
COLLECT for Schools  

COLLECT – Collections On-Line for Learning, Education, Children and Teachers.  

You need to use the COLLECT system to submit your School Census return. This 
guidance takes you through the process step-by-step.  

What you need  
You need to have a census file that you have created and authorised from 
SIMS.net. You will also need a PC that is connected to the Internet.  

Let’s get started!  
Start up your internet browser software (e.g. Internet Explorer). In the address box 
type the URL  

https://sa.education.gov.uk/idp/Authn/UserPassword 

 
Now press Go. 
 
You will now see the following screen 

 
 
To log into the Secure Access Site, use your username and password that you have 
already been assigned. Please note – Passwords are case sensitive. 

You now need to tick the box to agree to the terms of use. Next click the ‘Login’ 
button.  

Once logged in you will see a list of systems that you have access to. 
 
 
 
 
 
 
 
 
 

https://sa.education.gov.uk/idp/Authn/UserPassword


Click on COLLECT. 
 

  
 
You will now see the homepage for the COLLECT. 
 
Click Continue 
 

 
 
Once successfully logged in, you will see a list of all your collections.  

 



To proceed, highlight the required collection using your mouse and click the ‘Select 
Data Collection’ button.  

The following screen (MyCOLLECT) will guide you through the options available to 
you in the context of the selected data collection. As your data return progresses 
through the three stages required to submit it, information will be displayed giving 
the current status of the return. The status in the example below is ‘Authorised’ 
which means that the return has been loaded from the school and Authorised by the 
DFE. 

  
 
WHAT TO DO WITH MY XML FILE? 
 
Stage 1 
Upload return from file… 
Click on this button to upload a School Census XML file previously created by your 
SIMS system. You will see this screen.  

 

Use the browse button to get to the location in which you have saved your CENSUS 
file. Select the XML file and confirm by clicking on the open button. This will take you 
back to the COLLECT screen now click the upload button.  

Click here to 
upload return 

Click here to ‘submit’ return to LA 

 

Click here to open your 
return. The example here is 

greyed out due to the 
status being ‘Authorised’ 



 

UPLOAD BUTTON 

 

Once the data has been loaded it is validated automatically (due to the amount of 
information being processed this may take a while) and you will be taken back to the 
My COLLECT screen. A summary count of errors will be shown on the screen and 
the status of the data return will change to ‘Loaded’. The remaining option buttons 
will become available at this point.   

Stage 2 
 
Open return  
Clicking on this button will give you access to all the data contained within your 
census return. Any validation errors you see here will be investigated by the 
Information Management Team.  

Stage 3 

Submit return  
When you are happy with the return and want to make it available to your LA click 
the ‘Submit Return’ button to submit the return to the Information Management 
Team. Until you have done this we will be able to view the content of the return but 
will not have the facility to submit it to the DFE.  

HOW DO I SUBMIT A PRACTICE FILE? 
 
There is now no separate webpage for census practice files to be uploaded. 
 
To submit a practice file to the Information Management Team please login as stated 
above. 
 
Select the Data Collection that has a status of Familiarisation and upload your file as 
stated above. 



Re-submissions….  
A re-submission can be made by following the process detailed in ‘Upload a return 
from file……’ However, if this option is chosen and a file is uploaded then it will 
completely overwrite the previous Census File. 

What is happening to My Data Return?  

  

Under the ‘What is happening to My Data Return’ heading the school has the ability 
to view or export the data return at each stage of the process: Submission / 
Approval / Authorisation.  

I’ve done it! What next?  
Well done! You can now leave the COLLECT system, by clicking on the Logout 
button. You will be taken to a page where you will be asked to confirm if this is what 
you wish to do. Click logoff and close the system.  

Is there anything else I could do with knowing?  
If there is a problem with your return we will contact you and you may be asked to 
make an amendment in your MIS, export a new data file and then resubmit. If this is 
the case then follow the routine ‘Re-Submissions’ as above.  
 

 

 


