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COLLECT and Secure Access

Access to COLLECT is through the department’s Secure Access system (SA), icon. If
you have forgotten your login details, or are a new user and require access to COLLECT,
you will need to contact the Approver within your local authority.

Full Secure Access guidance is published on the Secure Access website
N.B. Please note:

Although some of the screenshots in the guide refer to 2014 the process of logging on to
SA and completing the return on COLLECT have remained unchanged.

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.

091272013
School Access to COLLECT, s2s and KTS
Requests for access to COLLECT, S2S and KtS (Schools only), please contact the Approver

pnsiblin e memmminatinn Thaos e nf rimmian abhasld ma lnmane e dicantad b tha Caniien Annane



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

Logging in
Insert your username and password and click to agree to the terms of use.

Secure access

e " |

Welcome to Secure access Fistine here?

pcung ACCESS Heslp pag

The Secure Access Poral registered users access io the Depanment for
5 ms are granted on an individual basis and
@ Sysiems may not be visible

Announcements

525 Secure Data Transfer - Essential Maintenance

Usirs shoudd nobi that the Secune Doty Transler system 525, will ke unavadable on Beh April
2014 Batwean 0700 - 0800 for essental manienance

Secure Access - Schedulad Downtime

D o essential maintenance, Secure Access will be unavalable on Friday dth April 4-8pm.

School Access to COLLECT, s2s and KTS
Requests lor sccess lo COLUECT, 525 and KIS [ Schocks only), please contacl the Approver
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Once successfully logged in you will be presented with the screen below. Select
COLLECT

| ﬂ' Cepartment for Education

Secure access

D) soministration

Zignesd m % Brian Addi By Dia fior Ed i ¥

Need help?

Welcome to Secure access

Allowing registered users ac y the Depanment for Educatio
Access to systams ane granted on an indhvidual basis and th
Syslems may nat be visible

'r‘sw ﬁ now logged out of 25 F you wesh 1o acoess ancher applcation, chck on its ke I you wash bo al Secure Acoess please dick
Sign

obernens Or-Le for Leameng. Educstasn, Chiidnen, and Teschans

525

e Schood o School systemn

H you cannol 5ee an apghcaton (Sysham) that you bebeve you shoukd have aooess to, of do
mot hanve The Comect parmissons within B appicaBon you ane acoessing, please contadt the
Secune AcCess Senack Desk by completing our onling Senice nequest form, by dicking
hetere




You will be taken into the COLLECT portal.- click continue.

#9% Department for Education N R T

COLLECT Portal

Collect Welcome

PROCEED TO COLLECT

[\ == )

Carle of Conduck

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 Workforoe Data Collection

We are currently experiencing high volumes of retwns that are undergaing
Matching & Reconciliation (M&R) which I$ resulting In delays to the processing of
thiese returms.

If you requine your retwns to undengo the MAR process, please be awase that
you may experience delays while the backlog is cleared.

Netwaork Issues

MNetwork infrastructure iSSUes Means some users ane experiending session
disconnections in COLLECT. If you experience a disconnection whilst working in
:::ﬂuE(:’l pleasa inform the Data Collection helpdesk using a Service Request
O,

We are working wigently with our senvice prowiders to identify and implament a
solution and apologise for any inconvenience caused.

Seourity Update

The Department has upgraded the Security on & number of systems that affects
a wery small number of users who are uslmI; older browsers. Users working on
Internet Explorer & or bedow will not be able to access Sequre Access, and
therefore COLLECT, Users will recelve a "Page cannot be displayed” and, in that
evint, should contact thelr IT support.

§ rwom v Ddaear | Py

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.

MY DATA COLLECTIONS
(bl 7501 User Role Orqanisation Status D Date Days Due
q@ Scurce Darfington Testing 16/01/2014 D0:00:00 106
T Collector Department for Education Testing 16/01/2014 00:00:00 106
SENZ_2014 Administrator Dapartment for Education TestingLive 18/01/3014 00:00:00 104
[Page S of 5 <
[ Seect Cinta Colecton s |
MNews

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 Censius Summer 2013

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

This will take you to the Source page. This screen provides a summary of the latest
position of the selected data collection. Status could be:

No Data Data hasn’t been loaded

Loaded Data loaded but not submitted



Submitted Data loaded and submitted

Authorised Data loaded, submitted and authorised by DfAmended by Source Data
amended by LA

Rejected Data loaded but rejected due to invalid format and or contents

Amended by collector Data amended by DfE



Adding a return

Click on the ‘Add Return on Screen’ button. Click uploads return on screen.

The status of your data return 1 Ho_Dats

Errees = |0 Cpuaried 1 |0 | oK Errors ¢ O
cani 1 abs with My Data Raetunn®
. - - Prdd Ehiil Butten b Impsrt & fils mbS your dith fakuim
Prads this button to Add & new NEDsm uEirg & web fom
’ Prass this button to Open your data retum
Saabersdl Bcturn Press bhis button to Submit your completed data ratum
et 0 Tk ] Prade Ehis Bultton to Export your daka rakurm Eo & Fle
m Préis thil Baullom o Bepsrt on youd dats FaEum
Dot Rrtumn._ Préas thes Baitten o Dabbbe your dama Fatum

Is happening to My Data Retunn?

Data Return Submissbon Data Return Approval Data Return Authorisation
Date Submitted. Data Appreed| Date Authorsed
need some help

of halp whebe i tha data colecten pages. please use the bk st the tep of the paeges.

The next screen to appear is the SEN2 web form. You will need to enter the information
in each field then click ‘save’

#9% Department for Education PRt okt s

BLADE UAT COLLECT Portal

Add new record ¥ San I | Cancel

|mmmmmnmuﬁmmm ol g SO oF il Cosbischind] Ot chuklinin el yourn) Eeisogi wath
oL o of i (i ] of Eduration. Hoalh and Cam (EHC) plans
4nﬂhmﬁmmmemmmﬂhwww1m This 15 iBerand B0 Galh O The rmibed
of piapedis With ERalimants and EHC plans i fohools, Colidtnd &5 par of the Sohool Cirms

ithao mmamnmmmmmm central and local govstment, presswe groups snd e publc ol lege fo
Ol et Tl puobicoiss And thesr
itha mm-mmm-ﬁuwmmmmnmmmmm!mmn:mmm
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Once the contact details have been completed and saved you can then move on to enter
the data in Part 1 of the online form. To navigate to Part 1, click on the tab.

-. .- PRt ColCur) a0v] T ofec vt —
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To continue you will need to click “edit” then enter your data.

BENZ - Part1

. |- T R [ o =

B 2
b Aged 5 1o 10 Fl : | 2
e Aged 1110 15 2 n F
o Aged 1610 18 g ] 'g
e Aged 2010 75 ] 0 F
[ TOTAL [a+boc+d=d) . 0 | | ] ] F]




Once Part 1 has been completed move on to part 2.1 by clicking the Part 2.1 to 2.5 tab.
As in Part 1 you will need to click ‘edit’ before entering data into the fields.

o || oo | (G o |

SENZ - Part21

ENZ - Part 2 1 - Devon

A Plesso sisio thee numbaer of children and young peopls lor whom a statemsnt [A) or am EHC plam {B5) was masdo for the first tene dering ihe 5014 cal
relars o age & at 1 August 2004,

an Edwcation, Health and Care (EHC) pl
and Familios Act 2004 was made

e Aged 1110 16
d Aged 1610 18
o Aged 3015 25
P TOTALja+bvcedea)
| e T pe—— e ————— T R P —————"——

Checking data

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

@ A Hotes N | = T

SEMN2 - Part 21

3 - Part 2 1 - Darviaan

.1 Pleass staie the number of childres ssd young people lor whom & siaiement [4) o an EBC plan (1) was made for See Bt ime durssy @ 2094 calendar

: Thasa do not incleds I0assessmants of Fansitons Dolwes matemeacs sad

reded 10 the guide lof ssamation on EBC plan pathlinder seas and rasadens. betwees bocal authorises. -
[t4] & statement of spocial edcational neods under an Educasies, Hoalth and Case [EHC) plan undar
Tt petiitieens of Bhep Ecualion A1 1956 was made hildres amd Families Act 2014 was mado fof Se
Bt this st Eimes dusting the P4 cabessias paad. T e 2014 ealondar yuar.

ls. Under e 5

. Aged & to 10

. Aged 1110 15

. Aged 1510 19

e, Aged 10 35

§ TOTAL (nel+ced+e)

T T T




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

Hade Error Report- SEN2_2015

VN Error report on 18/ 1272014 at 12:15 Ruturn
Count 171

gt ] Flaase chack: Conlict Sumama is mising CQuanes
wIsa | Flbass chack: Conlhct Sonieden o fMcdding Cusnes
120 Telephone numbsed is misgng Quenes

2

2

2

) Emal address is missing o does nol contain Cueries i
118 Tea05 EHC is mandstory Eorors | 2

[ 10 Tes 018 mandatony Esrors | 2

,1 1b Tea510 EHC is mandatony rE:-m | F4

[ te Tert115 is mandatory Eorore | 2

I1 1 Tt 1115 EHC is mandatony 'EI'IM! | F-4

[ 1a Tetsgm s mandatony oo | F-4

Errors

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

Emror Repaort - SENZ_2015

RN Error report on 18123014 at 12119 Regtatnn
Count 171 Detalls —
ﬁ Vil
ottt Dol
chack: Comact Sumama is missing. ] Fi w
B Pleass check: Contact lorename i missing fusries | Doty [ [ 2
hzoa | Halaphona nusber is g Dusnes Dtadis | .4
E?FDQ :Ei-aimnulﬂlwwdnum:mluﬂ ann Dty Fid
[ 1.1 Tobds EHC i mandatsny Emars Detads | .4
110 Toth1d is mandatony Emen | Detady Fid
|t 15 Tees10 ENC is mandaicey Erois Detads | 2
19 Toe1115 i mandatory Erm Detasly F.d
I e Tor 1115 EHC 5 mandabany Emer | Detais | 4
190 Tet 1618 in mandatory Erom Deess || F.d
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Adding notes

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

SEMZ-Part21

Al Erors Alboons | s | [V Bl | [ Onee | S

SEMZ - Part 2 1 - Devon

2.1 Please state S mibed 0f Childen Bnd youss) peopde o whem & staoemssat (4] or o EHC plan (U] was muede bos th Tins tese dering the 2014 calesds

g hressdows melers o a8 1 August 7014,
DT Thebid S0 el WClUde TSRS 0NN O ITEIANSS Benwaan sElemants and L ’; Culty Adsesmmtans (LOAS) no EHC
Twlar o e B infommation o EHC

2 B ducation, Heakh s Care (EHC) plas ssder
and Families Aci 814 was msde bod the
ihie F cabessisd

\ Under 3ge &
b Aged 510 10
Agad 11 b 15
d Aged 16 ba 19
Bged 2010 25

TOTAL (3 + bac+dsa) ﬁ 0 J,z |

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

i B SEALTLLECT page
v Engaped o ai MWilliasesan | Lag sl

e g Comslerar Privasy
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Submitting return

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

WY DATA RETURN
The status of your data returm ; |L03ded_and_Vakdated

Enrors 1| 57 Queries |1 OK Emrors 2| 0

|What can I do with My Data Return?

< Ratwrn from i Prass this button to Import a filg into your data retum
Pk Rorbwrn ou TR Prass this button to Add 3 new ribum using 3 web form
[ Cpeatene ] Priss this button to Open pour d3ta retum
T Press this bukton to Submit your completed data retum
[ Emectmite. | Press this button to Export your data rebum to 3 fle
Press this button to Report on your data retum
Priess this biutton ta Delete your 43t retusm

|What is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Date Submitted Date Approved Diake Authonsed
1 nveed some help

For help in understanding how to il in your data return réad the guidance notes by cicking here,
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Exporting data

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

DATA RETURM

The status of your data return ; | L0302d_and_Valdated

Errors : 57 Quarias ;| ! 0K Errorg =| 0
What can I do with My Data Return?

Press this button bo Import a file into wour data return
Press this button o Add a new return using a web form

- — Priss this button to Open your data retum

[ Sehmdt Return.. | Press this button bo Submit your completed data retum
" Press this button bo Export vour data returmn to a fle

| Temme—— | Priggs this button bo Report on your data returm

Precs this button to Delete your data retumn

What is happening to My Data Return?

Data Riturn Submission Data Return Approval Data Returm Authorisation
Date Submitted Date Approved Date Authonsed
need some help

‘or help in understanding how to fill in your data return read the guidance notes by dicking here,

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

RISr LA I

Export the current data for the selected Source
Please select the format that you wish to export this data:

Export s XML
Expart a3 CSV O

Pli‘:e? Select the Status that you wish to export this data:
E -

Al

Or one or more of the following

Loaded and validated
Amended by source
Submatted

Amended by agent
Approved

Amended by collector
Authonised

e
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Help

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

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

Secure access

T - - |

Virsll the Secune Access Help page

WEICUmE [ﬂ Secu Ie access First time hera? » ’

The Securé Access Portal allows registersd users access to the Depanmant for
Exdu ms. ACCess ams are granted on an individual basis and
therefore Some Systems may not be visible.

Announcements

525 Secure Data Transfer - Essential Maintenance

Usirs shoidd robs thal the Secune Dats Transler syshem 525, will be unavadabl on Beh April
2014 Batwean 0700 - 0800 for essental manienance

Secure Access - Schedulad Downtime
D o essential maintenance, Secure Access wall be unavalable on Friday dth April 4-6pm.

School Access to COLLECT, 525 and KTS
Requests for sccess lo COLLECT, 525 and KIS [Schocls only), please contacl the Appiover

somiinldic,. st . ety sty Bumniy il meniscatute el e Wonrinites Bt iieinbinl . B, Wi

If you are still unable to resolve your query please submit a service request to the SA
Service desk.
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https://www.education.gov.uk/researchandstatistics/stats/requestform
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/service-request-form
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© Crown copyright 2014

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-00736-2014

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