
Admissions+ 

Onboarding Process
For Independent Schools





SET UP AGREEMENT FORM
COMPLETION

This form will be completed with
your Sales Manager prior to the
invoice being sent to you.



RECEIVE WELCOME E-MAIL

The Welcome email contains a
Configuration Form that you are
required to complete with the
requested information, so we can
configure your platform.

Please ensure you complete this
form with everything that we
need within 48 hours.



WELCOME MEETING WITH CSM

Day-to-day users of Admissions+ will have a welcome 
meeting with their designated Customer Success Manager 
(Paul)

● Reiterate the role of CSM and others 
● Book all training sessions
● Book integration meeting for IT
● Answer any queries



INITIAL PLATFORM
CONFIGURATION

Using the information you
have given us, we will
create and configure the
platform for you within 48
hours.



SET UP AGREEMENT FORM
COMPLETION

Your IT Manager will have a meeting
with our Lead Technician (Rush) to
set up the MIS integration. 

A guide will be sent ahead of time to
prepare your MIS database. 





FIRST MEETING & RESOURCES
Two-hour meeting covering -

● Overview of the platform
● Overview of the Application
● Phases & Form Area
● Walkthrough creating an enquiry
● Additional Questions

Resources will be provided to
consolidate your learning



SECOND MEETING & RESOURCES

Two-hour meeting on form detail and e-mail templates

● Configure e-mail templates
● Check each phase of the form
● Sign off configuration

Resources will be provided to
consolidate your learning





THIRD MEETING & RESOURCES

Two-hour meeting on events, managing enquiries, meetings and testing these areas. 

Resources will be provided to consolidate your learning.



FOURTH MEETING & RESOURCES

Two-hour meeting covering:

● Payments
● Offer Contracts
● Post Acceptance

Resources will be provided to consolidate your learning.





FINAL CHECKS
BEFORE GO-LIVE

One-hour meeting for final checks before going live.

Learn troubleshooting skills.

Resources will be provided to consolidate your learning.





SIXTH MEETING & RESOURCES
Two-hour meeting on managing live applications and using 
the reporting area. 

● Merging Accounts
● Common Errors
● Impersonate Student Profile
● Set up reports



Week 6
One hour to cover queries raised by the school. 
This meeting is optional & content will be sent ahead of time 
by the school user. 

Week 7
One hour to cover queries raised by the school. 
This meeting is optional & content will be sent ahead of time 
by the school user. 





ONBOARDING TRAINING GRADUATION 

Your school will now be able to independently utilise Admissions+ with 
confidence, and raise tickets for technical issues or queries



REFRESHER TRAINING 

Week 12 - CSM calls to check in & see all is well. 

Ahead of Application launch - CSM calls to check all is well & offer refresher training. 

Ahead of Offer Contract launch - CSM calls to check all is well & offer refresher training. 


