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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

Forgotten username or password?

[C]1 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

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

Full Secure Access guidance is published on the Secure Access website

Once successfully logged in, click on the COLLECT link to access COLLECT,

Need help?

Visit the Secure access help page

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 Learning, Education, Children, and Teachers.

If you cannot see an application (system) that you believe you should have access to, or do
not have the correct permissions within the application you are accessing, please contact the

Secure Access Service Desk by completing our online service request form, by clicking
hera

Click on ‘continue’, as above

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



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

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. If you cannot see the SCAP collection, please contact your approver.

Home Page

MY DATA COLLECTIONS

Data Collection User Role Organisation Status Due Date Days Due
Key Stage 1 2015 Agent Department for Education Testing 31/07/2015 00:00:00 77

Key Stage 1 2015 Collector Department for Education Testing 31/07/2015 00:00:00 77

Key Stage 1 2015 Administrator Department for Education Testing/Live 31/07/2015 00:00:00 77

SCAP - Capacity 2015 Collector Department for Education Open 24/07/2015 00:00:00 70

SCAP - Capacity 2015 Source Test Organisation 123 Qpen 24/07/2015 00:00:00 70

SCAP - Forecasts 2015 Source Test Organisation 123 Open 25/07/2014 00:00:00 -294

SCAP - Forecasts 2015 Collector Department for Education Qpen 25/07/2014 00:00:00 -294
SchoolCensus 2014_Autumn Agent Department for Education Familiarisation " 02/10/2014 00:00:00 -225
SchoolCensus 2014_Autumn Collector Department for Education Familiarisation  02/10/2014 00:00:00 -225
SchoolCensus 2014_Autumn Administrator  Department for Education _02,’10,’2014 00:00:00 -225
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News

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

If you have any problems logging into COLLECT please contact the Helpdesk on 01325-392626 or e-mail:
DSG.Helpdesk@education.gsi.gov.uk

Last Updated : 12th March 2012 @ 12:34

The source main Screen will be displayed.

Source Page SCAP - Forecasts 2015

MY DATA RETURN
The status of your data return : |Loaded _and_Validated

EBrors: [0 ] Queries: [0 ] okEmors: [0 ]
‘What can I do with My Data Return?
Press this button to Import 3 file into your data return
Add Return on screen... Press this button to Add 3 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
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 Suhmlttedl:l Date Approvedl:l Date Authorlsedl:l

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

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

The screen is divided into three main sections:
° Return status;
o Return management;

o Return progress.



Return status

This shows the current status of the return and a breakdown of the errors within it. All

information is read only.

The status of your data return : "= Data

Errars : O Queries o

Return management

oK Errors ¢ U

This provides a set of functions that can be used to manage/progress the return. Those

with bold text and highlighted borders are available.

'What 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 retum using a web form
Press this button to Open your data retum

Press this button to Submit your completed data return
Pre:

his button to Export your data retum to a file

utton to Report on your data retum

Press this button to Delete your data retum

This provides a set of functions that can be used to manage/progress the return. Those
with bold text and highlighted borders are available. The availability of the functions is
dictated by the status of the return. For example the ‘delete return’ will not be highlighted

if no return has been uploaded.

Return progress

‘What is happening to My Data Return?

Data Return Submission Data Return Approval

Date Submitted Date Approved

Data Return Authorisation

Date Authorised




Shows the dates on which the return completed the three process milestones. This
section is completed automatically as the return progresses through the workflow
process.



Adding a return on screen
In order to view your pre-populated data you need to click on ‘Add Return on screen’

Thee status of yourr data refurn @ o Data
Erenrs ; [0 Quariag ; [0 o Errors ;|0

What can 1 do with My Data Return?

Prass this button to Import a fle into your data reten
Priois this bulton to Add & row raturm using & web form
Prass this bukton to Open ywour data retumn

Frigd thig button to Submit your complited dats retumn
Prass thes button bo Export your data reben to a file
Pringd (R button tS Report on your ANts retuen

Frigd thi button to Delats your dats retum

wrhat is happening to My Dala Return?

ata Return Submission Data Return Approval Data Return Authorisation
Data Subrmitted ] Data Appreved ] Date Authermad ]
I need some help

Tiee Foelp i in e datA Collbelion pages, pless Lse the bk € the top of th pages.

“or further bBelp plaass contact the halp desk on 01325 F93606 and salect Option 1, or deg, halpdesk i ion, gu. gare Uk

The following screen will be displayed; please click on the ‘Save’ button, to start your
return.

SchoolCapacity
Add new record ? Cancel |
e

SchoolCapacity - Test Organisation 123

[School Capacity
pots05-15 12 18.16
016

ele|e|e
ele|e|e
cle|e|e




To view your data, please click on the ‘View All’ buttons.

SchoolCapacity

SchoolCapacity - Test Organisation 123

- Forecasts

[2015-05-15 14:55:19

2015
sos

ele|le|le
ele|lele

NN NN

To return to the previous page, press the ‘Drill Up’ button.

LAArea - Forecasts of pupils attending S106 places

ea - Forecasts of puplls attending S106 places - Test Organisation 123




Updating forecast by LA district primary & secondary

You need to update the forecast by LA sections of the return. To do this you need to click
on the ‘View All’ for primary or secondary.

Delete.

[ AMiNotss | s |[View _esi |

Statie|

S oolCa_Padty - Test Org tion 123
L0 | 1 0|
19 1 0 ®

School Capacity 0 0 0 2
[2015-05-15 14:55:19 0 0 0 2
2015 0 0 0 2
jsos 0 0 0 2

‘orecast by LA Planning Area Primary
orecast by LA Planning Area S dary
orecast by LA Planning Area S$106

ion check for authoriti

orecast methodology

You will then be presented with the following screen. You may have more than one
district here, please select the one you want to update first by clicking on it, this will
highlight the selected district in blue, then click the edit button.

LAArea - Forecasts by LA Déstrict Primary

Ir—.E—I :_:"m_-l 'm“ T .’n [ iowiee | [ S |

oaw | Ew |
S|
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EETITT I =

q the year do the projections relate? ie. Jan




Please use the dropdown box to select the month the projections relate to. Then click on
the ‘View All’ link for year groups for selected districts.

- Forecasts by LA District Primary

[ mewn | [ mawews | A | vew |[TEECT pes | e |

LAAres - Forecasts by LA District Primary - Bromley

S

orecast by LA Planning Area
Stk
o which month the do the projections relate? |, lan
y Sehosts Receton 1o Toar § = L [ | £
for Satected Area J

Please select the year group you want to update by clicking on it, this will highlight it in
blue, then click the ‘View all’ link.

YearGroups - YearGroupsPrimary

‘ear Groups - Primary

‘orecast Years for Selected Year Group

Please select the academic year you want to update by clicking on it, this will highlight it
in blue, then click the ‘edit’ button. Enter the forecast in the box below. Once you click
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out of the box the data will be populated in the pupil numbers section below. Complete
this for all years shown.

orecastYears - ForecastYearsPrimary

All Errors I All Notes ] Add ll View Delete | | Btatus

orecastYears - ForecastYearsPrimary - Test Organisation 123

Forecast Year - Primary

Loading forecast data

You can also load your forecast data as an XML File, to do this you must return to your
SOURCE page, which you can do by clicking ‘Back to my COLLECT page’ at the top of
the screen, next to help.

#9% Department for Education e
COLLECT Portal

To upload your XML file, please select the ‘Upload Return from File’ button from the
Source main screen.

Source Page SCAP - Forecasts 2015

MY DATA RETURN
The status of your data return : Amended_by_source

Errors : |31 | Queries : |1 OK Errors : |0

|What can I do with My Data Return?

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

Press this button to Submit your completed data retumn
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 |
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Use the browse button to locate the file on your computer. This will be suffixed with .xml

Highlight the file name and click on Open to select the return. Then click on the ‘Upload’
button to load the return.

SCAP - Forecasts 2015 - Upload File

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

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

Uploading

FILE UPLOAD PROGRESS ...

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

Loading raw return data

Once the upload has completed the source main page will be redisplayed and the return
status section will have been updated to “Loaded _and_Validated” the total number of
errors and queries found in the return will be displayed. Additional function buttons will
now be available in the Return Management section.

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

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

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

( Launch Reports... J Press this button to Report on your data return

( Delete Return... J Press this button to Delete your data return

12



Validation check for authorities

You will need to check this part of the return. Please click the ‘View all’ link to access this
section.

SchoolCapacity

AiEmors | | AiNotes | | Addl|[View | | Edi | | Delete | | Status

city - Test Organisation 123

- Forecasts

120150515 14:55:19
015
jsos

ola|lo|le
olo|ele
alo|lole

NN NN

‘orecast by LA Planning Area Primary
orecast by LA Planning Area Second:
‘orecast by LA Planning Area $106

ion check for authoriti

Please select the ‘View all’ for Total LA district forecasts to view your data.

SchoolCapacity - ValidationCheck

_ MEws | AiNoes |

ew | | Ed | [ Dsete |

SchoolCapacity - ValidationCheck - Test Organisation 123

alidation Check Screen

hole then you should submit details to the Pupil Place Planning Team
Email:SCAP.PPP@education.gsi.gov.uk

E the totals in the Total LA Planning Area forecasts do not match what you expect for the LA as a

otal LA Area Forecasts

Please check your Aggregated LA forecast is as you expected. To go back to the
previous screen please click the Drill up button.

Please click on the Edit button at the top of the screen.

13



SchoolCapacity - ValidationCheck

SchoolCapacity - ValidationCheck - Test O

alidation Check Screen

If the totals in the Total LA Planning Area forecasts do not match what you expect for the LA as a
hole then you should submit details to the Pupil Place Planning Team
[Email:SCAP.PPP@education.gsi.gov.uk

You will then need to select from the drop down box to indicate if there is an issue. If you
enter ‘True’ you will need to submit details to partnership for schools via email.

Once this page is completed click on the ‘drill up’ button in the middle of the page to go
back to the main page.

SchoolCapacity - ValidationCheck

SchoolCapacity - validationCheck - Test Organi

alidation Check Screen

f the totals in the Total LA Planning Area forecasts do not match what you expect for the LA as a
hole then you should submit details to the Pupil Place Planning Team
[Email:SCAP.PPP@education.gsi.gov.uk

14



Inputting forecast methodology

On the main page, click on the ‘View all’ for forecast methodology.

[2015-05-15 14:55:19

[2015
808

When on the forecast methodology page, you must then press the ‘Edit’ button, various
boxes will then appear on the page for you to input each part of your methodology.

SchoolCapacity - Forecast Methodology

S hwlc:_m - Forecast Methodology - Test Oganlsatlon 12_3

Forecast Methodology

BASIS OF FORECASTS:
PrimiSince LAs use different methods to forecast pupil numbers and take different factors into account, Regulations require
LAsdto provide a statement to accompany the forecast pupil numbers explaining the method by which the forecast is
made.
Set out below is the type of information, which we should expect to be covered.

Sources of data
e.g. health authority; population census; pupil numbers (are these based on January Annual School Census or NOR as
eported by schools at a different time of year?);

estimates from individual schools (how are schools expected to derive these? What guidance are they given?

ow the raw data are p d to amrive at final figures Trend data, weighting factors
Information on any adjustment factors used together with a brief description of how these have been derived e.g.
astage rates from year group cohorts and post-16 staying-on rates - what rates have been applied?
Over how many years have the data been built up? What assumptions underlie the figures?

dditional factors allowed for
housing developments with planning approval; existing Academies; proposed Academies; boundary changes;

ldl | »yexpected migration; rationalisation proposals; age of transfer changes; error margins.
In each case the amount should be quantified, even if only an estimate, and the rationale for such allowances outlined.

E’?tamial variations _

15



Submitting your return

In order to submit your return, you must first return to your source page by pressing the
‘Back to My COLLECT’ at the top of the page next to help, you will then see the screen
below. You will notice that there are various other buttons available, you just need to
press ‘Submit Return’ and you will see the status of your return change to ‘submitted’

What can I do with My Data Return?

[_upload Return from file... | Press this button to Import a file into your data return

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

Delete Return...

Open Return... Press this button to Open your data return
A _Submit Return... _J Press this button to Submit your completed data return
[ Export to file... ) 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

16



Launching reports

Please note any changes made to a return will not appear on the reports until the
following day.

In order to gain a hard copy of your return, you can run a number of reports showing
different aspects of the return. You must return to your source page to launch a report,
you will see that the launch report button is still available after submitting your return.

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

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

[ Exporttofile.. | 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

You can select one of the reports from the drop down box and click ‘Launch Report’
then on the next screen ‘Launch Report’ again to confirm.

Report Launch

REPORT SELECTOR

Reports Report Description
Data Summary. Forecasts Data j (including forecasts methodology)
LaunchReport  »

17



Report Parameter Selection

Launch Report

Your report will then be displayed. At this point you can export the report in to excel to
save a copy, just select the format you wish to use from the drop down (please note that

not all formats will produce the report in a readable format, the most useable format is
excel) then click export.

Data Summary. Forecasts Data Report

d2r b M * [1o0% ~ | @H

LA Forecasts

LA Haamber L2

Fesecast Ve Rivj2(d)ja |8 67|

MW B | 1347 | 2ann | vt | 2014 | 220 oo vamm | 57 | TP eeeres

PRl

20017
1T
MW
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Extra functions of COLLECT

Notes

You can add notes to the return i.e. to indicate that you have been back in to the return
and checked the pre-populated data. If you put this in the return level notes, these notes
will always remain against the return despite any re-uploads.

19



Errors and queries

You can gain further information on the Errors and queries associated with the return by
clicking on the ‘All Errors’ button.

Capacty
20160618 w61
2015
(23
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Screen functionality

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

Don’t use the browser buttons! \When in the data collection, unpredictable behaviour
may be experienced if you use the back/forward buttons on your web browser’s toolbar.

Navigation through a return

To navigate through the system, links are provided on all pages either as Back or Drill
Up options; please use these links to navigate between screens when using the system.

Control Usually located Action
Back to MyCollect 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, e.g.
accesses contract
details for a workforce
member

21



Mode buttons

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

Add I View 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

Filter left hand menu

Please avoid using the left hand filter menu to navigate through the return as it does not
always display sections of the return in the correct format.

SchoolCapacity

A Enves Autotes | [ [iewsl EST o] s
W OOICapa Organisatio
tmmm Retsen Level Errers. E == Q o Seemiomiie
ot —— e —— T E
|-> Forecasts by LA Planaing Area Frimary chool
|- Forscasts by LA Planeing Area Secondary et Mistory

|- Porucass of pupds smending 5106 places
*YearGroups
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Help

COLLECT access is now administered directly by LAs for their users. This includes
registering for COLLECT, activating your account and giving you access to specific
collections. Please get in touch with the approver in your LA who will be able to make
sure that you have the appropriate access.

If you have any queries or have a change to your contact details please
could you complete Service Request form a service request form and select the
option school capacity.
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https://www.education.gov.uk/researchandstatistics/stats/requestform

A
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-00157-2015

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