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.

Back to My COLLECT page ' Help

@ Department for Education You are logged n s | Log out

BLADE UAT COLLECT Portal

Child - Identifiers

All Errors Al Notes Add| View Edit Delzte | | Btatus

Child - Tdentifiers - Barnet
LA Child Date of
[ [
Birth

| Child Characteristics
. Ewr
e |

A1

(Child Identifiers
LA Child D

(Unique Pupil Number(UPN)

UN1 - Aged under 6 years old, not yet assigned a UPN.
20130319

2-Female

(g

NNNNNNNN

0-Not

Specified

© Crown copyright | Discamer | Privacy.

Done € Local intranet | Protected Mode: Off v R100% v

Editing existing information will create a ‘history record’ for the item that has been
changed or added.
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2% Department for Education ot = ioned

BLADE UAT COLLECT Portal

Barnet
Hlnory report on 02/03/2015 at 13:20:30
Data Gender Curre

Start Date [End Date
Filter By: Reset]

0ld Value

Updat 19.- Not Specified “Female le McNift Smm:e Department for Education 01/03/2015 18:46:04
Update 2-Female p Nm Specified \Gale McNiff ‘Source \Department for Education 101/03/2015 18:43:09
Updat 1- Male emale ale McNiff Source Department for Educatior 01/03/2015 18.38.26

Eored G Local ntranet | Protected Mode: Off Gav m0% v

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.

The status of your data return :  Amended by _source

Errors : |2 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 = | |
L
~Ehildein B Hied Children In Heed - City of London
[ Lrvets |
~-Chid [19] Rturn Lovel Erron
|- Charactenstics
o ideralers . .
|-Type Of Disshtiny [4] Dt ez Value
“~Chidens In e Datads [24) Children In Need
- 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
Ciptetme 41025 11,06 26 Fd
Chall Wi Al
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Data item level errors and queries

@ Department for Education LT

BLADE UAT COLLECT Portal

Child - Identifiers

Al Errors AlNotes | Add View Edit Delte | | Btaius

NNNNRNNN

\

@f

Al
0
0
- 0
0
w2 I
- |
0

© Crown copyright | Discsimer | Privacy

& Local intranet | Protected Mode: Off YA v ®100% v

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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2% Department for Education o oo

BLADE UAT COLLECT Portal

Blade Error Report - ChildreninNeed1415

Barnet Error report on 02/03/2015 at 13:28 Return
Data Field ExpectedDOB
Priority Errors Count 2

8606 (Child referral date is more than 40 weeks before DOB or expected DOB 2

8750 [Gender must equal 0 for an unborn child 2

is outside the expected range for this census (March to December of the Census Year en:

& Local intranet | Protected Mode: Off & v RW00% v

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.

@ Department for Education

BLADE UAT COLLECT Portal

Blade Error Report - ChildreninNeed1415

Barnet Error report on 02/03/2015 at 13:28 Return
Data Field ExpectedDOB

Count 2

27 2014 12:00AM

s census (March to December of the Census Year en

€ Local intranet | Protected Mode: Off v R00% v

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.

_ﬁ
Children in Nesd
AiEmes | Hetes | (TS [N e fevines
e s A Children In Need - City of on

Land

o]
2015

50331

L

201 - CITY OF LOHDOH
Lotal Aushosty

Children In Nead

1
P014-10.29 1108 26

Pl et e R M R

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.

Blade Error Report - ChildreninNeed1415

City of London Error report on 27/11/2014 at 13:16 Return
Count 51 Details
Field Value
CINReferralDate un § 2013 12:00AM
8590 Child does not have a recorded CIN episode Errors Details Z |poB null
. [ExpectedDOB Dec 31 2014 12:00AM
8530 Child does not have a recorded CIN episode Errors Details Vol
8590 Child does nat have a recorded CIN episode Errors Details Z
85350 Please Check: Child's date of death should not be prior to the date of birth Queries; Details Vol
8590 Child does not have a recorded CIN episode Errors Details Z
8606 Child referral date is more than 40 weeks beforse DOB or expected DOB  Errors Details Vol
Please Check: Expected Date of Birth is outside the expected range for .
ps30Q his census (March to December of the Census Year end) (Queries 2
8500 LA Child ID is missing Errars Details Fd
Invalid Code Value Errors Details Z
[ Deails | Fd

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.

Children In Need
B | L R | - e

=] 2
Bots o
ROTE0311 2 |
L -
201 . CITY OF LONDON r |
_u-:,-Mhomr | & .
| 2 | b
! F-4
ROM-10-20 11002 Fd

L wmwan

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 (Irganimation Masivn |03

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 205 P4
~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 ChildreninNeed1415

The status of your data return §  Amended by sowrce
Errors ; |15 Quenes : 16 Ox frrors : O

can 1 do with My Data Return?

m Press the button to Import a file nto your data return
Add Return on screen Press thes button to Add & new retum using » web form
Open Retern_ J Press thes button to Open your data retum
Sebenk Retwrn. Press thes button to Submt your completed data retumn
. xgort to e ) Press thes button to Export your data retum to a e
| Lawnch Reports.. Press thes button to Report on your data retumn
Oclete Retwn. | Press thes button to Delete your data retum

What Is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Date Subentted Date Approved Date Authorsed

1 need some help

For help whie in the data collection pages, please use the knk at the top of the pages.

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.

Bource Page !.'.

MY DATA RETURM

(What can I do with My Dala Return?

adt Brtarm s Hir— Prase this buttsn to Import & file into your dat metem
Add Rrtum on scrres Prass thin bution to Add & fie rebum g a web faerm
[T — Prass this button to Open your data retum
Sulrrul Rocars, Press this button to Submit your completed data retum
[ Owetetde. Prass this button o Export your dats rebum to 3 e
| launchReports | Praas this butfion to Report on your dats retum
Delete Reharse Press this butfon to Delete your data rebum

What is happening to My Data Return?

Data Retisrn Subaiission
Date Submitbed 271173014

Data Return Approval Data Return Authorisation
Date Appaossd 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?

0ad Return from file... Press this button to Import a file into your data returmn
MI Press this button to Add a new return using a web form
___ OpenRetum.. | Press this button to Open your data retum
&I Press this button to Submit your completed data retumn

Press this button to Export your data retumn to a file
Launch Reports... > Press this button to Report on your data return
___ DeleteRetum.. | Press this button to Delete your data retum

Iwhat is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Date Submitted| Date Appmved' Date Authorised

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

Back to MyCOLLECT page ' Help

@ Department for Education roraskmsine, | it

BLADE UAT COLLECT Portal

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

Working Days Summary
CPP at 31 March By Intial & Latest Category of Abuse
Error Counts
Errors
b Factors at Assessment
@ [ICPC Transfer-n Working Days Summary
ICPC Working Days Summary
Key Indicators
KI Chidren - CPPs - 2 Yrs Or More

KI Chidren - CPPs Reviewed Within Timescales
KI Chidren - More than 1 CPP

Notes

Referral Source

Referrals, Assessments and Pians Starting and Ending by Month
Started CPP In Year By Iniial & Latest Category of Abuse
Summary

G Local intranet | Protected Mode: OFf Gav ®0% -

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

Reports Report Description

Assessrenis Vo Days Let - Sherers detads of all conbruous assessments and how many woring days thery took to complate

(bsank: if mp comphatsd)
“"

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

© Crawn copyright | Disclamar | 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

H 4 p ofl b Pl & Iwuv. vI' | Find | m

CIN 2013-14 Assessments Duration List (worrTVW delimited)
522 Acrobat (PDF) file

I MHTML (web archive)

Continuous Assessments completed by Child 1D Excel

LA Child ID Referral Date Actual Start Date TIFF file

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

A12 17/08/2013 19/08/2013 23/08/2013 4
A13 1211172013 3001172013 01/12/2013 0
A16 26/09/2013 04/11/2013 13/11/2013 7
AT 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 10711272013

A3 21/07/2013 01/04/2013 02/04/2013 0
A 04/05/2007 2800272013

AR 04/05/2007 10/01/2013 21/04/2013 70
Al 0470572007 1570372013

Al 01/04/2013 01/05/2013

AB 01/04/2013 1470472013

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. T o o Fage 1of 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

pfEase select th@§grmat that you wish to export this data:
Export as XML &
Export as CSV

Pl glec) E Status that you wish to export this data:

Either:

Al [

Or one or more of the following

Loaded and validated [}
Amended by source r
Submitted r
Amended by agent [}
Approved =
Amended by collector [
Authorised r

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