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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.

LIré acCess

Admimiaraticn

Signed in - « froem Dwpartmant for Education

Head help?

Vist the Secure access help page

Welcome to Secure access

systems may not be visidie

applications

Collec hons: OreLine b Leamang, Education, Chidien, and Teschers

I you cannol See an applicafion {Syshem) that you balews pou should hine access 1o, of da
ol i e DT et PiTSinns withe [Fe ADEECANGRA Yl A5 SO0ESLNG, plade Oontac the
Secure Access Seneos Desk by completing o onlne sendoe reguest form, by choking
hera

Hote, Local Authonity users should coninus b0 wse their EAS kogen for Key o Sucoess

Secure access

To proceed into COLLECT please click on the ‘continue’ button as below.
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https://sa.education.gov.uk/idp/Authn/UserPassword
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess

Welcome to COLLECT [ Collections On-Line for Learing, Education, Children, and
Teachers).
COLLECT is the DFE Centralised Data Collection and Management System for Education

Important notice lor users of Internet Explorer alder than version 6.0,

The Department is performing Pcessary MaNTeNance work on its [T servers on the 25th July. As a
result of this work custemers using browsers older thanm [E 5.0 will no longer be able o scoess
Depprimentsl syitars 804 thould wpgrade thair browser to 8 more recent version, We spologine for
By incatvenience this My e,

COLLECT Exporis
‘We are aware of & technical issue affecting some users atbempting to sxport files from COLULECT
wahen using [nterret Ewplorer 11 software. This is being urgently investigated b'.'nur sErdios

partners. Cumumﬂm problemns can rewert bo an earier version of Internet Explorer or
use Mternative web b We apologise for ary incorvenience caused.
L]

PROCERD INTO COLLECT

S Code of Comdiact Taxt..

MY DATA COLLECTIONS

Data Collection User Role Organisation Status
SchoolCensus 2015_Spring Collector Department for Education Open
SchoolCensus 2015_Spring Source DfE Secondary Academy Open
SchoolCensus 2015_Summer Collector Department for Education Open
SchoolCensus 2015_Summer Agent Department for Education Open
SchoolCensus 2016_Spring Agent Department for Education Open
SchoolCensus 2016_Spring Collector Department for Education Open
SchoolCensus 2016_Summer Agent Department for Education Testing
SchoolCensus 2016_Summer Collector Department for Education Testing
SchoolCensus 2016_Summer Administrator Department for Education Testing/Live
Page 3 of 3

Seled Data Colledion  »

Due Date

15/01/2015 00:00:00
15/01/2015 00:00:00
21/05/2015 00:00:00
21/05/2015 00:00:00
21/01/2016 00:00:00
21/01/2016 00:00:00
19/05/2016 00:00:00
19/05/2016 00:00:00
19/05/2016 00:00:00

Days Due
-456

-456

-330

-330

-85

-85

34

34

34

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 DATA RETURN

The status of your data return :
Bros: o] Queries: [0 ] okEmors: [0 ]

‘What can I do with My Data Return?

Upload Return from file... Press this button to Import a file into your data return

Add Return on screen... Press this button to Add a new return using a web form

Open Return... Press this button to Open your data return

Submit 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 return

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.




Loading a return

1) Click on upload return from file

MY DATA RETURN
The status of your data return :  %c_Dats

Errors : (O Quenies - OK Errors @

iWhat can I do with My Data Return?
Press this button to Import a file into your data retumn
- - Press this button to Add a new return using & web form

Press this button to Open your data return

Press this button to Submit your completed data return

Lxport to e Press this butten to Export your data return to 8 file
Press this button to Report on your data return

Press this button to Delete your data return
IWhat is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation

Oate Submated Date Approved Cate Authonsed

1 need some help

[For help while in the data ccllection 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.

B

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 Schooll.xml

FILE UPLOAD PROGRESS ...

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

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.

Source Pags SchoolCensus

Wihat can | do with My Data Retarn T __..---"""'.'"

| Vgl B e Predd thes bulon by Impert & Be rile you' St rotes

Pradd thaeg Eaamen 10 Bl & S Fe0arn wdan & witly g

i A Predd Theil bl 10 Ofep® i’ Sla Hifer

ekt AR Freas. the Dumon 0 Submel your Oompieced dada refm
Loy e ik Pradd Thed Dudlein 1 Bape® i Aol felues 1 5 Flg
Libwick aeirts Praas thag Butbon to Baport on your dats rabem

Geplane Romrn Prosa then bution b Delete your dets return

What ks hagesning 16 My Dats Return?

Dats Beturn Submisaios Braka Retarn Approval ks Returmn Asbhoriostben
Dute Subimtngd Dute hpproed Dabs Athariped
I need womae help
For gl whadg o W daih DOBECn B, Bledts wid the bri 8 the 100 oF T Sbges




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

Errors : [4 Queries : |6 OK Errors : [0 I
‘What can I do with My Data Return?
(Upload Return from file... Press this button to Import a file into your data return
A ] 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
[:‘&_2—2—:'-: Press this button to Export your data return to a file
[ Launch Reports... | Press this button to Report on your data return
Press this button to Delete your data return
'What is happening to My Data Return?
Data Return Submission Data Return Approval Data Return Authorisation
Date Submitted ] Date Approved| Date Authorised|
|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

SC16 Summer

AlEnors | AlNotes | B [Tview . [Eait | Doeee| Dt

2

B
1 0 2

e T o ey

\SC16 Summer - Test Organisation 4.

School Census Summer 2016
(Collection sC 0 0
erm SUM 0 0
Year 2016 0 0 0
\Raerence Date 2016-05-19 | 2 | 0 0
Source Level s o | o 0
‘LA 001 | 1 | 0 0
Estab 2008 1 0
|Software Code MadeltUp 0 0 0
Release 1.0 0 0 0
bﬁerslm 1 0 0 0
Serial No 1 0 0 0
Datetime 2015.06-23 09.56:58 0 0 0
School T viewar
Pupils on Rol L ViewAar
Pupils No Longer on Roll L Vewar

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

&n Rxt
Mo Longer on Rel

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. 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 Paortal

Bowrce Page SchoolCensus

Wihkal can 1 do vwith My Dats Retam

Fredd Thed buin ko [roect o e wle vour Sats returs
T Frads Thei Tumin [0 Al § S N wing § Wil g

T — Preid Tl Bulien Ly e s’ 08 Tiptere

T . Frass the Bman (5 bl yowr comoiined dBE rihum

T T — Prons Thes Daman i Expat v 608 Febwn 1o & e

| lseschlepenn. | Praas ithes bution to Baport on your data rebsm

I = —="—— Freas tha button to Debote your dets return
What i hapgening 1o My Data Return?

rats Beturn Submibos raka Retwrn Approval ks Retwrn Asbhoriustion
D Gubearrac Dars hpprraead Tare hortoroad

1 need some help

Fiis bl bl o8 %f (1808 DOSSTI0 PA(ES, Bledie wis TP ke o thot 1) o Thol Bebied

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.

@ All Notes Add | View Edit I Dele|el Staiusl
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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 Ermror Report - SchoolCensus 2016_Summer

Test Organisation 24 Error report on 15/04/2016 at 10:17 Return
Count 49 Details
i ] O et e S prETTT
1875 School lunch taken is missing or invalid. Errors X |Pupils Actual National Curriculum Year Group 2-Year2
'School Lunch Taken nul

1866 The same Leamer Support code should not appear more than once for the same pupil Erors X
1866 [The same Learner Support code should not appear more than once for the same pupil Errors x

Periods of free school meal eligibiliy that ended before or on the previous Census day or Detall
tres after the current Census day should not be included in the return [Erors X

Periods of free school meal eligibiliy that ended before or on the previous Census day or
176 after the current Census day should not be included in the return [Eors X
2303 Pupil's leaving date suggests they left the school prior to the start of their exclusion Erors X
1573 Unique learner number must be provided for pupils aged 14 and over at date of leaving Errors X
1573 Unique learner number must be provided for pupils aged 14 and over at date of leaving Erors X
1870Q Y Please check Percentage of pupils with sole registrations at the school is low Queries X
2010Q Y Please check: 10%+ pupils’ year group difiering from their age Queries X

12345
L]

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.

11



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 Summer

AlEnors | AlNotes | B [Tview . [Eait | Doeee| Dt

School Census Summer 2016
(Callection sc 0 0
Sum 0 0
2016 0 0 0
2016-0519 | 2 ] 0 0
s o | o 0
001 | 1 0 0
2008 | 1 | 0 0
MadeltUp 0 0 0
1.0 0 0 0
1 0 0 0
1 0 0 0
2015-06-23 09:56:58 0 0 0
T Vewar
L vewar
[Pupils No Longer on Roll L Vewar
Click add new note

Note Detail

Preserved notes deleted by resubmissions
User Role Organisation Native ID

Preserved Note Detail

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

COLLECT Portal

Create New Note

[Type note and erzor number in here|

®

© Crown copyright | Cisclimar | Privacy
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https://www.gov.uk/government/collections/school-census

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 spring 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. By submitting the return the school have
indicated that the head teacher has checked the return for accuracy and completeness
and therefore authorising the submission to be used by the department.

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

Errors : |4 Queries : |6 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 return
Add Return on screen Press this button to Add a new return using a web form
J——
e T U ey 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

[E Press this button to Report on your data return
Press this button to Delete your data return
‘What is happening to My Data Return?
Data Return Submission Data Return Approval Data Return Authorisation
Date Submitted Date Approved Date Authorised

1 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

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

G Querias © % O Brroe ¢ |2

Wihat can 1 do with by Daka Rebam T

[ e s o e | Preda Thes bution b Irmpert a e rio vour dats returs,
- Pradd Dhag DadDien L0 Sl @ matm Pl wiie & woblh I
Cyus Mtwrn. | Feeid Tl Buad [ Os i Sl fiters
Frogs thes Dumae i Sabmd vier Oompisted data retum
[CE T —— Poedd Thei Buflad 1 Enisie® yine? disli febus 18 5 Fle
Ty ———— Proas theg Bamon 1o Rapden 0 i Bl reem
[N =S— Froan tha button o Delets pour dats retum

hata Rturn Approval Data Beturn Asthorieation
Tang e il T et P

1 meed wome hilp

Fir hels while i the deti collection paged, Dloade wie the bk ot the 1o of the Sage

14



Reports

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

ource Page SchooiCensus

The status of your data return ;

Errees B Qe oK [rrors
Wl can 1 i vith My Dala Retanm T

| Upimad B o Bl Preas the b b [rpert & Fe oo woue et retues

#what s happening 1o My Daba Belurn?

Dats Beturn Submisiios Data Rietuin Approval Data Biludn Aathodination

Dt Subemart e i oad T degthurebed

n e dele Colechan paged, Plodit wia the bl ot the 1op &f the Sege

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 guides for reports available on the education website.

School Census 2016

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.

1E] 4 1 of 2 b B Find | WNext | Select a format [V] Export @ =
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https://www.gov.uk/government/collections/school-census

These are explained as follows:

I4 ¢t _Jefz b Pl Aows you to navigate between pages of the report.

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

Fnd THEE Allows you to enter text to find on the report.

Select a format | Export

Select a format

=ML file with report data
CSW (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.

= 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 Retuen ¢ Press this button to Add a new return using a web form
[ OpemRetwem.. | Press this button to Open your data return

Subanix Recurn Press this button to Submit your completed data return

@ Press this button to Export your data return to a file

| AR REpoIS... | Press this button to Report on your data return
[ Delete Return... | 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:

Al

Or one or more of the following

Loaded

Amended by source
Submitted

Amended by agent
Approved

Amended by collector

o ©

3) A progress message will be displayed

Exporting (Processed 0 of 1)

Export in progress, please wait....

Checking status for TDU Test Secondary 1 (5204001)

Folder Organisation Name Native Id Rasult

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

| Export Finished. |

Results of export
Folder Organisation Name Native Id Result
|/EstabNo=5204001 TDU Test Secondary 1 5204001 Data Collected

17




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.

22l
General Securly | Privacy | Content| Cannections | Programs | Advanced|
Select a'web content zore to specify its security settings |

® QL O

Intemet oal Tiusted  Resticted
i sites. sites.

intranet

B = B

1 i sites

: This zone contains Web sites that you
1 st nok ko damage your computsr or

1 data.

Secuiity level for this zone

Custom

ings.
change the settings, click Custorn Level,
- Touse the recommended settings. click Default Level

CustomLevel.. | Defaultlevel |

ok | caneel | s |

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 - - 1¥

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.

19



Mode buttons

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

A Yiews 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

20



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

21


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

AT
Department
for Education

© Crown copyright 2016

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-00242-2015
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@educationgovuk facebook.com/educationgovuk
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