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COLLECT and Secure Access

Access to COLLECT is now through the Department’s Secure Access System
(SA), https://sa.education.gov.uk/idp/Authn/UserPassword which was implemented on 10
December 2012.

- 3 - Increase contrast
’ &' Department for Education  oefau corours Search
Aovanced search »
Secure Access # A-Zofterms Using this site Contactus Cookies
Help Terms of use
Login  Usemame Password | agree with the Terms of use Login

Forgotten username or password *

Welcome to Please read the Guidance Note provided on the 'Help' tab
Secure Access before first Log In to the Secure Access portal. This note will
c support new users through the initial (short) registration penod
Portal allows registered and assist with your first log on to this system

Department for Education's

systems are granted on an For Schools, access is for the entire establishment, please
remember to lodge your username, password, security

| question and answer with your Headteacher — to allow other
approved users to access the systems covered by Secure
Access

Should you have any problems logging on to the system,
please contact the Secure Access Service Desk by completing
our online service request form, by clicking here

To access Secure Access existing users will need their COLLECT username and
password, which should have been retained from the 2012 data collection. If you have
forgotten your login details, or have not received details of your unique PIN, please
complete a ‘Service Request’ form on our website.

Full Secure Access guidance is published on the Secure Access Website.

| 8% Department for Education  c

Administration

Secure Access A-Zofterms Using this site Contactus Cookies

. Your applications

Help

Logged in as Carol Gayles Youraccount>  Log out»

COLLECT

Tyons On-Line for Leaming, Education, Children, and Teachers.

Welcome to
Secure Access

Once successfully registered, open the ‘Your applications’ tab to access COLLECT, as
above.


https://sa.education.gov.uk/idp/Authn/UserPassword
https://sa.education.gov.uk/idp/Authn/UserPassword
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/service-request-form
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess

JCollect 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

SPRING 2013 Data Collections
The Spring School Census, PRU Census, AP Census, Early Years Census, SEN2
and the Independent School Level Census went live on the 17th January

Then click on to ‘Continue’ to enter Collect as above.

If you are bounced back to your homepage at this point please check that you are not
trying to access the site from a link within an e-mail. Please copy and paste the address
into the address bar then save it to your favourites.

Please follow the steps below to add the web addresses to your trusted sites
Go into the ‘“Tools’ menu option at the top of the screen.

Select ‘Internet Options’ from the drop down menu. Select ‘Security’ from the option
buttons, 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 @

¥ou 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:
hitp://shecrm0a

Websites:
* gpn.gov.uk Remove
https: /fcollectdata. education. gowv. uk
https: /fsa.education. gov.uk

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

Close




Agent Page Screen

The Agent main screen will be displayed

MY DATA COLLECTIONS

Data Collection User Role Crganisation Status Dus Cate Days Dus
Standards Fund 2010 Source Hadmey Open 12/10§2010 00:00:00 -1035
Standards Fund 2010 Colactor Dapartmant for Education Opani 12/1072010 00: 0000 =1035
SchooiWorkforceCensus2013 Agent Darlingten School of Maths and Sclence Open 09122002 D0:040:00 -246
SschoolWorkforceCensus2013 Colector Department for Edud Collection Status Gnd i Open 09/12/2012 00:00:00 246
SchoolWorkforceCensus2013 Admenistrator  Department for Educ OpenLve 021272012 00:00:00 -246
ScheolWorkforceCensus2012 Admerustrator  Department for Edwcabon TestngLve 021272012 00:00:00 -246
SeheolWorkforceCendus 2012 Coledar Departient Far Eduiaban Tedtwig 081272012 00:00:00 -246
SchoolWaorkforceCensus2011 Admenistrator  Department for Educaton Testng/Offime 11/1272011 00:00:00 =510
SchoolCensus 2011 _Autumn Colector Department for Education Open 06102011 00:00:00 AT
SchoolCensus 2010_Sprng Collactor Department for Education Opan 217012010 00:00:00 <1299
Page 1ol 4 >

News
Welcome to GENERIC UAT COLLECT (Collections On-Line for Learning, Education, Children, and Teachers).
COLLECT is the DFE Centralised Data Collection and Management System for Education

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

gent Page SchoolWorkforceCensus2013

MName Native ID Status Org Grou ueue
Fitter By: s . (ce)

IPerﬁ)rmance summary

Errors
Expected Outstanding Submitted Approved Authorised
E Q oK
1 1 0 0 0 0 0 0
Sources
Errors
Source ID  Source Name Status SubmittedDate ApprovedDate AuthorisedDate Queue [Errors Queries OK Errors
8414000 Darlington School of Maths and Science No_Data o (1] 0
Page 1 of 1
[ openReturn.. | [ Approve.. | [ ApproveAl. | [ Unapprove. | [ Reject.. | [ Delete. ] |Export Selected.. | [ ExportMultiple. | [ ExportAlL.
[ Upload Return for selected Source... ] ( Upload Multiple Returns (zip file)... ] [ Add Return on screen.. ] ( Agent Administration... ]
[ Validate Selected Return... ] [ validate All Non-validated Returns.. | [ RunMatching | [ Run ion |
[ Launch Reports... | [Queue ] [ ChangeQueue.. | [love to this queve + [ Resolve Matching | [Resolve Reconiliatio]




Return Status

Sources
Errors
Source ID Source Name Status SubmittedDate ApprovedDate AuthorisedDate Queue Errors Queries OK Errors
8414000 Darlington School of Maths and Science No_Data o ] 0
Page 1of 1

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

Return Management

Export Multiple.. | [ ExportAll..

[ Upload Return for selected Source... ] ( Upload Multiple Returns (zip file)... ] | Add Return on screen... )

[ Runmatching | [ Run iliation |

I Launch Reports... | [Queue | [ change Queve.. | -

This provides a set of functions that can be used to manage/progress the returns. Those
with bold text and highlighted borders are available.



Uploading a Return

2013

Page Se

Filter By: lHI!TlI Matrvs 1D Stabus ':orpﬁrmn 'Quiu-r - IEI Reset
OrmAncE Summany
Ermors
Expecbed ‘Cutstanding Subsmittad Approved Atheorised . q o
1 1 L] a L] o (V] L]
Errors
Status  SubmittedDate ApprovedDate Aurthenrisa g e Dupen  Errors  Queries DK Errors
Ho_laia a L] L]
[rrpe— [ Dbt Tapaet Gl | Eaport Maltiple. | | Daportal. |
Uplkaad Birtars bor wriected Sowrve. ! Upoasd Miulliphe Roturms {oip e "N Akl Bcturn g stroon. ] Beered] Bedmennratemn
i Valdatr AN Mon valsistrd Rréurm | RumHatchng | | AusBrcomclaticn |
[ lswschBeperine | [QueweHessgomesl. | Chimge Quewen | (o fo e e * [ BtwsveHalching | |Resohre Receacilatio

Click on the Upload return from selected source button

SchoolWorkforceCansus3013 - Upload File

UPLOAD FILE SELECTION
This both uploads and validates your data and may Lake several minules, Phease allow sulficient time to complete.

e

Use the browse button to locate the XML file. Highlight the file name and click on Open to
select the return.

w Department for ()7 « 056 (NSHENETAROILASOO-. » SWRLS = | o || Seorch 5vra0is o1
COLLECT Portal UAT Sogemien el =- [ @

Lo HARC20ME * Hame i Date modified ™

t Sefvwr Soplier C 08082013 1041 W

& SQL2000
FLOWD FILE SELECTION 4 Rendards Fund 2009
rhis both uploads and validates yous i Sndards Fund 2000
b Samndards Fund 2011
A stats
4 Summary Reports
Ao SURFLUS PLACES 2007
& Surphas Flaces 2008
Ji Surphus Places 200
4 SURPLUS PLACES NOW 5(

0

Ao PWFHLE

L TOT L]

L TOTVE

ozl = i . ,
File namme SWFSA14000crnl v [anpiers -

[Lopen Jr] [ canca |




ScheolWorkforceCensus2i1l - Upload File

UPLOAD FILE SELECTION
This both uploads and validates your data and may take several minutes, Please allow suffident time to complete.

GASWF2013\SWFE4 19000 s @ (Browsa__|

Click on the upload button to load the return

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

Source UpLoad In Progress

FILE UPLOAD PROGRESS ...

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

@ Crewin corwrinht | Disclsimer | Brivany

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 the source main page will

display "Submitted" and the date. The total number of errors and queries found in the return
will also be displayed.



Viewing the Data Return

Opening the Return

Open the return by clicking on the Open Return button

ggent Page SchoolWorkforceCensus2013

MY SOURCES

Erredn |

SulemittedDate
Drarfimglon Schood of Matks and Sciescn Submitted 137003003 o 1 o

[ Mpprel | o [ Meeete [ [ Debebe. | [DweriSeleded | [ Dot Habiple. | [ fowtAl |

| vpload Heltiple Artum (g el | [ Agrnl Admnniratsn_
Valdate All o valdated Rrtuma_ | | Remptatching | | AusRrconclation |
. T R T * [ Messhvetuithing | [Resthve Recotehass)
'School Workfi Annual Collecti
Approve All Errars All Nates Add | [T iew Edit Delete | | Status

\School Workforce Annual Collection - Darlington School of Maths and Science
| Erors | Queries| OK | ReturnlevelNotes
o e 0 2

|

EADER INFORMATION

‘Cnl\ecmn School Warkforce Census 0 0 0 Fod
Year 2013 0 0 0 2
‘Reference Date 12013-11-07 0 0 0 Fod
ﬁliew Source Details _

10



Screen Functionality

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

Screen Navigation

Source
| Aspmam MlEms | Alboes | A || | | Dalate |
o
- Bahosl Warkfaroe Annual Collection
. Spurce - Darlington School of Maths and Scence
|-cn05 Levels
|- Schoshaaridorceodules LA Esab Source Level Softenre Code Hule Enors
L el WortSarce DAEL IRGTOM AL Sl Sas L]
| [-Gmen Mo =
| |-Pormer Parmily Marme Dot e Matue Errors  Cusries  on | Wowe  Hisoey
| -Contract or Service SOURCE
|| | addmanal Peymen Spanre Ll School F.d
| | temain LA DARLIMGTON -
|| Laddesnal Peymenst Estab 1] ya
| | atsnce S cttmare Code Ss 2
| oumcuum Hueas i F-d
| Craslitesten Tmtiren Fod
| Coubpes enal ha 2
.~ ehonl DiataTifves 2134108 11:14:05 N4
| Fmcaney View CBOS Levels Wiew Adl
| |occasonsts View School Werkdcace Modules Wihew Al
'-IHTP Suuppert Court Wiww School Weekiceos Wemban Wi AN
!_u Wiew School Detaily Wiew 1
Viww Lt Dutalls Whew LA

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

To return to the previous page, press the ‘Drill Up’ button.

Mode Buttons

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

A I Yiew Edit Deleta Statils

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

11



Filter Bars

Only available on screens that could have a large record set e.g. Workforce Member. Allows
criteria to be entered to identify a group of related records or a single record. For example if
the user type 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 go to specific records rather than having to page through all the records

FilterTeacher — Family — Gender ~ _ Date of

By: Number Name 7 Birth SIS M Reset | Go

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

Source - Darlington School of Maths and Science

School
DARLINGTON
4000

SIMS

2

11
2013-11-08 11:14:05

View School Workforce Modules
|'u'iew School Workforce Members
View School Details

View LA Details

12



Viewing the Return Details

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.

School Workforce Annual Collection
S | e T

b School of Maths and Soence

Now access the workforce member details by clicking on the View All button in the ‘View
School Workforce Members’ row

aawews | A | [View gdi | o | S

(oo )

ce - Darlington School of Maths and Sdence

T E0310.00 170408

This displays the ‘Records List’ section, with all members of staff visible

13



Record List

Clicking on one of the blue column headers e.g. ‘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.

Regular Teacher,One Female  1963-06-08 Tue 0

TeacherTwo  [Female __[1980-09-25 True 1

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

Drill Up | Etrar |
School Workforce Member - Darlington School of Maths and Science i |
ii=5
FilterTeacher — Family ] ~ _ Dateof ]
By: Number Name Gender ~ Birth QT Status R Reset | Go |

WORKFORCE MEMBER

e
N e e
Staff Details

Teacher Number 8023415

|Regu|ar Teacher

R R

Family Name

One

View Given Name(s) | ViewAll
Former Family Name

View Former Family Name(S) _
NI Mumber WA145678B 0 0 0 2

Gender Female 0 0 0 Fod

Date of Birth 1963-06-08 0 0 0 2

Ethnic Code Any Other White Background 0 0 0 Vol

Disability Mo 0 0 0 Vol

QT Status True 0 0 0 Vol

HLTA Status False 0 0 0 Vol

QTS Route 0 0 0 2

View Contract/Agreement Details _
View Absence Details | ViewAll
View Curriculum Details _
View Qualification Details | ViewAll

You can sort the record set by given name by clicking on the ‘Name’ column in the ‘Record
List’ section

School Workforce Member
FilterTeacher Family . Date of =
e ALl Gender QT Status Resst |  Go

14



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.

15



Editing within the Data Return

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

) s | e | e (e D | e

ool Workforce Member - Darington School of Maths and Scence

= . Date of

Cidven Haimse

g
| Foemer Family

Fosmar Family Name|5)

Click on the ‘QTS Route’ cell in the ‘Value’ column: a drop down list of selectabie values will
be displayed.

|School Workforce Member - Darington School of Maths and Science

Family i _ Date of ors - | -

| Given Hame
| -
I Given Name(s)
Former Family Name
View Former Family Name(5) .
HI Humber WAI456TEE 0 ] 0 2
Gender Femala - 0 0 0 Fid
Date of Bitth 1963-06-08 0 0 0 2
| Ethnic Code Any Other White Background - 0 ] 0 2
L - 0 0 0 2

T Status True - 0 ] ] Z
HLTA Status False = 0 a ] ¥
GTSRoute gl o [ o 0 2
View Contract/Agreement Details
View Ab Details S |Annual College Exn - Graduate Course Y
View Curriculum Datails J | Annual Callege Exit - Pos? Graduate Course %
View Qualification Details f Trained Teaches Frogramma \ e

Cverseas Trained Teacher, not yet on Programme

Registered Teachar

Graduate Teacher Programme

Teach First Programme

Mutual Recognitsan fram MI, Scotland o the EU

Routes

v/ .

16



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

Y 4

| Fomale | | 2 |
Date of Bith |1963-06-08 | z
Ethric Code [ vy Other White Biachground - -
e Cod : L T . F <
Jisabilhy | | -
T Status | Toue - 2
HLTA Status False - 2
I = I
aTS Route g:'ﬁm College Exit - Graduate Course g Fd
View ContractiAgroement Details e e ' .
View Absence Details '
View Cumiculum Deatails [ WiewaAn
View Qualification Details [ viewan

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

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

Data Log Page
History Beport - SchoolWorkdoron Censws 20013 Lock
rarfington School of Maths and Sdence

L report on 13,08/ 2013 ab 121 d
Dals GTS Route

Filtor By: dctinn . Abver [Start Dake JEnd Date E pa—
e
i Walee R Value Rode  Ceganisation
Uizt Anroisl Colige Ext - Gilduie Ciuiie s Chirzatriintl bt E et iion DA 10-20-20

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 a school return is shown in the Return Status section of the
school’'s main screen

Performancs summary
Expactad CutsLandireg Submitted Appronngd Austhecein =

a1 9 1 a =]

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, e.g. the school return must contain details on
occasional teachers and a return-level error is generated if this information is missing.

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

Scheol Workforce Annual Collection

__Awow | A Ermore A tites T | B I T =TT

-~5chaol Workforce Anmal Collection School Worklorce Anmieal Collection - Darlington School of Maths and Scence
L Sounce RETURM LEVEL ERROAS (Erneds and quarses saseioind with s full o, s Eng i Rtwan Loved Moles
individusd Belds ) @

- School Workioroe Member Duts hem Value
F-gaven ome HEADER MFORMATICN

|

| - o

! | e Ralerence Date 2307

i l o Vipw Somce Dutalls W A
|

|

18



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. E.g. 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.

From the Workforce Members screen, select the record, then click View All in the ‘View
Absence Details’ row. Errors are displayed against the ‘First Day’ and ‘Last Day’ data items
in the ‘Errors’ section of the screen.

Click on the red box in the row for ‘Last Day’. An error report will be displayed showing all
errors and queries associated with that data item

[ Appom | AEmn | mineons | i | view |[TEE Lo || e

> 4000, B41,5 > Regular Tesches, WA 1456788, 0806/ 163
L
|~ School Warkioros Araual Colecion. Absence - Darlington Scheol of Maths snd Sclenoe

~ShootWariforoekoduies
e G 0| MW
~-Shool Workforos Membser
e e
e AIRSENCE
-F-'-Fﬂ'_ Fust Cary PI-05-05 z [
\-~Contract or Servioe et Dy 004 2
1, ok ‘Workng Oaye Lost 20 o4
| Laddtonal Fayment ileiencs Catigory Sk F.d
—~Absence [1] Estab 222 K
—Curnculum
L Subjests
~-Schoal
1 Lt
Blade Error Report - SchoolWorkforceCensus2013
Darlington School of Maths and Science Error report on 13/08/2013 at 10:40 Return
Data Field FirstDayOfAbsence
Priority Errors Count 1
Rule No. Error Message Notes
Last Day of absence cannot be before First Day of absence - Fid
Priority Queries Count 0
Rule No. Error Message Notes|
Priority oK Count 0
Rule No. Error Message Priority Notes|
Li]

@ Crowm copyright | Disclaimer | Privacy

19



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.

Blade Error Report - SchoolWorkforceCensus2013

Darlington School of Maths and Science Error report on 137082013 at 10246 daniinn
DTt m
- Valuo :
Fust Day slan & 201 1L O0AM
BEA0G . :t beast o $1a recond in thes school s retum should show a role of Head bsien 2 Las1 Dy whan 4 2013 L2 00RM
L il l— | el
a0 Last Dy oof b eannct ba balor First Day of absanci Erors | (| Detads | [Fd

Correcting Errors

Identify which of the fields contains the incorrect value and return to the screen that contains
it by clicking on the field value in the details section. Change the mode of the form to ‘Edit’
and then click on the data item that needs to be changed

Viewing Errors and queries

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

o 4000, B41,5 > Regular Toaches, WATA56FHE 08706, 1565
o

T T T Tl Wb ey —_— —

= Schoahtoriforosodulig
Sovetdoatembe Daem v g ZE o e ey
Marfs AESENCE
Fastaly hiacrn First Dy 2013050 1] F.d P
R b o1 Doy 2013-05-04 1} g
] Er : Wioring Darys Lot 24 | F-d
L adetiaal Paymant Absence Calegory Sciness Fod
|- Absnce [1] Estab 22 F.d
tusalihcation
| Subjests
- chonl
| |mcansy

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 left of the screen to be taken to that field in
the return

20



Blade Error Report - SchoolWorkforceCensus2013

Barlington School of Maths and Sdence Error repart on 1308,/ 3013 at 10:53

Ronsm
.Iﬁim - v :.F::rh:mum«mamw:mwmm-mﬂm In : |
4%h Lass Dary of absence cannot b= befors Fst Day of absence Emos

o miesing W amber Seis Des |

21



Providing Clarification/ Supplementary Information

In some instances it may be useful to add explanatory information about a data value, in
particular when an item has an associated query against it.

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

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

School Werkforce Annual Collection
[ apmom | MiEmes | Mo | a4 |[View | Es | e | B
o
' Schoal Warkforce Annusl Collection. Schaol Workforoe Annual Collection - Darlington School of Maths and Science P
o
<,
-schoataarkdanceModules
vt 0] e e gy e o e ey
e HEADER INFORMATION
—Farmer Family Name Cellaction Rehool Wierdsta Camu .
(-~Contract or Servioe Yea 2013 &
!““-—'“‘l‘- Refirarce Dite 20131147 .
=Fuok View Sourca Detsils Vi All
L agotional Fayment
- ouemoium
- Cusificanon
 Lousjeas
Sl
ey
—Docasionals
—hgendy TF Suppart Count
Lia

Click add new note and type your note and the error number in the box provided and click
create. — Do this for all queries/errors you need to provide extra information for. The pencil
Icon will then change to a notepad icon showing that a note has been added

Nobe Daetad

eserved notes deleted by ressbmissions

Hola Dvganiiasion Rk 10

Preserved Mote Detall

22



|Nute Page

Create New Note

type explanation here -

[ Create ] [ Cancel ]

23



Approving your return

If you do not need to run Matching & Reconciliation for a school (meaning — you are only
loading one file to 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.

Agent Page SchoolWorkforceCensus2013
Fiiter By: Mame Mative 10 Status Org Groap Crasus —
[Performance sUmmsary
EfTeds
Esgecbid Chsts Eanding Sulbrmetted Approved Authordged
E Q o
1 [=] 1 0 (1] 1 i (+]
urces
Ermory
Somrce I Source Mo Status submittedDate  ApprowedDate  Authorsedlole  Quewe Erroes Querles 0K Emors
B-IIIEHHI mmmﬂmmmnﬁm Amended_by_spent 12/ 08/F013 1 x L1
Operm Rrfmm © Al Barjrct | Drbrite_. Export Srlctod Export Heltiphe_ | Expowt AR |
Upetaaad B bam, bod arbertrd Soairce Uipdased Hiltipde Refums [rig file]
Launch Rrpars_ Qurur Heasgemeel_ Change (urue_ - Brsoker Hatchng Rrseder Rroonsshats.

You will be asked to confirm this function, once confirmed you will see the main screen
and a date will be entered in the Approved section.

24



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

Matres D

Shatus

Qg Eroup

Fliter my: o meset]
riCrmaseCe Sumasary
ErTors
Expected Cutstanding Submitted Approved Authorised
E [+] [+ 4
] ] Q Q 1 2 o
[Sources
Errors
Sowrce 1D Soasros Mo ok SwhmittedDate ApprovedDate  AuthorisedDate Duewe Emrors Dwerles OF Erroes
BANADD  Darlingbon Schesd of Maths sed Sclesce Asverwadied by _sspesd 1208/ 3013 1 2 1]
Pags 1ol 1
e ey 2ats Agperive AL Repeit. Bebeie.. (Baport Seledied | | Baport Huliple.. | gt AL
Updiad Retusrm fow eleched Sowve.. tiphoand Fualipbe R turms (o e Agrrt Admaresteats
Rlane Scheried Re ) walslan e Al o valslat el | Rum Huabheg | it Rpeskatinn
[P . ‘Jurur Hanagement_ Change Qurusr._. [ - Barscher h Eursober duabic

Along the top of the report you will see a toolbar with various functions

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.

Report Launch

REFPORT SELECTOR

Performance summary - Collection

I Expected Outstanding Submitted Approved Authorised
I| 1470 99.2% 0.7% 0.1% 0.0%
Performance summary - Agent
Expected Outstanding Submitted Approved Authorised
1 0.0% 100.0% 0.0% 0.0%
Reports Report Description
Amended Data - To display any changes made to originally submitted data as a result of on screen amendments.

Please Note: Data from previous day
Amended Data

M & R Matching Required but Not Yet Started

M & R Matching Started but Not Yet Complete

M & R Number of Returns by M&R Status

M & R Reconciiation - Data Issues

M & R Reconciiation Not Yet Complete

M & R Reconciiation required but Mot Yet Started
Matching and Recondilation Status

Missing Contracts

Missing Payment Detais for Contracts

Notes Report

Post Recondiiation

Pre Reconciiation

School Error

School Error Breakdown

Staff Breakdown by Gender and FT/PT
Workforce Member

Launch Repart r

(2]
2 el
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These allow you to;

4 4 1

\/Amended Data Report

4 4 1 of1 | Pl

of 1 [kl

& 100%

e

100%

-

Navigate between pages of the report.
Zoom control for viewing the report at various zoom levels.
Enter text, to find on the report
Refreshes the report output

Produces a hard-copy output of the report
Save the output created

FEEEE

XML file with report data |

School: 841\4000 Darlington School g

C5V (comma delimited)

Acrobat (PDF) file

Data Report

(Return Status = Amended by agent) Report Date: 13/08/201

Workforce Member Date Of Birth | NI Number | Source Software MHTML (web archive) Data Item Original Value Current Value
Level Code Excel
Regular Teacher, One 08/06/1963 WA145678B | School SIMS TIFF file QTS Route Annual College Exit - Graduate Teacher Programmi
Word Graduate Course
QTS Route [Blank] Annual College Exit -
Graduate Course
Contract or Senice Post Support Staff Classroom Teacher
Post Classroom Teacher Support Staff
Rale Role Identifier Bursar Classroom Teacher
Role Identifier Educational Psychologist Bursar
Role Identifier Higher Level Teaching Educational Psychologist
Assistant
Role Identifier Classroom Teacher Higher Level Teaching
Assistant
Absence First Day 2013-06-03 2013-06-05
Regular Teacher, One 08/06/1963 WA145678B | School SIMS School Workforce Member QTS Route [Blank] Annual College Exit -
Graduate Course
Absence First Day 2013-06-03 2013-06-05

Produced by COLLECT

Report Date 13/08/2013 12:02:32

Clicking the drop-down menu, 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. Click on the ‘Save’

button to save the report file
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Exporting a return

A return can be exported in xml or csv format by using the Export selected

Fliter By: hame Makree [ Status Org Froup e = | 1
Ferformance sumamany
Ermors
Expacted Ceatstandng Submitted approved authorsed
E L] L+
] Q o 1 Q 1 2 o
EUrCeEs
| Errors
[Sowrce 10 Scurce Kame Status Submiltedikate Approvedbate AuthorisedDate Dwewe Eorors Dwerles O Enrors
B RAD00 Darlingion School of Matls and Sclence Approwed 1270873013 13,08 2013 1 2 o
Page 1 of 1
Uil Befnsr biw trbeatod Spere. bl Pialaple Betuoms o fde g t
Lasarsch Birparts_ Qurur Hanagemenl.  Change Quess_ b - Borwodver P 1

If not already selected, select the Export as xml option and then click on the Export button.
A progress message will be displayed.

SchoolWorkforceCensus2013 Export

CHOOSE EXPORT FORMAT

Export the current data for your selected Sources
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 — |

Important Note: If the export process fails, with a message stating that Internet Explorer has
blocked download of a file, you might succeed if you try again. On the second attempt, hold
down the Ctrl key down continuously from before you click on Export until after you see the
resulting files displayed in Windows Explorer. If this is still not successful, you will have to
adjust the security settings on your internet browser.

When complete the result of the export will be displayed and you will be offered the
options of saving or opening the export file. Click on the Open button
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The security settings on your pc may prevent the ‘File Download’ appearing If this is the
case then go into the ‘“Tools’ menu option at the top of the screen.

Select ‘Internet Options’ from the drop down menu.

Select ‘Security’ from the option buttons

Selected ‘Trusted Sites’

Select ‘Sites’

The select ‘Add’ and type the following into the text box:
https://collectdata.education.gov.uk

Then select ok and ok.

Alternatively you could try changing you security settings by

Going into the Tools menu option at the top of the screen, Select Internet Options, Select
Security, Click on the custom level button, then make sure that automatic prompting for
file downloads is set to enabled (it's a third of the way down the list)

Then trying producing the export again and this time the Open/Save/Cancel dialogue box
should appear

Export Results Page

INFORMATION

E rt Finished. —
Hport P rU% of BladeExportResults.aspx from collectdataust.educ... IE = @]

TR merl e = —

Do you want to open or save this file?

Folder Organisation Name .:‘L Hame: Current-Elade-Export zip Native Id Result
=

/EstabNo=8414000 Darlington School of = Type: WinZip File 8414000 Data Collected
From: collectdatauat.education.gov.uk

© Crown copyright | Disclsimer | Privacy

Open ][ Save ][ Cancel J

i - While files from the Intemet can be useful, some files can potentially
L @ harm your computer. If you do net trust the source, do not open or
- save this file. What's the risle?

Click on the Open button to bring up the file details in Windows Explorer
Double click on the folder ‘EstabNo=’ to open it; it contains the exported XML file, which you

can double click to display the data.
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File Actions \iew

)
g g M

Hew Open Favorites
Address
Folders ®
D [Curvent-Blade-Expon[l Lxip]
Details

Estabio=5414000

Jobs  Options  Help

®

- P L]
Ry ey &« (@ N
Add Extract Kail Encrypt Wigw

Details

ExtabMNo=G414000

Type
Falder
Falder

—
I ]
&)

View Style

Y

‘Wizard

Modified
13,/08,/2013 13:...
13/08,/2013 13:

Sge  Ratio

Packed

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

™ 0 S = -._.?: 5 I ) N ) e . s E 5
G Ik~ RSN S BRI R Y A s
MNew Open Favorites Add Extract Mail Encrypt View CheckOut  Wizard  View Style
Address
Folders X & Name : Type Maodified Size Ratio Packed
0 [Current-Blade-Export[1] zip] [ Details Folder 13/08/2013 13:... :
i Details ] Blade-Export 13-08-2013_absence.csv Microsoft Bx.. ~ 13/08/2013 13:.. 36 2% 215
[EL) Blade-Export_13-08-2013_additionalpayment.csv Microsoft B, 13/08/201313:.. 1271 31% &7
(2L Blade-Export_13-08-2013_agencytpsupport.csv Microsoft Ex...  13/08/2013 13:... 227 28% 164
EL) Blade-Export_13-08-2013_cbdslevels.csv Microsoft Be..  13/08/2013 13:... 192 25% 144
ZL) Blade-Export_13-08-2013_contractorservice.csv Microsoft Be..  13/08/2013 13:... 494 35% 322
L) Blade-Export_13-08-2013_curriculum.csv Microsoft B, 13/08/201313:.. 246 25% 185
IgBIat:ie-Ex;;l0rt_13-08-2013_1‘0rr'r1er‘Far‘niI).rnar'ne.c5\.r Microsoft Ex...  13/08/2013 13:... 120 28% 86
EL) Blade-Export_13-08-2013_givenname.csv Microsoft Be..  13/08/2013 13:.., 315 30% 220
EL) Blade-Export_13-08-2013_la.csv Microsoft B, 13/08/201313:.. 94 29% 67
EL) Blade-Export_13-08-2013_occasionals.csv Microsoft Be..  13/08/201313:.. 230 34% 152
(EL) Blade-Export_13-08-2013_qualification.csv Microsoft Be..  13/08/2013 13:... 248 27% 180
ZL) Blade-Export_13-08-2013_role.csv Microsoft Be..  13/08/2013 13:... 321 2% 241
(EL) Blade-Export_13-08-2013_roleadditionalpayment.csv Microsoft Be..  13/08/2013 13:... 229 27% 168
(EL) Blade-Export_13-08-2013_school.csv Microsoft Ex...  13/08/2013 13:... 212 4% 161
IgBlacie-Exr;lort_13-08-2013_school\c\rorlt.'Forceannual.cs\.r Microsoft Ex...  13/08/2013 13:... 225 26% 167
[ZL) Blade-Export_13-08-2013_schoolworkforcemember.csv Microsoft Be..  13/08/2013 13:... 579 39% 352
ZL) Blade-Export_13-08-2013_schoolworkforcemodules.csv Microsoft Be..  13/08/201313:.. 307 36% 195
[EL] Blade-Export_13-08-2013_source.csv Microsoft Be..  13/08/2013 13:... 301 28% 218
EL) Blade-Export_13-08-2013_subjects.csv Microsoft B, 13/08/2013 13:.., 304 4% 178
(EL) Blade-Export_13-08-2013_vacancy.csv Microsoft B, 13/08/201313:.. 280 27% 190
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Matching and Reconciliation

IMPORTANT INFORMATION: You only need to complete matching and reconciliation if
you have uploaded data from two separate sources e.g. 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 Academies who have more than one return for their schools to merge
the data from the multiple returns thereby creating one return only per school. Academies
who only have one return per school do not need to run M & R.

IMPORTANT INFORMATION: 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.

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. 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

Data edited or added or deleted records during the M & R process. Once the process
of M & R has been started or is part way through i.e. 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.

Some LAs found it difficult to see which schools were at which stage of the M & R
process, particular now that M & R has been decoupled and returns were in queues
for the Matching or Reconciliation processing. To help Academies with this a number
of new reports have been provided in. These are only relevant for LAs 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.

Matching functionality will only be available on schools or a central return with
more than one return associated with it.
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6. 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.

7. Please note when matching, if one return has blanks, or NOBT in a field e.g. 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
‘NOBT’ values.

8. 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.

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

10. There are a number of business rules which are used to determine when two records
should be matched. Please see Annex A for these rules.

11. There are a number of business rules which are used to determine when two records
should be reconciled. Please see Annex B for these rules.

12. 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.

13. If data is edited either by the source or the agent after matching but before
reconciliation then it is recommended that matching is rerun as new matches may be
required. If this is not done then sometimes after running reconciliation the will 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.

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.

All returns for a school should have a status of submitted or amended by source or agent in
order to run Matching.

To run matching, go into the Agent page and select the ‘Run Matching’ button
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Agent Page SchoolWorkforceCensus2013

MY SOURCES
Faamn Matros B Siabus Oy Grous LT £
Filer By: B [Ea] meser
Ferfomeance sunmany
Erors
Expected Dutstanding Saitemitted Approveed susthorsed
L Q O
1 ] 1 0 ] 2 . L]
urces
1
Somrce I Source Name Status Submittedirates ApprovedDate Authorisediate Queus  Eorors  Cueries 08 Errors
54 14000 Darlington School of Maths and Sclence Submitted  13/08/3013 2 3 L]
Fages 1 of 1
| OpenRrtum. Fre— | Approve Al Rjrsi ] | Deete— | Lxport Solected. | | Lxpert Mulple .
Uploasd Botwrn for welected Somrme—. | | Upload Multiple Reberes. (zip lie) A

Highlight the school and selected the ‘Add’ button. This will move the school highlighted
across to the right hand box. Then select the ‘Run Matching’ button

Matehing

SELECT SOURCES TO MATCH

AVAILABLE SOURCES FOR MATCHING

Avadable Diarhragfon St of Mathes and Scesnce
SOaifes

Sebected
Sources

' copight | i | By \——/

By selecting this button you will have started the matching process for the return. 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

Status of Return During Matching Process

Return with a status of ‘Awaiting_Matching’ then the return has been marked ready for
matching but is still in a queue waiting for the matching process to start.

Return with a status of ‘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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Return with a status of * Matching_Failed’. This is when the matching process has failed to
complete. In these cases then matching will need to be rerun.

Return with a status of ‘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 Annex A for more detail on the rules used for producing the matches.
Matching will be performed at Staff Details level i.e. 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 manually matched

Mo Matched identified

Matching <

Allmatches resoled

Automatic Write matching

results to  Match
W Results table
Remove results it
original records re-
edited

Mo Match
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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

Lgent Page SchoolWorkforceCensus2013

M 5 ol [Eesen]
Filter By: Hama atree [0 Status Qg Group e &=l ]
Perlormancs summary
Errors
Expactad Cutstandang Submetited Approsed Authorised
E Q [
i 4] i i) o 2 x ]
Sources
I Errord
isuurw ID  Soarce Hame Status submittedDate  ApprowedPole  Authorsediate  Queus Emors Oueres 0K Eoors
P-u-mon Darlington School of Maths ssd Sclence Amended_by_sgent 13/08/2003 ki 2 o
& i1
Wipkoad Rrimm for srbretrd Soaror_ | Uipload Hultiphe Returns {cig el
Waldad p Serbrcted Rarlum 1 :

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.

Manual Matching

Dardinglon School of Maths and Schence
Select match type:  Auiomatc Mschies

automatic Matches Ho of Awtomat]

Matchaes:
AUTOMATICALLY MATCHED DATA ITEMS
Frst recoid o St Mz of reooeds i sat
BOII415: Regular Teacher, O - 087067 1963 2
Page § of 1

MATCHES FOR THIE DATA ITEM

g Rrmlar Famidy Mars Lrviafi Mafel| 4 Foimmal Farmely Maff Date of Brth Gender Ml Humbaer L& Mo Estab Mo Software Code DD

T aCrer N ol oW C ol Ll
= BN2341%F Raguiar Teacher One B 1903 Fomagle WAL45G78E B41 4000 MR School
Mstch-1 = BO2J4S Ragudar Tanchar  Ofa OROSILO6] Fesals WALASETRD 841 4000 GimME Gehael

The user does not have to take any action on these matches unless they do

not want them to be a match. 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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B34 15: Regular Teacher, One - Q006 1963 2

w BOOLS Ragulyd Taachar Ofi DBO6 19463 Famild WAL4A367ER 241 A0 L. Sehaal
BOZ341% Feguly Teachar v DB 1903 Female WALASG7TEE 841 4000 SIMS Schaol

'd Fig Al Match Rawalts | |_Mipelate Matchas

Manual Matches

If there are records which match on a few of the key ID fields e.g. 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 e.g. 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 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.

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 SDURCES

Nama Mative 1D Status Org Group Queue ——
|rlu:r By: - ] = - ] -
|
Perlormance summany

Efrors
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| 1 o 1 o 0 2 2 0
|
Sources
Erroas

source I Source Hame Status SubmittedDate  ApprowedDate  AuthorivedDate Ouesus Errors Queres OK Errors

14000 Darlingion School of Maths and Scenoe amended_by_sgent 137082013 2 2 1]

moa 1ol 1
|
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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.

Re-run
matching to
confirm

\ Write  reconciled

data to COLLECT

Reconciliation _"' master retum &

mark original data

\ as invisible

Highlight the School, click add and then select the ‘Run Reconciliation’.

Reconciliation

SELECT SOURCES TO RECONCILE

AVAILABLE 3DOURCES FOR RECONCILIATION

Availabile
Sources
Selected PR
i — | Remowve |
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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.

Return with a status of ‘Awaiting_Reconciliation’ is when the return has been placed in the
reconciliation queue but reconciliation has not yet been completed.

Return with a status of ‘Reconciliation_in_Progress’. This is when the return has reached the
top of the reconciliation queue and is currently being
reconciled.

Return with a status of * 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.
Return with a status of ‘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 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 Agent’ is shown as the status
you will need to resolve any records not Automatically reconcilied. Click on the run
reconciliation button to run this.

BLaeThin Matras 1D AP O Groug R
Fillter By 2 Go | Rest
Performancs summany
Erree
Expocted Outstanding Submitted Approyed fusthorised
i [+] 3
a a a 3 2 (-
SOLFOES
Soaiireg [0 Spiarcs Maire SEaTLS Sl e d B 16 Approved bate At sedDats Ouigaie Errers Oudries OF Effors
AAL4000  Darlington School of Haths and Sciesoe Amiwrded_ by e 13,08/ 1013 3 ] o
O Rtuim AP Mg AL Rejeit— Duelete Dupert Selexod Wt Madtupde Dt AR
Wil Betusm i Sebeltol Siarie .. kil il Retusivn (o fle )

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.
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When the return status returns to Amended_By_ Agent then the users 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’.

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.

Aanual Reconciliation

Select reconciliation type: IRecunciIed Records j

Select record type: IS hoolWarkfi | Undo Reconciliation I

GivenMNarne (2)
ContractOrService (B)
AdditionalPayment (0)

Ruole
RECONCILED SCHOOLWORKFORCEMEMBER RoleA(?ditionalF'ayment 2

SoftwareSourceTeacherNumberPersonFan Curiculum (2)

teconciled SchoolWorkforceMember
tecords

Mo of Reconciled Records: 1

erCurrent PersonBirthDateEthnicityDisability QTStatus HLTAStatus/QT!

Code Level Qualification (2)
Absence (2) anr
COLLECT White - ol
School 7932786 Brown PNB02417AMale 09§11/1957 . Yes False Exit
System British
Gra
Cou
Page 1 of

1

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.

The user should work down the list of record types, reconciling the
SchoolWorkforceMembers first, then the ‘GivenName’ then the ContractorService’ and so on.

|UI"I|E'IZ‘I.':I"IIZI|E‘I1 Reconds d

Select reconcillation typ

pe: |SchoolorkforceMemiber (2) =]
Geavendlame (1) o of Unr

CortraciOSerice (1)

AdditionalP aymen (2)

Fol

SCHOOLWORKFORCEMEMBER DETAILS RoleditionsiPayient 2)

Software Soprce TaachertumberPardonk sl Cumculem [)
Codi Lwazl (ualfication [

Inreconciled SchoolWorkforceMember Record

upreng PersonBirthDateEthnicity Disability OTStatusHI

White -
C5V B Schoal bbbk L] 10011960 British es Wes Tr
CSVEB Schinol SooERE AD999930  Mala 10/D1/1960 ‘Wihite - Bribshyes Yes T
Page 1 of 1

If we look at this example of a workforce member that needs manual reconciling. The bottom
half of the screen show that there are two workforcemember records ,which have some of
the same information and some different. The different fields are PersonFamilyName and
TeacherNumber. 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, then select the ‘Update Master’
button to save those selections
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POSSIBLE S50URCES FOR MASTER RECORD

SoftwareSource TeacherbumberParsonF amilyNameaNINumber GenderCurmant ParsonBirthDate Ethnicity Disability QTStat
Code Lee

CS5W B  School 999939 Smithy AB2I456TD Mot Enown 10/01/1960 Wihite - British Yes Yas

cEv & LB2I45670 ot Erbwn 10/01 /1960 Wihate - British Yas Yai

|":|||ill'r|,I ;I

N~ ey

In the next example, this is where there are two ‘Given name’ entries for the
workforcemember ‘Brown’. The middle part of the screen provides details of the
workforcemember, the bottom part of the screen show the two ‘Given name’ records.
The user can either save both entries to ‘Master Collect’ by first selecting the ‘Copy to
COLLECT Master’ button to save one entry then select the ‘Update Master’ to save the
second entry. The result of this is that Brown will have two ‘Given name’ records in the
‘Master Collect’ return

[t ko foionrisea fetie - bemishy fres fres

|woonon =]

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.

In this final example there are two ‘Additional Payment’ records for Smith 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 Smith in which case they must use the ‘copy to COLLECT master’ and ‘Update
Master’ buttons to take them both into ‘Master Collect’ return. 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

PARENT MASTER RECORD {CONTRACTORSERYICE) HAS NOT BEEN CREATED
POSSIELE SOURCES FOR MASTER RECORD

Software Code Saurce Lewvel PaymentType Paymentamaount
Copy to COLLECT Master Csy A School Inner London Weighting {Support Staff) 1000.99
Copy to COLLECT Master csy A School Inner London Weighting {(Support Staff) 1000.99
Enner London YWeighting |IDDD.99
Update Master |

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.
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anual Reconciliation

SWF Training School 1
gelect reconclilation type: [Reconciled Records =]

Select record type: |C-me niarme (3) Undo Recanciliation |

teconciled GlvenName Records No of Reconciled Records: 3

RECOMNCILED GIVENNAME RECORDS IN MASTER RETURN

Softvware Code Sourte Level ParsonGiveniName
COLLECT System Schoal James
COLLECT System Schonol Baby Jahn

COLLECT System Schoal Pater

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 unreconciling 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 ‘Master Collect’ 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.

M & R Specific Reports

These are all new reports for this year which have been introduced which should help
Academies to monitor returns through the M & R process. 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 an Academies
to list all the schools where M & R is required i.e. they have more than on return but
no matching action has been initiated yet.

2. M & R Reconcilation Required but Not Yet Started report :- This enabled an
Academies to list all the schools where matching has been completed but
reconciliation has not yet been initiated.

3. M & R Matching Started but Not Yet Completed report :- This enabled an Academies
to list all the schools where matching has been started but not completed.

4. M & R Reconciliation Started but Not Yet Completed report :- This enabled an

Academies to list all the schools where reconciliation has been started but not
completed i.e. there are still records which need manually reconciling.
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M & R Remaining Visible Source Records after completing M & R report :- This
enabled an Academies 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 sources records left so these
need individual investigation by the Academy. 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 an Academy with
a breakdown of their returns in relation to the Matching and Reconcilation process.
The report provides figures for the following:-

Total No Data = Number of schools where return status = ‘No Data’

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

Total Matching not yet started = Number of schools with

more than one return and matching has not been started

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

Total Matching completed but Reconcilation not yet started = Number of schools
with more than one return where matching has been completed but reconciliation
has not been run (started)

Total Reconcilation started but not complete = Number of schools with more than
one return where Reconciliation has been run but has not yet been completed
Total Reconciliation completed, single source = Number of schools where
reconciliation has been completed and they now have once single return.

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 them please investigated then schools and check
M & R Important Information and if none of that explains the reason why there are
multiple sources then please contact the helpdesk.

Annex A — Matching Business Rules

Rule Description

No

1. Matching will be performed at the Staff Details level.
Within a data return, data items on the staff details record will be compared against other
staff details records within the data return and
to matching individual across all the data returns for that source.

2. Matching will only be carried out on Data Returns with a status of submitted or above in
the workflow.

3. If records are not matched automatically but are identified as potential matches manual
matching will be required.

4. Incorrect automatic matches will be available to be manually marked as not matched and
should not subsequently be display unless and amendment is made to the data either
online or via a resubmission..
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5. If records cannot be reconciled automatically as the data is found to differ in the data
sources manual reconciliation will be required.
6. A data agent is expected to have completed matching and reconciliation prior to Approving
a Data Return.
Staff Module
Ref Rule Notes
1 If two records within the returns for that source have the same Records Matched
Teacher Number and NI Number
Automatically
2 If two records within the returns for that source have the same Records Matched
Teacher Number, Person Family Name and Date Of Birth _
where the records have differing NI Numbers. Automatically
3 If two records within the returns for that source have the same Records Matched
NI Number, Person Family Name and Date Of Birth where the .
records have differing Teacher Numbers Automatically
4 If two records within the returns for that source have the same Possible Match
Teacher Number, Person Family Name where the records have
differing Date Of Birth and NI Numbers Resolve manually
5 If two records within the returns for that source have the same Possible Match
Teacher Number, Date Of Birth where the records have
differing Person Family Name and NI Numbers Resolve manually
6 If two records within the returns for that source have the same Possible Match
NI Number and Person Family Name but records have differing
Date Of Birth and Teacher Numbers. Resolve manually
7 If two records within the returns for that source have the same Possible Match
NI Number and Date Of Birth but the records have differing
Person Family Name and Teacher Numbers. Resolve manually
8 If two records have the same NI Number but none of the other | Possible Match
identifying fields match.
Resolve manually
9 If two records have the same Teacher Number but none of the | Possible Match
other identifying fields match.
Resolve manually
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10 If two records have the same Surname and DOB but records Possible Match
have differing Teacher Numbers and NI Numbers.
Resolve manually
11 If two records have a Surname equal to the Former Possible Match
12 All other records will not be classified as having a match. No Match

NOTE: Two or more records would be identified as matches using the above rules. The

exception to this is where one record has a Contract Type of Contract — where the
Contract Type = ‘PRM’, ‘FXT’ or ‘TMP’ — and another record has a Contract Type of

Service Agreement — where the Contract Type = ‘SLA’, ‘'SAG’*or ‘SOT". In this case the

records will not be matched.

Annex B — Reconciliation Business Rules

Contract / Service Agreement Module

Ref

Rule

Notes

If two contract records have the same Start Date,
Contract Type, Role, Post and Estab Number where
one is a school level record (Source Level = ‘'S’) and the
other is a LA record (Source Level = ‘L")

Note: where one or both post records are provided
the record would still be classified as a duplicate

Potential Duplicate
Resolve Manually

If two contact records have the same Start Date,
Contract Type, Role, Post, Estab Number and record
levels are equal (both source level records equal to ‘S’
or both equal to ‘L")

Note: where one or both post records are provided
the record would still be classified as a duplicate

Potential Duplicate
Resolve Manually

If two contact records have the same End Date,
Contract Type, Role, Post and Estab Number and
record levels are equal (both source level records equal
to ‘S’ or both equal to ‘L")

Note: where one or both post records are provided
the record would still be classified as a duplicate

Potential Duplicate
Resolve Manually

If two contact records have the same Start Date, Role,
Post, Estab and Level and Contract Type is equal to
PRM, TEMP or FXT

Note: where one or both post records are provided
the record would still be classified as a duplicate

Potential Duplicate
Resolve Manually

All other records will not be classified as having a match
and therefore no reconciliation action will be required .

Automatically include in

master record
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Role Module

Ref Rule Notes
1 If two Role Records for a contract have the same Role Potential Duplicate
Identifier Resolve Manually
2 All other records will not be classified as having a match and Automatically include in
therefore no reconciliation action will be required for them master record

Role Additional Payments Module

Ref Rule Notes

1 If two Additional Payment Records within the same Potential Duplicate
<RolelLevelDetails> group have the same Additional Payment | Resolve Manually
Category and Payment Amount where one is a school level
record (Source Level = ‘S’) and the other is a LA record
(Source Level = L)

2 All other records will not be classified as having a match and Automatically include in
there no reconciliation action will be required for them master record

Additional Payments Module

Ref

Rule

Notes

1

If two Additional Payment Records within the same
<PostLevelDetails> group have the same Additional Payment
Category and Payment Amount where one is a school level
record (Source Level = ‘S’) and the other is a LA record
(Source Level = ‘L)

Potential Duplicate
Resolve Manually

All other records will not be classified as having a match and
there no reconciliation action will be required for them

Automatically include in
master record

Absence Module

Ref Rule Notes
1 If two Absence Records have the same First Day of Absence Potential Duplicate
and Absence Category Resolve Manually
2 All other records will not be classified as having a match and Automatically include in
therefore no reconciliation action will be required for them

Curriculum Module

Ref Rule Notes
1 If two Curriculum Records have the same Subject Code and Records Matched
NC Year Group Automatically
2 All other records will not be classified as having a match and Automatically include in
therefore no reconciliation action will be required for them master record

44




Qualification Module

Ref Rule Notes
1 If two Qualification Records have the same Qualification Code | Records Matched
and Subject Code 1 Automatically
2 All other records will not be classified as having a match and Automatically include in
therefore no reconciliation action will be required for them master record
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Help

In order to access the collect system for the School Workforce you will need
to complete the Data Collection LA Access form. You will be given access to
both Forecast and Capacity. Please note that we will not be rolling over
access from last year’s database.

If you have any queries or have a change to your contact details please
could you complete Service Request form a Service Request form and select
the option School Workforce.
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https://www.education.gov.uk/researchandstatistics/stats/access
https://www.education.gov.uk/researchandstatistics/stats/requestform

AN
Department
for Education

© Crown copyright [2013]

You may re-use this information (excluding logos) free of charge in any format or
medium, under the terms of the Open Government Licence. To view this licence,
visit www.nationalarchives.gov.uk/doc/open-government-licence or

email psi@nationalarchives.gsi.gov.uk.

Where we have identified any third party copyright information you will need to obtain
permission from the copyright holders concerned.

Any enquiries regarding this publication should be sent to the data collections helpdesk.

This document is available for download from the Department’s website.

Reference: DFE-00152-2013
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