Setting up your . ‘

new cycle
Year 7




The Timeline

Autumn:
¢ Parents apply via Local Authority

Spring:

¢ Prepare your Admissions+ form

¢ Receive your list from the Local Authority
¢ Import your list straight into Admissions+
** Send welcome emails to parents

* Parents complete your form

¢ Import your data into your MIS

Summer:

¢ Collect CTFs via the Wizard

¢ Allocate students to registration/form groups using the Sorting Hat

* Use the Transition Tool to collect information from their previous school



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”

Westfield Academy TEST Admissions Year ... Knowledge Base

Overview Reports Recent Activities Al

All Activities Group Link

In year Application 2023/2024 TIN Admissions Year 2022/2023
Year 7 Data Collection Admissions Form 2021/2022 Admissions Year 2021/2022, 2023/2024

Year 12 Admissions Admissions Year 2021/2022, 2022/2023




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

Applicaa High School List view + New Application Form E3 Upload cover

B Year12 { 7 ) : B Year12 Year12 | ;,, ) & B Year7 (:) : 8 (:)
Test Final 2027/2028 Test Year 12 2024/2025 Year 7 Admissions 2024/2025 Sixth Form Applications

Finaltest year12test year7/demo 2024/2025

20 @0 EBO 21 B0 B0 2R7 1 BT L3 @3 @O

Your new form will already have been created for you (cloned from your
previous cycle) and you will see it in this area.




@ Year7 *D :

Year 7 Admissions 2025/2026

Turn the toggle switch on to make it
active - it needs to be active to
enable importing/exporting with
your MIS.

20 80 @80




How to close your old form

Now that the previous cycle has finished, you
don’t want parents completing anything on

that form, as that data is now in your MIS and
managed there.

SETTINGS

Application Form

Subject Options >

In your old form:

Navigate to settings > application form > —
phase view and turn on “disable submissions”.
External Applicants
) Settings / Student Application Form ,
Lock form after submission @ [ @)
D Vi
Customise Application Journey step view Phase View \
Disable submissions @
All Application Phases 23 Sort Phases
I Phases Category s\tﬁ:i:rl\:; Z::::::‘;:;lo; Filter @ Actionsl
2. Admission Form Form Questions [ @) [ @) v 2z

3. Offer Offer [ @) Y 7




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

@ Year 7 B

Year 7 2022/2022 202219092

Set as default

Open
[RERVETE Card view [l CURTI=ILESI Ml = Archived Forms i B3 Upload cover

Edit

B19 819 @V Archive Form

Change color

Change icon
@ Year 10 Year 2




Editing your landing page and other messages

Configuration Mode

Navigate to settings > form settings > landing page.
Choose your landing page configuration mode:

Here you can edit your initial message to parents and check O Only students can register ©

your configuration mode. For Year 7, this should be set to O Students & Parents can register ©

“students and parents must be imported by staff”. ® Students and parents must be imported by staff ©

O Only parents can register &

You can also update any images here as needed. e

Fowerea oy | UppILUG

Show New Application block

New application title

Welcome

Description

We are so pleased that you have a place for your child at the school. Now, to complete

our admissions process, please log in using your email address and the unique
We are so pleased
that you have a place
for your child at the
Register For Events school.

Now, to complete our

Button text for go to event page Password

) . . admissions process, ] Remember Me
Tooltip text when disabling new application button please log in using .
| R S youremail address
Starting new applications is currently 'deactivated'. Please contact the school for more and the unique .
X . orgot your password?
information. password that was

Trouble logging in?

N

emailed to you.



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

The general welcome message is seen by parents across all intakes, but there is also a place
for you to add a separate, Year 7-specific welcome message if desired.

Year 7 Admissions (2025/2026) Welcome Message © Preview

Messages on parent’'s homepage Parent Homepage Image

¥ Show more



You could consider changing your configuration to suit your intake:

Children Status Config

Button text for new application button

Button text for continue application button

Also turn off:

- Show offer status
- Show courses you wish to study
- Show reference status

Start New Application




Checking your email templates

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

m s e NG @
Communications & Events

There are several automated emails you will need to check - you can
preview and edit them by scrolling right on the table

b
Communications v

rred when Repeat Enable Actions
Manual Messages @

“ap

Automated Messages @

Scheduler Messages @

g @ W
Message Summary
to interview N/A 1] e e RO
Meetings
———
Events )

Top Tip: check all active emails to make sure the wording is appropriate for your setting - if your intake is
for Year 7, ensure there is no “Post 16” wording in your templates



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

l + Add new message ] [ + Add new folder

Search in table (JP Hide system messages

Showing 1to 9 of 9 entries (filtered from 34 total entries) Show 50 ¢ entries

Type Template Name " Subject " Send from Triggered by " Phase Triggered when " Repeat
£4 Parent Welcome Welcome to Applicaa
Demo
= Notify Parent ([STUDENT_FIRST_N
Application AME))
Complete ((STUDENT_LAST_N
AME]) has completed

their application to
Green Abbey School




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

Communications

Manual Messages Automated Messages Scheduled Messages Messages Summary

+ Add new message | i+ Add new folder S

Search in table
All Manual Messages Searchiin table

. " Show 50 & entries
Showing 1to 50 of 56 entries

Emails
Notifications Type Template Name Subject Last Updated Times Used Actions
SMS W Archive 17/03/2022 Zacho)
i M test folder 01 01/10/2021 A=A
Check who the emails are being sent from and - Set defauit email
. . l + Add new message ] ‘ + Add new H
who the replies will come to - set your defaults T ——
email address for your general and automated emails in this
here: Email Message Design BECH
To update this for other forms you will need to navigate to the
Send Test email template area for that form
f I m -I : From address (to cdd o new email, start typing and hit ‘Enter” to save)
Dl Al ) =
! . ! f ' m | Ri il (to add a new email, start typing and hit ‘Enter’ to save,
You can use this area to update the default sender and reply-to d Times Used i Set default emalil i el e !
email address for your general and automated emails in this EXDOTT i
22 v ey

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

From addreSS°4- If you are seeing “admin@applicaa.com” in the From address, this means
admin@applicaa.com . . . .

you have not requested a DNS update. You can request this by clicking this
ROty 00,80 5 o it Skt om0 W o ) icon and adding the details for your IT Manager - it will then mean you can

send emails from your own school domain!
Update



mailto:admin@applicaa.com

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.

Mail Merge Field Student First Name x 4 I Insert Field @

= 5 @ Av EvAlvZ IZ @ e By — © & Qv 5)souce v

Paragraph v B U T

I Hi {(STUDENT_FIRST_NAMEJ}}

Congratulations|

Thank you for completing your application for 6th form.

We would like to invite you to enroll on [[DATE}}.

On this day you must be here in person and you will be asked to select your subjects. You will only be able to enroll on courses where you have meet the entry requirements.
You will need to on that day:

1. Check your personal details.

2. Select your subjects

3. Meet with our senior member of staff on your enrolment will start on {{TIME}} and it will take place in {{ROOM]}} If you have any questions please contact Mr Brown.

This can be done by phone on 5555 5555 55 ext: 555 or you can email on admin@demoschool.com

& Attachments




Preview Communication

You can also preview the email template
if you want to see how it looks

Dear {{STUDENT_FIRST_NAME]} {{STUDENT_LAST_NAME}}

Below is your login details for {{SCHOOL_NAME]}}
Email: ((STUDENT_EMAIL}}
Password: {{PASSWORD]J)

{(LINK})

= <

Log in to your account - Visit School Website

Copyright © 2019 Applicaa - POWERING SCHOOL APPLICATIONS

Registered Address
23 Abdale Road
Shepherd's Bush

London W12 7ER

Powered by | applicaa |




Your application phases and settings

Navigate to settings > application form > phase view and turn off any phases not in use (offers).

SETTINGS

Application Form

Subject Options )

Customise Application Journey Easy View (Preview) Advanced Step Vie




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

Customise Application Journey siepview Phase View ! Global Form Settings 4+ Create Test Application
All Application Phases 24 Sort Phases New Phase
Visible to Visible to staff on
s Cwory Applicants @ Applicant Profile @ ) Acom
= © ©
3. Offer Ofter » [ @) v 7

Edit Step: Application Form

Name
Admission Form

Description ] =
Phase: Admission Form

Internal Applicants

Lock form after submission @ [ @) Step Name
Disable submissions @ @ )
Edtacnal Apgicants Step 1: Child's Basic Details
Lock form after submission @ [ @)
Step 2: Parent/Carer
Disable submissions @ » Please list parent or carers in order of priority, starting with the contact that should be contacted first in the
O stana aione ° emergency

([ Trigger by conaition




Within step view, make any changes to questions/fields - have you got new User Defined Fields to add in? Are there
guestions you wish you’d asked applicants 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.
Click “+ New Question” and you will be prompted to choose what you would like to add.

UDFs can write back to your MIS, so they are great for capturing extra data that you don’t have to manually input -
you'll find them under “Pre-defined questions and fields”.

You can also add questions in as “Custom Questions” - these will NOT write back to your MIS.

Here is a link to our form customisation guide.

Add a new question

5 5

Pre-defined Question & Fields Custom Question

MIS Compatible Non-MIS Compatible () student date sims_udf_45 Date Picker

v Sims User Defined Fields

() Test UDF sims_udf_4018 Dropdown Single m

Select
Explanation Text Block

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


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

Not seeing your User Defined Fields? This will mean you need to make an update in your MIS first and then

re-integrate!

Add your UDFs in your MIS, then:

For SIMS, log into the A+ SIMS App - it will scan for updates and ask you to carry the updates over into A+.

For cloud-based MIS, go to settings > school settings > integration and click to Import UDFs.

General Settings Staff Management Role Management MIS Settings

Integration

Bromcom credentials are valid.

Authorized READ
permissions: Students YearGroups StudentContacts People Emails PersonAddresses Classes PreAdmission
SurgeryDoctors UserDefinedFields UserDefinedFieldlnstanceOptions CollectionAssociates YearGroupSubjec|
calConditions PreAdmissionStudents Languages StudentSchoolTransportinformation SENStudentNeeds SEN

Please make sure you also granted WRITE permissions:
Third Party Write Back - Pre-Admission Students

Third Party Write Back - Student Groups

Third Party Write Back - User Defined Fields Data

The instructions can be found in this document:
View Document

Download Lookup Values Verify Bromcom Credentials/Permissions Again

Bromcom User Defined Fields

Import UDFs

Welcome back,

IMS App

Admissions+ Username or Email

b
L.

Admissions+ Password
Admessions+ JRL ‘ ’

https:// .applicaa.com

Remember ma

Settings

SIMS Sattings [ ]

Proxy Settings @)




SIMS In Touch:

This field is NOT active by default on Admissions+ unless you added it last year already.

If you use In Touch and would like to activate that field so it writes back to SIMS:

- go to the Parent/Carer step of your application form
- Click + New Question

- Click parent/carer contact details and select the In Touch question to add it to your form

Add New Field

Properties Calculated Properties

Show long text (19 i

Showing 1to 1 of 1 entries (filtered from 322 total entries)

/ Category Apply For Name Code Mis

Property Groups

Existing Properties

Search existing fields Show 50 $ entries

Addresses >
Parent/Carer contact details v

3 . . » 3 Parent/Carer Guardian, After the child §in_touch_communication
Please specify your relationship ("‘. \ | Work Phone Number + ‘ contactdetails  OtherGuardian,  starts school,
- Parent this contact
Phone Work + \ | Should this contact be provided w... \ should
A
- receive school
Should this contact be provided w... \ Contact priority source + ‘ communicatio
. e ns via our
Translator required + | | Place of work + | parent mail
| ) system ie.
After the child starts school, this c... |l Job titie +| amaiisand
f SMS text
Contact first language +| | National Insurance number  + | PSS for
) J example
R s absence
! S conta ave iegal part messages, trip
z notifications,
Relationship e | Authorized to Collect student fro... | general
2

information
Parent/Carer address >

Telephones and Email Addresses >
Additional Contact Address >

emails etc)

New Property
in (oucd

Used in number of fields Actions

Yes 0 V4

Lookups imported?

Check in settings > properties
> properties to see what the
name of your In Touch field is,
and whether it is already
active in your form.




Check the links to any policies in your Agreement and Consent step - sometimes it is necessary to
remove old policies and add new ones to ensure the links are accurate.

Agreement

Policies / v () v ()

Policies that student must read
Test Policy G
Policy title *
Choose file [No file chosen




Preview the whole application form as external students to see the form from the perspective of

the parent and check if it is all working as expected.

Phase: Admission Form

Step Name

Step 1: Child's Basic Details 1

8¢ Customise Sections

23 Sort Quest

Visible on
Profile &

Preview Application Forms

As internal students

As external students

Preview
L Step 1] ! ! ! ! !

Student Basic Details Parent/Carer Details Support Information Agreement Religion Additional Information Courses
Student Basic Details
Please upload a recent passport-style photograph of yourself

Choose File | No file chosen

Remove?

Legal First Name* Legal Last Name

Test Internal FN Test External FN
(Preferred) First Name® Middle Name(s)®
Family Surname® Gender*

Male x &

Date of Birth*
12/12/2004

Year group applied for’

-«




Configure your address settings so they migrate correctly into your MIS as per your
school’s setup.

Address Block Configuration @ Apply to Existing Addresses Report

Address 1 <line 1> )
Preview
Address 2 <line 2>
Address 1 2 Westfield Road
Address 3 <line 3>
Address 2 Wigginton
Town/City
= Address 3
O ALLCAPS@ @® Normal Case
County/State <postalcounty> Town/City York
Country Rsdiol 48 County/State North Yorkshire
Postcode Country United Kingdom
Enter a postcode to test:

Postcode YO32 2JF
2 Westfield Road, Wigginton, YORK, YO32

Navigate to settings > school settings > address mapping.

Here is a link to our guide.

You will see the option to configure your address format, test how it appears and apply it to all addresses already in
your system to ensure they are formatted correctly ahead of your import!


https://3397601.fs1.hubspotusercontent-na1.net/hubfs/3397601/Our%20new%20Address%20Mapping%20update.pdf

Configure your properties so they are correctly formatted for transfer to your MIS.

Showing 1to 2 of 2 entries (filtered from 377 total entries)

Category Apply For Name Code

Basic Details Student, First Name first_name
Guardian,
OtherGuardian,
EnquiryUser,
Parent,
EnquiryChildren,

Navigate to settings > properties > properties.

Here’s a guide to our properties area.

Show 50

first name

MIS Lookups imported? Used in number of fields Actions

entries

i No 200 /ﬁ

Title *

First Name

Text format @ *

none R

Texts

none

Capitalise First Letters

ALL CAPS

all lower case

You will see the option to configure properties like Postcode formatting to ensure it is entered in ALL CAPS, or format
First Name and Last Name to Capitalise First Letters, for example.


https://helpdesk.applicaa.com/propeties

Setting up open evenings and events

We have updated the Events area significantly and the new functionality is now
available.

See our updated guides here

Key features include
Set sessions within Events
Cover multiple times and days
View registrants
View total attendees
Track which events are published/ unpublished
Customisable question on registration
Filter based on question responses

Email templates & automated emails


https://helpdesk.applicaa.com/course-4-events

Accessing the Events module

Christian Interview Admissions Yed Events .

Event Calendar

N Y on
Communications & Events Event Guests

Communications » Event Forms

Navigate to communications and events > events.

Click to create a new event and set your parameters: are you ready to publish the event
and share the URL?

Events

Events Event Guests Event forms

B Search for event + Add New
Actions Date < Event = URL < Location < Visibility < Limit < || Registrants < Invitees < Attended 5
E S Frigay 22 September. 2023 Parent's Evening Public URL (C . = Unlimited 2 4 1
09:00 - 17:00 test https://demo.applicaa.com/events/181 Test Year 12

Show 10 v entries Displaying 1 entries < Prev 1 Next »




You can show events on your landing page, on student and parent homepages and can also share
the link on your website or email it to people directly!

Visibility

Which forms does this event relate to?

Apply for *

Message to show when the event is fully booked

This event is fully booked!

Display number of tickets remaining

Show the event form
(Click here to see example)

Login page for related forms O Parent's homepage for all parents

Student homepage (O Parent’s homepage based on application form
Parent’s homepage based on the child’s application form @

Parent's homepage based on enquiry child’s suggested form @

Show popup for the event on
(Click here to see example)

Login page

Student homepage

Parent homepage



U

To link an email to your event, navigate to your email templates area and go to “manual messages”.
Create a new message and ensure the target audience is “Event”.

Manual Messages /Automated Messages Scheduled Messages Messages Summary

Edit Email Template

Set Up Advanced Settings Email Template

Communication Type * Template Name @ *

Email x 3 Event Email

Subject Header * I Target Audience * I

Thank you for registering for this event. Event

Then, go back into your events area and you will be able to link the email template to your event.

Email & questions

Enable prospective pupil question when parent apply

Mandatory

Automated Email

Send automated event confirmation email to event registrants @

TS

Thank you for your registration to our Open Evening



Importing your Local Authority file

There is a guide to importing parents into
Admissions+ on our Knowledge Base and you
will find it here.

On the imports area of your platform, you will
see a sample CSV file which you can download
and populate with your LA data.

You will then be able to import your data and
this will create a system-generated password
for each parent, which you will send to them in
the Parent Welcome email.

Parents of twins will have one login, and will
have access to forms for both children.

Important: you MUST import your LA data straight into Admissions+.
into your MIS!

Year 7 Data C

Data

Imports

Import Data

Admissions+ Import Guides

r guide for importing LA Offers for Year 7 Data Collection (2
< ral video guide - updating existing applications via CSV (2
ie - Importing new applicants (e.9. external Sixth Form Applicants) (2

Give your import a name *

What would you like to update or import?

Please don’t import the file


https://helpdesk.applicaa.com/importing-parents-and-students-into-admissions

All fields on the sample CSV can be useful to import,
but the ones shown in bold are mandatory

A B & D E F G H | J
iChiId First Name Child Last Name Child Birthday Child Gender Child Current School Child Unique Pupil Number First Name Last Name Relationship Email
EChiId 1 First Name Child 1 Last Name  31/12/2006 Female Demo School 1234567890 Parent 1 First Name Parent 1 Last Name Father fatherl@applicaa.com
}Child 2 First Name Child 2 Last Name  31/12/2006 Male Demo School 12345678956 Parent 2 First Name Parent 2 Last Name Mother mother1241@applicaa.com
Importing - step by step: Parents

1. Click Data > Import > Start an import

2. Name your import, select “users” and “next”

3. Select “new users” (you will be prompted to
select this) and “next”

4. Select parents (again, you will be prompted)

an d ”n eXt ” ‘Use this selection for importing LA Offers for Year 7 Data
Collection or Reception Admissions.
o ” o" 1

5. Choose “CSV”, then “next”, and then upload

yo u r fi I e a n d C I i C k " n ext ” Each column header below should be mapped to a property in Admission+. Some O.; f;;ells:(x‘:zy(‘x:!eo ,:;f;%:;j!;ﬁjr::il‘:;{ij;?ﬁm’;;;; ::u:r:i l:::;:;x;;uen mapped yet can be manually mapped to a property with the drop down menu.

H H o 124

6. Complete the mapping step and click “next” to T

review the data and commence the import

You are importing Internal/External External
MATCHED COLUMN HEADER FROM FILE PREVIEW INFORMATION ADMISSIONS+ PROPERTY
° Child First Name Child 1 First Name Child's First Name

Child 2 First Name

° Child Last Name Child 1 Last Name Rk TS
Child 2 Last Name
° FIREERAEES 2Wi24000 Child's Date of Birth / Birthday
31/12/2006
° Child Gender Female

Child's Gender
Male



The import will then be complete and you’ll be able to select all parents and click to “send
welcome email” - this is the Parent Welcome email template which you checked earlier.

Parents will log in and complete your form, and you can track progress on your dashboard.

|
4 Send Welcome Email ‘ P Preview Email l | / Edit Email Template |
|

Tiles

= 30 E 28 B 2

Registered Students Applications Complete Incomplete




Manually Adding Extra Parents and Children

Year 7 Data Collection Admission... »

Add User
MANAGE USERS Often, extra students are offered places as the
! Select the type of user appeals process gets underway and offers are
Mantialty Add Peopis , e accepted/declined elsewhere.

Manage Duplicates [ L Student You can either manually add extra parents and

e their children, or import them via CSV via the
same method previously used.

The process for manually adding is covered step
by step in the next slide.

Required

First Name*

£ Optional

the parent's email address
r the parent’s em yddr Title

Gender

Date Of Birth




The system will detect any users who already exist, so if you do opt to import new parents via
CSV you can add their data to your existing file and re-import it - only the new parents will have
accounts created and no duplicates will be made.

Once you have added the parent, don’t forget to add the child!

Parent Details

Last Name

Gender

Mother

Contact Code:; U-4D7E (] Kk

&4 Email m 7 Impersonate + Add Student ‘ + Add Enquiry
m Reset Password Confirm This Account Communication Log m

hanmu+antiaannliras ram

Manually adding, step by step:

1.
2.
3.

Click “manage users” and select “manually add people”

Click “parent” and add their email address

Click “next” and add the parent’s first and last name, plus any optional
fields if known

Click “save” and then “send welcome email”, followed by “done”

Search the name of the parent in the search bar at the top of your
dashboard and click on them to load their profile

Click the “add student” button to add their child’ details and link them to
the child

Click “save” and “done”



Chasing Incompletes

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

automated chaser. pplication Form Statuses
0 0 0
Click the “incomplete” status on your main dashboard. il o g‘”’””g FRNC EO””"‘"’M ERERIES
Withdrawn Deadline Missed Waiting List

Select them all using the checkbox and then click
“communications” > “send email”.

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 Enroiment Status  Change Internal Status Change Phase Status  Add to group Remove from group l Communications I Reset Passw
Change Colour = Bulk Update Add to Interview Expon ToPDF @ Confirm Account |
Send Email
Send SMS
Showing 110 7 of 7 entries 7 rows selected Show 10 ¢ entries Send Reference Requests
Send Custom Email to Referee
ID Student Code First Name Last Name Birthday Gender EmailUsername (oo oo
20 NU7M Deesha Assani 05/07/2010 Female kalpnabhudia@yahoC 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 > manual
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.

Communication Type *

Emai

Subject Header *

Please complete admission form

Sender Email @ °

adminrapplicaa.com

Template Description

O O O

SetUp Advanced Settings Emall Template

Template Name @ *

Incompiete

Target Audience *

Parem

Reply-To Email 1o cckt o sew emall, start typing and At Enter to sove) *

Set up how would like to send this email here

Automatically when an applicant does something x 3 Has been incomplete for certain amount of time

Select phase applied to *
_ i
I Send after S day(s) | 0 hourls) 0 minute(s)

b Repeat emall afterevery 5 day(s) until they submit

IWhen applicant does what? * I When applicant does what? *




Importing data to your MIS

Transferring data to and from your MIS

Importing internal students from Bromcom to Admissions+

Data Transfer - Cloud School (Progresso) The process of importing the completed data to

How to import Incomplete applications to your MIS your MIS varies.

How to import student and contact data into your MIS from Admissions+ Check the relevant guide on our Knowledge

Adding UDF's and Documents to Admissions+ SIMS Integration (7mins) Base to see the steps specific to your MIS.

Data Transfer - SIMS If you have any difficulties transferring your

o , : data, call us on 020 3667 0764.
Which fields go to which places in SIMS? (PDF)

Importing students & data from SIMS App into Admissions+ (5mins)

Bromcom Training Webinar Recording (1 hr)



https://helpdesk.applicaa.com/data-integrations-it-data-managers
https://helpdesk.applicaa.com/data-integrations-it-data-managers

Ready to Enrol

Transition Features

Enrolled

Enrolment Waiting

These features are in the Post-Enrolment area of your platform, and
enable you to request CTFs, sort students into form groups and request
transition information (like a reference) from their primary schools.

Enrolment Declined

POST ENROLMENT

- : : "
You’ll find the comprehensive guide to our Transition Features here. —

Student Transition Tool

Join me for training & a demo of these features!

Sorting Hat

Students need to have the status “enrolled” in order for you to use these features and you can update
this in bulk from your main dashboard.

Change Enroliment Status 4
Change Application Status ~ Make Offer Change Offer Status

Communications Reset Password  Change Colour = Bulk Update  Add to meeting
: Enrolled v
Filter  Select a filter ' View Select a view
Displaying 6 students 6 rows selected Show 10 To confirm enrollmen.t status change, please type number that appears in
the box below and click update.
4
ID Student Code First Name Last Name 6 v
19331 U-B6EE Ometere Adebayo

Close NVsLE\E
19330 U-BE21 Ometere Adebayo



https://helpdesk.applicaa.com/year-7-transition-features-training
https://us02web.zoom.us/webinar/register/WN_9nNOIMQsRguTgpK5rnogPg

CTF Wizard

Ready to Enrol '—
CTFs are still transmitted via the usual secure - .
channel, School to School. —
Enroiment Waiting I
! i Step 1/4
Our wizard enables you to contact the schools Enrolment Declined e
and request those files, so you can then record SRR . s 5.0 R
REPORT i =
and track whose you have and have not i g i
rece ived . Enroiment Repoﬂ thewr physical files 10 be sent through the post
CTF Files
POST ENROLMENT ;;é-'l;‘c(ztc.v1'c “|l('5.l.a.."\-",‘;lll as ‘,T; '1|v:5' e o g
Both
CTF/File Request Choose this option 1o automatically emard your students’ former schools 10 request

both their physxcal files and CTF files

Student Transition Tool

You can request the types of files needed, and a secure email is sent to the primary school. To maintain GDPR
compliance, no names are included in the email itself - the recipient is provided a secure login to access students’
names.

The primary schools’ email addresses have been populated from a database but you can update these if there are
missing details or the addresses need updating.

Once the requests are sent, you can record whose files have been received, and chase up any missing files.



The sorting hat enables you to sort students so rting Hat

into form groups and transfer those form group
allocations to your MIS.

What type of group are you

You can configure it to balance groups by a é creating?

range of factors including gender, ethnicity, )

current school, SEN status and more. ol | g -businadantl | i ovs.- il

You can also set parameters to pair certain i i i

students together, or set an “avoid” clause to ]

keep particular students apart. , How do you want to sort the groups?
Drag to rearrange the priority order of each factor you wish to use when sorting. You can delete any you don't

The feature calculates the best fit, based on the IS 5 CORSRLN, O CACK O O FUBMAR ¥ O A SRS 0 YA P P Yo

criteria you have set and you can manually Criteria

move students to different groups or rerun the il

wizard as much as needed. nE—

++ Current School

(> Ji x I x]

Group Allocations

_ o =

[_I”" Student Name Gender Ethnicity Current School Pair with? Avoid?
] Test Kananne Test Female WROM Applicaa Demo

Hammes
[J  Test Spencer Test Male BOTH Salgowan Primary Schoot

Dickinson

( Test Vince Test Jones NMale WEBRI Applicaa Demo




The transition tool enables you to collect Transrtlon TOOl

information from the primary school about
each child joining your school.

LOG IN LINK

Primary schools are provided with the list of

questions you have Set, and they have a secure To protect the details of the studentSJoinlngvour school, yogvmll
. . . need to copy/paste the secure code below into the Admissions+

login so they can access the list of children and website

provide the information for each child. YOI Ui KCRla Sl 22RBLS G

Once you have logged in, if you would prefer that other staff in
your school complete the transition forms on your behalf (perhaps

You can track WhO has responded and Chase up one of your colleagues?), click on the ‘reassian’ button next to
. . those students’ names, and you can tell us the email of which other
d ny MmISSI ng res ponses. teacher will complete the form for those children.
The data can be exported to a CSV, and for SIMS
it can be imported into assessment tables so
you can create marksheets.

Greenford High School -

New Student Transition Tool

€ Back to request summary
Greenford High School - New Student Transition Tool
Thank you for providing us with information about our new students joining us. To start, dick on the name of any student or select student{s) and ::::e this B pIOw
click “Start reference” for multiple students.
Please this ‘s prog
Mark a5 cone Maths
< s T Please this dent’s prog
Showing 1to10of1entries Show 10 ¢ entries ikt Reading
Please this o 's prog
Writing
First Name Last Name Date Requested Date Completed Request Status
Please ibe this s prog
] TestEloise Test Weber ©4/02/2023 17:58 Start = Spelling, Punctustion & Grammar

Are there any other students joining us

from your school that this student works
particularly well with, and that you think

we should try to keep together when

choosing classes?

Student: Test Eloise Test Weber (DOB: D8/11/2015)

View all students

>



Update Staff Users

Year 12 Admissions Admissions Y

SETTINGS

Check your list of staff users, particularly if you have had a change in personnel over the summer.

Ensure any staff who no longer work there are removed, and that new colleagues are added. AsiNcifion Foiin

Set your Key Contacts - anyone set as a Key Contact will receive information from us such as Subject Options. >

important system updates, invitations to events etc (we send these by email). Form Settings >

School Settings v
General Settings

Permissions

Settings > School Settings > Users

Users & Permission 23 Resetpassword &3 Send Welcome Email Disable Enable [J] Delete £ Import users + Add User Manually

Show 504 entries. 1to45of 45 entries
Integration
- Name Email Address Job Role Role ey Status XSO
Contact Email
/ Payment & Fees
Test: A1 oanh+1staffa@applicaa.com Admissions Manager / Director View All x 3 Deactivated Not sent

Unsubscriptions

Job Role:

FAQs

Permission:

[¥] Key contact

V| Enable staff @

Admissions v

Address Mapping

Enrolment Settings

Form types they can ® al
access

O specific

Cancel Update




Earn Rewards

Use your Referrals button to introduce us to other schools, and we will reward you!

For every school you refer, who then joins us:

Your school will receive 10% discount on their next renewal, and the school you refer will receive a 10% sign-up

discount.

You will personally receive a £50 Amazon voucher!

Sixth Form Admissions 2025/2026...» (& Knowledge Base (. / Referrals! Earn £50 Amazon Voucher @@ = @ B "

Referrals & Billing

Referrals & Billing Invoices

Saving made for renewal Mk roliral Your personal referral code: 3

% Your code has been used: 0 time
0
O Personal rewards: x0 £50 Amazon Voucher

See your recent referrals




Do you have any questions?




THANK




