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SET UP AGREEMENT FORM
COMPLETION

[ opplicoo]

Independent School Sign up agreement

This form Wi“ be Completed With T:ns;:nrlshouwbecm:ﬁzeted‘bz;newcus;oev‘nerdt:xmﬁmlmeellng/dls(msslons
your Sales Manager prior to the P R———— P
invoice being sent to you. R

Your emall

Day to day user of the Admissi p (A ions Lead) *




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.

This form should be completed by a new customer immediately
after receving the welcome email as this information is required
in order to configure the Admissions+ platform.

Please note that configuration will be checked by the school
during training and amendments can be made.

Emall *

School name *

Platform Configuration

Please upload your school logo with file type .jpg .gif or .png. with a maximum size of 20MB *
| Choose Files | No file chosen

Please upload an image of your school to be on your login/ regi page with file type .jpg .gif or .png.
with a maximum size of 20M8 *

Choose File | No file chosen

Please upload an image of the Headteacher for the welcome message, with file type .jpg .gif or .png and a maximum
size of 20MB *




WELCOME MEETING WITH CSM y I l

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
1SwWer any queries




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

INITIAL PLATFORM
CONFIGURATION

-r\n:

Completed (6)

>

Upload Your School's Logo
& About 1 minute

>

Personalise Your Application Form's Welcome Image
& About 1 minute

>

General School Settings
& About 2 minutes

Parent Welcome Message
@ About 5 minutes

Connect Admissions+ To SIMS
& About 5 minutes

Add Other Staff Users
& About 2 minutes




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 -

Admissions’

Dear School Leader

Ove rvi eW Of th e p | atfo rm Many thanks for your time today, as promised here are some resources to help

consolidate your Jeaming on the platform and to provide a reference pont for future

Overview of the Application A e e

To recap, we covered

Phases & Form Area el bk il

- Dashboard features

Walkthrough creating an enquiry e

- Welcome messages

Additional Questions . ‘Anovemewoﬂmapphcahonpnases

- Enquines
- Applications
- Offer Contracts
armcace e sy e+ 8 e S Frnitni—— 4 & * D ¢t O - Post Acceptance
o d—— * Walking through the journey as an enquarer
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- - winont. To continue with our progress, please complete the following tasks over the next few
o By 1 ¢ days
[ROR——
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-~ -] « Study how to creste and use tesf accounts
A .2::. % — « Create a test account & foliow through form, making note of any changes
P s p= needed & where they are
» Use this defailed form guide 1o make these amendments ready for checking in
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our next session
» L & »
» © ©
» » ©
» » » re
. . . R ill'b ided
> ; » " esources wi e provided to
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consolidate your learning




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

SECOND MEETING & RESOURCES

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

Recep Demo A Year..» ® o
COMMUNICATIONS &
EVENTS

Communications v
Manual Messages ©
Automated Messages @
Scheduled Messages ©
Message Summary

Meetings
Meetings (NEW)

Events >

Admissions

Dear School Leader

Many thanks for your time today, as promised here are some resources to help
consolidate your leaming on the platform and to provide a reference point for future
use. | will of course send the recording of our meeting once it has been processed.

To recap, we covered

* Forms in detail
- Checking amendments you made to the form
- Editing any that were outstanding
- Checking validity of fields expected to transfer to the MIS
« Email templates for the following areas
- Events & Enquines
- Applications
- Meetings
- Offer Contracts
- Post Acceptance
« Sign off on configuration

To continue with our progress, please complete the following tasks over the next few
days

* Study emai templates to check before launch

« Ensure you are happy with the above and make changes as needed

* Study 18, logs, updating email
addresses

| hope you enjoy getting to know this area of the platform, I'll look forward to seeing

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.

Meetings = ®B

Getting to know you [/ {2 Open Meeting  §

A 9@  Akcatnd 00 [ Imvited| 0@ | NotCi 00 | © 010 © 00 0@ Dinotatlenc 0@ ( Cancoled| 0@ [ Decined 00
£ Saturday 22nd, April 2023 &) 16.36 - 15.86 £ Happy Test
Events
Events ent Guests vent forms
8
Actions Date Event URL Location = Visibility Limit Registrants Invitees
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y_eventsi10




FOURTH MEETING & RESOURCES

Two-hour meeting covering:

Payments
Offer Contracts
Post Acceptance

Phase: Offer

Step Name

Step 1: Offer Letter

Step 2: Eligibility

Step 3: Parents & Bill Payers
Step 4: Direct Debit

Step 5: Deposit

Step 6: Contract Signatures

Resources will be provided to consolidate your learning.

« Parental Agreement and Consent
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Admissions”

Dear School Leader

here are some to help

Many thanks for your time today, as
consolidate your learning on the platform and to provide a reference point for future
use. | will of course send the recording of our meeting once it has been processed

To recap, we covered

« Offer Contract Phase

- Offer letter templates

- Emails

- Bill payers

- Fees data

- Offer acceptance/ terms wording
« Paost Acceptance

- Configt of your d
- Overview of form with tips 10 tweak closer to the time if needed

To continue with our progress, please complete the following tasks over the next few
days

* Study thus Offer Contract guide

« Familiarise yourself with bill payer settings

» Study further how fees data impacts the system

« Double check email templates relevant to Offer Contracts

| hope you enjoy getting to know this area of the platform; Il look forward to seeing
you in a few days.

With best wishes,







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.

. . +
Admissions

Dear School Leader

Many thanks for your time today, as promised here are some resources to help
consolidate your learning on the platform and to provide a reference pont for future
use. | will of course send the recording of our meeting once it has been processed

To recap, we covered

« Final Checks before Go-Live

To assist you during your launch over the next few days, please use these
resources:

» Independent School Go-Live guide

Ahead of next week's session on reporting, please let me know with 24 hours
notice which reports you would like to create during training. You may reply to
this email with your list and | will ensure I'm prepared to cover at least those
and any | deem relevant to your school.

| hope you have enjoyed our pre-launch training and leamnt lots about managing
admissions with Applicaa. | will look forward to seeing you next week to study the

reporting area

With best wishes,






SIXTH MEETING & RESOURCES

Two-hour meeting on managing live applications and using
the reporting area.

Test Student Fn Test Student Ln #U-E776 ©

Shedent pretie

Admissions’

ana

Merging Accounts - _

Common Errors BN | I ——
Impersonate Student Profile

Set up reports

Student Info { ) consolidate your leaming on the platform and to provide a reference point for future

o (External
Send noafication use. | wik of course send the recording of our meeting once it has been processed
Corent 1o Parent Account [

Confirn This Account ’ To recap, we covered.

Moms « Managing live enguines

4
Change Application Farm ; - Merging accounts
Deiete - Common emrors

- Impersonation

* Reporting
- Your list of desired reports
Reports | see commonly used by schools that may be relevant 10 you

To contirue with cur progress, please complete the following tasks over the next few
days

A Fo

* Study this Reporting guide

* Rewvisit Managng duplicates & Known SIMS Users

o Make note as you work of any queries thal come up and send to me to

@ Hello Test Monte,

School Message request traning next week

[ Test Monte Test Macejkovic Studenl Code UESCS ] '
& - No message
— Tralning Is optional during the next two weeks and then your school will be
Upcoming Events. graduating to manage the platform independently.
o . opscascn Forn
Addosd shases No wvert It has been a pleasure working with you and getting to know your school; |
YLT Hatts Schotnh will wait to hear whether you would like training next week and otherwise will
ﬁ check in with you in a couple of weeks.
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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.

7

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

Welcome to Demo High School

Please click below to start a new application, if you already n
have an account please log in as a registered user
1

»

Start Application
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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.




