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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

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
S2S Secure Data Transfer - Essential Maintenance

Users should note that the Secure Data Transfer system s2s, 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.

09/12/2013
School Access to COLLECT, s2s and KTS
Requests for access to COLLECT, S2S and KtS (Scheools only), please contact the Approver

nsblin e memmminetine Thama bnn f mmsian mbasld ma lnmaae e diesabad fa s Caniea Anannn

Full Secure Access guidance is published on the Secure Access Website.

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


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

LIIre aCCeEss

Admirtration

Signed in as Claire Rice from Dwpartmant tor Edwcation

Head help?

Vit thee Secure access help page

Welcome to Secure access

egisterad users access to th riment for Education’s systems.
il granted on an individual basis and thersfons Some
systems may not be visidle

pucapplications

Colechons OneLine b Leaming, Educaton, Chidnen, and Teachers
I wou cannol See an applcatian (Syshem) that you belead you should hawe acoess 1o, of da
il e Shit CONECT PlIwSSions wilhun e ApEECANGN ol Afe SO0ESSENG, Please contact the

Secune Access Senveos Desk by oampleting Ou online Serdce request fomn, by chtking
hara

Hote, Local Authority users should conbimiss B0 use their EAS logen for Key bo Suooess

Secure access

Once successfully registered, open the ‘Your applications’ tab to access COLLECT, as
above.

JCollect Welcome

PROCEED INTO COLLECT

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
The Spring School Census, PRU Census, AP Census, Early Years Census, SEN2
and the Independent School Level Census went live on the 17th January

Show Code of Conduct Text...

Click on ‘continue’, as above

Please note: some screen shots refer to 2013 however the process is the same for
all 2014 collections.*

Some screenshots are taken from our test environment. They should not be any different
to the screens you use.

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.
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LA (Source Page) Screen

The Source page provides a summary of the latest position with respect to the data
collection

Source Page ParentalResponsibilityM-A2013

MY DATA RETURN

The status of your data return : |nNo_Data

Errors : |0 Queries : |0 OK Errors : |0

What can I do with My Data Return?

Press this button to Import a file into your data return

Press this button to Add a new return using a web form
Press this button to Open your data retun
Press this button to Submit your completed data return
Press this button to Export your data return to a file
Press this button to Report on your data return

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

Data Return Submission Data Return Approval Data Return Authorisation

Date Submitted Date Approved Date Authorised

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

For further help please contact the help desk on 01325 392626 and select Option 1, or dsg.helpdesk@education.gsi.gov.uk

My data return

This area shows the status of the return, the number of errors, queries and OK errors.

Status will be one of the following:

No Data — the return has not been added to the system.

Loaded and Validated — A data return has been added and validated but not yet
submitted.

Submitted — the return has been submitted by the LA .

Amended by Source - the return has been amended by the LA (source).
Authorised — the return has been checked and authorised by the Collector(DfE).

Status is followed by a series of buttons as listed below:

Add Return on Screen - allows the source to type the return on screen — this return
should be added on screen.

Open Return— This option is unavailable until data has been entered and is used to
access the data for editing or viewing.

Submit Return — This option is unavailable until the data has been entered and is
used to submit the data to the DfE — this should only be done when the data is
complete and clean. Control then passes to the DfE.

Export to File — This is unavailable until the data has been entered and is used to
6



export the data either as a single XML file or a CSV file.
Launch Reports — There are no reports available for this data collection

Delete Return — This option is only available when data has been entered and is
used to delete the LA data from the system.



Adding a Return

To add a return, the user must click the ‘Add Return on screen’ button.

Source Page FarentalResponsiblityM.A3013

Thee status of your data relam @ Mo Dats
oy ;|0 Quenas z 0 oo Bergry ¢ 0

Paiiaal can 1 o with My Data Return?

Prowy they button to Import o file into your dats retam
Proes B Butbon 1o ASd & new rebam waing 5 el foem
Pkt Lk BBy 1o Ogeesy o s pelurm.

Prass e bulton 10 Subet your complated data setus
Prass thes buthon to ESport v dats rehem to 3 S
Prape thes button o Report on yosar dafs refum
[rerrer— Prows Hs button to Delbs your dats reben

Wit | happesing to My Data Beturn?

Dhata Return Subimission Data Beturn Approval Data Retsnn Authorisation
Cuata Subsubted Cabs Apprormd Drate Authonmed
1 need some help

For halp whils in the dats colecDon pages. plase use the nk 3t the top of the pages.

For dathae halp plaste contack the Falp deak on OL12E 43 snd velect Ophon 1, or dag FelpdeakBaduc sfon gu.gow ol

The next screen to appear is the Parental Responsibility Measures - Attendance return
form, as shown.

Parental R

ponsibility M Attend

Add new record ? Save Cancel

- Darlington

[
| Rewm Lovel Notes 2
[ Dataem | Vale | Queries | OKEmors  Notes | History
LA number - 0 0 2

queries

First Name of Attendance Queries Contact

Last Name of Attendance Queries Contact

Email Address for Attendance Queries

RN RN

oo o o

[Telephone Number for Attendance Queries

[ Telephone number for Attendance Queries Contact }

First click on ‘Save’



#% Department for Education s pere

BLADE UAT COLLECT Portal

Parental Responsibility Measures Attensdance
o Qo ) e

e i
[Farps Hiarea of At gniciana: & Quabrbt, Comtast

L3t Mame of Anendence Chuesst Cotet
A —
Tebeghons Mumbs o Aliendance Duara

Your LA number and Name will be automatically pre-populated.

Parental Responsibility Measures Atbendance

_mbme | mawes | s e Ea | o | S|

]

Fosl Plivrer o ibpwelietr Cpreors G| i | K.
Lirtt Haema o At wesiaee s Dusteort Comtncy | i | 2
[ ey e L 1 | K.
Tebaghgen lhomins bir derssuiaenct Ghrtiort [ | .

Navigating through the screens

Contact Details

The first screen of the PRM-A return allows the user to edit their contact details.

Parental ibility
All Errors Al Notes A | [T¥iew Edit Delete | Status
\Parental P ibility - Darlington
| RotumLevel Hotes | 2
. vawe  Queries |OKEmors  MNotes | History
LA number 841 - DARLINGTON 0 0 V-4
queries
First Name of Attendance Queries Contact ﬁ‘ 0 Vs
Last Name of Attendance Queries Contact ﬁ‘ 0 2
Email Address for Attendance Queries ﬁ‘ 0 2
Telephane Number for Attendance Queries |+ 2

Once completed and to navigate to the attendance questions section of the return, click
on Attendance Questions.



Parental Responsibility Measures Attendance

MEma | Mt | A |[Vier 6 | tee | sen ]

Fist Harma o Atancancy Cutegs Cantac | 1+ ]
Lt Mame of Aneiance Qioeses Cortact [ 1 |
=iy

Ermad Addwss for Atsscancy oaews
Tebesone Munbit b Altesdance Quindd.

e e Fe

Attendance Questions

The next screen to appear, allows the LA user to input their attendance data.

Parental ibility M - Q

Al Errors Al Nates Adi | [Tview Edit | oeke] St

- Q i - Darlington ‘

|Penalty Notices (for absence)

a1 [Total Pen Not Unath Abs | |+ -
[Durmg the period:
Pen Not Unauth Abs 28 Days 1 B 0 2
Pen Not Unauth Abs 29 - 42 Days 1+ B 0 2
Pen Not Unauth Abs 42 Days I 0 2 E
I‘Fota\ Pen Not Unauth Abs Withdrawn ﬁ‘ 0 0 ‘ Z ‘
sons for
Pen Not Unauth Abs Withdrawn - A 1 B 0 2
Pen Not Unauth Abs Withdrawn - B |+ B 0 2z
Pen Not Unauth Abs Withdrawn - C Il 0 2z
[Pen Not Unauth Abs Withdrawn - D B 0 2
|Unauth Abs Cases Prosecuted Non-Payment ﬁ‘ 0 0 ‘ Vo ‘
[Fast-track case {absence fram School)
7 Total Fast Track Cases Entered 1 e 0 z
as Total Fast Track Cases Prosecuted B 0 2
Qe [Total Fast Track Cases Withdrawn B 0 2
Reasons for
Q9a Fast Track Cases Withdrawn - A [ 1 e 0 2
Q% Fast Track Cases Withdrawn - B | 1 e 0 2
hse (Comments for Q9b: [0 [ o 0 2
Parenting Orders (for unauthorised absence)
Q10 Par Orders Unauth Abs Prosecution ﬁ‘ 0 0 Vo
Q11 Par Orders Imp Unauth Abs 1 e 0 2
a1z Par Orders Not Imp Unauth Abs a0 0 2
Reasons for
Q122 [Par Orders Not Imp Unauth Abs - A B 0o [z i
Done i ‘ € Local intranet | Protected Mnx;z off ‘ L ‘3\ 100% ~

To enter data the user must first click on ‘Edit’.

10



Editing a return

Clicking on the ‘Edit’ button, opens the value boxes, allowing the user to add and amend
their data next to each questions (Q1 to Q14).

L] =
e T e e I N ol e T
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Clicking on view will close the value boxes and save any data that has been
added/amended.

BLADE UAT COLLECT Portal :

Parental Responsibility Measures Attendance - Attendance Questions

[ o T o] o Je2lwm
Pen Not Unauth Abs 28 Days 10 : [ o T o T a @
Pen Not Unauth Abs 29 - 42 Days 0 ?megiyfﬁ!:al;ystsfulUthoﬂsdhbimu Py 2 @
Pen Not Unauth Abs 42 Days 16 o | o0 | o 2 T
Total Pen Mot Unauth Abs - 0 | | 2z |

T T—
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Viewing errors/queries screen

A user can view an error by clicking on the ‘All Errors’ button on the first page of the
return.

9% Department for Education e e
BLADE UAT COLLECT Portal

Attendance

2
0 0 2 o
First Name of Attendance Queries Contact . 2
Last Name of Attendance Queries Contact 0 2
[Email Address for Queries 0 2
[Telephone Number for Attendance Queries 0 2

A user can also access the error report by clicking in the error field next to each data
value.

Paranial Hesponisteaty Mestures Anendance  Anendance Cusssons

f 4
£
-—— F ]
[ 1 ] F
-—— F 4
1 ] £
-_—— £
L1 | F 4
[t ] F ]
Tots Pt Trach Casas Enturst [ 1 ] F 4
Toum ¥ g T Comn Proppn abisd _ £
L Tt ot Prach Canart VB Lt ] £
e ]
e F st Triach Camaen Wil - & -_— F 4
hh Fant Trach Cases Wogms - B [ 1 F
o [ e L] r
Farmtieg Cedeen S arimor e nieec s
o Frin Cibivs Ll b P aliirs | 1 | »
an P Cibary, g Lianeh. iy -_—— FJ
] Fran Coters. it i Uniets At i | »
hﬂh—d—u—
T L s i
. “@ o dge wEm =
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Once a user has clicked on either ‘All Errors’ or the data field error, they will be taken to
the Blade Error Report page.

Back to MyCOLLECT page

ﬁ Department for Education Vou e logged in 32 CGayles | Log out

BLADE UAT COLLECT Portal

Blade Error Report - ParentalResponsibilityM-A2013

Darlington Error report on 06/08/2013 at 12:57 Return
Count 22 Details

PRAB0: he Contact First Name for Attendance queries should not be BLANK Querigs
:PRAEDIIS The Contact Last Name for Attendance queries should not ba BLANK IQu ofes |
iPRAEuo? | The email address for Attendance queries should not be BLAMK fQufies |
010 The Tel No for Attendance queries should not be BLANK fQueles |
aos : as Penalty Notices withdrawn during the period must be greater than or [ \
| ‘equal to zero
Qosa Q5a Attendance penalty notices for Unauthonsed Absence withdrawn -

[Reason A must be greater than or equal to zero
ousé Q25b Number of penalty notices for Unauthonsed Absence withdrawn -
Reason B must be greater than or equal to zero

| 1Q5¢c Number of penalty notices for Unauthorised Absence withdrawn -

NEYIIEI Y

QDSo: Reason C must be greater than or equal to zero
Uﬁdi Q5d Number of penalty notices for Unauthorised Abs ence withdrawn -
L _Reason D must be greater than or equal to Zero 1 ! — |
| Q6 Mumber of cases p d ing t must be greater than| Detai
e or ﬁual 10 Zero. - ﬁws | 2
L

Once the user has clicked the ‘Details’ button they will see the details appear on the right
hand side of the screen, as shown below.

The user can then navigate to an error by clicking the “‘Value’ of an error on the right hand
side of the screen (which is ‘null’ in this case).

Once the user has clicked this ‘Value’, they will be taken to the Section where that error
is occurring and allow an amendment to be made.
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Adding return level notes

There is a pencil icon located next to the LA number section. To add a note relating to an
outstanding query, please click on the pencil.

Back to My COLLECT page Help

9% Department for Education e el i

BLADE UAT COLLECT Portal

Parental Responsibility Measures Attendance

Al Errars AllNotes s | [TView, | [Edit | [(Deieter | [[Siatis ]|

Measures Attendance - Darlington

P%F@I

You will then be presented with the Note Page screen below:

Back to MyCOLLECT page

m Department for Education S SOy g 6

BLADE UAT COLLECT Portal

Native 1D

Note Detail

The user will need to click on ‘Add New Note’ to enable them to type in the note detail
box.

#9% Department for Education PN o o e
BLADE UAT COLLECT Portal
Note Page
please add note herel| -
[ Gpeel
°

& Crown copyright | Disclaimer | Privacy

14



Once a note has been added, click on Create. This will then save that note against the
return. The pencil icon will then change to a notepad icon, which indicates a note has
been added.

Back to My COLLECT page  Help

w Department for Education You are logged in 85 Cayles | Log out

BLADE UAT COLLECT Portal

MiEmos | All Notes A | [P¥iewe [ Edin | [Deietel| St |

/341 - DARLINGTON

[For Attendance queries

Please Note: All errors must be resolved. Return level notes added against outstanding
queries will be reviewed by the department on submission of the return by the local
authority.

15



Submitting a return

Once the LA user is happy for their return to be submitted for DfE access the procedure
is very straightforward. First return to the ‘Source Page’ by clicking on ‘Back to my
COLLECT page’ located at the top of the form.

% Department for Education

BLADE UAT COLLECT Portal
P tal Resp ibility M FYPo
All Erars All Motes Add || Wiew Edit Delete I Slatus
L]
= Parental Responsibiity Measures Attend: Parental Responsibility Measures Attendance - Darlington
L> attendance questions [ | ContactDetails T mmm.m?m— :
LA number 841 - DARLINGTON 2 @
For Attendance queries
[First Name of Attendance Quenes Contact _ 2
LLast Name of Attendance Queries Contact - 2
]Email Address for Attendance Queries h 2
{Telephone Humber for Attendance Queries - 2

Then select Submit Return.

Back to Home page  Help

w Department fOf Education You are logged in as CGayles | Log out

BLADE UAT COLLECT Portal

Source Page ParentalResponsibilityM-A2013

MY DATA RETURN

The status of your data return : Amended by _source

Errors : |18 Queries : |4 OK Errors : |0

[What can I do with My Data Return?

Upload Retum from fle.. | Press this button to Import a file into your data return
Press this button to Add a new return using a web form
Press this button to Open your data return

Press this button to Submit your completed data return
Press this button to Export your data retumn to a file
Press this button to Report on your data return

Press this button to Delete your data retumn

[What is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Date Submitted ] Date Approved ] Date Authorised| |

16



Deleting a return

If a LA User wants to delete a full return, they can do so by clicking ‘Delete Return’.

&Yy vepartument 1or cqucaton ¥ou are logged in 25 CGayles | Log out

BLADE UAT COLLECT Portal

Source Page ParentalResponsibilityM-A2013

MY DATA RETURN

Errors : |18

The status of your data return :  Amended_by_source 1

[what can I do with My Data Return?

e

i

“Upload Return In

Ad

3
m
" DeleteRetum.. |

d Return on screes
D

Submit Retum...
Export to file_.
Delete Retumn...

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

Press this button to Submit your completed data return
Press this button to Export your data retum to a file
Press this button to Report on your data return

Press this button to Delete your data return

Data Return Submission

Date Submitted

Data Return Approval Data Return Authorisation
Date Approved. | Date Authorised| |

The status of the data

return will revert back to ‘No Data’ and the LA user will need to

click on ‘Add return on screen’ to re-enter their data.

17




Exporting a return

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

Back to Home page HHDJ

@ Department for Education e Vo e e B | B

Source Page ParentalResponsibilityM-A2013

MY DATA RETURN

The status of your data return : amended_by_source

Errors : |18 Querias : |4 OK Errors : |0

[What can I do with My Data Return?

et from e Press this button to Import a file into your data return
Press this button to Add a new return wsing a web form
Press this button to Open your data retumn

Press this button to Submit your completed data retumn
Press this button to Export your data retumn to a file
Press this button to Report on your data return

Press this button to Delete your data retum
'What is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation

Date Submitted Date Approved Date Authornised

Once the user has clicked ‘Export to File’ button, they will be taken to the Export Report
Format.

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
Authonsed

EEEEEER

Select the format of exported data that you require and when prompted you can either
save the file to a specific location, or can open the file for viewing.

18



Screen Functionality

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

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 collect page

All screens within a
return except the main
page which shows Back
to Home page

Returns you to the
main page for your
user role (Agent,
Source etc)

Drill Up Any data screen within a | Returns you to the
return apart from the previous data screen
header screen

Return Report screens, e.g. Returns you to the
History and errors previous screen

Back Notes screens Returns you to the

previous screen

View All Data entry screens that | Takes you to the sub

have additional linked
data, e.g. assessments

module level details

Mode Buttons

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

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

19




Left Hand Menu

5l r—

Department for Education W o

BLADE UAT COLLECT Portal

=

= EE =

The left hand menu can also be used to migrate to different screens however this is ‘read
only’.

20



Help

COLLECT issues and data collection queries

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

Secure Access issues

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.

A-Z of terms | Using this site | Contact us | Cookies

Logged in as Carol Gayles  Youraccountr  Logoutr

About Secure Access:

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

How to login, what details are expected:

If this is your first log in to Secure Access and you had an account for accessing COLLECT, $2S or
KtS prior to 3 December, use your existing username and password. You will be required to change your
password ance you have logged into Secure Access. On first login, a unique PIN is required in arder to prevent
un-autharised access. Schools who have not received the PIN from their respective LA will need to retrieve their
PIN from Edubase (www.education.gov.uk/edubase) - all 'other' users will have received an Email cantaining
their PIN. 'Other' users not in receipt of their PIN should contact the Secure Access Service Desk by completing
an online service request form, by clicking here.

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

+ If Organisation details have been 'imported’ into the system, these will be displayed on screen and need to
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https://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datacollections/requestform
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https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/service-request-form

Department
for Education

Crown copyright 2014

You may re-use this document/publication (not including logos) free of charge in any
format or medium, under the terms of the Open Government Licence v2.0. 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/2
email psi@nationalarchives.gsi.gov.uk

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

Reference: DFE-00546-2014

Follow us on 'i Like us on Facebook:
Twitter: @educationgovuk facebook.com/educationgovuk
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