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Introduction

Local authorities (LAS) are required under Section 251 of the Apprenticeships, Skills,
Children and Learning Act 2009 to prepare and submit an education and children and
young people’s services budget statement to the Secretary of State for Education.

The budget statement applies to the period from 1 April 2015 to 31 March 2016 and must
be submitted by 31 March 2015.

LAs must submit their budget statement using the DfE’s centralised data collection and
management system for education COLLECT (Collections On-Line for Learning,
Education, Children and Teachers).

This advice is for LA finance officers and provides guidance for using the COLLECT
system. For technical help, advice and assistance with meeting the standards and using
the system, please contact the data collections helpdesk via a data collections service

request form.

COLLECT and Secure Access

Access to COLLECT is through the department’s Secure Access System (SA).

|& Department for Education

Secure access

Forgotten username or password?

[T11 agree to the terms of use

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

Please note some screen shots may refer to 2014. However the process is the same for
the 2015 collection.

If you are a new user and require access to COLLECT, you will need to contact your
local authority approver. Full Secure Access guidance is published online. Once
successfully registered, click on the COLLECT link to access COLLECT.



http://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datacollections/requestform
http://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datacollections/requestform
https://sa.education.gov.uk/idp/Authn/UserPassword
https://www.gov.uk/government/publications/secure-access-approver-role-guide

Logging in

Once successfully logged in you will be presented with the screen below. Select
COLLECT. You will be taken into the COLLECT portal.

Collect Welcome

Welcome to COLLECT (Collections On-Line for Learning, Education, Children,
and Teachers). PROCEED INTO COLLECT
COLLECT is the DfE Centralised Data Collection and Management System for
Education

Code of Conduct

School Census Summer 2013
ALL Local Authorities, Academies, Free Schools, CTCs, Studio Schools and UTCs Show Code of Conduct Text...
now have access to the Summer School Census.

Click on Continue.Highlight ‘'S251 Budget 2015-16’ and click on ‘Select Data Collection’.
This will take you to the main ‘Source Page’.

LA Source page screen

Source Page 5251 Budget_2014-15

MY DATA RETURN

The status of your data return oaded_and_Validated

Errors : (210 Queries : |21 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
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

i
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Launch Reports... 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

On this page the options open to you will be highlighted and the status will be shown.

Status Explanation

No Data Data hasn’t been loaded

Loaded and validated Data loaded but not submitted

Submitted Data loaded and submitted

Authorised Data loaded, submitted and authorised by DfE

Amended by Source Data amended by LA

Rejected Data loaded but rejected due to invalid format and
or contents

Amended by collector Data amended by DfE




Source Page 5251 Budget_2014-15

MY DATA RETURN

The status of your data return :

Errors ; (21 Quenas OK Errors

'What can 1 do with My Data Returm?

Press this button to import 3 e mto your dats retumn
Press this button to Add a new retum using a wed form
Press this button to Open your datas retum

Press thes Dutton 1o Subent your comploted data retum

Press thes button to Export your data retumn to 2 fle

Press this DUtton 1o Repart on your data return

Press thes button to Delete your data retum
'What is happening 1o My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation

Date Submutted Date Agproved Date Authorised

An explanation of the function keys are:

Function key Explanation

Open Return You will need to click on here to open the return
(change for 15/16 return)

Submit Return This option is greyed out until data is loaded 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 greyed out until data is loaded and is
used to export the loaded data either as a single XML
file or as a CSV file.

Launch Reports This allows you to run the associated reports.

Delete Return This option is greyed out until data is loaded and is
used to delete the LA data from the system.




Making your return

Source Page 5251 Budget_2014-15
MY DATA RETURN

The status of your data return @ Loaded_and Valdated
Errors ; | 210 Quenas ; 21 OK Errors @ O
'What can 1 do with My Data Return?

Press this button to import 3 e nto your data retumn
Press this button to Add a new retusm using a webd form
Press this button to Open your data retum
Press this Dutton to Subsst your comploted data retumn
Press thes button to Export your data retum to a file
Press this Dutton 1o Raport on your data return

— Press thes button to Delete your data retum

fwhat is happening 1o My Data Return?
Data Return Submission Data Return Approval Data Return Authorisation
Date Submitted Oate Approved Date Authorised

To input data and make a return for a LA, you must click the ‘Open return’ button as
shown above.



Viewing/ editing LA table data

5251 Budget

£

20140210 3T 10

Cumang

0 F]
1

Once you have completed the first screen with general contact data, you will then need to
go into each section to enter your data.

To view and edit your LA table click on the each on the hyperlinked sections.



School budget lines

Each line in the top half of the screen represents school budget lines. In the example
below 1.0.1 Individual Schools Budget (before Academy recoupment) is highlighted.

AEmes | T B | = ) =

oty | Em |

[ amme |

In order to enter the data click on ‘Edit’ which will activate the ‘Data Value’ fields in the
bottom half of the screen.

e;mmmhruym
For facdy fime

PRy cover

Navigation to the remaining rows is via the < > buttons.

You are required to only enter data adjacent to the field showing errors. Any field under
data value that does not show an error does not require an entry. Please leave them
blank because it is either a calculated field or does not require an entry.



hools Budget - Barnsley

Cantingencies

1.2 Behaviour support senices

3 Support 1o UPEG and bilngual leamers.

4 Free schoal meals eligibity
insrance
X d Library senvices
1.7 Licences/subscriplions
1.8 Stalf costs — supply cover excluding cover for facility time
1.9 Siaff cosis — cover for facility fime
Early Years 0

ole|e|e|e|e|e|e|e




Once all lines have been completed you can return to the first page of your budget return
by clicking on ‘Drill Up’.

11 L
1.2 Behavs SUppon Sarscds

1.3 Support 1o UPEG and bdngual leamers

1.4 Frae school meals sispidey

e
Q

a

a

To continue to complete your budget LA table data click on each of the blue hyperlinked
LA table sections, click on ‘Edit’ and enter the data values again.

[ MEme | s | e [ViewT _ew | o | s |

5281 Budget

2015

B

01440210 14:27:10

parien
parisn Ekain uk

HEATET

s 1 sty
_—
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School table high needs & AP settings

Click on ‘Higher Needs School Table’.

: ! : I s

S5 EE
2015
Ba |Dartengrcn

2014-02-10 142790

_hnm.ﬂumuk
AEATEI
1abde notes

schaol Libie Aotes
Wy Lable notes

School name is highlighted in the top half of the screen. Click on ‘Edit’ and complete ‘data
items’ in the bottom half of the screen. Please note that ‘Estab’ is an un-editable field
once the school record has been created. If you require this to be changed you
would need to contact DfE or delete the school and re-add it with the correct estab
number.

Add new record # _ S| __ Gameel

e oo o o e o O o o o o
LR R R R RN
LR N R R - RN
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To remove a school from your expected list, ensure that you have the correct school
highlighted in the school table grid and click on the ‘Delete’ button.

Schools Table

| B | sanees | | A [V | Es @

o oo e o oo oo oo o
s e e e e oo e e e s a S

By clicking ‘Yes’ the school will be removed from your expected list and the user will be
automatically taken back to S251 Budget (first page of your budget return). To return to
the higher needs school table click on the hyperlink.

12



5251 Budget

All Errors All Notes Add | [[Wiew | | Edit || Delete | | Statis

|5251 Budget - Darlington

|Section 251 Budget 2014-15

L Ees
=5 e
3 ] 0 2

|5251 Budget
2015
841
12014-02-10 14:27-10

|Darlington

Eintact Mame junko 0

|Ema|| Address junko @keiko uk 0

Telephone Number 4647611 0

LA Table Notes la table notes
lSchouI Table Motes school table notes
|Ear|y Years Table MNotes ey table notes

Early years table line 1 — 6b — adding data

Click on ‘EY Table - Lines 1- 6b’ - the hyperlink on the first page of Budget Return

The next screen details lines 1 — 6b, which feeds into the early years single funding
formula (EYSFF). In this screen ‘Line 1. EYSFF (three and four-year-olds) base rate(s)
per hour, per provider type’ is highlighted.

This section requires you to ‘add’ data fields. You do this by clicking ‘Click to view
individual column descriptions’.

13
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At this point a ‘No matching EYChildRecord records found’ message will appear at the
top of the next screen.

HNEQRMA TRON

mEme | mawews | Ao |[ewT | Ee | o | S

EYChildRecords < Durham g

Mursery Schaol
Murgiry Claid

of Usiies

mned Murseny School L L
Mursery Cliis [] [] []

: Hursery Sehael [] [] []
Prumhhlwrﬂn: [] [] a

Next you will need to click on the ‘Add’ button. Please note that the ‘Add’ button will be
greyed out if the left-hand grey panel is used rather than drilling down.

14



This will then free up the ‘data value’ boxes and allow you to provide your Description,
Unit Values, Unit Applied and Number of Units. Once completed click on ‘Save’. If you
need to make any change to this data once saved, click on the ‘Edit’ button.

Waless (£}

I o o o

Hsrsesry Sehesl o o o

Hstsary Class o o o

Apgieed - ] ] ]

of Units

[ o o o

Hutsary Sehesl o o o

Hursary Class o o o
Budgat |5

A\ ri o o o

Hhirsairy Sehoasl N\ i [ [ [

4 " Promary Harsary Clasa \\-// [ o o
!

You will need to continue this process for lines 2-6b.

15



Early years table lines 7 and 8 — adding data

Click on ‘EY Table - Lines 7 and 8’ - the hyperlink on the first page of Budget Return.

The next screen shows lines 7 and 8, which feeds into the early years single funding
formula (EYSFF). Click on ‘Click to view individual column descriptions'.

Table Lines 7 & 8

MEns | | Aabem | A |[Wew | Es ] Deae | [ S

_ouw | e |
T |

Ebity yaini eonbigindy larding - 3 & 4 Yaaes 4
Earky yaars canirally reimned sperding - 2 Year Otds
ratirsad 4 -3 & d Yaurs Oid

At this point a ‘No matching EYChildRecord records found’ message will appear at the
top of the next screen and to add data you will need to click on the ‘Add’ button. Please
note that the ‘Add’ button will be greyed out if the left-hand grey panel is used
rather than drilling down.

16



This then allows ‘Description’ and ‘Anticipated Total budget’ to be added and saved.

EYChildRecords2

Add new recerd 7 LE) e |

EYChidRecords? - Durham |

Total Budget L] [ ] [ L]

N

There will also be a similar screenshot showing 9. Early Years Pupil Premium Allocation

17



File Edit View Favorites Tools Help

Back 10 My COLLECT page  Help.

* Department for Education Yo retonet o bt Lk

¥ Table Line 9 - Barnsley

Early Years Pupl Premium Alocation

18



Checking data

COLLECT will notify you of any values outside usual parameters by producing a red box
next to that field. You can navigate to an error by clicking on the red box or by going to
the ‘All Errors’ button.

5261 Budget

251 Bt

2014

T

P20 270

ke
ke @keska ok
4B4TEY

b sl et
Achedl Latle notes
takls nclen
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Once you have clicked the ‘All Errors’ button you will be taken to the blade error report,
shown below. You can view details of a particular error by clicking on the ‘Details’ button.

|Blade Error Report - 5251 Budget_2014-15

Darfington Error report on 21/02/2014 a1 15:21 Returm
Count 316

Natue i3 mussng Do not leave 2oy coll blark instead, pledse enter
a zevo 4 that is the amount your authorty budgeted for this

11 category Emc 2
Schosls BudgetLme 111

Nalue is messng Do 00t leave any Cofl biank. Instead. please oater
B 2010 £ That 15 the amount your suthorty Budgeted for s =
11 catagery Emees | Detads | 2

Schools Budget Lime 1.1.1 |
Nalue is susang Do ot leave any coll biank. natead. pleass enter
@ zero £ that 15 the amount your authorty budgeted for ts L 3
11 carageey Erons | Detads 2

Schocls Busget Ling 1.1 1

NValue is mussing Do not leave any col biank. Instead, please enter

A 2ero £ 1hat 13 the amount your authorty budgeted for ths ————
11 exegery Emers | Detads | 2

Schools Budget Lime 116 |
Nalue i3 msang Do 0ot ledve any Coll bk bhatead please eatet
2 2er0 £ that is the amount your authorty budgeted for ths e
11 categary Emors | Detads | 2

Schools Busget Lew 116
Value is messing Do not leave any coff blank Instead please enter
2 210 £ that is the amount your authorty budgeted for thes _— <
11 caegeey Emors | Detads | 2

Schools Budget Lew 116

Value is mussng Do 6t leave sy Colf biask Ihatead pleass eater

3 200 £That is the amount your suthorty budoeted for ths 2 -
11 category Emars | Detads | 2

Schosis Budget Lne 117 |
NValue is missng Do 0ot leave any col biank hstead, pleass enter
2 zero £ that 15 the amoant your authonty bodgeted for ths
11 categeey Emers | Detads | 2

Schocls Budget Lise 117

Once you have clicked the ‘Details’ button you will see the details appear on the right-
hand side of the screen.

Lum- Error Report - $251 Budget_2014-15

Darfnglon Error reprt on 217022014 st 15:29

Count 314

L] Do mot leave any cell blank. bnsteasd,
‘& rono if that |s the smount your sathornity budigeted for
caiegery. [weass | 2
1
Va5 mestang Do a0t M Sy 2l blank Insbesd, plaste #e
Pt o ThE 18 Uhib BMSURE il Buthisly Bukphtid 17 the .
11 cilagary Enoti Craasiy | F.4

Schools Budget Line 1.1.1
Mo i mridang Do aot e sy coll lank initesd, deaie et
@ pero f that is the amount yoer suthosty budgeted for thas
11 category Ermos

Schoots Budget Line 1.1.1
Walue is mussng. Do not beave any cell blank. instead, pleass erter
@ zero i that is the amount your authosty budgeted for ths
1.1 cabegary Enmos

Sehosts Budget Line 116
Walue 15 measang Do st bave sy coll bank. instesd, phakss s
& paro o thitl 15 the Smeunt yier Suthosty budoied far tha
1.1 Calegory Ermag

Schools Budget Line 1.16
Nalus i mridang Do sol lave sy coll Bank nilesd deaie snlic
a rero o that is the amount your suthosty budgeted for thiy

10k

1.1 cabegary Enos D | F-d
Schools Busget Lne 1.16
Value is missng Do not kave any ool blank. inshead, please enter
@ 2o f that is the ameunt yoer suthosty budgeted far thes .

11 Cagary Enms [Ill.-_. F4

Sehosls Budget Line 117

Mrmkos br meisscns Ml mss Lomos moes ol sl Surkasd sluses s

You can then navigate to an error by clicking ‘Value’ on the right-hand side of the screen,
to be taken to the section where the error occurs. In the case above the value is ‘null’.

20



Providing clarification/supplementary information

There is a section on the first page of the budget return ‘S251 Budget’ where
supplementary information can be provided. Clicking on ‘Edit’ will free up the text boxes
for LA table, school table and early years notes.

5351 Budget
_mEmn | s | @'ﬁﬂ Lt |

5251

s

.4

20748290 42700

nnl»
kG, ik

|aB4TE11

|Latabie net
| sehesl Lable netes
|y tabie notes

Once you have completed adding your notes, click on ‘View’ to save them.
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History

Changes that are made to data items are recorded in the history log and indicated with
an icon in the audit history column against that data item

This shows that the user BMcGuigan with the role of ‘Source’ amended the value of early
years data.

FE251 Budget

1= T . | S O | = T

15251 Busdgat
Durkrgton

Data Log Page

History Report - 5251 Budget_2014-15 Back
Darlington

History report on 24/02/2014 at 08:54:44
Data EarlyYears

Start Date End Date
_Fﬁ——— (G

0Old Value New Value Role Organisation
Update 785.00 o Brendan McGuigan Source Department for Education 11/02/2014 07:33:16
Update 785 Brendan McGuigan Source Department for Education 11/02/2014 07:32:51

Every time the data is changed, the system records the old and new values, who
changed it, their role and when it was changed. Once a data item has been changed the
status of the return will change to ‘Amended_by Source’ and be reflected in both the LA
and DfE views.
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Submitting returns

Once your data has been added to the COLLECT system, checked, all errors or queries
dealt with, and you are satisfied with the quality of the data, then the return should be
submitted to the Department for Education (DfE). This indicates to the DfE that your
return is complete.

To do this select the ‘Submit Return’ button from the main ‘Source’ page which is
available after login.

Source Page 5251 Budget_2014-15

MY DATA RETURN
The status of your data retwrm @ 2

Efmers 233 [+ 000 Ok Errors !
What can [ do with My Data Return?

Press this butbon to Import & file into your data retum
Prads this butbon to Add & naw reen usng a wab fom

- Press Ehis Button to Open your daka rafum
st Rortum... Préss ches Butten o SubmE your complated data ratum
Press this butbon to Export your data ratum to a fils

Launch Rrporta Préas thil Butten fo REg=et o youl data rarum
—— Prass this butbon to Delete your data refum

wWhat Is happening to My Data Refurn?

Data Return Subamission Data Return Approval Data Return Authorisation
Cute Submitted Date Approved Duate Authorisad

NOTE: it is important that the return is submitted as checking of the data by the DfE will
not start until return has been submitted.

Those LAs that have previously submitted their return and wish to make some
amendments will need to contact the Data collections helpdesk via a Service Request

Form.

23


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

Launching reports

There are a number of reports available from the COLLECT system which will allow you
to produce the reports directly from COLLECT.

To launch reports, select the “Launch Report’ button from the main screen.

Source Page $251 Budget_2014-15

MY DATA RETURM
The status of your data returm @ Aswnded by sowce

Eeroey ;. 40 Quecies : 100 OK Brroes : 0
'What can I do with My Data Return?
Press this Dutton to import 3 Ble INto your dats retum

Press thes bULLon to Add a naw roturm ueng a web foem

L OpenRetun.. | Press this button to Open your data retun

_Sebek Retwm.. | Press this button to Submit your completed data return

C = od ) Press thes DuLton to Export your data retum to a Se
@ Press this button to Report on your data retum
Press this button to Delete your data retumn

'What Is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Date Submtted Date Approved Date Authormed

Select the report you want to run from the drop-down list. The report can be printed off or
can be saved as an excel file.

Ealy Tears Pro-fuma

trmor Repo
LA Tabie Regott

{cheol Table Report
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General tips on navigating around COLLECT screens

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/forward buttons on your web browser’s toolbar.

Navigation through a return

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 return
except the main page which
shows Back to Home page

Returns you to the main
page for your user role
(Agent, Source etc)

Drill Up Any data screen within a Returns you to the
return apart from the header | previous data screen
screen

Return Report screens, e.g. History Returns you to the
and errors previous screen

Back Notes screens Returns you to the

previous screen

View All Data entry screens that have | Takes you to the sub

additional linked data, e.qg.
accesses contract details for
a workforce member

module level details

25




Mode buttons

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

Al I Yiew Edit Delete Etatus

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

Left-hand menu

The left-hand menu can also be used to migrate to different screens by clicking on one of
the options in the grey left-hand menu. This is a useful for quick navigation when needed.

MiEmes | Avees | s |[View | Ede | Loweae | s |

5251 Budget
205
Bl

! w
201402100 142710

parixa
patinn Ghainn uk
WRTET

Imchacl takle nates
latis nales

Please note that when using the left-hand menu the ‘Add’ button will be disabled.
When adding records (eg schools, EY child records) the user will have to use the
drill down links.
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Help

If you have a query regarding COLLECT or S251 please submit a service request form to
the data collections helpdesk.

If you are experiencing problems with COLLECT or have an S251 budget data collection
guery, please submit a data collections service request formlIf you are having problems
logging into Secure Access, please refer to the ‘Help’ section on Secure Access.

u a -
systems may not be visible.

‘ou have now logged out of COLLECT. If you wish to access another application, click on its link. If you wish to exit Secure Access
please click ‘Sign out'

Your applications

COLLECT

Callections On-Line for Learing, Education, Children, and Teachers.

Kts

Key to Success,

s28

The Schaol to School system

If you cannot see an application (system) that you believe you should have access to, or
do not have the correct ions within the appli you are please
centact the Secure Access Service Desk by completing our online service request farm,
by clicking here

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

Secure acceOu
yrigh "

If you are still unable to resolve your issue, please submit a SA service request.
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https://www.education.gov.uk/researchandstatistics/stats/requestform
http://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datacollections/requestform
https://form.education.gov.uk/fillform.php?self=1&form_id=AH8ogiDeAfD&noLoginPrompt=1
https://form.education.gov.uk/fillform.php?self=1&form_id=AH8ogiDeAfD&noLoginPrompt=1
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