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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?

[T 1agree to the terms of use

Welcome to Secure access

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.

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.

Secure access

S Home B

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

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
your organisation's Approver.

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

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


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

PROCEED INTO COLLECT

Show Code of Conduct Text...

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

MY DATA COLLECTIONS

Data Collection Duye Date
IschoolCensus 2015_Autumn Agent e Testing 01/10/2015 00:00:00 3%




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 Impert 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 _Cats

Errors : [0 Quaries : |0 Q¥ Errors : [0

‘What can I do with My Data Return?
Press this butten to Impert a file into your data return
—— > Press this button to Add a new n using a web form
- Ra =

Press butten to Open your d

Press this buston to Submit your return

Lxport Press this button to Export v
Press

Press this button to Delete your data return

butten to Report on your data

\What is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Cate Submated Diate Approved Cate Auvthonised
1 need some help
For help while in the data collection 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 sulficient time to complete.

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 School1.xml

FILE UPLOAD PROGRESS ...

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

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.

COLLECT Portal

Source Page SchooliCensus 2015_Autumn

Wihat can 1 do with My Dats Retam ——------—--I.I

(i s Tows Press, thin buttion b Impert & fle imte viur Set roturs
= E Fraas thes Builin 0 Al @ S Nt wing & with form
e i Thel s 1 SEebs vine' 608 Nitern
Tkt At Prass. thes Bumon i Submd o oompleoed data rensm
T T Prads: thag. bumon 10 et iwins dots Fetm 1o 5 e
| sk Rpenn | P s il iz, Bogeet o oo et s

(S =" — Frena Hhen bufon b Debete your dais return
Whal i hapgening (5 My Dats Return ¥
Dhats Beturn Submivios raka Rebyrn Approval Daks Retwrn. Asbhoriustion
Dt Subemirad Data Apptrad Diabg Asthoraad
T need some help

Fior gl whalg 1 B itk DOBETIGN DA, Bed wid The bad B the 100 oF Th Bges




Viewing the return details

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

wowmmerv ———————— —— ]

The status of your data return : |Loaded_and_Validated
Errors : [+ ] Queries : [ ] OKEmors: (0]

\What can I do with My Data Return?

Press this butten to Import a file into your data return
Press this butten 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 retum

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

|SC15 Autumn

AlEros | All Notes Add View Eilf Delete. | | Statue

+/SC15 Autumn -

School Census Autumn 2015

Collection sc [ 0 [ 0 0
Term laut 1 0 0
ear 2015 [ 0 [ 0 0
Reference Date R015-1001 | s 0 0
Source Level s 0 [ 0 0
A 001 |+ 0 0
0 0

0 0

0 0

0 0

0 0

0 0

Estab oot 0
Software Code CCsSIMS 0
Release 7159 3.62.172 0
0
0
0

n
Serial No e
~ |Datetime 20141114 15:35:10

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

& Rl
Mo Longer on 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.




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.

SC16 Autumn

Al Enors Al Nates - .

All notes must be added in the "Return Level Notes™ section)

°
=-5C15 Autumn [15] » |s€15 Autumn

Return Level Errors E
Value

Errors
T
Ermors
E
AT
2015
2015-10-01
520
1001
ces st

View Ail
View All
View A1l

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

Source Page SchoolCensus 2015_Autumn

Peeda TPl U [ IFean o Fle re i 6l returs
Frogs thes Tumen 10 Add 8 miw Te0em wieng @ Wl gem
Peida TPl Bud 1 S it i Tl

Fraaa theg Botnon o Satemt your compleced dats reum
Frega T Tumn 0 Expant yin deis reien 1 8 e
Praas thay Rafbon bo Raport on yoar dats msbum

Frean Hen bufon b Debetn pour dals rehen

What i hapg=ning 1o My Dals Return?

Dats Beturn Submiusios Daks Retwrn Approval aka Rehorn Asthoriution
Lung Sobemtrad Caby hpgeroaad Trate hthauniiad

1 need some help

Fior gl whalg o W itk DRBECIAN DR, Bhedt wid U ba B The 100 & Thi Bedes.

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.

10



To view all errors and queries on the return

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

@ S = | o - I

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_Autumn

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:

3) Correct in your MIS and re-load the school census file to COLLECT, overwriting
the incorrect one.

4) If your local authority 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 your local
authority for further information.

It is only 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.

SC15 Autumn

Al Errors Ainotes | Add View Esit el St

=-5C15 Autumn [15] * SC15 Autumn

ensus Autumn 2015

s

an1s
20151001
s

520 I
1001 |
ces sms.

Tss362 172

2) Click add new note

Add Haw Note

Mote Detail

Preserved Note Detail

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

12


https://www.gov.uk/guidance/school-census

MNote Page

ncel |
Li]

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

Sowrce Page 2015

The stabus of your dela return @ Lossed_and_vaidated
Errgew i (% Gusrgmc |4 o frroem |6

oan 1 iy veith My Dats Rebarm T

Pred Thes bulon b Irmpert i Hle oo viud dals iohus
P Thel Duii 10 Sl & Sibm T80uT wiendl & sl o
Fredd Tl bulen [ Ofes o Sils Pt

P Thel Dl 10 Tt s’ DOPGRETET dBLE P00
e Thel Buln b Eaieen vinsd dale FEtuen Lo & Pl
Frass thes uion i Rapert on yeer data reem

Prona tha bufhon b Delete your dats retum

What b haggening 1o My Dals Relurn?

Drats Eeturn Submisiios ata Return Approval hats Return Askhoriaiion
D Sobwmarasd g bt T et

1 maeed somie hislp

Fios bl whelt ot B dals collechsn pagei, Bledia wid the bak ot the top of thet Sbjed.

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

Sowrce Page SchoolCensus 2015 Autumn

Frona ‘ths bultion bo Impont a fle rilo your Sete noturs
Predd Thes lnmim 10 Saddl & Sbm DEDe ot & wtly b
Frend tha Bulan 1o Opes v et itern

Prads thed Damon 1o Salomd e Doovgditad dals setum
Predd Ths Bumss 1o Expedt voud duts retun by & Flg
Freas thes Bumon 1o e o your dath Feium

Praas this buthon bo Celets vour dsts return

Daka Return Approval raka Beturn Asbhoriation
Dbt Apietd Dt et

1 pateead siwier bl

Fioe el whelt ot B dale Solecisnn paded, Sledie uis the ke of the to of the Saded

14



Reports

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

Sowrce Page Sch us 2015 Auf

The status of your data return ;

Irroes Suaras el [rroes
What can 1 do with My Dats ReturmT

;H-""-'"_'-'h"—_. Predd thes buttion o Import & fle sio your dets returs

‘What b haggening 1o My [ata Belurn?

Drats Beturn Subimisiees rata Bilurn Approval Data Return Asthodieation

Dute Subemmad © Ds hpiwoeed Dt Aethareped

I e a0 hislp

Fiod hiplp whels o Bha disla Siledleid pigrnd, Plodia wia the bivh 8l the 10 &f tha Sadei

e 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 |1 of 2 R Find | Mext | Select a format [v] Export |2 = |

These are explained as follows.

I4 o etz b Pl Allows you to navigate between pages of the report.

100%  [v] . .
Zoom control for viewing the report at various zoom levels.

AN TREAE Allows you to enter text to find on the report.

15


https://www.gov.uk/guidance/school-census

Select a format | Export

Select a format

#ML file with report data
CEY {comma delimited)
TIFF file

aAcrobat (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.

i
" 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 button to Import a file into your data return
Add Rovtur - Press this button to Add a new return using a web form
| OpemRewrm. | Press this button to Open your data 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 returmn

___ DeetwReturn. Press this button to Delete your data return

2) Choose to export in either XML or CSV format, then click on the ‘Export’ button.

CHOOSE EXPORT FORMAT

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 C’j

T

3) A progress message will be displayed

fxporting (Processed 0 of 1)

EXPORT PROGRESS .

Expor in progress, please wait....
“yn

Pr i @ seng Training Schol 2 (01 70002)

Feldar Deganiaation Mame restive [d et

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




OO0 BN OO

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.

Select a'Web content zone to specify its security settings

General Seeurly | Privacy | Cantent| Connections | Programs | Advanced |

o< oo

\IILITIdHttd
nnnnnn

.. =l

[ sites
tllldmagy p
dat:

~ Secuity level for this

Custom

Custom settings
-Ta hglh seftings, click Cust
e

m Leve
e the recommended sef tlg IkDF ult Level

CustomLevel . | Defaul Level

ok | Cancel |

Apoly |

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 dialog

ue 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

Do not 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.

Qe - © - [x]

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 page for your
main page which user role (agent,
shows ‘Back to source etc)
Home’ page
Drill up Any data screen Returns you to the
within a return apart previous data
from the header screen
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
that have additional sub module level
linked data. details

Mode buttons

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

Al Yiew Edit [Delete Status

19



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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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 www.education.gov.uk/contactus
download www.gov.uk/government/publications

Reference: DFE-00244-2015

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