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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

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
S2S Secure Data Transfer - Essential Maintenance

Users should note that the Secure Data Transfer system s2s, 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.

09/12/2013
School Access to COLLECT, s2s and KTS
Requests for access to COLLECT, S2S and KtS (Scheools only), please contact the Approver

..... i s imise mmmmmintine Thana fima af memeinn aleadd ;e lameas ba dicsnbad n bha Caniies Aannnn

Full Secure Access guidance is published on the Secure Access Website.

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

Secure access

&>

Signed in as from Your account. Sign out.

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

Caollections 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
your organisation's Approver.

Note, Local Autharity users should continue to use their EAS login for Key to Success.


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

Once successfully registered, open the “Your applications’ tab to access COLLECT, as
above.

COLLECT Portal

ollect 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

PROCEED INTO COLLECT

Coae or vconduct
Show Code of Conduct Text...

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

Click on ‘continue’, as above

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

Some screenshots are taken from our test environment. They should not be any different
to the screens you use.

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.

Home Page

MY DATA COLLECTIONS

Data Collection User Role Organisation Status Due Date Days Due
ParentaResponsiltyl-A2015 Source XXX Testing 30/10/2015 00:00:00 il

St Dat Colectn




LA (Source Page) Screen

The Source page provides a summary of the latest position with respect to the data
collection

Source Page ParentalResponsibilityM-A2013

MY DATA RETURN

The status of your data return : No_Data

Errors : [0 Queries : [0 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 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 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.

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

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 — the return has not been added to the system.

Loaded and Validated — A data return has been added and validated but not yet
submitted.

Submitted — the return has been submitted by the local authority.

Amended by Source - the return has been amended by the local authority (source).
Authorised — the return has been checked and authorised by the Collector (DfE).

Status is followed by a series of buttons as listed below:

Add Return on Screen - allows the source to type the return on screen — this return
should be added on screen.

Open Return — This option is unavailable until data has been entered and is used to
access the data for editing or viewing.

Submit Return — This option is unavailable until the data has been entered and is
used to submit the data to the DfE — this should only be done when the data is
complete and clean. Control then passes to the DfE.

Export to File — This is unavailable until the data has been entered and is used to
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export the data either as a single XML file or a CSV file.

Launch Reports — There is one report available for this data collection

Delete Return — This option is only available when data has been entered and is
used to delete the local authority data from the system.



Adding a Return
To add a return, the user must click the ‘Add Return on screen’ button.

'Source Page ParentalResponsibilityM-A2015

MY DATA RETURN
The status of your data return :
Emors: 0] Queries: [0 ] okemors: [0 ]

‘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 ratum using a web form

~ S ————e -
e 5 T o B P e ey e
Export to file... Press this button to Export your data retumn to a file
Press this button to Report on your data return
e (5 e o B e
\What is happening to My Data Return?
Data Return Submission Data Return Approval Data Return Authorisation
Date submitted ] oate approved 1 et T

1 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 next screen to appear is the Parental Responsibility Measures Attendance return
form, as shown.

Parental Responsibility Measures Attendance

Add new record ? Save. Cancel

I
[For Attendance quer
First Name of Attendance Queries Contact

Last Name of Attendance Queries Contact

Email Address for Attendance Queries
Telephone Number for Attendance Queries

First click on ‘Save’

Parental Responsibllity Measures Attendance

Add new record 7 Cancel

%

irst Name of Antendance Queries Contact

Email Address for Attendance Quariss

’7 Last Hame of Attendance Queries Cantact

I

Tetephane Number for Atiendance Queries

Your LA number and Name will be automatically pre-populated.

Parental Responsibility Measures Attendance

A Enars Al Netes | v | [T | s

arental Responsibility Measures Attendance - I . ]

[First Nams of Attendance Quenes Contact [

5t Name of Attendance Queries Contact | [

[Emad Adaress fo Attendance Queries 0
[Telephone Neumber for Attendance Quenes | 0

MR RN




Navigating through the screens

Contact Details
The first screen of the PRMA return allows the user to edit their contact details.

Parental Responsibility Measures Attendance

Al Errors All Notes Add View Edit Delete | [ Biatus

[parental Respor ity Measures Attendance -

[
For Attendance que
" a

First Name of Attendance Queries Contact

Last Name of Attendance Queries Contact

Email Address for Attendance Queries

Telephone Number for Attendance Queries

Once completed and to navigate to the attendance questions section of the return, click
on Attendance Questions.

T _ mwee | P | e T T

Attendance Questions

The next screen to appear, allows the local authority user to input their attendance data.

Parental ibility Measures - Questions

Al Errors Al Notes ] View Edit Delete | | Status

[Parental Responsibility Measures Attendance - Attendance Questions -

/Attendance

Penalty Notices (for ‘absence)

[Number of penalty notices issued during the period [ ] 0 [ 0 [ 2 [
During the period:

[Number of penatty notices paid within 21 days [ ] 0 [ 0 [ 2z [
a3 [Number of penatty notices paid between 22- 28 days [ ] 0 [ 0 [ 2 [
[

Qs [Number of penaity notices withdrawn [ ] 0 [ 0 [ 2z [
Reasons for withdrawal

PN has been issued outside of the terms of the local cods of conduct (total . . 2

number)

It ought not to have been issued or issued 1o the person named as the recipient . . 2

(total number)

It appears that the notice contains material errors (total number) ] 0 0 P

here after the expiry of 28 days the penalty is unpaid and LA do not wish to . . 2
lring legal proceedings under s444 (total number)
Number of cases prosecuted following non-payment within the period ] 0 0 [ 2z [
(@bsence flom Schoal)
Total number of cases entering the Fast-track case management system during . . 2
he period

Total number of Fast-track cases prosecuted during the period ] 0 0 pa

Total number of Fast-track cases withdrawn, before prosecution, during the period ] [) [) 2
Reasons for withdrawal
Qs sttendance improved (total number) [ ] 0 [ 0 [ 2z [
Qs Other (please specify) (total number) [ I 0 [ 0 [ 2 [
e Comments for QBb- 0 [ 0 [ 0 2 [

To enter data the user must first click on ‘Edit’.



Editing a return

Clicking on the ‘Edit’ button, opens the value boxes, allowing the user to add and amend
their data next to each questions (Q1 to Q14).

Parental Measures Attendance

AllEnors Al Notes st | [View Qe J) beiie | | e

harbe of penaky noices ssied duing e puriod

uting the period
@
[

) [ttumoer of penatty notices withdrawn [
Reasons for withdrawal
PN has been issusd outsids of the terms of the local code of conduct (ital
number)
it ought not to have been issuad or issued o the person named as the recipient
(total number)

It appears that the notice contains material errors (ttal number)

o aerthe expiy o 78 days the pealty s unpaid and LA do ot wih 1o —— N
0

[Number of penalty notices paid within 21 days [
Pumber of penaity notices paid between 22- 28 days |

NRNRNONNNN

lring legal proceedings under s444 (total number)

oavbor o cves posveed kg T papan W ol |

N

anagement (absence fom School)

otal number of cases entering the Fasttrack case management system during ‘
the period
[Total number of Fast-track cases prosecuted during the period |
[Total number of Fast-track cases withdrawn, before prosecution, during the period|
asa ttendance improved (total numoer) [
lasb Other (please specify) (total number) |
Comments for Qg

NRNNNNN

Clicking on view will close the value boxes and save any data that has been
added/amended.

Parental sti

Al Erors Al Notes vt view Yy Ea T e | [iie

[Parental Responsibility Measures Attendance - Attendance Questions -

tendance
Penatty Notices (or
1 INumber of penaity notces issusd during the period [ [ o [ o [ 0 2 | =
[During the period:
[Number of penaty notices paid vithin 21 days [ [ 0 [ 0 [ 0 2 | =
o Famborofpoaty s p et 22 20 a7 \ [ S R R R B S B
INumber of penaity notces vithdraun I [ 0 [ o [ 0 2 | =
[Reasons for withdrawal
ote PN has b ssued ksl f et of e Toal code ofcondue (al S S ) ” -
umber)
ot e B v e o e 3 o ok B B B 2 ™
It appears tha the notice contains material errors (otal number) 0 0 0 2 ]
Wi st the gty 20 ays e peraly s unpidond LA o o i o . . B 2 =
ing loga procsedings under 5444 (otal umber)
Number of cases prosecuted following non-payment within the period 0 0 0 [ 2 [ El
management (absence fom School)
Total number o cases entering the Fastdrack cass management iing B B B 2 ™
Total number of Fastrack cases prosscuted during the period 0 0 0 2 ]
otal number of Fastrack cases wihdrawn, before prosecution. during the period 0 0 o 2 B
Reasons for vithdrava
stendance improved (ot number) T [ o [ 0 [ 0 [ 2 [ =
laso |other (please specity) otal numben [ [ 0 [ o [ 0 2z | =




Viewing errors/queries screen

A user can view an error by clicking on the ‘All Errors’ button on the first page of the
return.

Parental Responsibility Measures Attendance

Al tes | [T [ [oeieien| [eiaiie,
o
= Parental Responsibiy Measures Atiendance [1] Parental Responsibility Measures Attendance -
L> Attendance Questions Contact Details
2
Data lfom Valuo Errors OK Errors Notos. History
LA numb 2
2
2
2 &
2

A user can also access the error report by clicking in the error field next to each data
value

Once a user has clicked on either ‘All Errors’ or the data field error, they will be taken to
the Blade Error Report page.

[Blade Error Report - ParentalResponsibilityM-A2015

Error report on 17/08/2015 at 14:58 Return
Count 21 Details

PRABQ13 Eren) C Detais | 2, | Par Contracts Accepted Unauth Abs

PRABQO1 £ Details 2

PRABQ02 Ermors [ Details | 2

PRABQD3 Erors [Details 2

PRABQO4 Erors | Details | 2

PRABQO4a Erors | Details 2

PRABQO4b Erors. | Details 2

PRABQDIC E [ Details 2

PRABQO4d E [ Detais | 2

PRABQOS rors (etais) 2

°

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.

Parental Responaibiity Measures Attendance - Atiendance Questicns

24 Mot | [ EXISA| EDWRREY] R
o
Parwetsl Rasporabaty Massses Atendasce (1) |_Em |
L> Ansadance Quesmons Parental Measures Questions b—————————
Aneadasce Ouestions
Value Coantien oK Erron Notes History
2 0
- - 2 o
L o 2 0
froam— 2 o
g 2 o
R z 0
T T 2 Ll
g F 4 0
L | 2 0
2 o
Fi x
2 o
F 4 n

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).

Once the user has clicked this ‘Value’, they will be taken to the Section where that error
is occurring and allow an amendment to be made.
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Adding return level notes

There is a pencil icon located next to the ‘LA number’ section. To add a note relating to
an outstanding query, please click on the pencil.

Parental Responsibility Measures Attendance
Al Errors Al Noies Add View. Edit Delete | | Statuz,
[
=-Parental Responsibilty Measures Attendarce [21] Parental Responsibility Measures Attendance -
> Attendance Questions Contact Details. Attendance Questions
Return Level Notes 2
Data ltem Value Errors OK Errors. Notes History
LA number

You will then be presented with the Note Page screen below:

The user will need to click on ‘Add New Note’ to enable them to type in the note detail
box.

Note Page
Create New Hote
p1case 1eave your noce nere|
G
L

Once a note has been added, click on Create. This will then save that note against the
return. The pencil icon will then change to a notepad icon, which indicates a note has
been added.

Parental Responsibility Measures Attendance

BilErE Al Notes | [Toew | [Esi| [oeieien| [EE

0

"~ parental Responsibilty Measures Attendance [21] DI E

A parental Responsibility Measures Attendance - ==
Contact Details
2
Data ltem Value Errors OKErrors Notes History
LA number

Please Note: All errors must be resolved. Return level notes added against outstanding
queries will be reviewed by the Department on submission of the return by the local
authority.

11



Submitting a return

You won’t be able to submit your return in COLLECT if it contains validation errors.
These must be corrected before the ‘submit’ button becomes available (COLLECT will
alert you to any fields where errors have been identified).

You will still be able to submit your data where queries are present, although these must
be accompanied by an explanatory note.

Once the user is happy for their return to be submitted for DfE access the procedure is
very straightforward. First return to the ‘Source Page’ by clicking on ‘Back to my
COLLECT page’ located at the top of the form.

8% Department for Education . Ne"'J

rental Responsibility Measures Attendance

Al Ertars All Notes Add | [Tewn [Eai | et | |Statie
)
Parental Responsibilty Measures Attendance [21] Parental Responsibility Measures Attendance -
£> Attendance Questions Contact Details ns
Return Level Notes 2
Data item Value Errors OK Errors Notes History
LA number ®

NNNN

Then select Submit Return.

Source Page ParentalResponsibilityM-A2015

MY DATA RETURN

The status of your data r

'What can T do with My Data Return?

(What is happening Lo My Data Retut

Data Return Submission Data Return Approval Data

urn Authorisation

12



Launch a report

If a user wants to launch a report, they can do so by clicking on ‘Launch Reports’.

MY DATA RETURN
The status of your data return : | Amended by source

What can I do with My 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

IFor 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 only report available will already be highlighted; the user will need to click on ‘launch
report’.

Reports Report Description

PRM-A Error Report > Araport showing all error codes and messages

Once the launch reports button has been, the user will be taken to a new page where
they will need to click on the ‘launch report’ button again.

Report Parameter Selection

C[ Launch Report D

This will then launch the report, if the user wants to export the report, they can do this by
clicking on the floppy disk symbol and clicking on a document type, such as ‘Excel’.

PRM-A Error Report Report

4 4 1 of1 b Pl ] 100% -

PRMA 2015 - Error Re|

Please Note: the contents of this report are based on the data as at Acrobat (PF) file y. Data loaded

or amended today will not be reflectes MHTHL (el archivl)

LA no. (LA name Error Code  |Error Error e
Type TIFF file
PRABQO1 ERROR  |Q1Th| Word v it be left blank. Penalty notices issued must be greater than or equal to zero.

The document can then be saved to a location of the users choice.
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Deleting a return

If a user wants to delete a full return, they can do so by clicking ‘Delete Return’.

Source Page ParentalResponsibilityM-A2015

MY DATA RETURN
‘The status of your data return : | Aman
Queries = [0 Ok Errors : [0
[What can I do with My Data Return?
Usload Retur from & Prass this
Rt Prass this
Prass this button to Open your data retum
[ sebmimctum | Press Ehis button to Submit your completed data retun
Export o ... Prass this button to Export your data retum ta a fie
uieaaii; Prass this button to Report on your data retumn
Delcte Return... Press this button to Delete your data rebum
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 whie in the data collection pages, piease use the ink at the top of the pages.
o furthar help please contact the help desk on 01325 302626 and selact Option 1, or dsg.helpdeskeducation. gsi.gov.uk

The status of the data return will revert back to ‘No Data’ and the user will need to click
on ‘Add return on screen’ to re-enter their data.
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Exporting a return

Once the data has been submitted you can produce an export. An export will show all
data submitted in either XML format or CSV (spreadsheet). You can then save a hard
copy of the submitted data for reference.

Exporting data can be performed by clicking on the ‘Export to file’ button

Source Page ParentalResponsibilityM-A2015

MY DATA RETURN

The status of your data return : | Amended_by_cource

|What can I do with My Data Return?

Data Return Approval Data Return Authorisation
Date Approved

I need some help

For help whie in the data collection pages, please use the ink at the top of the pages.

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

Once the user has clicked ‘Export to File’ button, they will be taken to the Export Report
Format.

[ParentalResponsibilityM-A2015 Export

CCHOOSE EXPORT FORMAT

Export the current data for the selected Source
Please select the format that you wish to export this data:

Export as XML ©
Exportas CSV O

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

App
Amended by collector
Authorised

Select the format of exported data that you require and when prompted you can either
save the file to a specific location, or can open the file for viewing.

15



Screen Functionality

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

O Back ~ M - hf(j

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 return Returns you to the main page for
except the main page which your user role (Agent, Source etc.)

shows Back to Home page

Drill Up Any data screen within a return | Returns you to the previous data
apart from the header screen screen
Return Report screens, e.g. History Returns you to the previous screen
and errors

Mode Buttons

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

Add I View Edit

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
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Left Hand Menu

The left hand menu can also be used to migrate to different screens however this is read
only.

Measures Altendance -

nurnber

Anendanca queries
First Nama of Attandance Quenies Contact

Last Name of Attendance Queries Contact
Email Addiass for Atandance Quarias
Telephone Numbar for Attendance Queries

Fa te e Fa
]
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Help

COLLECT issues and data collection queries

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

Secure Access issues

If you are having problems logging into Secure Access, please refer to the ‘Help’ section
on Secure Access. If you are still unable to resolve your issue, please submit a service
request to the SA service desk.

| @ Department for Education

Secure access

Forgotten username or password?

Username 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

Secure access Terms of use

© Crown copyright Legal information Accessibility Cookies Contact DfE Freedom of information

18


https://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datacollections/requestform
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/service-request-form
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/service-request-form
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© 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-00239-2015

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