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Changes for the 2013 to 2014 data

The major change with the outturn collection for 2013 to 2014 is that it has been modified
to mirror the 2013 to 2014 budget collection as much as possible. The data items in
Table A reflect those collected in the 2013 to 2014 budget return. Table A1 remains as it
is from last year but includes a new line for ‘Spend for local authority provided or
commissioned area wide services delivered through Sure Start Children's Centres’.



COLLECT and Secure Access

Access to COLLECT is through the department’s Secure Access system

First time here?

Welcome to Secure access

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

Secure Access unavailable 24th to 26th May

Secure Access will be unavallable from Saturday 24th May 1o Monday 268 May. Hormal serdce will be resumed on
Tuesday 27th May

School Access to COLLECT, s2s and KTS

Reguests for access to COLLECT, S23 and KIS (Schools oaly), please contact the Approver within your
organisation. These type of queries should no longer be directed 1o e Secure Access Sendce Desk

Secure Access Service Requests

Wie airm to fulfil all sendce reguests within fve working days in the order they are receies, and our Sy3lems mean
there is no need to place a duplicate request

If your enquiry is regarding obtaining the PIN required for first ime registration, please complete a Sendce Request
form hitpsziwww.education.gov.ukiresearchandstatistics/datatdatam secureaccess/senvice-request.form

Secure access

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

Once successfully registered click on to Home and then click onto COLLECT to enter
COLLECT as below

¢ Access

R yration,

Sagred o a3 Claire Rice o Department for Education

Welcome to Secure access

Sceen shot of Secure Access home page highlighting
"Home" and "COLLECT” buttons.
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Secure access


https://sa.education.gov.uk/

Then click on to Continue to enter COLLECT as below

Then click on to ‘Continue’ to enter COLLECT as below.

Welcome to COLLECT {Collections On-Line for Learning, Education, Chidren,
and Teachers PROCEED INTO COLLECT

).
COLLECT is the DIE Centralised Data Collection and Management System for

SPRING 2013 Data Collections. =
The Speing School Census, PRU Census, AP Census, Early Years Census, SEN2 Show Code of Conduct Text...
and the Independent School Level Census went live on the 17th January

e s s anBUEL

(]

Please note some screen shots may refer to 2013 however the process is the same for

all 2014 collections.

Select the collection 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.

@ Department for Education o are egged i 4 pbakesha | Log ook

ADE UA O Pora

Dats Collestion Uzer Roly Qreannation Statux Cus Date

5231 Budget_2014-13 Administrator Capartmaent for Education Cpan/ive I0/03I 2084 0010000
5251 Budget_2014-13 Collactor Capartmaent for Education Cpan 30/03/2014 00100100
5251 Cuttura_2013-14 Administrat o Bapanmant for Education Tasting/Live 25/08/2014 00:00:00
$351 Outturn_3013-14 Source Bradford Testing 23/08/2014 00:00:00
Schocl Preference Frima: ry vturn 2014 Collector Capartmant for Education Tasting 24/04/2014 00109100
Sehoel Drafarance Drimary Retum 2014 Administrater Dapanmant for Education Tasting/Live 24/04/2014 00:00:00
Sehoel Brafarance Setendary Ratuen 2014 Administrat o Bepantmant For Education Tasting/Live  07/03/2004 00:00:00
Schocl Preference Sesondary Aetumn 2014 Callstor Gapartmant for Education Tasting 0T/0W2014 00:0A:00

T
Hews

Welcome to COLLECT (Collections On-Line for Learning, Education, Children, and Teachers).
COLLECT is the DIE Centralised Data Colection and System for
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1If you have any problams loggang into COLLECT please contact the Helpdesk on 01325-392626 or e-mail: DSG
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Source Page

This will take you to the main ‘Source Page’ (shown below) which provides a summary of
the latest position with respect to the selected data collection.

&5 Department for Education TR J,'TJ

Source Page 5251 Quttum_2013.14

The status of your data return : sded and Vahdated

Errers : |3%2 Queries : O Errors ©

What can I do with My Data Return?

Data Return Submission Data Return Approval Data Return Autl horisation

Date Submitted Date Approved Date Authorised

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. Once the LA submits the
return control then passes to the DfE for data verification.

Launch reports

This option allows you to access and download the suite of reports associated with the
data collection.



Opening a return

Back bo Home page | Help

% Department for Education Vo e o et g et

Source Page 5251 Quttum_2013.14

The status of your data return : [Leaded and Validated
Errors : (352

Quanies : [0 OK Errors : [0

What can 1 do with My Data Return?

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

Press this button to Submit your completed data return
Preass this button to Export your data retun to » fle
Prass this buston to Report on your dats returm

Prass this button to Delets your data returmn

What i= happening to My Data Return?
Data Return Submission Data Return Approval
Date Submitted. Date Approved

Data Return Authorisation
Date Authorised|

1 need some help
For help while in the data collection pages, please use the link at the top of the pages.

For furthar haip please contact the halp desk on 01325 392626 and select Option 1, or dsg.helpdeskoBeducation.gsl.gov.uk

To access the LA return, the user must click the ‘Open return’ button as shown above.

The next screen to appear is the S251 Outturn 1314 web form.



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.

Back to My COLLECT page | Help

w Department for Education ... e e S Aukachate i

15251 Qutturm LA Information

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).

Back to Hy COLLEET page | Help -

@ Department for Education You e oaged i 1 rkebeshat | Log ext

AD A .. Porta
1 Qutturn LA Information

251 Outturn LA Information -

ion 51 Outtum
war o4
303
Name e
Name

mail Address | =i
‘elephons [
ateTime 0140612 121512




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.

. Back to My COLLECT page | Help
% Department for Education R (
SLAL A e, Forta
Schools Expenditure

All Errors All Notes Al | [T iew: Edit_ | [ Deleie | [ Situe |

Drill Up Errar
Schools Expenditure - Bexley m

1.0.1 Individual Scheols Spend (1SB)
111G

1.1.2 Behaviour support senices

1.1.3 Support to UPEG and bilingual leamers

1.1.4 Free school meals eligibilit;

117 Licences/subscriptions




Error Correction

J >

Back to My COLLECT page | Help

w Depamnent fOl' Education “Wau are logged in as pshakeshalt | Log out

[Schools Expenditure

Schools Expenditure - Bexley

inger
1.1.3 Suppen to UPEG and bdngual leamers
1.1.4 Free school meals eligibility

{11}

_____ —

21.00 0 ! 0 0 0

| ) : 2 2 o

65.00 ,-_'_""' -3'""--..._ 0 0 il

0.00 gl Ty 0 [
{ 0 3 0

86.00 \ [ 0 J 0

0.00 o) [1] [

26.00 0

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

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

Back b HyCOLLECT page
logped in us pehakeshaft | Log out

‘ou have entered either a negatve or zero amount in this cell. Please check |
iLmr entry as the value in this cell should be greater than zero

Schaols Ling 1.0.1
Fw have entered either a negative or zero amount in this cell. Please chack|

iyour entry as the valug in this cell should be greater than zero
[

Schaols Expanditurs Line 1.0.1
Value entered please delete

Lcmds Expenditure Ling 1.0.1
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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).

BACK T0 FYLULLEL] page

#9% Department for Education PSR LT

AD| A . Porta

[Blade Error Report - 5251 Qutturn_2013-14

Bexley Error report on 12/06/2014 at 13:33 Return
Count 3 Details
Field —
Special AP m

‘'ou have entered either a negative or zero amount in this cell.
check your entry as the value in this cell should be greater
zer0

Details f

Expenditure Line 1.0.1
You have entered either a negative or zero amaunt in this cell. Please check
your entry a5 the value in thes cell should be greates than Zero

Eos | (Gum] | R 2

Schaols Expenditure Line 1.0.1
Walue entered please delete

6 - ® 2
Schaals. Exﬁndn.ure Line 1.0.1

& G ot | Biaclaimar | Brivasy

Once the user has clicked this ‘Value’, they will then be taken to the Section where that
error is occurring.

11



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.

v . Back to My COLLECT page | Help
@ Department for Education Vo e o i s pebochat | Loy ot
SLAD £ O Forta
ools Expenditure
AlEmors | Alltotes | A | Vi it | [0 St
- Deill Up I Erar
Schools Expenditure - Bexle -
Y [ oo
{
-1.1 Contingencies
Behaviour suppodt sendces
to UPEG and bilingual leamers
14 Free school meals eligibainy =
" __ -
il L] i i il 4 ] o
| 0 | 0 0 @
1| 0 0 Fii
| 0 | 0 0
| [ I 0 0
—— 0 0 [
| [] | 0 0

This shows that the user Pauline Shakeshaft with the role of “Source” added a new value
new value (21) on the 12/06/2014 at 15:13:23. 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 will be reflected in both the LA and DfE views.

- . Back to MYCOLLECT page

m Department for Education ou e et 15 ket g

BLAD A 0 Forta
Data Log Page
History Report - 5251 Outturn_2013-14 Back
Bexle

istory report on 12/06/2014 at 13:54:32
Data Early Years
Filter By: Action - user Start Date End Date [Go Resel

Old Value [ Role Organisation

1§ Crown enpyrighe | Disclaimar | Peivaey
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Submitting a return

@ Department for Education

Source Page 5251 Quttum_2013.14

The status of your data return : |Leaded and Validated
Ervors : 1392 Quesies : [0 OK Errors : 0

What can 1 do with My Data Return?

Press this button to Import & file into your data return
Press this button to Add & new return using & web form
Press this button to Cpen your data return

Press this buttan to Submit yeur completed data return
Prass this button to Export your data returm to a file
Press this buttan to Repart on your daa return

Press this buttan to Delete your dath et

What is happening to My Data Return?
Data Return Submission Data Return Approval Data Return Authorisation
Ciate Submitted Cate Approved Ciate Authorised

1 need some help

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

For further help clesse cortact the help desk on 01325 392626 and select Opbon 1, or dig. helpdesk@education.ga.gov.uk

Once the LA user is happy for their return to be submitted for DfE access then the
procedure is very straightforward — just select Submit Return. PLEASE NOTE once
submitted you will not be able to make amendments to the return. If an amendment does
need to be made you should contact the DfE colleagues listed in recent guidance.

13



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:

M Department for Education

Source Page 5251 Outturn_2013-14

MY DATA RETURN

The status of your data return : 4o Data
Errors : |0 Queries : (0 OK Errors © |0

What can I do with My Data Return?

Press this buttan to Impart a file inte your data return

Press this button to Add a new return using a web farm
Ope Fress this button to Open your data retum

Press this button to Submit your completed data retum

Press this button to Expart your data return to a file

Press this button to Report on your data retum
e Bress this button to Delete your data return

What is happening to My Data Return?
Data Return Submission Data Return Approval Data Return Authorisation

Date Submated Diste Approved Date Authonsed

Then select the report you want to run from the drop down list. Once you have selected
the report you wish to access, click on ‘launch report’ again.

Back to MyCOLLECT page | Help

w Department for Education o 3 kst Lo

[Repon Launch

REPORT SELECTOR

Reports Report Description
Table A1 Report TS 41 Repert
|Error Report
(Table A Report
| ociipen s |

& Crown copyright | Cisclaimar | Privacy

The report can be printed off or can be saved as an Excel file.
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General tips on navigating around the 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!

OBad<v K Lx_L]

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 MyCollect 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

15



Mode Buttons

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

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

Back to My COLLICT page | Help

m Department for Education S

5251 Qutturm LA Information

Add new record ? Save Cancel |

K
'S251 Outturn LA Information - Bexley

FE——

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.

16



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 Education Data Division
Helpdesk

17


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

Department
for Education

© Crown copyright 2014

You may re-use this document/publication (not including logos) free of charge in any
format or medium, under the terms of the Open Government Licence v2.0. 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/2
email psi@nationalarchives.gsi.gov.uk

About this publication:
enquiries https://www.education.gov.uk/form/data-collection-request-form
download www.gov.uk/government/publications

Reference: DFE-00482-2014

Follow us on 'i Like us on Facebook:
Twitter: @educationgovuk facebook.com/educationgovuk
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