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Introduction

The COLLECT (collections online for learning, education, children and teachers) Portal is
used by local authorities (LAs) and the Department for Education (DfE) for processing
data collection returns. Major benefits of the portal include real time data collection
monitoring and progress reporting, the ability of a local authority to view exactly the same
information as DfE when queries arise and being a website there are no installation
issues.

This document is designed to guide local authority users through the various aspects of
COLLECT as related to the children in need census data return from initial submission,
data validation and final approval by DfE.

The department now collects data from a wide range of users; generic terminology must
be used within COLLECT. A provider of data is known as a ‘source’, an ‘agent’ is
someone who undertakes verification and checking of the data and a ‘collector’ is the
final destination of the information. Children in need have a local authority as the ‘source’
and the DfE as the ‘collector’.

Some screen shots refer to 2013 however the process is the same for all 2014 census
data return collections.



Secure Access (SA) and the COLLECT Portal

The familiarisation blade is now part of the live blade. To login to Secure Access if you
don’t have a Secure Access account fill in a service request form which can be found
here.

| @ Department for Education

Secure access

D lagree 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

151042014
New Service Request Form - Secure Access

This notice is to alert users of Secure Access, that the Service Request form is being updated to a
more user friendly version as of Monday 20th october 2013.

09M10/2014
[N LI VI PENTPN

Once you have logged in you will see the link for COLLECT, click on this link.

| &S Department for Education

Secure access

ministration

Signed in as Naomi Williamson from Department for Education. Your account Swgn out

Need help?

Visit the Secure access help page

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

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


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

Click the continue button.

Collect Welcome

Welcome to COLLECT (Collections On-Line for Learning, Education, Children, ——
and Teachers). PROCEED INTO COLLE™T

COLLECT is the DfE Centralised Data Collection and Management System for

School Census Autumn 2013 o
ALL Academies, NMSS and LAs now have access to the School Census. Show Code of Conduct Text...

Fade of Ca=- o

School Workforce Census 2013 - LIVE
The School Workforce Census is now LIVE.

To continue, the ‘source’ user (local authority) will click on the required data collection —
eg for familiarisation the familiarisation blade and for live the live blade so that it is
highlighted in blue and then click on the ‘Select Data Collection’ button.

[Home Page
MY DATA COLLECTIONS
Data Collection UserRole  Organisation Status Due Date Days Due

|APEX2012 Collector Department for Education Testing 10/02/2012 00:00:00 -662
JAPEX2012 Administrator Department for Education  Testing/Live 10/02/2012 00:00:00 -662
JAPEX2013 Collector Department for Education Open 11/02/2013 00:00:00 -295
ChildreninNeed1213 Collector Department for Education Open 30/06/2013 00:00:00 -156

Collector Department for Education  FOMINGRSSUORIMI 30/06/2013 00:00:00 -156
ChildrenInNeed1314 Source TDU Test LA 522 Familiarisation  30/06/2013 00:00:00  -156

ator D 1t for Ed:  Familiasisation/Live | 30/06/2013 00:00:00 -156
Consistent Financial Reporting_2012-2013 Collector Department for Education  Open 19/07/2013 00:00:00 -137
ParentalResponsibilityM-A2013 Collector Department for Education  Open 31/10/2013 00:00:00 -33
PrivateFostenng1213 Collector Department for Education Open 31/05/2013 00:00:00 -186
Page 1 of 2 >
Select Data Collection  »

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, select ‘Trusted Sites’, and then select ‘Sites’. Select ‘Add’ and type the following
into the text box:

https://collectdata.education.gov.uk
Then select ok and ok again.
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




Local authority ‘Source page’ screen

The next screen (‘Source page’) provides a summary of the latest position with respect to
the selected data collection. The ‘user’ will see information on the current status of their

collection return and presents a number of options.

Source Page ChildreninNeed1314

Errors : [121

Queries : (33

MY DATA RETURN

The status of your data return : |Loaded_and_Validated

OK Errors : |0

'What can I dg My Deeg Return?

Add Return on screen...
Open Return...
Submit Return...
Export to file...
Launch Reports...

Delete Return...

Press this button to Import a file into your data return
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

Press this button to Delete your data return

'What is happening 1] ﬂy Data Return?

Data Return Submission

Date Submitted

My data return

Data Return Approval Data Return Authorisation

Date Approved Date Authorised

This area shows the status of the return, the number of errors, queries and ok errors.

Status will be one of the following:

No Data
Waiting_for_Validation
Validation_in_progress
Loaded

Amended_by Source
Awaiting_Submission
Submission_in_progress
Submitted

Amended_by Collector
Authorised

Rejected

‘Data hasn’t been loaded’;

‘Data loaded and waiting to be validated’;

‘Data loaded and validation in progress’;

‘Data loaded and validated but not submitted’;

‘Data has been manually edited by the source (LA)’;
‘Data queued, waiting for submission’;

‘Submitted snapshot is being created’;

‘Data loaded and submitted’;

‘Data has been manually edited by DfE after submission’;
‘Data loaded, submitted by LA and Authorised by DfE’;

‘Data load rejected — due to invalid format and/or contents’.



Status is followed by a series of buttons as listed below:

Upload return

Clicking on this button launches a page to allow the local authority user (‘source’) to
browse for the XML file and load.

Add return on screen

Allows the ‘source’ to type the return on screen — this is not recommended for this
data collection return as there is too much data to input.

Open return

This option is greyed out until the data is loaded and is used to access the loaded data
for editing or viewing.

Submit return

This option is greyed out until the data is loaded and validated and is used to submit the
data to the department. This should only be done when the data is complete and clean.
Once a return has been ‘submitted’ control then passes to the department.

Export to file

This option is greyed out until the data is loaded and is used to export the loaded data
either as a single XML file (in the input XML format) or as a number of CSV files with one
file per data table.

Launch reports

This option launches the local authority’s reports options.

Delete return

This option is greyed out until the data is loaded and is used to delete the local authority
data from the system.



Upload a return

To upload the return click on the ‘Browse...” button to navigate to the required file. You
then need to select ‘Upload’ to load the data.

If a new version of the data is loaded, all ‘Notes’ (excluding ‘return level notes’ and
‘History’) are deleted, together with the loaded data before the new data is loaded.

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

If data is already loaded you will be asked if you want to overwrite it. Answering no will
stop the data load, answering yes will delete the existing data and load the new data.

If the XML file is in the wrong format or contains the wrong type of data, e. g. a number in
a date field, the file will be rejected with an explanatory message.

Uploading CINReturn_clear522.xml

FILE UPLOAD PROGRESS ...

Data return upload in progress, please waitu.. K17

Loading raw return data, 143 elements processed

Whilst the data is being loaded the above message will be displayed.
Once the file has been successfully loaded the following message will appear.

COLLECT Portal

'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 and Submit your
Return.

@ Crown copyright | Dsciamsr | Privacy



The data return has now been placed in a queue to be validated. When COLLECT is
busy this process may take some time and users can come back later to view any
validation errors present within the return.

When you click on ‘OK’ you will return to the ‘Source page’ and status will be
‘Waiting_for_validation’. When the return reaches the front of the queue, the status on
the ‘Source page’ will change to ‘Validation_in_progess’ and then ‘Loaded’ when it is
finished.

10



Viewing the data return

Opening the return
Open the return by clicking on the ‘Open Return’ button.

Source Page ChildreninNesd1415
Thie status of your data return @ | amendad_by_sourcs

ifrreen ;15 Chsprags ¢ |16 =4 L T
What can I do with My Data Return?

Prage thil Button 1S [epart & e inbo your dath ratum
Prass this Butbon to Add 3 naw rebum usng a web fom
5 this button to Open your dats retam

b — Prass this butbon 1o Subst weur comphitid dath Fatum
| tporttebe d Prass this Bubbon 1o Export your data rebum to & file
Liuseih Beporti., | Prass this button to Report on your data retum
 DeletcHoume | Press this butbon to Debte your data retum

Whalt is happening to My ata Return?

Data Return Submission Data Return Approval Data Return Authorisation
Data Submetted Date Approvad Dwbe Authonsed

I need some help

Children In Need

Al Errors Al Notes Add | [ view Edit | | Gaete | | Eiatus
[i]
i=~Children In Need Children In Need - City of London
T e
=-Child [19.
S o esmm o | @
i Ientifiers
| ooty o o bmem v T, okEme e | ey
=-Children In Need Details [24] Children In Need
=-Assessments [14] Callection CIN 0 0 0 2
“Factors Identified at Assessmen 'y ear 2015 ] 0 0 2
- Section 47 Reference Date [2015-03-31 0 0 0 2
= Child Protection Plans Source Level L 0 0 0 Vel
BTSN LEA 201 - CITY OF LONDON 0 0 0 2
Software Code Local Autharity 0 0 0 od
Release 0 0 0 ;
Serial No n 0 0 0 2
Datetime 2014-10-29 11:08:26 0 0 0 Yid
Child View All

Screen functionality

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

When navigating around the COLLECT system it is important that you use the COLLECT
‘Drill up’ button or COLLECT ‘back’ button which are toward the top right of your
COLLECT screen. If the ‘Drill up’ or ‘back’ buttons are not visible then you may be in one
of the earlier screens and to navigate back from here you will need to click ‘Back to
MYCOLLECT page’ located at the top of your COLLECT screen above your login name.

11



You will be either given an error message or thrown out of the system if you use
your web browser back button.

When amending errors, once you have completed your actions on a particular error you
will need to drill back out of that record to the main screen before being able to select
another error to investigate. If you try to select an error before drilling out you will be
given the error message: ‘Cannot choose another error to investigate’.

Mode button

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

A I Yiew Edit Delete Statils

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.

Filter bars

Only available on screens that could have a large record set, eg ‘Child Identifiers’. This
allows criteria to be entered to identify a group of related records or a single record. For
example if the user types an id in the ‘LA Child ID’ box and selects the ‘Go’ button then
only children with that id 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.

LA Date Expected
Child | UPN of | Birth Reset Go
D Birth Date

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.

12
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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 data return.

i Powmsten | g i coninct s @ Ofdntwrat @ DI Thansoma g o bims 9] oo Mot [ Googhe g Bepe—shacomlt | Dnimmasl UAT ) Manio | Thamtor ) Vecncm @ ek Seon Gallary ™
8 Crddras I Vel Sor B - e e P ey TR |

#% Department for Education

BLADE UAT COLLECT Paortal

Chisdren In Nead

]
LA

L

Bl - RLRIAM
Lisil Baghaiaty

L
O35 MAT T

@hhhhhh

The ‘source’ is now able to see all of the children that make up the data return within a
selection grid. Up to ten child records are shown per page and navigation through the
pages is via the < > buttons. The default is to display the child information for the first
child, to see data for the other children just click on the child to highlight and the
corresponding child details data will be displayed. You can sort the child records by
selecting any of the column headings (underlined in blue); first click ‘sorts by ascending
order’, second click by ‘descending order’.

This page also contains a series of links to pages showing different categories of child
level data, e. g. disabilities details. These can be accessed by clicking on the blue ‘view

13



all’ hyperlinks. You can return to the previous screen (‘Children In Need details’) by
clicking the ‘drill up’ link.

Drill Up | Errar |
Child - Identifiers - City of London
Al otes |
Date Expected
uPN of | Birth Resat | Go

201361414037 [2001-09-23

M201361414038 2015-01-01
M201361414011  2002-11-16
B201361414012 2014-12-27

Q201361414013 1998-06-16
E201361414014  2001-12-27
L201361414015 2014-12-31
H201361414016  2001-03-06
201361414017 2005-04-24

NEEIRRCIEIEIE
oo == R

Child Identifiers
LA Child ID 001

‘Unique Pupil Number(UPN) 201361414036
‘F‘upl\'a Farmer UPN
UPN Unknown

" |lPerson Bith Date 12003-03-30
Expected Person Birth Date

Gender Current 2 - Female

DommommH‘

olo|o|lo|a|la|le|la
olo|o|lo|a|la|le|la

Person Death Date

Disabilities
(Children In Need Details

m e e e R R R

© Cravin copyright | Disclaimer | Privacy

Record list

Clicking on one of the blue column headers, eg ‘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.

‘ Drill Up | Etrar |
Child - Identifiers - City of London
Al ates |

LA Date Expected
child | upn | of | Birth | Reset | Go |
D Birth Date
001 201361414037 [2001-09-23 2 2 0 0 0
001 M201361414038 2015-01-01 0 4 0 0 0
001 M201361414011  2002-11-16 9 2 0 0 0
AAD005 5201361414012 2014-12-27 0 2 0 0 0

Q201361414013 [1998-06-16 1 1 0 0 0
AAO007 E201361414014  2001-12-27 1 1 0 0 0
AAD0DB U201361414015 2014-12-31 2 3 0 0 0
AA0009 H201361414016  [2001-03-06 1 0 0 0 0
AAD010 X201361414017  [2005-04-24 2 0 0 0 0

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 ‘Child ID’, ‘UPN’, ‘DOB’ or ‘Expected Date of Birth’ by
clicking on the relevant column in the ‘Record List’ section.

14
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The default view when a screen is displayed is the ‘View’ mode. To edit the details click
on the ‘Edit’ button. The details for the child will now be available to edit.

Click on the ‘Gender Current’ cell in the ‘Value’ column and a drop down list of selectable
values will be displayed.
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Selecting ‘Female’ 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 or added.

Selecting ‘Gender Current’ 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.

Child - Identifiers
MEms | At | | I | T T
L] :
—Children In Weed Child - Edentifiers - City of London
|-|.* LA Dok Expected
L aitas) Child | uen | of | Birth | L | G
i) Barth Date
F*m 1.2 [ = gd Elip E agerrid B Gender  DSuals CIN |
Mentiars SONHMM0E 000803 ] ] [ o
t:\l'ﬂ“l!'ﬂl 001 YHIEMHOF 30080933 ] H 0 ] 0
1 0o MO M0 2050 ] 4 1] 1] a
B e D L1 oo WEIBUMDTT  F001T6 ] 2 ] ] 8
+-hmesmants [14] AADOS B34 HMT 2001227 [] ] [] 1] i
| Lractors ientfied at Assessmen QA0 1D18 1 1 [] ] 1
Sechion 47 AADT EMNi1EM01E J00112.37 1 1 L] -] (i}
i AG0E [Lrvhh AEETDRE] HiH-12-11 2 d (] 1] ]
-~ Child Prosectien Flons AADONS FROTHMUOE 2004008 1 ] ] ] 0
Lm AADDID DM MT 0050424 ] =] L] ] 4]
Child Idantifiers | Child Charactedasics
e Mg oKEmn he e
R P
Child Tdentiliers
LA Child I o1 Loy ]
Liniguse Pupdl Number{LIPH) JR01351414035
Pupd's Former LIPH

Ferson Death Dabe
Dhes a5

Chaldren bn Newd Detads

Editing existing information will create a ‘history record’ for the item that has been
changed or added.

16



Data Log Page

istory Report - ChildrenInNeed1415 Back
City of London

History report on 27/11/2014 at 12:51:38
Data Gender Current

Start Date End Date
F_' _——

0ld Value New Value Role Organisation

Update 0 - Not Known 22 - Female Christine Rutherford Source Department for Education 127/11/2014 12:45:07
Update 2 - Female 0 - Not Known Christine Rutherford Source Department for Education 127/11/2014 12:43:13
Update 1 - Male 2 - Female Carole Oliver Source Department for Education 126/11/2014 11:52°36

© Crown copyright | Disclaimer | Privacy

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

Click on the ‘History’ icon for the ‘Gender Current’ item that has just been 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.



Errors

When a data 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'.

A return can legitimately contain data that raises a query but is perfectly acceptable. For
example a child’s date of birth is outside of the expected range. Such errors can be
okayed by the department.

Total return errors

The breakdown of errors for a return is shown in the ‘Return Status’ section of the 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 data return as a whole
rather than an individual data item within the return, eg ‘Please Check: Less than 8
disability codes have been used in your return’.

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

Children in Nesd

All Emees Al Hotes || [ Wi = | |
o
~Ehildein B Hied Children In Heed - City of London
[ Lrvets |
~-Chid [19] Rturn Lovel Erron
|- Charactenstics
o ideralers . .
|Typs of Desaistiey (4] Data fueen Vadoe
“~Chidrem In Head Detals [24] Children In Nead
- Asmesaments [14] Calivction CH F
| LFactors identrled ot Assessmen o 015 .4
|-5Iﬂhl14\?' Faferance Date 50311 F
*- i Protection Plsns Seapea Liresl L F
CRaews LEA 201 « CITY OF LONDON e
Sobwraen ol Local Augbonty p
Faloais Foa n
Senal Ho 1 T
Dipterome 141029 1108 26 >
Chall Wi Al
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Data item level errors and queries

Child - identifiers
Al Emos Ml Hotes ast | [ Edt | Deieta |

[

—-Chibsren I Beed Ol Ug |
k Chidd - Tdentifiers - City of London "_'_'"'J = /I
- )

*.chid [15]
LA Dali = d
| Gt chisd | uen | o | mirth | Rt | Ge
v Ierlrs n Birth Date
E—rm o Desabiliy [4] E{““'mﬁé.}'iﬁ;{ Lare oLt M;ﬁfﬁﬂﬂl‘;ﬂhﬂ-;‘.ﬂlﬂm_
..| e paa LA o1 YAIGEOT 20010523 2 2 L] ] o
7 Assessmants [14] w1 M I61418038 20150101 0 ] 0 0 ]
I Lﬂﬂimlm 201 M2M3I61418001 20021116 9 2 a o o
|-section 47 AADS BRMGIEIEN2 FATEEET] o 'l [] [ [
1 DRI M01I  1SE-06-16 i L ] ] L]
_f'“m"h"’ AADOGT EXMIEINE0N  2001.0237 1 ! 0 0 o
Fowbves AR LEMFIR 1416005 20141231 2 ] ] ] 1]
AL HAM361418006 30010306 1 o a ] L]
A& ERMLIENNT 0050424 2 ] n ] ]
Childentifion b Chacecirisiicr I T = R
e o Vailug e Emoe o OMEme  Nows  Hisory
Child Identifiers
L& Chidd ID AT .?
Unsquse Pupsl HumBanUPH) BaonRiia 14012 F.a
Pupls Forss UPH z
SRR L - Maswhy' o naved (1 waek Belfors end of coliscian], UPH not
. UPH Unimze iy ’ 2 )
Ptz Bt st r
Euperied Person Beih Dabs 20148127 1 Fa
Gandsr Ciampnt 3 - Pt Wngme 2
Pation Desth Date .7
Dusatsbises View All
Chabdren In Maed Datmls Vi Al

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. For example the rule that checks for a person’s
date of birth. If this is not present it looks for an expected date of birth and checks it
against the referral date. If the ‘Child referral date’ is more than 40 weeks before ‘DOB’ or
‘expected DOB’, both items would be flagged if that validation failed, even though it is
probably only one data item that is incorrect in this case the ‘expected DOB’.

Click on the red box in the row for ‘Expected Persons date of birth’. An error report will be
displayed showing all errors and queries associated with that data item.

Blade Error Report - ChildreninNeed1415

City of London Error report on 27/11/2014 at 13:04 Return
Data Field ExpectedDOB
Priority Errors Count 1

8606 Child referral date is more than 40 weeks before DOB or exected DOB _ - Z

The report shows that ‘Child referral date is more than 40 weeks before DOB or expected
DOB'. To see all the data items that are possibly affected by this validation click on the
‘Details’ button next to the error message.

19



Error report on 27/ 11/ 2014 at 13:12

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.

e —
Children In Nesd
ANEmes | Meews aid | [ew e | [t | [Siem
| —-hiidren T Heed an

jcnmn In Need - City of Lond

- . ol

Ithlldren In Mead

ol Eates CH z

] = z

20150331 |

L Fd

""" 201 - CITY OF LONDOH Z
Lotal Aoty |

- [ 1]
1 Fd
41025 1 08 35 : | o | &
T Mewaw

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 the validation.

You can click on the underlined data values to the left of the screen to be taken to that
field in the return.
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Blade Error Report - ChildreninNeed1415

City of London Error report on 27/11/2014 at 13:16 Return
Count 51 Details

d Value
CINReferralDate un 8 2013 12:00AM

8590 Child does not have a recorded CIN episode Errors Fd [pos nu
8590 Child does not have a recorded CIN episode Errars Z ExpectedDO8 Dec 312014 12.00AM
8590 Child does not have a recorded CIN episode Errors Fd
8535Q Please Check: Child's date of death should not be prior to the date of bith |Queries Z
8590 Child does not have a recorded CIN episode Errors Fd
8606 Child referral date is more than 40 weeks before DOB or expected DOB  Errors Z
o | [l e St Dt o Bt e e 19 s 2
8500 LA Child ID is missing Errors Fod
Invalid Code Value Errors Z

If you want to change the data you can select the ‘Edit’ mode using the button. Please
see the section regarding editing data in this user guide.

Child - Identifiers

All Errors All Motes Add | View, Edit I Deletel Status

Drill Up Error |

Child - Identifiers - City of London

Add’] Szeiion Errurs

LA Child 1D Ui

L i Birih Deis e i biliky Errors
201361414036 |2003-03-30

|2 2 ] o o
201361414037 2001-09-23 12 2 0 o 0
M201361414038 12015-01-01 0 H 0 o 0
M201361414011  12002-11-16 9 2 ] o 0
5201361414012 [2014-12-27 0 2 ] o 0
Q201361414013 |1996-06-16 1 1 ] o 0
E201361414014  2001-12-27 1 1 ] o 0
2 g
1

LA Child 1D |AA0008
|Umque Pupil Number(UPN) U201361414015
|F'up\|'s Former UPN

Gender Current 2 - Female

0 0
0 0
0 0
0 0
B
Expected Parson Birth Date 2014-12-31 [ 2 [ 1 ]
1]

ole|a|lo|le|lalale

N3N N N R R

Person Death Date ‘ 0
Disabilities
Children In Need Details
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Providing clarification and 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 data return to avoid being deleted should you need to re-upload the
data return.

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

Children In Need

B | L R | - e

o 2

ots o

ROTE0311 2 |

L | 2

201 . CITY OF LOKDOH r |

Lecal Auhorty -4 .

[ & | m

! a2

DOM-10-29 110824 Fd
T T

Click on the ‘Add new note’ button and enter the note required. Once you have
completed the note click on the ‘create note’ button.

wrerved notes deleted 11,' resuhmisslons

Usar " Hole (Inganmation

Preserved Nobe Detail
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The ‘User’, ‘Role’, ‘Date and Time’ and ‘note details’ are recorded and can be viewed by
either the local authority or the department. Any data item can have a note attached and
multiple notes can be added, each with its own details.

In addition to making a note against an individual data item or an error or query, it is
possible to make a ‘Return Level Note’ using the icon to the right of ‘Return Level errors’.

Note Page

this is a test note

F

[Create ] [ Ghncel |

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

Children in Mesd
arEmn | A1 Hotey |[View ™ | Em
L
-~Children In Mead Children In Beed - City of London
Lol Ennes.
!-_-gm 18] Rurturn Larved Exrests. E a Sk
|-» Charadrimes - o
| Mentaes Erroes.
F-Type of pessbitey [4] Dats by Vales E (ST S e :
~-Chidren In Neted Detalls [24] Children In Need
- Asmesmmerss [14] Colpeion = F-d
| LFactors idensfied 2t Assessmen a0 208 2
~Saction 47 Rafersrce Cate 2015031 F-
'“_mm'-‘l Sewca Ll L F
= Rarvidreri LEA 200 - CITY OF LONDON Fd
Sclware Code Lol Authoriy r
Releass F-4 i
Sanal o 2
Datetra U023 BT 2
el Whirwy A1

It can be useful to make notes at return level to explain recurring issues. For example,
where there are records which have the same reason eg please check ‘The Assessment
Internal Review Date’ is a weekend. If a ‘return level note’ is added and the user
resubmits the file, these notes will be preserved.

If a new version of the data is loaded, all ‘Notes’ (excluding ‘return level notes’ and
‘History’) are deleted, together with the loaded data before the new data is loaded.
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Submitting your return

Source Page ChildreninNead1415

The status of your data retumn i amended_by_source
Errgrs & | 1% Chotrig = | 15 On Brrors : |0

|
What can I do with My Data Returni

basdl Rrtisrs from fae.. Prags this button o [mpoet & file into your dats ratum
Prass this button 1o Add & riw reburm wiing 8 web fisem
Prags this buticn o Open your dats ratum

Prigs this bution o Submet your completed data retum
Prass this butten to Export your dats return to 5 Be
Prags this bulion 1o Repcet on your dats retum

Prass thes button T Debrta your data refumn

what Is happening to My Data Return?

Data Returm Submission Data Return Approval Data Return Authorisation
Dt Sidewa iR Date Approvad Dratl Autheodrgad

meed some help

o hidp whils in the data collection pages, ploase e the bnk at the top of the pages.

o further bl plodse contact the help deik on 01125 190626 nd saledt Option 1, o dig halpdask Gaducation g gav.ak

Once the local authority ‘user’ is happy for their return to be submitted for the department
to access it then the procedure is very straightforward, select ‘Submit Return’.

You will be asked to confirm this function.

Submit Return Confirmation

Are you sure you wish to submit this Data Return?

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

Source Page ‘.'-

MY DATA RETURM

The status of your datl
Quanies @ | 15 oK Ermors @ [0
What can I do with My Dala Return?
o] Rt oo fi— Braan this button to Impart 3 fla into yeur data rtum
il Mgt o i Prass this button to Add 3 new rebum using a wsb ferm
! e Rt g Prass this bution o Open your data rebem
Sl Rirlur Press this bution to Submit your complated data rebem
r-.__.l"".'“."‘.-.‘!-_. Press this butfon to Export your dats rebum to 3 e
L T Prass this butfion to Report on your dats retum
Delete Retarm. Prass this button to Delate your data retum
'Whal is happening to My Data Relurn®
Data Return Submission Data Return Approval Data Return Authorisation
Date Submatted 2771173014 Date Apgeowed Date Authonsed
1 need some help
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The department will then review the data return and may come back to you with queries.
Once the department are happy with the data return it will be ‘Authorised’. Once this has
been completed the subsequent date will appear.
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Reports

There are a number of reports available which can be run at any time once data has
been loaded for your local authority. These can be accessed by selecting ‘Launch
Reports’ on the COLLECT Portal screen.

Source Page ChildreninNeed1314

MY DATA RETURN

The status of your data return : | Loaded_and_Valdated

Errors : (121 Queries : |33 OK Errors : |0

‘What can I do with My Data Return?

Press this button to Import 3 file into your data return
Ml Press this button to Add a new retumn using a web form
M’ Press this button to Open your data retumn
&l Press this button to Submit your completed data retumn
Press this button to Export your data retumn to a file
¢> Press this button to Report on your data return
___ DeleteRetumn.. | Press this button to Delete your data retum

‘What is happening to My Data Return?

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

Selecting ‘Launch Reports’ gives you the ‘Report’ page with a drop down list of any
reports which are available.

Report Launch

REPORT SELECTOR

Reports Report Description

Assessments Working Days List = Shows details of all continuous assessments and how many working days they took to complete
{blank if not yet completed)

Assessments Working Days List
Assessments Working Days Summary
CPP at 31 March By Inttial & Latest Category of Abuse
Error Counts

Errors

b Factors at Assessment

ICPC Transfer-in Working Days Summary

ICPC Working Days Summary

Key Indicators

KI Chidren - CPPs - 2 Yrs Or More

KI Children - CPPs Reviewed Within Timescales

KI Chidren - More than 1 CPP

Notes

Referral Source

Referrals, Assessments and Plans Starting and Ending by Mo
Started CPP In Year By Initial & Latest Category of Abuse
Summary

To select a report click on the one you want and then click the ‘Launch Report’ button.
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Report Launch

Report Description

=  Shows detads of all conbruous assessmaents and how many wordng days thery took to complste

{bank: if mp comhabed )
“‘

This triggers the ‘Reports’ parameters screen. For most reports this will only have the
‘Launch Report’ button as local authority can only retrieve data for their own local
authority.

' COLLECT Portal

Report Parameter Selection

Launch Report

@ Crewn copyright | Disclaimar | Privacy

Clicking on the ‘Launch Report’ button will trigger the report being run against all the data
loaded for your local authority and the report being displayed on screen, together with
who requested the report and when.

The reports are run against a copy of the data as at close of play the previous day. If any
data has been edited, deleted, inserted or reloaded since the data was copied, the report
will not match the live data.

You then have the option to print the report or export in various formats by using the drop
down box ‘Select a Format’ and then selecting ‘Export’.
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Assessments Working Days List Report

W AR of1 b bl @ [100% = Find | m
| XML file withffeport data |y

CIN 2013-14 Assessments Duration List (worn’~ sy spmmewrm>st LA
522 Acrobat (PDF) file

1 — MHTML (web archive)

Continuous Assessments completed by Child ID -

LA Child ID Referral Date Actual Start Date TIFF file

522 TOU Test LA 522 - Total Number Of Continuous Assessments: 12 Word

A12 17/08/2013 19/08/2013 23/08/2013 4
A13 12/11/2013 30/11/2013 01/12/2013 0
A16 26/09/2013 04/11/2013 13/11/2013 7
A1T 04/02/2014 02/04/2013 05/04/2013 3
A2 20/06/2013 19/06/2013 02/09/2013 52
A2 20/06/2013 10/12/2013

A3 21/07/2013 01/04/2013 02/04/2013 0
Al 04/05/2007 28/02/2013

Al 04/05/2007 10/01/2013 21/04/2013 70
AB 04/05/2007 15/03/2013

AB 01/04/2013 01/05/2013

AB 01/04/2013 14/04/2013

This report uses a copy of the CIN Collect data, taken at close of play the previous day.
Report Run on 03/12/2013 15:40:17. Report requested by Brian Addison Page 1 of 1
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Exporting data

COLLECT provides options to export data returns in CSV or XML format. Exporting data
can be performed by clicking on the ‘Export..."” button. This then displays the output
options of either CSV or XML.

‘ChildreninNeed1314 Export

CHOOSE EXPORT FORMAT

Export the current data for the selected Source

pftase select thé@§grmat that you wish to export this data:
Export as XML &
Exportas CSV

P glectM€ Status that you wish to export this data:

Either:

Al "

Or one or more of the following

Loaded and valdated [ &)
Amended by source [
Submitted =
Amended by agent [ |
Approved E
Amended by collector r
Authorised ||

Exporting as XML will generate a zip file containing the export XML data. Exporting as
CSV generates a zip file containing CSV files that relates to how data is stored within
COLLECT, i.e. 1 file per table in the database.

29



Help

For all queries regarding COLLECT or children in need in general please contact the
Data Collections Helpdesk via a service request form which can be found here.
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https://www.education.gov.uk/researchandstatistics/stats/requestform

o

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 v3.0. Where we
have identified any third party copyright information you will need to obtain permission
from the copyright holders concerned.

To view this licence:
visit www.nationalarchives.gov.uk/doc/open-government-licence/version/3
email psi@nationalarchives.gsi.gov.uk

About this publication:
enquiries https://www.education.gov.uk/form/data-collection-request-form
download www.gov.uk/government/publications

Reference: DFE-00705-2014

Follow us on Twitter: n Like us on Facebook:
@educationgovuk facebook.com/educationgovuk
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