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Getting your platform ready - 
Courses & Training (7 - 10 days)



Receive vital set up information from CSM

● Create your platform, complete onboarding tasks as prompted

● Read and save the journey overview to note key features for your intake

● Work through content of course 1 & 2 - estimated time 3-4 hours



Training Meeting 1 with your CSM

● Overview of the platform & cover any queries you have

● Introduce the application form area & possibilities for customisation

● Introduce the Events area ready for Course 4

● For Sixth Forms, introduce the additional course



Complete courses 3 & 4 - estimated 4-6 hours

● Customise your form - add & edit questions, include UDFs & lookups

● Customise your application journey with Phases & Pathways

● Set up your Open Events

● For Sixth Forms, the additional course will take another 3-4 hours           



Training Meeting 2 with your CSM

● Check over any oddities the CSM has noticed in your application form

● Check your Events are ready to publish

● For Sixth Forms, cover additional areas (this is likely to need another meeting)

● Cover any queries you have and introduce Course 5



Complete course 5 - estimated 1-2 hours

● Edit email templates, choose which to switch on or off

● Learn how to manage communications

● Basic troubleshooting for when families begin to use your form



Go-Live Meeting with your CSM

● Cover any queries you have and share tips

● Introduce other courses for later in the application process

● Book your first catch-up after launch to see how applications are going



Post-launch

● Meet regularly with your CSM to train on other features

● Complete the relevant courses at various times in the process

● We really value your feedback on our products & services, so 

let us know what you think!



1:1 CSM Service 
(Year 1 of subscription unless purchased again)

● Unlimited 1:1 training meetings with your designated Customer Success Manager
● Guidance tailored to your staff & school
● Prompts from your CSM throughout the year to ensure utilisation of all features 
● Unlimited telephone and email queries to your CSM with a guaranteed turn around time of 24 

hours

                                                                                         Additional Support
● Optional weekly group training sessions, covering each topic as it becomes 

relevant, ie forms, interviews, offers, timetabling, taster days, sorting hat etc
● 8am - 4:30pm telephone support for quick queries
● Ticket pipeline for reporting technical issues
● 24/7 access to our Knowledge Base directly via your platform
● Ask our Chatbot any queries via “Chat with us” function on your platform



Group training for 2nd cycle & beyond



Group training for 2nd cycle & beyond

Register Here

https://helpdesk.applicaa.com/group-training-timetable

