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COLLECT and secure access

Access to COLLECT is now through the department’s Secure Access System (SA),
which was implemented on 10 December 2012.

To access secure access existing users will need their login details you retained from
the 2013 data collection. If you have forgotten your login details, or are a new user

and require access to COLLECT, you will need to contact the Approver within your
local authority.

Full secure access guide is published on the Secure Access Website



https://sa.education.gov.uk/
http://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/a00216243/information-from-secure-access-workshops

Logging in
Insert your username and password and click to agree to the terms of use.
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Once successfully logged in you will be presented with the screen below. Select
COLLECT.

Fig 2
You will be taken into the COLLECT portal
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Fig 3

\Collect Welcome

Welcome to COLLECT (Collections On-Line for Learning, Education, Children,
and Teachers).

COLLECT is the DfE Ci lised Data Collect d M System f —
LLI is the entralised Data Collection and Management System for
Education

School Census Summer 2013 Code of Conduct

ALL Local Authorities, Academies, Free Schools, CTCs, Studio Schools and UTCs Show Code of Conduct Text...
now have access to the Summer School Census.

COLLECT portal

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.

Fig 4

MY DATA COLLECTIONS

Data Collecon User Role Organisation Status Due Date Days Due
SENZ_2014 Source Darlington Testing 16/01/2014 00:00:00 106
ISEN2_2014 Collector Department for Education Testing 16/01/2014 00:00:00 106
——rt? Administrator Department for Education Testing/Live 16/01/2014 00:00:00 106
Page 5 of 5 <
News

Welcome to COLLECT (Collections On-Line for Learning, Education, Children, and Teachers).
COLLECT is the DfE Centralised Data Collection and Management System for Education
School Census Summer 2013

ALL Local Authorities, Academies, Free Schools, CTCs, Studio Schools and UTCs now have access to the Summer School
Census.

This will take you to the Source page
Fig 5
Source Page SEN2_2014

MY DATA RETURN
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Upload Return troem fibe
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Press this button to Submit your completed data retumn
Press this button to Export your data retumn to a file
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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 Authonsed

{1 need some help

For help while in the data collection pages, please use the link at the top of the pages.




This screen provides a summary of the latest position of the selected data collection.

Status could be:

No Data

Loaded

Submitted
Authorised
Amended by Source
Rejected

Amended by collector

Data hasn’t been loaded

Data loaded but not submitted

Data loaded and submitted

Data loaded, submitted and authorised by the department
Data amended by local authority

Data loaded but rejected due to invalid format and or contents

Data amended by the department



Adding a return
Click on the ‘Add Return on screen’ button.

Fig 6

Source Page SEN2_2014
MY DATA RETURN
The status of your data return : No_Data

Emors : |0 Queries : |0 ] OK Errors : |0

Iwhat can I do with My Data Return?

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

[ submit Return... ] Press this button to Submit your completed data retum
Export to file... Press this button to Export your data retumn to a file
Press this button to Report on your data retumn
Delete Return... Press this button to Delete your data return
IWhat is happening to My Data Return?
Data Return Submission Data Return Approval Data Return Authorisation
Date Submitted | Date Approved | Date Authorised |

|1 need some help

For help while in the data collection pages, please use the link at the top of the pages.

The next screen to appear is the SEN2 web form. You will need to enter the information
in each field then click ‘Save’.
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Once the contact details have been completed and saved you can then move on to enter
the data in part 1 of the online form. To navigate to part 1, click on the tab.
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Fig 8
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To continue you will need to click “Edit” then enter your data.
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Once part 1 has been completed move on to part 2 by clicking the Part 2 tab. As in part 1
you will need to click ‘Edit’ before entering data into the fields.



Checking data

COLLECT will notify the user of any values outside usual parameters by producing a red
box next to that field, users can navigate to an error by clicking ‘All Errors’. If there are no

errors on your return please proceed to submitting return.
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Once the user has clicked the ‘All Errors’ button they will be taken to the error report,
shown below. A user can view details of a particular error, by clicking on the ‘Details’
button.

|
I
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Errors

Once the user has clicked the ‘Details’ button they will see the details appear on the right
hand side of the screen. The user can then navigate to an error by clicking on the ‘Value’
of an error, which will take them to the section of the return where that error is occurring.
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Adding notes

A user can then amend the data by clicking the edit button or if the data is correct then a
user can add notes against data items to provide information as to why the data is
outside usual parameters. This is done by selecting the note icon (pencil) on the return
screen.
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Fig

To add a note to an error or query click on ‘Add New Note’ button and add a valid
explanation as to why the error cannot be rectified. Please make sure that any notes are
as comprehensive as possible.

Fig 14
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Submitting return

Once you are satisfied with the quality of the data select ‘Submit Return’. This indicates
to the department that your return is complete.

Fig 15

MY DATA RETURN

The status of your data return : L03ded_and_Validated

Errors :| 57 Queries :| 1 OK Errors ;| 0

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
Press this button to Submit your completed data return

Press this button to Export your data retum to a file

Press this button to Report on your data return

Press this button to Delete your data return

[What is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation

Date Submitted| | Date Approved| | Date Authorised|

1 need some help

For help in understanding how to fill in your data return read the guidance notes by clicking here.
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Exporting data

COLLECT provides options to export data returns in CSV or XML format. Exporting data
can be performed by clicking on the ‘Export to file’ button.

Fig 16

Y DATA RETURN
The status of your data return : L03ded_and Validated

orors: (7| queries:1 | okerors: 0|

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
Press this button to Submit your completed data retum

(L eoortiofie. )
Press this button to Report on your data return
Press this button to Delete your data retum

What is happening to My Data Return?

Press this button to Export your data return to a file

Data Return Submission Data Return Approval Data Return Authorisation

Date Submittedl:l Date Approvedl:l Date Authorised|:|

‘need some help

“or help in understanding how to fill in your data return read the guidance notes by clicking here.

Exporting as XML will generate a zip file containing the export XML data. Exporting as
CSV generates a zip file containing CSV files that relate to how data is stored within
COLLECT. After selecting the format click ‘Export’.

Fig 17

Export the current data for the selected Source

Please select the format that you wish to export this data:

Export as XML @
Exportas CSV O

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
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Help

If you have a query regarding COLLECT or SEN2 please submit a service request form
to the EDD helpdesk.

If you have any secure access queries please refer to the ‘Help’ section on the secure
access homepage.

Fig 18
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Secure Access #

Administration Your ap|

Logged in as Carol Gayles w

About Secure Access: _

Aidvanced search »

A-Z of terms | Using this site Contactus  Cookies

The Secure Access Portal allows registered users access to the Depariment for Education’s systems. Access
to systems are granted on a user by user basis. Only those systems that a user can access will be displayed.

How to login, what details are expected:

If this is your first log in to Secure Access and you had an account for accessing COLLECT, $28 or
KtS prior to 3 December, use your existing username and password. You will be required to change your
password once you have logged into Secure Access. Onfirst log in, a unique PIN is required in order to prevent
un-authorised access. Schools who have not received the PIN from their respective LA will need to refrieve their
PIN from Edubase (www.education.gov.ukledubase) - all ‘other’ users will have received an Email containing
their PIN. 'Other' users not in receipt of their PIN should contact the Secure Access Service Desk by completing
an online service request form, by clicking here.

As part of the first time' login process you'll be advised to confirm the following:

Fig

If you are still unable to resolve your query please submit a service request to the SA
service desk.
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https://www.education.gov.uk/researchandstatistics/stats/requestform
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/service-request-form
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You may re-use this document/publication (not including logos) free of charge in any
format or medium, under the terms of the Open Government Licence v2.0. To view this
licence, visit www.nationalarchives.gov.uk/doc/open-government-licence/version/2 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.
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