


Double click on the folder estabno= to open it; it contains the exported XML file, which
you can double click to display the data

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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Matching and reconciliation

You only need to complete matching and reconciliation if you have uploaded data from
two separate sources for instance staff information from the MIS and pay details from
your HR system.

There are four stages to this process:

1. Run matching

2. Resolve matching

3. Run reconciliation

4. Resolve reconciliation

This process allows academies who have more than one return to merge the data from
the multiple returns thereby creating one return only per school. Academies that only
have one return do not need to run M&R.

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 going to the main source data return page and selecting the validate return button.
This will remove all the errors associated with the original partial returns and re-validate
the data in the master Collect return.

2. 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 academy experience this then
they should investigate why these are occurring in the XML file before trying to complete
the M&R process. The 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

3. Once the process of M&R has been started or is part way through for example
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 and amend the original return data and then re-run M&R on the amended
return.

4. If this is not done then sometimes after running reconciliation the 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.
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5. To help academies identify what stage their return is at a number of new reports
have been provided. These are only relevant for academies using M&R and we would
not recommend that these are run by academies who do not use M&R. Please see
details on M&R reports at the end of this section.

6. Matching functionality will only be available on academies with more than one
return associated with it.

7. 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.

8. When matching, if one return has blanks, or not obtained in a field for example gts
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 ‘not
obtained values.

9. After M&R has been successfully completed there should only be one visible
source in COLLECT. This should be Collect master source. If there is still more than one
source then M&R has not yet been fully completed.

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

11.  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 (see annex A). 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.

Returns for a school should have a status of submitted or amended by source in order to
run matching.
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To run matching, go into the source page and select the run matching button

Errors Querias : (& O Errors : [0
hat can I do with My Data Return?

Press this button to Vasdate your data retum

Uplond Retemn from Sy Press this button to Impart a file into your data return

Press this button to Add a new retum using a web form

Run Reconcliation
Resolve Reconchation

Delete Return...

ess this button to Delete your data returmn

hat is happening to My Data Return?

Highlight the school and selected the add button.

SELECT SOURCES TO MATCH

\VAILABLE SOURCES FOR MATCHING

Available Sources TDUSchoall 0 o

Selected Sources

This will move the school highlighted across to the right hand box. Then select the run
matching button

SELECT SOURCES TO MATCH

AVAILABLE SOURCES FOR MATCHING

Available Sources

Selected Sources TDUSchootl0

C=—>

° —

By selecting this button you will have started the matching process for the return. The
user will be returned to the source 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

Status of return during matching process

Awaiting_matching - 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.
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Matching_failed - This is when the matching process has failed to complete. In these
cases then matching will need to be rerun.

Amended_by source -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 annex A for more detail on the rules used for producing the matches.
Matching will be performed at staff details level for instance 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_source is shown as the status
you will need to resolve any records not automatically matched. Click on the resolve
matching button to run this

The status of your data return :

[What can I do with My Data Return?

Upload Hetum from e

[What is happening to My Data Return?

eturn Authorisation

Data Return Submission Data Return Approval Dal
A nonsed
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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.

TDUSCchool10

Select match type: [Automatic Matches Vi

No of Automatic Matches:
3

AUTOMATICALLY MATCHED DATA ITEMS

First record in set of records in set

Automatic Matches

9999999: SURNAME_1, NAME_1 - 01/10/2000
9999998: SURNAME_2, NAME_2 - 01/10/2000
9999997: SURNAME_3, NAME_3 - 01/10/2000
Page 10f 1

NNNZ

MATCHES FOR THIS DATA ITEM

Result Teacher Number Famiy Name Given Name(s) Former Family Name(s) Date of Birth Gender NI Number LANo  Estab No Software Code Source Level

|match -1 [v]og99999 SURNAME_1 NAME_1, MIDNAME_1 FORMER_1 01/10/2000 Not Known XX999999C 001 4009 SWF Convertor School

|match -1 [v|ogog0sg SURNAME_1 NAME_1, MIDNAME_1 FORMER_1 01/10/2000 Not Known XX999999C 001 4009 SWF Convertor2 school
[ FlipAll Match Resuits | [ Update Matches

L

© Crown copyright | Disimer | Privacy

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

TOUSchool 10
Sedect match type: | Automatc Matches ~

Automatic Matches No of Automatic una.nz-
AUTOMATICALLY MATCHED DATA ITEMS

Fust recond n set

DV0VFI9; SURNAME_1, NAME_1 - 01/10/2000

PIVO00N: SURNAME_ 2, NAME2 - 01/10/2000
PODUDT: SURNAME,_3, NAME_3 - 01/10/2000
Page 1ol 1

Date of Buth "
01/10/2000 Mt Known

. o
e P,

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.
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Manual matches

If there are records which match on a few of the key ID fields for instance 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, please see example
below.

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 for example 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 (please see Annex B): 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 source 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.
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MY DATA RETURN

The status of your data return @ Amended by source

Errors . Queres : (10 OK Errors D
[What can I do with My Data Return?
- Prass this button to Vakdate your data retum
| Upload Retum from e | Prass this button to leport  file into your data ratiam

Prass this button to Add 3 new return using 3 web form

U s P Prass this button to Open your data retum
| Sebms Return.. | Prass ths button to Submit your complated data retum

Dot iy Prass this button to Export your data retum to 3 fle
[ seschreperts. | Press this button to Report on your data retum
R Matching | Press this button to match records from Gfferent SCUCs in your retum
r 1
Resobee Matching | Press this button to manually match records from different sources in your retun

Resolve Recomckation | Press this button to manually reconcie matched records
Dolete Robern... 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 Submitted Date Approved Date Authorised

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.

SELECT SOURCES TO RECONCILE

Avaitable Sources [T @
Highlight the school, click add and then select the run reconciliation.
Available Sources ]

R —

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 - when the return has been placed in the reconciliation queue
but reconciliation has not yet been completed.
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Reconciliation_in_progress. - when the return has reached the top of the reconciliation
queue and is currently being reconciled.

Reconciliation_failed. - 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 source - 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 the return then the user will not
be able to added/edit/delete.

Resolve reconciliation

Once the reconciliation has been run and the amended_by source is shown as the
status you will need to resolve any records not automatically reconciled. Click on the
resolve reconciliation button to run this.

The status of your data return : |Amended by source

Errors : ) Queries : |11
What can I do with My Data Return?
Vakdate Retum | Press this button to Validate your data return
[ Upload Retum from file.. Press this button to Import a file into your data retumn
Press this button to Add a new retumn using a web form
Open Return. Press this button to Open your data retum
Submit Retum... ] Press this button to Submit your completed data retumn
Export to file—. ] Press this button to Export your data return to a file
Launch Reports... | Press this button to Report on your data retum
Run Hatching Press this button to match records from different sources in your return
Resolve Hatching Press this button to manually match records from different sources in your retumn
Run Reconciliation Press this button to automatically reconcile matched records
Resolve Reconciliation Press this button to manually reconcile matched records

Delete Return... Press this button to Delete your data returmn
What is happening to My Data Return?

Data Return Submission Data Return Approval

Reconciliation business rules

To be able to combine multiple records into one record, the SWF Collect system uses
defined business rules (please refer to Annex B) to determine when these can be
reconciled automatically and when they have to reconciled manually.

When the return status returns to amended_by_source then the user’s needs to go in
and check the results of the reconciliation. To go in and check the result of the
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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.

ToUSchool10

Select record type: | SchosiWorkdorceMember (1) V|

Mo of Unrecondiled Records:
1

Records

SCHOOLWORKFORCEMEMBER DETAILS

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.

Teurchosti
ke o st fpper
o gl =

amrtaa 1
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OTALITT Teelas. Tt W WEmAMY 1 L LR ) LTI AIRT - el - e L] e T il Mo gyl s Bogeite By (el e Do (B

SUREE 1 FOR BELEE TED Mad TER RECERD
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B Comterd S B T et mn L e - Erum ] Sl g o b, St 0 R 4
A Gt ] e _§ o e e - s o Bl Wt B L e i e A

Unreconciled records — These are records than cannot be resolved using the predefined
business rules. In these cases the user has to make decisions as to which data should
be included in the master record.

rpuschool10
Select reconciliation type: [Unreconciled Records
Select record type: |1 mber (1
Gie
Con ce (0) No of U iled Records:
Jnreconciled SchoolWorkforceMember Records AdditionalPayment (0) ‘o of Unreconciled Recor 51
Role
Payment (0)

|SCHOOLWORKFORCEMEMBER DETAILS

Curr

m
Software Code  Source Level TeacherNumber [PersonFamilyName 2::222:“(‘;’;(“) urrent  PersonBirthDate Ethnicity Disability QTStatus |HLTAStatus OQTSRoute
5 . — True

SWF Convertor2  School 9999998 SURNAME_2 01/10/2000 \WBRI - White - British No True Mutual Recognition from NI, Scotland o the EEA

The user should work down the list of record types, reconciling the school workforce
members first, then the given name then the contractor service and so on

T bl i

T L e

Sultmer Codn S ey Feacharivember Forond
St Comervemer] e Riaasssd ]
P 1
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e R e 0§ PO LA TR 0D
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If we look at this example of a workforce member that needs manual reconciling, the
bottom half of the screen shows that there is a workforce member record, which has
some of the same information and some different. The different fields are and NI number,
gender current and person date birth.

L L]
BT i s T v Bty o

L R IR

FolrEs Ll L I At ey RPvenba  AnSoriwTEsi  Ponasdeebein LTSI Uity OIMSE PO O
St Cemvarierd Skl e Mm—— MrrTTEE e e RLnIL - vk - R, L Trwa Tres g ] it e S ki 4 s 400

S——— e ——— = e ~ ” R AP

P ) were S P [ PInTes . ot . Pl Rt i , ot i s 1

e p———— . ] i - [— T T o T P
= == | ] |Fok Mo ] [ b Y] e s = - = T

By selecting from the drop down options for these 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.
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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.

‘TDUSchool 10

Select

nreconciled Records
Select record type: [GivenName (1) v

. " No of Ut iled Records:
Unreconciled GivenName Records lo of Unreconciled Recor 51

SCHOOLWORKFORCEMEMBER DETAILS

Software Code Source Level TeacherNumber  Person! FamilyName NINumber GenderCurrent it PersonBirthDate [Ethnicity Disability OTStatus HLTAStatus QTSRoute
COLLECT System  School 9999908 SURNAME_2 72999998L  Male 11/03/2006 \WBRI - White - British No True True Mutual Recognition from NI, Scotland or the EEA
Page 1of 1

PARENT MASTER RECORD (SCHOOLWORKFORCEMEMBER)
Software Code Source Level  TeacherNumber personFamilyName NINumber GenderCurrent PersonBirthDate Ethnicity Disabiity |QTStatus HLTAStatus  |QTSRoute
COLLECT System school 9999998 SURNAME_2 77999908 Male 11/03/2006 WBRI - White - British No True True Mutuzl Recognition from NI, Scotland o the EEA

POSSIBLE SOURCES FOR MASTER RECORD

Software Code Source Level PersonGivenName
SWF Convertor2 School NAME_2

SWF Convertor School NAME2_2

INAME_2
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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 y
Sebect type: |Unreconcied Records v

Select record type: | Guentiame (1) v

Unreconciled GivenName Records No of Unreconciied htwd:‘

NiNumber  GenderCurrent  PersonBirthDate  Ethnicity Disability OTStatus MLTAStatus OTSRoute
279999981 Male 11/03/2006 'WBRI - White - British Mo True True.

Mutual Recognition from NI, Scotland or the EEA

Saftware Code Seurce Lav ol Teacherumber ParsonFamdyhame Mwmber  GanderCuerent PorsonBatrOIte Ethescity Duabdty QTStatus W TaStatus  QTSRoute
COLLECT System School 9999998 SURNAME 2 IIO00NL  Mule 11/0X2008 WERE - White - British Mo True True Mutusl Recognition from NI, Scotland or the EEA

POSSIBLE SOURCES FOR MASTER RECORD

Software Code Source Level PersonGiveniiame

e | SWF Convertor2 Schodd NavE_2
|_coTETTETR | SWF Convartor koot 2.2
Fiest Given Name - please add any additional gives namas. INAMi 2 ¥

In the correct order from above prior to updating this record

Update Master |

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

[Touschoal1o
Select type: |[Unreconcied Records |
‘ Select record type: |Grertiame (1] vl
iunmomlea GivenName Records. " e ":
SCHOOLWORKFORCEMEMBER DETAILS
Software Code  Sourcelevel TeacherNumber  PersenfomlyMame  NiNumber  GenderCurrent  PersonithDate  Ethnicity Disability OTStatus HLTAStatus QISRoute
COLLECT System  School 9999998 SURNAME_2 229999981 Male 11/03/2006 WBRI - White - British Mo True True the £EA

Page 1081

PARENT MASTER RECORD (SCHOOLWORKFORCEMEMBER)

Software Code Source Lovel  TeacherNumber Pessonf amdytiame NiNumber  GenderCurent Perscr@uthDate Ethncity Dusabdty QTStatus HLTAStatus  QTSRoute
COLLECT System Sehoot S990998 SURNAME, 2 22000558 Male 11/03/2006 WERE - Whae - Britsh ne True True Mutual Recogetion from N1, Scottand ce the BEA

If the users only want to have one given name entry included in the master Collect return
then select the entry from the person given name drop down list and the select update
master button.

[TouSchool10
Select type: |Uneconcied Records v

Sedect record type: |Grartiame (1)

<]

Unreconciled GivenName Records

SCHOOLWORKFORCEMEMBER DETAILS
Software Code  Sowrce Level  Teocherumber  PersonfamityNome NiNumber  GenderCurrent  PersonBirthDate  Ethalcity Disabllity OQTStatus MLTAStotus  QTSRoute
School 9999998 Mo

SURNAME_2 229099081 Male 11/03/2006 WEBRI - White - Biritish

Software Code Source Level PersonGroeriame
Copy 1 COLLECT Master SWF Convertor Sehaol NAME2 2
Gopy 1o COLICT Master SWF Convertor? Sehoct avE_2

First Given Name - phease add any additional given namses NAMEZ_2 v
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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
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 {CONTRACTORSERYICE) HAS NOT BEEN CREATED
POSSIELE SOURCES FOR MASTER RECORD

Software Code Source Level PaymentType Paymentamount
Copy to COLLECT Masker csy A School Inner London Weighting {(Support Staff) 1000.99
Copy to COLLECT Masker csy A School Inner London Weighting (Support Staff) 1000.99
Enner London YWeighting |IDDD.99
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: | Reconcled Recods v

Select record type: | SchoWoddercabamber (4 ¥

Records Mo of Reconciled Records: 4

Persont amib GenderCurrent  PersonBirthDate  Ethnicity Disability OTStotlus MLIASIolus  QTSRoute

Softwore Code Source Level  Teod

COLLECT System  School 9999908 SURNAME_2 27999998L  Male 11/03/2006 WBRI - White - British Mo True True Mutual Recogaition from NI, Scotland or the EEA
COLLECT Systam Sehool 9999999 SURNAME_1 WNPIVISC Mot Known 01/10/2000 WERI - White - British o True True Mutual Recogritson from NI, Scotland or the EEA
COLLECT System School 9959956 SURNAME_1 229999950 Female 08/03/2001 WERI - White - British No True True Mutual Recognition from N, Scotland o the EEA
COLLECT System School 9999997 SURNAME_3 Mot Known 01/10/2000 WERI - White - British No True True Mutual Recognition from NI, Scotland or the EEA
Page tof 3

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
reconciling more records if required.

When all the manual outstanding reconciliations have been resolved remember you will
need to revalidate the return after finishing your matching and reconciliation
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The status of your data return :  Amended by source

Emors ¢ [33 Quenies : 11 oK Errors : [0
What can I do with D
L 2t Return ] Prass this button to Vakdate your data retum
[ Upland Return trom te— Press this button to lmport 3 fle Nt your data retum
s 2 Press this button to Add 2 new retumn using a web form
e | Press this button to Open your data retum
[ Submet Return... Pross this button to Submit your complated data returm
[ Epertiofe Press this button to Export your data retum 1o 3 fie
[ Laumch Reports Press this button to Report on your data retum
R Hatchin Prass this button to match records from different Sources in yeur retum
fSnien Halshing Press this butten to manually match records from different SoUrces in your retun
Soun Beceacltion Press this button to sutomatically reconcie matched records
Reschve Reconciation Press this button to manually reconcile matched recerds
Oelete Return_ Prass this button to Delete your data retum

'What s happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Cate Submitted Date Approved Date Authonsed

You should then be left with 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. You can run the academy M&R advice report to
determine this.

Academy M&R Advice Report

4 4t Jofz b bI @ [100% vl | JeindInet & - @ &
Matching & Reconciliation Advice

e

0014009  TDUSchool10 M&R Completed

Once you are happy with your data please remember to submit the data from your front
screen.
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