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COLLECT and Secure access

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

|& Department for Education

Secure access

1

Welcome to Secure access

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. L4

Announcements
10/09/2014
Secure Access Approver Guide

The Secure Access Approver Guide is available from https:/fwww.gov.uk/government/publications/securs-
access-approver-role-guide

The guide gives an oveniew of the functionality available to Approvers

10/09/2014
COLLECT unavailable
COLLECT will be unavailable on Saturday 13th September and Sunday 14th September.

Please note this will not affect Secure Access which will be available during these times

Please note some screen shots may refer to 2014 however the process is the same
for the 2015 collection.

If you are a new user and require access to COLLECT, you will need to contact the
approver within your school.

Full secure access guidance is published on the Secure Access Website. Once
successfully registered, open the ‘Your applications’ tab to access COLLECT, as below.

Welcome to Secure access

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

Your applications

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

Kts


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

Click on continue

JCollect Welcome

Welcome to COLLECT (Collections On-Line for Learning, Education, Children,
and Teachers).

COLLECT is the DfE Centralised Data Collection and Management System for
Education

SPRING 2013 Data Collections
The Spring School Census, PRU Census, AP Census, Early Years Census, SEN2
and the Independent School Level Census went live on the 17th January

Select the collection by clicking on the collection name to highlight it (if there is only one it
will be automatically highlighted) and then click on the Select Data Collection button to
open

@ Department for Education liver | Lop W‘J

Home Page

MY DATA COLLECTIONS

Data Collection User Role Organisation Status Due Date Days Due
GeneralHospitalSchool2014 Administrator  Department for Education Testing/Live  12/02/2014 00:00:00 56
GeneralHospitalSchool2014 Source Manchester Hospital Schools and Home Teaching Service Testing 12/02/2014 00:00:00 56
GeneralHospitalSchool2014 Collector Department for Education Testing 12/02/2014 00:00:00 56
Independent Schools 2012 Collector Department for Education Testing 19/01/2012 00:00:00 699
Independent Schools 2012 Administrator  Department for Education Testing/Live  19/01/2012 00:00:00 -699
Independent Schools 2013 Administrator  Department for Education Open/Live 17/01/2013 00:00:00 -335
Independent Schools 2013 Collector Department for Education Open 17/01/2013 00:00:00 -335
Independent Schools 2014 Agent Alkance Care & Education Testing 16/01/2014 00:00:00 29
Independent Schools 2014 Source Priory Hurworth House Testing 16/01/2014 00:00:00 29
Independent Schools 2014 Collector Department for Education Testing 16/01/2014 00:00:00 29
Page 3 of 6 <>

Welcome to COLLECT (Collections On-Line for Learning, Education, Children, and Teachers).
COLLECT is the DfE Centralised Data Collection and Management System for Education

COLLECT Downtime
Please note: Due to scheduled maintenance COLLECT will be unavailable on Sunday 22nd December until 12pm. We apologise for any
inconvenience this may cause.

There are a number of independent schools which have installed IE11, those users have
experienced problems with column spacing when adding and editing returns in
COLLECT making it impossible to enter data in some cases. We have tested a fix which
has been successful.

In Microsoft Internet Explorer IE11 the traditional compatibility button has been removed
and replaced with Compatibility View settings where you add affected sites to a list. The
instructions below have been taken directly from Microsoft Support:

To change your Compatibility View settings

1. Open Internet Explorer for the desktop, click Tools, and then click
Compatibility View settings.

2. Inthe Compatibility View Settings box, add the problematic website URL, and
then click Add.

3. Compatibility View is turned on for this single website, for this specific
computer.



4. Decide if you want your intranet sites displayed using Compatibility View,
decide whether to use Microsoft compatibility lists, and then click Close.



Adding your return on screen

Please note that you can only add a full return on screen using this function when there is
a status of “No Data”. If the status has any value other than “No Data” then the “Add
Return on screen” button will be disabled, you will then only be able to make changes
using “Open Return”.

To add a return manually click the ‘Add Return on screen’

Source Page Independent Schools 2014

MY DATA RETURN

The status of your data return :  No_Datz

Emors : 0 Queries : 0 OK Emors : |0

|What can I do with My Data Return?

Press this button to Import a file into your data retum

Press this button to Add a new retum using a web form

Press this button to Open your data retum

Press this button to Submit your completed data retum
Press this button to Export your data retum to 3 file
_"‘L"L“‘"’"‘-_ Press this button to Report on your data retum

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 Authorised

|1 need some help

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

Done D Intemet | Protected Mode: Off v Rk~

Sections 1-3

The first time the user accesses this section you will need to select 'Save' to verify the
opening page of the form

After saving the user will be able to edit this page and access each part of the form
section by section from this page.



independent Schools

Independent Schools - Priory Hurworth House

Please select one of the tabs below to move to the next section:

Section 1: General school (see Notes for

(Contact name (for enquiries) Joe Bloggs 0 0 LAY AN |

[Telephone STD 1234 0 0 Ly AN B

[Telephone number 123456 0 0 VAN B
o [ o ol m

[School e-mail address Jjoe@bieggs

Scnooiname
ity of London School for Girls
ain schocl address

Line 1 t Giles’ Terrace
Line 2 arbican
Line 3

o e

The first time the user accesses this section there will be no data present as with the
previous screen you will need to click on the grey edit button on the top right hand side.

Sections 4 -5

The first time the user accesses this section there will be no data present; as with the
previous screen you will need to click on the grey edit button on the top right hand side.

independent Schools - Section 4 to 5 FAI

M| AlNates | A | v | [TERRT [owe | s |

Independent Schools - Section 4 to 5 - Priory Hurworth House

SRS 0% 07 T TI08 DHOW 10 MOVE 0 T T BTN

Saction 4: Boarding Schools ONLY (599 Notas for Guidance. Saction 4

coon 5

Boarding Pupls up 1 315 Dec 201
Boaroing Pupis up 0 31 Dec 2012
[0 Ma%y Bupis 06 10U FHEna 50 Hroviol ) 000RIMOGEoN SO MGNE 137 295 C2jS 3 1 507001, O SISEWDETE OB STaNGEMETSS Mack by T S7001§ proprieior. I e

[Boarding pupis up 1o 315t Dec 2013 |3
Saction 5: Teaching Staff (incleging 18th January 2013. (598 Notss for Gukdanc, Section 5)

3707 1095 WM SIIC ISR (D 1M OF MOrE)
PRI 13T O0NIIG $70T 1M 2088708,
AN OTEr V3C30CIRE N0 ed Dy relet 5T

o B370% 7071 S0 3084008 (55 290 2 )
o reile? 523% Al rominal acancies
o rRiie? 5337 CORMNG 100G B8N 206ENCE (3 2 Or m0%e),

Sections 6-7

The first time the user accesses this section there will be no data present; as with the
previous screen you will need to click on the grey edit button on the top right hand side.



Independent Schools - Section 6 to 7 - Priory Hurworth House

Flease select cne of the tabs below to move o the next section:

Section 6: Pupils on the register (see Notes for Guidance,

Only v« those pupils wheo are entersd on an 9 % of the Ecucetion (Pugil Registration)(England) Regulations
008

Do not @nter 2arcs in the boxes whare nc entry is required

1.9.01 1031802
190210 31803
1.8.0210 31804

ELLEEELEBELELLLY

Da ewwaise

|1 207 to 21.12.07
|1 108 to 21.2.08
|1 A408to21.2.08
|1 8.08 to 21.12.08
|1 109t0 31309
|1 4.09to 31.8.09

T T

R (R Re R Ne RN e Re !

Re Re e Ry

This figure must sgree with the sum of the TOTALS boxes in 6.1

o Do not enter zercs in the boxes where no entry is required

T ———_—— | ox s
oo ooy o | ool o 2]

Mumber of girl boarders \ | a ‘ a | 0 |Z|

[Please enter the number of pupils who as at the 17th January 2012 are locked after by a local . . .
|sutharity (within the meaning of Section 22 of the Children Act 1988) 2
|Section 7: Pupils with special educational needs (SEN) (see Notes for Guidance, Section 7)

172 Humber of pupis (ulfime and partaime) with SEW butno ststement lTﬁlTl?liI |
. -

On completing your data you must select 'Save' to continue or 'Cancel’ to delete the data
you have just added

Sections 8 - 10

The first time the user accesses this section there will be no data present; as with the
previous screen you will need to click on the grey edit button on the top right hand side.



Independent Schools - Section § to 10

Independent Schools - Section 8 to 10 - Priory Hurworth House

‘ou are cumently in Sections 8-10

Please select one of the tabs below to move to the next section:

Section 8: Courses of study for all pupils aged 15 and over as at 215t August 2012

BB LIRS

3R R

- - e
[} RN
0 2
0 o o | 2
L] o L] ’
) RN
0 0 o | 2
[} o o | 2
o 0 s o | 2
|Section 8: Final year of Key Stage 4 study
Number of bays in final yasr of ey Stage 4 study o | o [
lumiar of girls in final yzar of Key Stage @ study [ol o [0 el
Seation 10: Annex Completions.
Have any new tzachers been appointed since 18 Janusry 20127 If yes, plesse enter detalls In Annex A Fart A P B
lend select "Yes' fram the drop down. 2
Have sny new tzachers Isft your mplayment sinoe 18 January 20127 [f yes, please enter details in Annex A o . .,
Psrt B and select 'Yes' fram the drop down. 2
Have any non teaching or ancillary stafl been sppoinied since 18 January 20127 If yes, plesse enter detalls in o | o B
|Annex B Fart A and select "Yes' from the drop down.
Have any non teaching or endillary staff I=ft your employment since 18 Jenuary 20127 If yes, please enter o | o B
ldstails in Annex B Fart B and select Yes' from the drop down 2
Have you of the dsts of If y=s, plesse anter details in Annax C 5 B R
Part A and select "Yes' from the drop down. 2
Dc you have = corporate or unincorporated body or Chair? If yes, please nter detalls In Annex C Farts BI - BIl o | o B
land select "Yes' fram the drop down. 2
Have you any newly sppainted memoers of the propristorisl body since 19 January 20127 I yes, please anter PR B
ldstails in Annex C Part Biii and select Yes' fram the drap down. 2




Annexes

On each of the annexes the user can add multiple records.

The first time the user accesses this section there will be no data present please click on
the ‘Add’ button, this will activate the screen to enable you to add your data.

h

nnex A Part A - T New Appoi

Mo matching MewappeointmantTezachar records found

Eiif | [oeEEr|
All Errors. All Notes T
o I
Li]
‘=~Independent Schools [4] Drill Up I
- Annex C Parts Bi Bil Propristor Body and | i )
Annex A Part A - Teacher New Appointments - Priory Hurworth House Error; I
i—= Section 4 to 5
- A1 Notes I
> Section 6 to 7

= Section & to 10

F=Annex A Part A - Teacher New Appointman|
—Annsx A Part B - Teacher Lesvars
-Annex B Part A - Support Staff New Appoin|

fou sre in Annax A Fart A

lw

RermiieveismRoss  [ErorsGuenies 0K
(Errors and queries assoviated with this full rsturm, not ndividualfied=)  OWEEEN [ 2

Please select one of the tabs below to move to the next section:

~-Annex B Part B - Support Staff Leavars
--Annex C Part A - Individuzl Propristors
“-Annex C Part Bii - Mavity Appaintsd Body M

1—3| 45 | B 290 -| Please click the "Orill Up® button to select a different Annex page.

|Annex A Part A: New Teacher Appointments

[Enter details of who have been since 19th January 2012 Errors/Queries| OK_Notes History
Plesss select which soeliss o o o 2

CI— o o 0| 2

Frevicus sumame (mest recent) o o o 2

First namels) o o o | 2 o

[Please go back to the top of the page and click on the *Save’ button. Then to add anofher entry click on the ‘Add'button. |

=l

On completing your data you must select 'Save' to continue or 'Cancel’ to delete the data
you have just added if necessary.

After saving, the user will be able to Add, Edit or Delete. This is applicable to each
annexe completed.

By drilling up the user will return to the Nil Return page.

On completing your data you must select 'Save' to continue or 'Cancel’ to delete the data
you have just added if necessary.

10



Uploading your return

If you have output an XML file direct from your management information system (MIS)
you should follow this section for guidance on how to load the file into COLLECT.

To upload a file, click the ‘Upload Return from File’ button; the following screen will be
displayed.

Back to Home page | Help

7@ Department for Education You arelogoed s caiver | Log ot

COLLECT Portal

'Source Page Independent Schools 2014

MY DATA RETURN

The status of your data return :

mos: o | Queries: 0| okerors: 0]
P ——
|What gffh T do with My Data Return®
Press this button to Import a file into your data return
[ reemwoseretn.. | Press this button to Add a new return using a web form
Press this button to Open your data retum
Press this button to Submit your completed data return
Press this button to Export your data retum to 2 file
Press this button to Report on your data retum
Press this button to Delats your data ratum
\What is happening to My Data Return?
Data Return Submission Data Return Approval Data Return Authorisation
Date 5ubm|tted|:| Date Approved|:| Date Authonsed|:|
I need some help
For help while in the data collection pages, please use the link at the top of the pages.
o — P o @y

Enter the file path/name of the return or alternatively click on the ‘Browse...’ button to
navigate to the required file.

w Department for Education

COLLECT Portal

Bk 1o MYCOLLECT e Fele:
Tou #rd logged 1 sa coliene | Log ol

UPLOAD FILE SELECTION
This both uplosds and validstes your data and may lake several minutes. Please alow sulficient time (o complete,

- .

11



If you have used the ‘Browse...” option, once the relevant file has been located, either
highlight the file and click on the ‘open’ button or double click on the file name. With the
file name displayed click on the ‘Upload’ button to load the data into COLLECT.

Once the file has been successfully loaded the following message MAY appear if the
system is busy.

Loading and Validation Message

Source UpLoad In Progress

R UBEOAR BRGGR

- FILE MPLUALL RN
Wour data return has been successiully leaded and is queed
for valldation. Please return later to view any validation errors
identified,

] -

OK to Return to Status Page

The return has now been placed in a queue to be validated. When COLLECT is busy this
process may take some time and users can come back later to view any validation errors
present within the return.

IMPORTANT: If you have uploaded a return from a XML file, it is important that you
check the amended address and amended chairperson sections of the return in
COLLECT to confirm that the data currently held by the department is correct as
amendments will not be brought through into COLLECT from your uploaded XML file
(where details are no longer correct amendments should be made directly in COLLECT).

You must also return to COLLECT in order to submit your data return to the Department
for Education (See Section 2.3 below).



Submitting a return

Once your return has been completed or loaded, you have checked the amended
address and chairperson sections and you are satisfied with its content, the data is ready
to be submitted; to do this, click the ‘Submit Return’ button.

‘@“ Department for Education (ou are ogged n = coliver | Log J

Back to Home page | Help

Source Page Independent Schools 2014

Errors : |5

What can I do with My Data Return?

Qpen Rety

Submit Return...

[ Dpoltiole- |
Launch Reports...
Delete Return...

What is happening to My Data Return?

MY DATA RETURN

The status of your data return : |Loaded_and_Validated

Queries : [4 OK Errors : |0

Press this button to Import a file into your data return
Press this button to Add a new retum 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 return to a file
Press this button to Report on your data return

Press this button to Delete your 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.
€ Intemet | Protected Mode: Off v ®|100% v

Awaiting submission

Once the user has selected "Submit Return", the status MAY change to awaiting
submission if the system is busy. This is in a queue. The user still has several options at

this stage.

At this stage the user can:

e Upload Return from file.. .- if the user needs to re-upload the file for any reason
they can do so at this stage. This will delete the current submission and replace it
with the new return. The return will re-join the queue to be validated.

e Open Return...- the user can open and view the return they have made, all errors
will now be available to view.

e Launch Reports...- the user is able to launch reports.

e Delete Return...- if the user is unhappy with the return submitted, they can delete
it at this point. This will completely delete the return. Any new uploads will join at
the end of the validation queue.

13



Submission in progress

At this stage submission has begun. The user at this stage cannot make any further
changes to the return.

Submitted

At this stage the return has been submitted to the DfE. This means that the return is now
available for any appropriate checking and verification actions by the Department for
Education (DfE).

If required, you can reload a data return or edit it, on doing so, the status will return
‘Loaded’ after loading or ‘Amended by Source’ if amended on line.

NOTE: After making changes you must “Submit Return” again to pass the return back to
the DfE.

14



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 Data hasn’t been loaded

Waiting_for_Validation  Data loaded and waiting to be validated
Validation_in_progress Data loaded and validation in progress

Loaded Data loaded and validated but not submitted
Amended_by Source Data has been manually edited by the school
Awaiting_Submission Data queued, waiting for submission
Submission_in_progress Submitted snapshot is being created

Submitted Data loaded and submitted

Amended_by Collector Data has been manually edited by DfE after submission
Authorised Data loaded, submitted by school and Authorised by DfE

Rejected Data load rejected — due to invalid format and/or contents

Navigating around your return on COLLECT

To open your return, click ‘Open return’.

15



Table of contents

The table of Contents allows the user to navigate to a specific part of the collection. For
example, if the user was to select an item from the table of Contents, the user would be
taken directly to that corresponding page.

1]
independent Schools - Section 4 to 5

AlEmors | Al Notes )| [P¥iew | [ Ed | Bl St

|Independent Schools - Section 4 to 5 - Priory Hurworth House o

ccommedation?

[Hew many pupils were provided with sccommedstion for more than 285 days st the schoal. or slsewhers under smangements made by the schoal's proprieter, in
leach of the 2 years preceding 315t Decembar 20127 If none ge to Sadtien 5.

[osrcing Fupils up to 21st Dec 2011

[Hew many beds are aveil i i=d on the census dete) in boarding

[Bosrcing Fupils up to 21st Dec 2012 | o | o
[How many pupils do you intend to provide with accommedation for mare than 295 days at the schaal, o elsewhere Under amangements made by the schaol's
ietor, in the ing yesr? If nans go to Section &
[posraing susils up 12 313t Dec 2013 | HERERFri
|5em:on 5: Teaching Staff ) in week 14th January 2013. (see Notes for Guidance, Section 6)

staff on lang term sbsenos (3 tem or more);

lo staff on short term paid sbsence (less than & tam); relisf staff covaring shart tarm sbsancs;
lo relief stsff filling nominsl vacandies, And other vacandies net filled by relief stsff.
lo relisf staff covaring long term sbsencs (3 tem or morsl; Non-tesching staff

Student teachers on school centred ITT courses.

e 3__Br

16



All errors and all notes

Selecting this option will allow the user to see all errors/queries that currently exist
against the collection.

d d
p

Schools

Add | [Tvew | Edn | [oeiee |
Emors | AllNotes ) | e
v

ndependent Schools - Priory Hurworth House ||
-Ynu are currently in Section 1-3

ENE 0 |2
Please select one of the tabs below to move to the next section:
Section 1: General school information (see Notes for Guidance, Section 1)

Errors/Queries| OK [HotesHistory
0

Contact name (for enguiries) Joe Bloggs 0 1] Z &
[Telephone STD 1234 0 0 0 2 [ 1]
[Telephone number 123456 a o o 2 J 1]
School e-mail address jee@bloggs 0 0 0 Fod &

School name School name

City of London Scheel for Girls

Main school address llain school address

Line 1 5t Giles’ Terrace Line 1

Line 2 [Barbican Line 2

Line 3 Line 3

— — — 1

Back to MyCOLLECT page |

@ Department for Education ou are logsed in s coliver | Log aut

COLLECT Portal

Blade Error Report - Independent Schools 2014

Priory Hurworth House Error report on 11/12/2013 at 11:06 Return
Count o
3228 School contact name is missing Errors 2
3229 Telephone number of contact is missing Errors Details 2
3230 School email address is missing (Queries Details 2
860c There are no full time staff present (Queries Details 2
3246 There are no pupils with SEN recorded. Are you sure? {Queries Details 2
1040 The schoal must have a reasonable ratio of teachers to pupils Queries Details 2
4270 Total pupils entry is missing Errors Details 2
3231 School accommodation change value must be present. Errors Details Vil
hzse v 'I:hnzve E::; ;:Ec d;;:nﬁ for either indhidual proprietors (Annex C Part A) or proprietor | o 2

© Crown copyright | Disciaimer | Privacy

€D Tntarnet | Dentactad Mads: OF Sh e @I00% -

By selecting
(a) DETAILS, you can see the details that the error sits against.
(b) VALUE, COLLECT will take you to the field and allow you to correct the error.

(c) RETURN, once pressed this will return you to the previous screen.



Priory Hurworth House Error report on 24/10/2012 at 11:30 Return
Count 14 Details

micte JUEP fmetesmce  mmmaws wme
Invalid Code Value Errors Detais | Fd

— v [There must be detale for eier ndividua ProBrielors (AN C Par A} e org Z

30054 ;:; e the register does notequal | gpg Details Fod

2005h -gr:’rt the & ferrors Details 2

hoosa [rot on the register does not equal girls aged 17 ona o ] 2

SoosT [ros 802016 o e r0isieT d0es ol caual oIk 3984 16 01 8 o e z

Gooss [re pasd 1= en the register does not equal girls aged 15ona | ) 2

—— ;su | BUBIS 85ed 15+ o NG TEQisIeT BULNO Sourse of study Gata e rore e z

onvo1 v [There are significantly more pupils than last ye: Queries| 2

— . [There are significantly less pupils with a Statement of SEN than last | | z

Return level errors and queries

Return level errors and queries relate to a validation rule that applies to the return as a
whole rather than an individual data item within the return.

Return level errors and queries are displayed and are accessible from the ‘Header
Information’ screen by selecting the field when highlighted in red.

‘ndependent Schools - Priory Hurworth House

ou are cumently in Section 1-3

EWRNLEVELERRORS [ErorsQueries| OK Nots®
B T — I R—

Notes and history

Each data item within the return has a note field. This allows the user to add explanatory
information about a data value, in particular when an item has an associated query
against it. To add a note the user should select the pen icon.

_[ErrorsfQueries OK |Notes|History
o 0 o | @ | @
o 0 0 | 2| F
0 0 0 | 2| T
0 0 0 | 2| T

This will take the user to the note page; by selecting Add New Note the user can then
add free text to the box.

Hote Page
Notes - Independent Schools 2012 Backs
Validation Rule: 3239
User Role Organisation Mative ID |
Add New Note | | Remous ol= |

Note Detail

=]

=
Li]

18



To save this the user should select Create.

MNote Page
=]
=l
cares
Li]

When the user returns to the main screen the pen icon will have changed to a note pad
icon.

_|[Errors|gueries 0K [NotesHistory
0 0 o @l ®
0 0 o 2l =
o o o |2 =
0 0 o2 '

History

The history item appears next to a field every time a data item is changed. By selecting
the history scroll icon any previous entries can be viewed.

_[Errors/Gueries 0K [Hotes History
0 0 0 E 1]
0 0 0 2 1)
0 0 0 2 1)
0 0 0 Ficd 1}

The user can view the changes of value, user details and the date when the changes
were made.

Data Log Page
History Report - Independent Schools 2012 Back
Priory Hurworth House

History report on 25/10/2012 at 14:18:04
Data Contact Name (for enguiries):

Start Dat: End Dat:
FE_F_
Role i

Old Value Mew Value

Drganisation
Linda May Source iepartment for Educsticn 25/10/2012 14:12:22

19



Errors

Data item errors/queries/OK errors are highlighted against the item to which they relate.
All data items that are part of a failed validation rule will contain an error marker, not only
the item containing the potentially invalid value. 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.

To view the error, select the red marker.

Errur5|(1ue-rie5| Lo Motes History
_z_ RV
2 [ 2
| o | 2
_—— 2
| o | 2
1] Z

Selecting this option will allow the user to see all errors that currently exist against the
field. From here the user can view the field details that the error sits against. As with “All
Errors” errors can be edited from here.

IMPORTANT: If the user has completed this form using an XML file output from a MIS
any changes made directly in COLLECT must also be made to the MIS. If there are large
numbers of changes it is advised that changes are made in the MIS first, and the users
file is reloaded to the collection.

Changes by the agent/collector (ie the DfE) will always be done in consultation with the
source (ie the school).

20



Mode buttons

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

e Dark grey text on sunken button with light border = Active mode
e Black text on button and highlighted border = Available mode

e Light grey text on button with light border = Unavailable mode

add | ["View | Edit | | Beste | | Siatis |

1. Add - Allows the user to add a new record to the return.
2. View - Allows the user to view the record data.

3. Edit - Allows the user to edit existing record data.

4. Status - Allows the user to view the status of the record.

5. Delete - Allows the user to delete the record.

21



Exporting data

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

WEHGL LaT 1 BU v Py Data R

[ Upload Returs from file..

This then displays the output options of either CSV or XML.

Export the current data for the selected Source

e Jormat that you wish to export this data:

elect the Status that you wish to export this data:

Either:

Al =

Or one or more of the following

Loaded and validated r
Amended by source r
Submitted [
Amended by agent r
Ap: ved E
Amended by collector ]
Authorised =
T

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 i.e. 1 file per table in the database.
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Reports

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

G i Y ale R

LUpioad Racurs from Me- ]

Open Return_.
Submit Return...
Export to file..

Delate Returs...

Selecting Launch Reports gives you the report page with a drop down list of any reports
which are available.
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Help

For all queries regarding COLLECT or SLASC - IS in general please contact the Data
Collections Helpdesk via a service request form.
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https://www.education.gov.uk/researchandstatistics/stats/requestform
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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 v3.0. Where we
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from the copyright holders concerned.
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