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THE TIMELINE

1. You configure the questions which need to be answered by parents in your new form - this will already have been
cloned for you from last year’s form.

2. You publish the link to your new season’s form so parents can register, create an account and apply for their child
to sit the test (Summer Term).

3. Children sit the test (September) and the results are processed.
4. You receive the results and these can then be uploaded into the Test Results phase of your Exams+ form.

5. The results can be shared with the parents in two ways; either by email (using mail merge tokens) or by turning on
the "Test Results" phase and inviting parents to log in and view the results.

6. Based on the results, parents can then make a decision about whether to apply for a Grammar School place for
their child, via the Local Authority.

7. Schools receive their Local Authority lists and can then ask parents to complete their admissions/data collection
forms via their Admissions+ system (March).



How to see your new form

Click on the blue wording in the upper left of your dashboard and then click “forms area/multiple forms”.

Entrance Test Registration Admis.. v

Overview Reports Rece ctivities Ap|

Tiles

Entrance Test Registration Admis... v

Entrance Test Registration Admissions Year 2027/2028 3¢

Entrance Test Registration Admissions Year 2026/2027

£ Forms Area /




Your tiles area will appear and will look something like this:

Applicaa High School List view B GV =TT LRl = Archived Forms l§ B4 Upload cover

B Year7 o 3 8 vear €:
Entrance Test Registration Entrance Test Registration
2027/2028 2026/2027

220 @0 #s0 2217 @5 F8 11

E Year 7 @ a :
Your new form will already have been created for you Entrance Test Registration
(cloned from your previous cycle) and you will see it in this 2027/2028
area. il

Turn on the toggle switch to make your new form active. 20 B0 FB0




How to close your old form

Now that your previous cycle has finished,
you don’t want parents completing

anything further on that form.

SN SETTINGS -
|n yOUf‘ Old fOI’m. @ Application Form
Navigate to settings > application form > e
and click to disable the phases. & —— |

Customise Application Journey

All Phases >3 Sort Phases
Build your student application process step by step. Arrange

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

2. Entrance Test Registration Form R N N2

1. Account Creation

3. Test Results S N N2




You can also archive old forms in your forms area if you wish to keep your main forms area tidy.

B Year7 10 | ’

2022/2023 2022/ set as defaut st v [CRRERY + Newaopicaton o

ranceexa

Open
Edit
Change color

Change icon



Customise Texts & Buttons

Show New Application block

Show New Application button

Editing your landing page and other messages

Navigate to settings > form settings > landing page.
Here you can edit your initial message to parents and
check your configuration mode. For Exams+, this should

be set to “only parents can register”.

You can also update any images here as needed.

ae

New application title

Welcome
Description
Paragraph viB Y I =E=E=Z= S @ Av v Ay

Thank you for your interest in Our Grammar Schools. To register your child for the entrance exam
you will need to register for an account.

Configuration Mode

Choose your landing page configuration mode:
O Only students can register @

O Students & Parents can register @

O students and parents must be imported by staff @
@® Only parents can register @

O New Application area hidden completely

Welcome

Thank you for your
interest in Our
Grammar Schools. To
register your child for
the entrance exam
you will need to
register for an
account.

Forgot your password?
Trouble logging in?



Navigate to “parent homepage” to edit those messages, update your settings and change
any images as needed - this is what parents will see once they have logged in.

Parent Homepage Landing Page Application Groups Form Groups Student Profile

General Settings

@) Parent Must Accept School's Policy @) Parent Must Accept Applicaa Policy
General Welcome Message
Messages on parent's homepage Parent Homepage Image

You could consider changing the wording of the action buttons to suit your process:

Children Status Config

Button text for new application button Register a child

Button text for continue application button Continue Registration



Checking your email templates

The email templates area is really useful and can automate a lot of your processes!

ot At b There are some automated emails you will need to check - you can

preview and edit them by scrolling right on the table.

rred when Repeat Enable Actions
Manual Messages @

“«

Automated Messages @

Scheduler Messages @

s B W
Message Summary
to interview N/A (3] Atz RORT|
Meetings
Events )

Top Tip: check all active emails to make sure the wording is appropriate for your process.



Priorities for checking ahead of launch - filter your “send to” column to “parent”:

Search in table

Showing 1to 9 of 9 entries (filtered from 34 total entries)

Type Template Name Subject
Search Templ. | arch Subject
£ Parent Confirmation
Instructions
& Notify Parent
Application
Complete

Show 50 # entries

Send from

Welcome to
[SCHOOL_NAME]'s
Online Application
Form

{{STUDENT_FIRST_N
AME}}
{{STUDENT_LAST_N
AME]}} has completed
their application to
[SCHOOL_NAME]

© § Triggered by

Phase

| + Add new message I 1 + Add new folder E

(I Hide system messages

Triggered when




Create any manual templates now so they are set
and ready to use later on in the cycle - future you
will be grateful!

Check who the emails are being sent from and
who the replies will come to - set your defaults
here:

Set default email

You can use this area to update the default sender and reply-to
email address for your general and automated emails in this
form

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

—_— _
admin@applicaa.com

Reply to email (to add a new email, start typing and hit ‘Enter to save)

Communications

Manual

All Manual Messages chhin:ble

Showing 1to 50 of 56 entries
Emails

Summary

Show

+ Add new message | 14 Add new folder | §

50 ¢ entries

Notifications Type Template Name Subject Last Updated Times Used Actions
sMs m Archive 17/03/2022 deho]
B _test folder 01 0110/2021 Z Bl
Set default email
-
[ + Add new message ] l + Add new e

Email Message Design
Send Test
Find and Replace

Set default email

Export

Times Used

]

You can use this area to update the default sender and reply-to
email address for your general and automated emails in this
form

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

From address (to odd o new email, start typing and hit ‘Enter’ to save)

Reply to email (to add a new

email, start typing and hit Enter to save)

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!



mailto:admin@applicaa.com

Customise your email templates in bulk - add a header and fo

2

r'4

+ Add new message J ‘ + Add new folder ] H

Email Message Design

end 1es

Find and Replace

ted Times Used Acti Set default email
Export

023 e

023 ZB0

oter, and your school or consortium logos.

Vv School logo(s)

Logo Left

Choose file | No file chosen

[ Remove?

Logo Right
Choose file | No file chosen

O Remove?

A Email Header

/N Email Footer

Copyright © 2024 Applicaa - POWERING SCHOOL APPLICATIONS

Registered Address:
23 Abdale Road
Shepherd's Bush
London W12 7ER



Insert mail merge fields and add attachments as required to personalise your messages.

By using personalisation tokens, you can mail merge personalised content to your recipients.

X4 Insert Field @

= 5 @ Av Av Alv iz =

T @vee By— 2 Qvy@v QSource @

On the day of the test, please ensure — — arrives at least 15 minutes prior to the scheduled start time.

@ Attachments (File from computer will be uploaded and selected if exist)

+ Add Attachment

« Back




Configuring the Exams+ Registration Form

Navigate to settings > application form and disable any phases not in use at this time in the cycle.

Customise Application Journey

All Phases 23 Sort Phases

Build your student application process step by step. Arrange
phases in order, choose what students can see, and add your
school's requirements. Your changes save automatically.

SETTINGS 1. Account Creation

Application Form 2. Entrance Test Registration Form & (v A
Disable this phase

Subject Options ) 3. Test Results R ¥ £




You can also rename the Application Form phase to something more appropriate for your intake, if you like:

1. Account Creation Edit o} details, visibility

settings and requirements

2. Entrance Test Registration Form & Y |7

Edit Phase: Entrance Test Registration Form

Name

Entrance Test Registration Form

@@ visible to Staff on Student Profile

Internal Applicants External Applicants
Lock form after submission @ OFF Lock form after submission @ OFF
Disable submissions @ OFF Disable submissions @ OFF

[ stand alone @

(] Trigger by condition

Close Update Phase



Make any changes to questions/fields - are there questions you wish you’d asked last cycle? Now is the time to
add those in!

Navigate to settings > application form and click on the name of a step to open it, and then select | want to
make more changes in order to add or amend.

Customise Application Journey @ Switchtooldview  § G

Click any phase below to open it and customise the steps students will complete. Add !

All Phases G Sort Phases ones to fit your school's process.

Build your student application process step by step. Arrange

" 1. ACCOUNT CREATION
phases in order, choose what students can see, and add your L pes ~
school's requirements. Your changes save automatically.

1. Account Creation 2. OFFER Osteps A
2. Ofter & S 2 B 3. ADMISSION FORM 9 steps v, @I Visible to Student @) '
I
tep 1: Student Basic Details
3. Admission Form ® Vv 7 [&p p— p— y &
Step 2: Support Information 2 i3
4. Meeting _
Step 3: Agreement 2 ]
Student Basic Details ~ Allowing new registrations ( o 5 Open Full View
Enable for Internal External
Preview this step Internal Student External Student 2 | want to make more changes
Settings that apply to ALL applicants
1. Would you like to collect phone numbers from Student Basic Details
applicants during registration?
Internal External Please upload a recent passport-style photograph of yourself max 2soms
® Yes ® Yes
[
O No O No

2. Which number would vou like to collect from . Legal First Name’ Legal Last Name*




You can choose which steps to have active and which
questions you need parents to answer.

Do you need them to provide an image of their child, for

Your child’s details. »~

example, for confirmation purposes on the day of the

test?

Question

Please upload a recent passport-style photograph of the child

Click “+ New Question” and you will be prompted to
choose what you would like to add.

Here is a link to our form customisation guide.

Add a new question

5

Pre-defined Question & Fields

MIS Compatible

Explanation Text Block

Student Basic Details 7

Question

Please upload a recent passport-style photograph

of yourself

Legal First Name

O

Custom Question

Non-MIS Compatible

Add paragraphs to the form so you can explain more details to applicants.

X °
MIS export Internal External isible on Actions

BECO H®CD Foflo

[ @) \/ u]

& €D N o @) €D 20

(o @) o @)

If your system is an Exams+ system, there will
not be any integration with your MIS (this
tends to apply to consortiums). If your system
is an Admissions+ system, MIS integration will
be in place.


https://helpdesk.applicaa.com/application-form-customisation-guide

In the Preferred Test Centre step, you can give parents
the option of where the child will sit their test. This will
apply if you are part of a consortium, or have multiple
test venues.

In the Sharing Your Child's Results step, you can give
parents the option of which school(s) should receive the
results for their child. This can be configured so that only
the relevant schools are displayed to the parent (for
example, so that their daughter's results aren't shared
with any Boys' Schools, or vice versa). See how to set
Conditional/Toggleable Fields here.

In the Sitting Other Entrance Tests - Clashing Dates step,
you can ask parents to specify if they have already
registered their child to sit a test at another centre.
(Technically, the child should only be sitting the 11+ exam
once).

Step 6: Preferred Test Centre /

Step 7. Sharing_your child's results /2

Step 8: Sitting Other Entrance Tests - Clashing Dates /

Pate’s Grammar School - Cheltenham - boys and girls
Yes No

Ribston Hall ngh School - Gloucester - girls only
SUppo Your Child's Gender

Yes No

Sir Thomas Rich's School - Gloucester - boys only

suppe Your Child's Gender

Yes No


https://helpdesk.applicaa.com/toggleable/conditional-questions

Configure your properties so they are correctly formatted in the way you prefer.

I first name
Showing 1to 2 of 2 entries (filtered from 377 total entries) Show 50 ¢ entries
Category Apply For Name Code MiS Lookups imported? Used in number of fields Actions
Basic Details Student, First Name first_name SIMS No 200 V4
Guardian,
OtherGuardian,
EnquiryUser,
Parent, o
EnquiryChildren, Tide
First Name
Navigate to settings > properties > e it O
ro erties Capitalise First Letter of Every Word v
p p ’ Texts
none
Here’s a guide to our properties area.
g_ p p Capitalise First Letter of Sentence
ALL CAPS
all lower case
Title *
You will see the option to configure FhensMinber
properties like Postcode formatting to Phone format @ * Unique Code: @ *
ensure it is entered in ALL CAPS, or format SRR v | Resaabs
First Name and Last Name to Capitalise First Default value: @
Letters, for example. et

Do not include spaces in the number.


https://helpdesk.applicaa.com/propeties

Preview the whole form as external students to see the form from the perspective of the parent and
check if it is all working as expected.

Allowing new registrations @J ) 2 Open Full View

Preview this step Internal Student External Student % | want to make more changes

THIS APPLICATION FORM MUST BE FULLY COMPLETED DEAD LINE DATE

Your child’'s details.

Please ensure that the names you enter on this form are your child's LEGAL names with the same spelling as those you enter on any other
forms, especially if you apply to other Grammar Schools outside Applicaashire. These must also match the names and spelling you use when

you complete the Common Application Form for your Home Local Authority in October after you have received your child's results. This also
applies to your child’s Date of Birth.

Eligibility to sit the Entrance Test - Expected Dates of Birth




Generate a test parent and student to practice with.

Make yourself an account as a parent first, and then add a student and link them together (you’ll be
prompted to do that). This will enable you to complete the whole process to try it out from their

perspective.
MANAGE USERS Add User

Manually Add People I

Select the type of user
Duplicate Students

Staff ]

Student v ]
=

Duplicate Agencies [

Parent




Check your Global Form Settings: settings > application form > global form settings.

The wording of your “Submit Application Text” button can be edited - perhaps consider rewording to “Save &
Submit Registration”.

Global Form Settings

Submit Application Text ~ Save & Submit Application

Global Form Settings

Submit Application Text Save & Submit Registration

Maximum postcode characters including spaces 8 s When you are ready to launch your form, ensure the
switches highlighted are both turned OFF.

What type of user can apply ©@

QO Students (® Parents O Parents & Students

Prevent parents from adding new applications €
Turn off registration button on landing page. &



Publish Your Link

When you’re ready to launch, copy your link from the forms area and paste it onto your school or consortium website.

B Year7 @O :

Entrance Test Registration

2025/2026
extranceexam ’

KR7 @4 @B1




Managing Your Registrations

You may receive a large quantity of registrations to sit the test, and it will be important to manage these effectively.

The use of dashboard tiles and application groups will be useful to keep track of who is sitting at which test centre (if
applicable), who attends on the day of the test and who requires SEN provision, for example.

Tiles + v

22 7 v 4 o 1 = 4
Registered Students Applications Completed Vision Impairment Test 1 Access Arrangements

Entrance Test Registration Form Statuses

3 0 4 0
Incomplete Awaiting Reference Completed Declined
(o] 0 (o]

Withdrawn Deadline Missed Waiting List

Create dashboard tiles by following the steps in this guide.

Create application groups by following the steps in this guide, and add children to the groups using this guide (you could
create groups for "attended" and "did not attend", for example, so you know which list of students to export in
preparation for uploading their results).


https://helpdesk.applicaa.com/how-to-add-dashboard-card-in-admissions
https://helpdesk.applicaa.com/how-to
https://helpdesk.applicaa.com/how-to-add-students-to-an-application-group

Chasing Incompletes

You can chase incomplete forms by sending reminders to Tiles
the parents - either manually, or by scheduling an
automated chaser.

W/ v 4

Registered Students Applications Completed

Click the “incomplete” status on your main dashboard. ion Form Statuses

3 0 4 0
Select them all using the checkbox and then click Aualling Reserence Completed pecined
. . . v o o
“communications” > “send email”. Withdrawn Deadline Missed Waiting List

You can then type a message and send to the parents of
the selected children, or insert a premade manual
template.

Change Application Status  Make Offer Change Offer Status  Change Enrolment Status  Change Internal Status Change Phase Status  Addtogroup  Remove from group Reset Passw

Change Colour = Bulk Update  Addtointerview Export ToPDF@  Confirm Account
Send SMS
Showing 110 7 of 7 entries 7 rows selected Show 10 ¢ eniries Send Reference Requests
Send Custom Email to Referee
| D Student Code First Name Last Name Birthday Gender Email/lUsername Send Notification
20 NU7M Deesha Assani 05/07/2010 Female kalpnabhudia@yahot  Send Student Welcome Emall
Send Parent Weicome Email
21 JaNX Deesha Assani 05/07/2010 Female mitesh assani@gmail

School




To schedule an auto-chaser, navigate to communications and events > communications > automated messages and
click +New Message.

Set your initial configuration and move through the wizard to send the message “when an applicant does
something” > “has been incomplete for a certain amount of time”.

When a student’s form meets these parameters, the email will then be triggered and sent to the parent
automatically.

O O O

SetUp Advanced Settings Emall Template
Communication Type * Tomplate Name @ *
Emag Incompiete
Subject Header * Target Audience *
Please complete admission form Parent
Sender Email @ * Reply-To Email o ot o sew emall, start typing and it Enter’ to sove) *

Template Description

Set up how would like to send this email here

‘When applicant does what? * When applicant does what? *

Automatically when an applicant does something

Select phase applied to *
I— e e
Send after S day(s) § 0 hourls) O minute(s)

p Repeat emall afterevery 5 day(s) until they submit l

Has been incomplete for certain amount of time




Scheduling Your Test

You can use the Meetings area to schedule the times and locations of your test, and then invite parents to
confirm the attendance of their child.

Communications & Events > Meetings

Click to “Create new meeting”.

Search for meeting ralll + Create new meeting

Complete the Set Up step by adding the title and description of the meeting, as well as deciding how the
meetings will be scheduled - will you allow them to choose their own timeslot, or will you assign these for them?

Set Up

Title (keep it user-friendly, this will appear in your email invitation) *

Entrance Test

Internal Meeting Name @

AM Session

Description (keep it user-friendly, this will appear in your email invitation) *

Details of your child's Entrance Test arrangements.

How will the meeting be scheduled?*

O Applicants will be invited to choose their own meeting slots O staff will assign meeting slots before sending out invitations.

Attendee Actions
Allow attendees to cancel or reschedule their meeting slots. Confirmation emails will be sent automatically to notify staff of changes.

Should attendees be able to cancel their slot? Should attendees be able to reschedule their slot? @

O Yes ® No O Yes ® No



Configure the corresponding email templates:

Invitation Email* ©
Email Subject Header

Confirmation Email* @

Invitation to interview at [SCHOOL_NAMEJ}} {{SCHOOL_NAME}} Meeting Confirmation Details

Customise invitation message to your recipients, by using personalisation tokens Customise invitation message to your recipients, by using personalisation tokens

Mail Merge Field : Mail Merge Field 2

Paragraph v B U T === 5§ @ AvA~ : Paragraph v B U I === § @ Av A~
Dear {{CONTACT_TITLE}} {{CONTACT_FIRST_NAME}} {{CONTACT_LAST_NAME}}, . Dear {{CONTACT_TITLE}} {{CONTACT_FIRST_NAME}} {{CONTACT_LAST_NAME}},
This email is in relation to the entrance test application for {{STUDENT_FIRST_NAME}} This email is in relation the application for {{STUDENT_FIRST_NAME}}
{{STUDENT_LAST_NAME}} at {SCHOOL_NAME}}. {{STUDENT_LAST_NAME}},

Your child's test details are as follows: Thank you for accepting your meeting invitation.
Meeting: {{INTERVIEW_TITLE}} For your reference, please see the details below.
Time: {{START_TIME}} Meeting: {{INTERVIEW_TITLE}}

Date: {{START_DATE}} Time: {{START_TIME}}

Location: {{LOCATION}} Date: {{START_DATE}}

Description: {{DESCRIPTION})} Location: {{LOCATION}}

Please click on the link below to log on and respond to this invitation. Description: {{DESCRIPTION}}

{{LINK}} Kind regards|



Note - you can check and amend the master copies of your invitation templates by navigating to communications
and events > communications > automated messages if required.

invite ml

Showing 1to 4 of 4 entries (filtered from 53 total entries) Show| 50 ¢ entries

4 S EEEEEEEEEE———

Type =~ Template Name Subject " Send from " Sendto
Search Template | Search Subject - =
(7] Invite parent to an Invitation to meetin admin@applicaa.com Parent
Meeting
= Invite parent to an Invitation to meetin admin@applicaa.com  Parent

Meeting (parent
select meeting slot)



Add new meeting slots

SAT

Start date @ 31110/2023
Start time @ 16 <l & -
End time @ . = . . .
* = Add the date of the session, and set the session start and end times,
\ S and how many students can be accommodated in that session.
Yes -

repeating slots?

\ Repeat on

You’ll then be able to assign staff to each slot if required, and add a
= Repeatends 22/12/2023 . .
location (both optional).
Length of each slot minute(s)
Gap between slots minute(s)
Number of attendees per slot @ 1 student(s)

You can update the assigned staff, attendee number, and location for multiple slots at once by selecting the corresponding rows and making changes in bulk.

11to 12 of 12 entries

Meeting date Start time End time Assigned staff I Maximum Attendees I

Wednesday, 13/12/2023 15:30 15:45

A
v

1

Wednesday, 13/12/2023 15:45 16:00

-




Dacambains The meeting will then be displayed on the calendar, and you can

e repeat the process to add as many more sessions/times/locations as
needed.
13 14
1_5:320 =180 _ You'll then be prompted to add students to the meeting - either one by
@1 1528 . . . .
one, from a group, or by using the advanced filtering option.
All meeting slots Al 12 Added 0 Invited | 0 Confirmed | 0 Completed | 0 Incomplete | 0 Not Attended 0 Not Confirmed | 0 Canceled 0 /

Make Offer Change Offer Status Communications Reset meeting status ~ Add o group Remove from group Remove students <+ Add students

Add new students to the meeting

Student
Depending on your setup, you will either be prompted to
invite students (if they are choosing their own slots) or first

s to allocate students and then invite them (if you are
assigning appointments for them).

Filter

When you click to invite the students, you will be shown
the email template again so you can check it before clicking
send.

I “ “ <« x

Add to meeting



Adding students to a meeting from your main
dashboard

Select a tile or a category, to load a list of students.

Select the students you want to add to a meeting and
choose “add to meeting” (this relies on you having
created the meeting already).

You can then return to the meetings area to send your
invitations.

Change Colour = Bulk Update  Add to meeting Export To PDF © C¢

Fiter  Applications%20c... "f View | Select a view 4

Displaying students 1-10 of 62 in total 62 rows selected

ID Student Code First Name Last Name
19717 U-75CC Hany Nguyen
15253 U-E452 Student282 Student282

Tiles

% 208

Registered Students

X 67 26
Awaiting Reference Medical

Application Form Statuses

13 67 24 (o]
Incomplete Awaiting Reference Completed Declin
2 0o O

Withdrawn Deadline Missed Waiting List



Inviting Registrants

Once you have added students to a meeting, you then need to send the invitations to their parents. Visit your meetings
area and click on the “all” button to see the list of available meeting slots.

You will be notified if you have added any students who have not yet been allocated and/or invited and you can click
the action buttons (“invite students” for example) to complete the process and send the invitations out.

Guidance Meetings [/

All 12 Added 2 Invited | 2 Confirmed | 0 Completed 0 Incomplete | 0 Not Attended 0 Not Confirmed | 2 Canceled 0
5] Wednesday 13th, December 2023 ® 15:30-18:30 Eesd ©
/A\ You have 4 unallocated student(s) View details

/\ You have 4 applicant(s) that have been allocated but have not been invited View details



To check the status of your invitations and ensure they have been sent, scroll right on the table to view the
Invitation Status column.

Invitations have to be sent in order for the parents to be able to respond (accept or decline) so you can
track responses.

Displaying 12 students Show 50

v entries
4
[J Meeting Date Time © StudentCode = EmaillUsername = School =~ Room = OfferStatus  Enrolment Status  Application Group ~ Meeting Status ~Invitation status
[ 03/11/2023 12:00 - 12:30 U-47EA frost@example.com Greenford Accepted Enrolment waiting list New Ranked Group denied
High School 20/10/2023 09:02:56
- Sales AM
Demo

M 03/11/2023 12:00 - 12:30



Tracking Responses

ig Jason Bourne Student Code: U-8E2D (3

School Message
Welcome to the application portal for Test Grammar School.

EXAM TEST DAY

Entrance test for 2025 intake
5 14/09/2024 09:00 - 12:00

®© Main Hall
Decline

Exam test day [/

Al 3300  Allocated 5@ [ Invited |5 @ ) | NotConfirmed 5 @

£ Monday 17th, October 2022 ® 10:00 - 11:00

] saturday 14th, September 2024 ® 09:00 - 12:00

Once you have sent your invitations, parents will log into
their accounts and will see something like this.

You can track their responses by clicking on the coloured
boxes in your meetings area.

Confirmed | 0 @ Completed 0 @ Incomplete | 0 @ Did notattend 0 @ Cancelled | 0 @

Tutor Demo 2371

o 2 2/1

20
b
Je.

Declined 0@

9 School hall

© Main Hall



Registering Attendance

You can access an appointment directly from your meetings area, by clicking the pencil icon.

Meeting slots Al 2@ Allocated 42 @ Invited | 0 @ Not Confirmed 42 @ Confirmed | 0 @ Completed 0 @ Incomplete 0 @ Not Attended 0 @ Canceled 0 @ Declined 0@

Make Offer Change Offer Status Communications Reset meeting status ~ Add to grou

Displaying 42 students Show 50 v entries

4

[J Meeting Date Time Teacher Type of student '~ First Name '~ LastName ' Student Code Email/Username  School =~ Room = Offer Status
[J 02/02/2023 10:20 - 10:30 Tutor Demo Internal Ajoh 116684 U-5C86 student+16684@exa Greenford I Room B Pending
mple.com High

Mark as “completed” if the child attended and sat the test, or “no-show” if they did not.

< Saturday, 14/09/2024 <  09:00-1200 v >
Jason Bourne - < Resend invitation Meeting cancelled  [E] Mark as No-show

ZA Manage pins (& View full application . :
Meeting Questions

Application Form No question yet.

Your Child’s Details Child's Current School Mark as incomplete Mark as completed

Application Form Notice Home Schooled or at School

THIS APPLICATION FORM Is your child at school or home At School
MUST BE FULLY schooled?

p Remove from group Remove students ¥ Configure Meetings Settings

+ Add students

L Export

Enroimen Action

Pending

&

0 x



Imports

You can upload any other data which will be of use to you in managing your exams process.

For example, if you need to allocate seat numbers to each child, you could import that information into Exams+ and
then email it to parents ahead of the test.

You would first need to create the field in your application form. Navigate to settings > application form and either use
an existing step, or create a new one (maybe called “Test Information”). Use the Form Customisation Guide to follow

the steps for adding new sections and fields as needed.

2. ENTRANCE TEST REGISTRATION FORM 14steps ~ @) Visible to Student @X ) Visible to Staff 23 Sort Steps  + Add Step

Internal

Sten 1: Your Child's Details £ & E?(tomal Studor’|t ProﬁloO\

Add New Step

Step Name @

Test Information



https://helpdesk.applicaa.com/application-form-customisation-guide

You will then need to export a list of all children who are registered to sit the test, so that you have a CSV file
containing their key information, including their unique code. The unique student code is essential for
successfully importing the new data and linking it to the correct child.

Registered Students
< Switch to Old Table
Filter Select a filter 3 View Select a view v S e = e
Showing 1 to 10 of 478 entries Student Code
U-F9o8B
U-211E

U-20A8




~

w

~

(¥ [

Add your data to the CSV you exported and save

your file. U-4562
U-8E2D
U-D1EO

4VH6

Go to Data > Import > Start an Import and name
your file.

L e ", R )

Select Users > Existing Users > Students and then
attach your CSV file.

Map your import as follows:
Do you want to create Parent profile from Guardian/Contact?

You are importing Internal/External

Applicaad Demo
Jason

A

Lizzie

No

Bourne
B
Windsor

Unchanged -> if the stude...x %

Select a column to match student information at Admissions+

From uploaded file

From Admissions+

Student Code

Student Code

MATCHED COLUMN HEADER FROM FILE PREVIEW INFORMATION

° Student Code

First Name
Last Name
Birthday

Gender

Candidate Seat Number

U-4562
U-8E2D

Applicaad
Jason

Demo
Bourne

15/03/201
31/10/2016

Female
Male

Al
A2

Student Code First Name Last Name Birthday  Gender

15/03/2011 Female
31/10/2016 Male

13/11/2012 Female
10/10/2010 Female

ADMISSIONS+ PROPERTY

elect a value

Select a value

Candidate Seat Number

Candidate Seat Number

EBZERR



Uploading Test Results

Export a CSV of the children, and add your results data to the CSV you exported.
Go to Data > Import > Start an Import and name your file.
Select Users > Existing Users > Students and then attach your CSV file.

Map your import as follows: met@  eeos plosdesries

Do you want to create Parent profile from Guardian/Contact? No

You are importing Internal/External Unchanged -> if the stude...x %

Select a column to match student infor ion at Admissi

From uploaded file From Admissions+

Student Code x & Student Code x 8

MATCHED COLUMN HEADER FROM FILE PREVIEW INFORMATION ADMISSIONS+ PROPERTY
° Forename Ada Forename
Antony

Surname Aisel
Wambua

Surname

Student Code u167
U168

Select a value

Test Result UGS Score

79



The Test Results Phase

3. TEST RESULTS 1steps v

Step 1: Test Scores 2

This is an "office use" phase; it is
configured so that you can add data
to it (their results) but that the
parents can only view this
information; they cannot make
changes to it.

Edit Field: UGS Score

This question represent the property ugs_score
Title / Question *

UGS Score
Description

Paragraph v B

Ic
=
I
ihl
11|
I

Activate Word Limit

Activate Character Limit

500

openinanewtab (10

Parent can view but
cannot amend this data
\A

Locked if value is present @)

Save




You can choose whether or not to have the Test Results phase active by navigating to Settings > Application Form. If

you activate it, you can then invite parents to log into their accounts and they will be able to click and view their
child's results.

If you do not want parents to see the results in this way, do not turn on the phase.

2. Entrance Test Registration Form = B 2

3. Test Results R 2




You can create a Manual Message email template to send the results to the parents by email.

Communications

Manual Messages Automated Messages Scheduled M

ges M ges Summary

[ + Add new message ][ + Add new folder | $

All Manual Messages searchintable

Show 50O & entries
Showing 0 to O of O entries
Emails

t

Notifications Type "' Template Name "' Subject "' Last Updated """ Times Used " Actions Ly

When creating the email, ensure to use the mail merge fields for any data you wish to share with the parents. You can
then send the test results email to parents of all children who sat the test and for whom you have received and imported

results.
Mail Merge Field AGSB Score x 4 Insert Field @

Paragraph v ‘ B U T ‘

L
=)

Please see below for the results of the 11+ examination for _ _

®

Av Kv Alv = ;:‘Bv“ m. —




Update Staff Users

Check your list of staff users, particularly if you have had a change in personnel.
Ensure any staff who no longer work there are removed, and that new colleagues are added.

Set your Key Contacts - anyone set as a Key Contact will receive information from us such as important system updates,
invitations to events etc (we send these by email).

Settings > School Settings > Users:

Users & Permission 23 Resetpassword &3 Send Welcome Email  Disable Enable [J Delete 2 Importusers [EENNGRVESSVELTENY

Show 504 entries. 1to45of 45 entries
(=) Name Email Address Job Role Role ey, Status o
— Contact Email
/ Test: A1 oanh+1staffa@applicaa.com Admissions Manager / Director View All x 3 Deactivated Not sent

Job Role:
‘Admissions Manager / Director %

Permission:

Admissions v
I [¥] Key contact
Y| Enable staff @
Form types they can ® all
access
O specific

-



Do you have any questions?
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