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Integrated Admissions

Entry Point

Depending on your role you will see all or the most relevant entry points.

Notice the toggle this means it active when blue.

Admissions’  [foesesme

GDST Master Senior 2020/2021, 2021/2022, 2022/2023, 2023/2024

(veor 7Y veor s L vear R vor 10 R vear 1

@@

Student Registered: 105
Completed: 103
Enrolled: 0

httpsJ/gdstmaster.applicaa.com/9 ]

Search bar
Located at the top allows you to search for a child or application
number, parent id.

GDST Master Junior Admissions Year 2020/20...

Overview

Menu

This menu will help save you time. Instead of scrolling down you can jump to the menu items.

GDST Master Senior Admissions Year 2020/2021, 2021/2022, 2022/2023, 2023/20... A 2
Overview Recent Activities Application Groups Offers Courses Summary Timetables Tasks Calendar Al Activities

120

100

Application Groups

Processing Applications @
2021/2022 rank order (0)
2021/2022 Year 9 (0)
2021/2022 Year Reception (0)
2021/2022 Year 12 (0)

2021/2022 Year 8 (0)

Enquiry (15.79%)

Recent Activities

Applications Completed

103 N i :2: 105

Registered Students

Sessions in details
Enquiry

Appiication Form (98.1%) Offer (20.0%)

Application Groups Offers Courses Summary Timetables Tasks Calendar

Please note the system is very interactive allowing you
to access relevant information at your ease. When you
see text in blue often means there is a link.

All Activities



Dashboard

Ovenview Recent Activities Application Groups

Enquiry (15.79%)

- GDST Master Senior Admissions Year 2020/2021, 2021/2022, 2022/2023, 2023/200... | knowiedge Base

Applications Completed

Tiles

Each tiles represent the totals.

Tiles are interactive and when click will lead you a list
|

Timetables Tasks Calendar

Offers Courses Summary Al Activities

103

0 ‘a 105

References Completed Registered Students

Sessions in details
Enquiry

Enquiry Children.
Regerea erts

Sessions in details
Enquiry

a 2 © Bina Mistry v

Side Menu

This menu will adjusts to bar chart selection. Here you can
click on the e.g. Enquiry Children and a full list will appear.
Here you can select a parent or child name and profile
details will appear.

Parents & Enquiries

20092020
20208

oo | 20192020

I Enquiry Children I

Registered Students

‘Application Form (93.1%)

Bar Chart

Clicking on the bar will give you detail according to the
key. When clicked on a side menu will change and you
can click on the menu option.

Offer (20.0%)

20092020
20200
105

Parents & Enquiries

Parents Enquiries
 Back
Parent Details Actions
Title:
(6 re ] e | e | e
First Name:
Last Name:
Notes
Email [i}
Gender: Empty. BIU s«vAv/ vEEESY m o
Date of Birth:
Number of Applications: )
Number of Enquiri 1
lumber of Enquiries: Activities
Phone Number: Zw
Isabelle Addington vovooon
Charter School
) = Expected year of entry: 2019/2020
Your Contact Details <> Expected form group:




Parent & Enquiries

Allows you to change forms

Aaster Junior Admissions Year 2020/20... | Knowledge Base

Parent and Enquires open within the window Master Early Years Admissions Year 2021/2022, 2022/2023, 2023/2024, 2024/2025

PARENTS & ENQUIRIES Master Sixth Form Admissions Year 2023/2024, 2021/2022, 2020/2021, 2022/2023

Parents & Enquiries " Master Junior Admissions Year 2020/2021, 2021/2022, 2022/2023, 2023/2024

Parents

Master Senior Admissions Year 2020/2021, 2021/2022, 2022/2023, 2023/2024
Parents Enquiries

Enquiries

ultiple Form

I GDST Master Junior Admissions Year 2020/20... Base } T a ) @ B8ina Mist

Parents Enquiries I

Advanced Filters v

Properties v
Application Form Admissions Year Application Form Year Group Application Status
GDST Master Junior x Select Admissions year Select Application Form Year Group Select Application Status
Clear All

m Save Filter Load Filter v

To show parents from all forms please click ‘clear all’ and then ‘Filter’

Search

Welcome Email v+ &3 Send Email Reset Password Export All Data Change Color

0 selected

Search for parent using ID or Name

Showing 1to 25 of 44 rows 25 ¥ rows per page Previous . 2 Next @ P EV IV

O d First Name Last Name Associated Students Current School Relationship Email Username Temp Password Ger
. . . . . -
Details hlghllghted in Blue O 7718 Peter Adams Gonstance,fcams Telferscot Primary gty ["duncan_adams@hotmail.com"] peteradams Ml
file detail School
open to parent profile details Constance Ad i
p p p 0O 7719  Karie Knight Sl i Telferscot PAmsry | pother ["duncan_adams@hotmail.com"] karie.knight Fen

[ Compietea] School

Parent Details

Tite: e
First Name: peter
Last Name, Adams
Not

Emt duncan_adamsahotmailcom
N o BIU 6vAv/vEESy @ o
Dete ofBirtn
Numiber of Applcations 1

o Activities

Home: 07906976037 (1] 2]



Parent Profile — Actions

Email
Emailing parent
from profile.

Email Processor

From
To
(@) Parent(s)
Parent: No email
Template
Select email template v
Add Template
Subject
Add Image Url
Content
BIUA Av 6v PumNoay AV EESv & b th E O

New Password

Reset Password

Confirmation Password

Send email notify parent

O Yes
D No

At least 8 characters long
One lowercase character
One uppercase character
One number, symbol or whitespace character

Gise | esetpasswors

Actions

&4 Email

o e e

Notes

V4 Impersonate

You (Bina Mistry) are signed in as Peter Adams

A Home Page av

Start New Application

a0
Constance Adams (/052013

Telferscot Primary School

Impersonate
Allows you to view as the parent. If a parent calls
. with an enquiry. This tool can be used to
impersonate them identifying and resolving their
issue.
Ability to edit and make changes on parents
behalf.

Communication Logs

Mail to Subject Sent at Last Event at Status Content

Communication log
Shows fill log of all communication with that parent



Student Profile Features

Registered Students

Current phase: Application Form

Completed @ | 1 Pending Offer

6/6 Steps Complete

Student Information (External) € Lst v > Application Status: Completed
d
Applicant ID: DRST9OWA41F
Deadline Missed

Application Reference 6311208_000000008022
Number:

SIMS Adiitssion Nimbiar: Registration payment skipped: NO

-
Offer Status:

Last N = Smith
ast Name Smih, Pending Offer
Gender: Female Make Offer

Date of Birth: 17/12/2012

8 years 4 months

Enrolment Status: Pending More actions o
School Broomwood Hall School

Lower - Checked & Ready to Enrol Change Enrolment Status
Email

Year Group Curriculum Year 4 More actions @ Change Application Form v Reset Password Send Notification
Gk 04/04/2019 Addtogroup v  Remove fromgroup Vv  Add toan interview
Communication Log Delete

= L pT—— (G| | 2 Emai || & impersonate

Add to group VvV Remove from group VvV Add to an interview v

Tags can be selected for students e
. . Tags: Empty
to appear in student profile. [= = »

AverageontScore e e . Actions for students can be access from the profile.
Here you can reset passwords, send a notification, access
The communication log, add the student to a group.

Apphcation details can be found IAppIica!ion Form | Activities  Interview  Courses Selection ~ Family ~ Visas  Concessions  Send Needs l
here. Details can be amended e Email and Impersonate are also useful features here.

Parent/Guardian

Child's Welfare and Support Information More info
Child's Education

Preferred Name Darcie
Reference
Additional Information Middle Name(s) Empty
Payment

Expected year of entry

Funartad tarm f antn,

Note: Reference once uploaded or sent can be viewed when selected here.



Advance Filter

Registered Students

I Save Filter Frequently used filters can be saved

Status v/ Saved Filters

Student Type Application Status Enrolment Status Offer Status

Properties > Internal Incomplete Pending No Offer
Awaiting Reference Details To Be Checked Offer Made Yesterdays Applications X
Application Form Response > Bdcmal Completed Ready To Enrol Accepted By Student _
S Declined Enrolled Declined By Student Scholarships X
Reference Form Withdrawn Offer Withdrawn i .
Deadine Missed S T Saved Filters
Exam Result > Interview Status Yr 7 Drama Scholarship Yr 7 Music i Yi7 Sports i Bursary applicants X
Average Point Score > Pending Status Status Status 2021/2022 rank order X
Complete Pending Pending Pending
Niiftibe of Quialifications > Accepted Completed Completed Completed
Detiied Filter Summary
Additional Columns > Yr7 Art i Post Office Use Only Status Tag Scholarships x
Status Status Pending SEN T T ik
Pending Pending Completed Music Reset Params
Completed Completed Overseas 2021/2022 applicants X

m W Bursary applicants X

2021/2022 rank order X

The advance filter allows you to filter and create lists.

* Status —allows you check the boxes bases on the criteria you will want to generate a
list

* Application from response —filter based on a response to a question. e.g. Would you
like to apply for a scholarship. This will bring up a list of application that responded
with a Yes. You can also add additional questions.

* Reference form — Yes/No filters to produce a list

* Exam result — Exam results define list

* Average point score - Points greater/less than list

* Number of qualification Additional column — select question for lists



Advance Filter

Create and build on filtering

You can generate specific lists by filtering. All the components are built through the filter. For example if you select a group and click on advance filter you will see item check that

apply to that group.

Create lists for quick analysis:

* base filters on schools — Where applications are from?

* Submission dates — who submitted before or after particular dates

* Response to questions

* Senior bursary filter applicants with a Yes then add more options like scholarships in all or specific area.

All filter lists allow you to communicate. An email can be sent from here or a quick reminder message.

Fontainfis v fres v
App“cation Form Response Registered Students

is known

Advanced Filters v

Select a question from the application — =
tatus
e.g. Would you like to apply for a Bursary? — | | = [ 1

R -
Application Form Response v o e sRE R

Reference Form >

Select outcome criteria sl ber

Exam Result >

Average Point Score > Main language spoken at

Number Of Qualifications >

bjects
s to study,
e choose X

Additional Columns > v

Saved Filters

Yesterdays Applications X
Scholarships X
2021/2022 applicants X
Bursary applicants X

2021/2022 rank order X

Filter Summary

Application Status: Completed X

Response: X

© Would you like to apply for a bursary? contain Yes

Would you like to apply ... contain/is Yes

Would you like to apply ... contain/is Yes v l X @

Select the + additional questions
for more specific lists.



Tags
School Settings

Create tags e.g. SEN, Music, Oversea etc. To create Tags click in the settings icon nciisnd B st o i
then select School Setting and General Settings.

£ Edit School Info

School privacy policy
https://schs.gdst.net/terms-conditions/

SETTINGS
School Name

GDST
Application Form

School Name Aliases

Tags For Student:
Subject Options > ags For Students
Form Settings > Theme: Default

Menu color

School Settings v

General Settings General Settings Here you will find Tags for Students. To add more Tags click on

Integration

Once clicked the Tag for students will appear larger and grey.

Payment & Fees Tags for students (Type & hit Enter to add answer choices)

. (sen x| music
Manage Unsubscriptions

Enrolment Settings Click in the bar and type the desired Tag name e.g. Dance you notice the word

appears in Blue once typed in.
Properties >

Tags for students (Type & hit Enter to add answer choices)

Dance Select the name to confirm the tag name.

Tags for students (Type & hit Enter to add answer choices)

EX3
Click Save



Lists features

List toggle is a handy feature. Here you are able to reduce number of columns The down facing arrows allows you to export the list into the following
By deselecting the columns names that are not needed. Formats.
o . . L v
Select the list icon and uncheck the tick boxes for the columns you would like ’
Hide. This allows you to view the information required on your screen.
Search (0)) E v X Vv
=V ' e e
JSON
coareh o $[=vls o Reference Submitted APS B
Toggle all - - MS-Excel

i APS Ref Status
ID
First Name
Last Name
Birthday
Gender
Email/Username
Current School Name
Started
Submitted



Activities

Recent Application can be found on the main Dashboard. You will see application forms status and brief recent activities.

Recent Applications

Kate Waldock e et o o)

Any recent changes are recorded including updates made after application is complete.

Recent Applications

Katie Waldock

Phase Application Form - 6/6 Step(s) Completed

Recent Activities

@ﬁe Waldock completed application step Child's Welfare and Support Information - less than a minute ago

For more detailed activities and a full record. This can be found in the applicants profile.

Found on the sub-menu Activities.

Here you are able to:
* View all tasks
* Create Tasks

* Log Activity — allows you to add a Note, Call, Sms, Face to Face, Post

Application Form

Activities

Interview

Courses Selection

Family Visas Concessions Send Needs

Note

Call

Email

Sms

Face To Face

Post

Create Task Filter Activity [




Groups

Application Groups
Adding applicants to groups To add a new group click on the Settings icon to add new Group

Advanced Filters >

Change Application Status v Make Offer v/  Change Offer Status \  Change Enrolment Status \  Change Internal Status Vv  Change Phase Status ~ Addtogroup v  Remove from group Vv Application Groups @
Communications Vv  Reset Password Change Colour Vv  Addtointerview v  Student Summary PDF (Max 100 Students)
Processing Applications @ GDST External
0 selected
Showing 110 23 of 23 rows 25 7 rows per page Search o @ EV &V SEN Support (0) 0 o
) ID  FirstName  LastName  Birthday = Gender  Email/Username Current School Name ~ Started Submitted ~ Reference Submitted  APS Test (2) 0 2
O 7717 Constance  Adams AR | Enmain Tolénrn s Briman: Gahant 11/06/2020 ingied Perdiipa Erelies=Esuniio] 5 .
Esozz Darcie Smith 8022 Darcie Smith 04/04/2019
Invited
O 8055 Eloise Vaughan 107/2020
O 7801 Freya Cockburn 8055 Eloise Vaughan 09/2020 Decline
O 7941 Frida Moulds 151 Grouping mode @
Intervie
. . Student can only be in one group atatime | @  Student can be in multiple groups |
Select the applicants you would like to group
Send email when adding students to group at the table ‘\)
Notice once boxes are ticked the menu at the top becomes active.
Change Application Status \/  Make Offer \/  Change Offer Status \/  Change Enrolment Status \/  Change Internal Status \/  Change Phase Status ~ Addtogroup \  Remove from group v
Communications \/  ResetPassword  Change Colour \  Addtointerview \  Student Summary PDF (Max 100 Students) CI|Ck on Add new
2 selected Note: Default set to multiple groups but this can be changed. Allows students to be in multiple

The option to add the selection to a group is available. groups
Addtogroup v  Removefromgroup Vv  The same principle is applied to remove applicants

from a group. Add your new Group details and click on Create Group

Name

Description

Added

Added 2 student(s) to group Test. Page is refreshing

Enrolment status

n v

Intended destination code

Reason compulsory

Reason choices (Type & hit Enter to add reasons)

Create Group



Communication Templates

Email template

To create a new Email Template. Select Communication icon
and select 4 AddNew

New Communication Template

Category

Emal .
‘ Email

Reason
Subject header
Who is this for?

From address @

admin@applicaa.com
Reply-to address

admissions@schs.gdst.net
& Attachments

Link to
Action Group Interview

Personalisation Tokens @

‘ Insert
You must select the email type before using tokens

‘ Add Image Url

. I U A~V 6v PoimNoa v 2 v

Ev & <> == O

Update And Send Test Save Template

You can choose between an email or notification template

Tokens

Add Token — think of a mail merge field. Select the field name from the drop down
menu and Click on Add Token. This adds the field to the text box.

Surname x 3 Add Token

B I U A v ¥ v

Dear [FIRST_NAME] [LAST_NAME]

Once template text is ready. You have two options: Save Template is just that.

Update And Send Test Save Template

Update and Send Test email will allow you to test the template to yourself but also
allows you select a student. This will show a full test of how the email would appear
to a student.

Make sure your email hits all the right notes. Send a test version to yourself or a colleague. Test emails
are sent from admin@applicaa.com

Choose one or more recipients

receive email as specific contact (i}

Update And Send Test

Note: for the test email the students do not receive the email its only for test purpose



Meetings

Example: Booking in Meeting and school tour.

Add your team member, Location, the date of the event and timings.
To organise a meeting it is worth creating some meeting templates. Add the length of time for each appointment and gap.

The system will work out the timings for you.

Y-a#ll + Create new meeting template
Teacher

Interviews

Create New Meeting Template Location*
School

Title

Start date* Start time * End time*

 Description ® 16/05/2021 10 v’ 00 v 12 v’ 00 v
h I L mir
Meeting Questions Length of each slot 20 minute(s), gap between slots 10 minute(s)
Question
G Add New Time Slots Replace Time Slots ‘ + Manually Add Time Slot
Add New Question 10:00 - 10:20 | ‘ 10:30 - 10:50 11:00-11:20 || 11:30-11:50
Max Number of attendees per slot

1

Add the title and description. You can also add questions if it is an interview.

Multiple questions can be added. Just select Add new Question and Save.
Additional days can be added.

Organise a meeting If you wanted then add timings for later in the afternoon. All you need to
do is go back to start time and add your new afternoon start and end
timings and Click Add New Time Slots.

How will appointments be booked?*

Staff will assign appointments

Start date* Start time * End time*
Invitees will select their own appointment slot 16/05/2021 14 <1l 00 o 1 ! 0o o
. . . . Length of each slot 20 minute(s), gap between slot: 10 minute(s)
You must select how the appointments will be booked. Staff assigning cremeresarEe T mp peEEn = e
appointments or the invitees to select their own appointment slots. Add New Time Siots |~ Manually Add Time ot
10:00 - 10:20 10:30 - 10:50 ‘ 11:00 - 11:20 | ‘ 11:30 - 11:50 ‘ 14:00 - 14:20 ‘ 14:30 - 14:50 ‘ 15:00 - 15:20 15:30 - 15:50

Note: The system gives you ability to set whatever times you want. You can
keep adding in different times.



Allocating time slots for meetings or visit

Allocating times to students. This can be done when creating the meeting. Once all time slots have allocated. Select the communication tab and this
Another method would be to click save and you can add you list of students. allows you select a communication type. In this instant we will select
Select Invitations to all ~ Communications v #

Test Meeting Candidates (Students) | =
v t v v Manage Interview  Move t v Allocate Available Slots v R L V|| Add new students || Remove students
day 21st, April 2021, Zoom Link m

09:40- 09:5 10:00 - 10:15 10:20-10:35 10:40 - 10:55 1100 - 11 1120 - 1135 40.-11:55 13:00 - 1315 13:20 - 13:35 3:40 - 13 14:00 - 14:15 4:20 - 14:35 | Send No

hursday 22nd, April 2021, zoom link m Edit Email Template

By v o .
2 Send invitations to all pending
Pleas ome students who do not have an allocated appointment siot dam

#  FirstName  LastName  School FormGroup  Session ~ Time  Teacher  Location Invitation Email  Interview Status  Group Offer status  Applicant ID

No matching records found

R Here you can edit the template,
Send Invitations to all or Send
Invitations (no email)

Students added

Test Meeting Candidates (Students)

Make Offer \  Change Offer Status v || Communications \ | Manage Interview ~ Move tointerview \  Allocate Available Slots ~ Addtogroup v  Remove fromgroup Vv Add new students  Remove students view INTERVIEW_TITLE] at [SCHOOL_NAME]

Wednesday 21st, April 2021, Zoom Link It will be held from [START_TIME] until [END_TIME] on [START_DATE]
920 - 09:3¢ 10095 10:00 -10:18 10201035 || 10:40-10:55 100 - 111 120 - 1135 14011 13:00 - 13:1 20 13:35 3401 14:00 - 141 4201435 The session will be 10 minutes It will be located in [LOCATION
144014 v 16201 15401555 [DESCRIPTION]
Thursday 22nd, April 2021, zoom link m
Please click on the link below to respond to this invitation

Best wishes

3110 4 of 4 rows o BEV LV TEACHER_NAME]

?} # First Name Last Name School Form Group Session Time Teacher Location Invitation Email Interview Status Group Offer s! =
Waters Edge Primary £ Edit Email Template to al Send Invitations (no email)
1 A 1 <] Empty Test 123
School ————
2 A ! v| Empty Test 123
Waters Edge Primar
3 Al Handerson & 2 Selecta date <] Empty Test 123
School
4 Adam Lidde Selecta date ] Empty Test 123

To test if the invitation is
available to the student. You can
select a student and use the
impersonate feature on their
profile to view the meeting is e
appearing for them to accept.

Select time slots for students.




