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Getting started
Overview
The topics in this section describe key steps for successfully setting up the Sentral module for Admissions for 
future student enrolments. This module is useful for all Independent schools/colleges set up on Cloud 
Enterprise to receive and record new student applications. It integrates with the Enrolment module and 
captures relevant data to assess future enrolments in forthcoming years.

A detailed description for the setup of Admissions has been provided as well as a checklist of prerequisites, 
decisions and recurring tasks that need to be reviewed on a periodic basis.

Considerations, dependencies and prerequisites
This section highlights the key areas that your school administration staff need to consider prior to setting up 
the Sentral Admissions module.

Use Admissions module or not (mandatory)
For the Admissions module to operate, you must switch this on via Enrolments Setup. Your school can opt to 
keep new admissions within the Enrolments module.

Under Enrolments module | Enrolments Setup | School Settings | Yes/No

Your school has two options to consider and must decide on one prior to implementation of this module. 

 1. Option 1 - Use Admissions and Enrolments

 a. Keep future and current enrolments quite separate.

 b. Project future enrolment placements and statuses-at-a-glance.

 c. Works well for schools who require a formalised application process and waitlist.

 d. Data collection here can be basic and grow over time.

 2. Use Enrolments only

 a. Admissions become pending enrolments within Enrolments module.

 b. Pending enrolments are not presented in the Enrolment dashboard.

 c. Works well for schools who have a less formal approach and do not have waitlists.

 d. Data collection here is very detailed as if the child was enrolled.

Enrolments module
It is important that your school's Enrolments module has been configured and that procedures and policies are 
aligned within Sentral to ensure future enrolments data is captured accordingly. We recommend setting up the 
Enrolments module first, and populating it with data (either via data migration or manually keying in data) prior 
to implementing the Admissions module.

Admission status
We recommend that you configure the Enrolments module first, and populate it with current school data. 
Admissions statuses are dependent on the enrolment's status created within the Enrolments module. The 
show/hide option in Enrolments Setup | Enrolment Statuses defines all future, current and alumni statuses for 
students throughout their entire school life.
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Roles and responsibilities
The Admissions module is a powerful tool with many features and functions that can address your school’s 
application and enrolment stages. Administration of the Admissions module is usually assigned to a select 
group of staff with access to all the functionality in the module. As such, your school is responsible for applying 
access levels for staff, which then determines what actions they can perform in the module.
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Configure Admissions
Overview
The following is a description of the setup for each area required to capture relevant application data.  These 
details will guide you through the essential configurations you need to set up in Admissions. Settings that are 
not explained in this guide can be configured later. 

Access
To access Admissions from the Sentral home screen:

 l Select the menu icon  and then under the Student Admin group, choose Admissions.

 l Select the Setup icon and choose Admissions Setup.
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Configure General Settings 
(mandatory)
Overview
These settings determines which enrolment status should be using Sentral's waitlist logic and which enrolment 
status should be assigned to admissions received via parent portal or the API (Application Programming 
Interface).

Steps

 1. Select the menu icon   and choose Admissions. 

 2. Select  Setup and choose Admissions Setup.

 3. Select Admissions in the left menu and choose General Settings.

The General Settings screen displays.

 4. Select an option for Waitlist Status.

This determines which enrolment status should be using Sentral's waitlist logic.

 5. Select an option for Transitioning Students.

 6. Select 
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Configure General Settings 
(mandatory)
Overview
These settings determines which enrolment status should be using Sentral's waitlist logic and which enrolment 
status should be assigned to admissions received via parent portal or the API (Application Programming 
Interface).

Steps

 1. Select the menu icon   and choose Admissions. 

 2. Select  Setup and choose Admissions Setup.

 3. Select Admissions in the left menu and choose General Settings.

The General Settings screen displays.

 4. Select an option for Waitlist Status.

This determines which enrolment status should be using Sentral's waitlist logic.

 5. Select an option for Transitioning Students.

 6. Select 
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Configure Admissions Form 
(mandatory)
Overview
This allows your school to decide the data that will be captured during the application phase. 

Categories
Some categories are built-in, however additional fields can be entered prior to Go Live according to your 
school’s requirements. 

Warning: You cannot modify Forms once data has started to be entered.

Steps

 1. Select the menu icon   and choose Admissions. 

 2. Select  Setup and choose Admissions Setup.

 3. Select Admissions in the left menu and choose Admission Form.

The Admission Form screen displays.

 4. Click Reset to Default Template.

 5. Add/Edit Card and Add/Edit Type.
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Interview Form (optional)
Overview
Your school can add Sentral merge fields from this screen to a current interview Word document to ensure 
when uploaded, the fields are linked to information in the applicant’s details within Sentral and displayed on the 
form.

Steps

 1. Select the menu icon   and choose Admissions. 

 2. Select  Setup and choose Admissions Setup.

 3. Select Admissions in the left menu and choose Interview Form.

The Interview Form screen displays.

 4. Add Sentral merge fields from this screen to a current Interview Word document.

 5. Next to Upload New Interview form, select Choose File, and browse to select the completed Interview 
document.

 6. Select 

 7. Download and view the Interview form via the Get Interview Form button  - available when 
an application has been created.

Not all questions asked in the interview form have a Sentral merge field. For example, How do you travel to 
school? What subjects do you like?
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Rollover Checklist (optional)
Overview
Use the information in this topic to create checklist items after an application process has been started. It is not 
the admissions status, more to do with areas that as an administrator you need to tick for completion.

These appear on the student’s application page in the right-hand panel which provides an overview.

Steps

 1. Select the menu icon   and choose Admissions. 

 2. Select  Setup and choose Admissions Setup.

 3. Select Admissions in the left menu and choose Rollover Checklist.

The Rollover Checklist screen displays.
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 4. Select Add new checklist to add a new checklist.

The Add Rollover Checklist screen displays.

 5. Enter a name for the checklist, and a description.

 6. Select the Enrolment status relevant for the checklist.

 7. Select Save.

 8. To update details for the checklist: 

 a. Select Edit next to the checklist.

 b. Update the name, description, or applicable enrolment status.

 c. Select Save.

 9. To add items for the checklist:

 a. Select Add more checklist items.

 b. Give the checklist item a name.

 c. Select Save additional checklist items.

 10. To change the order of the items, use the drag handles icon .

 11. To delete a checklist item, select Delete next to the item, and then select Confirm.
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Priorities (mandatory)
Overview
Use the information in this topic to establish priorities for admissions student. This allows your school to rank 
certain criteria such as siblings, staff applicants, alumni over standard applicants.

Steps

 1. Select the menu icon   and choose Admissions. 

 2. Select  Setup and choose Admissions Setup.

 3. Select Admissions in the left menu and choose Priorities.

The Manage Priorities screen displays.

 4. To add a new priority:

 a. Select Add Priority.

 b. In Add New Priority, enter a name, code and description for the priority.

 c. Select Save.

 5. To edit existing priorities, select Edit next to the priority, update details and select Save.

 6. To change the order of the priority list, use the drag handles icon .

 7. To delete a priority, select Delete next to the priority, and then select Delete again.
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Admissions Counts (mandatory)
Overview
Use the information in this topic to define which admission statuses should be used to calculate your totals to 
enable student forecasting.

Steps

 1. Select the menu icon   and choose Admissions. 

 2. Select  Setup and choose Admissions Setup.

 3. Select Admissions in the left menu and choose Admissions Counts.

The Manage Admissions Count screen displays.

 4. Next to Total Expected, choose which enrolment status should be used to calculate this total. 

Tip: You can select more than one.

 5. Next to Total Pending, choose which enrolment status should be used to calculate this total. 

Tip: You can select more than one.

 6. Next to Offered Application, choose which enrolment status should be used to calculate this total. 

Tip: You can select more than one.

 7. Select Save.
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Future Enrolments Report
Overview
Use the information in this topic to define define which admission statuses should be used to manage future 
enrolments. 

Steps

 1. Select the menu icon  and choose Admissions in the Student Admin group.

 2. Select   Setup and choose Admissions Setup.

 3. Under Admissions, select Future Enrolments Report.

The Manage Future Enrolments Report screen displays.

 4. Select an option for Place Confirmed.

This setting will control which statuses should be included in calculations for the 'Place Confirmed' column 
on the future enrolments report.

 5. Select an option for Offer.

This setting will control which statuses should be included in calculations for the 'Offer' column on the future 
enrolments report.

 6. Select an option for Interview.

This setting will control which statuses should be included in calculations for the 'Interview' column on the 
future enrolments report.

 7. Select an option for Waitlist.

 This setting will control which statuses should be included in calculations for the 'Waitlist' column on the 
Future Enrolments report.

 8. Select Save.
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Documents Categories (optional)
Schools upload various pieces of documentation and categories will be provided. However, this area enables 
you to setup categories for documentation your school requires during an admission.
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