requestform

Department
for Education

Crown copyright 2014

You may re-use this document/publication (not including logos) free of charge in any
format or medium, under the terms of the Open Government Licence v2.0. Where we
have identified any third party copyright information you will need to obtain permission
from the copyright holders concerned.

To view this licence:
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