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Background

Matching and reconciliation (M&R) allows academies who have multiple uploads to
merge the data, thereby creating one return only per school.

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. Academies that only have one return do not need to run M&R.

No data should be amended within the system until M&R has been completed.
There are four stages to this process:

¢ Run matching

e Resolve matching

¢ Run reconciliation

¢ Resolve 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 (for more details please refer to Business & Technical
Specification). Using these rules the majority of the staff workforce members’ records will
be automatically matched. A few will need to be matched manually as some of the key
identifying fields vary and the system cannot be certain that two or more records
represent the same person.

Returns for a school should have a status of ‘Submitted’ or ‘Loaded_Validated’ in order
for matching to be run.

To run matching, go to the source page and select the ‘run matching’ button.

MY DATA RETURN

The status of your data return : |Loaded and_Validated

Resolve Matching Press this button to manually match records from different sources in your return

Resolve Reconciliation

Errors : |34 Queries : | 3(
What can I do with My Data Return?

[Upload Return from file... | Press this button to Import a file into your data return

il e S e Press this button to Add a new return using a web form
| OuenRcinm | Press this button to Open your data return
| Submit Return | Press this button to Submit your completed data return
| Export to file | Press this button to Export your data return to a file
[ taunch Reports | Press this button to Report on your data return

L __RunMatching __> Press this button to match records from different sources in your return

Run Reconciliation | Press this button to automatically reconcile matched records

Press this button to manually reconcile matched records

[ Delete Return... | Press this button to Delete your data return

Highlight the school and select the ‘add’ button.

Matching

SELECT SOURCES TO MATCH

AVAILABLE SOURCES FOR MATCHING

Avallable Sources

Selected Sources

This will move the highlighted school to the selected sources box below.
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Then select the ‘run matching’ button.

By selecting this button, you will have started the matching process for the return. You
will then 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. You
may want to refresh your screen at this point.

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, the user cannot view or edit that return.

Matching_failed - this is when the matching process has failed to complete. In these
cases the 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 record(s) need to be manually matched.

Rules for matching

Please refer to the Business & Technical Specification for more detail on the rules used
for producing the matches. Matching will be performed at staff details level, for instance
identifying whether the 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 manually matched.

No match identified — there are no matching records.
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Resolve matching

Once the matching has been run and ‘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.

MY DATA RETURN

The status of your data return : |Loaded_and_Validated

Errors : |34 ] Queries : |3t

What can I do with My Data Return?

[[Upload Return from file... | Press this button to Import a file into your data return

P Retuvs pn oo Press this button to Add a new return using a web form
| OpenRebun. | Press this button to Open your data return
| Submit Return. | Press this button to Submit your completed data return
| Export to file... | Press this button to Export your data return to a file
[ LaunchReports.. | Press this button to Report on your data return
| Run hi ] Press this button to match records from different sources in your return

ﬂm Press this button to manually match records from different sources in your return

| RunReconciliation | Press this button to automatically reconcile matched records
| Resolve Recondiliation | Press this button to manually reconcile matched records
[ Delete Return... |

Press this button to Delete your data return

Automatic matches

The example below shows three records, which can be automatically matched, as they
have several matching ‘key’ fields.

For the highlighted teacher (teacher Three) the table below shows the teacher number is
different, but the NI number, family name and DOB all match. This will result in one
individual going through to reconciliation rather than two.

‘Aulnmali: Matches No of Automatic Mahchal:

AUTOMATICALLY MATCHED DATA ITEMS

First record in set No of records in set
: TEACHER, THREE - 08/03/1963 2
Page 1of 1

MATCHES FOR THIS DATA ITEM

Result Teacher Number Family Name: Given Name(s) Former Family Name(s) Date of Birth Gender NI Number LANo  EstabNo Software Code Source Level
|match - 1 TEACHER THREE 08/03/1963 Female PPO000DOP 520 1001 MIS_Test School
|match -1 [v]as6150 Teacher Three 08/03/1963 Female PP0000DOP 520 1001 SWF Convertor School

Flip All Match Results__| | Update Matches

© Crovem copyright | Discimer | Privacy

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

" No of Automatic Matches:
Automatic Matches o of Automatic Matches:

AUTOMATICALLY MATCHED DATA ITEMS

First record in set No of records in set
: TEACHER, THREE - 08/03/1963 2
Page 1of 1

Result TeactWy Number Family Name (Given Name(s) Former Family Name(s) Date of Birth Gender NI Number LANo  EstabMNo Software Code Source Level

|match - 1 TEACHER THREE Female PP000000P 520 1001 MIS_Test School
|match -1 [v]as6159 Teacher Three 08/03/1963 male PP00000OP 520 1001 SWF Convertor School

SN Flip AllMatch Results__| | Update Matches |
]
© Croum copyright | Disclsimer |privacy




If the user decides that these are in fact not a match, they can change the result from
‘Match — 1’ to ‘No match’. To do this use 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.

Manual matches

If there are records which match on a few of the key identification fields but not enough,
they will be identified in the ‘manual matches — unresolved’. COLLECT does not know
whether to treat them as one person or not so the user has to resolve these, please see
example below.

Manual Matches - Unresolved Matchaes: 2

DATA ITEMS THAT RECUIRE MANUAL MATCHING
st rocerd in sot

If these are the same person then select ‘update matches’ and they will be treated as one
individual. If the user selects ‘flip all match results’ button and sets them to ‘no match’
then they will be treated as two non-matching individuals.



Reconciliation

The aim of reconciliation is to allow the system to decide how to process more than one
set of data for a school. It considers which records should be merged and which kept
separate. Data reconciliation will be performed automatically using a set of predefined
business rules (Please refer to Business & Technical Specification). 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.

To run reconciliation select the ‘run reconciliation’ button from the source screen. Schools
will only be included in the list if the following criteria are met; they have more than one
return, matching has been run and manual matches have been resolved.

MY DATA RETURN

The status of your data return : |Loaded_and_Validated

Errors : [34 Queries : |3t

What can I do with My Data Return?

[[Upload Return from file... | 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

Press this button to Open your data return

[ I Open Return...
|
|
|

Submit Return... Press this button to Submit your completed data return
Export to file... ] Press this button to Export your data return to a file
Launch Reports... Press this button to Report on your data return
[ Run Matchi ]

Press this button to match records from different sources in your return

R“":jm Matching | Press this button to manually match records from different sources in your return
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 return

If the return has a status of ‘matching_failed’, then matching will have to be rerun before
reconciliation can begin.

Reconciliation (running)

Once all the manual matches on a return have been resolved then the user can run
reconciliation against that return.
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SELECT SOURCES TO RECONCILE

Avallable Sources =it School 19 —=—

Selected Sources |

B Eeonckation

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

SELECT SOURCES TO RECONCILE

Available Sources
{— -

This will start the reconciliation process which will now run in the background and will be
queued. It may complete that day or, depending on the number of schools running the
reconciliation process and the data contained within the files, it may complete the
following day. Use the status of the return to identify whether reconciliation has been run
successfully or not.

Awaiting_reconciliation - the return has been placed in the reconciliation queue but
reconciliation has not yet been completed.

Reconciliation_in_progress - 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 edited after matching and
prior to reconciliation. Please note you will need to re-upload both files and rerun the
matching process.

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, the user will not be able to
add/edit/delete or open the return.



Resolve reconciliation

Once reconciliation has been run and ‘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.

MY DATA RETURN

The status of your data return : |Loaded_and_Validated

Errors : [34 Queries : |3t
What can I do with My Data Return?

[[Upload Return from file... | Press this button to Import a file into your data return

4 i ! Press this button to Add a new return using a web form
[ Open Return... Press this button to Open your data return
| Submit Return. Press this button to Submit your completed data return
| Export to file... | Press this button to Export your data return to a file
| Launch Reports.. Press this button to Report on your data return
| Run Matchi | Press this button to match records from different sources in your return
| Resolve Matching I Press this button to manually match records from different sources in your return

Run Recongiliation | Press this button to automatically reconcile matched records
Press this button to manually reconcile matched records

Press this button to Delete your data return

Reconciliation business rules

To combine multiple records, the COLLECT system uses defined business rules (please
refer to the Business & Technical Specification) to determine when these can be
reconciled automatically and when they have to be reconciled manually.

When the status returns to ‘amended_by source’, the user needs to check the results of
the reconciliation. To access results 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’.

Manual Reconciliation

SA Test School 1

Reconciled Records

Select reconciliation typ

Select record type: orkforceMember (1) K4

Reconciled records — no action is required as these are records that COLLECT has been
able to automatically reconcile. The number in brackets is the number of records which
were reconciled.

Unreconciled records — are records that 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.

10
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Select reconciliation type: |Unreconciled Records v

Select record type: [ER T gL
pivenName (1)

ContractOrService (0)

AdditionalPayment (1)

Role (3)

RoleAdditio Enua}Paymnt (0}

uUnreconciled SchoolWorkforceMember Records

SCHOOLWORKFORCEMEMBER DETAILS

Software Code Source Level PersonBirthDate Ethnicity
MIS_Test School Female 04/06/1963 WOTH - Amy

Page 1 of 1

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

Below is an example of a workforce member that needs to be manually reconciled. The
bottom half of the screen shows a member record, where some of the information is the
same and some differs.

SCHOOLWORKFORCEMEMBER DETAILS

Seftware Code Seurce Level SGenderCurment PersonBicthDate Eshnicity Disabifity OTStatus = HLIAStatus QISRoute
MIS_Test School TEACHER HHDODOO0K  Female 04/06/1963 WOTH - Amy Other White Backgroand Mo True False

et PersonBirthGate
O4/06/1963

By selecting from the drop-down options for these fields, the user can select the values
that will be included in the ‘COLLECT master record’ and select the ‘update master’
button to save those selections.

Select type: [Unreconched Records |

Select record type: |Schoofoddoecsblamber (1) |

i Mo of Unreconciled Records:

Software Code Sourcelevel  TeacherMumber  Porson Ethnicity Disability QTStatus  HLIAStatus QI5Roule
MIS_Test Sehool TEACHER HNDOGODOX  Femabs 04/06/1963 WOTH - Any Other White Background M ee False
Fage 1ol |

Software Code Source Level Estab SoftwareCode Release SerialNo DateTime LA Soor
WA L) 1001 COLLECT System 1 05/10/2017 11:13:32 School

ccccccc

Software Code  Source Level  Teacherfumd e Personk amitytame Nifumber GenderCurrent PersonBitthDate Ethnicity Oisability L+3 HLT QTSRout
WIS _Test Schoal TEACHER H000000% Famala o4/08/1962 a " True Faite
W Convetor  Schodl 17 Teacher adited 200000000 Halg " True False
[z 1 |reachEr V] [ | [Femalely] i ~ Ay Other White Background ™ = pabe
White - British
[grr=r—yrr— |

Once all of the reconciliations have been updated for the first option in the drop down, it
will show zero in the select record type box and there will be no further options on the
screen. Using the drop down function the user can select the next record type.
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5A Test School 1

Select reconciliation ty
Select record

Mo of Unreconciled Records:
o

SCHOOLWORKFORCEMEMBER DETAILS

Unreconciled SchoolWorkforceMember Records

There are no records of this type for this data return

In the next example 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 shows the two given name records.

Select reconciliation type: [Unreconciled Records V|

Select record type: [GivenName (1) v

Unreconciled GivenName Records

SCHOOLWORKFORCEMEMBER DETAILS

‘Software Code Source Level i i Ethnicity Disability |QTStatus  HLTAStatus  QTSRoute
COLLECT System School 780456 TEACHER VV000000V  Female 08/05/1963 WOTH - Any Other White Background No True False

Page 1of 1

PARENT MASTER RECORD (SCHOOLWORKFORGEMEMBER)

Software Code Source Level TeacherNumber PersonFamilyName NINumber Gendercurrent PersonBirthDate Ethnicity Disability  [QTStatus  HLTAStatus QrsRoute
COLLECT System School 789456 TEACHER V000000V Female 08/05/1963 WOTH - Any Other White Background Mo True False

POSSIBLE SOURCES FOR MASTER RECORD

SWF Convertor School Two
MIS_Test School T00
First Given Name - please add any additional given names [two[v]

in the correct order from above prior to updating this record

Update Master

The user can either save both entries to ‘COLLECT master’ by first selecting the ‘copy to
COLLECT master’ button to save one entry. Then select the ‘update master’ to save the
second entry.

Select reconclllation type: [Usrscmncled Fscoeds v]

Select record type: |Greshame 1) v
Unreconciled Giventame Records S ——— '““"’";
‘SCHOOLWORKFORCEMEMBER DETAILS
| Saftyeare Code Source Lvel MiHwmber GenderCurrent PerenitithDats [Ethmicity Disability QTStatus  HLTAStatus O1sRoute
| cowwecr System School THRA5E TEACHER VVBO000GY temabe OB/05/1963 WOTH - Amy Other White Background No. True False

!wo«:m

The result of this is that the workforce member will have two given name records in the
master COLLECT return.

If only one given name entry is to be included in the master COLLECT return, then select
the entry from the ‘person given name’ drop down list and the select ‘update master’
button.
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Select reconcillation type: [Usreconcled Recoeds |

Select record type: | Geshame (1) |
Unreconciled Giventame Records S ——— '““"’";
| Saftyeare Code Source Lvel MiHwmber SGenderCurrent PerenitithDats [Ethmicity Disability QIstatus  HLIASlatus O1sRoute
| COLLECT System School THRA5E TEACHER VVBO000GY temabe anfos 1963 WOTH - Amy Other White Background Mo True False
| Paga 101

PARENT MASTER RECORD (SCHOOLWORKFORCEMEMBER)

| setvware Code Source Level Toacherttumbies PersonFamibyName HNINumber GenderCurrent PersonBinhhate Ethnicky Disabilty  GTSatus HLTAStatus OTSReute
| EOLLECT System Scheal TEMSE TEACHER VVOO0000Y Female B8/05/1963 WOTH - Any Dther White Bacgroand Mo True

POSSIBLE SOURCES FOR MASTER RECORD
|

| Sourca
| SWF Comvarmor Schodl
MIS_Test Schoal oo
|rwol~|
——

In this final example there are two additional payment records for a workforce member,
both with the same information. 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. If this is the case they must use the ‘copy to COLLECT master’ to
save one entry. Then select ‘update master’ to save the second entry.

Sclect reconclilation type: |Uneecondled Records v |

Select record type: [AddicaPament (1) V]

Inreconciled AdditionalPayment Records Na of Unreconciled Records:

SCHOOLWORKFORCEMEMBER DETAL S

Software Code Source Level
COLLECT System school

SGenderCarrent ParsonBirthDate Ethnicity Disabllity  OTStatus = HLIAStotus QT5Route
A%G15F TEACHER PROGGOOOP  Fensale o8 /031963 WOTH - Any Othver White Backgrosnd o True False

Page 10f 1

PARENT MASTER RECORD (COMTRACTORSERVICE)
Sofware  Source  ContractTypec nedPost h i inationCoderiginASch

rRangePay k o i yRangeMaxi TE ear
Code Level
COLLECT Deputy
System School  Permanent  31/07/2015 1083005 School

Software Code Source Level PaymentType

symaentameant PayErdDate
‘-ﬂm SWF Convertor sehool Teacking and Learsing Responsiblity ) Payments. 15000 016 120007
Copy 13 COLLICT Master | MIS_Test School Teaching and Learming Responsibdity 3 Payments 50,00 01162016 12/0z/2007
| p— [T am ] [z ] [asozramar
o pcte Master
L]

If they are genuine duplicates and only one additional payment is required, select ‘update

master’ and only one of the additional payments will be copied to the master COLLECT
return.
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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.

Manual Reconciliation

SA Test School 1 ) )
Select reconciliation type: |Reconciled Records v

Select record type: 'AdditionaIPaymen! (3) v Undo Reconciliation

Reconciled AdditionalPayment Records

Select the appropriate record type from the ‘select record type’ drop down list. Select the
relevant record from the list of records which have previously been reconciled, and then
the ‘undo reconciliation button’. The user can then work back to unreconcile additional
records if required.
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Completing matching and reconciliation

When all the manual outstanding reconciliations have been resolved, remember you will
need to revalidate the return after finishing your matching and reconciliation.

MY DATA RETURN
The status of your data return @ Amanded

&

o [3 Queries = |11 oK Exrors 1 [0

(What can I do with My Data Belug
-- Prass this button to Vakdate your data ratum

| Uptosd Rctun from e | Prass this button to fmport & fls ko your data retum
] Saluirg i, riveoh Preas this button to Add 2 new return using & web form

[ dpemgetum. | Prass this button to Open your data ratum

m-m Praas this butten to Submit your complated data return

Pritas this button to Export yous data retum to 2 fle

Press this button to Report on your data ratum

Prass this button to match records from diffarent S0Urces in yeur retum

Prass this butten to manually mateh records from different sources in your ratuen
Prass this button to automatically reconcile matched records

Press this button to manually reconcile matchad rocords

Prass thes button to Delate your data retum

'What is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Dt Subrmitted Date Approved Date Authonsad

You should be left with one visible return in COLLECT, namely ‘COLLECT systen’. If
there is more than one return, then reconciliation has not been completed.

Source
T | | Awan | A |[Wiw _Edi | oaetn | St
L] -
= choal Werkforce Anual Coecton
 souce (2] Source - SA Test Sl
|- BOS Lovels
-Schostiertforebodaes
- Schasl Workforce Membes [13]
- Goven hame
~Fermar Famity Name
-Contract o Service [40]
P Source Level School
Gfule 28] 2 520 ==
- Additionad Paymant b i
- Absence [2] Software Code. COLLECT System
- Curmicubem Reluase
- quatiication Hversien
Subgects. Sardal Ne 1
—Schoal Diate T 2017-08-16 144229
Ei_-:-* Wiarw CEDS Lovals Wiew All
Wirw Scheod Werklorce Modubs Wiew All
2 Wiew Schood Worklorce Members. Whew All
TP Support Count [1] Virw School Dutais Wiew All
Lya Virw LA Dessils Wiew LA

To determine whether M&R has been completed the user can run the ‘academy M&R
advice report’.

Academy M&R Advice Report

4 4t Jofz b bI @& [100% v | |Find INext & - & &
Matching & Reconciliation Advice

e e ——

0014009  TDUSchool10 M&R Completed

Once you are happy with your return, please remember to submit the data from your front
screen.
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Deleting a return within matching and reconciliation

Using the delete function from the front screen will delete all uploads for the academy
and return the academy’s status to ‘No_Data’.

MY DATA RETURN

The status of your data return : |Loaded_and_Validated

Errors : |34 ] Queries : | 3t
|What can I do with My Data Return?

[[Upload Return from file... | Press this button to Import a file into your data return

P Retuvs pn oo Press this button to Add a new return using a web form
| OpenRebun. | Press this button to Open your data return
| Submit Return. | Press this button to Submit your completed data return
| Export to file... | Press this button to Export your data return to a file
[ Launch Reports... ] Press this button to Report on your data return
[ Run Matchi ] Press this button to match records from different sources in your return
| Resolve Matching | Press this button to manually match records from different sources in your return
| RunReconciliation | Press this button to automatically reconcile matched records
| Resolve Reconciliation | Press this button to manually reconcile matched records

Dilete Retam Press this button to Delete your data return

If a single upload for an academy is to be deleted rather than all uploads, the user will
need to do this within the return.

Open the return

MY DATA RETURN

The status of your data return : |Loaced_and vabdated
Emors 1 3 Queries : & oK Errors ;[0

‘What can I do with My Data Return?

Press this button to Import a filke into your data retum

Prass this button to Add a new retumn using a web form

Press this button to Open your dats retum

Press thes button to Subsst your completed data retum

Prass thes button to Export your data ratum to a file

Prass this button to Report on your data ratum

Prass this butten to match records from different scurces in your retum

Press this button to manually match records from different sources in your return
Press this button to automatically reconcile matched records

Press this button to manually reconcile matched records

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

Data Return Submission Data Return Approval Data Return Authorisation
Date Submitted Date Approved Date Authortged

I need some help

Choose ‘view all’

_ MEms | i totss T | o= e T

School Worklorce Annual Collection - SA Test School 1

 HEADER INFORMATION

Collocton School Workforce Census
< Year 2017

Rederence Date 20171102

Wiew Source Detalls

The user will see the two uploads as two lines on the screen. Click on the upload you
wish to delete, the background will turn blue. In the top right hand corner click the ‘Delete’
button

16



School
520 =
il o
SWF Comenior ]
1 []
]
]
]

e

h
20110816 144143

It will ask the user to confirm

Confim detetion 7 @ S

School [ [ ¢ ]
520 0 0
1001 0 0 0
ISWF Convertor L | ¢ 0

Please note that this will undo any matching and reconciliation.
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Common Issues

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

Revalidating the return - 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.
Issues with data — some returns have multiple records with very similar or
identical data in them, which COLLECT does not resolve. For example, curriculum
records with the same year group and subject or multiple contract records which
had the same role and post and overlapping start and end periods. The M&R
process does not resolve these, as they would seem to be a duplication in the
original data from the Management information system (MIS). If the academy
experiences this problem then they should investigate why the duplication is
occurring in the XML file before trying to complete the M&R process. The academy
may need to produce new XML files from its MIS to eliminate these duplicates and
then run M&R against the new files. This has typically occurred in contract,
curriculum and absence records.

Amending data - once matching is completed but the data not yet reconciled, the
information in the returns should not be edited, added to or deleted as this will
corrupt the M&R process. If it is necessary to change the information then the user
should go back and amend the original return data and re-run M&R on the
amended return.

If this is not done, sometimes after running reconciliation the return will have a
status of ‘reconcilation_failed’. If this happens the academy will need to re-run
matching again, resolve any outstanding matches and re-run reconciliation.
Reports - to help academies identify what stage their return is at a number of
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.

Blank fields when matching - if one return has a blank field (‘null’), or ‘not
obtained’ and the other return has these fields populated, then the master
COLLECT return will be populated with the valid values rather than the ‘null’ or ‘not
obtained’ values.

Completion of M&R - after M&R has been successfully completed there should
only be one visible source in COLLECT. This should be the ‘COLLECT system’. If
there is still more than one source then M&R has not yet been fully completed.
Re-running matching - if a return has already been reconciled, re-running the
matching again will undo any reconciliation action previously taken.

Uploading contact data - when completing contract data, the post and allowance
data should also be supplied in the same data upload. If some contract information
is included on one data upload and other information is supplied on another

18



upload, this can result in two contract records being generated even after
matching and reconciliation.

19



Help

COLLECT access is administered directly by academy approvers 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 academy 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 DFE sign in, please refer to the ‘Help’ option on
the Dfe Sign in page. If you are still unable to resolve your issue, please submit a DfE
Sign-in Help request to the DfE sign in team.
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