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Preparing for your New Cycle
(For current customers)

Renewing student Bursary into year 13
Updating School Bands

Updating your Student Homepage
Application Form Configuration

Email Templates to check/review

Linking your B16+ with your Admissions+ System



Beginning a new Academic Year

Your new Academic Year will become the default within your system when we change your settings (first week
of August).

When this happens, the current cycle will end, and no more requests for purchases or reimbursements will be
processable for that cycle.

3 2026/2027

On your Dashboard, your new Academic Year will be visible once at least one
Bursary Application Year student has renewed their bursary or you have received new applications for

the new year. Need new screenshot
2028/2029

2027/2028
2026/2027




Editing the form name to reflect the new cycle

To update the academic year of your bursary form (which will be reflected in the name seen by applicants),
navigate to the forms area of your system:

Click the kebab menu to edit the form.

[ Bursary Application .... Admi... Vv ] Q_ Enter2orr

Replace the old academic year with the new

one in the Admissions Year dropdown. Bursary Application .... Admissions Year 2025/2026
Click to save.
SForms Area
B Year12 Year13 @
Bursary Applica*~~ 202490
bursary (0 Set as default
Set this as my default application form @ Admissions Year*
Open
Edit
22 869 543 : Customise the ending of the URL for this form e.g. Years of Form*
= & AIGINE Fom) demo.applicaa.com/Year12 *
\ Change color (to add a new URL, start typing and hit enter)

RIS

Change icon




Renewing your existing students’ bursaries

When a student has been eligible for the bursary during Year 12, as per the DFE guidance they will need to
reapply to access the funds again in Year 13. For them to do this, you must make their status ‘Bursary
Renewable’.

You can do this individually or in bulk by accessing a list of your students from your dashboard.

Important - please note:

Renewing a student’s bursary ends their current bursary cycle - they will be
unable to submit any requests for the current year.

Only renew your students once you have finished with their bursaries for
the current year.



For example, navigate to your previous year's Awarded tile, select your students, and then click

Bulk Update.
Bursary Application Admissions Y...» & Knowledge Base Pl pete teers
Property
Is Bursary Renewable
Overview Reports [EZ Recent Activities Application Groug Valve

Yes

Tiles

E 8 = 0

Bursary In progress

Awarded A pop-up window will then display for you.
Choose "Is Bursary Renewable" in the
Property Field and "Yes" in the Value, then
Save.




You are in control of your renewal settings:
Do you need every applicant to re-complete the application?

Are you happy to allow students whose details have not changed to carry last year’s information over?

Navigate to Schools & Settings to check your settings and apply filters, if applicable.

Overview Reports Recent Activities Application Groups Tasks Calendar All Activities Requests Expenses Schools & Settings

Other Settings

Show percentage of funds left on student profile @
Enable students to create requests @

Set default school for students @ OFF

Renewal Settings
Configure how students complete their bursary renewal process. Choose whether students can renew by confirming no financial changes or must complete the full application again. If you support different renewal processes based on specific criteria, you may enable both options and

apply the relevant filter criteria accordingly.

ofe Always complete application form on renewal [ )

m Allow student to renew with no income changes [i]

Filter Summary &

g applies to based on specific criteria (e.g., Current School, Current Year Group, or other available filter

Define which student

¢ Tip: Configure non

Configure Declaration Form

Default Renewal Priority
When a student matches both filter criteria, which renewal option should take priority?

O Always complete application form on renewal

@ Allow student to renew and state there are no income changes



Once you've made a student’s application renewable, they should log in and a "renew application" option
will appear.

Hello Arya,

Q Arya Stark Student Code: U-3FA1 (@
<F7>/ School Email: arya stark_3164822341@admp.uk

Welcome!

Everyone should have access to an outstanding education. Our bursaries are awarded in cases of financial hardship as every student should be able to realise their potential.

We offer bursaries so that a student's education can be of a high quality regardless of their financial situation; a bursary is directly related to the income and financial resources o...
Show full message

‘ ‘ Bursary Application Form (&

=N Bursary Request [

Additional phases

Bursary Renewal

Application for Year
Bursary Status

Wnndraw

Renew Application




@ Always complete application form on renewal @

Filter Summary &

Define which students this setting applies to based on specific criteria {(e.g., Current School, Current Year Group, or other available filter fields).

¥ Tip: Configure non-overiopping filters to avoid ambiguity.

No filter criteria set — applies to all students

If you specified that all renewing students need to re-complete their application, they would click to renew their

application and would confirm this, before being directed to complete the application again.

You are about to renew your bursary application. Are you sure?

d Step1 ] ! ! ! ! !
Welcome Agreement Pupil Household Information Income Bursary Summary

Welcome to the online bursary form.
You must use your school email address to complete this form; external email addresses will not be accepted.

Please ensure you have to hand the following information before beginning your application as you will be asked to
attach scans or images of these documents prior to submission of your form:



@ Allow student to renew with no income changes @

Filter Summary &

Define which students this setting applies to based on specific criteria (e.g., Current School, Current Year Group, or other available filter fields).

{ Tip: Configure non-overiapping filters to avoid ambiguity.

No filter criteria set — applies to all students

If you specified that all renewing students are allowed to
renew with no income changes, the students will see a
pop up preview which shows them a review of their

previous Financial Information.

Income

Earned Income (Father/Legal Guardian) (£)

Pension received (Father/Legal Guardian) (£)
Pension received (Mother/Legal Guardian) (£)

Child Support/Maintenance Payments (Received) (£)

Any Other Income (£)

Benefit Type Benefit Frequency = Amount

Working Tax Credit / Pension Tax Credit Monthly £100.00

Summary Table

Please review last year’s application and indicate whether any of your financial information has changed.

£1,000.00

Benefit Annual Total

£1,200.00

v

Review Policy



They will have to review your policy again by opening it, and will then be able to agree to it.

Review Financial Information %

Please review last year’s application and indicate whether any of your financial information has changed.

- Review Policy
Income
Pension received (Father/Legal Guardian) (£)
P Please review and agree to the the bursary policy attached below

Child Support/Maintenance Payments (Received) (£)

[® Bursary Guidelines and Next Steps
Any Other Income (£)

| have read and agree to the above policy

No Benefit

Summary Table

Value
Total Income £0.00
House Equity £0.00

Review Policy

[@]] There are no changes! | My financial information has changed!




Declaration of Financial Information

Once the policies have been reviewed and agreed, the buttons below will become active for the students, allowing them to fill

out a new form or sign a declaration that nothing has changed, and retain all their financial information for the next

form.

R

My financial information has changed!

-

Review Policy

“There are no changes!”
OR

“My Financial Information has
changed!”



As part of your renewal settings, you can control what
they see and need to complete as part of the declaration
if they choose “There are no changes!”

They confirm their submission, and their bursary status
for the new cycle will show as Submitted.

Bursary Declaration Form

Bursary Declaration

m Allow student to renew with no income changes (5 )

Filter Summary &

Define which students this setting applies to based on specific criteria (e.g., {

‘

Tip: Configure non-overiapping filters to avoid ambiguity.

No filter criteria set — applies to all students

Configure Declaration Form /

| hereby confirm that there have been no changes to my financial circumstances since my last submission. All information
provided in this bursary application is true and accurate to the best of my knowledge. | understand that providing false

information may result in the withdrawal of my bursary.

I confirm that | have read and agree to the above declaration”

O Yes
O No

Bursary Declaration Signature®

Cancel

You are about to renew your bursary application. Are you sure?

You have confirmed your financial information remains unchanged. We will

copy the information over to the new application.

Bursary Status [T




If there are changes to their information they’ll select ‘My Financial Information has changed’
and a pop up will appear to confirm their decision. They will then need to re-complete their
application, and their application status will show as Not Started.

You are about to renew your bursary application. Are you sure?

You have confirmed your financial information has changed. We will NOT

copy the information over.

] step 1] ! ! ! ! !
Welcome Agreement Pupil Household Information Income Bursary Summary

Welcome to the online bursary form.
You must use your school email address to complete this form; external email addresses will not be accepted.

Please ensure you have to hand the following information before beginning your application as you will be asked to
attach scans or images of these documents prior to submission of your form:

Application for Year
Bursary Status |




Test Philip Test Brown #U-7B37R &

Phone
School test
Email
-
.l’ 8 8 & B 63 moev

Overview  Concessions and Bursary

Student Info (Internal)

First Name

Last Name

Student Code

Application e Number

( Local ) Pupil R

Bursary Renewable

ence Number

Meeting  Family  Visas

U-7B37R (&
-3qBUB875-003001
V4

2

| reneveal

ves |

Enable Bursary Income Change

Bursary Application Year
Sims Admission Number
Gender

Date of Birth

School

Personal Email

l‘(ear group applied for

Year13 |

Concessions

A fresh Approval Band will be calculated for
the students after their Bursary has been
renewed, regardless of whether they still
have any bursary funds left over from
previous year (funds do not carry over).

The renewal information on the student's profile
overview will instantly update to "Yes" once the
student has renewed their bursary via the
student profile, and their applied year group will
increase by the value of 1 (for example from Year
12 to Year 13).

Bursary History

~

Approval Band £500.00

Funds Remaining £500.00 (100.00%)



Additional information: Any transaction records from the previous year will also be hidden on the student profile, but

you may still view these past transactions on the Requests area of your system to view transactions from the previous

academic year.

Reports D

Recent Activities

Bursary Application Year

Schools & Settings

Application Groups

Number of authorisations required per request

Complete Decline Dolete Send Email

Showing 110 10 of 16 entries

© RequestID . Student Code

2590 BONS

2606 A3E4

Previous . 2 Next




household income information.

Reina Brown #U-5W67E ©

Phone
School
Email
-
L = 8 58 W me-

Overview  Concessions and Bursary ~ Finance  Activities  Interview  Family  Visas  Concessions

Bursary History
Name Bursary Year
Reina Brown active this application 2025/2026

Reina Brown 2024/2025

Bursary History

You can view any individual student’s Bursary History on their student profile. This will then allow you to access the

student's application from the previous year, as well as their previous year's transactions, band assignments, and

< Selectstudent> >

[ Submitted 77

o




Updating School Bands

After renewing your students, you should check your

band settings to ensure that you have the accurate Requests Expenses Schools & Settings

banding in place for this year. /

To do so, go to the Schools & Settings tab on your
Dashboard.

On your Bands Area, you may choose to clone last year’s Bands
by clicking the “Clone Bursary Fee & Band Settings from this

Bursary Application Year

2032/2033 ”
g Year to a New Year”.
2027/2028
2026/2027
20052020 Clone Bursary Fee & Bands Settings X
2024/2025
2023/2024
2022/2023 Copying All Bursary Fee, Band and Equity Settings from year m to a new application year
2021/2022
2020/2021 To Application Year
2026/2027 v

Clone Bursary Fee & Bands Settings From This Year (2025/2026) To A New Year

Note: This will delete all existing configuration for the target yeor and clone the doto from the source year.



Once you have successfully cloned your bands, you can also edit the bands to suit
your school, and enter the total allocation you have for this academic year.

ID  Name

L? SApUIL

Bands

School Allocation
© £150000 @ETLETTAED G A as) G T LA &lD (£ 0.00-£500000000)
2 Bursary 16 Demo £ 150,000.00
+ New band

In this area you can also set or update an allowance for dependent children; if you would like the platform to

reduce the ‘household income’ where there are a large number of children in the household, you may do so
here.

Child Allowance Band

Count-based | Age-based

Application Year Child Allowance (per child) From child number To child number
2026/2027 100.0

1 1 Edit Destroy
2026/2027 100.0 2 maximum Edit Destroy




Updating Student Homepage

Bursary Application Admissions Y...v |

SETTINGS ge

If you would like to make changes on your Student Homepage to update the message that

you have there for this new cycle, go to Settings > Form Settings > Student Homepage. e

Application Form

Subject Options >

Form Settings v

He"O Al‘ya, School Message

Dashboard Settings

F

Welcome! Student Homepage

|

"\ Arya Stark Student Code: U-0514 (@

Everyone should have access to an
outstanding education. Our bursaries
are awarded in cases of financial
hardship as every student should be
able to realise their potential.

Parent Homepage
Landing Page

° B16+Fo... & ‘ Bursary Request / Application Groups
| : We offer bursaries so that a student's
education can be of a high quality
regardless of their financial situation; a
bursary is directly related to the income
and financial resources of the pupil's

family.

Form Groups

Student Profile

School Settings >
You can check the status of your

application at any time on this page.
Once your application has been
validated, this means we have all the
information we require from you and

we will be in touch to inform vou of the
Show full message

Enrolment Settings

Properties >



To update your message to the student, click edit and then you may preview it from a student’s perspective afterwards.

Form Settings

Dashboard  Student Homepage  ParentHomepage  LandingPage  Application Groups ~ Form Groups  Student Profile

Welcome Message Display student name with: d First Name $
Images
Settings
9 on s (not visible to parents when they log in) ® Preview
Welcome!

Everyone should have access to an outstanding education. Our bursaries are awarded in cases of financial hardship as every student should be able to realise their potential.

We offer bursaries so that a student's education can be of a high quality regardless of their financial situation; a bursary is directly related to the income and financial resources of the
pupil's family.

You can check the status of your application at any time on this page. Once your application has been validated, this means we have all the information we require from you and
we will be in touch to inform you of the outcome of the assessment.

If you have any questions regarding the bursary process, you can emalil the Bursary Team at bursary@applicaa.com

¥ Show more

You may also update your student’s homepage photos by clicking edit and previewing it as a student as well.

Student Homepage Image

Student Homepage Image For All Forms Student Homepage Image For Bursary Application




Application Form Configuration

Your Bursary Application form from last year will be the same one that your new candidates will use
this year. However, you are free to make any necessary changes to your form via Settings > Application Form.

Please see on our Knowledge Base, a PDF guide on how to customise your Bursary Application form

Customise Application Journey [ Switchtooldview 3 Global Form Sefings  + Create Test Applicatior

Click any phase below to open it and customise the steps students will complete. Add your own requirements or modify existing ones to fit your school's process.
All Phases 2¢ Sort Phases

Build your student application process step by step. Arrange phases in order, 1. ACCOUNT CREATION ~ 2steps ~

choose what students can see, and add your school's requirements. Your
changes save automatically.

2. BURSARY APPLICATION FORM 11steps v @& Visible to Student @) Visible to Staff 33 Sort Steps  + Add Step
1. Account Creation S % ® Internal External  Student Profile @
| - ¢} o ¢}
2. Bursary Application Form D (8 12 Step 2- Agreement 2 ) lon @) B [on @)
3. Bursary Request % B 5 Step 3: Pupil # & ao @ (@)
Step 4: Household Information 2/ = -_ - -



https://helpdesk.applicaa.com/how-to-edit-my-bursary-form-questions

You may also wish to review the type of requests that the student can make.

Navigate to Settings > Application Form and scroll down to Bursary Request to update your school’s Bursary Request type,
Reimbursement Items or Purchase Items.

How to submit a Bursary Request (Staff guide only)
How to update the Bursary Request form 3. BURSARY REQUEST 2sieps v
How to submit a Bursary Request (Student Guide)

Step 1: Bursary School Expense /2

Step 2: Bursary Request /2

Preview as:  Internal External £83 Customise Sections
Bursary Request 2 3¢ Sort Questions

A _ MIS export Internal External Visible on Actions
Question [on @) aD Profile ©&
Requesting Cash Advances [on @) [o: @) (o @) zu
Request type cD 20

Purchase Reimburse...

Purchase item

@ soe

College L... Book School Trip Dinner Mo... Printer C... 16 answers

Reimbursement item

@ o

Bus Tickets Textbook Dinner Money Printer C... Other



https://helpdesk.applicaa.com/how-to-submit-a-bursary-request
https://helpdesk.applicaa.com/how-to-update-the-bursary-request-form
https://helpdesk.applicaa.com/how-to-submit-a-bursary-request-student-guide

Email Templates

In your Communications & Events tab you will see sections for Manual Messages, Automated
Messages and Scheduled Messages.

Bursary Application Admissions Y...» @& | The platform has several email templates already available for you to use. We would
o ) recommend having a look through these templates, seeing which ones you would like
|8 Communications & Events . ot Activi i
S 38 to make any changes to, to reflect the messages you would like to use at your school

for this year.

Communications -

Manual Messages @

You may create your own manual templates that you may use later in the cycle here.

Automated Messages @

Scheduled Messages ©

.
4+ Add new message + Add new folder | ¢
Message Summary

Hide system messages

ymplete

Meetings

Events >

Triggered when Repeat Enable J




There are also several automated emails you will need to check. We recommend going
over these templates and determining which ones you want to turn on/off or alter.

Automated Messages Scheduled Messages Messages Summary

request (I Hide system me
s

Showing 110 6 of 6 entries (filtered from 21 total entries) Show 50 ¢ entries

<

Type Template Name Subject Send from Send to Triggered by Phase Triggered when Repeat Enable
Search Template | Search Subject
[~} Forward Reference Your Reference admin@applicaa.com  Student Reference Forwarded reference  N/A [}
Request to Another Request has been request
Referee forwarded
S | Requestbeckan | Yomrquesthus; | ackunoapphcascon |- apanly susayroquesy | i ° You can preview and edit them by
been Declined declined
e e M e nemmereaerrant N semncsmneacan el e Manualy Streary racms I R ° SCro llin g tot h erig ht Of t h e ta b | e
request has been completed .
Completed
=] Request Actioned Your request has admin@applicaacom  Student Manually Bursary request N/A ()
been Actioned actioned
(=] Request Approved  Your request has admin@applicaa.com  Student Manually Bursary request NA o
been Approved approved
=] Request Created {REQUEST_CREATO = admin@applicaa.com  Student Applicant Bursary Request After completed NA o«
R_NAME}} has
submitted a new
s

Bursary request N/A
actioned

Bursary request N/A
approved

/D@ BO

After completed




€ Email Message Design

Send Test

Find and Replace

Set default email
en " Repeat ~ Enab

Export

“»

‘erence  N/A [ ]

Please access our Knowledge Base for an overview
of the communication area, and of course contact
us on 020 3667 0764 for further questions.

Read more about DNS here.

Before you send any emails via your platform, it is important to set your default emails; this will determine
which email address your emails will be sent from (visible to students) and also which email address replies
will go back to. You can set these by going to one of your email areas, clicking the kebab menu in the top right
corner, and choosing ‘Set Default Email’.

If you are seeing “admin@applicaa.com” in the From address,
this means you have not requested a DNS update. You can
request this by clicking this icon and adding the details for your
IT Manager - it will then mean you can send emails from your
own school domain once this has been activated!

Set default email addresses for this form ]

To update this for other forms you will need to navigate to the
email template area for that form

From address
admin@applicaa.com

Reply to email (to add o new email, start typing and hit Enter’ to save)

Default email address for emails targetted at staff



https://helpdesk.applicaa.com/course-5-checks-troubleshooting-go-live#email-templates
https://helpdesk.applicaa.com/how-to-change-your-default-email-settings

Linking your Bursary Platform with your A+ System

Supject uptions >
Form Settings >

School Settings -

General Settings I

Users
Permissions
Integration

SIMS Logs

SIMS Notifications

Payment & Fees

Basic School Information

School Information

We can easily link your bursary platform to your A+ platform so your enrolled
students in A+ can log into your B16+ system using the same credentials and
begin an application for the bursary fund. Their basic details will carry over to
Bl6+.

To check that the two platforms are already connected to one another, please
log in to your Bursary Platform and navigate to Settings > General Settings.

If no member school is listed, but you would like your A+ and B16+ systems to
be connected please call our Support Team on 020 3667 0764.

You may also provide students with your Bursary link (which is the same
link/URL you are using to login as a staff member), and they should be able to

log in using the same credentials they used in A+.

/ Edit

Member Schools

Greenford High School, Greenford High School




Do you have any questions?




