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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 2016 to 31 March 2017 and must
be submitted by 31 March 2016.

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 2015. However the process is the same for
the 2016 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 Coatine-.

Code of Conduct
ALL Local Authorities, Academies, Free Schools, CTCs, Studio Schools and UTCs Show Code of Conduct Text...

School Census Summer 2013

now have access to the Summer School Census.

Click on Continue. Highlight ‘'S251 Budget 2016-17’ and click on ‘Select Data Collection’.
This will take you to the main ‘Source Page’.

LA Source page screen

MY DATA RETURN
The status of your data return % oaded_and_Validated

Errors : [310 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
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
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




MY DATA RETURN
The status of your data return @ Loaded_and Vakdated

Errors ; (110 Quenes : 21 OX Erroes
'What can 1 do with My Data Return?

Press this DUtton 1o mpoct 3 e Mo your data retum
Press thes button to ASd 3 new retum using a wed form
Press this button to Open your dats retumn

Press thes button to Submt your complated data retum

Press this button to Export your data return to a fie

Prass ths Dutton to Rapert on your data return

Press thes button to Delele your data retum

'What is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation

Date Submtteod Date Appeoved Date Authonsed

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 16/17 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.

Launch Reports This allows you to run the associated reports.




Making your return
woimmeon |

The status of your data return @ Loaded and Valdated
Erroes : | 210 Queries : 21 OK Errors = O

fwhat can 1 do with My Data Return?

Syt Beunn o S0y Press this button to Import a file nto your data retum
- Press thes button to Add 3 new retum using a web form
Press this button to Open your data retumn

Press this button to Submit your completed data retum
P 2 Press thes button to Export your data retum to a file
wach Regorts.. Press Uus button to Report en your data retrn

Ocletr Return Press this button to Delete your data retum

f

'What is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Date Submittod Date Appeoved 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

S251 Budgst

[01-02-10 14 3T 10

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.

B | N

Datitp |

|

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

MEmes | Aubetes | [ i |[View | Edv || [Owes | S |

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.



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

]

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.

_mema | swweas | s |[Vw e | oo | s

5261 Budget
204

na-0d.10 143710

To clear a year on year query, select an appropriate reason from the ‘Year on Year Note’
drop down menu.



b Pt st

LR R R
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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’.

N | o |

2. Supplamants [pleass S .
melmmuwwww "tJ_MFI

2. Supplamants [pleass supply & shor nole for your supplement paymeant] - Sus

3 Other fermiuls festers ind lusp duss mratsbiy

Apcheabie)
4 Addibonal furded fee hours eg Rl Bme places [f spplcaiia)
L Tuy yain' obd Bids Rtida) poi bour | g prosaden Cypes
. T year Goualty [ appicabia
B Twn ey Spdes

At this point a ‘No matching EYChildRecord records found’ message will appear at the

top of the next screen.
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T S Iy [~ S T | R S RN PN

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.

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.

12



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

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'.

13



L MG | mwee | s |[Vew eS| o | s

" omup |
EY Table Lines 7 & & i

Eady yoars cortingency ueting - nnmw
R _!My”n«ﬁmm:m -2 Your Olds
retiond spandng - 3 & & Years OM

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.

iluﬂmmhﬂ ‘ |

\_/ e | :&__@m‘lwwﬁ

_omw | e |
]

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

§261 Budget

5261 Budger
ans

I

0140210 H-27-90

3
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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.

Count 316

Walue i miseng. Do nol leave any ool biank ingfead, pleans snter
a zero i that is the amount you authonty budgeled for tis

11 categery - a
Sehosls Budget Liss 11,1

Wl 15 messng Do el leave oy ool iasl natesd, pledsd saber
& Tern f tha 18 thiy Semigasrt yims Suthorty busdgatid for Hhis
1.1 Cabagory Erara | Detads | Fd

Schools Budget Line 1.1.1
Walue it suieng. Do ol leae avy coll bask natead. pleais wter
a zero o that is the amount your suthonty busdgeted for this L .
1.1 cabegory Ermars Dretasdic 2

Sehosls Budget Liss 11,1

Walue i3 messng. Do nol leave any Coll biank. Instead, pleass nber

& zero f that is the amdsnt your sulhanty budgeied ko s L
11 ciligary Erais | Detads | 2

Schooly Busget Lina 1.1.6

Wi ik Swidng Do sl lds by Soll biask lRitesd, pledid iila

2 zero § that in the amount your suthorty budgeted for Bhin )
1.1 categony Erars Doty 2

Schosls Budget Lew 116

Value is missng. Do not leave any col biank. Instead, pleass waber

@ 20 if that is the amount your Buthorty budgeted for this .
11 CaEgeny Emars Dietads | Fod

Schosls Budget Line 116
Vilu# 1% Seing. Do ot i Sty <ol bissle natend, phedis iabh
3 Dero  that ik the smcunt your Suthorty budgeled fr thin
11 categery Emars Dotads. | 2

Schools Busget Ling 1.1.7
Walue is missng. Do rol leave any ool biank inaSead, pleass enber
@ Zero i that is the amount you authonty budgeted for this
1.1 cabegeny Erers

Schools Budget Line 117

i

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

Counl 315

L] [ nol leave any call blank. batesd,

& roro i that |s the smount your suthonity buddgeted for
cabagdy.

114
Wi i3 mesgang Do sot e amy coll Blank nsbesd, phasse smer
& pero o that i3 thi Srmeunt yoor Suthosty budeitind b the
14 catagary Enos Credadds | F-4
Schools Budget Line 1.1.1

Wialus is muaseng Do aot beave ey coll blank inatesd, plaas s
@ v d thal is the ameunt yoer suthosty budosted for this
1.4 cabegory Erms

Schosts Budget Line 1.1.1
Value is missng. Do rot leave any cell blank. Instead, please enter
@ zero i that is the ameunt yoer suthosty budgeted for thes
1.1 cabegary Ermxs

Sehools Budget Ling 116
Wik 15 mrssang Do sot e sy cell blank. nstasd, pleise snter
e T 18 hib SMSURE yoer Buthosty budgatid for the
11 Calageny Emaig

Schools Budget Line 1.16
Nty 15 mriiang Do sol law sy coll Bank nitead, plaaie antir
2 2ero d hat in the ameunt your suthosty budgeted for thiy
1.1 category Emws

i

i

i

Sehosts Budget Ling 1.16
Value is messang. Do ot leave any cell blank. Instead, please ender
a zero o That is the ameunt yoer suthcesty budgeted for thes
1.1 Cabagary Ems

Sehesls Budget Lne 117

| WIS | PR [ P P —-—_—

I

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’.
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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.

£251 Budget
_ mEmws | samews | E/‘lﬁrﬂrﬁl

241
205
BO1A2-10 14 27 70

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

18



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

S251 Budget

_ MEms | | AmMam | s |[Wes _E@ | oo | s

-
?1115

| |
[20%-02-10 4 2710

Eaty Yaars Table Moten

(IR0 OT 3506
AT0W 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.

MY DATA RETURN
The status of your data retwm 1 A

Erroes & [ 233 Cuerss |1 oK ErFors !

wWhat can I do with My Data Return?

Press this button to Import & fils into your daka ratum
Prads hil Baitten to Add & Naw reDEm uEeg a web fom

T Press this button to Open your data refum

‘st B lum_ Press chis bautten to Submit yeur completed data ratum
Press this button to Export your data ratum to a file
Launch Rrport. Prass this Battom o Repsst on your data fakum
Prass this button to Dalete your data ratum

wWhat Is happening to My Data Return?

Data Return Sulamission Dt Return Appraval Data Return Authorisation
Date Submitbed Date Approwed Doate duthermed

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.

20


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.

MY DATA RETURMN
The status of your data return @ Aswnded by sowce

Eeroey ;. 4D Quacies : | 100 OK Brrors : 0
'What can I do with My Data Return?
Press this button to import & Ble Into your dats retumn

Press thes button to Add a new rotum ueng a web foem

i e R Ay
L Openketun.. | Press this button to Open your data return
_Sebokt Retwrm. | Press this button to Submt your completed data return

: xpa ) Press thes DULTOn to Export your data retum to a Sa
0 Press this button to Report on your data retum
Press this button to Delete your data retumn

'What Is happening to My Data Returm?

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

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

Emor Repo
LA Table Regott

{cheol Table Report

21



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

22




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.

CMEme | M | e |V ee | oo | s |

5251 Buogec
2015

| |
20140210 14 27 W0

Please note that when using the left-hand menu the ‘Add’ button will be disabled.
When adding records (eg 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 form . If you are having problems
logging into Secure Access, please refer to the ‘Help’ section on Secure Access.

Your applications
COLLECT

Collections On-Line for Learning, Education, Children, and Teachers

Kts

Key to Success

s28

The Schaal to School system

If you cannot see an application (system) that you believe you should have access to, or
do not have the correct within the app you are please

ar
contact the Secure Access Service Desk by completing our online service request form
by clicking here

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

Secure :(CEO

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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