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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 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

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

=)

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.

Mote, Local Authority 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

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

COLLECT Portal

iCollect Welcome

Welcome to COLLECT {Collections On-Line for Leasrning, Education, Chidren,

and Teachers). ~OCEED INTO COLLECT

EELLEU i5 the DfE Centralised Data Collection and Management System fior
ucation

Code ol Conduct

Duie b essential mainténancd Sedure Acceds will be unbvailable batween 1600 -
18.00 on the 04 April 2014, Apologles for any inconvenience this may cause, Show Code of Conduct Text...

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.

MY DATA COLLECTIONS

Data Collection User Role Organisation Status Due Date Days Due
SchoolCensus 2014_Summer Collector Department for Education Testing 16/05/2014 00:00:00 -467
SchoolCensus 2014_Summer Administrator Department for Education Testing/Live 16/05/2014 00:00:00 -467
SchoolCensus 2015_Autumn Agent Department for Education Testing 01/10/2015 00:00:00 36
SchoolCensus 2015_ Autumn Collector Department for Education Testing 01/10/2015 00:00:00 36
SchoolCensus 2015_Autumn Administrator Department for Education Testing/Live 01/10/2015 00:00:00 36
SchoolCensus 2015_Spring Agent Department for Education Open 15/01/2015 00:00:00 -223
SchoolCensus 2015_Spring Collector Department for Education Open 15/01/2015 00:00:00 -223
SchoolCensus 2015_Spring Source TDUSchooll Open 15/01/2015 00:00:00 -223
SchoolCensus 2015_Summer Collector Department for Education Open 21/05/2015 00:00:00 -97
SchoolCensus 2015_Summer Agent Department for Education Open 21/05/2015 00:00:00 -97
Page 3 of 4 <>
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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
Errers : |0 Queries : |0 OK Errers @ |0

‘What can I do with My Data Return?
Press this butten to Impert a file into your data return
—— Press this butten to Add & new return usang & web form

Press this button to Open your data return
Press this button to Submat your completed data return
Txpart 1o i Press this butten to Export your data return to a file
Press this button to Rleport 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
Cate Submated Diate Approved Cate Auvthonised
1 need some help
fFor 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 sufficient 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 whilst the upload is taking place.

Uploading School1.xml

FILE UPLOAD PROGRESS ...

Data return upload in progress, please wait.... KU
e
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 «

The stabus ol your

Casar o Frros 1
What can 1 o with My Data RetarnT __..---""'"”(
| Uiphmand B o i Fredd Tl Buen [ Impart 8 Fle it viu’ Sals retues
Copmn Barbarn
bt Rt s
Ly o e ' —— .
Lirweieh Bipietn Praan thet Burman i Saprt 0 wins dBbE S#RLm
Derlas Rz Prosa the butfon o Delste your date retun
What i haggening 1o My Dats Return
Dats Beturn Submissios aks Beturn Approval aks Beturn dgthoristion

Date Fubmated Date Approresd Tabe Athormed

I need some help




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 : [6 ] 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

A SC15 Autumn - SA Test School 1

School Census Autumn 2015
Collection sc 0 0 0
Term AUT 0 0 0
ear 2015 0 0 0
Reference Date 2015-10-01 13 0 0
Source Lewel s [ o | o o
LA 520 0 0
Estab 1001 1 0
Software Code ccs-sis 0 0 0
Release 7.159362.172 0 0 0
(version 0 0 0
Serial No 4 0 0 0
Datetime 2014-11-14 15:35:10 0 0 0
School O viewar

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

& Rl
Mo Longer on Reldl

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.




Editing data within the return

The default view when a screen is displayed is ‘View’ mode. We have enabled editing at
school level.

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

5C15 Autumn

Approve All Errors All Notes Add | View Status

SC15 Autumn - SA Test School 1

—— —
I
. e 2

School Census Autumn 2015

Collection sc 0 0 )
Term AUT 0 0 )
ear 2015 0 0 0
Reference Date 2015-10-01 | 3 e 0
Source Level s [ o | o 0
LA 520 T o 0
Estab 1001 1 0
Software Code ccs-sivs 0 0 0
Release 7.1593.62.172 0 0 )
Xversion 0 0 0
Serial No 4 0 0 0
< > Datetime 2014-11-14 15:35:10 0 0 0

School T vewar

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 Ddata’ 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 . .

Fredd e Bulan by irpect a fie sl vour dits returs
Preas thes Bumon 10 Al B Sdw T0erm waeng 3 wih foem
Fredd Thel Bumon b Opas i Sals Felarn

Frasa thag Batmon o St yoor Cormpigced dats reium
Fradd thed men 1 Bt rine doth Fetun 1 4 Pl
Proay thep Bufton bo Rapoert on woaar dats rebem

Freas tha bufon b Delsts pour dats return

What i hagg=ning Lo My Dals Return

Hhats Beturn Submivios raka Retern Approval Draks Retwrn Asthoristion
Dy Sobe=rrad ‘Tars Appetaad (ks hothnad

1 need soma help

For bl wheld o B datn COBEOIEN DAEE, Pkt wid e bk o the o oF TR B0

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.

e
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To view all errors and queries on the return

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

All Errors All Notes Add | Wiews 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

SA Test School 1 Error report on 26/08/2015 at 13:42 Return
Count 60 Details
| [ FundedHours 6.0
1859 Funded hours cannot be more than the Hours at Setting Emors Details x Gowrnance CA - Academies
. . HoursAt Setting Dec 31 2013 12:00AM
Invalid Code Value Errors Details X Intake SPEC - Special
130 DCSF Number and Phase are not consistent Emors Details X Phase SP - Special
; ) - - . ReferenceDate null
1840 Pupil aged 5 or over with Language missing or invalid Ermrors Details x
1840 Pupil aged 5 or over with Language missing or invalid Emors Details x
1840 Pupil aged 5 or over with Language missing or invalid Emors Details x
1840 Pupil aged 5 or over with Language missing or invalid Ermrors Details X
Pupil's type of class can only be returned from schools with a phase of PS or AT .
58 and may be present only for pupils in NC Year N1, N2, R, or 1-7 Erors El X
Pupil's type of class can only be returned from schools with a phase of PS or AT Detail
poss and may be present only for pupils in NC Year N1, N2, R, or 1-7 Ermors El X
5057 Attendance information is not required from schools with a phase of NS or SP Ermrors X

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

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 you for further
information.

Please note it isonly possible to complete ‘return level’ notes. Return level notes are
not overwritten if a resubmission is made.

To add a return level note double click on the pen icon in the return level notes section.

'=-SC15 Autumn [15] SC15 Autumn - SA Test School 1
~Levels
School [25]
1> Characteristics
-Pupil On Roll [34]
> Annual Attendance
-~> Characteristics
> Kentifiers
> Status
> Summer Half Term Attendance
> Termly Attendance School Census Autumn 2015
[ — Collection sc [ o [ o 0
- Termly Session Details Term AUT [ o [ o o
-Addresses [1] ear 2015 o | o B
- AnnualSessionDetails [3] Reference Date 2015-10-01 0 0
L Learning Alms [3] Source Level s [ o | o 0
-~FSMperiod [2] LA 520 0 0
-Summer Half Term 2 Session Details ~ Estab 1001 1 I 0
-Pupils No Longer On Roll [4] Software Code CCs-SIMS 0 0 0
,L> Annual Attendance Release 7.1593.62.172 0 0 0
IL> Characteristics (version o o o
{-> Mentifiers Serial No 4 ‘ ’ ¢
< > |Datetime 2014-11-14 15:35:10 0 0 0
School View All

Click add new note

Mote Detail

resubmissions.

Preserved notes deleted b
(User Role

Native ID

Preserved Note Detail

12


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

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

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.

For example — 3 x 2020Q - Confirmed correct, 1 x 17780Q — 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 SchooiCansus .

The status of your dsta returm ;@ Lossed_snd_vaidated
Brrpew p (2 Guerien |4 s s s [
Wihat can 1 d with My Dats Rebarm T

| Ul B | Pl Presd Dhes buitan b (rmpert 8 Fle sio i Sats et
= e Prgdd hed Dndln ) Lol @ Sew S wiasd & wily e

Preda Thes bullion by Opees pour Sl Pebern

Praas. thet Dumon 10 Sulerd vins Dompieted das feham

Prod T buesh 1o Expeiet vins? dists felurn 1o & e

Pratas theg Basman i Bapaert o pined Gals S

Prasa the Buthon to Duletw wour dats return

What i hapeening 1o My Dals Belurn?

Drats Betirn Submisikes kaka Belurn Appioyval st Ratiarn Awbheodistbon
Dang Sobwmared (D depgeriresad et detbupreiesd

1 e widwier hiskp

Fioe by whalt o B latn Sollechnn paged, Sleait uia the bk ot the too of the Sades

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

Source Page SchoolCansus |

WY DATA RE TURN

Wihat can 1 da with My Data RetarnT

Freda T B b Irmpart @ fle o wous et returs
A RS, e R, Pradd theg nmom 10 Sddl & Saw PEDGTA wie) B sl Hem
T — Press this uthion b g i st reterm
ekt Rt Frads theg Bl 1 Sadeved i DOmgieted dais feiem
=T T — Prodd Dheg bufos b Enpert pio dls retusn by 5 Fle
T Frass thes Bufmon 10 Baport on yiser dota retam
I T Prpan tha Busban by Dalete peur dss retuen

hata Reburn Approval Data Bebirn Aubhoaiaibon
TE gl T et haerep]

1 meed some help

For hels whils 0 the deti osBection paged, ploate wis the bri ot the 1o of the Sedeh.

14



Reports

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

Sowrce Pags SchoolCentus *

The stabus of your data return ;
[rees Quspraa Qo Ermoy

Wit can 1 ey with My Dats Retam T

| Upimad Barrern | Pl

Whal i hapgerning 1o My Dals Belurn?

Drats Beturn Submiseios [rata Returm Approval Dats Return dgthoaiastion

Dng SodwmalTeg a0l A Tl B e Ao

I mezied] swiee bl

¢ 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.

Along the top of the report you will see a toolbar with various functions.

4 4 1 of 2 b Pl 100% v Find | Mext | Select a format V Export |3 =

These are explained as follows.

15


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

I4 L Jef2 b P A ows you to navigate between pages of the report.

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

Fnd TH= Allows you to enter text to find on the report.

Select a format | Export

Select a format

*ML file with report data
CEV (comma delimited)
TIFF file

Acrobat (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.

3 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

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 C’j

T

A progress message will be displayed

Exporting (Processed 0 of 1)

EXFORT PROGRESS ...

Expor in progress, please wail...
LN

Processng - Trainieg School 2 (0170003)

Faller L amsation fames reative [d Hmey ]

When complete the result of the export will be displayed and you will be offered

3) the options of saving or opening the export file. We suggest saving prior to
opening.

17



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.

21

General Securly | Privacy | Content| Cannections | Programs | Advanced| ]

Select a'web content zone ta specify its security settings. d

Internet L I Trusted  Resticted
nnnnnn sites sites

===l

1 i sites

| (v e
1 fru l e ErEm s FE

1 dat;

Security level for this

Custom

Custom settings

-Ta h nge the setings, click Custom Leve

- Ta use the recommended setting g IkDF ult Level

CustomLevel.. | Defaublevel |

ok || caneel | iy |

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 dialogue 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, 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
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 or have a change to your contact details please could you
complete a Service Request form.

21


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

.o
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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
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About this publication:
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@educationgovuk facebook.com/educationgovuk
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