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Our Taster Day feature gives you the tools to schedule your Taster 
Day sessions, including setting mandatory periods and a minimum 
number of sessions for students to select. 

Set the sessions based on your school day; schedule taster lessons 
with available staff and set maximum class sizes so no groups 
become too large to accommodate. 

Students log in and select their sessions, and you can email them a 
copy of their timetable ahead of the day! 



Accessing the Taster Day Wizard

Navigate to Communications & Events > Taster Day > Taster Day Configuration

This will take you to the beginning of the wizard if it is your first time accessing 

the area, or you can also click on the section you want to revisit if you have 

already commenced setup. 



Sessions
You can add up to 10 Taster Days, and schedule the individual sessions per day to fit your timetable. 

Use the filter students function if you need to 

ensure only specific candidates can attend on 

certain days (example - one day for internals, 

and another for externals). 





When you have added all sessions and set them up as you wish, review them in the table 

(click to edit or remove anything as necessary) then click Confirm and Continue. 



Subjects



Top Tip

You can now add “subjects” into your system and disable them on the application/enrolment forms, making them 

available in your Taster Day area only! 

Example - you offer a staggered lunch on your Taster Day and need applicants to select a lunch period to attend. 

Navigate to settings > subject options > subjects to add in the additional “subjects”. 



This is the step which enables you to construct the timetable for each day. 

Click the + icon for the relevant cell to add a class; each class that you add will have a suggested name pre-filled for 

you. 

Timetable



Add the information for each 

lesson taking place - consider how 

many students you can fit into the 

classroom, which room will be 

used and who will be leading the 

session. 

Note: if you tick more than one 

time slot on this screen, it will 

create the class as a double/triple 

session in their timetable (only tick 

multiple slots if the subject is a 

double/triple)! 



Settings
You can choose to specify a minimum 
and maximum number of subjects, or 
a minimum and maximum number of 
sessions. 

If all of your subjects are singles, you 
can use subjects. 

If you offer some doubles and triples, 
use sessions - it ensures they fill their 
timetable, but don’t have to choose a 
different subject per period. 



Publish

In this final step, you can choose where in your process to set your Taster Day phase by clicking “Sort 

Phases” and moving the Taster Day phase to the right place in your process (most commonly, this 

would be after Offers, and before Enrolment). 

You can also choose which settings to have in place…



Use filtering to determine which applicants can access the Taster Day phase: should it only be those who have had 

an offer made, and/or have accepted an offer, for example? 

Click the pencil icon to decide whether the Taster 

Day form should be locked to students once 

submitted, or whether they are allowed to go back 

in and make changes. 



You can add extra steps into your Taster Day phase if you need to collect extra data from your applicants, for example: 



When students log in to complete their Taster Day phase, they will see it displayed like this in their homepage. 

Student View



The Taster Day choices steps will appear to the student like so:  



Confirming with Students
There is a Mail Merge Token you can use to send an email out to your Taster Day registrants prior to the event, to 

confirm their timetable with them. 

Create your template in the Manual Messages area, as above. 



On the Advanced Settings page, set your email to be sent automatically when an applicant submits their Taster Day 

form to you. 



The Taster Day Timetable token shown below is the correct one to use: 



The Mail Merge will produce a copy of their Taster Day timetable and this will be displayed in their email, 

for each of the Taster Days you are offering/they have registered to attend. 



Tracking and Lists

From your main dashboard, scroll to view your Subject Summary to see the number of students booked to attend 

each subject as a total, across all of your Taster Day(s).  



From your main dashboard, navigate to Timetables > Student Submissions & Timetables and click “Export” to generate 

class lists for each session so you can ask staff to complete registers on the day. 



Click on the name of a student within the table to amend their choices if needed. 

You can also update or amend a student’s choices for Taster Days directly on their profile - the edit function lets you 

make changes, without the need to impersonate. 



2 Do you have any questions? 



2

THANK YOU

Contact our Support Team 020 8762 0882


