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.

SURNAME_2 NAME_2 Known 2000-10-02 True 2
SURNAME 3 NAME 3 Known 2000-10-03 True 3
. Emors
ORCE MEMBER
Staff Details
‘aacher Number 9995999 0 0 | 0 [
amdy Name ISURNAME 1 o | o | o |
AME 1
1
Given
ORMER _1
Former Family Name(S)
Number XX999995C L) 0
Not Kngwn
o of Bith 2000-10-01
Ethnic Code WBR! - White - Betish
Disabiity no
QT Status Troe
HLTA Status True
QTS Rowte Annwal Colage Exit - Graduate Course

Cy Details
View Absence Detalls
Curriculum Details

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.

TDUSchool10 Error report on 25/08/2015 at 09:15

Data Field LastDayOfAbsence

Priority Errors N Count 2

Rule No. Error Message Notes|
4940 Last Day of absence cannot be before First Day of absence Details X
990 here Last Day of a sickness absence is provided then the number of Working Days Lost must be greater than zera. M X

Priority Queries Count 0

Rule No. Error Message Notes|

Priority OK Count 0
Rule No. Error Message Priority Notes|

The information will be displayed as hyperlinks on the right

ToUSchool10 Error report on 25/08/2015 at 09:27
Data Field

- T BN Docsis [ERINNR v 0oy
4390 Witere Last Dy of 8 seckness Bbsence is provided thes the sumber of Working Days Lest mest be grester thas Zees. Details. X
Priority Quenas. Count 0
Priority ox Count 0
[fuste Ho.  Ervoe Message Priaity

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

_ manaes | s | [View | e | [t | st |

Scheol Woridorce Census
s
251105
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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

TouSchool10 Error report on 25/08/ 2015 at 09:39
Count 10
o
a5 Person seatus and be under 21 Quarios. ET PR P crcabitOnte
! G Status
4245 s having MLTA status and be under 18 on RelsrenceDate0S/1172015 macs Detads
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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.

Al Enors A Notes e | B N |

School Workforce Annual Collection - TDUSchool10

Collection School Waorkdorce Census

Wear 2015

Refeence Date 20151105

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.

Note Page

Create New Note

Type you notes in this boxl

| Create | cel

® Crown copyright | Disclaimer | Privacy
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The note will be saved and a record row will be created showing who created the note
and when.

Native 1D
001

Note Detail
ype you notes in this box

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.

School Workforce Annual Collection

_ mEmn | J T | oA [ [ e S|

School Workforce Annual Collection - TDUSchool10

School Worklorce Census.
2015
20151145

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.

eserved Note Detail
[ Hase pricr to re-submizsien

rulwmmmnmwm
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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’.

The status of your data return :

'What can I do with My Data Return?

Delete Retwrn..
'What is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation

Date Submitted Date Approved Date Authonsed

1 need some help

IFor halp whita in the data colloction pages, pkase use the link at the top of the pages.

IFor further halp please contact the help desk on 01325 392626 and selact Opticn 1, o dsg.helpdeskeducation.gsi.gov.uk

You will be asked to confirm this function,

Are you sure you wish to submit this Data Return?

Yes Mo
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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.

MY DATA RETURN
The staties of your data g (scbmiied oo
Errors Quenes oK E
[What can 1 do with My Data Return?
Press this button to Impart a fle into your data ratum
Open Returs...
Export to e
Uech Rttt Press this button to Report oa your data retum
Delete Return.. Press this butten to Deleta your data ratum
'What is happening to My Data Return?
Data Return Approval Data Return Authorisation
Date Approved Date Authorised
1 need some help
‘or halp whie in the data collection pages, please use the link at the top of the pages
‘e furthar i plaase contact the help desk on 01325 302626 and select Option 1, or dsg halpdeskGaducation. g gov.uk

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.

Y DATA RETURN
The status of your data return © o _Dats

Errors : |0 Queries : 0 O Errors : |0
What can I do with My Data Return?
Spliad Sotem e S| Press this button to Import a fle into your data retum
[LAdSnaturn oa scveen.. | Press this button to Add 3 new return using & web form

Prass this button to Open your data reten
Prass this button to Submit your complated data retum

Prass this button to Export your data retum to a file
Prass this button to Report o yeur data retum
5 Prass this button to Delete your data retum

Mhat is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Date Submutted Date Approved Date Authorised
| need some help
‘o halp while in the data colction pages, piease use the ik at the top of the pages

“or further help please contact the help desk on 01325 392626 and select Option 1, or deg.helpdeskGeducation,gsi.gov.uk

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.

REPORT SELECTOR

Reports Report Description

To show Staff Members with missing Contracts/Service Agreements. Please Note: Data from previous day

Notes Report

Return Credbiity Check

School Error

Teacher Data Consistency
Teachers with Multiple Contracts

© Crown copyright | Disclaimer | Privacy

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.

REPORT SELECTOR

Reports Report Description

IHE“\Q Contracts ﬂ To show Staff Members with missing Contracts/Service Agreements. Please Note: Data from previous day

© Crown copyright | Disclsimer | Privacy
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From here, you will need to then select Launch reports again

Report Parameter Selection

Launch Report

You can export the data in various formats.

Missing Contracts Report

4 4t of1 b Pl & 100% v ‘ |

Missing Contracts/Servi

Local Authority:

) _}ate: 25/08/2015

[ F file
School Estab No |Source \ Seri‘ o 4 Date of Birth |NI Number
N T/

Produced by COLLECT Report Date 25/08/2015 W Page 1 of 1
(1]

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.

MY DATA RETURN
The status of your data return @ Submitied
Efrors @ Quares : & OK Emrees : 0
Iwhat can I do with My Data Return?
Press this button to Impart 2 fle into your data retum
A - Press this button to Add a new retum using a web foem
[ openmetum. Press this button to Open your data return
- Press this button to Submit your completed data retuen
o Press this button to Export your data retum to a file
L = <) Press this button to Report on your data retum
[ Delete Rotum | Press this button to Delete your data retumn

[What ks happening to My Data Return?
Data Return Submission Data Return Approval Data Return Authorisation
Date Submitted 10/09/2015 Date Approved Date Authorised

1 need some help
[For halp whis i the data collection pages, please use the knk at the top of the pages.

[For further help ploase contact the help desk on 01325 392626 and select Option 1, or dsg.halpdesk Geducation.gsi.gov.uk

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 CsV ©

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
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Exporting (Processed 0 of 1)

EXPORT PROGRESS ...

Export in progress, please wait....

A\,

Checking status for TDUSchool10 (0014009)

Folder QOrganisa tion Name Native Id

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

=3 WinZip - Current-Blade-Export.zip [o|®@] =
File Actions View Jobs Options Help
- | = - — 3 - - N p— _ . r":l\'\
=4 | % ] ». | (2 ) :
) <l (R By By & (& @ W & &
New Open Favorites Add Extract Mail Encrypt View CheckOut  Wizard  View Style
Address \ -2 ' i |
Folders X 2  Naps Typ
=) [Current-Blade-Export.zip] . Details Folc -
Lo | EstabNo=0014009 Folc
] EstabNo=0014009
< m »
Selected 0 files, 0 bytes Total 2 files, 6KB 00
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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

v

D

i of &

apyright

4 Winzip - Current-Blade-txport.zip
File Actions View Jobs Options Help

—
‘
s L~ I
New Open Favorites Add
Address
Folders x

) [Current-Blade-Export.zip]
Details

(E=S G >~ ]
T = e ) (a2 Bs
Ny & 8 @ W ¢ &
Extract  Mail  Encrypt  View  CheckOut  Wizard  View Style
- tHEmr o
2 Name Type Modified Size Ratio Packed
Dietails Folder 35708/2015 14:40
] Blade- Export_25-08-2015_sbsence.csv Microsoft Ex...  25/08/2015 14:40 2 2%
L] Blade- Export_25-08-2015_sdditionalpayment.csv Mictosoft Ex..  25/08/201514:40 15 3% 9%
] Blade- Export_25-08-2015_agencytpsupport.csv Microsoft Bx...  25/08/201514:40 26 2% 169
B Blade-Export 25-08-2015_cbdslevels.csv Microsoft Ex...  25/08/201514:40 19 2% 14
28] Blade- Export_25-08-2015_contractorservice.csv Mictosoft Ex..  25/08/201514:40 1141 5% 502
[ Blade-Export_25-08-2015_curriculum.csv Microsoft Bx...  25/08/201514:40 122 25% 02
B Blade-Export_25-08-2015_formerfamilyname.csv Microsoft Ex...  25/08/201514:40 SR C 2
2] Blade- Export_25-08-2015_givenname.csv Mictosoft Ex...  25/08/201514:40 a4 5% 397
(] Blade-Export_25-08-2015 la.csv Microsoft Ex..  25/08/201514:40 9 2% 67
] Blade-Export 25-08-2015_occasionals.csv Microsoft Ex...  25/08/201514:40 2 H% 1
28] Blade- Export_25-08-2015_qualffication.csv Mictosoft Ex...  25/08/201514:40 129 9% 2
] Blade- Export 25-08-2015_role.csv Microsoft Bx...  25/08/201514:40 559 0% 333
E]Blade-Export_25-08-2015_roleadditionalpayment.csv Microsoft Ex...  25/08/201514:40 16 37% [
£L] Blade- Export_25-08-2015_school.csv Mictosoft Ex...  25/08/201514:40 A2 B/% 160
] Blade-Export 25-08-2015_schoolwarkforceannual.csv Microsoft Ex.. 25 B/% 169
EL]Blade-Export 25-08-2015_schoolworkforcemenmber.csv Mictosoft Ex..  25/08/201514:40 765 5% 367
£L] Blade- Export_25-08-2015_schoolworkforcemodules.csv Mictosoft Ex...  25/08/201514:40 s 0% 112
L] Blade- Export_25-08-2015 source.csv Microsoft Bx...  25/08/201514:40 MW W% 230
EL]Blade- Export_25-08-2015_subjects.csv Microsoft Ex... 151440 100 28% 7
£L] Blade- Export 25-08-2015 vacancy.csv Mictosoft Ex... 72015 14:40 6 /% 19

Selected O files, 0 bytes

Total 21 files, TKB

ult
a Collec
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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

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

Data Return already exists do you wish to overwrite/add another
source to it?

Please note that replacing a Data Return will delete all notes other
than return-level notes. If you wish te preserve any data-item or
nter asr

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.
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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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