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COLLECT and Secure Access

Access to COLLECT is through the department’s Secure Access system (SA)

Secure access

Forgotten username or password?

" | agree to the terms of use m

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.

Announcements
07/04/2014
8§28 Secure Data Transfer - Essential Maintenance

Users should note that the Secure Data Transfer system 525, will be unavailable on 8th April
2014 between 07:00 - 09:00 for essential maintenance.

28/03/2014
Secure Access - Scheduled Downtime

Due to essential maintenance, Secure Access will be unavailable on Friday 4th April 4-6pm.

09122013
School Access to COLLECT, s2s and KTS
Requests for access to COLLECT, S2S and KtS (Schools only), please contact the Approver

..... i s emise memmmintine Thana fma af asnvian abald ;s lamene b dicsntad ba fha Canien Annnnn

Full secure access guides are published on the Secure Access Website.

Once successfully registered, click on to ‘Home’ and then click on ‘COLLECT’ to enter
COLLECT as below

ollect 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

School Workforce Data Collection

We are currently experiencing high volumes of returns that are undergoing
Matching & Reconciliation {(M&R) which is resulting in delays to the processing of
these returns.

If you require your returns to undergo the M&R process, please be aware that you
may experience delays while the backlog is cleared.

Show Ciode

Network Issues

MNetwork infrastructure issues means Some USers are exper iencing session
disconnections in COLLECT. If you experience a disconnection whilst working in
COLLECT please inform the Data Collection helpdesk using a Service Request form.
We are working urgently with our service providers to identify and implement a
solution and apoloakse for any Inconvenience caused.,


https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess

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

BLADE UAT COLLECT Portal

Home Page

MY DATA COLLECTIONS

Data Collection

'Consistent Financial Reperting_2015-2016
[Consistent Financial Reporting_2015-2016
'Consistent Financial Reporting_2015-2016
Early Years Census 2018

Early Years Census 2016

Early Years Census 2018

Early Years Census 2016

Key Stage 1 2015

Key Stage 1 2015

Page 1of 3

Consistent Financial Reporting_2015-2016

User Role
Source
Collector
Administrator
Agent
Administrator
Collector
Agent
Source

Agent
Collector

Organisation

SA Test School 10
Department for Education
Department for Education
SA Test LA Open
Department for Education
Department for Education
Department for Education
Test EY Setting May 2
Daepartment for Education
Department for Education

Status
Testing
Testing
Testing/Live
Testing
Testing/Live
Testing
Testing
Testing
Testing
Testing

Local authority summary (Agent page)

Due Date Days Due
15/07/2016 00:00:00 221
15/07/2016 00:00:00 221
15/07/2016 00:00:00 221
15/07/2016 00:00:00 221
21/01/2016 00:00:00 45
21/01/2016 00:00:00 45
21/01/2016 00:00:00 45
21/01/2016 00:00:00 45
31/07/2015 00:00:00 -129
31/07/2015 00:00:00 =129

The agent page provides a summary of the latest position with respect to the selected

data collection. This performance summary shows how many returns that are expected,
outstanding and the number that have been loaded and submitted and approved (by the
local authority) and authorised (by the DfE).

Agent Page Early Years Census 2016

MY SOURCES

. Name Native ID Status Org Group Queue ‘
Filter By: ‘ J J J _In"’“l
- - -
Performance summary
Errors
Expected Outstanding Submitted Approved Authorised
E Q oK
3 2 1 ] 0 9 6 0
Sources
Errors
Source ID Source Name Status SubmittedDate ApprovedDate AuthorisedDate Queue Errors  Queries OK Errors
666666 TDU EY Setting 1 Submitted 02/12/2015 ) 6 o
3 TDUDfE2 No_Data o o ]
111111 Test EY Setting May 2 No_Data o ) ]
Page 1 of 1
Open Return... | Approve... | Approve All... Unapprove... Reject. Delete... Export Selected... Export Multiple... Export All.. |




Agent Page Early Years Census 2016

MY SOURCES
. Name Native ID Status Org Group Queue
Filter By: l ﬂl jl L] E nmall
Performance summary
Errors
Expected Qutstanding Submitted Approved Authorised
E Q oK
3 2 | L] Q 9 L3 0
Sources
Errors

Source ID w Status SubmittedDate ApprovedDate AuthorisedDate Queue Errors  Queries OK Errors
666666 TDU EY Setting 1 Submitted 02/12/2015 1] 6 o
3 TOUDfEZ MNo_Data o o o
111111 Test EY Setting May 2 Mo_Data o [1] o
Page 1 0f 1

Open Retumn... | Approve... | Approve All.. | UHAPRrOVEs., Reject... | Delete... | Export Selected... | Export Multiple... | Export All.. |

Only early years settings which the local authority is responsible for will be displayed.
The columns can be sorted in ascending or descending order by clicking on each
heading. Ten sources are shown per page with navigation through the pages being
achieved by the page number buttons.

Return status

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

MY SOURCES

. Name Native ID Status Org Group Queue |

Filter By: | | | Reset!
\ B o B
Performance summary
Errors
Expected Outstanding Submitted Approved Authorised
E Q oK
3 2 1 0 0 9 6 0
Sources
Errors

Source ID Source Name Status SubmittedDate ApprovedDate AuthorisedDate Queue Errors  Queries OK Errors
666666 TDU EY Setting 1 Submitted 02/12/2015 9 6 o
3 TDUDfE2 No_Data 0 0 0
111111 Test EY Setting May 2 No_Data 0] 0 0
Page 1 of 1

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

Open Return... | Approve... | Approve All... | Unapprove... | Reject.... | Delete.... | Export | Export Multiple... | Export All... I
Upload Return for selected Source.. | Upload Multiple Returns (zip file).. | Agent Administration... |
Validate Selected Return... | Validate All Non-validated Returns. |
Launch Reports... | Queue ! Change Queue... | Movetothisqneue--:l I

Uploading a return

Local authority users can upload their returns on behalf of their early year’s settings as
either a single or multiple zipped file.



Upload a single return

To upload a single return the relevant early years setting must first be highlighted from
the list of sources and then the ‘Upload Return for Selected Source’ button should be
clicked.

MY SOURCES

= Name Native ID Status Org Group .Queue
[Filter By: l 3' 3] 3 llmell
Performance summary
Errors
Expected Qutstanding Submitted Approved Authorised
E Q oK
3 2 1 0 ] 9 L 0
Souroes
Errors

[Source ID Source Name Status SubmittedDate ApprovedDate AuthorisedDate Queue Errors  Queries OK Errors
IGGSSGG TDU EY Setting 1 Submitted 02/12/2015 9 6 L]
3 TDUDfE2 No_Data o Q o
|111.111 Test EY Setting May 2 No_Data o o o
|Page 1 of 1

Open Return... | Avprove... | Approve All.. | Uapproves | Reject... | Delete... | Export Selected... | Export Multiple... | Export All.. |

Upload Multiple Retums (zip file)... | Agent Administration... |
Validate Sefected Heturn,.. I Validate All Non-validated Retumns... I
Launch Reports... Queue Management...|  Change Queue... | Move to this quene | | j

This will present the Agent with the upload screen

Source UpLoad In Progress

FiLE UPLOAD PROGRESS

Your dats retwrn has been successfully loaded and 5 guesed for validation.,
Please retum later 1o view any valdation errors identified.

€ Crower copprght | Discisrwer | Privacy

The Agent needs to click on the browse button to navigate to the required file. Once
selected the upload button should become available.

UPLOGD FRUE SELEC THON
This both upleads and valldates your data and may take several minutes. Please allow sufficlent time to complete.

| = =

‘his baoth uplosds and validates your data and may take several minutes. Please allow sufficent time to complete.

[GETC zonmne, - Beowse_




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

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.

- Name Native ID Status Org Group Queue
" Reset
Filter By: I jl = 1 j :I I
Performance summary
Errors
Expected Outstanding Submitted Approved Authorised
E Q oK
3 2 1 0 0 9 6 0
Sources
Errors
Source ID Source Name Sta aitiedDate ApprovedDate AuthorisedDate Queue Errors  Queries OK Errors
666666 TDU EY Setting 1 Submitted 02/12/201 9 6 o
3 TOUDfE2 No_trems ] o a
111111 Test EY Setting May 2 No_Data ] 4] o
Page 10f1
Open Return... | Approve... | Approve All.. | Unapprove... | Reject... | Delete.. | Export Selected... | Export Multiple... | Export All.. |

Upload multiple returns

To upload multiple returns the files must first be placed inside a zip file. The Agent should
click on the upload multiple returns (.zip file) button.

[ opemmetorn. | | mpprven | | Appevesl | srey | Reec. | [ Delete. | |EporiSelected.| | ExporiMaltiple. | | ExportAl |

—
Upload Retwr for selected Source_ ¢ | wwmmD

The Agent will then be required to browse for the relevant zip file and click on the upload
button.

Once the zip file has been completed loading the Agent will be presented with a page
providing the upload result for each file contained in the zip file.

\gent Upload Multiple Files Results Page

Results of multiple file upload
Fila Mama Organisaton Type Mative |0 Tags Mative 10 Source Organisation Upload Result
Test School ., Early Tesrs Settings RN K000 File Laaded OK.
Test School Early Téars Settings N bR Y File Loaded K.
Successiully loaded data returns are now queued for validation. Please return ater 1o view any validation errors identified.




Veiwing a submitted return

From the My Collect page the local authority user can select an early years setting return
that has been submitted and open it. To do so the relevant setting should be highlighted
and then the open return button clicked.

MY SOURCES

x Name Native ID Status Org Group Queue
Filter By: I jl j| B Reset
Perfoermance summary

Errors
Expected Qutstanding Submitted Approved Authorised
E Q oK
3 2 1 0 0 9 6 o
Sources
Errors

Source ID Source Name Status SubmittedDate ApprovedDate AuthorisedDate Queue Errors  Queries OK Errors
666666 TDU EY Setting 1 Submitted 02/12/2015 9 6 o
3 TOUDfEZ No_Data ] o a
111111 Test EY Setting May 2 No_Data o o o
Page 10f 1

Approve.. | Approve All.. | Unapprove., | Refect.. | Delete.. | Export Selected... | Export Multiple... | Export All.. |

Once the return has been opened the Agent will see the following screen. The left hand
menu bar enables the user to drill down into all records within a particular module.

Please note you cannot make amendments to the return via this left hand panel

individual fields.) 0 0 2
Setting Detalls Other Characteristics L Header Information
Data Description Value  Errors Notes | History

SETTING DETAILS
Establishment Characteristics

LA 001 1| 2 L)
DCSF EY Setting URN GEE6E6 0 2
OFSTED EY URN 565999 0 2
Establishment Name Test Pre School 0 ¥ 4
UK Telephone Number 768318 0 0 0 2
Postcode AAT 1AM ¥ 4
EY Setting Email email@email.com 2
Contact Details

Contact Sumame Test_Contact_Sumame F 4
Contact Forename Test_Contact_Forename ?
Contact Middle Names Test_Contact_Middie 2
Contact Position Test_ContactPosition =

View PuplliChild Details

View All enables the user to drill down to view child identifiers and characteristics.
Amendments can be made using this option.

When drilling down to pupil level the Agent will see all of the children that make up the
return within the selection grid. Ten child records are shown per page and navigation
through the pages is via the View All button. This page also contains a series of links to
‘sibling’ pages showing different categories of child level data.



Child Details

Approve I All Errors All Notes Add ” View Edit | Dalelal Statusl

Drill Up Error
Child Details - TDU EY Setting 1 _I

Pupil/Child l— Pupil/cChild l— Date of =

Surname Forename Birth I Gendel‘| J Postcode Reset | Go |
[ [
e hlliTiECTenar - N—

| PupllChild dentifirs & Characteristics

| wicwsmssoms
b e e oMo oy

Pupil/Child i

‘PupiI/ChiId Surname (Child1_Surname 0 0 0 z
‘PupiI/ChiId Forename Child1_Forename 0 0 0 2
‘PupiI/ChiId Middle Names Child1_MiddleName 0 0 0 2
‘PupiI/ChiId Preferred Surname Child1_PreferredSurname 0 0 0 z
\Daxe of Birth 2013-11-16 o N o 2
‘Gender 2- Female 0 ‘ 0 ‘ 0 2
\PupiIIChiId Characteristics

(Child Ethnic Code WBRI: White - Brifish [ o [ o [ o | 2]

Handling errors and queries

You can view all the errors in a return by clicking the All Errors button in the top centre of
the page. Alternatively, you can click on the specific error highlighted in red on any of the
errors, queries or OK columns on the screen.

Child Details

' All Notes Add |[View | Edt | Delete | Siaus
S—

Drill Up | Error |
Child Details - TDU EY Setting 1 i

Pupil/Child l— Pupil/cChild l—Date of = l—

Surname Forename Birth I Genderi J Postcod Reset | Go |

Pupil/Child Sumame | DateofBith ~ [Gender | [
Child1_Forename WBRL: White-British _ AA11AA

Child2_Surname Child2_Forename 011-09-21 [1-Male  |WBRI: White - British

| PupilChild identfiers & Characteristics | | PubiChidAddressDetalls
.~ Emors
e

Pupil/Child Identi

‘PupiI/ChiId Surname (Child1_Surname 0 0 0 z
‘PupiI/ChiId Forename (Child1_Forename 0 0 0 z
‘PupiI/ChiId Middle Names Child1_MiddleName 0 0 0 2
‘PupiI/ChiId Preferred Surname (Child1_PreferredSurname 0 0 z
‘Date of Birth 2013-11-16 0 6 0 2
Gender 2- Female 0 i 0 2
IPupil/Child Characteristics




If you click one of these error buttons, you will see the appropriate errors on the return.

TDU EY Setting 1 Error report on 07/12/2015 at 14:00
Count 15
The number of weeks open must be greater than or equal to the number of -
p103 weeks funded Errors | “
Invalid Code Value Errors Details | Fid
[ 'Setting Type and Day Care information must not be provided for this category of [ =
8040 brovider Errors Details | 2
Other provider category information must not be provided for this category of .
8057 . Lrovider Errors ‘ Details | Vi
8085 Setting Continuous Opening missing or invalid Errors Details | 2
8090 Maintained School Relationship indicator is missing or invalid Errors Details | Vi
8095 Other Establishment Partnership indicator is missing or invalid Errors Details | Fid
[ PPlease check: This child has a special educational need of EHC plan or . =
g150Q statement, but this is not recorded as one of their basis for funding Queries %] Z
Please check: This child has a special educational need of EHC plan or . =
Lg1s0a | statement, but this is not recorded as one of their basis for funding Quenes‘ %l 2
Please check: This child has a special educational need of EHC plan or . =
2150Q statement, but this is not recorded as one of their basis for fundin. Queries M 2
ﬁ-

Any explanatory notes should be entered by clicking on the pencil symbol. Notes should
be a full but brief explanation as to why the return has been approved yet still contains
errors or queries.

Clicking on the details button will bring up the field and value. By clicking on the value the
system will take you automatically to the page containing that error.

TDU EY Setting 1 Error report on 07/12/2015 at 14:06 Return
Count 15 Details

Y Funding Weeks

number of weeks open must be greater than or equal to the number !ml I Detail ? ¥ Weeks Open Per Year
~of weeks funded | ~— =
Invalid Code Value Errers Details | 2
L | 'Setting Type and Day Care information must not be provided for this category of, [ | | |
§u¢o provider _F_rrors | Dma| | | 2
‘Other provider category information must not be provided for this category of
§us? . provider IEerrs . Details | . . 2
2085 Setting Continuous Opening missing or invalid Ermors Details I 2
2090 Maintained School Relationship indicator is missing or invalid Errors | Details | 2
2095 Other Establishment Partnership indicator is missing or invalid Errors | Details | 2
[ | "Please check; This child has a special educational need of EHC plan or | ] | I |
g1sea | statement, but this is not recorded as ane of their basis for funding [Queries| I—ID‘“"' | | 2
Please check: This child has a special educational need of EHC plan or .
_21 S04 | staternent, but this is not recorded as ane of their basis for funding [Queries, I_ID'H' | | 2
21500 Please check: This child has & special educational need of EHC plan or Queries Detals I 2

statement, but this is not recorded as one of their basis for lundii

A return can legitimately contain data that raises a query but is perfectly acceptable.
Once approved by the local authority the errors and queries will be processed by a DfE
operator, providing that the local authority have given a satisfactory explanation why that
return has information laying outside the usual parameters.

If there is no or inadequate explanation notes provided then the DfE will contact the local
authority to gain clarification as to why the return has been approved. Errors always need
to be corrected.

10



Making amendments

To make an amendment simply click the edit button, amend the field and by pressing the
enter key or clicking the add button will re-validate the return.

Y Setting Details

EY Setting Details - TDU EY Setting 1

SIS ISR

If you need to add a pupil record or address you will need to go via the view all route.
Click the add button, add the information in the required fields and press save. Once the
record has been saved any other changes must be made via the edit button.

Child Details

Child Details - TDU EY Setting 1

Pupil/Child 1 Pupil/Child Date of
Surname Forename Birth

PupilChid Sumame (Child1_Sumame
Pupil!Chihd Forename 1Child1_Forename
PupiliChild Middle Names Child1_MiddleName
PupiliChild Preferred Sumname Child1_PreferedSumame

ele|le|e
ele|e|e
ole|e|e
RN

11



History

Changes that are made to data items are recorded in the history log and indicated with
an icon in the history column against that data item.

EY Setting Details

[ approve | AlEmors | Al Notes | [Fieve [Edn | [Beiete| [Siatie |

EY Setting Details - TDU EY Setting 1

SETTING DETAILS
Establishment Characteristics

7 o = 2z (7))
DCSF EY Setting URN s56856 [3 0 0 P Dt
OFSTED EY URN 555999 [3 0 0 2

Establishment Name Test Pre School o 0 o 2

UK Telephone Number 768318 0 0 0 2z

Postcode AAT 1AA 0 ] o p

Clicking on the history icon will display the full audit history for that data item.

Once a data item has been changed the status of the return will change to Amended by
Agent.

istory Report - Early Years Census 2016 Back

TDU EY Setting 1
History report on 07/12/2015 at 15:33:55
Data OFSTED EY URN

Old Value INew Value [Role Organisation
Update 555999 I} Agent Department for Education 07/12/2015 15:33:53
Update 555999 8 Agent Department for Education 07/12/2015 15:33:48

Return level notes

To add notes to annotate the errors and queries that may appear on the return click on
the pencil on the first screen of the return.

Y Setting Details

[ Approve | Al Enors Al Notes add | [Foiew | Edd | [ Gelete | [ Status |

f Setting Details - TDU EY Setting

N NN NN

12



To add a note click on the Add New Note button.

Once the note has been entered click on the create button.

LIDH Fage

Creabe Mow Nobe

[Teat Rote

.. @=

Approving a return

Once the local authority is satisfied and happy to approve the data return, the relevant
early years setting must be highlighted from the list of sources and click the approve
button. You can also approve all records that have the status submitted or amended by
agent, however, be very careful in using this, as there is not an unapprove all button. This
would have to be performed on an individual setting basis.

MY SOURCES

Filter By: :Name Native ID Status o Org Group : Queue j I

| | | 2

Performance summary

Expected Qutstanding Submitted Approved Authorised
| E | 2 QK
3 2 1 0 Q 9 & 0
Sources
Errors

Source ID Source Name Status SubmittedDate ApprovedDate AuthorisedDate Queue Errors Queries OK Errors
666666 TDU EY Setting 1 Amended_by_agent 02/12/2015 9 6 o
3 TOUDfEZ No_Data o o 4]
111111 Test EY Setting May 2 No_Data ] ] o

Page 1 of 1

Open Return... | J (ApEroven: | Reject.. | Delete... | Export Selected... | Export Multiple... | Export All.. |

Exporting data

Collect provides options to export data returns in CSV or XML format.

13



Exporting data can be performed for the currently selected early years setting in the
sources list by clicking on the export selected button. Alternatively data can be exported
for all currently loaded returns by clicking on the export all button.

The user will be given the option of choosing the format in which the data should be
exported.

Exporting as XML will generate a zip file containing the selected early years setting,
exporting as CSV generates a zip file containing CSV files that relate to how data is
stored within COLLECT.

Early Years Census 2014 Export

CHOOSE EXPORT FORMAT

Export the current data for the selected Source
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

Reports

There are a number of reports available to the local authority. To use click on launch
reports on the source page.

2 Name Native ID Status Org Group Queue
" l!ﬁell
Filter By | = =] =
Performance summary
; Errars
Expected Qutstanding Submitted Approved Authorised
E Q oK
3 2 | 0 0 9 & 0
Sources
Errors
Source ID Source Name Status SubmittedDate ApprovedDate AuthorisedDate Queue Errors Queries OK Errors
666666 TDU EY Setting 1 Amended_by_agent 0271272015 a 6 o
3 TOUDfE2 No_Data o o 4]
111111 Test EY Setting May 2 No_Data ] ] 1]
Page 1 of 1
Open Return... | Approve... | Approve All... | Unapprove... | Reject... | Delete... ] Export Selected.... [ Export Multiple... | Export All... |
Upload Retumn for selected Source... | Upload Multiple Retumns (zip file)... | Agent Administration... |
Validate Selected Retum... Validate Al Non-validated Retums...
| Queue | Change Queve... | Move to this quene | I ﬂ

This will take you to the list of reports available to you.

14



Report Launch

REPORT SELECTOR

Performance y - Collection
‘ Expected | Outstanding ‘ Submitted | Approved ‘ Authorised |
‘ 21017 | 100.0% ‘ 0.0% | 0.0% ‘ 0.0% |
Performance y - Agent
‘ Expected | Outstanding ‘ Submitted | Approved ‘ Authorised |
\ 34 | 97.1% \ 2.9% | 0.0% \ 0.0% |
Reports Report Description
EYC Duplicates A report detailing the potential duplicate children that need further investigation.
EYC Errors

EYC Funded Chidren Hours Status Report

EYC Funding Report (Approved Status or Above)
EYC Funding Report (Submitted Status or Above)
EYC Notes

EYC Number of 2, 3 & 4 Year Olds

EYC Private Providers By Type of Setting

EYC Providers By Category

EYC Prov's in Another Estab Partnership

EYC Prov's on Maintained School Premises

EYC SEN Analysis

EYC Teaching Staff by Providers

EYC Voluntary Providers By Type of Setting

EYC Year on Year

@
© e
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Help

In order to access the COLLECT system for early years you will need to contact the
approver within your local authority.

If you have any queries or have a change to your contact details please could you
complete a service request form.

16


https://www.education.gov.uk/researchandstatistics/stats/requestform

.o

Department
for Education

© Crown copyright 2015

This publication (not including logos) is licensed under the terms of the Open
Government Licence v3.0 except where otherwise stated. Where we have identified any
third party copyright information you will need to obtain permission from the copyright
holders concerned.

To view this licence:
visit www.nationalarchives.gov.uk/doc/open-government-licence/version/3
email psi@nationalarchives.gsi.gov.uk
write to  Information Policy Team, The National Archives, Kew, London, TW9 4DU

About this publication:
enquiries https://www.education.gov.uk/form/data-collection-request-form
download www.gov.uk/government/publications

Reference: DFE-00323-2015

, Follow us on Twitter: n Like us on Facebook:
@educationgovuk facebook.com/educationgovuk
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