








3) Overtype the data or use the dropdown options to select updated data and click
‘View’ to save.

Editing a pupil record

1) Use the ‘View All’ buttons to navigate to the ‘Pupil on Roll’ or ‘Pupil no Longer on
Roll’ section of the return

2) You will be presented with a list of pupils; you can use the filter bar to search for a
particular child using UPN, surname or date of birth.

3) Once you have the correct pupil record shown you need to select which area of
the return you wish to edit by clicking on either the headers. CHECK UPN



Once you have navigated to the correct area of the pupil record please click ‘Edit’.

AllEmors | All Notes

aa_| [ ean_) oot | 5o |

4) Overtype or use drop down menus to update the information and click ‘View’ to

save.
\
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-
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S 3 Comm eouay (K ngrasa) | o | o
Pupl Date of Entry © - Other Proidsr -
Pupl Part:Time Indicator Foise S o | o
Pupl Boarder Indicator N - Not & boarder v |
Pupils Actual National Cumiculum Year [2-roarsery secona yoar v, o 1 U

Growp.

Popular Changes

This section shows the most frequent changes made to a return within COLLECT.
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Changing a UPN

1) To make the fields in the return open for editing click on the ‘Edit’ button displayed
in the top right hand corner of the screen

Pupil On Roll - Identifiers

_ mems |

‘Pupil On Roll - Identifiers - SA Test School 1

200609 S - ammmm(m
ot
195710 c am1mu¢mmmm ;,

hool)
1% c - Curtent (single registration &t this P

Pupil on Roll Identifiers
Missing Address

Unique Pupil NumberUPN) RS
Pupils Former UPN ro012000
ULN 700002 |
Pupl Sumame |sumame ]

clo|le|lo|e
ololo|el|e

2) You will need to overtype the UPN with the updated one. Once done click ‘View’ to
save the change

3) You can tell that a change has been made by displaying a scroll in the history
column of the return.

Pupil On Roll - Identifiers

ot oun-u(wommmm .,
hool)

;m - Cunrent (single registration ot this
1 f

Pupil on Roll Identifiers
Missing Address

Unique Pupil Number(UPN)
Pupil's Former UPN

uN

Pupil Sumame
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4) Double clicking on the scroll will show the change that has been made, when and by
which username

SA Test School 1
History report on 27/08/2015 at 12:39:07
Data Unique Pupil Number{(UPN)

. ; Start Date
Filter By: v

New Value Role Organisation
E00161 5283946 I Agent Department for Educ
Update E001615283946 \ [: Agent Department for Educ

Off rolling a pupil
1) Locate the pupil in the same way as above through the pupils on roll ‘View All' and

filter bar.
2) Once you found the relevant pupil, click on the edit button

'upil On Roll - Identifiers

Al Errors | All Notes Add ] Statu

3) You will see a drop down box becomes available at the bottom of the screen, to
transfer the pupil off roll change this to ‘True’

Fle Edt View Favortes Tools Help

5 (B EFA training - View Downl.. &) Suggested Sites v &) Web Slce Gallery +
TETETE T 2001800214001 DUPSumame 1DUPForenamet 29108 ‘S - Curent subsidiary (dual 8 o o 2 i o 0 o0 A
> Annual Attendance 31 registration) | |
> Characteristics : 293899 .- Current main (dual registration) 8 1 0 ﬁ ’1 0 k 1
i D001764821039Sumame B Forename 200609 |5 - Curent subsiclary (el 3 }o o 0 0 o o 1
> Status
> Summer Half Term Attendance Sumame2  Forename2 :”997'1“ © ;‘C:")'e"t (single registration at this 7 }o o 1 1 0 2 o
schoy
> Termly Attendance Sumamed  Forenamea 199809 (C- Cument (single registration at this ¢ \0 o b b o A o
-Termly Exclusions 01 school) |
-~ Termly Session Details
Pupil On Rol Pupil On Roll Termly Pupil On Roll Summer Pupil On Roll Annual
-~Addresses. Pupil On Roll Status ‘
ey ‘ Gharacteristics Attendance Half Term 2 Aftendance Attendance
e S e e T ok ey
~Learning Aims [3] e [ e
-FSMperiod [2] Pupil on Roll Identifiers
-Summer Half Term 2 Session Details  Missing Address 0 0 0
--Pupils No Longer On Roll [4] Unique Pupil Number(UPN) [E001615283946 0 0 0 g
1> Annual Attendance Pupil's Former UPN I 0 0 0 g
t> Characteristics olun [rooo02 ]| o 0 0
> Identifi
< Ll 5 |Pupl Sumame [sumame ] 0 0 0
Pupil Forename [Forename 0 0 0
Pupil Middle Names [Micale | 0 0 0
Pupil Fomer Sumame [Former 1 ] 0 0 0
Pupil Preferred Sumame Preferred 1 0 0 0
Gender of pupil |M - Male 0 0 0
Puplil Date of Bitth [1es8-08-01 1
Pupil On Roll Temly Exclusions View All
Pupil On Roll Post 16 Leaming Aims View All
Pupil On Roll Addresses View All
Transfer Pupil to Off Roll
False 9
4 ) < True .

The record will be updated overnight and will show the pupils as ‘no longer on roll’
the next day. As the pupil’s leaving date will not be included Error 1920 will trigger,
therefore the pupil no longer on roll record will need to be amended.
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Adding a missing address

1) Locate the pupil in the same way as above through the pupils on roll ‘View All' and
filter bar.

2) Click on the ‘Pupil on roll Addresses’ ‘View All’ Link.

200609 S mn-lnlull-y(l‘

mno-E mm(mm-mnm- H
[A—— a gm - Current (single registration at this s

Pupil on Roll
Missing Acdress
Unique Pupil Number(UPN)

[

[

Pupi's Former UPN [}
uN [
Pupll Sumame 0 (]
0

0

0

0

0

Pupil Ferename
Pupil Migdle Names. Middie |
Pupl Fomer Sumame Former 1 |

< 5

3) Click ‘Add’ to bring up fields to enter in missing address details

ddresses

All Errors Al Notes Add |[View  Edit | Delete | | Siaiie

> 2001800214001, DUPForename1,DUPSurname1
o

Drill Up

}Addrsss SA Test School 1

Pupil On Roll Address

Postcode o [ o [ o ]
BS7666 Format

Sub-cwelling (SAON) 0 0 0
Dwelling (PAON) 0 0 0
Street 0 0 0
Locaiity 0 0 0
Town 0 0 0
Adminstrative Area 0 0 0
Post Town 0 0 0
Line Address Format

Address Line 1 0 0 0
Address Line 2 0 0 0
Address Line 3 0 0 0
Address | ina 4 n n n
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4) Once all address details entered click on ‘Save’

Addresses
Add new record ? Save Cancel
>
[i]
--5C16 Summer [4] /Addresses - Test Organisation 24
~Levels
~Sthool [18]
> Characteristics L <
' Errors
~Pupil On Rl [29] Data ltem Value . g OKErmors  History
- > Characteristics Pupil On Roll Addresss
> dentifiers Posicode frest ] o o ’
> Status BS7656 Format
> Termly Attendance Sub-dwelling (SAON) [Test | 0 0 0
~Termly Exclusions [1]
Dwelling (PACN) [Fest | 0 0 )
~Termly Session Details
- Addresses Strest \ | 0 0 0
~Lezmer Support [2] Localiy [ | 0 0 "
~Free Scheol Meals Period [2] Town [Fest | 0 0 D
=-Pupils No Longer On Rall [4] Adminstrative Area [ | 0 0 n
> Graracteristics oot Ton = x| o o )
Lt Line Address Format
1> Stat
[ Address Line 1 [ | o 0 b
> Termly Attendance ‘ |
i ) Address Line 2 0 0 0
F~Termly Exclusiors [2] ess tne
\-Termly Session Details Address Line 3 [ | 0 0 0
..Learner Support Address Line 4 [ | 0 0 0
Address Line 5 [ | 0 0 n

5) This will now save the address and clear any 2355Q query.

Changes to data in pupil records

You can change any information about the pupil in the same way as changing UPN. For
example language, date of birth or enrolment status.

You need to locate the relevant part of the return which needs correcting and then click ‘edit’
to change it, either by overwriting or using a drop down menu of options.
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Deleting a pupil from the return

Sometimes you may need to completely remove a pupil from the return if they have
pulled through in error.

The most common occurrence of this is ‘pupils no longer on roll’ who are aged under 4
where we do not collect any historic records eg attendance/exclusion/post16 data.

On checking the records if you are confident this is the case and the pupil needs
removing please follow these steps.

1. Locate the pupil on the return please use the UPN search where possible to
ensure the correct pupil is selected.

2. Double check the correct pupil is highlighted in blue and the text is in bold and
click the ‘Delete’ button.

Pupils No Longer On Roll - Identifiers

Algnors | AlNotes | add | [View

0
~5C15 Autumn [15] Drill Up
|- Levels [ Puplils No Longer On Roll - Identifiers - SA Test School 1 —I —I
~Schodl [25] |
[ L>am Unique Pupil Number ‘ Pupil [ Pupil Date [— Reset Go |
1 (UPN) Surname of Birth
e o R o8] PN Sumame  Foraname  DOB Pupil Erors  Address  TermlySessions  SummerSesions  Annual Sessions  Exclisions  Post16
l > Anmual Attendance Sumame3a Forename3 20030831 4 L] 0 0 0 0 1
| |5 cranacteristics
= Pupil No Longer On Roll
| 1> Wentifiers Pupil No Longer On Roll Pupil No Longer On Roll Pupil No Longer on Roll ‘Summer Half Term 2 Pupil No Longer On Roll
| b>smus Characteristics Status Termly Attendance Alsirare Annual Attendance
[ > Summer Half Term Attendance Errors
ta Val OKErmors  Histon

| b> Termiy Attendarce LA o] £ a ok
| |-Termly Bxclusions Pupil No Longer On Roll Identifiers
l Termly Session Details Missing Adcress
[ - Addresses [1] Unique Pupil Number(UPN)
| -annuslsessionDetails [3] Pupl's Former UPN
| Fearning Aims [3] ULN
| |- FsMperiod [2] Pupil Sumame Sumame3a
| -Summer Helf Term 2 Session Detalls  Pupi Forename Forenamed
~pupils No Longer On Roll [4] Pupil Micdle Names

|-> Annwel Attendance Pupil Former Sumame

|-> Characteristics | Gender of pupll M - Male

|-> Kentifiers Pupil Date of Bith 20030831 |2 |
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3. You then need to confirm this action or cancel if done in error.

Pupils No Longer On Roll - Identifiers

Confirm deletion ? Yes No

(]
--SC15 Autumn [15] ~ Pupils No Longer On Roll - Identifiers - SA Test School 1
i~Levels
~ schodl [25] l |
| > Characteristics
Z.Pupil On Roll [34]
7> Anntal Atendance Pupil No Longer On Roll Pupil No Longer On Roll Pupil No Longer on Roll gueliiolConaeronRoll Pupil No Longer On Ro
> Characteristics Characteristics Status Termly Attendance sum;{':;;:l:‘::m 2 Annual Attendance
> Mentifiers Errors
> Status Data Item Value E Q OKErrors  History
~>Summer Half Term Attendance Pupil No Longer On Roll Identifiers
> Termly Attendance Missing Adcress 0 0 ¢
~Termly Exclusions Unique Pupil Number(UPN) EEE o ¢
~Termly Session Details Pupil's Former UPN ° ° ¢
~Addresses [1] ULN o 0 :
~AnnualSessionDetails [3] Pupil Surname Sumame3a 0 0 Y
~Learning Aims [3] Pupil Forename Forename3 0 0 ¢
~FSMperiod [2] Pupil Middle Names 0 0 0
~-Summer Half Term 2 Sessicn Details Pupll Former Sumame 0 0 "
”r“pils Wollerer CaRHll[E] Gender of pupil M - Male 0 0 3
: 2:::::::"‘5 Pupil Date of Birth 2003-08-31 I o 0
J | |Pupil No Longer an Roll Terly Exclusions View All
> Wentifiers Pupil No Longer On Rall Post 16 Leaming Aims View All
< > Pupil No Longer On Roll Addresses View All

Please note — Unlike an amendment to the return deleting a pupil is irreversible
without a re-load of data. Please ensure you have highlighted the correct child before
removing.

Removing a duplicate record

The department will run extra checks on your data prior to authorising such as looking at
duplicate records for example FSM periods or exclusions. We will contact you regarding
these and ask that you update COLLECT to only show one. Using duplicate exclusions
as an example please follow the following steps.

1. Locate the pupil using the ‘View All' buttons and filter bar. Once the correct pupil
has been highlighted, click on Pupil on Roll Termly Exclusions ‘View All’

SC16 Autumn A
Al Enors AlNotes | Add | View 7 ;
[
~-5C16 Autumn [4] . SC16 Autumn - SA Test School 1
FLevels
L School [20] AAll notes must be added in the “Return Level Notes™ section
| > Characteristics
ARllonlRollIS] Encis] OK Errors Return Level Notes.
> Annual Attendance Return Level Errors E
> Characteristics T 2
> Identifiers —
> Status Data item Value a OKErors History
> Summer Half Term Attendance School Census Autumn 2016
> Termly Attendance Collection sc
Termly Exclusions [4] Term AUT
~Termly Session Details Year 2016
Addresses Reference Date 2016-10-06 2 |
AnnualSessionDetalls Source Level L
Learning Aims [8] A 520
~FSMperiod [2] Estab 1001
Summer Half Term 2 Session Details Software Code MadeUp
Nationalities Reloase
=-pupls No Longer On Roll [1] vorsion
> Annual Attendance Serai NG "
> Characterlstics V [Datetime 2016-01-01 00:00:00
45> dentifers School View All
Pupils on Roll View All
Pupils No Longer on Roll View All
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2. You will see the exclusions listed here. Please highlight the one you need to
remove by clicking on it and then click the delete button.

‘ermly Exclusions

> Forename3,Sumame3a

Pupil No Longer On Roll Termly Exclusions

Exclusion Category FIXD - Fixed Period o | o o |
Exclusion Reason RA - Racist Abuse o | o o |
Exclusion Start Date 20150131 o | o o |
‘Exclusion actual number of sessions 20 o | o o |
In Care Indicator Troe o | o o |
 Pupl SEN Prousicn A - Schodl Action or Eaty Years Action ¢ | o 0|
3. You then need to confirm this action by clicking ‘Yes’
Termly Exclusions
Confirm deletion ? Yes No

> Forename3,Surname3a

Adding a pupil record

To add a new pupil record, select the view all button on the pupils on roll line

$C16 Autumn A

MiEmors | All Notes S| [Fiew [EGT| [erien| PstEs

A SC16 Autumn - SA Test School 1
—

School Census Autumn 2016

[Collection 0 0 0
Term AUT 0 0 0
Year 2016 0 0 0
Referer 2016-10-06 2 | [ 0
Source L o | o 0
LA 520 . 0
Estab 1001 T 0
Software Code MadeUp 0 0 0
Release 0 0 0
wersion 0 0 0
Serial No 1 0 0 0
Datetime 2016-01-01 0000.00 0 0 0
School
Pupils on Roll
Pupils No Longer on Roll

Click on the ‘Add’ button. This will bring up a new record in which all the appropriate pupil
identifier sections must be completed.
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On completion select the save button to save the record.

_mEme | aae | @WLI&IM

|MU’|Emr|’
R

__‘Pupllmloll-ldlnﬁﬁm-sh'hﬁsdnd‘t

Unique Pupil Number(UPN)] Eur L

Pupll on Roll Identifiers
Is5mg Addross

Ew
Former UPN

LN 18103371
Jrupi Sumame [Test 1
Pupd Forename

Forename 1

FF - Female

[emaron S o
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Reports

A report is available on COLLECT which will detail the change history of a school. This
report is available to all schools and local authority users.

1) Click on the ‘Launch Reports’ button

[ Launch Reports... ]

2) Select ‘Blade Amendments Report’ from the drop down & click ‘Launch Reports’

Report Launch

Reports Report Description

Blade Amendments Audit Report ¥| Shows datails of all amendments made online via the blade.

3) Click on ‘Launch Report’ again on the next page to confirm

Launch Report

4) Your report will be displayed detailing any change that has been made to the
return.

Local authorities - You will see a full list of schools where changes have been made.

Please follow the COLLECT user guide to see how to export or print this report.

Help

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