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Introduction

The COLLECT (collections online for learning, education, children and teachers) portal is
used by schools, local authorities and the department for education 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 the department for education 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 from initial submission, data validation and final approval by the department
for education.

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.



Useful hints

Very important - re-submissions — if a data return 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). All error notes and data item notes will disappear
only return notes are retained. If you try to upload a file that is already in the system then
you will be given the following message

Bk, bty et il Wil o dila ared iy Lakie several mibmdes., Pleaee aliow sulfibenl Bme 1o Complele,

B T BRI 6 R B T AN B8 DY T ATINE B SR
wource fo /Y

Fisatas note that © wpiscing 3 Duts Rturn well Chalate 51 Rotes ofhar
TRES ittt ROt I Tou minh 55 Bredarn key Silhfee of
VEBGEISA BITET WA BEIEE 10 U SATET IR B IHTRr Rl Rates
bafors re-submsing this Dats Returs

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.

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.

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’



COLLECT and secure access
Access to COLLECT is through the department’s secure access system (SA)

| 488 Department for Education
Secure access

Forgotten username or password?

Username Password [J1 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

2711112015

$2S CTF Notifications

The problems with the email notifications in the s2s system, have now been rectified. We
apologise for any inconvenience this problem may have caused you.

14/102015

Post 16 Portal

If you are trying to upload your post-16 courses onto the Course Directory Provider Portal
(Post 16 portal) the Approver within your school must give you access to the application.

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.
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https://sa.education.gov.uk/idp/Authn/UserPassword
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess

To proceed into COLLECT please click on the ‘continue’ button as below.

2& Department for Education

Collsct Welcoms

Wlln:.miln COLLECT (Collactions On-Line for Learning, Education, Children, and
Teachers).
COLLECT Is the DfE Centralised Data Collection and Management System for Education

| e .
~HOCEDD INTO COLLECT

Coda of Canduct

Important netice lor users of Internet Explorer slder than version 6.0,

The Departmant id perferming meseldary Mantenamnss work on its IT servars on the 25th July. As &
result of this wark custemners using browsens elder tham [E 6.0 will no longer ba able to access
Departmentsd systers and should upgrade their browser 1o 8 mare recent version, 'We apologine for
ey incofrvenience this may caute,

COLLECT Exports

‘We are aware of a technical Issue affecting some users attempting to export flles from COLLECT
when using Entermet Explorer 11 software. This is being ugently Investigated by our service
partners, Customers experiencing problems can revert to an earier version of Internet Explorer or
use dternative web b firy . Wa logise for ary incomvenience caused.

Collections your account are linked to can be seen under ‘My Data Collections’ as shown
in the screenshot below. Please note if the data collection you require access to is not
showing under your data collections, speak to the approver within your school, who will
be able to grant your access to the collection.

Select the collection you wish to open 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.

Dala € ollcg ion User Fedc Cwganivatan Matus Duc Datc Days Do



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

Emors : | 121 Queries @ |34 OK Errors : |0

IWhat can I dg My et Return?

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

Prass thas button to Submit your completed data returmn
Press thes button to Export your data return to a file
Press thes button to Report on your data return

Press thas 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

Upload return

Clicking on this button launches a page to allow the school user (source) to browse for
the xml file and load.

Add return on screen

Allows the source to type the return on screen — if applicable to the data collection.

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.

Export to file

This option is greyed out until the data is loaded and is used to export the loaded data
either as a single xml file (in the input xml format) or as a number of csv files with one file
per data table.



Launch reports

This option launches the school’s reports options — if applicable

Delete return

This option is greyed out until the data is loaded and is used to delete the data from the
system.



Adding a Return on screen (if applicable to your
collection)

Click on the ‘Add Return on screen’ button.

% Department for Education e —— T

COLLECT Portal

Source Page SENZ_

The status of your data return @ | o Data
Erors 1 |0 Quanes = |0 O Errovs ¢ |0

What can I do with My Data Return?

| Uphuad Returs fram Me_. | Prags this button b3 [mport & s into your dEts reten

w Frass thes button to Add a rew retum using a web form

Froid s button bo Open your dits retum

L. Rt Prass thes button to Submit your complated data return

Export by n Fraga this button b0 Dxpsrt your ANt return 19 & e
T —— Prass this button to Report on your data rebern

Unirkn Ferkaen. Prags this button to Delate yeur dsts rebun

Wwihat is happening Lo My Data Return

Mrata Return Submission Data Return Approwval Drata Beturm Authorisastion
Dt Submttad Daté Agprovid Dats Authongsd
I need sone help

Fer Palp wihda in th data collection pagds, phade uio the bnk at the top of the pages.

The next screen to appear is the web form. You will need to enter the information in each
field then click ‘Save’. N.B The screen shots used are for SEN2 and may vary from other
collections.



Back to My COLLECT page | Help

You are logged in as | Log out

BLADE UAT COLLECT Portal

SEN2

Add new record ?
|[SEN2 - Barnet
‘
| Querles | OKErrors
_ o [ o | o | 2
L lAlewelDatn

- Emors
|
,7
P ka2
===
B e
Local Authority code

Completion Time : Amount of time(to " ‘
nearest hour) spent on completing this farm
|C0macl Farename

[contact surname
helepnone number {including STO code)
E-mail Address |

oloao o o o
oloao o o o

NNNNN N

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, click on the tab buttons.

Depariment for Back to My COLLECT page | Help

You are logged in as

| Log out

Add new record ?

Cancel

'SEN2 - Barnet

Local Autharity code

Cormpletion Time : Amount of time(to
nearest hour) spent on completing this form

0
1}
‘Contad Farename 0
1}
1}
a

‘Comact Surname

rTeIephone number (including STD code) |

NRNRNNN N

E-mail Address .| Contact telephone number |

To continue you will need to click ‘edit’ then enter your data.
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Back to My COLLECT page  Help
You are logged in as | Log out

BLADE UAT COLLECT Portal

SEN2 - Part 1

AlEmors | AllNotes |

|SEN2 - Part 1 -

1.1 Please state the number of children, as at 20 January 2011, for whom the authority maintains a statement of special educational needs under the
provisions of the Education Act 1996. The age breakdown refers to age as at 31 August 2010

|::-1 Under age 5 n‘ 0 0 F.d
b. Aged 5ta 10 [ 2 ] 0 0 2
e Aged 1110 15 [ 2 | 0 0 2
4. Aged 1610 19 | 2 ] 0 0 2
e TOTAL (a b+ c +a) [ s [ 1+ 1K 2
|1 .2 Of the children entered in 1.1, please state the number:

i On the rall of (include pupils whase statement is under appeal)

la. non-maintained early years settings in the private and valuntary sectar [ 2 | 0 0 2
|b. resourced provision in maintained mainstream schools n‘ 0 0 2
|c SEN units in maintained mainstream schoals n‘ 0 0 2
la. maintained mainstream schools (including faundation senools) [ > ] 0 0 2
le. maintained special schoals (ncluding foundatan schoals) [ 2 | 0 0 2
|f. non-maintained special schools ﬁ‘ 0 0 2
0. independent special schoals n‘ 0 0 2

Once part 1 has been completed move on to the other parts as necessary by clicking the
relevant tab. As in Part 1 you will need to click ‘edit’ before entering data into the fields.

11



SEN2 - Part 2

2 Ewe I AR : I :
o
~-SENZ [56]) SENZ - Part 2 -
[>part1 LADaa Partt c
L>part2 Pan2: A and pl. by the authority during the 2010 calendar year
Value Enor Query Ok Errors Note History

2.1 Please state the number of children for whom statements of special educational needs under the Education Act 19% were made for the first time during
the 2010 calendar year. The age breakdown refers to the age as at 31 August 2010
a Under age 5 (=g 2

2
¢ 5 == 2
d Aged 1610 19 2
o TOTAL (3 +b + ¢ +9) 2
2.2 0f the children entered in 2.1, please state the number:
1 On the roll of (include pupds whose statement is under appeal)

T F 4

=== 2

2

) [=cgi==d 2

(=2 2

[ g . 2

2

=gt 2

1 T 2
) pupd referra I T 2
k academies —— 2
i Total of 2.2.0 j=—=3:—>1 2
i Educated other than in school

Continue to navigate through the form, using the tab and edit buttons, until parts 1
through to 7 have been completed.

Please note — Do not use your web browser buttons to navigate through a return.
Unpredictable behaviour may be experienced if you use the back and forward buttons on
your web browser’s toolbar.

To navigate through the return please use the options given on the COLLECT screen.

12



Loading a return (from a file)

Click on upload return from file

MY DATA RETURN
The status of your data return :  %c_Dats

Errors : [0 Queries : |0 OK Errors :

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 & web form

Press this button to Opes ur data return

Press this button to Submit your completed data return

N Press this button to Export your data return to » file
(Counch foporss. ] Press this button to Report on your data retum

Press this button to Delete your data return
IWhat is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation

Oate Submated Date Approved Cate Authonsed

1 need some help

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

Use the browse button to locate the XML file, which is generated via the schools
management information system. Highlight the file name and click on ‘open’ to select the
return.

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

ETm

Click on the upload button to load the return.

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

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

Uploading Schooll.xml

FILE UPLOAD PROGRESS ...

Data return upload in progress, please wait.... KN
N

Loading raw return data, 243 elements processed

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

13



‘ESourceUpLoadlnProgr:ss ’7‘ o~ v [ g v Pagev Safetyv Toolsv (@~ i

@ Department for Education

COLLECT Portal

Source UpLoad In Progress

FILE UPLOAD PROGRESS ...

Your data return has been successfully loaded and is queued for validation. Please return
later to view any validation errors identified and Submit your Return.

-

(]
This indicates that the return has successfully loaded and is now placed in the validation
gueue to be validated.

Press the ‘ok’ button to return to the source 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.

5) Once the return has been validated, you need to view the data and look at any errors
or queries that have occurred

Once the return has been validated, the return status section on the source main page
will display ‘loaded and validated’. The total number of errors and queries found in the
return will also be displayed. Dealing with errors and queries is explained in the section
‘Correcting errors’.

COLLECT Portal

iowroe Fage
The statws of your dgfs return ;  Lossed and vaidated
Brrorw ; (£ Cowrien 1 [ o . [&
Wihat can 1 da with My Daba Rebam ——---—#

Fredd ths Buon by 1rmpoet a e it vour dits returs
Frass Thas Dumen 10 Add B P 6001 wieng B Wil e
Predd Uhei Buion 1o Soes rine deta feterr

Fraas thag Botmon 0 Subemut your Corroigced dats reium
Fread thes Bumon D) Expet wiad dalh retuen 10 & Fle
Fraag the Button to Baport on wour data rebsm

Preas ths bulton b Delste your dats return

Wihat ks haggening 1o My Dats Beturn?

Dats Beturn Submissios raka Rebyrn Approval raka Rebyrn Asthoriation
Coaca Sobeoarad Thare hpperoesd Tabe hochonped

1 need somae help

Fisr boploy whbi o g il DORETIARN (OGRS, BHEERE Wi TR bk The 1o 0 T B4
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Viewing the return details

To view your data return click on ‘open return’.

MY DATA RETURN

The status of your data return : |Loaded_and_Validated

Errors @ |4 Queries : e 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
i | Press this button to Add a new return using a web form
‘. Press this button to Open your data return
. ubmeweme | Press this button to Submit your completed data return
E Press this button to Export your data return to a file
[ Launch Reports... | 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 while in the data collection pages, please use the link at the top of the pages.

Your return will then be displayed

AlEmrs | Albotes | Al | [view Eok 7| [Dwete| s

2015-06-23 0956 58 o | o

P i

You can view the return details by clicking on the various ‘view all’ links at the bottom of
the screen.

2 Reld
Mo Longer o Rell

When you click on the ‘view all’ for pupils on roll this takes you into the pupil section. This
displays the ‘records list’, with all pupils visible. You can use the filter bar to identify a
particular pupil. Or click on the headers to sort alphabetically.

15



Editing data within the return

Please note the screenshots below have been taken from the School Census data
collection. Other data collections may vary

To edit the details click on the ‘edit’ button.

[
:‘3» (
oot ==
2008
MadeltUp |
1.0 |
1 0 | 0 ‘

|

|

1
2015-06-23 0956 58

This enables data fields to be manually edited within COLLECT.

Please note: any changes made within COLLECT should always reflect the schools MIS.

16




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.

COLLECT Portal

Wihat can | do with My Data

Frusn Pep bufon 1o Imgaet @ b be v S0 retu
—d Ll Pross Dhes buon 10 LSS & fdw felern oieng & web o
| Oy Fross et buon 10 Opsn e $488 retern

L ekt e Fratt ot bamon 16 Soemd yins Comgiated data refurn
LT Pross thes Bumon 15 Expaet yins dats Feturm 16 & e

| ek Megerta.. Preovs tes bumon 1o Regon on your data returm

| Ok R Pross tha bumon to Delete your dats retun

What ks hagpening to My Data Return?

Dats Beturn Submisuca Data Retwrn Approval Data Return Authorivation
Date Subrmited Cote dgprorved Crata htroraed

1 need wome help

For Palp micly o T dots Colehon Pages. pleste via The bra of the 1o of The pajes.

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.
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To view all errors and queries on the return

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

All Errors. All Notes £ I View i I A ]

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.

Blade Emror Report -

Test Organisation 24 Error report on 15/04/2016 at 10:17 Retum

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.

Either:

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

Change the mode of the form to ‘edit’ and then click on the data item that needs to be
changed and update it — ensuring that you reflect this change in the school’s MIS.

In some instances you will be requested to provide explanatory information (as part of
email communications you will receive a document which will provide guidance on what
notepad explanation would be expected for individual queries). This will be made
available on our Department for Education - GOV.UK website and searching for the
relevant data collection in the search bar.


https://www.gov.uk/government/organisations/department-for-education

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.

Al | Antotes | Add | [iew

Edit I be(e!el Status I:

Click add new note

Preserved notes deleted by resubmissions
User Role Organisation Native ID

|Preserved Note Detail

Type your note and the error number in the box provided and click create.

COLLECT Portal

 Croen copyright | Disciaimar | Privacy

Please ensure there is a note for all queries/errors remaining on your return.

You can enter one note to cover numerous queries.
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Submitting the return

The school is responsible for ‘submitting’ the return once the data has been checked and
any explanatory notes have been added. By submitting the return the school have
indicated that the head teacher has checked the return for accuracy and completeness
and therefore authorising the submission to be used by the department.

To ‘submit’ your return:

Go to the ‘source main screen’ and click on ‘submit return’.

MY DATA RETURN
The status of your data return : |Loaded_and_validated

Errors : |4 Queries : |6 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

(—
e — Press this button to Open your data return

Press this button to Submit your completed data return

Press this button to Export your data return to a file

[E 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 while in the data collection pages, please use the link at the top of the pages.

The screen will be updated

The status of the return will be set to ‘submitted’ and the ‘date submitted’ will be
completed.

The submit button will now be disabled for this return.

COLLECT Portal

Source Page

Y DATA Rl T

o — 3

rris Quarees | 4 Ox Urrors
What can | do with My Data Retwrn?

m} Fross (g buon to lmport 8 e #o your dots retur=
e = Frass Th Bumon 10 ASD 8 few refern wing 8 wed Hem
O Rt J Press By bufton o Open ronr dals reters

Pross thes buon to Submd your compieted dots reten

Fross tha bulion o Dxpert viner dota retrn to 8 e
Lk Aegern. Fross thes Bumon 10 egon o yous data return
Covbrna Sgmnen J Fross tha bumon to Delete your dets return

Data Retwrn Approval [rats Return Authoriation
Cata Aggerieed Cate Lavoraed

|1 peed some help

#00 el mivle o The Sata COlecton Dagtd, Tieate vie The boa B the 1op of The Sages
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Reports

A number of reports are available on COLLECT, return to the source page and click on
the launch reports button.

lewrce Page

The statws of your data return :

PWhat can | do with My Data Return?

Ll L Fross Tha Bofton to [egeet 8 fie rlo pour G000 returs

B Pross Tha Bulon 10 Opan your Sats retern

Prada el Bl 10 Laptt ving dals relsn 1o & Yia
Preoss tha bumos to Delete your dets retun

What v hagpening lo My Dals Return

Dats Beturn Swobomisubon Dats Return Agproval Data Return Agthoriuation

#a Sberted Date Approved Date Adthormed

A drop down menu will be displayed and a report can be selected from that drop down
list

It is extremely important that you run all of these reports as they may highlight analomies
within the data which can impact on all funding calculations.

Duplicate reports will indicate pupils who are registered at more than one school and
therefore would indicate if the pupil should remain on roll or whether the registration
status has been recorded incorrectly.

In some data collections duplicates would be required to be resolved. Failure to resolve
duplicates in these collections may impact on the funding calculations for your school as
each pupil is funded only once.

There will be individual user guides for reports on our Department for Education -
GOV.UK website and searching for the relevant data collection in the search bar.

Select the report you wish to run and click launch report.

Along the top of the report you will see a toolbar with various functions.

1E] 4 1 ofz b Pl Find | Mext | Select a format [V] Export ,ﬁ =

21
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These are explained as follows:

I4 ¢t _Jefz b Pl Aows you to navigate between pages of the report.

100% Zoom control for viewing the report at various zoom levels.

Fnd THEE Allows you to enter text to find on the report.

Select a format | Export

Select a format

=ML file with report data
CSW (comma delimited)
TIFF file

Acrobat (PDF) file

Web archive

Excel

Clicking the drop-down menu, results in the display of a list-box showing various formats
in which you can export the report. Select one of the formats, click the export button and
you will then be prompted to 'open’ or 'save' the output file. Click on the ‘save’ button to
save the report file.

% Refreshes the report output.

= Produces a hard-copy output of the report — If this does not print please export to
excel and print from there.

22



Exporting a return

A return can be exported in XML or CSV format.
Exporting a return (current state):

On the source page

Click on export to file

'What can I do with My Data Return?

Press this button to Import a file into your data return
Add Return on scree Press this button to Add a new return using a web form
[ OpemRetwem.. | Press this button to Open your data return

Subanix Recurn Press this button to Submit your completed data return

@ Press this button to Export your data return to a file

| AR REpoIS... | Press this button to Report on your data return
[ Delete Return... | Press this button to Delete your data return

Choose to export in either XML or CSV format, then click on the export button.

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 O

Please Select the Status that you wish to export this data:
Either:

All
Or one or more of the following

Loaded

Amended by source
Submitted

Amended by agent
Approved

Amended by collector

o ©

A progress message will be displayed

Exporting (Processed 0 of 1)

Export in progress, please wait....

Checking status for TDU Test Secondary 1 (5204001)

Folder Organisation Name Native Id Rasult

When complete the result of the export will be displayed and you will be offered the
options of saving or opening the export file. We suggest saving prior to opening.

Export Results Page

| Export Finished. |

Results of export
Folder Organisation Name Native Id Result
|/EstabNo=5204001 TDU Test Secondary 1 5204001 Data Collected

23




Important note: If the export process fails, with a message stating that Internet Explorer
has blocked the download of a file, you might succeed if you try again. On the second
attempt, hold down the Ctrl key down continuously from before you click on export until
after you see the resulting files displayed in windows explorer. If this is still not
successful, you will have to adjust the security settings on your internet browser.

Adjusting security settings

The security settings on your pc may prevent the ‘file download’ appearing If this is the
case then go into the ‘tools’ menu option at the top of the screen.

22l
General Securly | Privacy | Content| Cannections | Programs | Advanced|
Select a'web content zore to specify its security settings |

® QL O

Intemet oal Tiusted  Resticted
i sites. sites.

intranet

B = B

1 i sites

: This zone contains Web sites that you
1 st nok ko damage your computsr or

1 data.

Secuiity level for this zone

Custom

ings.
change the settings, click Custorn Level,
- Touse the recommended settings. click Default Level

CustomLevel.. | Defaultlevel |

ok | caneel | s |

Select ‘internet options’ from the drop down menu.

Select ‘security’ from the option buttons

Selected ‘trusted sites’

Select ‘sites’

Then select ‘add’ and type the following into the text box in turn:
https://collectdata.education.gov.uk/CollectPortalLive/MainPage.aspx
https://sa.education.gov.uk/idp/Authn/UserPassword

Then select ok and ok. Then try producing the export again and this time the
Open/Save/Cancel dialogue box should appear.
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Screen functionality

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

Screen navigation

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.

Q- Q- I

Navigation controls

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 COLLECT page | All screens within a Returns you to the
return except the main | main page for your

page which shows user role for
‘Back to Home’ page | example. agent,
source.
Drill up Any data screen within | Returns you to the

a return apart from the | previous data screen
header screen

Return Report screens, for Returns you to the
example history and previous screen
errors

Back Notes screens Returns you to the

previous screen

View all Data entry screens Takes you to the sub
that have additional module level details
linked data.
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Mode buttons

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

A View Edit | Deletel Status

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
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Help

COLLECT access is administered directly by schools 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 school who will be able to make
sure that you have the appropriate access.

If you are experiencing problems with COLLECT or have a data collection query, please
submit a service request to the data collection helpdesk. 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://form.education.gov.uk/fillform.php?self=1&form_id=hGz7nZcsdnX&noLoginPrompt=1
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/service-request-form
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