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Introduction

The COLLECT (Collections Online for Learning, Education, Children and Teachers)
Portal is used by schools, academies, local authorities 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 users through the various aspects of COLLECT as
related to the school workforce 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.



Secure Access (SA) and the COLLECT Portal

To access Secure Access existing users will need their username and password.

Secure access

Forgotten username or password?

Username Password 1 agree to the terms of use m

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

12/08/2015
Essential Maintenance Work

Due to essential maintenance required on the Secure Access servers, the system will be
unavailable on Friday 21st August at Spm for one hour to allow Eduserv to complete the
wark.

If you are a new user and require access to COLLECT, you will need to speak to your
Approver. Full Secure Access guidance is published on the Secure Access Website.

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

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

COLLECT
gllections On-Liae®tor Learning, Education, Children, and Teachers.



https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess

Click the continue button.

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

ollect 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

Important notice for users of Internet Explorer older than version 6.0.

The Department is performing necessary maintenance work on its IT servers on the 25th July. As a result of this work
customers using browsers older than IE 6.0 will no longer be able to access Departmental systems and should upgrade their
browser to a more recent version. We apologise for any inconvenience this may cause.

COLLECT Exports

We are aware of a technical Issue affecting some users attempting to export files from COLLECT when using Internet Explorer
11 software. This is being urgently investigated by our service partners. Customers experiencing problems can revert to an
earlier version of Internet Explorer or use alternative web browser software. We apologise for any inconvenience caused.

Scheduled Downtime
Please note: COLLECT will be unavailable from 17:00 to 17:30 on Tuesday 18th August for scheduled maintenance

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



. Trusted sites

You can add and remove websites from this zone. All websites in
T this zone will use the zone's security settings.

Add this website to the zone:

https: /fsa.education.gov. uk

Webhsites:

*.gpn.gov.uk Remove
https: /fcollectdata. education. gov.uk

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




LA (Agent Page) Screen

The Agent main screen will be displayed

DRata Collection User Role Organisation Status Due Date Days Due
[SchoolworkforceCensus2015 Source TOUSchool10 Testing 04/12/2015 00:00:00 100
[SchoolworkforceCensus2015 Admenistrater Department for Education Testing/Live 04/12/2015 00:00:00 100
SchoolWorklorceCensus2015 Agent Department for Education Testing 04/12/2015 00:00:00 100
SchoolWorkforceCensus2015 N Collector Department for Education Testing 04/12/2015 00:00:00 100
SchoolworkforceCensus2014 Agent Department for Education _osnzxzou 00:00:00 -264
schoolworkforceCensus2014 Collector Department for Education 05/12/2014 00:00:00 -264
[SCAP - Forecasts 2015 Collector Department for Education Open 25/07/2014 00:00:00 -397
[SCAP - Forecasts 2015 Source Test Orgarssation 123 Open 25/07/2014 00:00:00 -397
[SCAP - Capacty 2015 Source Test Organssation 123 Open 24/07/2015 00:00:00 -33
[SCAP - Capacty 2015 Collector Daepartmaent for Education Open 24/07/2015 00:00:00 -33
Page 1 of 4 >

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 Agent main screen will be displayed

MY SOURCES
o Pative 1 stan g Grou s
Filter By: —— 9 Grow Q = [ ==
IPerformance summary
&n
Expected Outstanding Submitted Approved Authorised = =
n 8 3 o 0 131 7 0
Sources.
Error
Source ID Source Name Status Submittedate Approvedate AutherisedDate Ouene Error Queries OK Error
001 Department for fducation Submitted 24/00/201% & 2 o
joo12000 Touschool Amended_by_sour s 1 0
0014009 Touschool10 Submited 25/082015 s s ]
fo12001 Touschootz Submitted 28072013 3 s ]
0014002 Touschool Fo_Da. o o o
0014003 Touschools No_Dat o o o
joo12004 Touschools No_Dat o o o
joo12005 Touschooks Mo_Dat o o 0
joo12006 Touschool? Mo_Dat o ] ]
loa14007 Touschoots Dae o 0 o
01

Return Status

This shows the current status of the return and a breakdown of the errors within it. All
information is read only.

Source 10 Seurce Mame Stotus E - prove e Quese Errors Duer OK Errors
D0L Department for Education Submitted 2a/08/2015 s 2 o
lo014000 Tousaesl Amended_by_sous s 1 o
lo014000 Toushosl10 Submated 25/08/7015 s s ]
loo14008 Tousehoolz Submited 28/07/2015 3 6 o
loor4002 Touschoold No_Data 0 ° ]
0014003 Touschools No_ata o o ]
0014004 Touschools No_bata o o ]
loo1400s Tousthooks No_Dat: o o ]
lo014006. Tousthool? No_Data o o ]
loo14007 Touschools No_Data ° o °

Return Management

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.

Opem Retum._ Agprove_ Asprove AL Reject Duiete_ Export Al
Uphaad Return for selected Source_ Upload Hultiple feturss (g fie)
Valdate Selected Retum...
Launch Reports



Uploading a Return

Click on the Upload return from selected source button or to upload a zip file
containing several returns click the upload multiple returns button.

Sources

Source 1D Source Nanme Status SubmittedDote Quese Errors Queries 0K Error
a1 Department for | ducation Sabmitted 24/08/2015 o 2 o
0014000 ToUSchoott Amended_by_scurs 25 1 []
0014009 ToUSchoot 10 Submtted 25/08/2015 s s []
0014001 ToUSchooi2 Submitted 28/07/2015 3 s 0
0014002 ToUSthoold No_Dat: [ 0 0
0014003 TouShosks No_Data ] 0 0
0013004 ToUSHhests No_bata o 0 [}
0013005 ToUSHhoos No_bata o o [}
0013006 TouSHhes? No_bata o o [
0014007 Touschool No_Dats L] o L]

i
B
I
'
i
F

UPLOAD FILE SELECTION
is 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 you wish to upload.

Highlight the file name and click on Open to select it. Then click on the Upload button to
load the file.

UPLOAD FILE SELECTION

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

L:\DSGD2\School Workforce 2015\Helpdesk\SWF Test school Return.xml

A progress message will be displayed while the upload is taking place.

FILE UPLOAD PROGRESS ...

Data return upload in progress, please wait.... M,

Deleting existing data return

2 Crown copyright | Disclaimer | Privacy

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

FILE UPLOAD PROGRESS ...

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

This indicates that the return has successfully loaded and is now placed in the validation
queue to be validated. Press the OK button to return to the agent main page.



During periods of heavy demand, there may be a delay before the return is validated.
Whilst the return has a status of "Waiting_for_validation" then the return cannot be
viewed or edited.

Once the return has been validated, the return status section on main page will display
"Submitted" and the total number of errors and queries found in the return will be
displayed.

10



Viewing the Data Return

Opening the Return

Open the return by highlighting the school you wish to open and click on the Open
Return button.

L o
o o o
o o o
L.
@ o e ] e = ek [ N =T~ B s—7 w—

Valdate Sebected Retum_ Valdate AR Ron vallated Retums_ f2em Matching. Ram Reconchation

Screen Functionality

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

Screen Navigation

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

11



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

Mode Buttons

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

Add Yiew Edit [elata Statis

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 e.g. Workforce Member.
This allows criteria to be entered to identify a group of related records or a single record.
For example if the user types 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 specific records rather than having to page through all the
records.

;llt.er Teacher Number Family Name Gender ~ Date of Birth QT Status v Reset Go

12



Filter Left Hand Menu

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

Family Name

SURNAME_2.NAME_2
SURNAME 3 NAME 3

WORKFORCE MEMBER
' Staff Details

| Teacher Number

‘5 amily Name

Given Name
NAME_1

MIDNAME 1

View Given Name(s)

Former Family Name

‘ FORMER_1 _
View Former Family Name(S)
|NI Number

XX999999C

13



Viewing the Return Details

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

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

SWF LAY
w003

[SWF Comertor
"

q
2015-03-26 132020

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

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.

9999998 URNAME_2 NAME_2 Not Known 2 e 2
9999997 URNAME 3 NAME 3 ot Known 12000-10-01 3

14



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

Drill Up Error
School Workforce Member - TDUSchool10
AllNotes I

Filter
By:

9999998 URNAME_2 NAME 2 Not Known 2000-10-01 rue 2
9999997 URNAME 3. MAME 3 Not Known 2000-10-01 ue
T e e T
'ORKFORCE MEMBER
\Staff Details

Teacher Humber s999999 [ [ [ [ [ 0
Family Name [SURNAME_1 | 0 | 0 | 0

Teacher Number Family Name Gender ~ Date of Birth QT Status - Reset I Go I

NAME 1

\
\
MIDNAME 1
View Given Name(s)
[Former Family Name
FORMER_1

View Former Family Name(S)

NI Number X4999999C | |
Gender Not Known | 0 | 0
Date of Birth 220001001 [~ 1 |

Ethnic Code BRI - White - British o

Disability no

QT Status True [

HLTA Status True — 0
QTS Route Mutual Recognition from NI, Scotland or the EEA [ o ] o
View C Details | View All
View Absence Details [ View All
View Curri Details | View All

View Qualification Details

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

Drill Error.
School Member - 1} _‘L'I__—I
:';‘" Teacher Number i 2 —l—M S

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.

Drill Up I Error I
School Workforce Member - TDUSchool10 pr————

15



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

Approve ] Al Emors A1 Notes Add | |

Dilvp | 7|
School Workforce Member - TDUSchool10 - I
;I::er Teacher Number Family Name Gender = Date of Birth QT Status - Resst Go
Teacher Number Name Gender Date of Birth Rule Errors
9999999 SURMAME _1,NAME_1 Not Known 2000-10-01 True 2
9959958 SURNAME _2 NAME 2 Net Known 2000-10-01 True 2
9999997 SURNAME _3 NAME 3 Not Known 2000-10-01 True 3
Errors.
Data ltem Value History
Errors Queries oK
WORKFORCE MEMBER
Staff Details
Teacher Number 9999999
SURNAME_1

[MIDNAME 1 |
View Given Nameds) View All
|svix4u5;z 1 ) |
View Former Family Name(S) View Al
NI Numbsss XX9FI959C
Gender Not Known
Nata of Rith 2000.10.01  ET T— — —

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

View Given Name{s) View All
Former Family Name

FORMER_1 |
View Former Family Name(5) View All
I Numbser AAFIIFIC

Sender Not Known -

Date of Birth 2000-10-01 (==l ]

Zthnic Code WBRI - White - Beitish -

Disabilty -

2T Status True - .

ALTA Status True -

QTS Route Mutual Recognition from NI, Scotland or the EEA -

View Contract/Agreement Details View All
View Absence Details

View Curriculum Details View All
View Qualification Details View All

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

16



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

diew Given Name(: | & 1
FORMER 1

Jiew Former Family Name(S) | View All
Al Number 20(999999C

Sender Mot Known

Jate of Birth 2000-10-01
Sthnie Code WBRI - White - Brtish

Tsability no

T Status e
ALTA Status e

TS Route JAnnwual College Exit - Graduate Course

fiew Contract/Agreement Details

Jiew Absence Details

Jiew Curriculum Details

Jiew Qualification Details

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

istory Repoet — SchoolWorkforeeConses 2015 ilack
DUSCchool10
listory report on 26/08/201% at 11:32:34
Data Q75 houte
et ay: [0 T [start Date End Date =
It Old Valoo How Value Aol 0
Lipdate Matual Recogntbon fom N Scatland o the EEA Amual Colege Ext - Graduate Course 2 Department for £ ducation 26000151130 20

17



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 all school returns for the local authority are shown in the
Performance summary section of the agent’s main screen.

Return Level Errors

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

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

School Workforce Annual Collection - TDUSchool10
0 Return Level Notes.
RETURN LEVEL ERRORS (Errors and queries associated with this full return, not individual fields.) ;.

Data tem Value History

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.

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.

18
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Click on the red box in the row for ‘Last Day’. An error report will be displayed

[ rror.
Absence - TDUSchool10 I

ABSENCE

First Day 2013.06.03
Last Day 20130602
Working Days Lest 20

Absence Category Sickness

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.

lade Error Report - SchoolWorkforceCensus2015

ToUSchoollo Error report on 26/08/2015 at 11:50 Return
Data Field LastDayOfbsence

asap LLast Day of absance cannot be before First Day of absence o 3
Priority Quenes Count
Priority ox Count
Rule No. Error Message Priority 0

The information will be displayed as hyperlinks on the right

Blade Error Report - SchoolWorkforceCensus2015

TOUSCchool 10 Error report on 26/08/2015 at 11:52 Return

Data Fleld LastDayOtAbsence
priority gos _______________________________________________ coum: o Detali
[Rste Mo, Ervor Mossage Motus fFietd Valos
) | Day of absence must be in B current of preceding academic year | Detads | 4& Last Day
440 Last Day of absence cannct be bebore First Day of sbsence | Detads | x
Pagetelt
Priority Quenies Count 0
Priority oK Count 0

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

20



Viewing Errors and queries

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

Approw AlEmors | AiNotes | o | = e = |
Annual Collection - 10 1
| Emors  Queres  OK  RetumLlevelNotes
| i oo et s 2
[
== e
‘ School Workforce Census
2015
20151105

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 right of the screen to be taken to that
field in the return

Blade Error Report - SchoolWorkforceCensus2015

TOUSchool 10 Error report on 26/08/2015 at 14:08

s not axpected 10 have OT status asd be under 21 years of age e ReferenceDstedS/1 172015
s Perscn cannat be shown as having MLTA status and be under 18 on ReferenceDate05/112015

ansa Purscn 5 nct axpected 13 have QT status and be snder 21 ywars of age om RefarnceDste08/112015
s Paesce casnst ba shown 35 haning HLTA ststus 30 be tnder 18 o0 ReferwmcaDte05/ 112015
ls1600 [ Masbar of werkdece wih mis s N Hurber

lkaxsa Perscn s nct expacted 13 have QT status and be snder 21 years of sge on Referencente0S/112015
a2es Person cannot be shown as having MLTA status and be under 18 on ReferenceDate05/1172015
ansa Perscn 5 50t axpacted 15 have QT status and be under 21 ywars of age om RefwrnceDste08/112015
s Person cannct be shown as having MLTA status and be under 18 on ReferenceDate05/112015
Prary | Porson 1 not axpected b3 have QT status and be under 21 years of age on ReberenceDate05/1 12016

21



Return Level notes
In some instances you will be requested to provide explanatory information.

If a notepad entry is not returned the EDD helpdesk will have to contact you for further
information.

Please note from November 2015 it will only be possible to complete ‘return level’
notes. Return level notes are not overwritten if a resubmission is made.

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

School Workforce Annual Collection

—— MEmn | Aatos (Rt | DGR | |

Type your note and the error number in the box provided and click create.

|Note Page

Create New Note

Type your note here| A

( | Create ] nce;]

22



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

Note Detail
Type your note here

Return to the previous screen by clicking on ‘back’.

Ageet L ation . =2 T

The pen icon will have changed to a notepad icon, which shows that the item has one or
more notes attached to it. You are able to record notes in both Edit and View modes.

School Workforce Annual Collection

L e | MEnos | Al Notes g | [wiew [ Eda | | owete | [Stsie |

School Workiorce Annual Collection - TDUSchool 10

School Worklorcs Centes.
2015
20161105

Please ensure there is a note for all queries/errors remaining on your return.

You can enter one note to cover numerous queries.

23



Approving your return

If you do not need to run Matching & Reconciliation (M&R) for a school (meaning — only
one file has been loaded into COLLECT) and you have added all notes and corrected
any errors on your return please remember to click ‘Approve’ to send the information to
the department. This will then show the date of approval in the corresponding box.

If you have completed all of your returns (M&R is completed for the required schools,
notes have been added to all errors/queries) you can use the Approve All function.

nnnnnn

26/08/3015 30

Valdate Sebected Retum... Sum Matching un Recocation

24



Launching Reports

A number of reports are available on COLLECT, return to the Agent page by selecting
Back to My Collect page at the top of the page and click on the Launch Reports
button.

Performance summary

Exrors

Expected Cutstandng Submitted Approved Authorised
L Q o
.
1 8 3 0 0 156 ) o
‘seurte,
[source 10 Source ame Status SubmittedDate s Oueve Errors Queries OK Error
o Departmert for Education Sabmeted 24/08/2015 6 2 )
fe14000 Touschooll Amanded_by_source 25 n 0
04009 TDUSchost 10 Amended_by_sgest 26/00/2015 a0 ] 0
feoracos Touschool? Gapmeted 20007/2015 3 6 o
feotac0a TouSchoots No_bata o ° 0
fporacoa Touschaok No_Data o ° o
] Touschoots No_Data o ° o
poaacas TouSchools No_Data ) ° 0
fponsoos ToUschool? No_Data o o 0
porsco Touschools No_Data o ° o
pa 2
Open Retern... Aopwove_ Approve AL Rt Detete_ Cxport AL
Upkoad Returs bor selected Sowce... Upload Heakiple Rrturms (11 le).—.
R Phatchong Rum Recomohation

o r———

A drop down menu will be displayed and a report can be selected from that drop down
list.

Report Launch

REPORT SELECTOR

Performance summary - Collection
‘ Expected ‘ Outstanding ‘ Submitted ‘ Approved ‘
3.8%

88.5% 7.7%

| 26

Performance summary - Agent
[ Expected I outstanding | Submitted | Approved I

‘ 11 ‘ 72.7% ‘ 18.2% ‘ 9.1% ‘

Reports Report Description

Amended Data To display any changes made to originally submitted data as a result of on screen amendments.
LA Crediilty Check
M & R Matching Required but Not Yet Started
M & R Matching Started but Not Yet Complete LaunchReport  »
M & R Number of Returns by M&R Status
M & R Reconciiation - Data Issues
M & R Recondiiation Not Yet Complete
@ |M &R Recondiiation required but Not Yet Started
Matching and Reconciiation Status
®creMissing Contracts
Missing Payment Details for Contracts
Notes Report
Post Reconciiation
Pre Recondilation
Recondiiation Queue

Return Crediilty Check

School Error

School Error Breakdown
Teacher Data Consistency
Teacher Headcount Variance
Teachers with Muliple Contracts
\Workforce Member

Once you have selected your report you will need to select the school you want to run it
for and click Launch report. The report will be produced and along the top of the report
you will see a toolbar with various functions.

25



Exporting reports

You can export reports by clicking on 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.

School Error Report

School: 00114009 TDUSchool104Re fedpy agent) Report Date: 26/08/2015

Return Level and Header Errors
Validati o

444444

Source: School - SWF Convertor

26



Exporting a data return

A return can be exported in xml or csv format by using the Export selected (exports the
highlighted school), Export All (exports all returns which have data) or Export multiple
(you are asked which schools you wish to export maximum 10 per export)

Performance summary

26/08/2015

28/07/2015

Valdate Selected Retwrn... R Matchony Husm Revimcation

The following screen will be displayed. Select the format for the export, CSV or XML
then select the ‘Export’ button.

CHOOSE EXPORT FORMAT

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

Export as XML @
Export as C5V &

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

Once this has run you will get an option to open or save the export.

Exporting as XML will generate a zip file containing the selected return data. Exporting as
CSV generates a zip file containing CSV files that relate to how data is stored within
COLLECT. Make your choice and click the ‘Export’ Button and follow the web browser
prompts on screen.

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

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

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

Select ‘Internet Options’ from the drop down menu.

Select ‘Security’ from the option buttons

Selected ‘Trusted Sites’

Select ‘Sites’

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

Then select ok and ok.

Alternatively you could try changing you security settings by

Going into the Tools menu option at the top of the screen, Select Internet Options,
Select Security, Click on the custom level button, then make sure that automatic
prompting for file downloads is set to enabled (it's a third of the way down the list)
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Useful hints

1.

3.

4.

VERY IMPORTANT - Re-submissions — if a data return already exists in the
system and you upload another file, it will overwrite the original return completely
no matter where it is in the workflow (submitted or authorised). This overwrite will
not include any notes that have been entered in the return level notes. If you try
to upload a file that is already in the system then you will be given the following
message

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

We recommend that you take great care when selecting this option and make sure
that all parties who may be working, or have worked on this return agree to the re-
submission. When uploading a zip file containing many data then please be aware
that you will not be prompted with the above message if any of the settings
contained in the zip file are already on the system. It will automatically overwrite
the return without warning you.

When navigating around the COLLECT system it is important that you use the
COLLECT ‘Dirill 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 My COLLECT page’ page located at the top of your
COLLECT screen above your login name. 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 and have
found the error through the ‘All Errors’ page before drilling out you will be given the
error message: ‘Cannot choose another error to investigate’
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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 local authorities who have more than one return for their schools to
merge the data from the multiple returns thereby creating one return only per school.
Local authorities who 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.

Issues 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
local authority 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

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. If this is not done then sometimes after running reconciliation the
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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.

. Some local authorities found it difficult to see which schools were at which stage of
the M & R process. To help local authorities with this a number of new reports
have been provided. These are only relevant for local authorities using M & R and
we would not recommend that these are run by local authorities who do not use M
& R. Please see details on M & R reports at the end of this section.

. Matching functionality will only be available on schools or a central return with
more than one return associated with it.

. 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.

. 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.

. 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.

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

10. 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.

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 (Business & Technical Specification). 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.
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To run matching, go into the Agent page and select the ‘Run Matching’ button

Performance summary
Enmer
Expacted Outstandeg Submitted Apprered Authorsed
£ Q o
1 s 2 0 0 155 u °
Sources
(o
uuuuuu m Source Nome Status SubmittedDate f Queue Emro Queries oK E
01 Department for Edacaton Submated 24/08/2015 6 2 )
014000 Touschaall Amended_by_sourc 23 1 [)
014009 ToUSchool10 Amended_by_agent 26/08/2015 30 B °
014008 Touschoolz Submated 28/07/2013 a 6 )
014002 Touschoola No_Dats o o o
014003 ToUSchaold No_Data o o o
014004 ToUSchaals No_Data o o 0
014003 Touschaole No_Data o o o
014008 TouSchaol? No_Data o o )
014007 TouSchaols No_Data o o o
Open Return.. Avprove_ Aoprove AL Remct Debete_ Export AL
[NTRE e — pnad Hultpie Returas (11 e}
Veldate Selocted Sctum_. @ R Recomskate
Loumch Beparts C - e Resshee Recascilabon

A pick list of schools with multiple returns will be displayed. Highlight the school or
schools that you want to run matching against and selected the ‘Add’ button.

SELECT SOURCES TO MATCH

AVAILABLE SOURCES FOR MATCHING

Available Sources [T e

Selected Sources
Remove

This will move all the schools highlighted across to the selected sources box. Then select the
‘Run Matching’ button.

[SELECT SOURCES TO MATCH
Avallable Sources — y
-
Selected Sources [T DUScheoil 0 Reworve
—
(a——m]
L

By selecting this button you will have started the matching process for the return or
returns selected. 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.
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Status of Return During Matching Process

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

‘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.

‘ Matching_Failed’. This is when the matching process has failed to complete. In these
cases then matching will need to be rerun.

‘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 Business & Technical Specification 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 maually matched

No Match Identified — There are no matching records

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

Performance summary

Open Retuen_ Approve_ Approve AL Rrject Detete_ Export Selected Export Multiple_ Export AL
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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.

TOUSchool 10

Sedect match type: | Automatc Matches v

Automatic Matches

AUTOMATICALLY MATCHED DATA ITEMS

The user does not have to take any action on these matches unless they do not want
them to be a match.

TOUSChool10

Seloct match type: | Automatc Uaiches v

Automatic Matches No of Automatic Matches:

AUTOMATICALLY MATCHED DATA ITEMS

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.

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.
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‘mnuu Matching

TDUSchool 10
Select match type: [IITITEITRITIITNE -
Mo of Unresolved Manual

Manual Matches - Unresolved Matches: 1

P0FGN: SURNAME_2, RAMIZ_J - 11/03/3006 2

(__Fip Al Mach Results Update Matches

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 (Business & Technical Specification): 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.

Performance summary

E
Uphiad Return boe sebected Source.. Upkasd Multrple Returns (2 fe)...
Valdate Selected Retam_ Hum Hatching i Recnechation
u .
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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.

One or a number of schools can be queued for reconciliation by moving them to the
selected sources box and then select the ‘Run Reconciliation’.

SELECT SOURCES TO RECONCILE

MR PRGN, ]

Avaitable Sources  [TETEEET) @

Selected Sources

Rum Reconchation

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

SELECT SOURCES TO RECONCILE

AVALABLE SOURCES FOR RECONGILIATIO

Avallable Sources

Addan

Selected Sources TDUSchoott0

e

—>

—
o

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.

‘Awaiting_Reconciliation’ is when the return has been placed in the reconciliation queue
but reconciliation has not yet been completed.

‘Reconciliation_in_Progress’. This is when the return has reached the top of the
reconciliation queue and is currently being reconciled.
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‘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.

‘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 that return then the user
will not be able to added/edit/delete that return but the user can work on the other
returns for that local authority.

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
Resolve Reconciliation button to run this.

Open Ratun_ Approve_ Approve AL Repect Dutete_ Export Selected_. xport Multiple... Export AL

Reconciliation Business Rules

To be able to combine multiple records into one record, the SWF COLLECT system uses
defined business rules (please refer to Business & Technical Specification) 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’.
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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.

ToUSchool10

No of Reconciled Records: 3

Ofstatus HMLIAStatus = OTSRoute
WBRI - White - British o True True Mutual Recognition from NI, Scotland or the EEA
WBRI - White - British No. True True Mutual Recogrtion from NI, Scotland or the EEA
WER] - White - Eritish No. True True Mutual Recogrtion from NI, Scotland or the EEA

Software Code Source Level  TeachesMumber  Personf amitytame MiNumber  GenderCurrent PersorBrthDate Etheucity Disabity QTStatus  MLTAStatus  QTSSoute
SWF Convertor? School 9995997 SURNAME 3 ot known 01/10/2000 WERI - Wh - Briish No True True Mutual Recognition freen N, Scotiand of the EEA

Software Code Source Laval  TeacherNumber Parsonk amiytiame MiNumber  GanderCurent PersoriethOate Ethencity Dsabdty QTStatus  MUTAStatus  QTSRoute
SWF Convertor2 School 9999997 SURNAME 3 MNot known 01/10/2000 WBRI - White - Briish No True True Mutual Recognition from NI, Scotfand or the EEA
SWF Convertor School 9999997 SURNAME 3 Not known 01/10/2000 WBRI - Whie - Briish No True True Mutual Recognition from NI, Scotfand or the EEA
L]

£ Crom comyrght | Dacermr | Briacy

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.

IDUSchool1o
Select reconcillation type: |Uneconcled R

Select record type: ERETN mibes (1)

— No of Unreconcilod hmrﬂsl

SCHOOLWORKFORCEMEMBER DETALS
Softwore Code  Sourcelevel  Teacherumber  PersonfamilyMame ?:::’(‘;"I © urrent  PersonBirthDate  Ethnicity Disability OTStatus HLIAStatus  QTSRoute
SWF Comvertor2  School 9999998 SURNAME_2 e L. 01/10/2000 WBRI - White - Beitish  No True True Mutual Recognition from NI, Scotiand or the EEA

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

TDUSChool10 )
Select reconciitation type: |Unieconcied Recoeds |

Select record type: [EESIEIEIITI)

)
Records AddtionalPayment (D)
)

SCHOOLWORKFORCEMEMBER DETAILS

Soltware Code Source Level Personk, aton {0) urrent PersonBiirthDate Ethnicity Disability OTStatus HLIAStatlus = QTSRoute
SWF Convertor? School 2990998 SURNAME_2 e et B 01/10/2000 WERI - White - British Mo True True L the E
Pageiell

PARENT MASTER RECORD (SOURCE)
Software Code Source Level Estab SaftwareCode Rolease SenaiNo DateTime LA Sourceleve ]
Y NiA 4009 COLLECT System 1 27/08/2015 10:24:01 SWE LA 1 School

POSSIBLE SOURCES FOR MASTER RECORD
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If we look at this example of a workforce member that needs manual reconciling. The
bottom half of the screen show that there is a workforce member record, which has some
of the same information and some different. The different fields are NINumber,
GenderCurrent and PersonDateBirth.

TDUSchool10 .
Select type: [Uneconcied Reconds v/

Select record type: | Schooliodorcelember (1) |

Records

SCHOOLWORKFORCEMEMBER DETAILS

Software Code  Source level  TeacherNumber  PersonEamilyNome NiNumber  GenderCurrent  PersonBirthDate  Ethnicity Disability QTStatws HLTAStotus OQTSRoute
SWE Convertor?  School 9999990 SURNAME_2 XXO9999UC Mot Known 01/10/2000 WHRE - White - iritish No True Tree Mutssl Recognition from NI, Scotland or the EEA

Soltwaen Code  Source Lavel Teacharhumber Parsces amdyName  NINumber GenderCurrant PersonfiethDate Ethescity Disabaity QTStatus MLTASTatuS QTSRoute
SWF Corvertor2  School S¥IINeN SURNAME_2 XXSTIVINC Not Known 01/10/2000 WORS - White - British  No. Troe True Mutul Recogrition from NI, Scotland or the EEA
SWF Corrvanor ] SURNAME 2 229P0008L Male 110372006 WERI - White - British  No True True Mutual Recogretion from NI, Scotland or the EEA
frrrrs | pewe: | |xx999998C| |Not Known'~] [01/10/2000%] Feiw ses | e e ] e | ey
[Copte e ]

By selecting from the drop down options for those 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

Records

FCHOOLWORKFORCEMEMBER DETAILS
Software Code Source Level  TeacherBumber  PersonfamilyName HMiNumber  GenderCurrent  PersonBirthDote Ethnicity Disabiity OTStotus MLTASTalus = OTSHowte
SWF Convertor2  School 9999598 SURMAME T XXG99998C  Not Known 01/10/2000 WHRI - White - British Ko Tree True Mutual Recognition Ircen NI, Scotland or the [EA

Sofoware Coda Source Level Estab SoftwareCode Raloase Seriakes DateTima LA SourcaLavel
(Y na 4009 COLLECT System 1 27/08/2015 10:42:14 SWFLAL School

QTStatu QTSRoute
True True Mutisal Recogrition from NI, Scotland or the EEA
True

True Mutual Recogritbon from NI, Scotland or the EEA
] e A Recogrvaon hom ]

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

TDuSchool10
Sebect reconciliation type: | Uneconcled Recerds v

Unrecondiled GivenName Records

Source level TeacherMumber  PersonFamilyName HiNumber  GenderCurrent  PersonBirthDate  Ethnicity Disability OTStatus HLTAStalus = OTSHouts
9999998 279999981 Male 11/03/2006 'WBRI - White - British L] True True Mutial Recognition from NI Scotland or the EEA

SURNAME 2

tatus  QTSRsute
Mutual Recognition from NI, Scotland o the EEA

First Given - please add any additional gives names |namME_2 [~
In the correct order from above prior to updating this record -2 =

[ Updste Master
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The user can either save both entries to ‘Master Collect’ by first selecting the ‘Copy to
COLLECT Master’ button to save one entry.

TDUSchool10
Select reconciliation type: | Unieconcied Reconds v

Select record type: [Gueotlame (1) v|

Unrecondiled GivenName Records

SCHOOLWORKFORCEMEMBER DETAILS

Software Code Source Level  TeacherMumber  PersonFamilyNome MiNumber  GenderCurrent  PersonBirthDate  Ethnigity Disability OTStatus MLTAStatus OTSRoute
COLLECT System  School 9999998 SURNAME_2 179999981 Male 11/03/2006 'WBRI - White - British Mo k! True Mutual Recognition from NI, Scotland o the EEA
o8 10f 1

s QSReute
Mutusl Recognition from N, Scotland or the EE4

First Given Name - please add any additional gives names.

In the correct order from above prior to updating this record |naME_2 v

Then select the ‘Update Master’ to save the second entry. The result of this is that the
workforce member will have two ‘Given name’ records in the ‘Master Collect’ return.

TouSchool10
Select reconciliation type: |Uneconcied Ascords v/

Select record type: |Guentiame (1) v
Unrecondiled GivenName Records.
SCHOOLWORKFORCEMEMBER DETAILS

Software Code Source Level  YeacherNumber PersonfamilyMame HNiNumber GenderCurrent  PersenBirthDate Ethnicity Disability OTStatus HLTAStates OTSRoute
COLLECT System 9999998 SURNAME_2 79999981 Male 11/03/2006 'WBRI - White - British True True Mutual Recognition from NI, Scotland or the EEA

PARENT MASTER RECORD (SCHOOLWORKFORCEMEMBER)
Personf amdytame NiNumbar GenderCurrent arsce ate < sabaty Stat Status  QTSRoute
SURNAME 2 22950098 Maly ! - - Mutual Recegeatson from N1, Scotiand er the EEA

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.

Touschool10
Select reconcillation type: |Useconcied Recos

Select record type: |Grentlame (1) v

No of Unreconciled Records:

Unrecondled GivenName Records 1

SCHOOLWORKFORCEMEMBER DETAILS

Software Code  Source level  Teacherumber  PersonfamityNome NiNumber  GenderCurrent  PersonBirthDate  Ethalcity Disabllity OQTStatus MLIAStalus  QTSRoute
SWF Comvorter  School 9999998 SURNAM 229099081 Male 11/03/2006 WEBRI - White - feitish ne True rue

Page 1cd1

PARENT MASTER RECORD (SCHOOLWORKFORCEMEMBER) HAS NOT BEEN CREATED

POSSIBLE SOURCES FOR MASTER RECORD
Software Code
Copy 1o COLECT Master | SWF Convertor
SWF Convertor?
First Given Name - please add any additional given namses.
In the correct order from above prior to updating this record

NAMEZ_2|~|

In this final example there are two ‘Additional Payment’ records for a workforce member
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
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two separate ‘Additional Payments’ for the workforce member in which case they must
use the ‘copy to COLLECT master’ and ‘Update Master’ buttons to take them both into
‘Master Collect’ return.

PARENT MASTER RECORD (CONTRACTORSERVICE) HAS NOT BEEN CREATED
POSSIBLE SOURCES FOR MASTER RECORD

Software Code Source Level PaymentType PaymentAmount
Copy to COLLECT Master csy A School Inner London Weighting (Support Staff) 1000.99
Copy to COLLECT Master csv A School Inner London Weighting (Support Staff) 1000.99

nner London Weighting ]UJDD.QQ

Update Master |

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

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.

ToUSchool10
Select recondiliation type: | Reconciled Recods v

Select record type: | SchooWorddorcahamber (4]

Records Mo of Reconciled Records: 4

Softwore Code  Source Level  Tead Person ¥ GenderCurrent  PersonBirthDate  Ethnicity Dis:
COLLECT System  School 9999998 SURNAME_2 22999998 Male 11/03/2006 WBRI - White - British No
COLLECT System School PU9099 SURNAME 1 XXV Not Known 01/10/2000 WERI - White - British No True True Mutual Recogretson from NI, Scotland or the EEA
No
No

ability OTStotus MLTAStatus  QTSKoute
True True Mutual Recogaition from NI, Scotland or the EEA

COLLECT System School 9959956 SURNAME_1 229999990 Female 08/03/2001 WERI - White - British
COLLECT System School 9999997 SURNAME_3 Mot Known 01/10/2000 WERI - White - British

True True Mutual Recogrition from NI, Scotland or the EEA
True True Mutual Recognition from NI, Scotland or the EEA

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 un-
reconciling 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 ‘Collect System’ 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.
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M & R Specific Reports

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 a local
authority 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.

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

M & R Matching Started but Not Yet Completed report :- This enabled a local
authority to list all the schools where matching has been started but not
completed.

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

M & R Remaining Visible Source Records after completing M & R report :- This
enables a local authority 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 source records
left so these need individual investigation by the local authority. 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 a local authority
with a breakdown of their returns in relation to the Matching and Reconciliation
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 Reconciliation not yet started = Number of schools
with more than one return where matching has been completed but reconciliation
has not been run (started)

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

COLLECT access is administered directly by local authorities for their users. This
includes registering for COLLECT, activating your account and giving you access to
specific collections. Please get in touch with the approver in your local authority who will
be able to make sure that you have the appropriate access.

If you are experiencing problems with COLLECT or have a data collection query, please
submit a service request to the Data Collection Helpdesk.

If you are having problems logging into Secure Access, please refer to the ‘Help’ section
on Secure Access. If you are still unable to resolve your issue, please submit a service
request to the SA service desk.
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https://form.education.gov.uk/fillform.php?self=1&form_id=hGz7nZcsdnX&noLoginPrompt=1
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/service-request-form
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/service-request-form
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