Department
for Education

School census 2015

COLLECT guide for academies, free
schools, studio schools, UTCs and NMSS

May 2015



Contents

COLLECT and secure access
Source
Loading a return
Viewing the return details
Editing data within the return
Errors
Total return errors
Return level errors
To view all errors and queries on the return
Correcting errors
Providing clarification/ supplementary information
Submitting the return
Reports
Viewing your report
Exporting a return
Screen functionality
Screen navigation
Navigation controls
Mode buttons

Help

o 00 OO O W

11
11
12
12
13
15
16
17
18
21
21
21
22
23



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

Full secure access guides are published on the secure access website.

Once secure access has been successful, click on to ‘Home’ and then click on
‘COLLECT’ to enter COLLECT as below.

Head help?
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Welcome to Secure access
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Secure access

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

Collect Weicome

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

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



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

Select the collection you wish to open by clicking on the collection name to highlight it (if
there is only one it will be automatically highlighted) and then click on the ‘Select Data
Collection’ button to open it.
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We are awane of a technical issue affecting some users attempting to export files from COLLECT when using Internet Explorer 11 softeare. This is being ungently
investigated by our service partners. Customers experiencing problems can revert to an eardier version of Intemet Explorer or use altemative web browser
software, We for arvy e e chased,




Source
The source (school) main screen will now be displayed.

MY DATA RETURN

The status of your data return :
Bros: o] Queries: [0 ] okEmors: [0 ]

‘What can I do with My Data Return?

Upload Return from file... Press this button to Import a file into your data return

Add Return on screen... Press this button to Add a new return using a web form

Open Return... Press this button to Open your data return

Submit Return... Press this button to Submit your completed data return

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

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 |

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 :  %c_Dats

Errors : (O Quenies - OK Errors @

iWhat can I do with My Data Return?
Press this button to Import a file into your data retumn
- - Press this button to Add a new return using & web form

Press this button to Open your data return

Press this button to Submit your completed data return

Lxport to e Press this butten to Export your data return to 8 file
Press this button to Report on your data return

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

Data Return Submission Data Return Approval Data Return Authorisation

Oate Submated Date Approved Cate Authonsed

1 need some help

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

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 sufficient time to complete.

B

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

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

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

Uploading Schooll.xml

FILE UPLOAD PROGRESS ...

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

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
queue 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.

Sowrce Page SchoolCensus 201a_Sum—er
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Viewing the return details

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

MY DATA RETURN

The status of your data return : |Loaded_and_Validated

Errors @ |4 Queries : e 1 OK Errors : |0
‘What can I do with My Data Return?
(Upload Return from file... Press this button to Import a file into your data return
i | Press this button to Add a new return using a web form
‘. Press this button to Open your data return
. ubmeweme | Press this button to Submit your completed data return
E Press this button to Export your data return to a file
[ Launch Reports... | Press this button to Report on your data return
Press this button to Delete your data return

'What is happening to My Data Return?

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

|1 need some help

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

Your return will then be displayed

I5C15 Summer

AlEmors | Hiloree | [Add | [TWiews | [ Edt | [[elete | [ Geatus

SC15 - TDU Test Secondary 1
R T
 am . s
T e e
School Census Summer 2015 —
Collection sC 0 0 0
Term sumM 0 0 0
ear [2015 0 0 0
Reference Date [2016-06-21 32 | o K
Source Level L | 0 | 0 0
LA 520 1 0
Estab 4001 0 0 0
Software Code LTemplate1.3 0 0 0
[Release [1.00 §C - SUM 0 0 0
wversion 1.0 0 0 0
Serial Mo " 0 0 0
Datatime [2015-03-16 14:07:51 0 0 0
School [ ViewAl
Pupils on Roll [ viewar
Pupils No Longer on Rall _

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

o0 Reld
Mo Longer o Rell




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

LUFN) surname oT BIFTn ———
UPH Surname ForenameDOB Pupil Enrolment Status g_uml AddressTerm.h Sumr_ner Annu:al E:lﬂ::lu::iorl::E
= FrOrs — Re=s=zinns Seszinns Seszinnz —1h




Editing data within the return

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

e
00 8C - N
o

wlelojeleole © wlole

1533 % MO

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.
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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

Source Page SchoolCensus 2019 Sum—er

WY DATA RE TURN

Predd Theg bulan Ly (spedt o fle e v Sats returs
Fraas ths Bumen 10 dadd & Saw Te0em waang & wil fpnm
Fredd This Bumon b Opes rour’ S08 Ietern

Proas thep Batmon to Fabemd your Dompisced dats rehem
Pread thal Bmaa 1 Expan yied dilh Pebem 1o 5 fle
Frasa the Bathon to Bapoert on yoeer dats retem

Froas this bufon b Delebs your dats retum

‘What i hapg=rning 1o My Data Relurn

Dhats Beturn Submisyios Daks Retern Approval haka Retwn Asthortuation
Cuce Gubwmad Crany hppertead Dars kstorpad

|1 need some help

Fr gl whale o G BGH DRI BAORS, Dledbt vl he bak ot he 100 o Thi Bed

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.

11



To view all errors and queries on the return

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

Al Errors All Notes pdd | [ View it |

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.

Blade Error Report - SchoolCensus 2015_Summer

TDU Test Secondary 1 Error report on 30/04/2015 at 14:03 Return
Data Field ReferenceDate
Priority Errors Count 34 Details
1840 Pupil aged 5 or over with Language missing or invalid M)etai\s N 0B Aug 31 2000 12:00AM
- Governance CO - Communit
1840 Pupil aged 5 or over with Language missing or invalid Details intake COMP - Comprehensive
1840 Pupil aged 5 or over with Language missing or invalid Details X language null
- Phase SS - Secondary (including CTCs and Academies
1840 Pupil aged 5 or over with Language missing or invalid Details X eferenceDate [May 21 2015 12.00AM

Pagetofs 123456189

Priority Queries Count 40

Please check entry date. Sessions possible indicate the pupil attended school during
1881Q  the term prior to this date.|f the pupil left & was subsequently readmitted the query will | Details
be accepted by DFE on condition a suitable explanatory notepad entry is provided

Please check entry date. Sessions possible indicate the pupil attended school during
1881Q  [the term prior to this date If the pupil left & was subsequently readmitted.the query will | Details
be accepted by DFE on condition a suitable explanatory notepad entry is provided
Please check entry date. Sessions possible indicate the pupil attended school during
1881Q  [the term prior to this date.If the pupil left & was subsequently readmitted.the query will | Details
be accepted by DFE on condition a suitable explanatory notepad entry is provided
Please check entry date. Sessions possible indicate the pupil attended school during
1881Q  [the term prior to this date If the pupil left & was subsequently readmitted.the query will | Details

be ac:eﬁed bi DFE on condition a suitable exi\anami nnteiad enti is imwded

g A | A K

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) 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

12



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.

Please note from summer 2015 it will only be possible to complete ‘return level’
notes. 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.
SC156 Summer
Al Errors All Notes Add | [Twiew | [ Edi | [ Delee | | Stais
[i]
=~5C15 Summer [67] ~llSC15 Summer - TDU Test Secondary 1
ry
—— Retur Level E | Emors ‘OK Errors R
1=-School [395] rn Level Errors
P o B 2
t > Characteristics N ”/
i_ChildCare [7] | e
2-Pupil On Roll [392] Data Item Value Tt [ a ‘OK EHOIE‘ History
I > Characteristics School Census Summer 2015
Identifiers Collection SC 0 0 0
Status [Term SUM 0 0 0
Termly Attendance ear 12015 0 0 0
ermly Exclusions [160] Reference Date 2015-05-21 |3 | o B
‘ermly Session Details Source Level N | 0 | 0 0
ddresses [50] LA 520 ﬁ 0 0
| ez S (0] Estab 001 0 0 0
i : Free Sl = e (] ISoftware Code LTemplate1.3 0 0 0
i=--Pupils No Longer On Roll [19] Release 1.00 SC - SUM 0 0 0
> Characteristics " - - -
3 version 1.0 0 0 0
= Identifiers — — —
Senal No 1 0 0 0
> Status
: Datetime [2015-03-16 14:07-51 0 0 0
> Termly .
H ) School View All
gl ERrrs(EE] Pupils an Roll View All
-~ Termly Session Details —JlPupils Mo Longer on Roll View All
i~Learner Suoport 21 =

Click add new note

Note Detail

Preserved Note Detail



https://www.gov.uk/government/collections/school-census

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

Note Page

| Create New Note

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

14



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’.

Y DA TA RE TLIRN
The statws of your dsta return ;| Lossed_snd_vaidaied

Bregey ;2 Cuarae = 4 O e ¢

Wit can 1 de with My Dats Retam?

Vpdead B Ve bl Preda this Buon b rpent a fle sto pou et rotues
Pt TPl Do s b & oot (0 bt & bl Hm

Predd thed butlos b Opds i Sala Mitlerr
@ Frads thes Bumn 1 Sulend e Dommginted dat fetum
! J Prodd e Bt 1o Engeiet wiusf dols rehen 1 & Tl
[ ik Repern | Frass thes Baimen b SEp<e 60yt ot rebem
[Eo] =" Froam the Bufbon o Dulets your dets reburn

Witiat i hapgening 1o My Data Belurn?

Drats Beturn Submizaios rata Return Approval rata Returm Aathoaistion
[und Sobumdrad Dbt Ao el Targ dethaerad

1 meed some help

For Fhelp wheip » e dala Solediean pagred. Dledie wia the bhl ot the 1o of 1 Sadei

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

Y DATA RE TURN

e —

fre Qusrian © 4 0 rroem ¢
Wihat can 1 de vith My Dals Retaen T
E‘ Proa the bufton o impert 4 Ble o vour dale rehes
Fraad thel BOmon 10 Sl & Sdw TR wleng B Wil fem
L e Fredd hs Button 1 Opas pou Sats fitern
Fradd thel Bomen 10 Salemd rins’ D0ePoinned doia Fetum
C__T1 I g Thel Bumsn [0 Enpiet wiud dRE et 10 & Fle
L Begicta Pradg the Balton i gt 6 piesd dat Sebum
Dl Femere. Press thes button to Delete your dete return
ata Return Approyval eata Rctuen Awthodiation
T et e g detbureped

|| mared] somie hiskp

Fod bpls whals o B dislid Soledtedd piged, Plodnid wid Poa bih Bl thi 1og S tha Saded
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Reports

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

Thee status of your data return ;
Trrors Guearan ¥ Erros

Wit can 1 o with My Dats Retam?

[ Uil R e Procs this bumen bn Imeert & e e

‘Whal i happerning 1o My Dals Belurn?
Dats Beturn Submiziia ats Returm Appioval Dats Bt Aakhodiest lon

ard e Geved

I mered smie hilp

2) A drop down menu will be display and a report can be selected from that drop
down list

It is extremely important that you run these reports especially the duplicate
reports.

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

In spring and autumn school census collections these duplicates would be
required to be resolved. Failure to resolve duplicates in these collections will
impact on the funding calculations for your school as each pupil is funded only
once.

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.

16


https://www.gov.uk/government/collections/school-census

Viewing your report

Once you have launched your report you will be able to view on screen. Along the top of
the report you will see a toolbar with various functions

IE| 4 1 of 2 o Rl 100% b Find | Mext | Select a format w| Export L1l = |

These are explained as follows.

W etz b Pl Ajlows you to navigate between pages of the report.

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

Fnd THE=2E Allows you to enter text to find on the report.

Select a format | Export

Select a format

»ML file with repaort data
CEY {comma delimited)
TIFF file

Acrobat (PDF) file

Weh 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.

%l 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.

17



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

| OpemRewrn.. | 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
AR REpoIS... | Press this button to Report on your data return

[ Dslee Rewwn— ] 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 O

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

all

Or one or more of the following

Loaded

Amended by source
Submitted

Amended by agent
Approved

Amended by collector

Authonsed m

e

3) A progress message will be displayed

Exporting (Processed 0 of 1)

EXPORT PROGRESS ...

Export in progress, pleass wait... Ll

Procapcing SWF Training Schodl 2 (0170002)

Falder CEGamsation Nims Fative [4 Rl

18




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.

Eagew1 Results Page

U p—

-

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 Seeuly | Frivacy | Content | Comnections | Programs | Advanced | |y

Select a'Web content zone to specify its security settings. t

®weoe

Intemet L I Tld Hlld
nnnnnn

b { sites

1 tru I s dmag y cumpl

1 da:

— Security level for this

Custon |

Custom setting:
-To hglh tlg IkC m Level
- Touse the \le\tL el

===l

Customlevel. | Defautlevel |

ok | caneel | s |

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

19



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

20



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 - - 1¥

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, eg 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.

21



Mode buttons

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

A Yiews Edit [Delete 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

22



Help

If you have any queries regarding school census or have a change to your contact details
please could you complete a Service Request form

23


https://www.education.gov.uk/researchandstatistics/stats/requestform

AT
Department
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.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-00011-2015

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