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COLLECT and Secure Access

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

Access to COLLECT is now through the Department’s Secure Access System (SA),
which was implemented on 10 December 2012.

| &' Department for Education

Secure access

| agree to the terms of use

First time here?

Welcome to Secure access

Visit the Secure Access Help page
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

Secure Access accounts for newly opened schools

Schools who have recently opened as any type of academy or free school and who have not yet
accessed secure access must apply for a new username and password via the Secure Access
Service Request form to enable access to COLLECT - this includes any schools that previously
had a username and password for a predecessor school / previous establishment. Schooils who
do not action this request will find that they will not be able to log into secure access and return
therr school census via COLLECT

School Access to COLLECT, s2s and KTS

Requests for access to COLLECT, S2S and KIS (Schools only), please contact the Approver
within your organisation. These type of quenes should no longer be directed to the Secure Access
Service Desk

If you are a new user and require access to COLLECT, you will need to contact your
approver.

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

| ‘& Department for Education

Secure access

minis'tration

Signed in as Maomi Williamson from Department for Education. Your account Sgn out

MNeed help?

Visit the Secure access help page

Welcome to Secure access

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

Your applications

Col eclnons ln-Lme for Learmang, Education, Children, and Teachers.


Secure%20Access%20System
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess

Once successfully registered, open COLLECT on the Home tab, as shown above.

S . y

JCollect Welcome

Welcome to COLLECT (Collections On-Line for Learning, Education, Children,
and Teachers).

COLLECT is the DfE Centralised Data Collection and Management System for
Education

SPRING 2013 Data Collections
The Spring School Census, PRU Census, AP Census, Early Years Census, SEN2
and the Independent School Level Census went live on the 17th January

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

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

For the 2014 collection, DFE implemented a change which has amended the
COLLECT role for Academies, CTCs and Free schools from the role of Agent to
that of Source. As a result, this guide has been updated to reflect this change to
provide details of the different screens and functionality now available. The first
screen displayed following successfully logging into COLLECT is now the Source
main screen.

The Source main screen will be displayed

MY DATA COLLECTIONS

Data Collection User Role Organisation Status Due Date Days Due
Standards 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
SchoolWorkforceCensus 2013 Collector Department for Education Open 09/12/2012 00:00:00 255
|SchoolWorkforceCensus2013 Source Alexandra Infant School Open 09/12/2012 00:00:00 ~255
SchoolWorkforceCensus2013 AGTUNISIatOr (D ansstmans fas £ ducation Open/Live 09/12/2012 00:00:00 -255
SchootworkdorceCensus2012 AGTinisty ator - —eeparererermrrer-E GUCBON Testing/Live 09/12/2012 00:00:00 -255
SchoolWorkforceCensus 2012 Collector Department for Education Testng 09/12/2012 00:00:00 -255
SchoolWorkforceCensus 2011 Admunestrator Department for Education Testng/Offine 11/12/2011 00:00:00 619
SchoolCensus 2011_Autumn Collector Department for Educaton Open 06/10/2011 00:00:00 -685
SchoolCensus 2010_Sprnng Collector Department for Education Open 21/01/2010 00:00:00 -1308

Page 10f &

News

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

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.

The Source main screen will be displayed



Source Page SchoolWorkforceCensus2013

MY DATA RETURN
The status of your data return : No_Data

Errors : |0 Queries : 0 OK Esrors : |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

Open Return Press this button to Open your data returmn

Sebmit Return Press this button to Submit your completed data return

EBxport to file Press this button to Export your data retumn to 3 file
[ LaunchReports.. | Press this button to Report on your data retum

Delete Retumn. Press this button to Delete your data retumn
‘What is happening to My Data Return?

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

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

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

The screen is divided into three main sections:

* Return Status;
* Return Management;

* Return Progress.

Return Status

The status of your data return ; Vo.Data

Errors :|© Queries : ° OK Errors ;|0

This shows the current status of the returns and a breakdown of the errors within them.
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.. I 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
SibmitRetme | Press this button to Submit your completec data return
Exportto file.. | Press this button to Exoort your data return to a file
Launch Reports.. | Press this button to Report on your data return
Delete Return.. | Press this button to Delete your data return




This 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 3 new return using 3 web form
Press this button to Open your data retum

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

Press this button to Delete your data retumn

Browse for file

G:\S

@o'j. « SWF2013 » TestFiles vl‘,” Search Test Files p!

Organize v New folder = 3 ©
Y Favorites 2 Name Date modified vy
Bl Desktop " 3052001 SWFDasta.xmi 21/08/2013 08:5% XM
8 Downloads
b My Workplaces
. Recent Places

4 Libraries E
¥ Documents
o Music
= Pictures
B Videos

™ Computer
& Local Disk (C)
# CRUTHERFORDS (\\mffilevs
C* DSG (\\SHENETAPPOL\ASOL
G# ASDDATA (\\LONNETAPPO] ~ « | m ] ’

SchoolWorkforceCensus2013 - Upload File

UPLOAD FILE SELECTION
his both uploads and validates your data and may take several minutes, Please allow sufficient time to complete.

Use the browse button to locate the XML file. Highlight the file name and click on Open to
select the return.
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SchoolWorkforceCensus2013 - Upload File

UPLOAD FILE SELECTION
This both upleads and validates your data and may take several minutes, Mease allow sufficient time to complete,

G\SWE 2013\ SWFE41 4000 @ (Brewen._|

Click on the upload button to load the return

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

Source UpLoad In Progress

FILE UPLOAD PROGRESS ...

Your data return has been successfully loaded and is queued for validation.
Please return later to view any validation errors identified.

& Crowin convrinht | Disclsimer | Privany

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. W hilst
the return has a status of "Waiting_for_validation" then the return cannot be viewed or edited.
Once the return has been validated, the return status section on the source main page will

display "Submitted" and the date. The total number of errors and queries found in the return
will also be displayed.

11



Viewing the Data Return

Opening the Return

Open the return by clicking on the Open Return button

Source Page SchoolWorkforceCensus2013

MY DATA RETURN

The status of your data return @ Loaded and Valdated
Errors ;O Quenes : 1 OK Errors : O
What can I do with My Data Return?

Press ths button to Import a file Nto your data retun
Press thes button to Add 2 new retum usng 3 web form
Press ths butten to Open your data retumn

Press thes button to Submet your completed data return
[ eetiote. | Press this button to Export your data retum to @ fle
[ townchReports. | Press this butten to Raport 0n your data retum

[ Deletemeton. Press this button to Delete your data retumn

What is happening to My Data Return?

Data Return Submisséon Data Return Approval Data Return Authorisation
Date Subeutted Date Approved Date Authorsed
1 need some help

Ers il whia in thi Asbe rollurbinn nunas slasss ima W lok ob tha ton ol ¥hi noncs

School Workforce Annual Collection

{School Workforce Census |
2013 | o 0

20131107 ﬁ 0 0

NNN

12



Screen Functionality

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

Screen Navigation

MEmn | Nbotes | _aa |[VieT _Eé | Diee | e
N

WALSETES

Lo T o | o |
Chck 10 view provicns Larmely names for thes sl
L of the warkdonce

19530608
Asry Othar White Background
Mo

Troe
False

ERERS RSB

e

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

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

Mode Buttons

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

A I Yiew Edit Delete Status

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

13



Light Grey text on button with light border = Unavailable Mode

Filter Bars

Only available on screens that could have a large record set e.g. Workforce Member. Allows
criteria to be entered to identify a group of related records or a single record. For example if
the user type a name in the ‘Family Name’ box and selects the ‘Go’ button then only
workforce members with that family name will be displayed in the record list. This enables the
user to go to specific records rather than having to page through all the records

FilterTeacher Family T Gender Date of

By: Number Name 7 Birth (WS M fiecet | EE

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

Source - Darlington School of Maths and Science

School
DARLINGTOM
4000

SiMs

2

1
2013-11-08 11:14:05

View School Workforce Modules
|'View School Workforce Members
View Scheol Details

View LA Details

14



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 Collection

__mEmn | s | (Vi e | v | |

School Vicrdorce Camsun
wn
?0‘}“47

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

_ Memn | maNees | A |[View fe | o | e |

_oww | |
]

MRNNNNN

_ﬂ"-"“ MU

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

15



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.

Regular Teacher,One Female  1963-06-08 Tue 0

TeacherTwo  [Female __ [1980-09-25 True 1

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

Drill Up | Etrar |
School Workforce Member - Darlington School of Maths and Science i |
OlEs
FilterTeacher — Family ] ~ _ Dateof ]
By: Number Name Gender ~ Birth QT Status R Reset | Go |

I
|

WORKFORCE MEMBER

e e e e el ]
Staff Details

Teacher Number 8023415 0
|Regu|ar Teacher

=
=

Family Name

R R

One

View Given Name(s) | ViewAll
Former Family Name

View Former Family Name(5) _
NI Mumber WA145678B 0 0 0 2

Gender Female 0 0 0 2

Date of Birth 1963-06-08 0 0 0 2

Ethnic Code Any Other White Background 0 0 0 2

Disability Mo 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 _
View Qualification Details | ViewAll

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

School Workforce Member o
dl'udnr ::l;:y Conder . Date of QT Status = R, I =

16



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.

17



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

N Number |WA1456788 2 |
Date of Buth 1963.06-08 2
kthmc Code | Any Other White Background - 2
:Ouublty | b 2
:01’ Status | Troe = 2
HLTA Status | Faise - 2 |
QTS Route = 2 |
View Absence Details y
View Qualification Details

Programme
Mutual Recognition from NI, Scotland or the EU
g ble Routes

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

18



|School Workforce Member - Dardington School of Maths and Science

ey Given Name (%]
Former Family Name
i Humber Wia1456756 0 0 o 2
bender Female v 0 0 0 7
Date of Birth 1963-06-08 0 0 0 2
Ethnic Code [ Any Other White Background = B 0 o 2
oty l 0 0 0 ¥4
QT Status True - 0 0 0 Fid
HLTA Status Falss - o 0 2
QTS Route =] 0 | o S
View Contract/Agreement Details [ Wiewan
View Absence Details A |Annual College Exit - Graduaste Course Y
Wigw Curriculum Details J|fanual Callege Exit - Post Graduate Coutse
Ification o Trained Teacher Programmae
o= Dol [ Overseas Trained Teacher, not yet on Programme A [ Viewan
Regstered Teacher Programme
Graduate Teacher Programme
Teach First Programme
Mutual Recognitsan fram MI, Seotland o the EU
xible Routes

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

19



|School Workforce Member - Darlington School of Maths and Sdence

Gilwen Na
Former Family Hame|5)
Humber |Wa1456785 [ o | o 0 2
Fomale - 0 ] 0 E [
of Bith 1963-06-08 0 0 0 ry
hric Code Ay Other YWhite Background = o | w o Z
ety | « o | o 0 2
Status True - 0 o | v | 2 |
T Status False = 0 ] 0 Fd
Route Prual College Exit - Graduate Course g 0 0 | o | 2 |
| View Contract/Agreament Details c._-q_ L Vi -
Absance Details Vi
Curriculum Details [ Viewan
View Qualification Details [ Miewan

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

Data Log Page
Hilctory Beport - School'Workdorce Censwe 30013 Back

rarlington School of Maths and Sdence
tory report on 13082013 at 1002 1155
Data QTS Routs

Arction e sEart Date Ersil Davtar

Filltor By: - | Ga -_"
CHd Valus R Watesr Ricde Cuganisation

Ueame — s Cotega Exn - Gtums Ceurss oo Ruenrors it Dozarmart o Esucancn a3 102 2

20



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

The status of your data return : |Amended_by_source

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

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.

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

AlErors | AllNotes | | | View Ex | |
School Workforce Annual Collection - Alexandra Infant School !.
RETURN LEVEL ERRORS (Errors and queries associated with this full return, not 9 Return Level Notes
Individual fields.) 2

Errors
Data Item Value Erioe (G oK Notes  History

HEADER INFORMATION
Collection School Workdorce Census 2
Year 2013 2
Reference Date 20131107 B 2
View Source Details View All

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.

21



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.

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
Onll Up I Error l

Absence - Alexandra Infant School y
LINdes I

I
’ABSENCE :
[First Day 2013-06-04 2 1)
|
[Last Day 20130603 2 F 1)
[Workang Days Lost 20 2
fAbunco Category Sickness 2
!
-iEsub 2222 2
Blade Error Report - SchoolWorkforceCensus2013
Darlington School of Maths and Science Error report on 13/08/2013 at 10:40 Return
Data Field FirstDayOfAbsence
Priority Errors Count 1
Rule No. Error Message Notes
Last Day of absence cannot be before First Day of absence - Fid
Priority Queries Count 0
Rule No. Error Message Notes;
Priority OK Count 0
Rule No. Error Message Priority Notes|
[

@ Crown copyright | Disclsimer | Privacy

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.

Blade Error Report - SchoolWorkforceCensus2013

Darfington School of Maths and Science Error report on 13/08/2013 at 10:46

§a0.2 201 12 20AN
85400 y  Ableast one st recond in thes school s retum should show arole of Head 0 b 4§ 2013 12 204 3

Teacher

22



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

Viewing Errors and queries

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

MEmes | Anctes | Add |[View | Ee | Dwe | s

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

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

Darlington School of Maths and Sdence Error report on 1308732013 at 10:53 Rt
Count 3 Details .
Fleid Value
il Humber
ssina | ﬁmm SL8fl eecoid o this Schecls nelum should shew 8 robe of Head oies| | _ _E
450 Last Dary of absence cannot e befors First Dy of absence Ermors Fd

Uembas o workleice with missing Ml Humbor CGunries
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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

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

School Workforce Annual Collection
AEmes | Miotes | | A |[View | ed | [Dsie | | Sk
o
= School Workforce Aneual Collection [1] School Workforce Annual Collection - Alexandra Infant School
B
(B e

MEADER INFORMATION

Collecton School Werkdorce Cantus 2

Your 201 2

Reference Date 20131107 - 2

View Source Details | Yiew Al

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. The pencil
Icon will then change to a notepad icon showing that a note has been added

Mote Page
Sohonl Wk oron Censrs 2013
[T Drganination Haativo [D) e,
Hote Detadl
evrvid notes deleted by resshmissions
Wi |0
Preserved Mote Detall

24



Create New Note

type explanation here &

[ Create ] [ Cancel ]

25



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 :

'What can I do with My Data Return?

Upload Return from fde. Press this button to Import 3 file nto your data return
Press thes button to Add a new retumn using 3 web form
Press this button to Open your data return
Pross thes button to Submit your completed data return
Press thes button to Export your data retum to 2 e
Lauach Regorts. Press thes Dutton to Report on your data return
Delete Retun... Press this button to Delete your data return

IWhat is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation

Date Subemtted Date Approved Date Authonsed

I need some help

Once the school is happy with their return they will need to submit it. Until the return has
been submitted the DfE will not be able to 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 the DfE can
approve and 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’.

You will be asked to confirm this function,

Are you sure you wish to submit this Data Return?

ves o |

26



The status of your data

Error Quenes < OK Errors

What can I do with My Data Return?

Lg.h_'.‘..!-‘_;.-‘__.:;.!:_] Press thes button to Import 2 file nto your data retumn
Press thes button to Add 3 new retumn using a3 wed form
Open Return. Press this button to Open your data retum
Press thes button to Submt your completed data retum
Lxport to fée. Pross this button to Export your data retum to a file
Lawnch Reports... Press this button to Report on your data return
Oeclete 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 21 201 Date Approved Date Authonsed
[ 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
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.

@ Department for Education

School Workforce Annual Collection

Al Emors J All Nctes } ] Eax |
L]
School Werkiorce Asnsal Collection [1] School Workforce Annual Collection - Alexandra Infant School
Source RETURN LEVEL ERRORS (Errors and quoties associated with this full returs, not Erors  Querles  OK Return Loved Notes
CHOS Levels individusl Bolds) e D)
SchootWortforceModues .
Schoot Workforce Member (1) Data ftem Valve s :""" ok MNews  Misory
Contract or Sarvice [2) e 01 —
Assecnsl Paymant oy T :,.
Fole (2) View Sowrce Details View All
Adsmonsl Peyment

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.

Along the top of the report you will see a toolbar with various functions
d i 1 w* p | 3 AL B .V il | S Nulait 4 v st o) ¥ 2 ‘l] <
¢ Navigate between pages of the report.

28



e Zoom control for viewing the report at various zoom levels.

e Enter text, to find on the report

e Refreshes the report output

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

Select a format vl Export

XML file with report data
CSV (comma delimited)
TIFF file

Acrobat (PDF) file

Web arciive

Excel

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

A return can be exported in xml or csv format by using the Export Selected button.

| The status of your data return @ “obentted

Errors

Quenes

What can I do with My Data Return?

Press this button to Import a fle Into your data retum
Press thes button to Add 3 new retumn using 3 wed form
Press thes button to Open your data retun

Press thes button to Submet your completed data retum
Press this button to Export your data retumn to a file
Reports Pross tes button to Report on your data retum

Press thes button to Delete your data retumn

What is happening to My Data Return?

Data Return Submission Data Return Approval

Date Submtted /1

1 need some help

Date Approved

SchoolWorkforceCensus2013 Export

OX Errors

Data Return Authorisation

Date Authcred

CHOOSE EXPORT FORMAT

Export the current data for your selected Sources

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
Amended by source
Submitted

Amended by agent
Approved

Amended by collector
Authorised

I

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
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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)

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

Export Results Page

INFORMATION

= rt Finished. |
port Finishe (0% of BladeExportResults.aspx from collectdatauat.educ... | = | = || 52 ||

SRR rlepees = —

Do you want to open or save this file?

Results of export

Folder Organisation Name :\L Name: Current-Blade-Export.zip Native Id Result
=
/EstabNo=8414000 Darlington School of . s UnEp 8414000 Data Collected
From: collectdatauat.education.gov.uk
Li]
[ Open ]l Save ][ Cancel J

© Crown copyright | Disclimer | Privacy

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

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.
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File Actions View Jobs Options Help

; - - < — . ; e
(-\! =AY @ g (¥ APS o » o/ —ap|
Ty i i L - S M ﬁ} g K- J ‘_\\)
New Open Favorites Add Extract Mail Encrypt View CheckOut  Wizard  View Style
Address
Foiders X ) . Type Modified Sze Ratio Packed
2D (Current-Blade-Expont[i)zip] Details Folder 13/08/2013 13...
Details EstabNo=8414000 Folder 13/06/2013 13:..

EstabNo=8414000

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

Q4 B & 8 @ [ & &

Ne\w Open Favorites Add Extract Mail Encrypt View C;'leckOut Wizard  View Style
Address
Folders X & Name : Type Modified Size Ratio Packed
=) [Current-Blade-Export[1]2ip] [ Dietails Folder 13708/2013 15
i Details =L Blade-Export 13-08-2013_absence.csv Microsoft Bx.. ~ 13/08/2013 13:.. 36 2% 215
EL) Blade-Export_13-08-2013_additionalpayment.csv Microsoft B, 13/08/201313:.. 1271 31% &7
L) Blade-Export_13-08-2013_agencytpsupport.csv Microsoft Be..  13/08/201313:.. 221 8% 164
EL] Blade-Export_13-08-2013_cbdslevels.csv Microsoft Be..  13/08/2013 13:... 192 25% 144
EL) Blade-Export_13-08-2013_contractorservice.csv Microsoft B, 13/08/2013 13:.., 494 35% 322
L) Blade-Export_13-08-2013_curriculum.csv Microsoft B, 13/08/201313:... 246 25% 185
@ Blade-Export_13-08-2013_formerfamilyname.csv Microsoft Ex...  13/08/2013 13:... 120 28% 86
EL] Blade-Export_13-08-2013_givenname.csv Microsoft Ex...  13/08/2013 13:... 315 30% 220
EL) Blade-Export_13-08-2013_la.csv Microsoft Be..  13/08/2013 13:... 94 29% 67
EL) Blade-Export_13-08-2013_occasionals.csv Microsoft Be..  13/08/201313:.. 230 34% 152
EL] Blade-Export_13-08-2013_qualification.csv Microsoft Be..  13/08/2013 13:... 248 27% 180
EL) Blade-Export_13-08-2013_role.csv Microsoft B, 13/08/2013 13:.., 321 2% 241
[EL) Blacle-Export_13-08-2013_roleadditionalpayment.csv Microsoft Be..  13/08/201313:.. 229 27% 168
L) Blade-Export_13-08-2013_school.csv Microsoft Ex...  13/08/2013 13:... 212 4% 161
[EL) Blade-Export_13-08-2013_schoolworkforceannual.csv Microsoft Be..  13/08/2013 13:... 225 26% 167
[EL) Bladle-Export_13-08-2013_schoolworkforcemember.csv Microsoft Be..  13/08/2013 13:... 579 39% 352
EL) Blade-Export_13-08-2013_schoolwarkforcemodules.csv Microsoft Be..  13/08/201313:.. 307 36% 195
L) Blade-Export_13-08-2013_source.csv Microsoft Ex...  13/08/2013 13:... 301 28% 218
EL) Blade-Export_13-08-2013_subjects.csv Microsoft Be..  13/08/2013 13:.. 304 41% 178
EL) Blade-Export_13-08-2013_vacancy.csv Microsoft B, 13/08/201313:.. 260 27% 190
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Matching and Reconciliation

IMPORTANT INFORMATION: You only need to complete matching and reconciliation if
you have uploaded data from two separate sources e.g. staff information from the MIS
and pay details from your HR system.

There are four stages to this process:

Run Matching

Resolve Matching

Run Reconciliation
Resolve Reconciliation

This process allows Academies who have more than one return for their schools to merge
the data from the multiple returns thereby creating one return only per school. Academies
that only have one return per school do not need to run M & R.

IMPORTANT INFORMATION: The guidance below is provided due to issues that arose
around M & R in previous collections.

1. After completing Matching and Reconciliation the return should be ‘re-validated’. Do
this by highlighting the return and selecting the ‘Validate Selected Return’ button from
the main agent screen. This will remove all the errors associated with the original
partial returns and re-validate the data in the ‘Master Collect’ return.

2. lIssues with data — Some returns had multiple records with very similar or the same
data in them. For example curriculum records with the same Year Group and Subject
and multiple contract records which had the same role and post and overlapping start
and end periods. The M & R process does not handle these as they would seem to be
duplication in the original data from the MIS system. If the Academy experience this
then they should investigate why these are occurring in the XML file before trying to
complete the M & R process. Reason being that they might need to produce new
XSLT files from their MIS to eliminate these duplicates and then run M & R against the
new files. This was typically occurring on Contract, Curriculum and Absence records

3. Data edited or added or deleted records during the M & R process. Once the process
of M & R has been started or is part way through i.e. return has been matched but not
yet reconciled then the data in the original returns and the master collect returns
should not be edited or records added or deleted as these will corrupt the M & R
process. If it is necessary to add, edit or delete data then the user should go back
amend the original return data and then re-run M & R on the amended return.

4. Some LAs found it difficult to see which schools were at which stage of the M & R
process, particular now that M & R has been decoupled and returns were in queues
for the Matching or Reconciliation processing. To help Academies with this a number
of new reports have been provided in. These are only relevant for LAs using M & R
and we would not recommend that these are run by Academies who do not use M &
R. Please see details on M & R reports at the end of this section.

5. Matching functionality will only be available on schools or a central return with
more than one return associated with it.
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6. Reconciliation’ functionality will only be available when more than one return for that
school has been uploaded and matching has been successfully completed on that
return.

7. Please note when matching, if one return has blanks, or NOBT in a field e.g. QTS
Route, Ethnic Code, Disability and the other return has these fields populated then the
‘Master Collect’ return will be populated with the valid values rather than the nulls or
‘NOBT’ values.

8. After M & R has been successfully completed there should only be one visible source
in COLLECT for that school. This should be ‘Collect Master’ source. If there is still
more than one source then M & R has not yet been fully completed.

9. WARNING: If a return has already been reconciled, re-running the matching again will
undo any reconciliation action previously taken.

10. There are a number of business rules which are used to determine when two records
should be matched. Please see Annex A for these rules.

11. There are a number of business rules which are used to determine when two records
should be reconciled. Please see Annex B for these rules.

12. Whenever contract data is supplied then the post and allowance data should also be
supplied alongside the contract data in the same return. If some contract information
comes in on one return and post and allowance information comes in on another
return then this can result in two contract records being generated even after
matching and reconciliation.

13. If data is edited either by the source or the agent after matching but before
reconciliation then it is recommended that matching is rerun as new matches may be
required. If this is not done then sometimes after running reconciliation the will return
will have a status of ‘Reconcilation_Failed’. If this happens then re-run matching
again, resolve any outstanding matches and then re-run reconciliation.

Matching

Matching is the first part of the M & R process and is concerned with identifying and matching
the data at staff member level. Staff members will only be matched using a predefined set of
business rules (see Annex A). Using these rules the majority of the staff workforce members
will be matched but a few will need to be matched manually if some of the key id fields vary
so the system cannot be certain that two or more member records are the same person.

All returns for a school should have a status of submitted or amended by source or agent in
order to run Matching.

To run matching, go into the Agent page and select the ‘Run Matching’ button
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Agent Page SchoolWorkforceCensus2013

MY SOURCES
Name Natsve IO Status Org G Qubu -
Filter By: e A g Grovp o & =
- - -
Performance summary
Eromn
Expected Outstandng Submutted Approved Authorised a o
£
1 0 1 0 0 2 2 0
Sources
Error
Source I Source Name Stotus Sybmittedate ApprovesDate AuthorisedDate Queus Emors Oueries  OX Erocs
8414000 Darlington School of Maths and Sclence Submitted 13/08/2013 2 2 o
Page 1041

Highlight the school and selected the ‘Add’ button. This will move the school highlighted
across to the right hand box. Then select the ‘Run Matching’ button

Matching

SELECT SOURCES TO MATCH

AVAILABLE SDURCES FOR MATCHING

Availlable Dacesgton Schaol of Maths. and Scence
SouriEs

| Al |
Sebected
Sources Remeve
Ecmave A

o \\_//
B Crowe copyright | Cacismas  Privacy

By selecting this button you will have started the matching process for the return. The user
will be returned to the main agent screen and the matching process will be queued. The
status of the return will allow you to see the stage the return is at in the process

Status of Return during Matching Process

Return with a status of ‘Awaiting_Matching’ then the return has been marked ready for
matching but is still in a queue waiting for the matching process to start.

Return with a status of ‘Matching_in_Progress’. This is when the matching is actually being

completed on that return. While the return has this status then a user cannot view or edit that
return.
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Return with a status of ‘Matching_Failed’. This is when the matching process has failed to
complete. In these cases then matching will need to be rerun.

Return with a status of ‘Amended_By_Agent’ then the matching has been completed and is
now ready for the user to check whether a records need to be manually matched.

Rules for Matching

Please refer to Annex A for more detail on the rules used for producing the matches.
Matching will be performed at Staff Details level i.e. identifying whether the individual staff
members are the same individual or could be the same individual. There are two levels of
matching, automatic and manual.

Automatic Matches - no manual intervention is required, the record will be marked as
a match and resolved

Potential Matches — will need to be manually matched

Mo Matched identified

Yrite matching
resulis to Match
W Results table
Remove results it
original reconds re-
edited

Matching

hanual

All matches resoblved

Resolve Matching

Once the Matching has been run and the Amended_By_Agent’ is shown as the status you
will need to resolve any records not automatically matched. Click on the resolve Matching
button to run this
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Lgent Page SchoolWorkforceCensus2013

Filter By: lﬂanu Mative 0 Status Ong Group e = ()
= - -
Perlormaanoe Summary
Emr
Expac tad Custstandeng Subwmetited Epproied Sithonsasd o
E L] (2.9
1 4] 1 o o 2 L]
Louroes
Error
Source 10 Sowrce Mams Status SubmittedDate Approvedote  Authordsediate Dueus Emmors Owerbes O Errors
E«llm Darlington School of Haths asd Sclence Amaended by _sgent 13,/ maf F0a 2 2 (1]
wge 1ol 1

Uplcad Artum for wrirctrd Scror— Uploasd Hullsple Relums (g
.III.I‘ dxte AN M aledatrd Rt N

.: Agrnl A wirabes

Automatic Matches

The example below shows where there are two records one from each return which can be
automatically matched as they match on a number of ‘key’ fields. The given name and NI
number are different but teacher number, family name and DOB all match. So this will result
in one individual going through to reconciliation rather than two. Please see example below.

Manual Matching
Darlington School of Maths snd Soence
Sebect match type:  Automans Wt ches -

Yo of Amtomati

Automatic Matches Mt

AUTOMATICALLY MATCHED DATA ITEMS

Frsi recond i st iy of records N sab
BOFI415: Regular Teacher, O - 08 /06§ 1963 2
Page Lol l

MATCHES FOR THIS DATA ITEM

Pty Taacher Manbar Famdy M Givin Mama(s]  Foimaer Famely Mais]s) Date of Beth  Gihdaer NI humsbar LA Mo Estab Mo Soltwais Code  Sourcd Ll
Match - 1 - BO234NE Regudar Teacher Cine DB/ 08 1543 Female WAL458788 B4l 4000 HR School
Maich - 1 * BodAE Regular Teacher  One OR/OE 1961 Femple WALASSTHD 041 4000 Sirag Sehosl

Fiop A Match Results | | Lipdate Maiches |

AUTOMATICALLY MATCHED DATA ITEMS

Frit record n gat Mo of records n gat
B0 3415 Regelar Teacher, One = 00/ 06/ 1963 2
Page 1of 1

MATCHES FOR THIS DATA ITEM

FI t Teacher Bumber  Famdy Hame Given Nama(s)  Former Famdy Mame(s)  Date of Brth  Gender NI Number LA Mo Estab Mo Software Code  Sowce Level
Msich - 1 = BOXE Ragulnr Taschar O OB0E 1943 Famaly WAL4S6TB0 S41 4000 R Sechaal
Maich - 1 BOTMISE Fegulyr Teachar  One DG 1963 Female WAl4567BE S41 4000 SIME School

u < Fi A atch Rvsots S pdns achas_|

The user does not have to take any action on these matches unless they do not want them to
be a match. If user decides that these are in fact not a match then they can change the result
from ‘Match — 1’ to ‘No match’ by either using the ‘Flip all match results’ button or change
each line by selecting from the ‘Result’ column, then select the ‘Update Matches’. This will
result in two workforce members going through to reconciliation rather than one.

37



Manual Matches

If there are records which match on a few of the key ID fields e.g. Teacher Number, family
name, DOB, NI Number but not enough of them then they will be identified in the ‘Manual
Matches — unresolved’ as COLLECT does not know whether to treat them as one person or
not so the user has to resolve these, please see example below.

If these are the same person then select ‘Update Matches’ and that will treat them a one
individual, if user selects ‘Flip all match results’ button and set them to no match then that will
be treated as two none matching individuals.

Reconcilliation

The aim of reconciliation is to allow the system to decide how to process more than one set
of data for a school e.g. should the records be merged and which records should be merged
and which kept separate. Data reconciliation will be performed automatically using a set of
predefined business rules (please see Annex B): however there is also a requirement for
manual reconciliation where data differences across records cannot be resolved
automatically.

Unlike Matching which is just done at ‘Workforce member’ level reconciliation is carried out at
record level for example all the ‘curriculum’ records for an individual will be reconciled,
‘absences’ records for an individual will be reconciled.

To run reconciliation, select the ‘Run Reconciliation’ button from the Agent screen. Schools
will only be included in the picklist of schools to reconcile if they have more than one return
and matching has been run and all manual matches have been be resolved.

If return has a status of ‘Matching_Failed’ then again Matching will have to be rerun before
reconciliation can be run.

Na=a Native 1D Status Org Group Queue
Filter By: (6] Reset

Performance summary

Expected Outstandng Submetted Approved Athersed

Sources

Source ID  Source Nome Statys submittedDate  ApprovedDate  AulhorisedDate Quene Errors Querles OX Error

B414000  Darfington School of Maths and Sclence Amended_by_agent 13/08/2013 2 2 0
Open Retwrn. Approve Approve AL Repoct.. Ochete Lxport Selected. Lxport Multiple... Export AL
Upload Retum for seircted Sowrcr— Upload Multiple Returms (np fbe )
Valdate Selectod Retorn.. Run Matching
Lawnch Reports. Queue Hanagement_ (hange Queve.. g Resobve Halchng Hesobve Reconobabio

Reconciliation (Running)

Once all the manual matches on a return have been resolved then the user can go on and
run ‘Reconciliation’ against that return.
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Re-run

miatching to
confirm
L \ Write  reconciled
P data to COLLECT
Reconciliation _"' master return &
mark original data

\ ag invisible
Mo Duplicate

Highlight the School, click add and then select the ‘Run Reconciliation’.

Reconciliation

SELECT SOURCES TO RECORCILE

AWAILABLE SOURCES FOR RECONCILIATION

Availalle Darrgton Scheel of Maths and Soence
Sources

Selected
e Bemarer

This will start the reconciliation process which will now run in the background so a number of
schools can be run overnight and will then be ready to work on the next day. Use the status
of the return to identify whether reconciliation has been run successfully or not.

Return with a status of ‘Awaiting_Reconciliation’ is when the return has been placed in the
reconciliation queue but reconciliation has not yet been completed.

Return with a status of ‘Reconciliation_in_Progress’. This is when the return has reached the
top of the reconciliation queue and is currently being
Reconciled.

Return with a status of * Reconciliation_Failed’. This shows that there has been an error
during the reconciliation process. This can be caused because the return has been editing
between matching being completed and reconciliation being run and unresolved matches
have been generated. These need to be resolved before reconciliation should be re-run.
Return with a status of ‘Amended_By_Agent’ then the reconciliation has been completed and
is now ready for the user to check whether all records have been automatically reconciled or
whether some need to be manually reconciled

While the process of reconciliation is being carried out on the return then the user will not be
able to added/edit/delete.
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Resolve Reconciliation

Once the reconciliation has been run and the Amended_By_Agent’ is shown as the status
you will need to resolve any records not automatically reconciled. Click on the run
reconciliation button to run this.

Fiter By: Rl Naterd 1D Status Dy G o Lo T 0T -i
Perormanos summary
Ermoes
Expac ked Ot kandeng Submakted Approved Athonsed
: [+] "l
1 a 1 L] o 3 2 o
BOUFCES
seires 1D Siarce Maimns Shatus Saibmwitedin s ﬁpjlr-.lw'lllil-ﬂ-' AtherisedDats Owigaie Erfers Qudries O Effors
BALA0OD  Darlington School of Maths and Sciencs Amended_by_agenl 13708/ 2013 3 2 L1]
Dt Rirtuim AP — Agrputirar Al v Hape— Debebe Eupnt Sebetid ot Mot Dt AR
Wik Befwm o sebeutod Somnie.. kbl Hultiphe: Rt (o file

Valslae Sebected Retuwm_ e Ml by
Lasirech B proinn e Hsldegor poar s TRt frafiar — = Resater

Reconciliation Business Rules

To be able to combine multiple records into one record, the SWF Collect system uses
defined business rules (please refer to Annex B) to determine when these can be reconciled
automatically and when they have to reconciled manually.

When the return status returns to Amended_By_Agent then the user’s needs to go in and
check the results of the reconciliation. To go in and check the result of the reconciliation
select the ‘Resolve Reconciliation’ button. The following screen will appear and you have the
choice of checking the ‘Reconciled Records’ or the ‘Unreconciled Records’.

There is no action required on the ‘Reconciled Records’ as these are the ones that

COLLECT has been able to automatically reconcile. The number in brackets is the number of
records which were reconciled.
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Aanual Reconciliation

Select reconciliation type: IReconciIed Records j

| Undo Reconciliation I

Select record type: ISchDDIWDrkforceMemher(1)j

GivenMNarne (2)
ContractOrService (B)
AdditionalPayment (0)

Ruole
RECONCILED SCHOOLWORKFORCEMEMBER RoleA(?ditiunalF'ayment 2

Software/SourceTeacherNumberPersonFan Curiculum (2)

teconciled SchoolWorkforceMember

Mo of Reconciled Records: 1
tecords

erCurrent PersonBirthDateEthnicityDisability QTStatus HLTAStatus/QT!

Code Level Qualification (2)
Absence (2) Anr
COLLECT White - Col
School 7932786 Brown PNBD2417AMale 0971171957 . Yes False Exil
System British
Gra
Co
Page 1 of

1

Unreconciled Records — These are records than cannot be resolved using the predefined
business rules. In these cases the user has to made decisions as to which data should be
included in the ‘Master’ record.

The user should work down the list of record types, reconciling the
SchoolWorkforceMembers first, then the ‘GivenName’ then the ContractorService’ and so on.

select reconciilation tygd [Uneconciled Records =)

Select record fype: |SchoookforceMember ) =

Gaandlame (1) no of Une
CordractOeSerdce (1)
AdditionalPayment (2)
Fale 1)
RolesdditionalPayment 2)

Inreconciled SchoolWorkforceMember Record

SCHOOLWORKFORCEMEMBER DETAILS

sSoftyare SOUrce TeachersyumberPartonFamiCurmoulem 0 CurregtPersonBirthDateEthnicity  Disabllity QTStatusHL
Codi (TH
white -
C5V B Schonl 999999 10011960 Yes Wes Tr
British
CSWB School QOoBEEA AD999990 Male 10/01/1960 White - Briishes fes T
Page 1of 1

If we look at this example of a workforce member that needs manual reconciling. The bottom
half of the screen shows that there are two workforce member records, which have some of
the same information and some different. The different fields are PersonFamilyName and
Teacher Number. By selecting from the drop down options for these fields the user can
select the values that will be included in the ‘Master Collect’ record, and then select the
‘Update Master’ button to save those selections
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POSSIBLE SOURCES FOR MASTER RECORD

Software Source TeacheriumberParsonF amilyNameNINumber GenderCurrant ParsonBirthDate  Ethnicity Disability QTStat

Code Lo

CSVB School 999999 smithy AB2345670 Mot Kndwn 10yD1/1960 Wihate - Briish as ¥as

=L School 12 AR2I45670 Hot Endwn 1040101960 ‘Wihete - Britizh s i -H

|owouoe =] |smithy =] F=

)
~_

In the next example, this is where there are two ‘Given name’ entries for the workforce
member ‘Brown’. The middle part of the screen provides details of the workforce member,
the bottom part of the screen show the two ‘Given name’ records.

The user can either save both entries to ‘Master Collect’ by first selecting the ‘Copy to
COLLECT Master’ button to save one entry then select the ‘Update Master’ to save the
second entry. The result of this is that Brown will have two ‘Given name’ records in the
‘Master Collect’ return

Jct knewen huon L s Ptiee - ekish Pres Jres

M

If the users only want to have one ‘Given Name’ entry included in the ‘Master Collect’ return
then select the entry from the ‘PersonGivenName’ drop down list and the select ‘Update
Master’ button.

In this final example there are two ‘Additional Payment’ records for Smith with exactly the
same data in them from the same return. In this case there are no different values to pick
from but the user must decide whether they should be treated as two separate ‘Additional
Payments’ for Smith in which case they must use the ‘copy to COLLECT master’ and ‘Update
Master’ buttons to take them both into ‘Master Collect’ return. If they are genuine duplicates
and only one ‘Additional Payment’ is required then just select the ‘Update Master’ and only
one of the ‘Additional Payment’ will be copied across to the ‘Master Collect’ return

PARENT MASTER RECORD {CONTRACTORSERVICE) HAS NOT BEEN CREATED
POSSIBELE SOURCES FOR MASTER RECORD

Software Code Source Level PaymentType Paymentamount
Copy ba COLLECT Master Csy A School Inner London Weighting (Support Staff) 1000.99
Copy ta COLLECT Master CSY A School Inner London Weighting (Support Staff) 1000.99
Enner London 'weighting |1000.99
Update Master |

Rolling back a manual reconciliation

If the user has incorrectly reconciled a record then they can undo the last reconciliation. To
do this select ‘Reconciled Records’ from the drop down list on the ‘Manual Reconciliation’
screen.
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Vianual Reconciliation

SWF Tralming School 1
Select reconcillation type: |ﬂec-:-n-:||ed Records ;I

Select record type: |C-rme nilame (3) Undo Recanciliation |

No of Reconciled Records: 3

teconciled GivenName Records

Software Code Source Leval PersonGiveniyame
COLLECT Systemm Schaal James
COLLECT System School Baby John

COLLECT System Schoal Patar

Select the appropriate record type from the ‘Select record type’ drop down list and highlight
the select the relevant record from the list of records which have been reconciled then select
the ‘Undo Reconciliation’ button. The user can then work back unreconciling more records if
required.

When all the manual outstanding reconciliations have been resolved by the user then
reconciliation has been completed and there should only be one return visible in the
COLLECT system for the school, namely ‘Master Collect’ return. If there are still more than
one return then reconciliation has not been completed.

Once you are happy with your data please remember to Approve the data from your front
screen.

M & R Specific Reports

These are all new reports for this year which have been introduced which should help
Academies to monitor returns through the M & R process. These reports will be run against
the previous day’s data rather than the current day’s data.

1. M & R Matching Required but Not Yet Started report: - This enabled an Academies
to list all the schools where M & R is required i.e. they have more than on return but
no matching action has been initiated yet.

2. M & R Reconcilation Required but Not Yet Started report: - This enabled an
Academies to list all the schools where matching has been completed but
reconciliation has not yet been initiated.

3. M & R Reconciliation Started but Not Yet Completed report: - This enabled an
Academies to list all the schools where reconciliation has been started but not
completed i.e. there are still records which need manually reconciling.

4. M & R Remaining Visible Source Records after completing M & R report: - This
enabled an Academies to list all the schools where reconciliation has been completed
but some original source records are still invisible. If the M & R process has been
completed successfully then there should be no original sources records left so these
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need individual investigation by the Academy. Reasons why this could be occurring
are provided earlier on in this guide at the top of the M & R section.

M & R Number of Returns By M & R Status report: - This provides an Academy
with a breakdown of their returns in relation to the Matching and Reconcilation
process. The report provides figures for the following:-

Total No Data = Number of schools where return status = ‘No Data’

Total not requiring M & R = Number of schools with only one return associated
with it so no M & R is required

Total Matching not yet started = Number of schools with

more than one return and matching has not been started

Total Matching started but not complete = Number of schools with more than one
return where Matching has been run but has not yet been completed

Total Matching completed but Reconcilation not yet started = Number of schools
with more than one return where matching has been completed but reconciliation
has not been run (started)

Total Reconcilation started but not complete = Number of schools with more than
one return where Reconciliation has been run but has not yet been completed
Total Reconciliation completed, single source = Number of schools where
reconciliation has been completed and they now have once single return.

Total Reconciliation completed, multiple sources = Number of schools where
reconciliation has been completed but they still have more than one return
associated with them.

In the case of this last category them please investigated then schools and check
M & R Important Information and if none of that explains the reason why there are
multiple sources then please contact the helpdesk.

Annex A — Matching Business Rules

Rule Description

No

1. Matching will be performed at the Staff Details level.

Within a data return, data items on the staff details record will be compared against other
staff details records within the data return and
to matching individual across all the data returns for that source.

2. Matching will only be carried out on Data Returns with a status of submitted or above in
the workflow.

3. If records are not matched automatically but are identified as potential matches manual
matching will be required.

4. Incorrect automatic matches will be available to be manually marked as not matched and
should not subsequently be display unless an amendment is made to the data either
online or via a resubmission.

5. If records cannot be reconciled automatically as the data is found to differ in the data
sources manual reconciliation will be required.
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A data agent is expected to have completed matching and reconciliation prior to Approving

a Data Return.

Staff Module

Ref Rule Notes
1 If two records within the returns for that source have the same Records Matched
Teacher Number and NI Number
Automatically
2 If two records within the returns for that source have the same Records Matched
Teacher Number, Person Family Name and Date Of Birth _
where the records have differing NI Numbers. Automatically
3 If two records within the returns for that source have the same Records Matched
NI Number, Person Family Name and Date Of Birth where the _
records have differing Teacher Numbers Automatically
4 If two records within the returns for that source have the same Possible Match
Teacher Number, Person Family Name where the records have
differing Date Of Birth and NI Numbers Resolve manually
5 If two records within the returns for that source have the same Possible Match
Teacher Number, Date Of Birth where the records have
differing Person Family Name and NI Numbers Resolve manually
6 If two records within the returns for that source have the same Possible Match
NI Number and Person Family Name but records have differing
Date Of Birth and Teacher Numbers. Resolve manually
7 If two records within the returns for that source have the same Possible Match
NI Number and Date Of Birth but the records have differing
Person Family Name and Teacher Numbers. Resolve manually
8 If two records have the same NI Number but none of the other Possible Match
identifying fields match.
Resolve manually
9 If two records have the same Teacher Number but none of the | Possible Match
other identifying fields match.
Resolve manually
10 If two records have the same Surname and DOB but records Possible Match
have differing Teacher Numbers and NI Numbers.
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Resolve manually

11

If two records have a Surname equal to the Former

Possible Match

12

All other records will not be classified as having a match.

No Match

NOTE: Two or more records would be identified as matches using the above rules. The
exception to this is where one record has a Contract Type of Contract —where the
Contract Type = ‘PRM’, ‘FXT’ or ‘TMP’ — and another record has a Contract Type of
Service Agreement — where the Contract Type = ‘SLA’, ‘SAG’*or ‘SOT". In this case the
records will not be matched.

Annex B — Reconciliation Business Rules

Contract / Service Agreement Module

Ref

Rule

Notes

If two contract records have the same Start Date,
Contract Type, Role, Post and Estab Number where
one is a school level record (Source Level = ‘S’) and the
other is a LA record (Source Level = ‘L")

Note: where one or both post records are provided
the record would still be classified as a duplicate

Potential Duplicate
Resolve Manually

If two contact records have the same Start Date,
Contract Type, Role, Post, Estab Number and record
levels are equal (both source level records equal to ‘'S’
or both equal to ‘L")

Note: where one or both post records are provided
the record would still be classified as a duplicate

Potential Duplicate
Resolve Manually

If two contact records have the same End Date,
Contract Type, Role, Post and Estab Number and
record levels are equal (both source level records equal
to ‘'S’ or both equal to ‘L’)

Note: where one or both post records are provided
the record would still be classified as a duplicate

Potential Duplicate
Resolve Manually

If two contact records have the same Start Date, Role,
Post, Estab and Level and Contract Type is equal to
PRM, TEMP or FXT

Note: where one or both post records are provided
the record would still be classified as a duplicate

Potential Duplicate
Resolve Manually

All other records will not be classified as having a match
and therefore no reconciliation action will be required.

Automatically include in
master record

Role Module
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Ref Rule Notes
1 If two Role Records for a contract have the same Role Potential Duplicate
Identifier Resolve Manually
2 All other records will not be classified as having a match and Automatically include in
therefore no reconciliation action will be required for them master record

Role Additional Payments Module

Ref

Rule

Notes

1

If two Additional Payment Records within the same
<RoleLevelDetails> group have the same Additional Payment
Category and Payment Amount where one is a school level
record (Source Level = ‘S’) and the other is a LA record
(Source Level = L")

Potential Duplicate
Resolve Manually

All other records will not be classified as having a match and
there no reconciliation action will be required for them

Automatically include in
master record

Additional Payments Module

Ref

Rule

Notes

1

If two Additional Payment Records within the same
<PostLevelDetails> group have the same Additional Payment
Category and Payment Amount where one is a school level
record (Source Level = ‘S’) and the other is a LA record
(Source Level = L")

Potential Duplicate
Resolve Manually

All other records will not be classified as having a match and
there no reconciliation action will be required for them

Automatically include in
master record

Absence Module

Ref Rule Notes
1 If two Absence Records have the same First Day of Absence Potential Duplicate
and Absence Category Resolve Manually
2 All other records will not be classified as having a match and Automatically include in
therefore no reconciliation action will be required for them

Curriculum Module

Ref Rule Notes
1 If two Curriculum Records have the same Subject Code and Records Matched
NC Year Group Automatically
2 All other records will not be classified as having a match and Automatically include in
therefore no reconciliation action will be required for them master record

Qualification Module

|  Ref

| Rule

Notes
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If two Qualification Records have the same Qualification Code
and Subject Code 1

Records Matched
Automatically

All other records will not be classified as having a match and
therefore no reconciliation action will be required for them

Automatically include in
master record
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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
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