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Introduction

Local Authorities are required under Section 251 of the Apprenticeships, Skills, Children
and Learning Act 2009 to prepare and submit an education and children’s and young
people’s services budget statement not later than 315 March 2014 for the prescribed
period to the Secretary of State for Education. The prescribed period for this budget
statement covers 1%t April 2014 — 31% March 2015.

It is a statutory duty that LAs must publish their budget statements as and when
prescribed in the administrative Direction issued by the Secretary of State for Education.

Technical Help with the COLLECT system: For advice and assistance with meeting
the standards and using the system please contact the Education Data Division Helpdesk
via a data collections service request form.



http://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datacollections/requestform

COLLECT and Secure Access

Access to COLLECT is now through the Department’s Secure Access System (SA),
which was implemented on 10 December 2012.

To access Secure Access existing users will need their login which should have been
retained from the 2013 data collection. If you have forgotten your login details, or are a
new user and require access to COLLECT, you will need to contact the Approver within
your Local Authority.

Full Secure Access guidance is published on the Secure Access Website



https://sa.education.gov.uk/
http://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/a00216243/information-from-secure-access-workshops

Logging In

Insert your username and password and click to agree to the terms of use.

. Increase contrast
| % Department for Education  ostautt colours
Advanced search »
Secure Access A-Z of terms | Using this site | Contact us | Cookies

| Help || Terms ofuse |

\ _~
| agree with the Terms of use [

orgotten username or password *

Welcome to Please read the 'Help' tab at the top of this page before you log

Secure Access in for the first time.

allows registered For schools, a single Secure Access account is being provided
i d e = = el for the entire establishment. Please remember to lodge your
re granted on an username, password, and security question and answer with
some systems your head teacher to allow other approved users to access the
systems covered by Secure Access.

News

Errint

16/07/2013 - Secure Access Service Requests

We aim to fulfil all service requests within five working days in
the order they are received, and our systems mean there is no
need to place a duplicate request.

If your enquiry is regarding obtaining the PIN required for first

time registration, please complete a Service Request form
https:iiwww.education.gov.ukiresearchandstatistics/dataf

-request-form

Once successfully logged in you will be presented with the screen below. Select
COLLECT

| %% Department for Education  ter s

Advanced search »

Secure Access A-Z of terms | Using this site Contact us | Cookies

| Administration 'Wii' Help |

Logged in as Naomi Williamson  Your account»  Logoutr

Welcome to COLLECT
Secure Access Calledtions On-Line for Learning, Education, Children, and Teachers.

You will be taken into the COLLECT portal.

Collect Welcome

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

Education

Code of Conduct
Show Code of Conduct Text...

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




Click on Continue.

Highlight ‘S251 Budget 2014-15’ and click on ‘Select Data Collection’. This will take you
to the main ‘Source Page’

Source Page 5251 Budget_2014-15

MY DATA RETURN
The status of your data return : |Loaded_and_Validated

Errors : [310 Queries : OK Errors : l:l

‘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
[ tul J 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 Submltted: Date Approved: Date Authonsed:




LA Source Page Screen

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

Status could be:

No Data Data hasn’t been loaded

Loaded 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

An explanation of the function keys are:

Open Return

This option is greyed out until data is loaded and is used to access the loaded data for
editing or viewing.

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

To input data and make a return for a LA, the user must click the ‘Open return’ button on
Screen’ button as shown below:

Source Page 5261 Budget_2014-15

DATA RETURN
Thi staties of your data retuom @

Erors ; 1 Quanas ; 11 O, Errees 3

fWhat can I do with My Data Returm?

Privid thai bullon b BEpart & Rle mbs your AREE fibu
Press ths button to Add & naw retum using a web foem
Press this button to Open your data rehun

Pricia thes bulton to Substit your Comphated data nibuim

Press ths bukton to Expost your data retun to o file

Pravid thes butfon 1o REport on your dals melturn

Priss thes button to Delebe your data metun
What is happening 1o My Data Returm?

Data Return Submissbon Data Rebwrn Approwval Data Return Authorsation

Data SubmatBad CHafa Approaved Dt Authoniad

Please note: LAs may receive the following warning, when they have still to complete
and submit their data return. This is a ‘bug’ in generic COLLECT and can be ignored and
over-ridden by selecting the ‘Yes’ button

As you have already submitted the return you can only read the data on it.

If you wish to make any amendments or reload it please contact your agent.

Do you wish to continue?

Those LAs that have previously submitted their return and wish to make some
amendments will need to contact the EDD Helpdesk via a Service Request Form



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

Viewing/ Editing LA Table data

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

$251 Budget
sagmn | Mainave | AR [ [EET [ S

20140210 12T 10

e

To view and edit your LA table click on the each on the blue 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

10



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

U mEmes ] mawews | s [TWime eS| | e

You will need to repeat this process on lines 1.0.1 to 1.5.1. Navigation to lines 1.2.2 to
1.5.1 is via the < > buttons

11



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

el |l

| 1.6 Staff codls — mwmmuu,_
11,8 51 comte - supoh tacibty ime

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

12



School Table High Needs & AP settings

Click on Higher Needs School Table

261 Budget
B Diartngton

e

i ko uk
AELTR1Y

‘table notes
T
Wy Labii note
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School Name is highlighted in the top half of screen. Click on ‘Edit’ and complete ‘data
items’ in bottom half of 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.

e e e e @ e e 9 e 8| e e g

s e 9 9 9 e ¢ 9| e\ 9| 8 e

. e e 9 e @ @ 9 9 9 9 e @

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.

14



You will then be asked to confirm deletion, to proceed, click on ‘Yes’ to cancel click on
‘NO’

Schools Table
Confirm defetion 7 _wm _om
] [
a [ ]
] [ ]
e
3 L :
o R a
] o ]
2 —
2 == .
] | | ]
] [ ] ]
(. a
] 6 [ e
| |

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 blue hyperlink.

5251 Budget

L‘;ZSI Budget - Darlington

|Section 251 Budget 2014-15

L Es
e e e BN e
0 3 ] 0 2

15251 Budget

2015

841 |Darlington
12014-02-10 14:27-10

Eintact Name junko 0
‘Emai\ Address junko_@keiko_uk 0

Telephone Number 4B4TE11 0
LA Table Notes la table notes

Bchm\ Table Motes school table notes

\Early Years Table Notes ey table notes

15



Early Years Table Line 1 — 6b — Adding data

Click on ‘EY Table - Lines 1- 6b’ blue hyperlink on 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’. .

semon | | e [ ] e |

. Supplsments [pleass : y = Gty
5w{mm|mmthwwww F'ﬁ“‘!
{pleas supphy @ shaor rote for o supg ty

. Supplemants

3 Coher formala factord and lump sumd (f appbeabis)
4 Addtional funded ee hours ag full bma places [f spplcaiie)
5 T yaor ok Bite Rtels) par hour pupmh-b!p-
Cuality ¥ ap '

oo oo oo s as

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

16



HEORMA TRON

Mursery School ] ]
Murgiry Cliid ] q [}

ol Ussies

Mursery Schaol [} [}
Mursery Cliis [] [] []

Prmfhnwrﬂ-:

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

17



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

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’ blue hyperlink on 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'

18



Table Lines TA 8

_ MEms | mbew | oo

e = T T

T T
| I

Early yaars enntingency furding - 3 & 4 Ve Did
ratsned 3 -3 5 4 Years Ol

At this point ‘No matching EYChildRecord records found’ message will appear at top of
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

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

19
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Checking Data

COLLECT will notify user of any values outside usual parameters by producing a red box
next to that field, users can navigate to an error by clicking on the red box or by going to
All Errors

5251 Budget

%241 Budget
014
LA
S0 2700

e
ke @ keska ok
4B4TE1Y

Ba oy nstes
Achel lashe noles
Nad noten.

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’.

21



|Binde Error Report - 5251 Budget_2014-16

Drarfwglon Error report on 20702/ 2014 al 15:21 Retum
Count 316

Walue in miseng. Do not leave any ool sk insfead, pleass wnber
& per i that is the amount your suthorty budgeted lor tis

x ey : 2

Sehosly Budget Ling 111 |
Wahit 8 mensang Do fel laane oy ool Bissk atesd, pleatd ealer

& parn AR 18 i Semeunt your SUthnty: Budgelid R s

1.4 Eategery Enszri

Schools Budget Line 1.1.1 : : 1
Walue is missng Do nst leave any coll sk inatead. pledns ester

@ 2o f that is the amount your authorty budgeled for this

1.1 cabegory. Emers

Sehosls Busget Line 11,1 |
Wt (s mussng. Do rol leave any ool biank lnstesd, pleass eater

@ 2era of Tt 15t Bemount your Suthonty budgaied for ts

11 EatgEry, Ermens

Schools Budget Ling 1.1.6 e . ’ 1
Walue iv mindng Do ned b oy ool bank. indtead. pleads mler

2 rero f that in the amount your authorty budgeted for thig

1.1 cabegery. Errors

Schools Budget Line 116 |
Walue is missng. Do ol lave any coll bank instead, please saler
2010 o That is the ameunt your Suthorty budgeted for Bus

1.1 gy Erais

Sehools Budget Lins 116 1
Walus 13 misdang. Do sl W ey 2ol bask anesd, pladis palal

@ Daro d thal ik the Smdunt your Suthonty budgaled f B

1.1 categeny. Erars

Schools Budget Line 1.1.7 |
Walue is missng. Do nat have any col iank instead, please seler

& zero f that is the smount your suthonty budgeied for this

1.1 Caegery Emars

| Sehosly Budget Lig 117 I 1 | I

NN

Once the users has clicked the ‘Details’ button they will see the details appear on the
right hand side of the screen.

Lummnm.miwms

Darnglon Error regesrl on 21/02 2014 at 15:39

Walus

i |I-l|'h'l Do not beave 2y coll biank. instend, plamse snter
2er0 f Tha 13 this Bmaunt yoer Buthosty Budgmted far the
11 eatagery Emars

Schools Budget Line 111 S— 1
oot 5 mendeng Do act by gy cll blank Inabesd, plaie artir
@ oo o thal ip the amount yogr suthosty budosted for tha

1.1 cagary Ermsy

[Schoots Budget Line 1.1.1 |
ol i3 missang. Do not eave any cell blank_ instead, pleass srier

@ 2o of thal is the amount yoer suthonty budgeted for thes
11 Cabegary Ems

Schosly Busget Line 116 1
Nialue t5 misng Do Aot Mive amy cel biank instesd, [exse ener
. 2070 o Tl in Ui Smeunt yoor Suthoty budomed ke the

11 eategery Emiy

Schosls Budget Line 1.16 !
Wabua i mrideng Do fcl bave Sy coll blank nitead, pladin antic
@ pero d hal i the améunt yomr authosly budgeted for thes

1.1 cabegary Eroes

Schosls Buget Lo 1.6 |
Walue is missng Do not leave amy cell blank. instead, pleass snter
@ zern o Thal is the amaunt yoer suthaonty budgeted for thes

1.4 Catagery Emss

Sehosts Budget Line 1.1.7 | |

Rfmhin Ln mulenins Pl ot Lime mme 2ol daal Smsbandl miamss asdas

AR




The User can then navigate to an error by clicking the ‘value’ of an error on the right hand
side of the screen. Once the user has clicked this ‘Value’, which in the case above is
‘null’, they will then be taken to the section where that error is occurring.
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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

5251 Budget

A | oveew | [TEAm N v | i |

T

5241 Budget

2015

|4 Darsngion
201200 W2T0

ks

ARG (DS

|464TE11

I tabde et
| sehesl Lable notes
|y tabie notes

J

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

[ mimae | s | [V | Ee || oee | st

5351 Budget - Darlingion

(5251 Budgei

2015

841 [T
[P0M-02-1D W 2710

Tabie Motes
Schacl Tabls Motes
Earty Yoars Table Mobex

This shows that the user BMcGuigan with the role of “Source” amended the Value of
Early Years data.

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

Data Log Page

History Report - S251 Budget 2014-15 Back
Darlington

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

Start Date End Date

Old Value New Value Role QOrganisation

Update 785.00 o Brendan McGuigan Source Department for Education 11/02/20714 07:33:16
Uﬁate 785 Brendan McGu\ian Source Deiartment for Education 11/02/2014 07:32:51

25



Submitting Return

Once your data has been added to the COLLECT system, checked and all errors/queries
dealt with and you are satisfied with the quality of the data then the return should be
submitted to the Department. 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
Department will not start until return has been submitted

Source Page 5261 Budget_2014-15

MY DATA RETURN
The status of your data returm 1 &

Efmors FEE] [+ T T 0N Efeors |

What cai [ do with My Data Relurn?

Press this button to Import & file into your data retum
Press this Batten to Add & naw rehun usng a web fom
T teoleiim. Prase this button tn Open your data ratum
Prads chis bautton to Submt yeur compleied data retum
Prass Ehis button ko Export your daka rafum Eo & file
Launch Rrport. Préas the Batton (o Repsdt of your data ratum

Press thes bautton Eo Delete your daka retum

what |s happening to My Data Return?

Data Return Subamission Data Return Approval Data Return Authorisation
Date Submitbed Date Approwed Dot duthorsed

Those LAs that have previously submitted their return and wish to make some
amendments will need to contact the EDD Helpdesk via a Service Request Form

26


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

Source Page 5261 Budget_2014.15

MY DATA RETURM
Thie status of your data return @ | Amanded By_iource

Errge |4 iy ¢ | 100 O Errorg : |0

Iwhat can I do with My Data Return #

Prass this button bo Import 8 Ba ko your data mtum

Addd Rr timel ik Presa this button to Add a new rebun ey a web foem
[ openRetum | Press this button to Open your data retum
Sedrved; Rt J Press this button to Submit your complated datas rban

okl ] Prass this button to Export your data rbwm to a S
m Press this button bo Report on your data retum
Preégs this butfon bo Delebe your dats ribum

Jwhat Is kappening to My Data Return?

Data Return Submission Data Return Approval Data Return Authorisation
Dath Submitted Date Agepioradd Dats Autheoded

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.

gy Years Pro-loma Early ‘fears Pra-fama
Early eas Fro-lome

Ermar Repod

LA Table Repodt

tchool Table Report

27



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 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, e.g.
accesses contract
details for a workforce
member

Mode Buttons

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

28



A I Yiew Edit Delete Statis

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.

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.

5261 Budget

MiEmn | e | | ad |[View Bl | o | s |

lL.- 251 Busdget - Darlington
5

B S el

15251 Butget
205

a1 Dtargron
PNAD210 142710

_punko
e ghaing uk
URATE

school 1ais noles
Tkl ngles
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Help

If you have a query regarding COLLECT or S251 please submit a service request form to
the EDD Helpdesk.

COLLECT ISSUES and S251 Budget queries:

If you are experiencing problems with COLLECT or have an S251 Budget data collection
query, please submit a service request form to the Education Data Division Helpdesk.
The form can be found at:

http://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datacollections/r
equestform

Secure Access Issues:

If you are having problems logging into Secure Access, please refer to the ‘Help’ section
on Secure Access.

& ﬁ In thee s Schools Childr en and yoansg peophe et iflo Leachmg Pubslic stions Diata, research and stalistics Aboul s
Department Search

for Education Secure

Fopularquestions  Usingthis sie  Contattus Cookies

Adiministation Wour agplicalpiies

Logged in a5 Christine Rutherfo lon Yo accountr  Logcul

About Secure Access:

The Secure Access Portal allows registered users access to the Depanment for Education’s systems. Access
to systems is granted on a user-by-user basis and only those systems that a user has pemmission to access will
be displayed.

How to log in

If you have previously logged in to Secure Access and your account has been upgraded to be an
‘Approver’, please complete the Approver claim process detailed in the "Secwe Access Approver Guide’
found on the Secure Access web page

If this is your first ime logging in to Secure Access, and you had an account for accessing COLLECT,
525 or KtS prior to 3 December 2012, use your existing COLLECT usemame and password to enter the
system. You will also need a unique PIN to activate the account. ¥ you do not have the PIN, please complete an
SA service request

You will be required o select a new password once you have logged in. Once you have selected a new
password, the existing password can be discarded as it will no longer be valid.

Once you have entered the PIN, you'll be asked to lollow these steps

1. Fyour organisation's details have been imporied into the system, they will be displayed on screen and
need (o be confirmed before the account details can be checked (step 2). If the organisation you have
been inked to is comed, chick on the "Confirm’ button, otherwise please complele an A service request

30


https://www.education.gov.uk/researchandstatistics/stats/requestform
http://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datacollections/requestform
http://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datacollections/requestform

If you are still unable to resolve your issue, please submit a service request to the SA
Service desk at:

https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/service-
request-form
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https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/service-request-form
https://www.education.gov.uk/researchandstatistics/datatdatam/secureaccess/service-request-form
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© Crown copyright 2014

You may re-use this information (excluding logos) free of charge in any format or
medium, under the terms of the Open Government Licence. To view this licence,
visit www.nationalarchives.gov.uk/doc/open-government-licence or

email psi@nationalarchives.gsi.gov.uk.

Where we have identified any third party copyright information you will need to obtain
permission from the copyright holders concerned.

Any enquiries regarding this publication should be sent to us
at www.education.gov.uk/contactus.

This document is available for download at www.education.gov.uk

Reference: DFE-00063-2014
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