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From the Workforce Members screen, select the record, then click View All in the ‘View 
Absence Details’ row. Errors are displayed against the ‘First Day’ and ‘Last Day’ data 
items in the ‘Errors’ section of the screen. 

 

Click on the red box in the row for ‘Last Day’.  

 

 

An error report will be displayed  
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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.  

 

The information will be displayed as hyperlinks on the right 

 

 

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 
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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 
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Return Level notes 
If a notepad entry is not returned the local authority 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 double click on the pen icon in the return level notes section.  

 

 
 

Click add new note and type your note and the error number in the box provided– Do this 
for all queries/errors you need to provide extra information for  

 

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

 

 

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

 

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.  

 

 

Within the return level notes page is the preserved notes.  If you need to upload the 
return at any time the notes already added will appear in this box. 
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Submitting your return 
Once the school is happy with their return they will need to submit it. Until the return has 
been submitted the local authority will not be able to approve the return; prior to 
submission they will only be able to view it so it is important that the school, having 
corrected the errors remembers to go in and ‘Submit’ the return in order the local 
authority can approve and the Department can authorise the return.  

To submit the return, navigate to the school main screen by clicking on Back to 
MyCOLLECT page and click on the Submit Return button in the ‘Return Management’ 
section. The status of the return will change to ‘Submitted’.  

 

You will be asked to confirm this function, 
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Once you have submitted the button will be greyed out and the box “The status of your 
data return” will show as “Submitted” & the date will appear in the data submitted box in 
the “what is happening to my data return” section of the screen.  

 

The local authority will then approve and the Department will analyse the data and 
authorise the return. Once these have been completed the subsequent dates will appear.  
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Launching Reports 
A number of reports are available on COLLECT, return to the Source page by selecting 
Back to My Collect page at the top of the page and click on the Launch Reports 
button. 

 

A drop down menu will be displayed and a report can be selected from that drop down 
list. The following reports are available to schools. 

 

Exporting reports 
Once you have clicked on the report you would like to run you will need to click on the 
Launch report button.  This may take a while to run depending upon the amount of data. 
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From here, you will need to then select Launch reports again 

 

You can export the data in various formats.  

 

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. 

Once you have finished viewing the report, click on the ‘Back to Reports’ link at the top 
right hand side of the page. From here, select the ‘Back to My COLLECT Page’ to return 
back to your ‘MySource’ page. 
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Exporting a data return 
Once the data has been submitted you can produce an export. An export will show all 
data submitted in either XML format or CSV (spreadsheet). You can then save a hard 
copy of the submitted data for reference.  

To export the data, click on the export to file button on the front screen. 

 

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

 

 



 
30 

 

 

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. 

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.  
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Alternatively you could try changing you security settings by  

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

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

Click on the Open button to bring up the file details in Windows Explorer 

Double click on the folder ‘EstabNo=’ to open it; it contains the exported XML file, which you 
can double click to display the data 
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Exports can also be provided in CSV format. Select ‘Export as CSV’ and when the Save 
and Open options appear click on the Open button 
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Useful hints 
1. VERY IMPORTANT - Re-submissions – if a data return for a local authority 

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 include any notes that have not 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 

 

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. 

2. 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 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. 

3. 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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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. 

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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