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COLLECT and secure access
Access to COLLECT is through the department’s secure access system (SA)

| 488 Department for Education
Secure access

Forgotten username or password?

Username Password [J1 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
2711/2015
828 CTF Notifications

The problems with the email notifications in the s2s system, have now been rectified. We
apologise for any inconvenience this problem may have caused you.

14/102015

Post 16 Portal

If you are trying to upload your post-16 courses onto the Course Directory Provider Portal
(Post 16 portal) the Approver within your school must give you access to the application.

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.

LUIE ACCESS

Adminttratios
Signed in - +frorm Dwepartmant for Edwecation

Head help?

Welcome to Secure access

ceess hidp page

Colles o Ove-Line o Leaming, Education, Chidien, and Teachers
I you Cnnol Sie an applcation (sysbem) that you belen: you shoukd hive access 1o, of do
ool e B OOMTECE PRTISSI0nS wilhen (P2 ApElcalion you are a00EStang, leass contac the

Secure Access Sene0l Desk by Oempleting OuF onkne Serdce reguest BT by Chiking
heera

Hote, Local Authonty uSers should coniie 10 iSe their EAS logen for Key o Sucoess

Secure access Taip = ol


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.

Wﬂnﬁ.mljlu COLLECT [Collections On-Lina for Learing, Education, Children, snd
Teachers).
COLLECT is thve DFE Contralised Data Collection and Management System for Ediscation FROCEDRD D0 COLLECT

Impaitant notics lar users of Internet Explarsr alder tham veisian 6.0,

This DEpartment i perfasming rhsesasrny MAMENERTE Work on ks [T servers on the 250h July. A3 &
FESUlt of this werk ZuStemens using brewsers slder tham [E B0 will Ao langer b ablé o So0ess SR Code of Condest Tavt ..
Deaprtmentsl dyitand 50d ihould uparsde thair browser to B Mo recent werklon, We sgolegiae for

Ay incafrvanlancs thid My chule,

COLLECT Exparts

‘We are yware of & technical issue affecting some users. attempting to export files from COLLECT
whan using [nbermet Evplorer 11 software. This is being urgertly investigated by our serdce
pariners, Customers experiancing problems can revert to an esdier version of [nternet Explorer or
g MTEMmatE web b frs . Wa lngise or Ay INCOMWENENGE CALSH.

MY DATA COLLECTIONS

Data Collection User Role Organisation Status Due Date Days Due
SchoolCensus 2016_Summer Administrator Department for Education Testing/Live 19/05/2016 00:00:00 154
SchoolCensus 2016_Spring Administrator Department for Education _21/01/2016 00:00:00 35
SchoolCensus 2016_Spring Agent Department for Education Familiarisation. | 21/01/2016 00:00:00 35
SchoolCensus 2016_Spring Collector Department for Education Familiarisation. | 1121/01/2016 00:00:00 35
SchoolCensus 2015_Summer Agent Department for Education Testing 21/05/2015 00:00:00 -210
SchoolCensus 2015_Summer Collector Department for Education Testing 21/05/2015 00:00:00 -210
SchoolCensus 2015_Summer Administrator Department for Education Testing/Live 21/05/2015 00:00:00 -210
SchoolCensus 2015_Spring Administrator Department for Education Testing/Live 15/01/2015 00:00:00 -336
SchoolCensus 2015_Spring Agent Department for Education Testing 15/01/2015 00:00:00 -336
SchoolCensus 2015_Spring Collector Department for Education Testing 15/01/2015 00:00:00 -336
Page 1 of 4 >
Data Collection  »

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.



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 using a web form
s Ra Press butten to Open your d ™
Press this buston to Submat 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.

Sowrce Page SchonlCensus

Wilkat can 1 dey walths My Daks RebonT __..--'"'-.‘-'-.‘

| Vgl Rarmn e i | Freda this bumon b Irmpent  fle s pou ot rotues

Fredd [Pl Do [0 Al & Sbm (D olatg & wil) e

i M Prodd [heil buios 1o Ofep™ i’ Sl Aithers
ekt Bt Praas theg Boimon by Subamd o Compitoed dats retum
Logeery oo s Peadd Thed Dadmdm 1 Du il wingd Al feliss 1) § Tle
Liwach, Bagertn Proas the Buthon to Seport on your dats retem
ke Remerm Proma then buffon by Dwiete your dels return

What ks hagesening 1o My Dats Return?

[hats Beturn Subamission aks Return Approval aks Returm Agthoariuostion
Duce Gubmared Dabe Approeed Date hsthorpsd
I need soma help
Wi bl webuli o Wk L Dislatel i, Bledid wik M Lok Bt thalt 1001 0 hok Bebib




Viewing the return details

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

MY DATA RETURN

The status of your data return : | Loaded_and_validated

Bros:[s | Queries: 6] OK Errors : [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

COLLECT Portal

SC16 Spring

M= | Aases | o | I i - |

] 0 Z

gl Ceansus S!rin! 2016

== [ ] [
[pra [] [] [
Bots o o 0
bote-01-21 3 3 0
3 CE 9
fn 1 [] []
[e201 o ] 0
Jadeitip o o 0
L] ] a 0

E E] B
i Q [] [
pots06-23 06 5648 o E] 0

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

e Rl
Mo Langer o 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

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

COLLECT Portal

Ads | [TWiew | Edn | [ Oelete | | iatie |

N SC16 Spring - TDU Test

School Census Spring 2016

‘Collection sC

Term SPR

Year 2016

Date 2016-01-21
‘Source Level s

LA 520

Estab 4001
Software Code MadeltUp

Release 10

Xversion 1

Serial No 1

Datetime 2015-06-23 09'56:56
School

Pupils on Roll
” Pupils No Longer on Roll

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

Sowrce Page SchoolCensus

| Uyl Wi e B | Freds This buan b Impert e 0 vour S0l returs
A’ Ramars am ucres Fraas Tl DUl [0 A B S TH0T wlangl § by Hprm
T — g el bR 1 SEebs vine' 60E Moters
T R Frss thes Gumon b Submt yower pomgieoed data rebem
T T Frads thes bumos b0 Enpdet vine? disli returw o & Pl
[ lsemchAmper | Fraas thes budon [ Baport on wour data rebem

Db Berm, | Preas the Buan bn Delete eur dats retuen

Whal b higgsalng 1o My Data Relufa®

Dhats Beturn Submisabon haka Retwrn dpproval Praka Retwrn Asthorisation
D Subamed Cara Appoeed e Aothenued

T need some help

For huplp il o DR b DOBETTaMn PGS, BLedie v T bad B0 The 100 o The Baded.

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.

To view all errors and queries on the return

1) Click on ‘all errors’ at the top of the screen.

@ Al Notes Edd | [viewe | [EdRl | [Deiee| [Statue |

10




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 2016_Spring

TDU Test Secondary 1 Error report on 17/12/2015 at 13:42 Return
Count 82 Details
Il
Notes |EntryDate an 12016 12.00AM
PPlease check entry date. Sessions possible indicate the pupil attended school |Governance ICA - Academies
'during the term prior to this date.If the pupil left & was subsequently . intake ICOMP - Cor
881Q |readmitted,the query will be accepted by DFE on condition a suitable explanatory jauen=s X Phase T - All Through
notepad entry is provided [ReferenceDate an 21 2016 12.00AM
Invalid Code Value Errors Detail X [TermlySessionsPossible
1510 UPN invalid (wrong check letter at character 1) Errors De(allg X
bo20a Please check: pupil year group and age inconsistent lQueries! IDetail X
2020Q Please check: pupil year group and age inconsistent Queries De\allg x
Pupil’s type of class is missing or invalid for pupils in primary classes with Phase PS or
D060 s P 9 puplls in primary Errors X
Pupil's type of class is missing or invalid for pupils in primary classes with Phase PS or
D060 ATD P 9 puplls In primary Errors X
Pupil’s type of class is missing or invalid for pupils in primary classes with Phase PS or
060 s P 9 puplls in primary Errors X
Pupil’s type of class is missing or invalid for pupils in primary classes with Phase PS or
D060 s P 9 puplls in primary Errors X
X

po70Q Please check: pupil's class type and year group incompatible Queries D¢

1A
=)

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 thatyou reflect this change in the school’s
MIS.



Updating class information

The census collects information regarding all classes running at the selected time on
census day. The infant class guidance states that the ‘School Standards and Framework
Act’ limit the size of an infant class during an ordinary teaching session to 30 pupils per
teacher. The calculation is based on the pupil:teacher ratio not pupil:adult ratio, therefore
regardless as to how many teaching assistants there are, the class will be treated as
unlawful if there are over 30 pupils with 1 teacher.

There are certain exceptions to the limit as specified in the school census guidance.
These exceptions need to be manually entered into COLLECT, once double checked it is
correct. Please follow the steps below to do this:

1) Once logged into COLLECT, select ‘open return’

Performance summary
) Errors
Expected Outstanding Submittad Approved Authorised
E Q oK
1 0 0 0 9 16 0
Sources
Errors
Source ID Source Name Status SubmittedDate ApprovedDate AuthorisedDate Queue Errors  Queries OK Errors
5202000 TDU Test Primary 1 Submitted 14/01/2013 9 16 0
Page 1 of L
< [ Approve. ] [ Approveal.. | [ Reject.. | [ pelete. | [ ExportSelected.. | [ ExportMultiple.. | [ ExportAll. |
Uploa2pen the return for viewing/editing | [ Upload Multiple Returns (zip fils)... ]
( Launch Reports... | [_Queue Management.. | [ Change Queue... | R4
2) Click on the school ‘view all’ link
SC16 Spring
All Errors AllNotes | R [Tviewn ) [EdR Y| [oEEE
[i]
=-8C16 Spring [7] P [SC16 Spring - TDU Test Secondary 1 [
rleds Errors OK Errors [Return Level Notes|
~-School [39] Return Level Errors. | E [ a |
> Special School 1 16 0 2
> Address
L - Errors )
> Admission Appeals Data Item Value |TIT| OK Errors | History
> Characteristics "
_ School Census Spring 2016
> Infant Admission Appeals
" [Collection Isc 0 0 0
> Miscellaneous
> Reconciliation rerm [SPR 0 0 0
~Classes [4] car po16 0 0 0
~Provisions [Reference Date 2016-01-21 3 4 0
~Childcare [5] [Source Level s [ o ] 0 0
=-Pupils On RoII_[‘.la] A 520 T 0 0
"> Characteristics Estab Jro01 0 0 0
> Identifiers
> SEN Software Code MadeltUp 0 0 0
l-> Status. Release .0 0 0 0
+-> Termly Attendance version 1 0 0 0
~-SEN Needs [5] Serial No [ 0 0 0
-~ Termly Exclusions [2] Datetime Po15.06-23 09:56:58 0 0 0
Addresses [2] [School View All
~Termly Session Details [Pupils on Roll View All
--Free School Meals Period [1] v [Pupils No Longer on Roll View All
--Learner Support [2]

12



Now click on the classes ‘view all’

COLLECT Portal

School - Characteristics

All Errors All Notes Add | [FWiewr | Edit | [Belete | | St |

Drill Up

istics - TDU Test

chool Characteristics

ISOME SCHOOL
JAT - All Through
K49 - Academies

jaximum Year Group 1-Year 11

inimum Year Group ~VYear 1

ntake Type cOMP - Comprenensive

overnance ICA - Academies

chool Email Address Inobody@abc.com
ISchool Telephone Number 11234567890
(Child Mothers
[Teen Mother Places

(Childcare Places

(Classes
viEe=—

Select the class with the unlawful class size by clicking on it, then click ‘edit’

i e ey

Al Ermors All Notes s | [TWiewr || [Deite | | Siaiis r

> SOME SCHOOL, 2 Flat, 123

“|Classes - TDU Test Secondary 1

‘ ulup| Error |

i
\
\
Number of Teachers in Class ——
Number of Adult Non Teachers in Class 1 ]
Class Year Group 1-Year1 0 0 I
Class Type © - Not a nursery class 0 0 0
Class Key Stage 1-Key Stage 1 [] 0 []
Class Activity MA - Mathematics or Numeracy 0 0 0 |
Number of Pupils from the host schoolin class 31 0 0 [ T
Number of Pupils from other schools in the class 0 o 0 i) [ i
The number of teac hers on PPA fime 1 [ 0 a & ‘
“The number of pupils who are on excepton A 0 0 a ‘
“The number of pupils who are on excepton B 0 0 [] I
The number of pupils who are on GJ(CGD'.EVﬂiC o 0 a
The number of pupils who are on exception D1 0 0 0 T ‘
The number of pupils who are an exception £ 0 0 0
The number of pupils who are on exception F 0 0 [
The number of pupils who are on exception G 0 0 o
The number of pupils who are on exception H 0 0 0

1 Crown copyight | Disclaimer | Privacy

13



Enter either, an increase in teachers or the amount of teachers on planning and
preparation time (PPA) also known as learning manager time (LMT) or the amount of
pupils admitted under each exception. Then click ‘view’ to save.

COLLECT Portal

Classes

All Errors All Notes Ad | [ View | [ Edit | [Deleiel | [ SitE

> SOME SCHOOL, 2 Flat, 123
L

(Classes - TDU Test Secondary 1

.
Test2 _____1-KeysStage1

Classes

Class Reference Name 0 0 0 &
Number of Teachers in Class. 1 0 0 0 &
Number of Adult Non Teachers in Class 1 0 0 0 &
Class Year Group 1-Year 1 v 0 0 0

Class Type O - Not a nursery class v 0 0 0 &
Class Key Stage 1 -Key Stage 1 v 0 0 0

Class Activity MA - Mathematics or Numeracy v 0 0 0

Number of Pupils from the host school in class |31 0 0 0 &
Number of Pupils from other schools in the class |0 0 0 0 153
"The number of teachers on PPA time 1 0 0 0 &
The number of pupils who are on exception A 0 0 0

TThe number of pupils who are on exception B 0 0 0

The number of pupils who are on exception C 0 0 0

'The number of pupils who are on exception D 1 0 0 0 &
The number of pupils who are on exception E 0 0 0

The query will now have cleared from the return for that class.

2~ Drill Up Effor
Classes - TDU Test Primary 1
AllNotes.
A [1-Keystaged o pvear2 o p D
. A R ., L H

If it is the case that the class is greater then 30 with only one teacher (or it is taken only
by a teaching assistant) and there are no teachers on PPA or there are no exceptions it
is important that a return level notepad entry is provided. Please note these classes will
still be treated as ‘unlawful’ in the ‘Schools, Pupils and their Characteristics Statistical
First Release’ publication.

14



Providing clarification/ supplementary information

In some instances you will be requested to provide explanatory information. This will be

made available on our web page School Census 2016.

If a notepad entry is not returned the EDD helpdesk will have to contact you for further

information.

You can add notes in the return level notepad.

1) To add a return level note double click on the pen icon in the return level notes

section.

SC16 Spring

Algmors |

AllNotes |

Add | [PView: | Edi | | Deletel | [ Stztue |

1=-5C16 Spring [7]

-Levels

=-School [40]
-> Special School
~> Address
-> Admission Appeals
~> Characteristics
-> Infant Admission Appeals
~> Miscellaneous
> Reconciliation
--Classes [5]
+~Provisions
-Childcare [5]
-pupils On Roll [43]
~> Characteristics
~> Identifiers
~> SEN
~> Status
-> Termly Attendance
--SEN Needs [5]
- Termly Exclusions [2]
+-Addresses [2]
--Termly Session Details
-Free School Meals Period [1]
L-Learner Support [2]

AISCIE Spring - TDU Test Secondary 1

I

Return Level Errors OKErrors Retun Level Noteq
1 16 0 2
Data Item Value = JERDIS & OK Errors I History
ISchool Census Spring 2016
Collection [sc 0 0 0
Term ISPR 0 0 0
ear bote 0 0 0
Reference Date bot60121 — s 4 0
Source Level s [ o ] 0 0
LA l520 — 1 | 0 0
Estab oot 0 0 0
[Software Code MadeltUp 0 0 0
Relcase 0 0 0 0
version d 0 0 0
[Serial No i 0 0 0
Datetime bo15.06-23 09:56:58 0 0 0
[School View All
[Pupils on Roll View All
N [Pupils No Longer on Roll View All

2) Click add new note

Note Detail

Preserved Note Detail

15
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https://www.gov.uk/government/collections/school-census

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

e B J

Note Page
Create New Note
Type note and erzor nusber in here|

Please ensure there is a note for all queries/errors remaining on your return.
You can enter one note to cover numerous queries.

Eg — 3 x 2020Q - confirmed correct, 1 x 1780Q — confirmed correct, 2 x 2502Q — pupils
are dually registered and did not attend this establishment in autumn term.

16



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’.

MY DATA RETURN
The status of your data return : |Loaded_and_validated
Ervors : |4 Queries : |6 OK Errors : [0

What can I do with My Data Return?

Press this butten 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 butten to Report on your data return

Press this button to Delate 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 screen will be updated

The status of the return will be set to ‘submitted’ and the ‘date submitted’ will be
completed

The submit button will now be disabled for this return

COLLECT Portal

Freda ths Bulen b Impert a Fle o pour dats returs
Freas Ths Bumen 10 Al & Stw TEar vaeng & wil fpem
Fredd s Buon 1 Opes o Sata Pitern

Praad thel Bumen 10 Sl e Jomplaned dats Fenam
Pread Ths Bumon 1 Expert vour Gl retun 1o & e
Freas thes Bummon 10 Raport o0 yoer data mehum

Praas tha button b Debste your dats retum

st Return Approval Data Return Aathaariation
Tand el e dthaniad

|1 mepeedd s bk

For bl while i e data colection paged, pledie wie the bri ot the tog oF the Saged.
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Reports

A number of reports are available on COLLECT, return to the source page and click on
the launch reports button.

ource Page SchosiCensus

The status of your data return |

Ervorp ;| & Cusprias o P
Aihat can 1 e with by Daka Rebon ¥

Ahat ks hagpening 1 My Data Return?

Drats Beturn Subimiscios ata Return Approval Data Returm Aubhoaistion

Dunt Sube=dTés Cand AP treted T At

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 all of these reports as they may highlight analomies
within the data which can impact on all funding calculations.

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 quides for each report available on the education website.

1) 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.

14 4 1 of 2 b Bk Find | Mext | Select a format [VI Export [# =

These are explained as follows:

I4 R L S BT you to navigate between pages of the report.

100%  |v] i :
Zoom control for viewing the report at various zoom levels.

18


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

FndTHEE Allows you to enter text to find on the report.

Select a format V 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.

ka Refreshes the report output.

= Produces a hard-copy output of the report — If this does not print please export to
excel and print from there.

19



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?

oad Return from file... Press this button to Import a file into your data return
A ko — Press this button to Add a new return using a web form
[ OpenRewrn. | Press this button to Open your data return
Subuik Raturs 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 return
EI 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 (j

T

3) A progress message will be displayed

COLLECT Portal

Exporting (Processed 0 of 1)

Export in progress, please wait....

Checking status for TDU Test Secondary 1 (5204001)

Folder Organisation Name Native Id Result

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.

Export Results Page

[Expon Finished. ]

Results of export
Folder Organisation Name Native Id Result
|/EstabNo=5204001 TDU Test Secondary 1 5204001 Data Collected
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Important note: If the export process fails, with a message stating that Internet Explorer
has blocked the 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 to speciy s secunty setings b

@‘40

\IILITIdHttd
nnnnnn

PR -0 = e P

" sites
s l lldmagy p
das

Security level for this

Custom I
Custom settings.
To h nae m seftings, click Custom Lev
~To use the recommended setin g "ick Del F 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.
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Screen functionality

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

Screen navigation

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.

Qo - O - [

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 | main page for your
page which shows user role (agent,
‘Back to Home’ page | source etc.)

Drill up Any data screen within | Returns you to the
a return apart from the | previous data screen
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.
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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

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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Help

If you have any queries regarding school census or have a change to your contact details
please could you complete a Service Request form

24


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

.o
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