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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. 

 

Editing within the data return 

 

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

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. 

 

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

 

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. 
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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. 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. 
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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. 

 

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

 

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. 

 

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. 
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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. 

 

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

 

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

 

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 

 

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. 

 

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. 
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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. 

 

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

 

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

 

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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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. 

 

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. 
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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. 

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


31 

 

© Crown copyright 2015 

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: @educationgovuk  

Like us on Facebook: 
facebook.com/educationgovuk 

 

http://www.nationalarchives.gov.uk/doc/open-government-licence/version/3/
mailto:psi@nationalarchives.gsi.gov.uk
https://www.education.gov.uk/form/data-collection-request-form
http://www.gov.uk/government/publications
http://twitter.com/educationgovuk
http://www.facebook.com/educationgovuk

