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COLLECT and Secure access

Access to COLLECT is through the Department’s Secure access system.

| & Department for Education

Secure access

Forgotten username or password?

™ | agree to the terms of use m

First time here?

Welcome to Secure access

Visit the Secure Access Help page

The Secure Access Portal allows registered users access to the Department for
Education's systems. Access to systems are granted on an individual basis and
therefore some systems may not be visible.

Announcements

Full secure access guides are published on the Secure Access Website.

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.

Please consult the Section 251 outturn quidance for LAs for information on the data that
is required for this collection.

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 Welooms

‘Welcome te OOLLECT [Collections On-Line lor Learning, Education, Children, and
Teachera),

COLLECT is the DFE Centralised Cwta Collection and Hansgement Systern for Education.

I you manos any problems lagging inbs COLLECT pleass contact the Helpdesk on 00 325-3092625 or
e-mil; DSG, Helpdesk Beducation.gsi gov.uk

Click on Continue. Highlight ‘S251 outturn 2015-16’ and click on ‘Select Data Collection’.


https://sa.education.gov.uk/
https://www.gov.uk/government/publications/secure-access-approver-role-guide
https://www.gov.uk/guidance/section-251-2015-to-2016
https://www.gov.uk/guidance/section-251-2015-to-2016

Source page screen

This will take you to the main ‘Source page’.

MY DATA RETURN

Errors : 436

What can I do with My Data Return?

Add Return on screen...

Open Return...
Submit Return...

EXpOrt Lo file...
Launch Reports...
Delete Return...

What is happening to My Data Return?

Data Return Submission
Date Submitted

The status of your data return : m

Queries : 0 OK Errors : |0

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

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

Data Return Approval Data Return Authorisation
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




Opening a return

The states of your dats returm | 1%

tnors Qe O Erroes

Pathat can I g6 with My Data Retarn?

P Lhis bolfan B Dmpait & Tls inlo o el niftum

Press this betton o Add a sew sebas » el fosm

Press this betten te Dpen your dats nel
Press this betton b Submit yous ¢
Preus this botton B Pxport your data retum to a fie

Preds Lhis Bratlan B Repor] o pour dala delusn

Prets Lhis Bratlbon B Delete yoar dats refun

"What is happening to My Dats Refurn?

Data Retunn Submission Data Returs Approval Dt Return Authorisatisn

gl Subwrerned Crplir A rvind Kl S Thueieiin]

An explanation of the function keys are:

Function key Explanation
Open Return You will need to click on here to open the 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

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

Tha states of your dats refurm ;  Losded s Waldsted
Lo | Qruerien, K Erres

"What can I do with Hy Data Return?

|_tipinat Bt prwm e | Presn this betton b Imgort & e inbo your Ssts refum
Prous this betton to Add a new rebuen uiing & b fom
% Praas Ui Bualfan B8 Open vl dsls Ml
Press Lhid balten b Subsiil s Cosgdetad dala relum
Mgt £ e Press this betben te Fapert your data rebum to o e
Lk Rieporis.. Press. Lhin bolbzn Bz Repor! on pour daka epban
Dririr Rrbarn Prous this botfon bo Delote your dats refum
What is hapgening to My Data Returm®
Data Betam Submission Dats Retusn Approwal Data Retuin Authorisslien
Bt Subvretmed Eliplis Mg pevind Eralis Rabeinioiind

Entering data on screen

This screen contains the general data fields. To change the screen for ‘view’ mode to
‘edit’ mode click on the ‘Edit’ button towards the top of the screen. This will activate the
cells to enable you to input your general data on the first screen.

B Quttum LA infprmation

5l STRRRET

Once you have completed the first screen, you will then need to go into each section edit
the screen again and enter your data (please see all sections below highlighted in blue).

In the example below (school expenditure) you can see that Line 1.1.6 Museum and
Library services is highlighted in the first table. Clicking on the edit button will open the
data fields in the table to enable data to be added. This will need to be repeated for all
lines.



wt | v | oo |V () e | e |

Al Emors All Notes Add | [ view | [TEAR | [Beleie | [t |

chools Expenditure -

1.1.1 Conti ies

1.1.2 Behaviour support sefvices

1.3 Support to UPEG and bilingual learmers
1.4 Free school meals ehgibility
1.5 Inswance

1.6 Museum and Library services
1.7 Licences/subscriptions
1.8 Staff costs - supply cover excluding cover for facility time
1.9 Staff costs - si cover for facility time:

10.00

0.00

Fi igned to a different line
K Corection from a previous year

Change in budgetary priorities
Decrease due fo academisation
r

© Crown copyrght | Disciamer | Priacy

Functionality has been added to easily clear a year on year queries by selecting an
appropriate reason from the ‘Year on Year Note’ drop down menu against the Outturn
and/or Budget fields. We believe most reasons for the difference in the figures are
covered by the short list provided but if you use ‘Other’ then please give a brief
description in the notes as you would have done in previous years. If you return to the
page later, you will need to click on the ‘Edit’ button to be able to use the drop down
boxes.

To view the errors within a return you can either click on the ‘All Errors’ Button, or on the
relevant error field highlighted in red.



Schools Expenditure

A | [view

Eaitl)| [0EEE)| DSt

'Schools Expenditure

1 Indvudual Schools Budget (ISB) (after academy recoupment)
1 Conti

Drill Up. I Error I

Alllgies. |

2 Baham)ur sqxpcrl

4 Free school meals eligibili

.5 Inswrance:

7 Licences/subscriptions

1.0
11
11
1.1.3 Sup toLIPEGarldbll ua\leamers
11
11
11
11
1.1

8 Staff costs - supply cover excluding cover for facility ime

3 Staff costs - supply cover for facility time

Early Years

Primary

econdary

Y
J

SEN/Special Schools

~ 4

APIPRUs

Past School

Once the user has clicked the ‘All Errors’ button they will be taken to the blade error
report, shown below. A user can view details of a particular error, by clicking on the
‘Details’ button

;mms&m Do not leave any cell blank. irstead, please enter a 2e0o if that is the @ \ 2
Amount your authoeity spert on this ca ——
11 me's?gu%:"m:mm Instead, please entes a 2ero if that is the ‘ m, ‘ 2
It mms:m Domiee:mcelbhm Instead, please enter a 2600 If that is the Em Dﬂl ’ 2
B o el 1 -
Rt e —— —2
11 .mnm@gm!z&mmm Erors _Details | ’ 2
It 1 waxlwtin&‘ugmm Istead, please entér a 2evo f that i the Enots “’ \ 2
11 Vm;ﬁmn;“m:mm Fritead, please enter & 2600 if hat 1S the ‘Enocs 7 “l , Z
1 Mvs;::sw Ozzedw:mm Istead, piease enter a zero if that is the Enots Dﬁl l 2
Vmersmssmg Do not leave any cell blank stead, please entér a zerof that isthe | fM:'I ‘ 2

Amount your uhorty speet on s category

Navigating to an error

Once the user has clicked the ‘Details’ button they will see the details appear on the right
hand side of the screen, as shown below.

The user can then navigate to an error by clicking the ‘Value’ of an error on the right hand
side of the screen (which is ‘null’ in this case).

dads Evror Repon - 3351 Oultern_BHE-18

Error report on 17,06/ 3016 at 13:04
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Once the user has clicked this ‘Value’, they will then be taken to the Section where that
error is occurring.

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.

AlEmors | Al Notes A | [ View | [TEdw . |ofete| S|

Correction from a previous year




Submitting a return

MY DATA RETURN

The status of your data return :
Errors : 43¢ Queries OK Erroes

What can I do with My Data Return?

Press this button to Import & fik

Taport b .
Lawnch Weports... Press this button to Report on your data n
Dobete ftwrn 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 Authocised

1 need some help

For help while In the data collection pages, please use the link at the top of the pages.

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.

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.

Launching reports

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

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

The status of your data return :

Errors © |43 Queries OK Errors

What can I do with My Data Return?

Nhat is happening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Date Submitted Date Approved Dote Authorised

: need some help

or help while in the data collection pages, please use the link at the top of the pages.

10


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

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.

11



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

12




Left-hand menu

5251 Outturn LA Information

Al Errors Al Notes |[ view Edit

$251 Outturn LA Information -

|~Schools Expenditure [184] Section 261 Outturn 2015-2016 Return Level Notes 2
|-Recondiliation Table [5] Data ltem | Value Erors History
|~Other Education and Community Expencitull (S 5;;,&\:[‘0“ ?gjﬁ‘ Outtum

|-Other Education and Community Expenditurdl(S | £ 4 T
?--cws«vlces [175] LA Name:

| Cantact Name
-CYPServicesExtra [8] [Email Address

Telephone
DateTime [2016-06-17 11:16.00

Click To View Schools Expenditure
Click To View Reconciliation of Schools Expenditure
liew O ducation and Expenditure(Screen

Click To View Other
Click To View Other

Click to view CYP Services (TA1. lines 1 to 29)
Click to view CYP Memo Items (TA1, lines 31 to 36

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.

Please note that when using the left-hand menu the ‘Add’ button will be disabled.

When adding records (eg schools records) the user will have to use the drill down
links.

Help

COLLECT issues and Section 251 Outturn Queries

If you are experiencing problems with COLLECT or have a Section 251 Outturn data
collection query, please submit a service request form to the data collections helpdesk.

Please consult the Section 251 outturn quidance for LAs for information on the data that
is required for this collection.
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https://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datacollections/requestform
https://www.gov.uk/guidance/section-251-2015-to-2016
https://www.gov.uk/guidance/section-251-2015-to-2016
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