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Our transition features help to ensure you have collected all 

relevant transition information from students’ previous 

schools and manage a smooth induction into your school. 

This includes collecting CTFs, allocating students to 

registration or form groups and collecting data for transition. 



CTF/File Request

CTFs are still transmitted from one school to another 

via your usual channel (School to School) but with the 

CTF Wizard it will send out requests to your feeder 

schools letting them know that you need a CTF (you 

may also ask for paper/physical files if you wish) 

forwarded to you.

The CTF/File request can be found by clicking the 

“Enrolment” icon (shaped like a sheet of paper) and 

will be under “Post Enrolment” > CTF/File Request.



Reminder
Please note that you will need to put students into  
“Enrolled” status for you to be able to continue with 
these features.

You may do this by following these instructions:

Click on the Applications Completed tile on your dashboard. 

A list of students will appear on your screen, please select all and then 
click on “Change Enrolment Status”. 

After that, a pop up will appear to confirm the 
change of status. (It will ask you to input the total 
number of students and then click “Update”)



Setting up the CTF Wizard

To set this up you will need to click on “Create New Request”. 



It will then ask what kind of requests you 
would like from your feeder schools.

• Physical Files that will be sent to your 
school’s address. 

• CTF Files that will be emailed to your 
Data Manager or School Admin. 

• You may also select both. 

Once you have selected an option please 
click save. 



You will then be asked to input your 
school’s address and the details of the 
best contact at your school for CTFs. If 
you have entered the Postcode, it will do 
an address lookup and pre populate it 
for you. 

The phone number and email will be 
useful for schools if they wish to contact 
you for further information or 
verification about the requests. 



The email requesting these will then 
appear and you may fully customise it. 
The mail merge tokens will also be pre 
populated for you when schools receive 
the email. 

For GDPR Compliance, there are no 
students’ names included on the email. 
The school has to click a link that will 
show them the list of students. (The link 
will work for named recipients only)



The next step will show you the list of 
feeder schools you could send requests 
to; you may choose by selecting the box 
next to it or simply select all. (Click on 
the main box next to First Name)

The system has also read which students 
will be coming from a certain school. 
(Clicking on the + icon will show you the 
name of the students)

The information in brackets will be the 
school’s email address and the 
number of students from that 
particular school. 



After you have clicked “Save”, the page 
will automatically refresh and show you 
a summary. 

If you click on this icon it will 
show you the students from that 
school that you are about to 
request the CTF files for. 



Once you have checked each 
one and you are happy to 
proceed with sending them, you 
may select all and then click 
“Send”. 

If an email address or telephone 
number for a school is incorrect, 
you may click on those fields to 
edit them.

You will see this “Success” 
message once all requests have 
been sent.

Sending Requests



Tracking requests

You may track the requests after they have 
been sent by going to Summary by Students. 
This is where you may record which files you 
have already received.

On the right hand corner there is also an 
option for you to search for a specific 
student.

There is also an option to “Remove” the 
request in case you no longer need a specific 
student’s CTF requested. 



Tracking / Chasing requests

Click back to Summary by Schools to see how 
many files are missing/received – fraction 
and percentage. 

You may select the school/s you wish to resend to 
and select resend to all. Or if a school has sent 
some but not others, you can re-request the files 
yet to be received, by clicking “Re-request missing”.
And select Re-request all if needed. 



Do you have any questions? 



Transition Tool

When students join your school it is important to gather as much 
information about them as possible from their previous schools to 
help ensure a smooth transition. This could be about their academic 
strengths and weaknesses, SEN needs, etc. 



What the Transition Tool does

● It contacts your feeder schools and provide them with a list of their students that 
are coming to your school 

● Ask the teachers a customised set of of questions about the students’ 
performance/behaviour and SEN needs

● Help you keep track of who has responded and allow you to re-request if needed

● Collate all the answers by exporting it as a CSV sheet

● If you use SIMS, export the data into SIMS Assessment tables, allowing you to 
create marksheets for each of your Year 7 classes



How to set up the 
Transition Tool

The transition tool can be found by clicking the 
“Enrolment” icon (shaped like a sheet of paper) 
and will be under “Post Enrolment” > Student 
Transition Tool.



Understanding the main 
screen



Editing the email 

Before sending out anything, please have a look at the questions you want schools 
to answer. To do this, please click on the “Edit Form” button at the top right corner 
of the main screen. 



Editing the initial email
The first part will show you what email schools will receive. The content can be edited if 
you wish especially if you wanted to include further information. We advise adding a 
phone number or an email address to this email in case the schools want to verify 
certain information from you. (i.e if this email is a legitimate email from you and is 
asking for these details)



On the bottom of the page, you will see this text which explains that the staff member 
from the school that will be completing this will need to login. It is vital that they use the 
secure code that was provided when logging in as we use this to protect the students’ 
information. 



Choosing the questions you 
want to ask

We’ve already added questions for you that are tailored for new Year 7 students. You 
can edit the text of a question if you want, delete it entirely, or press the “New” button 
to make new ones. 



Choosing the questions you 
want to ask

You may also choose different type of questions to add into the transition form. 



Choosing the questions you 
want to ask

Once you’re happy with questions, click the blue “Next” button at the top right of the 
screen. 



Sending it out!

You will then be directed to the main page again and this is where the exciting part 
comes, sending the messages out! 



There’s also an option for you to send it out to particular schools by clicking the envelope 
icon next to the eye icon. 

If you want to test it and see what schools will receive, you may select a school and then input 
your own email address in the “email address column” and then hit send email. 

**If a student is allocated to the incorrect current school, their current school should first be 
checked and updated on the student profile (education step). Once corrected, go back to the 
transition tool and delete the incorrect school (bin icon). The student will then be reallocated to 
their correct school within the transition tool. 



What your feeder schools 
receive

They will receive the email you have created and then a login link which will take them to 
the Admissions+ system, and the personal authentication code they will need when they 
login. 



Accessing the transition form

This is what the login page looks like..

It will then confirm who they are.. 



Next, they will see a list of their students that will be 
coming to your school. 

When they press “Start” it will 
then show them the list of 
questions that you have set up. 



Notice that we have the option to 
“Save for now” which means they 
could save their work as they go. 
(Here at Applicaa we appreciate 
how busy everyone gets which is 
why we have this option. They 
could always come back to this 
later without having the need to 
start all over again!)

Once they have completed each 
of the students, you’ll be able to 
see their responses back in your 
A+ system.



Exporting the data

To export this you may use the icon at the top of the transition menu that is labelled “CSV” and 
the system will generate one for you. You may send this to your SENCO, and to your heads of 
department who will be interested in the attainment of this information about your new intake.



Do you have any questions? 



Sorting Hat

One of the tasks that schools have to do with new year groups is to decide which tutor group 
(also known as ‘registration groups’), you wish to place your students into. This process could 
become tricky especially if you need to “balance” more than one factor (such as ethnicity, gender, 
previous school etc.) This is why we have developed this feature called “The Sorting Hat”. 



Setting up the Sorting Hat

To access the Sorting Hat, click on “Enrolment” and then 
under “Post Enrolment” you’ll see “Sorting Hat”. 



Setting up the Sorting Hat

You will then be directed to this 
page, please click on the 
highlighted button to continue. 



Setting up the Sorting Hat

The “wizard” will now ask you a few questions to help it get started.. 

• For now you can only create 
“tutor groups or registration 
groups” but soon you’ll be able 
to put students into “houses” 
and other “user-defined 
groups” that you have set up in 
your MIS.



Setting up the Sorting Hat

This area will ask you to select which group you would like to use. 

• Some of these groups 
will come from your 
MIS and if you don’t see 
the groups you want, 
you can add them 
yourself , or edit the 
names in your MIS



Setting up the criteria
On the next screen, you will be asked to decide which factors you wish to 
“balance” your groups by. 

We have listed the common factors that 
schools consider when creating a group. You 
have the option to add additional factors, 
such as “current school” or if you decide to 
use one of the questions from your 
application form, you may do this by clicking 
on the “New Criteria” button. 

Once you have the criteria you wish to 
balance, please “drag and drop” the factors to 
arrange them in the order that is MOST 
important to you. (i.e Gender)

**If you would to have the Sorting Hat sort 
your classes by a question on your 
application form, make sure that this 
question is the kind that uses a 'dropdown 
list' (where there can be only one answer), so 
the feature knows how to sort it



A note about Gender and 
Ethnicity

We will soon be adding a feature to 
allow you to “merge” specific ethnic 
categories into “broader” ones for the 
purposes of balancing groups, but for 
the time being, you may edit the 
ethnicities if this is an issue for your 
school.



Doing the manual changes
On this screen, before you start the process of letting the wizard assign students to groups, you might 
want to make some manual change first. 



Allocating the students into 
groups

Once you’re ready to let the wizard do the sorting for you, please select all student and then 
click on the “Allocate Students” button. The system will then allocate the students into the best 
groupings, taking into account all of the manual additions. It will also do its best to consider the 
“avoids” and “pair withs” as much as possible. 



Checking the allocated groups

If you would like to make some changes after seeing the numbers for each group, you 
may manually tweak some allocations on the main screen. You can do so by changing the 
“proposed group” manually and then clicking on the “view totals” button again to see how 
the manual changes have altered the numbers in the group.

After the system has allocated students to groups, a pop up window will give you the option to 
“view totals”. Here, you’ll see a breakdown of how many students are in each group, and how 
the factors you’ve chosen to be balanced have been handled. 



Exporting the groups

While we’re working on automating the transfer of your form/registration groups directly to 
your MIS, you may click on the “Export List” button where you’ll be able to download a list of 
students and the groups the system has proposed.



Do you have any questions? 



THANK YOU
 For further information, please contact our 

Support line at 020 8762 0882


