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COLLECT and Secure access

Access to COLLECT is through the Department’s Secure access system.

First time here?

Welcome to Secure access

Visit the Secure Act Ip 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

21i05i2014
Secure Access unavailable 24th to 26th May

Secure Access will be unavailable from Saturday 24th May to Monday 26th May. Mormal service will be resumed on
Tuesday 27th May

091272013
School Access to COLLECT, s2s and KTS

Requests for access to COLLECT, 525 and KiS (Schools only), please contact the Approver within your
organisation. These type of queries should no langer be directed to the Secure Access Senvice Desk

16/07/2013
Secure Access Service Requests

We aim to fulfil all service requests within five working days in the order they are received, and our systems mean
there is no need o place a duplicate request

If your enquiry is regarding obtaining the PIN required for firsttime registration, please complete a Service Request
form https:/www.education.gov.uk/resear i iservi t-f

Secure access Help Terms of use

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

Once successfully registered click on to Home and then click onto COLLECT to enter
COLLECT as below.

Secure access

@Administration

Signedinas . from Department for Education. Your account. Sign out.

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.

You have now logged out of COLLECT. If you wish to access another application, click on its link. If you wish to exit Secure Access
please click 'Sign out'.

Your applications

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

KtS

Key to Success.


https://sa.education.gov.uk/

. Then click on to Continue to enter COLLECT as below

COLLECT Portal

Collect Welcome

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

COLLECT Maintenance
COLLECT will be unavailable from 9pm Wednesday 10th June until 9am Thursday 11th June for
essential maintenance. we apologise for any inconvenience this may cause.

Code ._ = .o

Show Code of Conduct Text...

COLLECT Exports

We are aware of a technical issue affecting some users attempting to export files from COLLECT
when using Internet Explorer 11 software. This is being urgently investigated by our service
partners. Customers experiencing problems can revert to an earlier version of Internet Explorer or
use alternative web browser software. We apologise for any inconvenience caused.

 Crown copyight | Dschimer | Priacy

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 39
Key Stage 1 2015 Colectar rment far Education Testng 31/07/2015 00:00:00 39
Key Stage 1 2015 Adrninistrater rment for Education Testing/Live 31/07/2015 00:00:00 39
5251 Outtum_2014-15 Source Open 22/08/2015 00:00:00 61
SCAP - Capacity 2015 Colector Departrment for Educaton Open 24/07/2015 00:00:00 32
SCAP - Capacity 2015 Source Test Organisation 123 Open 240772015 00:00:00 32
SCAP - Forecasts 2015 Source Test Organisation 123 Open 25/07/2014 00:00:00 =332
SCAP - Forecasts 2015 Colector Department for Education Open 25/07/2014 00:00:00 -332
SchoolCensus 2014_Autumn Agent Department for Education 027102014 00:00:00 -263
SchoolCensus 2014_Autumn Colector Departrent for Education 02/10/2014 00:00:00 -263
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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 page

This will take you to the main ‘Source Page’ (shown below) which provides a summary of
the latest position with respect to the selected data collection.

An explanation of the function keys are:

The status of your data retumn 1 |oased
Guasies | o Broes ;[0
What can | do with My Data Return?
Press this bustton to Import & fle int your dats retum
Prass this batten to Add 3 ram abum usireg 3 s form
Prass this button 1o Open your data rebum
Prass this button to Submet your completed data retum
Prass this batten to Expert yonr data retiam to & Be
Prass this bustton 1o Raport on your data retum
—— Brass this batben to Debate your data setuam
What Is happening o My Data Retrn?
Data Heturn Submission Data Return Agproval Data Return Authorisation
Date Sutmmatted Date Approved Date Authormad
1 need some help
For ok whde i ths data Collection pages, please ube the bk a1 the 1op of the pages
For furttoer bk plaain contact the help desk on G135 J93676 and select Dption 1, or deg helpdesk Seducaton. i gov.uk




Open return

This option is greyed out until data is loaded and is used to access the loaded data for
editing or viewing.

Submit return

This option is greyed out until data is loaded and is used to submit the data to the DfE —
this should only be done when the data is complete and clean. Once the LA submits the
return control then passes to the DfE for data verification.

Launch reports

This option allows you to access and download the suite of reports associated with the
data collection.

Opening a return

Source Page $251 Cutturn_2014-15

MY DATA RETURN

The status of your data return :
Queries OK Erroes

[What can I do with My Data Return?

What is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation

To access the LA return, the user must click the ‘Open return’ button as shown above.

Entering data on screen

This screen contains the general data fields. To change the screen for ‘view’ mode to
‘edit’ mode click on the ‘Edit’ button towards the top of the screen. This will activate the
cells to enable you to input your general data on the first screen.



5251 Qutturn LA Information

Once you have completed the first screen, you will then need to go into each section edit
the screen again and enter your data (please see all sections below highlighted in blue).

5251 Outturn LA Information

In the example below (school expenditure) you can see that Line 1.1.6 Museum and
Library services is highlighted in the first table. Clicking on the edit button will open the
data fields in the table to enable data to be added. This will need to be repeated for all
lines.

Schools Expenditure

_ MiEms anaes | I | I I T = |

To view the errors within a return you can either click on the ‘All Errors’ Button, or on the
relevant error field highlighted in red



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

Blade Error Report - S251 Outturn_2014-15

Error report on 17 /0672015 at 16:05 Return
Data Field Primary
Priority Erroes. Count 1

[Rule No.  Emor Message Notes|
Priority oK Count 0

Rule No.  Emor Message Priority Notes|

Navigating to an error

Once the user has clicked the ‘Details’ button they will see the details appear on the right
hand side of the screen, as shown below.

The user can then navigate to an error by clicking the ‘Value’ of an error on the right hand
side of the screen (which is ‘null’ in this case).

Error report on 17/06/2015 at 16:01 Feetum

Once the user has clicked this ‘Value’, they will then be taken to the Section where that
error is occurring.



History

Changes that are made to data items are recorded in the History Log and indicated with
an icon in the Audit History column against that data item.

by € penditure

Miwen | ANstes | || view  _£am | | |
L
ST Oumam LA Informaton Oell Uy
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Submitting a return

MY DATA RETURN
The status of your data return : | Loaded_and_Valldate
Ermors © |435 Queries : OK Errees = |0

[What can I do with My Data Return?

Priss this button to Add & new return using a
Press this button to Open your data
Press this button to Submit your completed data return
Preess this button to Export your data return to a file
Presss 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 Authorised

I need some help

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

Once the LA user is happy for their return to be submitted for DfE access then the
procedure is very straightforward — just select Submit Return. PLEASE NOTE once
submitted you will not be able to make amendments to the return. If an amendment does
need to be made you should contact the DfE colleagues listed in recent guidance.

Launching reports

There are a number of reports available from the COLLECT systems which will allow you
to produce the reports directly from COLLECT.

To launch the reports, first select the “Launch Report’ button from the main screen:



The status of your data return : Jed_nnd_validat
Efrors : 43 Queries ; OK Emors ;0

What can I do with My Data Return?

Press this button to Import a file into your data retum

Priess this button to Delete your dat

Nhat is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation

Date Submitted Date Approved Date Authorised

{ need some help

“o¢ help while in the data collection pages, please use the link at the top of the pages.

Then select the report you want to run from the drop down list. Once you have selected
the report you wish to access, click on ‘launch report’ again.

The report can be printed off or can be saved as an Excel file.

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 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 Returns you to the

within a return apart previous data screen
from the 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

Mode buttons

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

Add I Yiew Edit Delete

Statlls

Dark grey text on sunken button with light border = Active ModeBlack Text on button and
highlighted border = Available ModeLight grey text on button with light border =
Unavailable Mode

Left-hand menu

5251 Qutturn LA Information

|- Other Education and Community Expenditure ("

|-Other Education and Community Expenditur
|- CrPsenvices [175) L
L erpsenicestxtra [8] =

The grey left-hand menu can also be used to navigate to different screens.

|- Sehoots Expenditure [185]
( |-Reconcilistion [5]

Help

If you are experiencing problems with COLLECT or have a Section 251 Outturn data
collection query, please submit a service request form to the Education Data Division
Helpdesk.



https://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datacollections/requestform
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