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Introduction

The COLLECT (Collections Online for Learning, Education, Children and Teachers)
Portal is used by local authorities and the department for education (DfE) for processing
data collection returns. Major benefits of the portal include real time data collection
monitoring and progress reporting, the ability of a local authority to view exactly the same
information as DfE when queries arise and being a website there are no installation
issues.

This document is designed to guide local authority users through the various aspects of
COLLECT as related to the early years foundation stage profile data return from initial
submission, data validation and final approval by DfE.

The department now collects data from a wide range of users; generic terminology must
be used within COLLECT. A provider of data is known as a ‘source’, an ‘agent’ is
someone who undertakes verification and checking of the data and a ‘collector’ is the
final destination of the information. The early year’s foundation stage profile collection
has the local authority as the ‘agent’ and the DfE as the ‘collector’.



Secure Access (SA) and the COLLECT Portal

Please note that some images may refer to 2015 however remain the same for 2016.

To enable you to login to Secure Access if you don’t have a Secure Access account you
will need to request access by completing a service request form. This can be found
here.

| & Department for Education

Secure access

First time here?

Welcome to Secure access

Visit the Secure Access Help page

The Secure Access Portal allows registered users access to the Department for
Education's systems. Access to systems are granted on an individual basis and
therefore some systems may not be visible.

End of session

You have now logged out of Secure Access

Login to Secure Access

Secure access Help  Terms of use

©® Crown copyright Legal information Accessibility Cookies Contact DfE Freedom of information

To access Secure Access existing users will need their COLLECT username and
password.

If you have forgotten your login details, please complete a Service Request form on our
website.

If you are a new user and require access to COLLECT, you will need to speak to your
Approver. Full Secure Access guidance is published on the Secure Access Website.

Once you have logged in you will see the link for COLLECT, click on this link highlighted
below.


https://form.education.gov.uk/fillform.php?self=1&form_id=hGz7nZcsdnX&noLoginPrompt=1
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/service-request-form
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess

| 8% Department for Education

Secure access

m Administration

m

Signed in as Barbara Adams from Department for Education. Your account. Sign out

Need help?

Visit the Secure access help page

Welcome to Secure access

Allowing registered users access to the Department for Education's systems.
Access to systems are granted on an individual basis and therefore some
systems may not be visible.

Your applications

Collections On-Line for Learning, Education, Children, and Teachers.

s2s =

Click the continue button.

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 z .
The Spring School Census, PRU Census, AP Census, Early Years Census, SEN2 Show Code of Conduct Text
and the Independent School Level Census went live on the 17th January

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.

Data Collection User Role Organisation Status Due Date Days Due
EYFSP 2016 far Education Testing/Live 26/08/2016 00:00:00 100
Department for Education Testing 26/08/2016 D0:00:00 100
YFSP 2016 Agent Department for Education Testing 26/08/2016 D0:00:00 100
Qm- 15 Adminis| Department for Education OpeniLive 30/03/2014 00:00:00 780
5251 Budget_THTTTT ce Darlington Open 30/03/2014 00:00:00 -780
5251 Budget_2015-16 Collector Department for Education Open 30/03/2015 D0:00:00 -415
5251 Budget_2016-17 Eallector Bepartment for Education Open 30/03/2016 00:00:00 -4
sehoolwenderceCensus2014 Agent Department for Education FRRNERER T - =/ 12/2014 00:00:00 -530
IschoolworkforceCensus2014 Callector Department for Education PSSO 05/ 12/2014 D0:00:00 -530
SchaolwerdarceCensus2015 Source TOUSchaol10 Testing 04/12/2015 00:00:00 166
Page 3 of 4

This will take you to the Agent page

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, select ‘Trusted Sites’, and then select ‘Sites’. Select ‘Add’ and type the following
into the text box:

https://collectdata.education.gov.uk

Then select ok and ok again.
Please check that the Secure Access site is also in the trusted sites.

The addresses should appear in the large box.

Trusted sites @

# You can add and remaove websites from this zone. All websites in
& this zone will use the zone's security settings.

Add this website to the zone:
http://shecrm0a

Websites:

*.gpn.gov.uk
https: /fcollectdata, education.gov uk
https: /fsa.education.gov.uk

A
|'|_|
=]
T

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

Close




Local authority ‘Agent page’ Screen

The Agent (local authority) main screen will now be displayed listing all the schools for
your local authority.

Performance summary
Emors
Expacted Outstandng Submitted Approved Authansed
E Q o
2 0 1 126 & )
Sources
Source | Source Na stat SubmittedDate ApprovedDate AuthorisedDate Quese Erroes Queries OK Errors
666655 TOU EV Setting Mathorised 30/04/2005 3000412015 3000412005 7 3 ]
666564 TOU EY Satting Mio_Data ] 0 o
0014000 ToUSchool 1 Approved 05/05/2015 05/05/2015 119 2 0
0014001 Tousdhool2 Dat; 0 0 ]
Open Return Unapprirve.. by Expart AL
Upload Rebers for selected Source— Upload Hakiple Retures (rip e
Launch Repsrts_ Chang

The Agent screen comprises four main sections:

e Filter by
e Performance Summary
e Sources

¢ Agent Functions

Filter By

This section allows you to limit the number of schools displayed in the source section of
the screen. It can be used to display a single school or a group of schools that have the
same characteristics.

For example by entering an estab number in the ‘Native ID’ and selecting the ‘Go’ button
then only the school with that estab will appear on the screen. This saves the user having
to go through numerous screens to get to the particular school return they want to work
on.

The user can only change the sort order by clicking on one of the headers with a blue
text. For example by clicking on the ‘Source Name’ header all the schools in the local
authority return will be sorted in ascending School Name order, click again and they will
be sorted in descending School Name order.



Performance Summary

Errors
Expected Qutstanding Submitted Approved Authorised

This area of the screen shows a breakdown of the status of the returns for the authority’s
schools that are part of the collection.

It shows

e The total number of schools that a return is expected from;

e The total number of schools who have yet to submit their return;

e The total number of schools who have submitted their return;

e The total number of school returns approved by the local authority;
e The total number of school returns authorised by the DfE;

e The total number of errors across all returns, sorted by error severity.

This section is refreshed any time a change is made to the underlying data eg when the
status of a school return has changed from ‘Submitted’ to ‘Approved’, the approved total
will be incremented by 1, while the submitted total will decrease by 1.

Sources

|||||||| n Source Name Status Submittedate ApprovedDate MuthorisedDate Quess Errors Oy

Authorised /0412015 300472015 30/0412015 7

Ho_Data ] ]

Approved 05/05/2015 05/05/2015 119 2 0
ho_Data ] (1]

This section lists all of the data sources for whom a data return is expected for the
collection (unless a filter has been applied).

Agent Functions

[Copeameturn.. | [_Asprove.. | [ Aeprove mii. | [ Repeat.. | [ Delete—. | [(ExportSelscted | [ ExportMultiple.. | [ Exportail. |

Upload Return for sabscted Source... 11 Upload Hultiple Raturns [zip file)... |

Launch Reports... ] [[queus | [ Chaag — =>] | Academies ~

This section contains the functions that an Agent (local authority) can use to manage the
returns it is responsible for.



Uploading single XML files

As you are loading your data on behalf of your schools, please follow the instructions
below.

The school file must be suffixed with . XML but can be named anything. Usually this can
be extracted from the Management Information System (MIS) or for some collections a
spreadsheet or XML convertor is provided by the department.

You may upload your schools files in two ways: individually or multiply in a zipped file.

Individual upload of XML files

First, highlight the school in the list of schools on the Main Agent screen. Then Click on
the ‘Upload return for selected source...’ button in the Return Management section.

rrrrr

Upload Retum for selected Sowror_ > Upload Hultiple Retums (nip file). Add Retum on screen_..
e —

Uploading Multiple XMLs (in a zipped file)

Local authorities have the option to upload multiple returns in one zipped file. Each return
within the .ZIP file should be a separate .xml file.

10




From the main screen below, select the ‘Upload Multiple Returns (zip file)’ button. The
next screen is the same as uploading a single return. Just select the appropriate zipped
file from the browser then select the ‘Upload Multiple Returns (zip file)...” button. All the
files will be uploaded and their status set to submitted.

E Q o
4 1 0 1 1 1% 5 0
Ermors
Source Name Status SubmittedDate ApprovedDate AuthorisedDate Quewe Errors ueries 0K Errors
TOU EY Setting 1 Authonsed 30/04/2015 3000472015 300472015 7 3 (]
TOU EY Selting 1 la_Data L] 0 L]
TouSchoait Aeproced 05/05/2015 05/05/2015 i) 1 0
ToUSchool2 No_Data 0 ] 0
Export Al
T —
L I Ml et
e —— —
= v|

The upload screen will be displayed:

ZIP FILE SELECTION

Click on the Browse button below to locate your zip file containing the return files to upload then click on the Upload button to begin the
process. You will be taken to a results page on completion to view the upload result for each file contained in the zip file.

Please note that re-submitting existing Data Returns will delete all notes other than return-level notes. If you wish to preserve any data-item or
validation error level notes you must enter them as return-level notes before re-submitting the Data Returns.

Browse...

Use the browse button to locate the file you wish to upload. Highlight the file name and
click on Open to select it. Then click on the Upload button to load the file.

Click on the Browse button below to locate your zip file containing the return files to upload then click on the Upload button to begin the
process. You will be taken to a results page on completion to view the upload result for each file contained in the zip file.

Please note that re-submitting existing Data Returns will delete all notes other than return-level notes. If you wish to preserve any data-item or
validation error level notes you must enter them as return-level notes before ubifiiing the Data Returns.
f:\_Desktop\PhonicsTestFie_001_Pass.xml Browse...

A progress message will be displayed while the upload is taking place.

FILE UPLOAD PROGRESS ...

Data return upload in progress, please wait.... A,

Deleting existing data return

$ Crown copyright | Disclaimer | Privacy

Once the upload has completed, the source main page will be re-displayed and the
return status section will updated to “Submitted” for the school/s you have loaded. The

11



total number of ‘outstanding’ and ‘submitted’ returns for your local authority will also be
updated.

Expert phiipe Export AL

Please Note - There are more highlighted buttons available after a return has been
loaded.

The return status will change depending on whether the school or local authority has
loaded/edited the return:

No Data — the return has not been loaded into the system.
Import in Progress — A return is currently being loaded for the source.

Waiting for Validation — The return is currently in a queue and is waiting to be
validated by COLLECT.

Validation in Progress — the system is currently running validation checks against
your return. The system will usually run validation checks on loading of the return
or after data within the return has been changed.

Submitted — the return has been submitted by the Source.

Rejected by Agent — the return has been rejected by the local authority. A return is
only rejected if there is a fundamental issue with it eg a data return for the wrong
year has been loaded.

Amended by Agent — the return has been submitted by the Source and it has been
amended on line by the Agent (local authority). A local authority should only
amend data submitted by the Source after seeking permission from the Source to
do so

Approved — the return has been Approved by the local authority after all data
checks have been carried out and they are happy for the DfE to take that version
as final (changes can still be made).

Amended by Collector — the return has been approved by the Agent, then it has
been amended on line by the Collector (DfE). The DfE will only amend data
Approved by the Agent, after agreeing changes with the Agent or to un-authorise a
return if needed.

12



e Rejected by Collector — the return has been rejected by the Collector (DfE).

e Authorised — the return has been checked and authorised by the Collector (DfE).
Viewing Returns

Once you have loaded the returns you will need to go into the schools to check the data
is correct and also to ensure notes have been entered against any queries or errors that
can not be corrected.

To view returns, select the school you want by clicking on its name (You can search for a
school using the Filter by tool bar) and click on ‘Open Return’.

Click on the open return button

Performance summary
Errors
Expected Outstanding Submitted Approved HAuthonised
E Q
2 1 1 0 124 4
Sources
Ervors
Source ID Source Name Status SubmittedDate ApprovedDate AuthorisedDate Queue Errors Queries OK Errors
666666 TOU EY Setting 1 Amended_by_aget 30/04/2015 5 2 0
556 TOU EY Setting 1 Wo_Data ] ] ]
0014000 Touschooll Approved 05/05/2015 03/05/2015 19 2 0
0014001 ToUSchool2 Tio_Data 1] 0 (1]
< , Approve. Approve AL Reject Delete.. dected. g Export AL

13




Navigating within a return
By clicking on the ‘Open Return’ button, you are taken to the following screen

You can now navigate around the data using the ‘View All’ links at the bottom of the
page, or by clicking on the section in the grey area on the left hand side of the opening

page.

Remember that you can return to this page at any time by clicking the ‘LA EYFSP’ at the
top of the grey area.

If the return is to the standard required then you can approve the return by clicking the
‘Approve’ button which will indicate to the DfE that this return meets the quality standards
required.

[ | siew | | (7 ) i) |

[
Lopupl B R LR Bl e B oS L
S e T e
| Emos | Gueres | 0K
Dacument Hame Earty Years Founation Stage Profle r
DistaTirra 2016-07-13T05 29,05 ¥ 4
- 2018 2
La o I 2
Suppber 0 HEYPAS 2
Etablssheet us b 003 z
bt of Pogis In Emer

Pupls  iew Al
Pupl Dt Wiew

LAEYFSP

o

iaerselal

Eopup
| Popioarvan:
L stagerssessment

Document Hame Early Years Foundaton Stage Prosle 2
— 20060713109 29 &
Tew 2006 Fi
LA o | Fid
Suppl O KEYPAS F
uuuuuuuuuuu H00s ¥
Phurbes of Pupls In £ ]
Pupis Wime A}
Pupl Overdew Visw

This will lead you to the error page

TOU EY Sefting 1 Error report on 07/05/2015 al 12:59 Ristures

Count 7

Buelo,  Bemlewl FoMessee  pay O e

150 UPH imcai (meong check latera character 1) Enors b4

106 (Outsids the dats rangs for V] setfings. Emors Detas .

arsia Pupfs Date of Brth & outside expected date range (Quenes Detals | 2

159 \UPH i (rong check kester ot charactir 1) Emors Detals .4

106 Outsideth daterngefr PV setigs Erure Detals | 2

ansa Pupi's Date of Bith i cutside expacted dte rangs Qustias Detats 2

106 Outsid the date rangs for PV1 setings Emors Detals 4



To investigate an error press the details button corresponding with the error you wish to
investigate — this will open a details field showing the not recognised value.

Error report on 07/05/2015 at 13103

‘Outsce the st 1ange ko PV1 samaga
Puels Date o Beth o cutsate wxpected date rmsge
UPY! i (g chack e o chasacts 1)
Outucde the date range fr PV1 vatsngs

Pupd's Date of Brth 5 sutsde expected date range:
Dt The it 13 or PV1 seltiogs

Clicking on to the value will take you to the field within the return this value is associated
with

= 1] o | C i [ | e | | Owees | s |

oaw | em |
]

e — T | | [ B | v | |5 |

]

When you have the correct information and wish to amend the record in COLLECT you
can do this by pressing the edit button

15



You can then enter the correct information — in this case the correct UPN for the pupil.
Note also that a scroll symbol will appear in the history field by the UPN.

_ MEmn | T | ST O | |

Clicking on the audit history icon will display the full audit history for that data item - press
the back button to return to the last page.

Data Log Page

i - EYFSP 2015

N
Back

DU EY Setting 1
tory report on OF/05/2015 at 13:16:17
L)

.............

o Organisticn
WOOTZMETSY WDOTZMAETIN Hanm Wilkamson e Depariment for Education BTS20 131286
WO017 456 TS0 WOO1ZLSETEST Fasers Wilkaemaon 3 Do for Eddutation, BTS/2015 1313 50

Once a data item has been changed the status of the return will change from Approved
(if it has been) to ‘Amended_by Agent’.

16



Adding Notes

A local authority data agent can add notes against data items. (It should be
remembered that notes written anywhere apart from the return level will be
removed in the event of having to re-upload the file for this establishment and it is
therefore recommended that any explanations be placed in the return level notes.)
A typical use of the notes facility would be where an okayable error is triggered off by
data loaded by the local authority. The local authority knowing that the DfE are likely to
query this data can, before they submit it to the DfE, annotate the relevant field with an
explanation as to why this data is correct, even though it has produced a query. This
could mean that the DfE (being able to view the note) would accept it as a valid
explanation without having to check back with the local authority again.

LAEYFSP

| i Emses bt [Fiewr [ ] oW | 5
]
LA BWSF [2) LA EYFSP - TDUSchool 10
S z 2 Errors Cuerles oK Returp basgd Ho
1> PupdOverars *ﬂ
L stageassessment . _
(Data hem Value B Craeti oK Motes. History
Documen fams Earty Yoars Foundation Stage Prok Fid
o 2016-87-13769 2405 Fa
2016 Fi
oot | .4
KEYRAS Fod
] Fd
Viewe All
Miew

To add a note, click on the pencil in the ‘Return Level Notes’ column and add your note.
Here you can see the preserved note field if you need to re-upload a return.

Hote Page
LT IR E
NVlamson

Note Detail

1 notes dedeted by ¢
Preserved Mote Detadl
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Approving a return

Once you have checked the schools and ensured you have added relevant notes to
queries, please approve all your returns, by pressing the ‘Approve All’ button you are
submitting the data to the department. The department can see the data as soon as it’s
loaded but cannot access it until you have approved it.

Users should highlight the return for approval and press the ‘Approve’ button. See
below.

Agent Page EYFSP 2016

Fiiter Byt Hame Native ID Status Org Group _Q.-ew @
| v | ]
Ferlarmance summany
Emors
Expected OulstEnEng Subemtted Approiad Austhored = = =

4 2 1 1 [ 11 ]

Sources
Ermors
Source [T Sowrce Nome Stotus SubmittedCote Apprivedirate Authorisediate Duige Errers Tuiries OF Errors
BaBEGE TOL K'Y Satting 1 e R TR 12 ] L]
irlrirleled TOU EY Sethng 1 No_Data o o a
0 14000 TO kel 1 Approved O50E2015 502015 e 2 ]
J00 146001 ThUcheall Po_Data ] 1] L]
Uplad Betwrs for selected Smre. Uplad Huiple Returs (g el
L R Qe MansgrmarL [ ChaR g ¥
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Deleting a Return

This function allows the local authority user to delete a selected school return. First
highlight the school on the screen then select the ‘Delete’ button. This will delete the
return and that school status will reset to ‘No-Data’

MY SOURCES
Name Native I Status G
Filter By: . -\;—_l‘)"’ 2oy -;'-_lq’““ < [E] [t
Performance su mmary
Exrors
Expected OCutstandng Submitted Approved Authorised . S o
s 1 3 i 0 EE) 1 o
‘Sources
Source 1D Source Homs Status : o : Authorisediote Queue Errors Dueries OK Errors
preren TOU EY Settng 1 Appeaved 22/03/2016 DH05/2016 7 2 o
[ TDU EY Setting 1 Amended_by_agent 13/05/2018 23 0] o
0014009 ToUSchool 10 Submitted 16/05%/2016 2 o o
0024001 ToUSchool2 Submated 2010472016 304 -] ]
0014002 Tousensoly No_Dat o o o
page 1.0l
T e Appreve Appeve AL Refect ] [ Export AL
Upkoad Retum for selected Sourcr_ ] Upload Multiple Rrturms (rp file)_
Lassrnch Repeorts.. | |
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Rejecting a Return

This function allows the local authority user to reject a selected school return. First
highlight the school on the screen then select the ‘Reject’ button. This will change the
status of the return to ‘Rejected’ and the return will have to either be re-submitted by the
school or uploaded again by the school.

Name Native I Status G e
Filter By: I vlw = V|Q o =] e
IPerformance summary
Exrors
Expected Outstanding Submitted Approved thorised . S o
s 1 3 i 0 EE) 1 o
‘Sources
Source 1D Source Name tat i . B Authortsedbate Quoue Errors Queries 0K Errors
preren TOU E¥ Setteg 1 Appeaved 22/03/2016 09/05/2016 7 2 o
[ TDU E¥ Setbng 1 Amended_by_agent 13/05/2016 23 0] o
0014009 ToUSchool 10 Submitted 16/05%/2016 2 o o
0034001 ToUSchool2 Submated 26/04/2016 304 -] ]
0014002 Tousensoly No_Dat o o o
Fage 10l
Open Return | Avgrove Apperree a2 Z Do, Lol
Upkoadd Rrtum for selected Scarce. Upload Filtiple Rortres. (s Mle)_
Lassrnch Repeorts.. | |
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Exporting data

Once the data has been submitted you can produce an export. An export will show all
data submitted in either XML format or CSV (spreadsheet). You can then save a hard
copy of the submitted data for reference.

To export the data, choose one of the three export options by clicking the button from the
front screen.

Agent Page EYFSP 2015

Select the format for the export, CSV or XML then select the ‘Export’ button. You will be
prompted to save or open the export file. Once this has run you will get an option to open
or save the export.

EYFSP 2015 Export

CHOOSE EXPORT FORMAT

Export the current data for all the listed Sources by Status

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

Please Sebect the Status that you wish 1o export this data;
Either:

If exporting multiple returns you will be presented with the following ‘Select sources to
Export’ screen.

21



Available Sources Selected Sources

Select ‘Available Sources’ and use the arrow keys to move them into/out of the ‘Selected
Sources’. Once you are happy with your selection, use the ‘Export Selected Sources’
button.

Exporting as XML will generate a zip file containing the selected return data. Exporting as
CSV generates a zip file containing CSV files that relate to how data is stored within
COLLECT. Make your choice and click the ‘Export’ Button and follow the web browser
prompts on screen.

22



Launching reports

There are a number of reports available which can be run at any time once data has
been loaded for your local authority. These can be accessed by selecting ‘Launch
Reports’ on the COLLECT Portal screen.

Agent Fage EYFSP 2015

HName Native 10 Status org Group

e ] v &l v

Performance summary

Expacted utstandng Subrmitted Approed Authorsed

Source

Source 10 Sowrce Nome status Authorisedlate Quese rars S
Bansns TOU £ Setting 1 Amended_by_agent J0/04f3015 12 3
footens 0 0
foo1.4000 2
foa1.400;

Appeoved 05/05/2015 05/05/2015 1190

Uphaad Brters for velerted Seowre 10 Uplesad Haltiphe Arturms {iip Mo

Clicking on the ‘Launch Report’ button will trigger the report being run against all the data
loaded for your local authority and the report being displayed on screen, together with
who requested the report and when.

The reports are run against a copy of the data as at close of play the previous day. If any
data has been edited, deleted, inserted or reloaded since the data was copied, the report
will not match the live data.

You then have the option to print the report or export in various formats by using the drop
down box ‘Select a Format’ and then selecting ‘Export’.

Report Launch

REPORT SELECTOR
Performance summary - Collection
Expocted Outstandeg Subrmtted Approved | uthom od

] £0.0% 20.0% 0.0% 0.0%

Performance summary - Agent
Expected Outstandng Submitted Approved Ruthorned
50.0% m0% 0% 0.0%

Click on the drop down button to see the types of reports available with this return.

HeEpon Launcn

REPORT SELECTOR
Performance summary - Collection
Expected Outstandng Submtted Approsved Buthorsed
5 0.0% 200% 20.0% 0.0%

Performance summary - Agent
Expected Outstandng Submtted Approved Buthonsed
4 50.0% 30 235.0% 0.0%

Report Description

Lints ol avrors wnchading Error 430, 431, 113 and 112 for specified LA of ALL LAs
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Click on the ‘Launch Report’ button to run the report. This may take a while to run
depending upon the amount of data.

From here, you can export the data in various formats.

All Errors Report

LAEYF 5.".30‘.5.-.5".5"9'.!.'3012“@. it
Plots: the contents of thin » w4 of th prsees working day. Dlata koaded or
Fsgen Dte 0T b 5 142914 o

Once you have finished viewing the report, click on the ‘Back to Reports’ link at the top
right hand side of the page. From here, select the ‘Back to My COLLECT Page’ to return

back to your ‘MySource’ page.

24



Queues

When a number of people are working on a data collection within the local authority, the
use of the 'Queue’ facility can help effective working. The use of queues helps in the
allocation and identification of who is working on which schools and therefore helps to
ensure that two or more people don't try and work on the same one.

Return to the Agent page and click the Queue Management button.

-------
Filter By:

This will take you to the page entitled 'Work Flow Queues Management'

Work Flow Queues Management

To add a name, click the Add button.

Type your name (or the name of a colleague) into the 'Queue Name' box then click OK.
(Instead of a name you may wish to apportion schools by a day of week or by some other
description depending on your local authority’s validation procedures).

The name/description will now be displayed in alphabetical order in the Registered
Queues box.

Use the ‘Update’ button to modify a selected name/description.

The ‘Remove’ button allows you to remove a name/description from the 'Registered
Queues' list. However, this can only be done if any schools linked with a particular name
are removed first.

NB: The check-box used to set the 'Default Queue' was originally intended to allow a
default queue to be allocated for a workflow stage, however the emerging requirement for
the use of queues is for local authorities to assign their own, as they work in different
ways. It is therefore not applicable and has no effect on Queues.

25



To add schools to the newly created queues return to the agent page and click the
‘Change Queue’ button to go to the screen entitled 'Queue Management'

Agent Page EYFSP 2015
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You can now select and add or remove schools to and from different queues (click the
right hand down arrow alongside the queue box to see a drop down list of names).

BFR

< or > will move individual schools or a group of schools selected in the direction of
arrow. << or >> will move all schools in direction of arrows (although you will first be
prompted to confirm this global move).

Highlight a School in the Queue Non-Members box and press the ‘<’ button. This school
will now appear in the box of Queue Members.

Return to the Agent page and you will see that the selected School has now been
assigned to the selected queue.

Agent Page EYFSP 2015
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An alternative way to attach a school to a particular person is to highlight the school
under source name then click the ‘Move to this Queue’ button. This is a safer way to

allocate schools to queues because you can see if any schools are already allocated to
another queue first.

Agent Page EYFSP 2015
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Using the ‘Queue’ facility as indicated above should enable a number of individuals to
work on a data collection without running the risk of duplicating effort.
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Useful hints

. VERY IMPORTANT - Re-submissions — if a data return for a local authority already
exists in the system and you upload another file, it will overwrite the original return
completely no matter where it is in the workflow (submitted or authorised). This
overwrite will include any notes that have not been entered in the return level notes. If
you try to upload a file that is already in the system then you will be given the following
message

UPLOAD FILE SELECTION

This both uploads and validates your data and may take several minutes. Please allow sufficient time to complete,

Data Return already exists do you wish to overwrite it?

Please note that replacing a Data Return will delete all notes other
than return-level notes. If you wish te preserve any data-item or
validation error level notes you must enter them as return-level notes
before re-submitting this Data Return.

En Dm

We recommend that you take great care when selecting this option and make sure that
all parties who may be working, or have worked on this return agree to the re-submission.
When uploading a zip file containing many data then please be aware that you will not be
prompted with the above message if any of the settings contained in the zip file are
already on the system. It will automatically overwrite the return without warning you.

. If you have navigated your way into a record and are unsure where you are in the
system, the easiest way to get back to the selected returns starting page is to click the
top item on the menu located on the left hand side of COLLECT.

LAEYFSP

Agpr A Ereri All Mo 1T Ew | b Dot |
s
" e = Eron Quaries oK Rioturn Level Hotes
L Puptvariin ¥4

3. When navigating around the COLLECT system it is important that you use the
COLLECT ‘Drill up’ button or COLLECT ‘back’ button which are toward the top right of
your COLLECT screen. If the ‘Drill up’ or ‘back’ buttons are not visible then you may
be in one of the earlier screens and to navigate back from here you will need to click
‘Back to My COLLECT page’ page located at the top of your COLLECT screen above
your login name. You will be either given an error message or ‘thrown’ out of the
system if you use your web browser back button.
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4. When amending errors, once you have completed your actions on a particular error
you will need to drill back out of that record to the main screen before being able to
select another error to investigate. If you try to select an error and have found the
error through the ‘All Errors’ page before drilling out you will be given the error
message: ‘Cannot choose another error to investigate’
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Screen Functionality

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

operations.

eBack -

)

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.

Navigation through a return

To navigate through the system, links are provided on all pages either as Back or Drill
Up options; please use these links to navigate between screens when using the system.

Control Usually located Action
Back to my All screens within a return except the | Returns you to the main page
COLLECT page | main page which shows Back to for your user role (Agent,
Home page Source etc.)
Drill Up Any data screen within a return apart | Returns you to the previous
from the header screen data screen
Return Report screens, e.g. History and errors Returns you to the previous
screen
Back Notes screens Returns you to the previous
screen
View All Data entry screens that have additional Takes you to the sub module

linked data, e.g. assessments

level details
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Mode Buttons

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

Add I Yiew Edit | Deletﬁl

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

Filter Bars

UPN Surname Forename

Only available on screens that could have a large record set record list. These allow you
to sort the records on the screen.

Left Hand Menu

The left hand menu can also be used to migrate to different screens.

LA EYFSP

Approve Al Erore AR Metes. [V [Ea

Ermoes Quaries oK Fturn Lovel Notes

-
EE SELEEE
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Help

COLLECT access is administered directly by local authorities for their users. This
includes registering for COLLECT, activating your account and giving you access
to specific collections. Please get in touch with the approver in your local authority
who will be able to make sure that you have the appropriate access.

COLLECT issues and data collection queries

Further help and information can be found on the EYFSP information page.

If you are experiencing problems with COLLECT or have a data collection query, please
submit a service request form to the Data Collections Helpdesk.

Secure Access issues

| 38 Department for Education

Secure access

First time here?
Wisit the Secwre Access Help page

Welcome to Secure access

The Secure Access Portal aliows registered users access to the Depanment for
Education’s systems. Access to systems ane granied on an individual basis and
therefore some systems may not be visitle.

Announcements

Test message

This is & Test message « please danegand

—D

If you are having problems logging into Secure Access, please refer to the ‘Help’ section
on Secure Access. If you are still unable to resolve your issue, please submit a service
request to the SA service desk.
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https://www.gov.uk/government/collections/early-years-foundation-stage-profile-return
https://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datacollections/requestform
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/service-request-form
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/service-request-form
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