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Introduction

The COLLECT (Collections Online for Learning, Education, Children and Teachers)
Portal is used by schools, academies, local authorities and the Department for Education
(DfE) for processing data collection returns. Major benefits of the portal include real time
data collection monitoring and progress reporting, the ability of a local authority to view
exactly the same information as DfE when queries arise and being a website there are no
installation issues.

This document is designed to guide users through the various aspects of COLLECT as
related to the school workforce census data return from initial submission, data validation
and final approval by DfE.

The department now collects data from a wide range of users; generic terminology must
be used within COLLECT. A provider of data is known as a ‘source’, an ‘agent’ is
someone who undertakes verification and checking of the data and a ‘collector’ is the
final destination of the information.



Secure Access and the COLLECT portal

To access Secure Access existing users will need their username and password.
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

12/08/2015
Essential Maintenance Work

Due to essential maintenance required on the Secure Access servers, the system will be
unavailable on Friday 21st August at Spm for one hour to allow Eduserv to complete the
wark.

If you are a new user and require access to COLLECT, you will need to speak to your
approver. Full Secure Access information is published on the Secure Access website.

Once you have logged in you will see the link for COLLECT, click on this link highlighted
below.

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

COLLECT
gllections On-Lise*Tor Learning, Education, Children, and Teachers.




Click the continue button.

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

If you are bounced back to your homepage at this point please check that you are not
trying to access the site from a link within an e-mail. Please copy and paste the address
into the address bar then save it to your favourites.

Please follow the steps below to add the web addresses to your trusted sites.
Go into the ‘Tools’ menu option at the top of the screen.

Select ‘Internet Options’ from the drop down menu. Select ‘Security’ from the option
buttons, Selected ‘Trusted Sites’, Select ‘Sites’, Then select ‘Add’ and type the following
into the text box:

https://collectdata.education.gov.uk.

Then select ‘ok’ and ‘ok’. Please check that the Secure Access site is also in the trusted
sites.

The addresses should appear in the large box.

. Trusted sites @

You can add and remove websites from this zone. All websites in
this zone will use the zone's security settings.

Add this website to the zone:
https: /fsa.education.gov.uk

Websites:

*.gpn.gov.uk Remowve
https: /fcollectdata. education.gov.uk

Require server verification (https:) for all sites in this zone




Local authority (‘Source’ page) screen

The source main screen will be displayed.

Data Collection User Role Drganisation Status Due Date Days Due
APEXZOLS Colector Department for Education Developneent 0602/ 2015 00000 306
jwEx2ens Administrator  Department for Education Development/Live 06/02/2015 00:00:00 -306
LAPEX2016 Admstrator Depantment for Education OpenjLive 05/02/2016 00:00:00 58

for Educabion Open 05/02/2016 00:00:00 58
ﬁ:zms Source > Departmant for Education Open 03/02/2016 00:00:00 53
Ea Department for Education Open 17/01/2013 00:00:00 -1056
[Early Years Census 2014 Agert Duarfington Open 17/01/2013 00:00:00 -1056
Early Years Census 2015 Collector Depantment for Education Testung 15/01/2015 00:00:00 -328
Earty Years Census 2015 Administrator Departmant for Education Testing/Live 15/01/2015 00:00:00 -328
EVFSP 2015 Agent Department for Education Testing 28/08/2015 00:00:00 -103
Page 2 of 4 <>
| SeectDaia Goecion . |

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.

The source main screen will be displayed.

MY DATA RETURN

The status of your data return : Mo _Data

Errors : |0 Queries : |0 OK Errors : |0

‘What can I do with My Data Return?

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

Press this button to Submit your completed data retum

Press this button to Export your data retum to a file

Press this button te Repert on your data return

elete Retur Press this button to Delete your data retum
‘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.

Return status

The different status of data is as follows:
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:

Upload return form — this function will not be available for APEX as users can only add
data on screen.

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

Launch reports — there are no reports 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

Click on the ‘Add Return on screen’ button.

MY DATA RETURN

The status of your data return : No_Data
gros:fo ] Queres: o | okEmors: [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

e —
Submit Returm... Press this butten to Submit your completed data return
TR |
B Export to file... Prass this button to Export your data return to a file
Press this button to Report on your data return
o ————
_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 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.

The next screen to appear is the return form.

b dwrected
| Saction 2: LA Maintaised Pupil Rolorrsl Units
9 Tot b of oo e s

BBk B MRRBRNN NE N

On clicking on ‘save’ your local authority number and name will be automatically pre-
populated.
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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 and forward buttons on your web browser’s toolbar.

Mode buttons

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

A I Yiew Edit [Helete 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.

11



Navigating through the screens

The screen below is where local authority users add their return details.

001

NN NS Mahhhhb kB hNhhahh b

Clicking on the ‘Edit’ button opens the value boxes, allowing the user to add and amend
their data next to each question.

| e | Bt

DT RENENE N NEEREE NN

Clicking on ‘View’ will close the value boxes and save any data that has been added or
amended.

12



Viewing erros and queries

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

WPEX
L]
—arex [27] | APEX - Department for Education

LA Nomber 001 2 o
Section 1: LA Maissiesd Primary, Secondary and Special Schools.

1. Total umber of indepandert revews lodged ] L1 | F 4 o
2 tia Tsews pal 2 —— 2 L
3. Humber of ndependent s whens & SEN expet was requested ] P4 L
& Humber of ndependent vt ubeldng the exchusien i [ 1 2 o
5. Burrber of reviews e the gaveming body L] | F.d n
6. Humber of nevees diwcting reconsienaton by the gevameng body ] T 2 o

Once the user has clicked on ‘All Errors’, they will be taken to the ‘Blade Error Report’
page.

Blade Error Report - APEX2016

Department for Education Error report on 09/12/2015 at 10:29 Return
Count 27
at11Q Please check: There has been a significant change since last years data in the number of appeals lodged for PRU's Queries Details 2
3135 PRU: The total number of appeals lodged (9) MUST be greater than or equal to zero. Erors Details 2
5136 PRU: The number of appeals dsterminsd by an appeals panel (10) MUST be greater than o equal to Zsro Errors Details 2
PRU: The number of independent reviews whers a SEN expert was requested (11) MUST be greater than or equal to
pres zero Errors 2
3289 PRU: The number of independent reviews upholding the excusion(12) MUST be greater than or equal to zero. Errors Details Y2
PRU: The number of reviews recommending reconsideration by the governing body (13) MUST bs greater than or
3290 o foore Errors 2
PRU: The number of reviews directing reconsideration by the governing body (14) MUST be greater than or equal to
PRU: The number of pupils offered reinstatement where reconsideration by the goveming body has been
i 15) MUST be greater than or equal to zero. [Errors 2
PRU. The number of pupils offered reinstatement where reconsideration by the goverming body has been directed(16)
p293 MUST be greater than or equal to zero Errors 2
294 GAD: The total number of appeals lodged (17) MUST be greater than or squal to zero. Errors Details 2

If the user clicks on the ‘Details’ button they will see the details appear on the right hand
side of the screen.

The user can then navigate to an error by clicking on the ‘Value’ of an error on the right
hand side of the screen. Once the user has clicked this they will be taken to the section
where that error is occurring and allow an amendment to be made.

Biade Error Report - APEX2016
Department for Education Error report an 09/12/2015 at 10:34 Roturn
Count 27 Details e
i Vales
check: Thete has been a significant chasge since last years data in the number of appeals lodged | 1 ] 6 Tonsl sumber of appasls ledged
el o PR, gl e R ral S
" PR T totsl b o appeats bodged {$) WAIST b grestes ham o e 1o 2o Enes o 2
A PRLI Th rumber of appeais detarmetad by an aggals ganel {10) MUST be greater than o squl o Zese Ences F3
B PR Tt e o depated e W a SEN axput wos sequted (11 AIST b srvtoe o o il . s
s PR The rumber of idepandent wrws sphoiding the eucusion12] MUST be greater than or squal o 2ave Ences 2
Es IPRLL Tha rurmber o rers By 15 IS be grostm Bam o 2
= FRU oo e e wderation by the {14) WUST be gt than o equal o 2
PRLI Th rumber of pugsls ofered et whern s Bean
i Irecommanded(15] MUIST be greater than o egual to 2eim ke a2
AU Th rurmber of pussh oered ahace
i MUST be graste thar o #qual 16 240 Emees Z
Az ACAD: The total sumber of agpesis odged (17) MUST ba grester Ban ce equal fo 2era Ences F.d
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Adding return level notes

There is a pencil icon located next to the return level section. To add a note relating to an
outstanding query, please click on the pencil.

APEX

MEms | A Netws | [T (e e e

L]
"ﬁﬁ, 2 APLX - Departmsent for Education

You will then be presented with the note page.

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

Once the user has added their note they will need to click on ‘Create’.

Note Page

Create New Note

Type note herel

[

/"—‘\

@ ancel
E
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This will save the note against the return. The pencil icon will then change to a notepad
icon, which indicates a note has been added.

AllEmers At | [V | ese st |

o
Ar [2r] APLYX - Department for Education

Daza erm Value Esron Queties. oK

- -.I

Bunnn N

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.
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Submitting a return

Clean data submit

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). This new function is called
‘clean data submit’.

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

Once the local authority 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.

| @ Department for Education « logged in as hhowles | Log out

Back to My COLLECT page IIPIDJ

Then select ‘Submit Return’.

Source Page APEX2016

The status of your data return ;Ao by

(What can I do with My Data Return?

Date Authorised
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Deleting a return

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

Source Page APEX2016

MY DATA RETURM
The status of your data return @ Aoended by _source

What can I do with My Data Return?

Pruss this button to Impert 3 fle into your data retum
Prasd this butten to Add 3 faw r#turm usng & wab foem

 —r— Press this button to pen your data ratum,
Swbma Meturn Prasa this button to Submit your compbated data retun
T Press this button to Export your data retum to a fie

[ shace | ey T
Pross this button to Delete your data retum

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

17



Exporting a return

COLLECT provides options to export data in CSV or XML format. Exporting data can be
performed by clicking on the ‘Export to file’ button.

Source Page APEX2016

MY DATA RETURM
The status of your data return 1 Anenced by sesce

What can I do with My Data Return?

The following screen will be displayed. Select the format for the export, CSV or XML
then select 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 C5V &

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

All

Or one or more of the following

Loaded and validated
Amended by source
Submitted

Amended by agent
Approved

Amended by collector
Authorised

T

Once this has run you will get an option to open or save the export.

Exporting as XML will generate a zip file containing the selected return data. Exporting as
CSV generates a zip file containing CSV files that relate to how data is stored within
COLLECT. Make your choice and click the ‘Export’ button and follow the web browser
prompts on the screen.

The reports are run against a copy of the data as at close of play the previous day. If any
data has been edited, deleted, inserted or reloaded since the data was copied, the report
will not match the live data.

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 continuously from before you click on ‘Export’ until after
you see the resulting files displayed in Internet Explorer. If this is still not successful, you
will have to adjust the security settings on your internet browser.

18



When complete the result of the export will be displayed and you will be offered the
options of saving or opening the export file. Click on the ‘Open’ button.

The security settings on your computer 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 ‘Internet Options’ from the drop down menu.
Select ‘Security’ from the option buttons.

Selected ‘Trusted Sites’.

Select ‘Sites’.

Then select ‘Add’ and type the following into the text box:
https://collectdata.education.gov.uk.

Then select ‘ok’ and ‘ok’.

Alternatively you could try changing your security settings by going into the “Tools’ menu
option at the top of the screen, select ‘Internet Options’, then select ‘Security’.Once
undertaken click on the ‘custom level’ button andthen make sure that ‘automatic
prompting for file downloads’ is set to ‘enabled’ (it's a third of the way down the list).

19



Help

COLLECT access is administered directly by local authorities 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 local authority who will
be able to make sure that you have the appropriate access.

If you are experiencing problems with COLLECT or have a data collection query, please
submit a data collection service request to the data collection helpdesk.

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 Secure Access service desk.
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https://form.education.gov.uk/fillform.php?self=1&form_id=hGz7nZcsdnX&noLoginPrompt=1
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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