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COLLECT and secure access

Access to COLLECT is through the Department’s Secure Access System (SA)

Secure access

Forgotten username or password?

" | agree to the terms of use m

First time here?

Welcome to Secure access

Visit the Secure Access Help page

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

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

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

28/03/2014
Secure Access - Scheduled Downtime

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

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

..... i s imise mmmmmimtine Thana e af asnvian abaold ;s lamane b dicsntad ba fhn Canien Annnnn

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

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

Ure acCess

Admiriiaraticn

Signed in as Claire Rice from Department for Education

Head help?

Vil they Secure access hep page

Welcome to Secure access

to the mant for Education’s sysb
ranbed on &n individual basis and thershars Scm

Collicbans OneLine for Laaming, Educaion Chidoen, and Tesd bers
I you cannod Sed an appdcation (Sysem) that you belew: you Shoukd hine access 1o, of da
0l e Wt OIS PeBTIrS-Si oS wilthan et appl cahon you are SO0ESSENG, please oontact thi

Secure ACCcess SeneDe Desk by compieting Our online Serda Ce request hom, by chiking
haeray

Hote, Local Authonty users shoukd conbines 1o use their EAS kogen for ey o Sucoess

fecure access ! !



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.

COLLECT Portal

ollect Welcome

PROCEED INTO COLLECT

I a—

Cooe or vonduct

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...

*Please note: some screen shots refer to 2013 however the process is the same for
all 2015 census collections.*

MY DATA COLLECTIONS

Ratas Collection User Role Draanisation Status Dus Date Rays Dus
Independent Schools 2014 Collector Cwpartmant for Edutation Tasting 16/01/2014 00:00:00 10
Independent Schools 2014 for Ed Testing/Live 16/01/2014 00:00:00 10
SchoolCansus 2014 _Spring for 16/01/2014 00:00:00 10
[SchoolCansus 2014_Spring Agent Departmant for Education 16/01/2014 00100100 10
[SchoolCansus 2014_Spring Collector Departmaent for Education 16/01/2014 00:00:00 10
SchoolCensus 2014_Spring Source Abbey College, Ramsey 16012014 00:00:00 10
SchoolWoridforceCensus2013 for Educati Opan/Live 06/12/2013 00:00:00 -31
SchoolWordoreCensus2013 Collactor Departmaent for Education Open 06/12/2013 00:00:00 -31
SchoolCansus 2013_Autumn i for i Opan/Live 03/10/2013 00:00:00 -93
SchoolCensus 2013_Autumn Agent Department for Education Open 03/10/2013 00:00:00 -93
Fage 2 0f 6 <>

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.



Source

The source (School) main screen will now be displayed.

My

‘ARETURN

The status of your data returs

Bros: [0 ]

Queries: [0 ]

OKErors: [0 ]

What can I do with My Data Return?

Upload Return from file...

‘Add Return on screen...
Open Return...
Submit Return..
Export to file...

Delete Return...

Press this button to Import a file inte 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 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

Date Submitted |

Data Return Approval

Date Approved |

Data Return Authorisation

Date Authorised |

I need some help

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




Loading a Return

1) Click on Upload return from file

MY DATA RETURN
The status of your data return @ | "o_Dats
Errors Queries O Errors

|What can | do with My Data Return?
Press this button to Import & fle into your dats retum
L™ 3 Press this button to Add & new return usng & web form

Prasa this button to Open your dats return
Prass this button to Submet your completed dats retum
=port o bie Press this button to Export your data return to & fle
(M] Press this button to Report on your date return

Press this button to Delete your dats return

IWhat is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Date Submated Date Approved Date Authonsed
1 need some help
Jror heip while in the data collection pages, plesse use the ink at the top of the ceges.

2) Use the browse button to locate the XML file. 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 sulficent time to complete.

=
[0t a |

3) Click on the Upload button to load the return.

UPLOAD FILE SELECTION
his 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.... M

Loading raw return data, 243 elements processed

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

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.



4) 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.

Page 2013

dgfla : sded_and_Validated
rrors @ |4 & 0
What can I do with My Data Return? _/
Press this button to Import a file inte your data return
Press this button to Add & new return using a web form
Open Return... | Press this button to Open your data return
Subsmut Return.. J Press this button to Submit your completed data return
Dxportto file.. | Press this button to Export your data return to a file
Launch Reports._. Press this button to Report on your data return
Delete 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.




Viewing the return details

1) To view your data return click on ‘Open Return’.

o

The status of your data return : | Loaded_and_Valdated ]
Errors 1 |4 Queries : |6 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
‘-'.‘:'I::_‘.- Press this button to Open your data return
o Press this butten to Submit your completed data return
Press this button to Export your data return to a file
[ taunch 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

COLLECT Portal

SC13 Autumn

Edil)| Dokl EiEsE

i | [view:

+ |[$C13 Autumn - Abbey College, Ramsey
‘ _ﬁ 0 2

School Census Autumn 2013

Collection

sC

=/ |[Term

AT

[Year

2013

Reference Date

[2013-10-03

'Source Level

s

LA

{873 - CAMBRIDGESHIRE

Estab

(4603

Software Code
Release

wmiTemplate
[1.00.5C-AUT

(version

2013

Serial No

"

Datetime

[2013-08-23 11:27:57

R ERELEIEE R

[School

Pupis on Roll

[Pupils No Longer on Roll

M

You can view the return details by clicking on the various ‘View All’ links at the bottom of

the screen.

&n Ret
No Longer on Red

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.



New: Editing data within the return

The default view when a screen is displayed is ‘View’ mode. We have enabled editing at
school level for all school census returns.

Please consult with your Local Authority regarding editing of your return to agree
local responsibilities and/or processes for amending data directly in COLLECT.

1) To edit the details click on the ‘Edit’ button.

$C13 Autumn
L]
--5C13 Autumn * SC13 Autumn - Abbey College, Ramsey
!-I.ﬂ!h OK Errors Return Level Notes
~+5choal [3] Return Level Errors E a
L -~
| L> characterstes | __§ | 2
- Pupd On Rl [2]
| 1> Anrusl Attendance Oute Mom Value ¢ - o OKErrors  Motes  History
|
| b 2
| b 2
| F 7
: 2
| | — ?
i .
| H L
I 1 2
L 2
| >
| 2
= Pupis No Longer On Aol [1] »
= Annusl Attendance 7 I
:—bﬂwmu - e Al
- [dentfiers onger on Rol View All
> status

This enables data fields to be manually edited within COLLECT.

Please Note: Any changes made within COLLECT should always reflect the schools
MIS.

Please see separate guide on Editing School Census Data for full instructions on how to
change data.



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

Page 2013

MY DATA RETURN
The status of your dgfi

t |Loaded and Valdated

([Upload Return from file... | Press this butten to Import a file into your data return
A Tt s v Press this button to Add a new return using a web form
m Press this button to Open your data return
[ sebmit Rewwrmn... | Press this button to Submit your completed data return
Export o file... Press this button to Export your data return to a file
[ Lounch Reports. | Press this button to Report on your dats 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 Autharised
1 need some help

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

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.

1 I = —

l__—d

To view all errors and queries on the return

1) Click on ‘All Errors’ at the top of the screen.

10



All Errors All Notes A ”T i L tatis |

2) 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.

IBI)GC Error Report - SchoolCensus 2013_Autumn

Abbey College, Ramsey Error report on 23/08/2013 at 14:20

1510 at L] Errors )
2720 Cusification A Number s not & valse Errors 2
2724 Discount Code is not & recognised valse Queres 2
1510 UPH invalid (wrong check letier at character 1 Errers 2
1510 UPH invald (wrong check lefier at character 1) Errors 2
17800 v ::’l::l(ch::::o pupls in the school skpble for free school mesls durng the percd since | 2
18700 ¥ Please check: Percentage of pupds with sole registrations ot the school i less than 95%  Gueries F .4
20100 Y Please check: 10%- puply’ yr group differng from their age Quenes 2
2000 ® 1o pupls in the school with SEN provision Queres 2
ToaTIC lewer solely registerad pupds than last term. (Last term = 1281 00, Y

Quenes

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:
1) Correct in your MIS and re-load the School census file to COLLECT, overwriting
the incorrect one.

2) If your LA agrees - Change the mode of the form to ‘Edit’ and then click on the
data item that needs to be changed and update it — ensuring the you reflect this
change in the MIS

11



Providing clarification/ supplementary information

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 also be made
available on our web page School Census 2015 ) about a data value when an item has
an associated query against it.

If a notepad entry is not returned the EDD Helpdesk will have to contact you for further
information.

There are several levels where you can add Notes, return level, field level, Error level
and in ‘All Errors’ against the query.

Where possible DfE would recommend entering all notes at return level as this will
avoid notes being lost in the event of a resubmission as unlike other notepad
entries, the Return Level notes are not overwritten if a resubmission is made.

1) To add a return level note double click on the pen icon in the return level notes
section.

L]
~5C 13 Autumn * SC13 Autumn - Abbey College, Ramsey
[-eves A okerrors ff Retur Level Notes
~ 5chodl [3] Return Level Errors E a
| > charactersties Z
~Pupd On Rel [2]
| > Arvusl Attendance Outa em Valoe £ a 23
| b charactenstcs School Census Autumn 2013
| > 1dentfiers Cobecton 5C
> Status Bl Term AUT
> Summer Half Term Attendance Year 2013
|-> Termly Attendance Reference Date 2013-10-03
Termly Exclusions. Source Level 5
~Termly Session Detals LA
| Addresses
AnnusiSessonDetals
Learning Ams [2]
- FSMperiod
- Summer Half Term 2 Session Detads
=-Pupls No Longer On Rol [1]
-3 Anrusl Attendance -
School
}-) ‘Characteristics Pupls on Rol
- > Identfers Pupis No Longer on Rol
b5 status =

Estab 4803
Software Code mmiTemplate
Release 1.00 SC-AUT

Xy erson 2013

Serial No 1

NRRNRNNNRNRNRNNDN E

Catetrme 2013-08-23 112757

1

2) Click add new note

Note Detail -

rved notes d ted by resubmissions

Preserved Note Detail

12


http://www.education.gov.uk/researchandstatistics/stats/schoolcensus/a00208045/school-census-2013

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

Note Page

Please ensure there is a note for all queries/errors remaining on your return.
You can enter one note to cover numerous queries.

E.g. — 3 x 2020Q — Confirmed correct, 1 x 1780Q — Confirmed correct, 2 x 2502Q —
Pupils are dually registered and did not attend this establishment in summer term

13



Submitting the return

The school is responsible for ‘submitting’ the return once the data has been checked and
any explanatory notes have been added.

To ‘Submit’ your return:
1) Go to the ‘source main screen’ and click on ‘Submit Return’.

COLLECT Portal

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... | Prass this button to Import a file into your data return
Add Raturn on scresn. 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 complated data return
e

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
|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

e The status of the return will be set to ‘Submitted’ and the ‘Date submitted’
will be completed

e The Submit button will now be disabled for this return

COLLECT Portal

[ Upload Return from fila... | 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

EE Press this button to Open your data return
Swbmin Returs Press this button to Submit your completed data return

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

[ Lounch Reports... | Press this butten to Report on your dats return

Press this button to Delete your data return

‘What is happening to My Data
Data Return Submission Data Return Approval Data Return Authorisation

Date Submitted|23/08/2013 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.

14



Reports

1) A number of reports are available on COLLECT, return to the Source page and click
on the Launch Reports button.

COLLECT Portal

Page 2013_,
MY DATA RETURN
The status of your data return :  Submitted
Errors : |4 Queries : |6 OK Errors : |0

What can I do with My Data Return?

Press this button to Import a file into your data return
Add Retors on screes Press this button to Add a new return using a web form
[ OpemRee. | Press this button to Open your data return

Press this button to Submit your completed data return

s Press this button to Export your data return to a file
| Laurch > Press this butten to Report on your data return
n ] 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 23/08/2013 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.

1. A drop down menu will be display and a report can be selected from that drop
down list

Your Local Authority will usually run these reports and consult you on any queries they
bring up.

There will be individual user guides for reports available on the education website.

School Census 2015

2) 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.

4 4 [t Jefz » bl [1o0% [v] | |Find | Mext | Select a farmat [v] Export =

These are explained as follows.

15


http://www.education.gov.uk/researchandstatistics/stats/schoolcensus/a00208045/school-census-2013

.F .
04 ¢ 1 jefz b Pl Allows you to navigate between pages of the report.

100% v — ,
Zoom control for viewing the report at various zoom levels.
Find | Mext -
"9 TH=AE Ajlows you to enter text to find on the report.
Select a format | Export

Select a format

*ML file with report data
CEV (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.

16



Exporting a return

A return can be exported in xml or csv format
Exporting a return (Current state)
On the Source page

1) Click on Export to file

What can I do with My Data Return?

Press this butten to Import a file into your data return
- - - Press this button to Add a new return using a web form
| OpenRewrs.. | Press this button to Open your data return
Press this button to Submat your completed data return
Press this button to Export your data return to a file
L l__ . = Press this button to Report on your data return

Delete Return. | Press this button to Delete your data return

2) 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 (

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

Al
Or one or more of the following

Loaded

Amended by source
Submitted

Amended by agent
Approved

Amended by collector

-

3) A progress message will be displayed

Exporting (Processed 0 of 1)

EXPORT PROGRESS ...

Export in progress, pleass wait.... .
e

Procepeing SWF Training Schoel 2 (0170002)

Falder CEGamsation Nims Pative [d LTTTE L

4) 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.

17




Export Results Page

INFORMATION

Export Finished.

EXPORT RESULTS

Results of export
Falder Qrganisation Name Native Id Result
/EstabNo=8734503 abbey College, Ramsey 8734603 Data Collected

Important Note: If the export process fails, with a message stating that Internet Explorer
has blocked 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.

General Seeurly | Privacy | Cantent | Connectians | Programs | Advanced |

Select a'Web content zone to specify its security setings

® QL O

Intemet Local Tiusted  Resticted
intranet sites. sites.

Trusted sites
This 20ns contains YWweh sites that you
truist not to damage pour computer or
data

- Secuity levs for this zone

.. =l

Custom
Custom settings
-Ta change the settings, click Custom Level
- Ta use the recommended settings, click Default Level

Customlevel. | DefauLevel |

ok || ceneel | sy |

Select ‘Internet Options’ from the drop down menu.

Select ‘Security’ from the option buttons

Selected ‘Trusted Sites’

Select ‘Sites’

The 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.

18



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.

Qo - O - [

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 (Agent,
Back to Home page Source etc)
Drill Up Any data screen within | Returns you to the

a 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 Takes you to the sub
that have additional module level details
linked data.

19



Mode Buttons

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

A Yiew Edit [e|ete 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

20



Help

If you have any queries regarding School Census in the first instance please contact your
Local Authority.

21
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for Education

© Crown copyright 2015

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

To view this licence:
visit www.nhationalarchives.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-00009-2015

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