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Introduction

The COLLECT (collections online for learning, education, children and teachers) portal is
used by local authorities (LAs) and the Department for Education (DfE) for processing
data collection returns. The 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 since this is a website there are no
installation issues.

This document is designed to guide local authority users through the various aspects of
COLLECT in order to complete the children in need census data return from initial
submission, data validation to final approval by DfE.

The department now collects data from a wide range of users so 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. Children in need have a local authority as the ‘source’
and the DfE as the ‘collector’, therefore there is no agent

Some screen shots refer to previous years however the process is the same for all 2016
census data return collections.



Secure Access (SA) and the COLLECT Portal

The familiarisation blade is now part of the live blade. To login to Secure Access if you
don’t have a Secure Access account, please fill in a service request form which can be
found here.

| @ Department for Education

Secure access

Forgotten username or password?

D lagree to the terms of use

Welcome to Secure access

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

151042014
New Service Request Form - Secure Access

This notice is to alert users of Secure Access, that the Service Request form is being updated to a
more user friendly version as of Monday 20th october 2013.

09M10/2014
LI VI EENTPN

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

] * Department for Education

Secure access

mim‘ stration

Signed in as [ from Department for Education. Your &

Need help?
Vist 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

Gal! |-0ns ! -Line for Learmang, Education, Children, and Teachers


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

Click the continue button.

Collect Welcome

Welcome to COLLECT (Collections On-Line for Learning, Education, Children,

and Teachers). PROCEED INTO COLLE™T
COLLECT is the DfE Centralised Data Collection and Management System for

“adeaf CaeZ
School Census Autumn 2013 —
ALL Academies, NMSS and LAs now have access to the School Census. Show Code of Conduct Text...

School Workforce Census 2013 - LIVE
The School Workforce Census is now LIVE.

£ Crown copyright | Disclaimar | Privacy

To continue, you should click on the required data collection eg for familiarisation the
familiarisation blade and for live the live blade, so that it is highlighted in blue. Then click
on the ‘Select Data Collection’ button.

[Home Page

Data Collection User Role Organisation Status Due Date Days Due
APEX2012 Collector Department for Education  Testing 10/02/2012 00:00:00 -662
LAPEX2012 i for Educati Testing/Live 10/02/2012 00:00:00 -662
APEX2013 Collector Department for Education Open 11/02/2013 00:00:00 -295
Childreninieed1213 Collector Department for Education  Open 30/06/2013 00:00:00 -156

Collector Department for Education  FORMINBISOUONIIII =0, 06/2013 00:00:00 -156
ChildrenInNeed1314 > ] Source TOU Test LA 522 Familiarisation  30/06/2013 D0:00:00  -156
i for Educati Famillarisation fLive | 30/06/2013 00:00:00 -156
Consistent Finandal Reporting_2012-2013 Collector Department for Education Open 19/07/2013 00:00:00 -137
ParentalResponsibilityM-A2013 Collector Department for Education Open 31/10/2013 00:00:00 -33
PrivateFostenng1213 Collector Department for Education  Open 31/05/2013 00:00:00 -186
Page 1 of 2 >

If you are automatically returned 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, select ‘Trusted Sites’, and then select ‘Sites’. Select ‘Add’ and type the following
into the text box:

https://collectdata.education.gov.uk
Then select ‘ok’ and ‘ok’ again.
Please check that the Secure Access site is also in the trusted sites.

The addresses should appear in the large box.



r Trusted sites @

‘fou 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:

http://shecrmda

Websites:

*.gpn.gov.uk Rermowve
https:/fcollectdata. education.gav.uk
https://sa.education.gov.uk

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

Close




Local authority ‘Source page’ screen

The next screen (‘Source page’) provides a summary of the latest position with respect to
the selected data collection. You will see information on the current status of your
collection return and will be presented with a number of options.

Source Page ChildreninNeed1314

MY DATA RETURN

The status of your data return : |Leaded_and_validated

Errors : [121 Queries : |33 OK Errors @ |0

a Return?

Prass this button to Import a file into your data retum
Prass this button to Add a new return using a web form
Prass this button to Open your data retum

Prass this button to Submit your completed data retum
Prass thes button to Export your data réturn to a file
Prass thes button to Report on your datd retum

Press this button to Delete your data return
‘What is happening To My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation

Date Submatted Date Approved Date Authonsed

My data return

This area shows the status of the return, the number of errors, queries and ok errors. OK
errors can be okayed by the department when a suitable explanation is provided by the
local authority.

Status will be one of the following:

No_Data
Waiting_for_Validation
Validation_in_progress
Loaded

Amended_by Source
authority)’;

Awaiting_Submission
Submission_in_progress
Submitted

Amended_by Collector

‘Data hasn’t been loaded’;

‘Data loaded and waiting to be validated’;
‘Data loaded and validation in progress’;
‘Data loaded and validated but not submitted’;

‘Data has been manually edited by the source (local

‘Data queued, waiting for submission’;
‘Submitted snapshot is being created’;
‘Data loaded and submitted’;

‘Data has been manually edited by DfE after submission’;



Authorised ‘Data loaded, submitted by local authority and authorised by
DfE’;

Rejected ‘Data load rejected — due to invalid format and/or contents’.

Status is followed by a series of buttons as listed below:

Upload return

Clicking on this button launches a page to allow the local authority user (‘source’) to
browse for the XML file and load.

Add return on screen

Allows the ‘source’ to type the return on screen — this is not recommended for this
data collection return as there is a high volume of data to input.

Open return

This option is greyed out until the data is loaded and is used to access the loaded data
for editing or viewing.

Submit return

This option is greyed out until the data is loaded and validated and is used to submit the
data to the department. This should only be done when the data is complete and clean.
Once a return has been ‘submitted’ control then passes to the department.

Export to file

This option is greyed out until the data is loaded and is used to export the loaded data
either as a single XML file (in the input XML format) or as a number of CSV files with one
file per data table.

Launch reports

This option launches the local authority’s reports options.

Delete return

This option is greyed out until the data is loaded and is used to delete the local authority
data from the system.



Upload a return

To upload the return click on the ‘Browse...” button to navigate to the required file. You
then need to select ‘Upload’ to load the data.

If a new version of the data is loaded, all ‘Notes’ (excluding ‘return level notes’ and
‘History’) are deleted, together with the loaded data before the new data is loaded.

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

If data is already loaded you will be asked if you want to overwrite it. Answering ‘no’ will
stop the data load, answering ‘yes’ will delete the existing data and load the new data.

If the XML file is in the wrong format or contains the wrong type of data, eg a letter in a
date field, the file will be rejected with an explanatory message.

Uploading CINReturn_clear522.xml

FILE UPLOAD PROGRESS ...

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

Loading raw return data, 143 elements processed

Whilst the data is being loaded the above message will be displayed.
Once the file has been successfully loaded the following message will appear.

COLLECT Portal

'Source UpLoad In Progress

FILE UPLOAD PROGRESS ...
Your data return has been successfully loaded and is queued for validation.
Please return later to view any validation errors identified and Submit your
Return.

® Gravm copyright | Disciaimer | Privacy



The data return has now been placed in a queue to be validated. When COLLECT is
busy this process may take some time and users may come back later to view any
validation errors present within the return.

When you click on ‘OK’ you will return to the ‘Source page’ and status will be
‘Waiting_for_validation’. When the return reaches the front of the queue, the status on
the ‘Source page’ will change to ‘Validation_in_progess’ and then ‘Loaded’ when it is
finished.
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Viewing the data return

Opening the return
Open the return by clicking on the ‘Open Return’ button.

Source Page ChildreninNesd1415
Thie status of your data return @ | Amendad_by_soscs
rree ;| 1% Chaspraga ¢ |16 = TR

What can I do with My Data Return?

Priss thil button to beport & fle into wour dats returm

Prass this button to &dd 3 new reburm using a web: fom
s this button to Open your data retumn

Prddi Hhl Bbulten 15 Subsil oo Somplitid Bt fitum

Lepost Lo hir_. Prass thes Button o Export your data rebum to a file
Lawnib Bepmaris. Press this button to Report on your data rebem
T

Prass this button to Delate your dats rebum

Whal is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Data Submetted Date Approwad Davbe Authonsesd
1 need some help
Children In Need
All Enars All Notes Add | [Tiew | [ Edi | [ Delete | [ Stats

[i]
i=-Children In Need Children In Need

> Characteristics I

> Identifiers
L-Type Of Disability [4]

(=-Children In Need Details [24]

Children In Need

=--Assessments [14] Collection CIN 2
Factors Identified at Assessmen year 2015 ?
--Saction 47 Reference Date 2015-03-31 Vi
= Child Protection Flans Source Lavel L 2
Software Code Local Authority Vo
Release Z
Serial No 1 Fid
Datetime 2014-10-29 11:08:26 0 0 0 2
Child View All

Screen functionality

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

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 initial screens and to navigate back from here you will need to click ‘Back to
MYCOLLECT page’ located at the top of your COLLECT screen above your login name.

11



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 before drilling out you will be
given the error message: ‘Cannot choose another error to investigate’.

Mode button

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

Al I Yiew Edit Delete Status

Dark grey text on a sunken button with light border = active mode;
Black text on a button and a highlighted border = available mode;

Light grey text on a button with a light border = unavailable mode.

Filter bars

The filter bar is only available on screens that could have a large record set, eg ‘Child
Identifiers’. This allows criteria to be entered to identify a group of related records or a
single record. For example if the user types an ‘id’ in the ‘LA Child ID’ box and selects the
‘Go’ button then only children with that ‘id’ will be displayed in the record list. This
enables the user to go to specific records rather than having to page through all the
records.

LA Date Expected
Child UPN of | Birth Reset Go
D Birth Date

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.

12
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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 data return.

4 Department for Education et e

BLADE UAT COLLECT Portal

MEmn | M| As |[Vew | £ | Owes | o

= ——

L=
20
200N
L

Local Auhosty

1
2001025 W7 T

@NNNN&N

The ‘source’ is now able to see all of the children that make up the data return within a
selection grid. Up to ten child records are shown per page and navigation through the
pages is via the < > buttons. The default is to display the child information for the first
child. To see data for other children click on the child and the corresponding child details
data will be displayed on the highlighted child record. You can sort the child records by
selecting any of the column headings (underlined in blue): first click ‘sorts by ascending
order’, second click by ‘descending order’.

This page also contains a series of links to pages showing different categories of child
level data, eg disabilities details. These can be accessed by clicking on the blue ‘view all’

13



hyperlinks. You can return to the previous screen (‘Children In Need details’) by clicking
the ‘Drill up’ link.

Back to My COLLECT page | Help

@ Department for Education Vovorc bgsednas | Log out

BLADE UAT COLLECT Portal

Child - Identifiers

Al Enors All Notes Add View Edit Delete | Siaius

Drill Up Enor
Child - Identifiers

LA Child Date of Expected = S
L [ (TJ Birth [ Birth Date Rt | e |

D

!

Child Identifiers

LA Child D a1 0 0 0 2

U Number(UPN) 0 0 0 pa

0 0 0 3

UNA - Aged under 6 years old, not yet assigned a UPN. 0 0 0 3

2013.03-19 0 0 0 2

0 0 0 2

1 -Male 0 0 0 3

0 0 0 3
T
T Newar

© Croum copyright | Discmr | Privacy

Done G Loca intranet | Protected Mode: Off G m00% -

Record list

Clicking on one of the blue column headers, eg ‘Date of Birth’ will list all the records in
date of birth order. The record list can be sorted in ascending or descending order by
clicking once or twice on the header of any of the columns.

BLADE UAT COLLECT Portal

Child - Identifiers

Al Errors | AlNotes | Add|[TWiew | | Edit || Delete | | Siatuis
il Up Eror
Child - Tdentifiers

Reset Go

LA Child Date of Expected |
D Birti Birth Date!

RISISISISEINEY

© Crown copyright | Discaimer | Privacy

Done € Local intranet | Protected Mode: Off v RI0% v

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

14



You can sort the record set by ‘Child ID’, ‘UPN’, ‘DOB’ or ‘Expected Date of Birth’ by
clicking on the relevant column in the ‘Record List’ section.

Back to My COLLECT page | Help

@ Department for Education Vovore bggednast | Log out

BLADE UAT COLLECT Portal

Child - Identifiers

All Errors. All Notes Add! View Edit Delete Status.
Drill Up Error
Child - Identifiers - .
LA Child Date of Expected
Ln f ueN Birth | Birth Date| _ Rea | & |

2011-06-12
010-11-07
009-05-12
007-05-01
2 004-06-07
3 002-04-19
14 002-01-09 1
5 001 3
. B
[ S - —.
Child Identifiers
LA Child D a1 0 0 0 2
U Number(UPN) 0 0 0 pa
0 0 0 2
UN1 - Aged under 6 years old, not yet assigned a UPN. 0 0 0 2
20130319 0 0 0 2
0 0 0 VA
- Nale 0 0 0 2
0 0 0 2

|

© Crown copyright | Discaimer | Privacy

G Local intranet | Protected Mode: Off v R00% -

Editing within the data return

Back to My COLLECT page | Help

@ Department for Education Vovorc bgsednas | Log out

BLADE UAT COLLECT Portal

Child - Identifiers

Al Enors Al Notes i \m SHaile

Date of Expected |
Birth Birth Date

0 0
0 0

0 0

UN1 - Aged under 6 years old, not yet assigned a UPN. 0 0
20130319 [} 0
0 0

0 0

0 0

NN NN

|

© Crown copyright | Dscaimer | Privacy

G Local intranet | Protected Mode: Off v R00% -

The default view when a screen is displayed is the ‘View’ mode. To edit the details click
on the ‘Edit’ button. The details for the child will now be available to edit.

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

15



Selecting ‘Female’ from the list will display the selected value and the details will be
saved. If data is entered rather than selected from a list, navigating to another field or
hitting the return/enter key will save the data.

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

By selecting ‘Gender Current’ from the list, the selected value will be displayed and the
details will be saved. If data is entered rather than selected from a list, navigating to
another field or hitting the return/enter key will save the data.

Back to My COLLECT page | Help

@ Department for Education ou are logged i =5 | Log out

BLADE UAT COLLECT Portal

Child - Identifiers

Al Erors. All Notes A View Edit Delete | | Status

[Child - 1dentifiers |
il Date of Expected |
Birth Birth Date’

Child Identifiers
LA Child D At

0 0

0 0

P 0 0
u UN1 - Aged under § years old, not yet assigned a UPN. - 0 0
0 0

0 0

0 0

0 0

P 20130318

G n 2- Female

NRRNNN NN

0- Not

Sl Specifed

® Crawn copyright | Dicsmar | Privaey

Dane @ Locel ntanet Protected Mode: Off G- w0 -

History report on 02/03/2015 at 13:20:30
Data Gender Current

ender Curr
Start Date [End Date
E— __——
alue Role

Organisation ‘

01/03/2015 18:46:04
101/03/2015 18:43:09 |
01/03/2015 18:38.28

[

Done G Local intranet | Protected Mode: Off v R00% -

16



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

Click on the ‘History’ icon for the ‘Gender Current’ item that has just been amended.
Details of all changes made to the item are displayed (1 row per change), including the
name of the ‘user’ who made the change.

17



Errors

When a data return has been uploaded a number of validation checks are run against the
data in that return. All errors and queries are highlighted in red against the relevant data
item. There are different levels of errors, ‘Return Level and ‘Data Item Level'.

A return can legitimately contain data that raises a query but is perfectly acceptable. For
example a child’s date of birth is outside of the expected range. Such errors can be
okayed by the department if a return level note is provided explaining that the data
alongside the query is correct.

Total return errors

The breakdown of errors for a return is shown in the ‘Return Status’ section of the main
screen.

The status of your data return : |Amended_by_source

Errors : |2 Queries : |2 OK Errors : |0

Return level errors

Return level errors relate to a validation rule that applies to the data return as a whole
rather than an individual data item within the return, eg ‘Please Check: Less than 8
disability codes have been used in your return’.

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

Children In Heed

All Enmes Al Hotes | Yirw Edia I I
L]
 Chddren in Meed Children In Heed
[Larents
'--_U'H [19] Ruturn Lovel Errors
|- Charsctenstics
:;—1 denaliers
|-Type f bissbizy [4] Dintn e i)
“Chidees I teed Datady. [24] Children In Need
© msmessments [14] Colbzhion cH >
| LFactors dentied ot Assessmen o 0% Fd
- Saction 47 Referarze Date 0150031 Fid
“-Chid Frebectisn Flans Saupes Ll L F.d
L niewd LEA 2
Solware Code Local Aoty Fod
Faliaia -!? i
Senial Ko 1 7
Ciatetime Z014-10-23 1106 26 Fd
Chad Wisesar Al

18



Data item level errors and queries

Back to My COLLECT page | Help

@ Department for Education

BLADE UAT COLLECT Portal

Child - Identifiers

All Errors All Notes Judd | [ view | [TEdi | | Belete | | Siatus
(]
(=-Children In Need [Child - 1dentifiers |
LA Child Date of E ted
P | @ |l Brh | Birth Date L rea | w |

I=Child [28]
> Characteristics
> Mdentifiers
“Type OF Disabilty
Z-Children In Need Details [41]
5-Assessments [38]
Factors dentified at

|

144227

1999+

TR R

‘Section 47 [6]
=-Child Protection Plans [25]
Reviews [1]

Child Identifiers Child Characteristics

Child Identifiers
LA Child ID A8
Unique Pupil Number(UPH)

Pupirs Former UPN 0 0
UPN Unknown B 0 I
Person Bitth Date ﬁ‘u
Expected Person Birth Date 20144227 [4 T oy
Gender Current [ N\ - 0 [ 0/

oae \ ~—

—_
e

L

NNNRNNNN

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

Data item errors are highlighted against the item to which they relate. All data items that
are part of a failed validation rule will contain an error marker, not only the item
containing the potentially invalid value. An example is the rule that checks for a person’s
date of birth. If the date of birth is not present, the system looks for an expected date of
birth and checks it against the referral date. If the ‘Child referral date’ is more than 40
weeks before ‘DOB’ or ‘expected DOB’, both items would be flagged if that validation
failed, even though it is probably only one data item that is incorrect (in this case the
‘expected DOB’).

In this example, click on the red box in the row for ‘Expected Persons date of birth’. An
error report will be displayed showing all errors and queries associated with that data
item.

19



24 Department for Education S

BLADE UAT COLLECT Portal

Blade Error Report - ChildreninNeed1415

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

x "
8606 i referral date is more than 40 weeks before DOB or expected DOB: 2

equal 0 for an unbor child

s (March to December of the Census Year ent

G Local intranet | Protected Mode: Off v R00% -

The report shows that ‘Child referral date is more than 40 weeks before DOB or expected
DOPB’. To see all the data items that are possibly affected by this validation click on the
‘Details’ button next to the error message.

#9% Department for Education T

BLADE UAT COLLECT Portal

Blade Error Report - ChildreninNeed1415

Error report on 02/03/2015 at 13:28 Return

Data Field ExpectedDOB

Priority Errors Count 2 Details
alu

s census (March to December of the Census Year end)

G Local intranet | Protected Mode: Off v R00% -

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.

- —
Children In Nead
Al Emvees I Mooes At "W Edi | Oirlete | | Siaten

Children In Need

|

Children In Nead
2
Z
250331 z
Fd
- 2
Lotsl Aumhasnty .4
Fd o
| , 2
FH4-18-29 1108 26 | o o Fa
T ewaw
This will show you a list of all queries and errors. You can see the error number,
message and may also click on ‘details’ to see data that is not passing the validation.
You can click on the underlined data values to the left of the screen to be taken to that
field in the return.
Blade Error Report - ChildreninNeed1415
Error report on 27/11/2014 at 13:16 Return
Count 51 Details
CINReferralDate un 8 2013 12:00AM
8590 Child does not have a recorded CIN episode Errors Details Vol pos null
8590 Child does not have a recorded CIN episode Errors Details Fod ExpectedD03 Dec 31 2014 12.00AM
8590 Child does not have a recorded CIN episode Errors Details Z
8535Q Please Check: Child's date of death should not be prior to the date of birth (Queries Details Fod
8590 Child does not have a recorded CIN episode Errors Details Z
8606 Child referral date is more than 40 weeks before DOB or expected DOB  Errors Details 2
B | i e ™ uaes 2
8500 LA Child ID is missing Errors Details Fod
Invalid Code Value Errors Details Z
| Details | 2

If you want to change the data you can select the ‘Edit’ mode using the button. Please
see the section regarding editing data in this user guide.

21



Providing clarification and supplementary information

In some instances it may be useful to add explanatory information about a data value, it
is essential that a note is added when an item has an associated query against it.

There are several levels where you can add ‘Notes’; return level, field level, error level
and in all errors against the query. All ‘Notes’ should be in the return level section on the
front page of the data return to avoid being deleted should you need to re-upload the
data return.

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

Children in Need

MEmes | savom | | A |[Wew | B || ot | S

205
20k0301

ER TR R R e R b

ROM-0-29 110026

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

wraneed notes deleted by resshmissions

[1E Aol Chrganiuptice Hasrm 10

Preserved Note Detail
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The ‘User’, ‘Role’, ‘Date and Time’ and ‘note details’ are recorded and can be viewed by

either the local authority or the department. Any data item can have a note attached and
multiple notes can be added, each with its own details.

Note Page

this is a test note

-~

[Create | [ Ghncl |

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

Children in Mesd
AnEmen | A Moo |V [E
L]
--Chabiren b Beed Children D Meed
Lirtls. Emors
!-_-gu 18] Ruturn Level Ermeds. E a Al
|-» cramawns - o
| Menters " —
[~Type Of Desability [4] Data g WValus E a OH Errors Moles. G
~-Chiéren In Neted Detadis [24]) Childran In Need
L ssessments [14] Colsction o 3
| Lraciors iderfied ot Assessman = ¢ 2018 =
|-5ecton 47 Feafararecs Ciate 2015033 F
“-Chibd Protictson Fisss Sewes Livesl L Fa
" Rarvetrers LEA g L4
Soltwaih Cod Locsl Authariy Fd
Releass ¥ i
Senal Ha 2
TP— POM-I029 10 76 3
L] Wiarsy &l

It can be useful to make notes at return level to explain recurring issues, for example,
where there are records which have the same reason eg ‘please check: Assessment
started more than 45 working days before the end of the census year, however, there is

no Assessment end date’. If a ‘return level note’ is added and the user resubmits the file,
these notes will be preserved.

If a new version of the data is loaded, all ‘Notes’ (excluding ‘return level notes’ and
‘History’) are deleted, together with the loaded data before the new data is loaded.
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Submitting your return

The status of your data return :  Amended by _source
Errors : | 1% Quenes : 16 OK Errors : O

can 1 do with My Data Return?

Beturs from e Press thes button to Import a file nto your data return
turn on scr Press the button to Add 3 new return usng & web form
Press thes button to Open your dats retum

Press the button to Submet your completed data retumn
Press thes button to Export your data retum to 2 file
Press thes button to Report on your data return

Press the button to Delete your data retumn
What Is happening to My Data Return?

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

1 need some help

For help whie n the data collecbon pages, please use the knk at the top of the pages.

Once the local authority ‘user’ is happy for their return to be submitted for the department
to access it, the procedure is very straightforward. Select ‘Submit Return’.

You will be asked to confirm this function.

Submit Return Confirmation

Are you sure you wish to submit this Data Return?

Once you have submitted the button will be greyed out, the box ‘The status of your data
return’ will show as ‘Submitted’ and the date will appear in the data submitted box in the
‘what is happening to my data return’ section of the screen.

Bource Page !.'.

MY DATA RETURM

The status of your datl
Quesias = | 16 O Errors @ [0
What can I do with My Data Return?
buad Roctuam fanes fir— Prase this butfen to Import 3 file into your data retum
Add Rrtum on scrres Prass this butfon o Add & rdne rebum usng a wsl foem
k rprn Rt J Prass this bution to Open your data nebem
Sashrrell Hrtur Press this buifon o Submit your cosmplebed data rebum
[ wonieie. Prass this button to Export your dats rebem to 3 fla
| Aowwch Reporfs. | Prass this bulfen to Report on your data rtum
Dekete ficturm. Prass this button to Delete your data rebum
What is happening to My Data Return?
Data Retisrn Subaission Data Retiirm Approval Data Retirn Authosisation
Datn Submitted 27/ 1173014 Date Appaosed Date Authonsed
1 need some help
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The department will then review the data return and may come back to you with queries.
Once the department are happy with the data return it will be ‘Authorised’. Once this has
been completed the ‘Authorisation’ date will appear.
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Reports

There are a number of reports available which can be run at any time once data has
been loaded for your local authority. These can be accessed by selecting ‘Launch
Reports’ on the COLLECT Portal screen.

Source Page ChildreninNeed1314
MY DATA RETURN
The status of your data return : |Loaded_and_vahdated ]
Errors : (121 Queries : [33 OK Emrors : |0

Iwhat can I do with My Data Return?

0ad Return from Bl Press this button to Import a file into your data return
_Add Return on screen. | Press this button to Add a new return using a web form
__ OpenRetum.. | Press this button to Open your data retum
méml Press this button te Submit your completed data retum

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

Iwhat is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Date Submitted| ] Date Approved| Date Authorised| ]

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

Back to MyCOLLECT page | Help

@ Department for Education vousre loggedinas | Log out

BLADE UAT COLLECT Portal

Report Launch

REPORT SELECTOR

Reports Report Description

Assessments Working Days List ~|  Shows details of all continuous assessments and how many working days they took to complete (blank if not yet completed)
Assessments Working Days List

|Assessments Working Days Summary

CPP at 31 March By Intial & Latest Category of Abuse
Error Counts

Errors

Factors at Assessment

1CPC Transfer-in Workng Days Summary

1CPC Working Days Summary

! Key Indicators

KI Children - CPPs - 2 Yrs Or More

e

KI Chidren - CPPs Reviewed Within Timescales

KI Chidren - More than 1 CPP

Notes

Referral Source

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

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

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

Report Description

=  Shows detads of all conbruous assessmants and how many worang days thery took to complste

{bank if g complabed)
“‘

This triggers the ‘Reports’ parameters screen.

COLLECT Portal

Report Parameter Selection

Launch Report

Clicking on the ‘Launch Report’ button will trigger the report being run against all the data
loaded for your local authority and the report being displayed on screen, together with
who requested the report and when.

The reports are run against a copy of the data as at close of play the previous day. If any
data has been edited, deleted, inserted or reloaded since the data was copied, the
report will not match the live data.

You then have the option to print the report or export in various formats by using the drop
down box ‘Select a Format’ and then selecting ‘Export’.
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Assessments Working Days List Report

W e =i [ )
[ i wifepor s |

CIN 2013-14 Assessments Duration List (WDHT’-W e st LA
522 Acrobat (PDF) file

L MHTML (web archive)

nuous Assessments completed by Child 1D Excel

LA Child ID Referral Date Actual Start Date TIFF file

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

Al2 17/06/2013 19/08/2013 2310872013 4
A13 12/11/2013 3071172013 01/12/2013 0
A16 26/09/2013 04/11/2013 131172013 7
AT 0470272014 02/04/2013 05/04/2013 3
A2 20/06/2013 19/06/2013 02/09/2013 52
A2 20/06/2013 10711272013

A3 2170772013 01/04/2013 020472013 0
Al 0470572007 28/02/2013

AR 04/05/2007 10/01/2013 2170472013 T
AR 0470572007 15/03/2013

AB 01/04/2013 01/05/2013

AB 0170472013 14/04/2013

This report uses a copy of the CIN Collect data, taken at close of play the previous day.

Report Run on 03/12/2013 15:40:17. T o . Fage 1 of 1

For further information on the COLLECT reports please see the report specifications
document.
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https://www.gov.uk/government/publications/children-in-need-census-2015-to-2016-collect-reports
https://www.gov.uk/government/publications/children-in-need-census-2015-to-2016-collect-reports

Exporting data

COLLECT provides options to export data returns in CSV or XML format. Exporting data
can be performed by clicking on the ‘Export..." button. This then displays the output
options of either CSV or XML.

ChildreninNeed1314 Export

CHOOSE EXPORT FORMAT

Export the current data for the selected Source

cvgrmat that you wish to export this data:

Export as XML &
Export as CSV

Pltwag Scleg E Status that you wish to export this data:
Either:

Al F
Or one or more of the following

Loaded and validated
Amended by source
Submitted

Amended by agent
Approved

Amended by collector
Authorised

ERDEEAR

Export

Exporting as XML will generate a zip file containing the export XML data. Exporting as
CSV generates a zip file containing CSV files that relates to how data is stored within
COLLECT, ie 1 file per table in the database.
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Help

For all queries regarding COLLECT or the children in need census in general please
contact the Data Collections Helpdesk via a data collection service request form which

can be found here.

30


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