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School ‘Source page’ screen

The next screen (‘Source page’) provides a summary of the latest position with respect to
the selected data collection. You will see information on the current status of your
collection return and will be presented with a number of options.

The status of your data return ¢ |Loaded_and Validated
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What can I dg MY Ba Return?

Press this button to Import a file into your data retum
Press this button to Add a new retumn using a web form
Press this button to Open your data return

Press thes button to Submit your completed data retum
Prass thes button to Export your data retumn to a file
Prass thes button to Report on your data return

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 Submatted Date Approved Date Authorised

Open return

This option is greyed out until the data is loaded and is used to access the loaded data for
editing or viewing.

Submit return

This option is greyed out until the data is loaded and validated and is used to submit the
data to the department. This should only be done when the data is complete and clean.
Once a return has been submitted control then passes to the department.



Errors

When a return has been uploaded a number of validation checks are run against the data
in that return and will trigger errors or queries.

All errors and queries are highlighted in red against the relevant data item.

There are two 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.
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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.




To view all errors and queries on the return

Click on ‘all errors’ at the top of the screen.

AlEmors | All Notes 88| [Tview | | Edt | [ oelete |
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You will then be shown a list of all errors and queries relating to your return. Click on the
details button to see which data items the validation is checking, these will show to the
right of the screen. If you click on one of the underlined fields you will be directed to the
corresponding data item in the return.
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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.

Correct in your MIS and re-load the school census file to COLLECT, overwriting the
incorrect one.



Adding notes on the return

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

You can add notes in the return level note section.
To add a return level note double click on the pen icon in the return level notes section.
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Click add new note

Note Detail

Preserved notes deleted by resubmissions
User Role Organisation Native ID

Preserved Note Detail

e Use the Errors and Queries Tool to find the correct notes to enter into the system
e Type your note and the error number in the box
¢ You can enter one note to cover numerous queries.
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e Please ensure there is a note for all queries/errors remaining on your

return.




