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T ONBOARDING TASKS
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COMPLETE THESE TASKS TO GET STARTED

By clicking the link in your welcome

email, you will be prompted to
DR - - © | create your platform.

Once created using your school

details, you will be taken to this
‘ onboarding page where you will see
“ a list of tasks with step-by-step
instructions.

> Upload Your School's Logo
About 1minute

> Personalise Your Application Form's Welcome Image
> General School Settings
> Parent Welcome Message

> Student Homepage Welcome Message
About 5 minutes

> View Your Application Form's Questions.
About5 s

> Add Other Staff Users

> Add Your Form’s URL To Your School Website
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If you log out of your platform, you can return . ®
. g . . ursary Application Year — 1 2
to the onboarding tasks at any time via this — :3 S -\

blue tab on your dashboard = - . o
Bo Bo Bo Bo

True FSM Discretionary FSM Vulnerable Bursary Keycard Holders
¢ m & w
Standard Laptop Issued Specialist Laptop Issued

Once you have completed these tasks, please book a meeting with your Customer Success
Manager for initial training and to answer any questions you may have.



ESFA Guidance

The Bursary16+ platform was designed to assist schools in managing their bursary process in line with the

updated ESFA guidance, to reduce the strain on admin staff and make a seamless, discreet experience for
students.

Here are some useful links to help you align your process with the updated ESFA guidance.

Applicaa is responding to the increasing demand for
schools to keep clear and accurate records for ESFA audit.

& &
2012-2013 2011-2012
Bursary guidelines dearly The 1619 Bursary Fund

stated on Gov.uk website was introduced

Link to audit checker
Link to checklist

2016

“Institutions are resporsible for dentifying students in the defined
wulnerable groups who are eligible for & vulnerable student payment.
Institutions will need proaf that students are eligible.

Institutions should ask for and retain copies of evidence from the student™

016-2017

ons are responsible for
managing _bursary. Students who
want to apply for support from
the bursary fund should cantact
their chasen institution &5 soon as
possibie to make an application™*

Some ways Bursary16+ can help you comply with the regulations:

2018-2019
The ESFA'st
institutions

late that they *...encourage
2l authorities to

Common errors v Bursary 16+ resolution

approsch

= g and commissioning

Common errors* \/ Bursary 16+ resolution iridombonintn
- 2020

Bursary fund application forms do not capture Staff can customise form and add mandatory St sty

necessary evidence to confirm household income questions for document upload & orm stes in alarge

Evidence to support household income not being Uploaded documents are stored securely / ;‘r» ‘M_ ries :

retained and readily available on Bursary 16+ Ao it Bifeary el

Application forms are not completed and signed by Students can easily renew their application each year

students each year Bursary 16+ collects digital signatures

Blanket or fixed rate payments being made to Student requests easily tracked and approved,

students without considering actual need eg: funds are allocated against specific requests and

awarding £10 a week when travel costs are £3.50 proof of purchase is obtained 2021-Sept

Bursary 16+ trialled in Pilot schoal
Solihufl Sath Form College,
*Text extrixted fromt Susemnary of At Erroes, Departesent for Educotion 2021-22 - for mare infonmanon , Sixth Form Administrator

herps /e Jo al/undancey 16-10- 1 9-Sursary fund- guide M20-10 X2 1 adermni pesv lummary

Changes to 16-19 Bursary Fund



https://helpdesk.applicaa.com/esfa-audit-checker
https://helpdesk.applicaa.com/esfa-checklist-pdf

3 GENERAL SYSTEM SETTINGS

We can easily link your bursary platform to your A+ platform so your enrolled students can log in using the same
credentials and begin an application for the bursary fund. Their basic details will pull across to Bursary16+

Please ask your CSM connect the platforms for you.

Schools & Settings

Bursary Application Year

In the ‘Schools & Settings’ tab you
s can edit the bands to suit your
school, and enter the total
allocation you have for that
academic year.

+00 +000 +000000 ¢
F ot [Pl 1

In this area you can also set 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

Application Year Child Allowance Number of child start from Number of child start to

202112022 100.0 0 Edit Destroy
2021/2022 100.0 1

New Child Allowance Band

Edit Destroy




4. ADDING AN ACADEMIC YEAR

Overview Reports Recent Activities Application Groups Tasks Calendar

To create a new academic year, you simply
need to assign one student to that year.

You can do this by creating a test student via
Manage Users

Registered Students

s g
----:EE!!—-— == You then go to that test student’s profile and

st allocate the academic year you wish to begin
i N il working in.
T—— w| At this point, the new academic year will
— 5 £ become visible on your dashboard.
:: Erddle i Bursary Application Admissions Year 2021/2022 ‘ K e Bas
Gender Empty m Overvie w R &

School




5 GRAPHS & GROUPS

The graphs on the dashboard will be populated with data once you start customising your schools &
settings tab.

The graph on the left shows the allocation & remaining amount for the school overall; the graph on the
right shows the allocation & remaining amount for students within that school.

School Expenses Sub School
Bursary 16 Demo

Student
Annabell Donnelly

Applicaa Demo

0 100 200 300 400 500 600 700 800 900
-50000 0 50000 100000 150000 200000 250000 300000

Spent Remaining Percentage Used
Spent Remaining

You can create and edit application groups in your platform, to categorise and separate lists of
students as you need. Students must be manually added to groups and you can choose whether
they can be part of one group only, or multiple groups.

+ Add New
Grouping mode @
Student can only be in one group atatime | @  Student can be in multiple groups
Send email when adding students to group at the table «©
Showing 110 14 of 14 entries Show( 505 ¢ jenities

Students




o DASHBOARD TILES

There are a few tiles on your dashboard as defaults; these are ones we think you will find useful but you can
switch them off via Settings, Form Settings, Dashboard Settings.

You also have the option to add your own custom tiles to create lists of
students based on your criteria; simply click on the + icon to begin.

] EEENEEEENED N®
£ | Bm
e
813 B30

You can then choose a name, colour and filters for your tile, and e N -

click Save Card. oo |
Response > ry Year Sub School
Reference Form >
s Resar> Approval Band ADVDHcd‘U?n Group

Students will automatically be added to your tiles as they meet your oz :

criteria, and by clicking on the tile you will see a list of only those Avarage ot

students. skl e P
2:::::::|> Expected Tu‘rmn: Evmry \mf)orlcd From

There are many filters and options available so for common choices —

or guidance, please ask your CSM. - prv—

Date Submited IsOn dd/mm/yyyy (3
EXE




-

Your student homepage will be configured during your onboarding
tasks but if you would like to make changes after this, go to the
Settings cog in the bottom left, then Form Settings, Student Homepage

Student Code: U-B6A0

a0 8
Test Internal FN Test
External FN (121212004
-
Gi
Form Status
Bursary Form
Update
Continue Application
Bursary Status ELEXELED)
Not Started
Withdraw

Welcome
Welcome!

Solihull Sixth Form College believes
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 ema
the Bursary Team at bursary@solihulisfc.ac.uk or phone them on 0121

709 7803

Here is an overview of the flow
of the platform; students
complete their application then
once they are approved onto
the fund by the system (using
the bands you have set up),
they gain access to make
requests from the school.

Students then log in to their
profile to make requests
throughout the year as and
when they need.

STUDENT HOMEPAGE AND WORKFLOW

Amanda’s Journey to
Easy Bursary Management

3

Bursary 16+

Approved Students

Gain access to the item request area

Students easily access
new school resources
School ready for
EFSA audit
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Please see on our Knowledge Base, a PDF guide on how to customise your application form

There are questions on the household
information step that trigger questions on the
income step ie if the student selects that they live
with one parent, they will only be prompted to
provide one set of income information on the
following step.

For personalised training on how to customise
your form and add questions specific to your
school, or for any further guidance, please
contact your Customer Success Manager.

APPLICATION FORM
CONFIGURATION

As you saw in Slide 2, the ESFA have published ‘common errors’ on why schools may fail the audit,
so you can be sure to include all necessary questions in your form.

Welcome Agreement Pupil Household Information Income Dependent Children Bursary Summary
Family Setting

Who do you usually live with?’

Changing this answer will reset any answers you have added to related questions that become hidden

Both parents

Mother

Father

Other family member
Legal Guardian
Living Independently

« If someone other than your parent (eg. Legal Guardian or Other Family Member) is responsible for you financially, please fill in their
details below.

* If you are living independently, then please fill in your own details below

Title’
First Name
»
oo ] ]



https://helpdesk.applicaa.com/how-to-customise-your-application-form-pdf-guide

O EMAIL TEMPLATES

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

The platform has several email templates already available for you to use. We would recommend having a look
through these templates, seeing which ones you would like to have switched on / off, and making any changes
to them to reflect the messages you would like to use at your school.

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

Please see this video for an overview of the communication area, and of course contact your CSM for additional
help and guidance.

Communications

ual Messages Automated Messages

Showing 110 4 of 4 entries Show| 's0; ¢ |entiies

Email Subscriptior Type Template Name Subject Send from Send to Triggered by Phase Triggered when Repeat Enable

=2 Duplicate Application ~ Duplicate application ~ admin@applicaa.com  Student Staff Application Form Duplicate application ~ N/A o
Deleted detected for Zebra deleted
Bursary 16 to 19
School Demo

9.SCHOOL_NAME  admin@applicaa.com  Student Applicant Application Form N/A



https://helpdesk.applicaa.com/update-to-email-area-templates

10 REQUESTS & EXPENSES

Once students have been awarded the bursary,
they will be able to access the request area; this
button will become visible on their homepage,
allowing them to request items from the school
bursary fund.

Request

Request type

Reason

Amount

4\ Home Page
Student Code: 2GMF ()

a8
Bettie Demo
@ Morissette (2810412005

orm Status

pleted

A

@)
Lo

Bursary Form
[ o e e

Bursary Status EXEZZS)

Awarded

& & Bettie Demo Morissette

Welcome

Welcome!

Solihull Sixth Form College believes o
everyone should have access to an

outstanding education. Our bursaries

are awarded in cases of financia

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
esources 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

Students can then add requests using the form you
have customised, select items preset by you, and
upload evidence of purchase, or a link for the school

to purchase on their behalf.

A list of all previous requests is visible to the students
so they can track the progress.




1 REQUESTS & EXPENSES

Staff members can log in to process students requests; you can set email notifications for each request
or you can check periodically, filter by which are pending status, and process as needed.

Overview Reports Recent Activities Application Groups Tasks Calendar All Activities Requests Expenses Schools & Settings
Approve Action Complete Decliny Delete Send Em:
& Export
Showing 1t0 10 of 18 entries Show | 10' ¢! jentries
=) Id Student Code Date Students Schools Request Type Item Amount Reason Status
o @ 1s3s 26MF 08/06/2022 Bettie Demo Morissette  Bursary 16 Demo Reimbursement BUs Tickets £12.00 Travel to school
g @ s | seLc | 08/06/2022 Adelle Nicolas | Bursary 16 Demo | Purchase School Trip £5000 Geography [ Approved]
1854 NROO Alan Hickle Bursary 16 Demo
a @ 1620 awyQ 25/05/2022 Zena Tromp Bursary 16 Demo Purchase Printer Credits £10.00 m
O @ ne20 awya 25/05/2022 Zena Tromp Bursary 16 Demo Purchase Book £5.00
o @ us3s 2GMF 28/04/2022 Bettie Demo Morissette  Bursary 16 Demo Purchase Book £5000 Needed for Psychology
g @ meo I GaU1 | 28/04/2022 Aryan I Bursary 16 Demo I Purchase School Trip £100.00 Needed for History =
1312 J89Z George Bursary 16 Demo
O @ 1ns3s 26MF 25/01/2022 Bettie Demo Morissette  Bursary 16 Demo Reimbursement Bus Tickets £2000 Travel to school =
[} E’; 1535 2GMF 10/12/2021 Bettie Demo Morissette Bursary 16 Demo Reimbursement Bus Tickets £20.00 Travel to school
o @ 1us3s 2GMF 09/12/2021 Bettie Demo Morissette  Bursary 16 Demo Reimbursement Bus Tickets £25.00 Travel to school
o 2 m3n UCR6 0812/2021 Annabell Donnelly Bursary 16 Demo Purchase Scientific Calculator £1200 Homework =)
‘ >

School Expense

In some circumstances you may wish to raise an
expense to be taken from the overall school bursary
fund, rather than an individual student’s allocation.
For this we have the ‘Expenses’ option.




12 ADDITIONAL SETTINGS

When a student has been eligible for the bursary during Year 12, as per the ESFA 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’ -

Bulk Update Users

You can do this individually via the student profile, or in bulk by going to the registered
students table, selecting the students you wish to activate the application form for again, and
choosing Bulk Update.




THANK

We hope you have found this guide useful.
To book training, please contact your CSM




