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Classes Management
Navigate to the Timetables tab on your main dashboard and select Enrolled Classes Management.

You will be able to view all of your enrolled students, and their classes and you can change 

allocations centrally, rather than on individual student profiles.



You will see class sizes and be able to make decisions about where to move students to in the 

timetable, to balance groups or make case-by-case changes manually. 

Classes will be colour-coded to show any which are over or under-subscribed based on the class size 

limits you set. 



Use the filter function to show particular courses or students and click on a student’s 

class to open their allocation and make any changes as required. 



Once you have removed a student from a class, that subject will show as available, and you will see 

all of the potential blocks for that subject - drag and drop the subject into the block you wish to 

assign that student to. 



Once you have resolved that 

student’s choices, you will be able 

to go Back to Student Table and 

then Save Update.  



The Free Up Space function is useful if you have classes which are over capacity and you need to 

move students around so you can accommodate others - it works out possible resolutions for you, to 

save you working them out manually. 

It will show you any students who could move to a different block, in order to free up spaces in the 

class which is already full. 





Enrolment Reports
Navigate to the Timetables tab of your main dashboard, where you will see the Enrolment Report Page tab. 

This generates a report of your enrolment data and figures at that precise moment - it will be date and time 
stamped. 

This is a useful tool for providing analysis to SLT, for example. It contains items such as a subject analysis, gender 
balance, and a summary of achieved Maths and English grades (including a list of those who did not achieve grade 
4). 

You can run the report as often as you like - it will always reflect that moment in time. 







Creating Reports

Navigate to the Reports tab on your main dashboard. 

Here, you can create reports, or charts, to display your key data for analysis. 

If this is your first time visiting this area, you will need to Create New Dashboard. 

Once a dashboard is created and you have decided on the other settings, you can then 

create charts within that dashboard. 



Click to Add a chart to this dashboard and then select Students. From here you can select 

what property to display and how to display it. 

You can create as many charts as you need, to help with your statistical analysis and 

reporting of key measures. 









You can display charts on your main dashboard by clicking “customise dashboard overview page” and 

selecting “add to layout” for any charts you wish to display. 



Exporting Data for Analysis

All data within your system can be exported to CSV. You can generate as many exports 

as you like, re-download them, and clone them as needed. 

Navigate to Data > Export > Start an Export. 

Select the file type you want to export; a CSV of data, or a zipped file containing files the applicants have uploaded (like 

their statement of results, for example). 



You can export any data you need, but here are some CSV examples we come across quite regularly: 

● Application Form Subjects - a file containing all of the subjects each student has applied for (Year 12).

You can also export their course choices by 

block if they applied in Option Block format, 

and the status of each of their choices 

(qualified or not qualified) based on your 

specific requirements and their 

predicted/achieved grades. 



● SEN Status, Medical and Dietary Needs - information to share with your Medical & Welfare Team 

and/or SENDCo.



● Interview/Meeting Notes - the information inputted during a meeting, for all applicants who were 

met with.

You can use the Search fields function 

to search for the specific fields of data 

you would like to include within your 

export. 

You don’t have to run a separate export 

for each category of data - you can 

combine fields across multiple 

categories to build an export containing 

all of the data you need. 



● Application Step Status and Completion Date and Time - see who has completed each step of your 

application form, and when (useful to differentiate any who are “incomplete” because they haven’t 

started it yet, or “incomplete” because they are part-way through the process).



Choose the data fields you are interested in, and on the final screen you will be able to select which students 

you want to export the data for - perhaps only those who have enrolled, or only externals? 



Once an export is complete, you’ll be prompted to download the file. 

If you navigate back to your exports area (Data > Export) you will see a list of all exports, and you can complete various 

actions: 

Download - download a new copy of the export. 

Refresh Export - runs the export again, for the same list of students, at this moment in time.

Clone Export - copies the export, but allows you to change the settings and/or run for a different group of students.

Bin Icon - delete your export. 



2 Do you have any questions? 



THANK YOU
Support Line: 020 3667 0764


