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● How to create and make an offer
● Offer Lists



Before you create individual offers, you can update an application with any data you need to add to the 
offer letter (such as assessment results or scholarship % offers). Go to the relevant student profile and 
click on "Offer" > "Offer Data":

Creating an offer - individual 



Navigate to the profile of the student you 
would like to create an offer for.

Click the “Offer Status” button on the 
top right of the profile (which should 
currently say “No Offer”), select “Create 
Offer” from the drop down that appears 
and click the name of the offer template 
you created earlier. 

Creating an offer - individual



A preview of how the offer will look to the 
parent/guardian will appear - here you 
can ensure that all tokens have worked 
successfully and that the offer displays 
correctly. 

If you are happy with the preview, click 
“Create” at the bottom right of the 
preview window. 

Creating an offer - individual



You can review the offer by going to the “Offer” tab on the Student Profile. 

If you are happy with the offer that you created select the large green “Offer Status” button 
(which should now say “Offer Created”) and select “Make Offer”. 

This will allow you to send an email to the parent to notify them to sign into the A+ platform to 
review the offer.

Making an offer - individual



You will see a new window called “Email 
Processor” appear, which will detail:

● who the email is coming from
● who the recipients are
● which template is being used
● subject and content of your email 

You are still able to make adjustments to 
the email at this stage if needed.

Once you have sent your offer email, you 
will see that the “Offer Status” on the 
Students Profile has changed to “Offer 
Made”.

Making an offer - individual



In the “Registered Students” list, tick the boxes to select the students you're going to 
create or send the offer to (a menu at the top will appear once you tick a box). Select 
'Offer' which shows the offer options. “Create Offer” and “Make Offer” will follow the 
same steps as for sending individual offers.

Making an offer - bulk



To inform any applicants who you will not be making an offer by email, go to the “Student 
List”, select the relevant students and then click “Communications”. In the “Email 
Processor” you can either select a template you have made earlier or type in your email. 

No offer emails



Offer Lists



Offer Lists are a useful tool for managing offers when you have multiple groups in one 
cohort who need to receive different type of offers. 

For example, you may have a cohort where some applicants will get a full fee offer, some 
will have scholarships and others will have bursaries. 

Offer Lists give you an easy way to segment your applicants, personalise their offer details 
(such as assessment data or scholarship offers), and track their progress - all from one 
place.

Offer Lists



Navigate to “Settings” > “Offer List” and 
click “Add New”.

● Auto release date: when this  date 
arrives, all offers in the list that are 
“Approved” or “Created” or “Approval 
not required” will have their status 
automatically changed to “Made”, 
thereby making the offer available to 
parents. The “Make Offer” email will 
also be sent.

● Auto withdraw: automatically changes 
the status of the offer to 
“Withdrawn” and send the “Offer 
Withdrawn” email to parents. 

Offer Lists



Go to the “Student List” and select the students you would like to add to your offer list. 
Click on “Offer List” and select the list for you have created from the drop down menu. 

Offer Lists



These applicants will now appear on this Offer List and from here you can take many 
actions, including: make offers in bulk (using the steps already discussed), send emails, edit 
offer data, preview offers and track progress.

Offer Lists



Post offer
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● Post acceptance forms
● Consents & medical information
● Adding documents
● Opening your form
● Events



A phase used after your applicants have accepted and their Offer Status is Accepted. This 
phase can be known as:

Onboarding Pre-admissions Welcome pack

But essentially they are the same and the type of data you can collect with Admissions+ at 
this stage can be:

● Medical information / SEND 
● Consent details - trips, photography, emergency 
● Wraparound care
● Music lessons or other co-curricular activities
● Transportation options

Post acceptance forms



You have the flexibility to create as many form steps for this phase as needed but there are 
two steps already built into the system as standard.

Post acceptance forms



Parental Agreement 
and Consent



Parental consents transfer from your MIS:
● You can select which ones to be visible
● Add conditional questions, sections and step 

settings

The Admissions+ field that maps to consents data is 
giving_consent

Parental Agreement and Consent



Policies allows you to upload documents 
that parents can view and agree to.

This section doesn’t sync to MIS but you can 
use UDFs or export the data from A+ into 
csv. 

Parental Agreement and Consent



This section doesn’t sync to MIS but you can 
use UDFs or export the data from A+ into csv. 

Parental Agreement and Consent

1. Type options in first - press enter

2. Text box appears for your T&Cs text



Medical information



There are two options for collecting practice information, depending on your MIS:

Medical Information

Applicant manually inputs data

Drop down list



There are two options for collecting practice information, depending on your MIS:

Medical Information



For other pieces of medical information you want to collect at this stage, add a section and 
select your questions from the MIS compatible bank or add your own custom questions.

Medical Information



Medical Information



Adding documents



Another element of your post acceptance pack will most likely be any other documentation 
you want to share - letters, brochures or uniform lists, for example.

Add them to the file library - Data > Uploaded Files

Adding documents



Answering ‘No’ to this “Does file contain sensitive 
information?” will open out additional options:

● Share document with student / parent - select 
the user the document

● Permissions
● Application form - select the forms you want 

this document to be visible on
● Editable / deletable 

Tags
● Help you to sort your files into types - these 

tags are also searchable. You can add a tag 
here:

 

Adding documents



Adding documents
Add to folder

Folder is useful to use - even when the form is 
closed, the document is still accessible. 



● Copy this URL - to copy the link into a form (rather than the folder or homepage)
● Pencil icon - to edit any settings and replace the document if needed. This will save 

you from having to change any links you have copied directly into forms
● Clock icon - will show you any version history
● Dustbin - moves the document to the ‘Deleted’ folder (can be retrieved)
● Cross - permanent delete

Adding documents



Opening your form



When you are ready to open your form, go to Phase View:

Opening your form

Use the toggle switches to add the 
form to the student/parent 
dashboard and the student profile.

Use the pencil icon to see further 
settings:



By clicking on the funnel icon you can decide exactly who sees this phase based on set 
criteria for example:

Opening your form



By clicking on the funnel icon you can decide exactly who sees this phase based on set 
criteria for example:

Opening your form



Post acceptance events



Remember - you can still utilise the meetings area in Admissions+ during the post 
acceptance period.

You can use this to invite pupils to induction days, parents to welcome events and any other 
meetings you may need with your new cohort.

Communications & Events > Meetings

Click the “Create new meeting” button

Post acceptance meetings



Post acceptance meetings



Useful Information

Support Telephone Number: 0208 762 0882

● Offer Contract Phase Setup
● Contract
● Offer Contract Phase - Bill Payer Settings
● Fee Data
● Adding a Configurable Note to the Footer of Bill Estimate
● How to link a document
● How to create a meeting
● How to manage meetings 
● How to add staff

https://helpdesk.applicaa.com/offer-contract-phase-setup
https://helpdesk.applicaa.com/_hcms/analytics/search/conversion?redirect=aHR0cHM6Ly9oZWxwZGVzay5hcHBsaWNhYS5jb20vcmVvcGVuaW5nLXRoZS1jb250cmFjdC1zaWduYXR1cmUtc3RlcC1vZi10aGUtb2ZmZXItY29udHJhY3Q%3D&ct=SEARCH&pid=3397601&cid=181449604482&t=b2ZmZXIgY29udHJhY3Q%3D&d=helpdesk.applicaa.com&c=5&rp=2&ab=false&opcid=&rs=UNKNOWN&hs-expires=1764615384&hs-version=1&hs-signature=APUk-v684_FnqCCoRcXCP_NebkKKuyo9Mg
https://helpdesk.applicaa.com/_hcms/analytics/search/conversion?redirect=aHR0cHM6Ly9oZWxwZGVzay5hcHBsaWNhYS5jb20vb2ZmZXItY29udHJhY3QtcGhhc2UtYmlsbC1wYXllci1zZXR0aW5ncw%3D%3D&ct=SEARCH&pid=3397601&cid=152839485970&t=b2ZmZXIgY29udHJhY3Q%3D&d=helpdesk.applicaa.com&c=5&rp=5&ab=false&opcid=&rs=UNKNOWN&hs-expires=1764615384&hs-version=1&hs-signature=APUk-v5rb9xFbx1zoQrdaNVQk2aiEPU3kg
https://helpdesk.applicaa.com/_hcms/analytics/search/conversion?redirect=aHR0cHM6Ly9oZWxwZGVzay5hcHBsaWNhYS5jb20vZmVlLWRhdGE%3D&ct=SEARCH&pid=3397601&cid=153498660009&t=b2ZmZXIgY29udHJhY3Q%3D&d=helpdesk.applicaa.com&c=5&rp=7&ab=false&opcid=&rs=UNKNOWN&hs-expires=1764615384&hs-version=1&hs-signature=APUk-v7MOrLCWP_vB_3SIyKXx9BXm07gAQ
https://helpdesk.applicaa.com/_hcms/analytics/search/conversion?redirect=aHR0cHM6Ly9oZWxwZGVzay5hcHBsaWNhYS5jb20vYWRkaW5nLWEtY29uZmlndXJhYmxlLW5vdGUtdG8tZm9vdC1vZi1iaWxsLWVzdGltYXRl&ct=SEARCH&pid=3397601&cid=182928032434&t=b2ZmZXIgY29udHJhY3Q%3D&d=helpdesk.applicaa.com&c=5&rp=10&ab=false&opcid=&rs=UNKNOWN&hs-expires=1764615384&hs-version=1&hs-signature=APUk-v4vJ36kHFz0JYcSgG1bGSEv25GeOw
https://helpdesk.applicaa.com/how-to-link-documents-on-homepage
https://helpdesk.applicaa.com/how-to-create-an-interview-or-parents-evening
https://helpdesk.applicaa.com/how-to-create-an-interview-or-parents-evening
https://helpdesk.applicaa.com/how-to-add-staff


2 Do you have any questions? 



THANK YOU


