Department
for Education

School workforce
census 2016

Instructions for local authorities on how
to use COLLECT to submit their data

September 2016



Contents

Introduction
Secure Access (SA) and the COLLECT Portal
LA (Agent Page) Screen
Return Status
Return Management
Uploading a Return
Viewing the Data Return
Opening the Return
Screen Functionality
Screen Navigation
Mode Buttons
Filter Bars
Filter Left Hand Menu
Viewing the Return Details
Record List
Editing within the Data Return
Errors
Total Return Errors
Return Level Errors
Data Item Level Errors and Queries
Correcting Errors
Viewing Errors and queries
Return Level notes

Approving your return

11

11

11

11

12

12

13

14

14

16

18

18

18

18

19

20

21

23



Launching Reports
Exporting reports

Exporting a data return

Useful hints

Matching and Reconciliation
Matching
Status of Return During Matching Process
Rules for Matching
Resolve Matching
Automatic Matches
Manual Matches
Reconcilliation
Resolve Reconciliation
Reconciliation Business Rules
Rolling back a manual reconciliation
M & R Specific Reports

Help

24

25

26

28

29

30

32

32

32

33

34

34

36

36

40

41

43



Introduction

The COLLECT (collections online for learning, education, children and teachers) portal is
used by schools, academies, local authorities and the Department for Education (DfE) for
processing data collection returns. Major benefits of the portal include real time data
collection monitoring and progress reporting, the ability of a local authority to view exactly
the same information as DfE when queries arise and being a website there are no
installation issues.

This document is designed to guide users through the various aspects of COLLECT as
related to the school workforce census data return from initial submission, data validation
and final approval by DfE.

The department now collects data from a wide range of users; generic terminology must
be used within COLLECT. A provider of data is known as a ‘source’, an ‘agent’ is
someone who undertakes verification and checking of the data and a ‘collector’ is the
final destination of the information.



Secure access (SA) and the COLLECT portal

To access secure access existing users will need their username and password.

Secure access

Forgotten username or password?

Username Password [11 agree to the terms of use m

First time here?

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.

Visit the Secure Access Help page

Announcements

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

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

Need help?

Visit the Secure access help page

Welcome to Secure access

Allowing registered users access to the Department for Education's systems.
Access to systems are granted on an individual basis and therefore some
systems may not be visible.

Your applications

COLLECT

or Learning, Education, Children, and Teachers.

Then click on to continue to enter COLLECT

Sollect Welcome

Welcome to COLLECT (Collections On-Line for Learning, Education, Children, and Teachers).
COLLECT Is the DfE Centralised Data Collection and Management System for Education

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

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

COLLECT Exports

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

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


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

If you are bounced back to your homepage at this point 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.

Follow the steps below to add the web addresses to your trusted sites.
Go into the tools menu option at the top of the screen.

Select internet options from the drop down menu. Select security from the option buttons,
Selected trusted sites, select sites, then select add and type the following into the text
box:

https://collectdata.education.gov.uk

Then select ok and ok. Please check that the secure access site is also in the trusted
sites.

The addresses should appear in the large box.

. Trusted sites @

¥ You can add and remove websites from this zone. All websites in

',e" this zone will use the zone's security settings.

Add this website to the zone:

https: /fsa.education.gov.uk

Wehsites:

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

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

Close




LA (agent page) screen

The agent main screen will be displayed

Data Collection
[SchoolWorkforceCensus2015
onsus2015
[SchoolWorkforceCensus2015
[SchoolWorkforceCensus2016
[schoolworkforceCensus2016
SchoolWorkforceCensus2016
ischoolWorkforceCensus2016

Page 4 of 4

User Role
Administrator
Agent
Collector
Source
Administrator
Agent
Collector

Organisation
Department for Education
Department for Education
Department for Education
Department for Education
Department for Education
Department for Education
Department for Education

Status
Testing/Live
Tasting
Testing
Testing
Testing/Live
Testing
Testing

Due Date
04/12/2015 00:00:00
04/12/2015 00:00:00
04/12/2015 00:00:00
02/12/2016 00:00:00
02/12/2016 00:
02/12/2016 00:00:00
02/12/2016 00:00:00

MY DATA COLLECTIONS

Days Due
-250
250
-250
114
114
14
114

Select the collection by clicking on the collection name to highlight it (if there is only one it
will be automatically highlighted) and then click on the select data collection button to

open it.

The agent main screen will be displayed

Return status

MY SOURCES
Rame e o B fousus \
Filter By: ‘ Go] [Reset|
! M M M
Performance summary
Errors
Expected Outstanding Submitted Approved Authorised c C e [ &=
1 3 5 0 0 s | 383 | 0
Sources
Errors

Source 1D Source Name Status i AuthorisedDate Queue Errors Queries OK Errors

001 Department for Education Submitted 09/08/2016 s 7 o

0014000 DfE Secondary Academy Submitted 09/08/2016 19 26 0

0014009 TDUSChool10 Submitted 09/08/2016 7 7 0

0014001 TDUSchool2 No_Data o 0 0

0014002 TDUSChool3 No_Data o 0 0

0014003 TDUSchoola No_Data o 0 0

0014004 TDUSchools Submitted 08/08/2016 249 275 0

0014005 ToUSchools No_Data o 0 0

0014006 TDUSchool7 No_Data 0 0 0

0014007 TDUSchools No_Data o 0 0

Page 1 of 2 2
[ Open Retu I Approve... [ A AlL ] Unapprove. [ Reject... ] [ Delete... ] [ | [ EdortMultiple.. ] Export Al ]
[ Upload Return for selected Source... ][ Upload Multij ] Agent Administration.

[ Validate Selected Return... ] Validate AllNon-validated Refurns Run Matching Run Reconcliation

[ i ] [ ovetothisauese— ] | [ ResoveMatching | | Resolve Reconcliation |

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

Sources

Source 1D Source Name
Department for Education

0014000 DfE Secondary Academy

0014009 TDUschool10

0014001 TDUschaol2

0014002 TDUschaol3

0014003 TDUschaola

0014004 TDUschaols

0014005 TDUschaols

0014006 TDUschaol?

0014007 TDUschaols

Page 1 0f 2

Status
Submitted
Submitted
Submitted
No_Data
No_Data
No_Data
Submitted
No_Data
No_Data
No_Data

09/08/2016
09/08/2016
09/08/2016

08/08/2016

AuthorisedDate

Queue

Errors
Errors
s

19

&

Queries

OK Errors

o
o
o
o
o
o
o
o
o
o



Return management

This provides a set of functions that can be used to manage the return. Those with bold
text and highlighted borders are available. The availability of the functions is dictated by

the status of the return.

Upisad Rt for selected Source_ Upload Hultiple Returms (1ip fhe)—
Valdate Selected Retum... e Hatchng Rusn o dhatann,
- Reschee Hatching Resobve Recosclation




Uploading a return

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

Source D e Name i AAuthorisedDat o Errors Queries OK Errors
001 Department for Education 09/08/2016 s

0014000 DfE Secondary Academy 09/08/2016 19 26

0014009 TDUSchool 10 09/08/2016 7 7

0014001 TDUSchool2
0014002 TDUSchool3
0014003 TDUSchoold.
0014004 TDUSchools
0014005 TDUSchools
0014006 TDUSchool 7
0014007 TDUSchools
Page 10f 2

08/08/2016 249 275

UPLOAD FILE SELECTION
is both uploads and validates your data and may take several minutes. Please allow sufficient time to complete.

Use the browse button to locate the XML file you wish to upload.

Highlight the file name and click on open to select it. Then click on the upload button to
load the file.

This both upleads and walidates your data and may lako several minutes, Please allow sulficient tima (o completa,

[M: ipemtionalDuaSuppeet\ IWFTesting IUAT\SWE_DCUTestFile - Copyom

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

FILE UPLOAD PROGRESS ...

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

Deleting existing data return

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

FILE UPLOAD PROGRESS ...

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




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

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

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

10



Viewing the data return

Opening the return

Open the return by highlighting the school you wish to open and click on the open return
button.
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The header information for the return will be displayed.

School Workforce Annual Collection

Approve Al Errors Al Notes Add | [TView Edit | [kt | [ tatie

L]

=~School Workforce Annual Collection |School Workforce Annual Collection - TDUSchool10
£-Source.

CEDS Levels

‘SchoolWorkforceModules

-School Workforce Member

Given Name RN T TR EEEEEEEEEEER
Former Family Name [
7-Contract or Service [7] ear bots |

Additional Payment [1] [

=-Role [5]

Addtional Payment

HEADER INFORMATION
Collection [school Workforce Census

Reference Date l2016-1103
iew Source Details View All

Absence [1]
Curriculum
-Qualification
Subjects
‘School
Vacancy [1]
Occasionals
-Agency TP Support Count [1]
1A

Screen functionality

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

Screen navigation

To return to the previous page, press the drill up button

ror
School € Member - TI 10
Al Notes I
Bye'" Teacher Number Family Name Gender « Date of Birth Qr status - Resat |
9999999 % ' lMt—gmi_Hm lg g
9599598 SURNAME_2 NAME 2 Yot Known 20001001 Trse 2
9599597 SURNAME 3 NAME 3 Hict Known 20001001 Tose 3
==
e e
WORKFORCE MEMBER

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

11



Mode buttons

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

A Wiew Edit [elete Statis

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

Light grey text on button with light border = unavailable mode

Filter bars

Only available on screens that could have a large record set, for example workforce
member. This allows criteria to be entered to identify a group of related records or a
single record. For instance if the user types a name in the family name box and selects
the ‘go’ button then only workforce members with that family name will be displayed in
the record list. This enables the user to specific records rather than having to page
through all the records.

;'“_er Teacher Number Family Name Gender ~ Date of Birth QT Status - Reset Go

12



Filter left hand menu

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

Family Name

SURNAME_2.NAME_2
SURNAME 3 NAME 3

WORKFORCE MEMBER
' Staff Details

| Teacher Number

‘5 amily Name

Given Name
NAME_1
MIDNAME 1
View Given Name(s)

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

XX999999C

13



Viewing the return details

‘School Workforce Annual Collection

Approve Al Errors Al Notes Add View Edit Deletel | [[5te)

[School Workforce Annual Collection - TDUSchool10

HEADER INFORMATION
Colect

0ol Workforce Census
0 0
20161103 0 0 @

Access the source details by clicking on the view all button in the view source details row
on the original screen displaying the header details for the return.

Now access the workforce member details by clicking on the view all button in the view
school workforce members row.

Approve Al Errors Al Notes, Add View, i Delete | | Siaie

Dl Up Ertor

Source - TDUSchool10

2016-08-09 12:02:53

This displays the records list section, with all members of staff visible

Record list

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

9999998 URNAME 2 NAME 2 Mot Known 12000-10-01 rue 2 ‘
9999997 URNAME 3 NAME 3 Mot Known 2000-10-01 rue |

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

14



Drill Up I Error

School Workforce Member - TDUSchool10
Alltes I
Teacher Number Family Name Gender ~ Date of Birth QT Status - Reset | Go |

Filter
By:

9999998 URNAME_2 NAME 2 Not Known 2000-10-01
9999997 URNAME 3.NAME 3 Not Known 2000-10-01

'ORKFORCE MEMBER
\Staff Details
[Teacher Number ‘9999999 0 0 0

Family Name [SURNAME_1

INAME_1
MIDNAME 1

View Given Name(s)

[Former Family Name
FORMER_1

View Former Family Name(S)

NI Number XK999999C | [ o | o
Gender Mot Known | [ o | o
Date of Birth 2000-10-01 T ] 0
Ethnic Code BRI - White - British [ 0 [ 0
Disability no | 0 | 0
QT Status True 0 ] 0
HLTA Status True — 0 | 0
QTS Route Mutual Recognition from NI, Scotland or the EEA [ o [ o | o
View C Details [ ViewAll
View Absence Details [ View All
View Curri Details | View All
View Qualification Details | View All

You can sort the record set by given name by clicking on the name column in the record
list section.

School Workforce Member - TDUSchool10

Teacher Number Family Name  Gender ~ Date of Birth QT Status.

You can also filter the record set by typing the surname in the family name box in the
filter section’ and then click on the go button. The record details for that staff member
should be displayed on screen.

School Workforce Member - TDUSchool10

Teacher Number

15



Editing within the data return

Where possible data should be amended within the schools management information
system and a new return re-uploaded.

The default view when a screen is displayed is view mode. To edit the details click on the
edit button. The details for the workforce member will now be available to edit.

Approve ] All Emars ] All Notes Add_| atus|

Dl Up |
School Workforce Member - TDUSchool10 - I
;';‘,e' Teacher Number Family Nome Gender ~ Date of Birth QT Status - Reset Go
Teacher Number Name Gender Date of Birth QT Status Rule Errors
9999999 SURNAME _1,NAME _1 Not Known 2000-10-01 True 2
9959958 SURNAME_2 NAME 2 Net Known 2000-10-01 True 2
9999997 SURNAME _3 NAME 3 Not Known 2000-10-01 True 3
Errors.
Data ltem Value History
Errors Queries oK

WORKFORCE MEMBER
Staff Details
Teacher Numbes 9999993
Farly Name SURNAME_1
NAME_1
[MIDNAME 1
View Given Names) View All
|.=cagut$: 1
View Former Family Name(S) View Al
I Hurnbser XX§99959C
Gander Mot Known
Nata of Rith 2000.10.01 sy sy

Click on the QTS route cell in the value column: a drop down list of selectable values will
be displayed.

View Given Name{s) View All
FORMER 1

View Former Family Name{5) View All
Il Number XXFI9995C

Sender Mot Known -

Date of Birth 2000-10-01 [=passl==ns—|

Sthnic WBRI - White - Beitish -

3 Tris - ——

4LTA Status Trve N 1 |

TS Route < [Mitual Recogniion from NI_ Scotland of the EEA =
View ContractAgreement Details

View Absence Details
View Curriculum Details
View Qualification Details

H

Selecting ‘annual college exit — graduate course’ from the list. The selected value will be
displayed and the details will be saved. If data is entered rather than selected from a list,
navigating to another field or hitting the return/enter key will save the data.

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

Changed items are identified by an icon displayed in the history column.

16



Jiew Former Family Name(S) &
Al Numiber 101999999C 0 0 |
Jate of Bith 2000-10.01

Sthree Code MWBRI - White - Brtish

Tsability no

T Status True

ALTA Status True

TS Reute Annwal College Exit - Graduate Course.

Jiew ContractiAgreement Details

Jiew Absence Details

fiew Curriculum Details
Jiew Qualification Details

Click on the history icon for the QTS route item that we have just amended. Details of all
changes made to the item are displayed (1 row per change), including the name of the
user who made the change

Start Dote

17



Errors

When a return has been uploaded a number of validation checks are run against the data
in that return and all errors and queries are highlighted in red against the relevant data
item. There are different levels of errors, ‘return level’ and ‘data Item level’

Total return errors

The breakdown of errors for all school returns for the local authority is shown in the
performance summary section of the agent’s main screen.

Return level errors

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

Approve All Errors All Notes E| oo Edit Delete | Statue

School Workforce Annual Collection - TDUSchool10

RETURN LEVEL ERRORS (Errors and queries associated with this full return, not individual fields.)

Data Item Value — History
rrof

HEADER INFORMATION

Collection School Workforce Census

[Year 2016

Reference Date 2016-11-03

\View Source Details View All

Return level errors are displayed and are accessible from the header information screen.

Data Item level errors and queries

Data item errors are highlighted against the item to which they relate. All data items that
are part of a failed validation rule will contain an error marker, not only the item
containing the potentially invalid value. For example the rule that checks whether a
person appears to be aged over 100 years compares the date of birth with the date of the
census, so both items would be flagged if that validation failed, even though it is probably
only the date of birth that is wrong.

You can view the error message by selecting the area the error is in for example if you
wanted to view the absence error you would go to the workforce members screen, select
the record, then click view all in the view absence details’ row. Errors are displayed
against the first day and last day data items in the errors section of the screen.

18



Click on the red box in the row for last day. An error report will be displayed.

Approve AlEros | Albotes | add [[View | Edit || Delete || Siaie |

Dl Up Error
AllNotes

}Absence - TDUschool10

First Day 2014-11-05
Last Day 2014-11-05

0 0
0 0
orking Days Lost 1o hy e 0
0 0

Absence Categary Other Paid Authorised Absence e.g. Compassionate Leave | 0 |

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.

ade Error Report - Schooliorkiorcel snaun 18

TOUSchosd 10 Error repord on B0/ 200146 o8 110

s Pkl T

Bricrity teery Count §
[T

o Lt Dy o vt sl b By urved o pracomdien) it aiiems: ymie " Cutnis | ) k3

Priniity v ol @

Priasily L Cammnl 3

The information will be displayed as hyperlinks on the right.

Blade Error Report - SchoolWorkforceCensus2016

TDUSchool10 Error report on 10/08/2016 at 11:28 Return
Data Field astDayOfAbsence

y
priority Erors Count 1 D LEC —
ule Fi /all

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

19



Viewing errors and queries

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

: : M| | [ i) OGP e

]
T =
EADER B DRMATION
pleton Fut bl Wit 0 vt
= 201
stasir s Ciiln 2061140

This will show you a list of all queries and errors. You can see the error number,
message and also click on details to see what data is not passing validation.

You can click on the underlined data values to the right of the screen to be taken to that
field in the return

Blade Error Report - SchoolWorkforceCensus2016
TDUSCchool10 Error report on 10/08/2016 at 13:26
Count 14 Details
6530Q i i i i Details ull
rmanent
s o Details K 0
U390 Details % 00
0
sa0 Details X i000
4735 Details X
lste jease check: Teacher does not appearto have had  pay cfore beginning of previous academic year Details X
Pay (L. Base Pay. Pay Range, Pay Framework, Pay Rangs imum) mu
fres rovided fr both Post and Role fo the same coniract or senic nt X
haaa jease check: addiional payment star efore baginning of prev ic Details X
lozs ast Day of absence must be in the curtent or preceding acadsmic year Details X
invalid Code Value Details X

20



Return level notes

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

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

Please note from November 2015 it has only been possible to complete return level
notes. Return level notes are not overwritten if a resubmission is made.

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

o | e | Aavgier | aid |V | B | Dewe | es

|7 Schaed Weordorce Annual Colection - TOUShool19
e s i
—— ——
| i

| MEADER BFORRATION
Colechuer, Bkl Yowkdoeon Cavdan
e 016
| Fabeesre Dag L]
| Ve Simstin Chladh, T VewAl

Click add new note.

Create New Note

Type your note here -

21



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

Eupartmant foe £ .en CaEZ0E 163348

| DIEMIHE 1cn o BAMEZ01E 1678 31
Iﬂl ‘

Return to the previous screen by clicking on back.

Dupum or Egucatin Ca0BZ01E 163348

I SB«:.I DIEMHEM.IM nnl ‘oames0ie 16 78 31
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.

| shool Workloree Annual Coleaion - TOISheco 10
|

|
Sl Woridisi g Saveind |
i |

|

| Rstessrca Cute FTAR-1143

i'\ﬂumm | VAl

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

You can enter one note to cover numerous queries.

22



Approving your return

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

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

Sources

Source 1D
001
0014000

atus
Submitted 09/08/2016 5 7

Approved 09/08/2016 10/08/2016 19 2
0014009 Amended_by_agent 09/08/2016 7 7

0014001 o,

0014002
0014003
0014004
0014005
0014006
0014007

Page 1 of 2 2

Submitted 08/08/2016 249 275

[ Reject. ] Delete.. ] ] i 1 Export AlL ]

23



Launching reports

A number of reports are available on COLLECT, return to the agent page by selecting
back to my collect page at the top of the page and click on the launch reports button.

Ferasrurs
Rt I et oot 1Lt Ayt e b et v 1 [ LTl
=] T LT ] ¥ a
ol #ma e EavTaIal A [ ) a
EERTEe Aemrmidead ey mgrmi LR ] ] ]
wpalely b ] #
o4 P Gl a ® a
o T a [
o el et foes e LT
i i bty a #
s B Bals a [
0 7 oDl a [

Fapem B e L Bl it e e i Pt Sl ot

-optm e s b e e e gl ok g s rm b
Ay B e

e e B aserss :

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

Repon Launch

Performance summary - Collection
15 5. 7% 26.7% 6% 0.0%

Performance summary - Agent
Expected Outstanding Submited Approved Authored
1 s4.5% A% 9.1% 0.0%

Reports Report Description

3 33 3 result of o SCrean Emandeants.

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

You can export reports by clicking on the drop down menu which results in the display of
a list box showing various formats in which you can export the report. Select one of the
formats, click the export button and you will then be prompted to open or save the output

file.

Sahuceod Errom Buppeont

Sechioead: 0T TR hoad 10 (Ag vipEnT Repaors Date: 100016

Regern Lavel snd Header Errors

S B [ty sy M
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Exporting a data return

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

T

i

o L [ [ 2
P Bt A e Bt ke et bt g F et e Pt D

e LR A iy B e
e Bt e S G - D i b e

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

T

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.

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
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the ctrl key 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.

Select trusted sites.

Select sites.

The select add and type the following into the text box:

https://collectdata.education.gov.uk

Then select ok and ok.
Alternatively, you could try changing you security settings by:

Going into the tools menu option at the top of the screen, select internet options, select
security, click on the custom level button, then make sure that automatic prompting for
file downloads is set to enabled (it's a third of the way down the list).
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Useful hints

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

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

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

When navigating around the COLLECT system it is important that you use the COLLECT
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
located at the top of your COLLECT screen above your login name. You will be either
given an error message or thrown out of the system if you use your web browser back
button.

When amending errors, once you have completed your actions on a particular error you
will need to drill back out of that record to the main screen before being able to select
another error to investigate. If you try to select an error and have found the error through
the all errors page before drilling out you will be given the error message: cannot choose
another error to investigate
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Matching and reconciliation

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

There are four stages to this process:
Run matching

Resolve matching

Run reconciliation

Resolve reconciliation

This process allows local authorities who have more than one return for their schools to
merge the data from the multiple returns thereby creating one return only per school.
Local authorities who only have one return per school do not need to run M&R.

The guidance below is provided due to issues that arose around M&R in previous
collections.

1. After completing matching and reconciliation the return should be re-validated. Do
this by highlighting the return and selecting the ‘validate selected return’ button
from the main agent screen. This will remove all the errors associated with the
original partial returns and re-validate the data in the master collect return.

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
local authority 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 (return has
been matched but not yet reconciled) then the data in the original returns and the
master collect returns should not be edited or records added or deleted as these
will corrupt the M&R process. If it is necessary to add, edit or delete data then the
user should go back amend the original return data and then re-run M&R on the
amended return. If this is not done then sometimes after running reconciliation the
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return will have a status of reconcilation_failed. If this happens then re-run
matching again, resolve any outstanding matches and then re-run reconciliation.

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

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

. Reconciliation functionality will only be available when more than one return for
that school has been uploaded and matching has been successfully completed on
that return.

. When matching, if one return has blanks, or ‘not obtained’ in a field for example
QTS route, ethnic code, disability and the other return has these fields populated
then the master collect return will be populated with the valid values rather than
the nulls or ‘not obtained’ values.

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

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

10. Whenever contract data is supplied then the post and allowance data should also

be supplied alongside the contract data in the same return. If some contract
information comes in on one return and post and allowance information comes in
on another return then this can result in two contract records being generated
even after matching and reconciliation.

Matching

Matching is the first part of the M&R process and is concerned with identifying and
matching the data at staff member level. Staff members will only be matched using a
predefined set of business rules (Business & Technical Specification). Using these rules
the majority of the staff workforce members will be matched but a few will need to be
matched manually if some of the key id fields vary so the system cannot be certain that
two or more member records are the same person.

All returns for a school should have a status of submitted or amended by source or agent
in order to run matching.
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To run matching, go into the agent page and select the run matching button
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A pick list of schools with multiple returns will be displayed. Highlight the school or
schools that you want to run matching against and selected the add button.

SELECT SOURCES TO MATCH

AVAILABLE SOURCES FOR MATCHING

Available Sources  [[EIETNT 6

Selected Sources

This will move all the schools highlighted across to the selected sources box. Then select
the run matching button.

SELECT SOURCES TO MATCH

WVAILABLE SOURCES FOR MATCHING

Avallable Sources

Selected Sources | [EIEEENT

>

By selecting this button you will have started the matching process for the return or
returns selected. The user will be returned to the main agent screen and the matching

process will be queued. The status of the return will allow you to see the stage the return
is at in the process.
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Status of return during matching process

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

Matching_in_progress. This is when the matching is actually being completed on that
return. While the return has this status then a user cannot view or edit that return.

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

Amended_By_agent then the matching has been completed and is now ready for the
user to check whether a records need to be manually matched.

Rules for matching

Please refer to Business & Technical Specification for more detail on the rules used for
producing the matches. Matching will be performed at staff details level (identifying
whether the individual staff members are the same individual or could be the same
individual). There are two levels of matching, automatic and manual.

Automatic matches — no manual intervention is required, the record will be marked as a
match and resolved

Potential matches — will need to be maually matched

No match identified — there are no matching records

Resolve matching

Once the matching has been run and the amended_by_agent is shown as the status you
will need to resolve any records not automatically matched. Click on the resolve
matching button to run this
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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 date of birth all match. So

this will result in one individual going through to reconciliation rather than two. Please see
example below.

ToUSchool 10
Select match type: | Ausomanc Matches v

Automatic Matches o of Automatic lu\aue;]:

AUTOMATICALLY MATCHED DATA ITEMS

it recond vt
AIIIFIF; SURKAME_1, NAME_1 - 0110/ 2000

Date of Peth Candes ro Code

01/10/2000 Bst Known XX999993C 001 4009 SWF Comvertor Schoal
01/10/2000 Pt Known DI 001 4009 SWF Corvertor2 Schoal

Fip Al Match Resus | [ Update Matches

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

ToUSChool10

Select match type: | Automaic Maiches ~

Automatic Matches o of Automatic unam):

AUTOMATICALLY MATCHED DATA ITEMS

D909F09; SURNAME_1, NANE_1 - 01/10/2000
OUO000: SURNAME_2, NAME_2 - 01/10/2000 2
OPODT: SURNAME 3, NAME 3 - 01/10/2000

Pagelol1

amidy » Goren Name ormer F amdy N Date of Deth : 2
SURNAME 3 NAME_1, MIDNAME_1 FORMER_3 01/10/2000 Pst Known XXDIIIIAC 001
SURNAME_1 NAME_1, MIDNAME_1 FORMER_}

— XHNDHHC 001

—
D

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 example 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.

‘mnud Matching

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 (Business & Technical
Specification): however there is also a requirement for manual reconciliation where data
differences across records cannot be resolved automatically.

Unlike matching which is just done at workforce member level reconciliation is carried out
at record level for example all the ‘curriculum’ records for an individual will be reconciled,
absences records for an individual will be reconciled.

To run reconciliation, select the run reconciliation button from the agent screen. Schools
will only be included in the picklist of schools to reconcile if they have more than one
return and matching has been run and all manual matches have been be resolved.
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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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Reconciliation (running)

Once all the manual matches on a return have been resolved then the user can go on and
run reconciliation against that return.

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

SELECT SOURCES TO RECONCILE

AVAILABLE SOURCES FOR RECONCILIATION

Avaltable Sources  [TEIEEEET) @

Selected Sources

Highlight the school, click add and then select the run reconciliation’.

SELECT SOURCES TO RECONCILE

Avallable Sources

Selected Sources IR

>

S —
o

This will start the reconciliation process which will now run in the background so a
number of schools can be run overnight and will then be ready to work on the next day.
Use the status of the return to identify whether reconciliation has been run successfully or
not.
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Awaiting_reconciliation is when the return has been placed in the reconciliation queue
but reconciliation has not yet been completed.

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

Reconciliation_failed. This shows that there has been an error during the reconciliation
process. This can be caused because the return has been editing between matching
being completed and reconciliation being run and unresolved matches have been
generated. These need to be resolved before reconciliation should be re-run.

Amended_by agent’ then the reconciliation has been completed and is now ready for the
user to check whether all records have been automatically reconciled or whether some
need to be manually reconciled

While the process of reconciliation is being carried out on that return then the user will
not be able to added/edit/delete that return but the user can work on the other returns for
that local authority.

Resolve reconciliation

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

Reconciliation business rules

To be able to combine multiple records into one record, the SWF COLLECT system uses
defined business rules (please refer to Business & Technical Specification) to determine
when these can be reconciled automatically and when they have to reconciled manually.
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When the return status returns to ‘amended_by agent’ then the user’s needs to go in and
check the results of the reconciliation. To go in and check the result of the reconciliation,
select the resolve reconciliation’ button. The following screen will appear and you have
the choice of checking the reconciled records’ or the unreconciled records’.

ToUSchool10

Select record type: | SchosWorkdorcelember (1) v

Mo of Unreconciled Records:
1

SCHOOLWORKFORCEMEMBER DETALS

Records

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

DUSCchool10 )
Select reconciliation type: |Uneconcled Reconds v
Select record type: [ESTIITEITIIONS
[
ract! e {0) .
Records AdstonaiPaymant {6) No of Unreconciled Mmfﬂ".
| Rede §0)
RelaAddt
ey
Soltware Code  Source level Teacherbumber  PersenFamilyName \?m’:-:m" o jument  PerseaBinhlate  Ethniity Disability OTStatus HLIASiatus OTSRoute
SWF Comvertor2  School 9999998 ) 710/ WERI - White - British True Mutual Recognition from NI, Scotland or the EEA

The user should work down the list of record types, reconciling the
schoolworkforcemembers first, then the givenname then the contractorservice and so on.
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If we look at this example of a workforce member that needs manual reconciling: the
bottom half of the screen show that there is a workforce member record, which has some
of the same information and some different. The different fields are NInumber,
Gendercurrent and Persondatebirth.
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By selecting from the drop down options for those fields the user can select the values
that will be included in the master collect record, and then select the update master
button to save those selections
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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.

TOUSchool10
Sebect reconciliation type: | Unieconcled Recends v

Select record type: | Goenhlame (1) v/
Unreconciled GivenName Records No of Unreconciled Records:
SCHOOLWORKFORCEMEMBER DETAILS

Software Code Sourcelevel TeacherMumber  PersonFamilyName MiNumber  GenderCurrent  PersonBirthDate  Ethnicity Disability OTStatus HLTAStalus = OTSHouts
System  School 9999998 SURNAM 279999981 Male 11/03/2006 WBRI L True True Mutwal

- White - British froem NI, Scotland or the EEA

PARENT MASTER RECORD (SCHOOLWORKFORCEMEMBER)
Saltware Code Seurce Lavel «acherumber orsenF amdyha Niumber  GenderCurrent s Ethrscity Disabdity Status s QUSReute
COLLECT System ¥ Ees Mutual Recognition from NI, Scotland or the EEA

Software Code
SWF Convertor2
SWF Convertor
First Given Name - please add any additional gives names
in the correct order from above prior to updating this record

The user can either save both entries to master collect by first selecting the copy to
COLLECT master button to save one entry.
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[Touschool10

Select type: [Uniec Reconds )
Select record type: | Guenhiame (1) %
‘ummondcd GivenName Records e o R
SCHOOLWORKFORCEMEMBER DETAILS
Software Code Source Level TeacherMumber  PersonFamilyName MiMumber  GenderCurrent  PersonBirthDate  Ethnicity Disability OTStatus HLIAStatus OTSHouls
COLLECT System  School 9999998 SURNAME_2 279999981 Male 11/03/2006 'WBRI - White - British Mo True True Mutual Recognition from NI Scotland or the EEA

PARENT MASTER RECORD (SCHOOUWORKFORCEMEMBER)

Saftware Code Source Lavel  Teacheriumber ParsonF amiyName Niwumber  GanderCuerent PorsonButrOIte Ethescity Dsabdty QTStatus  JLTAStatus  QTSReute
COLLECT System School 9999998 SURNAME 2 ZI990000L Male 11/03/2006 WERI - White - British No True True Mutual Recognition from NI, Scotland or the EEA

POSSIBLE SOURCES FOR MASTER RECORD

Software Code Source Level PersonGrveniame
| < I SWF Convertor2 Schoat nase_2
e

— — SWF Convartor Sehecd NamE2 2
First Given Name - please add any additional gives namas |NAME 2~
in the correct order from above prior to updating this record o

Then select the update master to save the second entry. The result of this is that the
workforce member will have two given name records in the master Collect return.

[Touschool10
Select reconciliation type: |Unscsncied Recods v|
Select record type: | Grantiame (1) vl
‘umemnckodnnmm Records. ST R ”:
SCHOOLWORKFORCEMEMBER DETAILS
Scurce Level TeacherMumber  PersenFamilyMome HiNumber GenderCurrent  PersonBirthDate  Ethmicity Disability OTStatus HLTAStatus = OTSHouts
System  School 9999998 SURNAME_2 779999981 Male 11/03/2006 WS - White - British L True True Mutual Recognition from NI, Scotland or the EEA

COLLECT
Pageied1

Saftware Code Source Lavel  Teacherhumber NiNumber  GenderCurent PerscrBurthDate Etheucity Duabdty QTStatus HLTAStatus  QTSRoute
COLLECT System “hool S900008 22909908 Male 12/03/2006 WERI - Whate - British No True True Mutual Recograton from N1, Scotland or the BEA

Software Code Source Level PersenGivenilame
SWF Convertor Schaol NAME2 2
’ \ == ]
‘  Upsdate Master
| @

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

[Thuschool10

Select reconcillation type: | Usrsconcied Recods v
Sedect record type: |Grantiame (1) ~
Unreconciled GivenName Records No of Unreconciled Records:

1
|

SCHOOLWORKFORCEMEMBER DETAILS

Software Code Sowrce Level  Teacherfumber PersonfamityNome NiNumber  GenderCwrent  PersenBirthDate Ethnlcity Disabllity OTStatus MLIAStatus  QISRoute
SWF Comverter  School 9090998 Mo Al Troe

SURNAME 2 229999981 Male 11/03/2006 WERI - White - British

Page 10d1

PARENT MASTER RECORD (SCHOOLWORKFORCEMEMEBER) HAS NOT BEEN CREATED

POSSIBLE SOURCES FOR MASTER RECORD

Software Code Source Level PersonGreentiame
SWF Convertor Sehoet ez 2

SWF Convertor? Schoct NAME_2

First Given Name - please add any additional given nasses. NAME2 2|
in the correct order from above prior to updating this record L —— =

\l (‘Umuuu‘ )
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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 (CONTRACTORSERVICE) HAS NOT BEEN CREATED
POSSIBLE SOURCES FOR MASTER RECORD

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

nner London Weighting |!.|JDD.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: |Reconcied Ricords Vv

Select record type: | SchoWordeecabamber (8) v

Records Mo of Reconciled Records: 4

RECONCILED SCHOOLWORKFORCEMEMBER RECORDS IN MASTER RETURN

Software Code Source Level  Teac Person ¥ GenderCurrent  PersonBirthDate  Ethnicity Disability OTStatus MLIASIolus  QTSRoute

COLLECT System  School 9999908 SURNAME_2 27999998L  Male 11/03/2006 'WERI - White - British Mo True True Mutual Recogaition from NI, Scotland or the EEA
COLLECT System Sehool 9099999 SURNAME_1 XAPO9P90C  Net Known 01/10/2000 WER] - White - British No True True Mutual Recogretson from NI, Scotland or the EEA
COLLECT System School 9959956 SURNAME_1 279999990 Female 08/03/2001 WERI - White - British No True True Mutual Recognition from NI, Scotland or 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
Pace 171

Select the appropriate record type from the select record type drop down list and
highlight the select the relevant record from the list of records which have been
reconciled then select the undo reconciliation button. The user can then work back un-
reconciling more records if required.

When all the manual outstanding reconciliations have been resolved by the user then
reconciliation has been completed and there should only be one return visible in the
COLLECT system for the school, namely Collect system return. If there are still more
than one return then reconciliation has not been completed.

Once you are happy with your data please remember to approve the data from your front
screen.
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M & R specific reports

These reports will be run against the previous day’s data rather than the current day’s

data.

1.

M&R matching required but Not Yet Started report :- This enabled a local authority
to list all the schools where M&R is required that is to say they have more than on
return but no matching action has been initiated yet.

M&R Reconciliation required but not yet started report :- This enabled a local
authority to list all the schools where matching has been completed but
reconciliation has not yet been initiated.

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

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

M&R Remaining visible source records after completing M&R report :- This
enables a local authority to list all the schools where reconciliation has been
completed but some original source records are still invisible. If the M&R process
has been completed successfully then there should be no original source records
left so these need individual investigation by the local authority. Reasons why this
could be occurring are provided earlier on in this guide at the top of the M&R
section.

M&R Number of returns by M&R Status report:- This provides a local authority with
a breakdown of their returns in relation to the Matching and Reconciliation
process. The report provides figures for the following:

e Total no data = number of schools where return status = no data

e Total not requiring M&R = number of schools with only one return associated
with it so no M&R is required

e Total matching not yet started = number of schools with more than one return
and matching has not been started

e Total matching started but not complete = number of schools with more than
one return where matching has been run but has not yet been completed

e Total matching completed but reconciliation not yet started = number of
schools with more than one return where matching has been completed but
reconciliation has not been run (started)
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e Total reconciliation started but not complete = number of schools with more
than one return where reconciliation has been run but has not yet been
completed

e Total reconciliation completed, single source = number of schools where
reconciliation has been completed and they now have once single return.

e Total reconciliation completed, multiple sources = number of schools where
reconciliation has been completed but they still have more than one return
associated with them.

In the case of this last category then please investigate the schools and check M&R
Important Information and if this does not explain the reason why there are multiple
sources then please contact the helpdesk.
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Help

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

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

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