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Getting started

Target audience

¢ Administration staff

Content
Topics in this section cover:

e creating new student applications

¢ viewing and managing current applications.

’ SENTRAL
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Application screen

Overview

When you create a new Application for a student the screen is split into the following tabs:

Student Household

Student tab

Personal Details
Visa

Passport
International
Student Profile
Education History

Household tab

L]

L]

Household Address

Parent/Carer Details

Health tab

Immunisations

Health Cover

Documents tab

List of documents to be uploaded

Office Use tab

L]

L]

L]

Billing

Deposits
Correspondence
Employment History

ID Numbers

’ SENTRAL
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Documents Office Use
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Create a new application

Overview

Use the information in this topic to create a new Application for a student. The amount of information you
capture at the admission stage is entirely dependent on your school's policies and requirements.

Steps

-4
1. Selectthe menuicon eee

e e

Admissions

Enrolments

People

Admin Enguiry
Activities
Health

Class Creator

and choose Admissions in the Student Admin group.

The Admissions home screen displays the current count of Admission Placements.

Admissions: Oneschool's Global NSW v

_ (T

Total B 0 1

2. Do one of the following:

a. Select Create New Application on the home screen.

608 0 -608

TOTALEXPECTED  TOTALPLACEMENTS  REMAINING PLACEMENTS

Wailst Transitioning Students Applied Encolled - Active (Pending)

o
1
1
1
1
o
0
0

o
o

s

4

Never Attended
0
0
0
0
0
0
0
0

0
0

0

0

TOTALPENDING  OFFERED APPLICATION

Expelled

b. Select Create Application in the left menu and choose Create New Application.

The New Application screen displays for the student you are creating an Admission for. From here you will
work through the following screens to set up this new application.

’ SENTRAL
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3. Student — Personal Details

4. Enter details.

*
Note: Any field with a red asterisk is a mandatory field and requires input.

5. Select Save.

The screen refreshes and saves this information.

Note: Select the Edit button to update Personal Details.
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6. Student - Visa

g

a. Date of Arrival in Australia: select the date of arrival in Australia if applicable.

b. Add New Visa: select this option to create new visa details.

L
[ ]

c. Enter details for the new visa and select Save.

The screen refreshes and saves this information.

Ceatn of arrival im Al is

CLER

‘W Sula Cla

PEEE-T- LT, Fon
Wirkd BLabi sl Side
Yoz aas Do

W Enpery Do

Yousdpzicaton Daie

Note: Select the Edit button to update Visa details.
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7. Student - Passport

B paal

sl e

a. Add New Passport: select this option to add passport details.

b. Enter passport details and select Save.

Paapan

Paiipar] Koy
Faupen Couatry: s
Pariiparl lysee Dote:

Fawpen Bxpinp Dais: -

FiES] Has | 1
FracTered Ham : P2
W Rreny
Fariy hares - Tror
Lol Fairily Hawsy
Tyee L

Note

’ SENTRAL

The screen refreshes and saves this information.

: Select the Edit button to update Passport details.
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8. Student - International

a. Select options in the International section to capture details such as whether Visa or Passport has
been received.

b. Select Save.

The screen refreshes and saves this information.

Note: Select the Edit button to update International details.
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9. Student - Profile Details

a. Select options in the Student Profile section to capture details such as country of birth, citizenship, and
residency status.

b. Select Save.

The screen refreshes and saves this information.

Note: Select the Edit button to update Student Profile details.
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10. Student - Education History

a. Enter details about the student's previous childcare or school attendance, and capture the reason for
the change or school.

b. Select Save.
The screen refreshes and saves this information.

Note: Select the Edit button to update Education History details.

11. Student — Court Order

Court Order

Is this student subject to any court order

Mo Yes

If Yes please specify

Yes please specify

a. Indicate whether the student is subject to any court order. If Yes, then enter details.

b. Select Save.
The screen refreshes and saves this information.

Note: Select the Edit button to update Court Order details.
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Saving application details

Overview

To be able to continue with entering an Admission, you will need to update the Admission Status details on the
right-hand side of the screen. This screen allows your school to update admissions for a student by applying
status update, priority admission, campus and so on.

Uipdated at 19092019 10-18 PM
Admission Status

Draft {incomplete) ¥

Admission Form Completed *

L Yes

= No

Priority *

—-Mot Selected-- -

Application date®

Campus *

| Mot Selected-— v |

Entry Year Level *

| Mot Selected— v |
Entry Year *

| Mot Selected— - |
Start date®

ADMISSIONS USER GUIDE | PAGE 13
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Student code

House

| —Not Selected- v|

Class

| —MNot Selected- -

Deceased

Yes v

Date of death

Note: The application needs to be moved to the next stage to enable household functionality.

Steps

1.

Enter details.

2. Select Save once records are updated.

’ SENTRAL
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3. Select the 3 dots next to the student name to do any of the following:
a. View contacts

Add/change student photo

Mark as deceased

a o ©

Open Enrolment.

Katie Scotch

) View Contacts &
[<a] Change Photo

pda @) Mark as Deceased

R Open Enrolment

Admi:_

You can now edit the Application.

Plogasiag §

ADMISSIONS USER GUIDE | PAGE 15
’ SENTRAL |



Household tab

Overview

Use the information in this topic to complete details on the Household tab when creating an application within
the Admissions module.

Steps
1. Select the Household tab.

Student Household Health Documents Office Use

@ Note: This feature is not available whilst the Admission is in Draft (Incomplete) mode. The
application needs to be moved to the next stage to enable the Household menu option.

2. Under Household Address:
a. Enter details.

b. Select Continue to save the address.

ADMISSIONS USER GUIDE | PAGE 16
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3. Under Houshold - Parent/Carers:
a. Enter additional details for the Parent/Carers of the new Admission. This includes:
¢ Student Relation Details
* Personal Details
¢ Contact Details
¢ Background
e Education

¢ Occupation Group.

FaremiCarer 13 D) Add arather cants

Sruders Relasion Detali

Perapral Detaia

Educatizn
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4. For Parent/Carer 1 — Student Relation Details:

t # Edit

a. Select Edi to enter Student Relation Details.

Student Relaticn Dwetail

b. Enter details and select Save.
Farsnt'Carer 10 O Aad ancther contact
Studert Aslatan Detais

Ratytianship 5 sugest Fare
In Primary Contact™ Yeu

Is Autkarised Piug?.

15 EMer by SOty v

Lieny with;

Note: Select the Edit button to update Parent/Carer 1 fields. You can also add another
contact.
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5. For Parent/Carer - Personal Details:

t # Edit

a. Select Edi to enter Personal Details for the Parent/Carer.

b. Enter details and select Save.

The screen refreshes and saves this information.

Note: Select the Edit button to update Personal Details.

ADMISSIONS USER GUIDE | PAGE 19
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6. For Contact Details:

a. Select Edit # Edit .

b. Enter Contact Details for the Parent/Carer.

c. Select Add phone number to add a new number.

Mobile ¥ || Phone number g

d. Enter details.

@ Tip: Do not add spaces between numbers. Repeat this step to add additional phone
numbers.

e. Select Add email address to add a new email address.
f. Select the type of email address from the list and enter the email address.
g. Select Save.

The screen refreshes and saves this information.

Corniac Detaly "

MDD (41 55 5

Parconal Emait wenoy thomas e

Note: Select the Edit button to update Contact Details fields.

For Parent/Carer - Background:

1. Select Edit # Edit to enter Background Details for the Parent/Carer.

BaCkgraur
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2. Enter details and select Save.

The screen refreshes and saves this information.

Baekgreaird # Eihl

Country of Birth: Ausiales

Caouniry of cilizenahip: fasiraka

Aboriginality: MNaifwr Abomjinal or Tomres Stail Cogin
Redigien: Argican Church of Austrabs

Spaken language at home (ather tham English]: Mol Steted

Note: Select the Edit button to update Background fields.

Parent/Carer - Education

1. Selectthe Edit ¢ Ui

a. Enter Education Details for the Parent/Carer.
b. School education level: select the parent/carer 1 and select school education level.

Mt Year 9 Ox Wear 10 O Vs 11 Or Waar 12 Or
StaledUnknoran E cpivalbard O Eqpsvalant E v alant E qraivadant

radacied For

Pereacy

c. Tertiary Education Level: select their Tertiary Education Level.
erbary educabon leve
Mol Cartificate | Ta IV Advancied Bachedor Degres Ma Non-schoa

Stated/Unknewn (including Trade Diploma/Diploma Cir Above Crualification
Certificate)

Redactad Far
Privacy

d. Select Save.

The screen refreshes and saves this information.

Note: Select the Edit button to update Education details.
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2. For Parent/Carer - Occupation Group

a. Select the Edit # Edil button and select Occupation Group Details for the Parent/Carer.

b. Enter details and select Save.

The screen refreshes and saves this information.

Note: Select the Edit button to update Occupation Group details.

3. To add another Household, select + Add another Household.

@ Tip: This is required for complex families.

Repeat the above steps to enter their details.
5. To add another contact, select + Add another contact.

6. Repeatthe above steps to enter their details.

Note: To remove a Contact or mark as Deceased, select the 3 dots next to the Parent/Carer.

Parent/Carer 1 ij € Add another contact

i Remove Contact

@ Mark as Deceased

Health tab

Overview

Use the information in this topic to complete details on the Health tab when creating an application within the
Admissions module.

ADMISSIONS USER GUIDE | PAGE 22
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Steps
1. Select the Health tab.

Student Household Health Documents Office Use

besiis Coreen

2. Nextto Health - Immunisations, select Edit.

a. Enterimmunisation details for the student.

IMMUrisations

€ Ak Vacoineron

b. Select + Add Vaccination/Immunisation to enter the name, comments and date of administration.
VaccinationsAmmunisations

Mamg Cormment .|| Dafe of Administration B

*

c. Repeat to add additional vaccination/immunisation details.
d. Select Save.

The screen refreshes and saves this information.

Imemunisaticns

Are all vaccinationsimmunisations up o dabe?: Yes
Date of last tetanus injecton: 11052017

VaccinationsImmunisations
Name Commeant Date of Administration

MR 01055014

Note: Select the Edit button to update Immunisations details.
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’ SENTRAL |



3. Next to Health - Health Cover, select Edit.

Health Cover

Medicare Number
Medicare Expiry Date
Medicare Position on Card
Health Fund

Health Fund Number
Health Fund Expiry Date

Has Ambulance Cover

No Yes

Ambulance Cover Provider

Has Private Hospital Cover

No Yes

Health Care Card Number

Cancel

4. Capture details such as Medicare number and expiry date, health fund, ambulance and private hospital,

and select Save.

The screen refreshes and saves this information.

Health Cowver

Medicare Mumber: 1234556785
Medicare Expiry Date: 101002020
Medicare Position on Card: 2
Health Fund: Teachors Healih
Health Fund Number: 987654321
Has Ambulance Cover: Yos

Ambulance Cover Provider: Teachers Heallh

Note: Select the Edit button to update Health Cover details..

Documents

Overview

# Edil

Use the information in this topic to complete details on the Documents tab when creating an application within

the Admissions module.

’ SENTRAL

ADMISSIONS USER GUIDE | PAGE 24



Steps

1. Select the Documents tab.

Student Household Health Documents Office Use

2. Nextto Student Documents, select Edit.

Coconn Fi | 1

3. Select Choose File under a student document category to upload the files.
4. Select Add Additional Attachment to another file.
5. Select Save.

The screen refreshes and saves this information.

Note: Select the Edit button to update the Student Documents fields.

ADMISSIONS USER GUIDE | PAGE 25
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Office Use tab

Overview

Use the information in this topic to complete details on the Office Use tab when creating an application within
the Admissions module.

Steps
1. Select the Office Use tab.

Student Household Health Documents Office Use

2. Nextto Billing, select Edit and enter Billing Details for the student.

Oilrg

3. Enter details such as the Debtor ID and select Save.

The screen refreshes and saves this information.

(=1l =
Full P

Tustien Ty

Note: Select the Edit button to update the Billing fields.

4. Nextto Deposits, select Add new Deposit to add details.

@ Tip: The student record needs to be created before adding deposits

ADMISSIONS USER GUIDE | PAGE 26
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5. Enter deposit details including the Payment Date, Description, Amount and Payee.

Tepasils

Late Cracripian Amaur Fages

Add New Deposit »

Payment Date *

Description

Amount Payee

3

E

The screen refreshes and saves this information.

Depeshs

s Bancription Amzant Papes

1anien Apphcabon Fe 150 D3 Fapsan Tes

6. Nextto Correspondence, select Edit.

Cofreapordenos

Sludert recond nssds 4o be oroated bolorn 53000 comesnondanoe

@ Note: You cannot add any correspondence until the Admission status of Draft (incomplete)
or Application to be Validated has been completed.
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7. Select Add Correspondence to the right of the student admission you wish to add correspondence to.

The Add Correspondence screen displays.

Comespondence for Sally Webb x

Direction Tyoe Activity by
Cufgoing ¥ Mota T devops{@sentral.com.su G74a8a5 ¥
Title

Actvity Comment

=

Specify details about correspondence item, add a title and comment. Select Save.

. To update Correspondence details, select Edit.
10.
11.

To delete an item of correspondence, select Delete next to the item.

View the student's Enrolment History.

Lracirs g Hiseyp

t i Hars i Wl Hew'fohm g [ by

Note: Displays the Enrolment History once the student has been enrolled.

12. Next to ID Numbers, select Edit.

’ SENTRAL
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13. Enter ID Numbers for the student and select Save.

MarEers

The screen refreshes and saves this information.

I AT

School curmicabn sred atandard sy 100 T
FEAlEA e A 0 TR g L
CRR:T

MERELFIH I TH

Note: Select the Edit button to update ID Numbers fields.
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Draft (Incomplete) Admissions

Overview

Use the information in this topic to update Received Applications that are incomplete by looking at the following
options:

¢ Received Application

e Draft (Incomplete).

Steps

1. Select the Sentral menuicon s+ and choose Admissions in the Student Admin group.

2. Select Applications Received in the left menu and choose Draft (Incomplete).

@ Received Applications

Draft (Incomplete) (€ @

Note: The number beside the menu listing 2 displays the number of current Draft
(Incomplete) Applications.

The Draft (Incomplete) screen displays a list of students with incomplete applications.

AR T

WeTed e Crmaid a1 Aotk

3. Select Edit next to the student you wish to edit.

The Admissions screens displays.

i Appicah

Faeteim S Tad

Dt £ ik 500

[
Provwsaam [0 Pradins gl
Hodis

Holdding Mad mimaasca: v

Wil s marsien

Pl lmnad FTF
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4. Select Edit next to the different sections you want to update.

@ Note: Refer to the previous section for the different screens and to update the status of the
application.
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’ SENTRAL |



Pending enrolments

Target audience

Administration staff

Content

The topics in this section cover how to update Pending Enrolments by looking at the following options.

Enrolment stages

The Enrolment stages that you see in the Admissions module at your school have been configured by your
Sentral Administrator to suit your school's workflow and processes.

Stages - examples

The stages and statuses shown below are an example of a possible workflow.

Application Received

a. Application to be Validated

b. Boarding Enquiry

c. Waitlist

Application in Progress

a. Invited for Interview

b. Interview Date Confirmed
Under Offer

a. Place Offered
Acceptance

a. Place Confirmed

Not Offered Applications

a. Cancelled

Note: The number beside menu options

option.

Pending Enrolments

Note: A notes icon

’ SENTRAL

Motes

displays the number of current Admissions in that

displays if there are any notes added to the Application.
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Overview

Pending Enrolments has a selection of menu options with some having additional sub-menus for the status
types.

This example shows pending applications with the status Application to be Validated.

Admissions: Yuin's 1112 College v - a]

Application To Be Validated Students

@ YUIN ot S 16 PR NSRS URRN |, J[TTOSPUTNRNATA ... ..

O SwdentCode  Student Name: Family Name ~School Year Date of Birth _Intended Start Date: Notes Send Status LastUpdated  Application Fee Actions

O 240007 Adrain Abbort 10 Appiication To Be Valdated (1) | o equired Bl 0 2 Note
Home

0O 2025 Honey Bee 12 04/08/2016 | Mot Requied I 73 2 Note
Create Enroiments ~

O 230024 Nicholas Claus 10 06/12/2006  Application To Be Valicated (1) Jll Appiication To Be Validated (25) [NRENSYES-Y RECCIMN ot Required |
Fending Enrolments [ JAMODT  Jams (JamBoy) Jsmmer 1" 10/0s/2000 CApplicaion To Be Valdated (1) 15/03/2024 111

Current Enguiries @D 0 240009 Jessyea Kuvalis Kz ot e

Dreft (incomplete) O 2023 chriss (henry) matt wokes 0200672010 [t cuired BN 7. 2 Mot
Transitioning Students —

Transttioning Students - Under
Appeal

Transitioning Students
Rejected

Pending Applications ~
Application To Be Validated
Invited For Interview

Interview Date Confirmed

Interview Conducted

Wait List Applications ~

Offered Applications ~

Action buttons

Action buttons are available for you to use when you have an enrolment record on any of the Pending
Enrolments screens.

° Filter (by Gender, Priority, Academic Period/School Year and Boarding) m

Change Status (with Selected) kii—

* Contact Family
* Add a Note

* Edit

* Export m
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Application in Progress — Invited for
Interview

1. Select the Sentral menuicon s+ and choose Admissions in the Student Admin group.

2. Expand Pending Enrolments in the left menu, then select Application in Progress and choose Invited
for Interview.

Home

Create Application 4

Received Applications =4

Pending Enrolments =4
Application Received hd
Application in Progress w

Invited For Interview (1

Interview Date Confirmed

Interview Conducted

Under Offer 4
Acceptance b
Other e
Reports =4
Migrate Y

The Invited for Interview Students screen displays the students with the status Invited for Interview.

1
Yuin 11-12 College B Messages (85) & WhatsNew @ Help (5 Clockin | ® sewp % €W Fliza Gent (@Sentral)

Admissions: Yuin's 11-12 College v lv ql
Home Invited For Interview Students
Create Application v Total Students: 1 With Selected Invited For Interview ~
Received Applications ~ Deceased No ~ | | Gender All o | | Priorty AN < | | AcademicPeriod | 2025 « | | School Year | Al « | [Boarding Ml ~ mw
Pending Enrolments ~ [ studentCode StudentName FamilyName Gender YearLevel DateofBirth Intended StartDate Notes SendStatus  ApplicationDate Priority Actions
pplcaiion Raceiued o [ PERO15 Maria2 Natalia  Perera Female 06/12/2006 01/01/2025 27/06/2022 m
R - Show results result Prev | 1 | Next

Invited For Interview (1

Interview Date Confirmed

Interview Conducted

Under Offer ~
Acceptance v
Other v
Reports v
Migrate v

3. Update application details as required.

4. Once complete, change the status of the student's application to Interview Date Confirmed.
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Application in Progress — Interview
Date Confirmed

1. Select the Sentral menuicon s+ and choose Admissions in the Student Admin group.

2. Expand Pending Enrolments in the left menu, then select Application in Progress and choose
Interview Date Confirmed.

Haome

Create Application o

Received Applications b

Pending Enrolments =
Application Received ~
Application in Progress ~

Invited For Interview

Interview Date Confirmed (1

Interview Conducted
Under Offer A
Acceptance e
Other et
Reports o
Migrate B

The Interview Date Confirmed Students screen displays the list of students with the status Interview Date
Confirmed.

Neverwinter School @ Messages @) | & WhatsNew | @ Help Clockin | @ senp | # N ElzaGent (@Semral)
Admissions: Neverwinter School v [- Q ]
Home Interview Date Confirmed Students
Create Application \7 Total Students: 1 With Selected | Interview Dete Confirned v
Received Applications > Decassed| No v | [Gender | Al v | [erormy| At ~ | [Academicperiod | 2025 v | [ Schoolvear | al v | [Boarding| Al v
o s ¥ [ swdentCode  StudentName  FamilyName Gender  Yearlevel DateofBirth  Intended StartDate  Notes SendStatus  Application Date Priority Actions

P - 0O misooz Tira Misu Female 1 05/05/2021 01/01/2025 07/01/2025 sibling currently enrolled ﬂm
application in Progress ~ Snow results result Prev | 1| Next

Invited For Interview

Interview Conducted

Under Offer ~
Acceptance v
Other v

Reports ~

Migrate >
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3. Do any of the following:
a. Select Edit next to a student to update details.
b. Select Add a Note next to a student to enter a note.
c. Select Delete next to a student to delete the application.
d

Tick the checkbox next to a student, select Contact Family, and choose Email or Snail Mail to
communicate with the contact family.

4. Once requirements for this stage of the application have been met:

a. Tick the checkbox next to a student.

b. Nextto With Selected, choose a status option. For example, Interview Conduction.

c. Select Change Status to move the application to the next stage.

i g Neverwinter School ® Messages @) | A WhataNew | @ Help | (% Clockin | @ Sewp | % | €W ElizaGem (@Senual)
Admissions: Neverwinter School v [ qa]
Home Interview Conducted Students
ER— v tomsues e pu——— .
Fecehed oplsrs i st o | [t o| [ D e S i | oo |
Pending Enrolments e O StudentCode  StudentName  FamilyName  Gender  Yearlevel DateofBirth  Intended StartDate  Notes  SendStatus  Application Date Priority Actions
TR o 0O misoo2 Tira Misu Female 1 05/05/2021 01/01/2025 07/01/2025  Sibling currently enralled mm
Application in Progress ~ o

Show results esul Pre

Invited For Interview

Interview Date Confirmed

Under Offer v
Acceptance v
Other ~

Reports 2

Migrate 2
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Under Offer — Place Offered

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

2. Expand Pending Enrolments in the left menu, then select Under Offer and choose Place Offered.

Home

Create Application e

Received Applications e

Pending Enrolments e
Application Received Ed
Application in Progress Rt
Under Offer hd
Acceplance hd
Other e

Reports e

Migrate e

The Under Offer — Place Offered screen displays.

i ‘ Neverwinter School ® Messages @) | & WhatsNew @ Help | (5 Clockin | % seup | % 60 Eliza Gent (@Semral)
Admissions: Neverwinter School v [v Q ]
Home Place Offered Students
P— v ol Sudems:1 [ — .
(o= A e v Dscessed | No v | | Gandar | Al v | | erorny | n v | | Academic aiod | 2025 v | | schaolvear | a1 v | [Boarding | a1 v
Pending Enrclments ~ [ swdentCode  SwdentName  FamilyName  Gender  Yearlevel DateofBirth  Intended StariDate  Notes SendStaws  Application Date Priority Actions
e R o O misoo2 Tira Misu Female 1 05/05/2021 01/01/2025 07/01/2025  Sibling currently enrolled mm
ppicationin Proggess o Snow results result Pre Next
Under Offer ~
o |
Acceptance ~
Oner ~
Reporis ™
Migrate o4

3. Do any of the following:
Select Edit next to a student to update details.

a.
b. Select Add a Note next to a student to enter a note.

o

Select Delete next to a student to delete the application.

d. Tick the checkbox next to a student, select Contact Family, and choose Email or Snail Mail to
communicate with the contact family.
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4. Once requirements for this stage of the application have been met:
a. Tick the checkbox next to a student.
b. Nextto With Selected, choose a status option. For example, Acceptance - Place Confirmed.

c. Select Change Status to move the application to the next stage.
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Acceptance — Place Confirmed

1. Select the Sentral menu icon

and choose Admissions in the Student Admin group.

2. Expand Pending Enrolments in the left menu, then select Acceptance and choose Place Confirmed.

Home

Create Application e

Received Applications R

Pending Enrolments R
Application Received e
Application in Progress ~
Under Offer e
Acceptance A
Other hd

Reports R

Migrate e

The Acceptance — Place Confirmed screen displays.

Neverwinter School [Ji]

Admissions: Neverwinter School v

Home Place Confirmed Students
Greate Application v Total Students: 1
Received Applications

Pending Enrolments [ stdentCode  StudentName

Application Received “ O wisooz Tira
Application in Progress. ~
Under Offer ~
Acceptance ~
Other ~
Reports v
Migrate v

’ SENTRAL

Family Name

Misu

Deceaced | No v | | Gender All

Gender

Female

Year Level

3

Date of Birth

05/05/2021

01/01/2025

® Messages @@ & WhatsNew @ Help Clockin | & Serp | % | €W Eiza Gent (@Sentral)

With Selected | Place Canfirmed

Eroey | Al v | AcademicPerad 2025w | | school Year all
Intended StartDate  Notes  SendStaws  Application Date Priority Actions
07/01/2025  sibling currently enrolled Add aNote m
Show results esul Pre Next
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3. Do any of the following:
a. Select Edit next to a student to update details.
b. Select Add a Note next to a student to enter a note.
c. Select Delete next to a student to delete the application.
d. Tick the checkbox for one or more students and select Exportto export to a CSV file.
e

. Tick the checkbox next to a student, select Contact Family, and choose Email or Snail Mail to
communicate with the contact family.

Tip: A student that is confirmed in Admissions should switch to Enrolled-Active based on
start dates.

4. Once requirements for this stage of the application have been met:

a. Tick the checkbox next to a student.

b. Nextto With Selected, choose a status option. For example, Application Completed - Enrolled
Active.

c. Select Change Status to move the application to the next stage.
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Other — Offer Declined

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

2. Select Other in the left menu and choose Offer Declined.

Home

Create Application e

Received Applications e

Pending Enrclments e
Application Received 4
Application in Progress et
Under Offer hd
Acceptance hd
Other -

Place Not Offered

Reports b

Migrate

The Offer Declined Students screen displays.

Admissions: Neverwinter School v ’v a ]
Home Offer Declined Students
Create Application & Total Students: 1 With Selected | Offer Declined v
pecailprlcarons > Decsased | No v | Gender Al ~ | [ Frioriy | ~ | | AcademicPeriod 2025 v | | School Yesr | All ~ | [Bosrding 4l v
Pending Enrelments e O SwdentCode  SwdentName  FamilyName  Gender  Yearlevel DawofBith  Intended StariDate  MNotes SendStaws  Application Date Priority Actions
Application Received - O ™iso0z Tira Wisu Female 1 05/05/2021 01/01/2025 07/01/2025  Sibling currently enrolled mm
. o Show results esul Prev Next
Under Offer v
Acceptance v
Other ~
Place Mot Offered
Reports >
Migrate v

3. Do any of the following:
a. Select Edit next to a student to update details.
b. Select Add a Note next to a student to enter a note.
c. Select Delete next to a student to delete the application.
d. Tick the checkbox for one or more students and select Exportto export to a CSV file.
e

Tick the checkbox next to a student, select Contact Family, and choose Email or Snail Mail to
communicate with the contact family.
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Not Offered — Applications - Cancelled

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

2. Select Other in the left menu and choose Place not Offered.

Home
Create Application Y
Received Applications Y
Pending Enrolments Y
Application Received ™
Application in Progress v
Under Offer v
Acceptance v
Other v
Place Not Offered
Offer Declined
Reports Y
Migrate s

The Place Not Offered screen displays.

Neverwinter School ® Messages @D | 4 WhatsNew | @ Help | (¢ Clockin | @ senp % | 6V EizaGem (@Sentral)
Admissions: Neverwinter School v - a]
Home Place Not Offered Students
Greate Application v Total Students: 1 With Seleced Flace Not Offered v
el s h Dezssead | Mo v | | Gender| Al | [ prioray | A v | | Academiceriod | 2025 v | [schoaivear |l v | [Bomring A1 m
Pending Enrolments > [ SwdentCode  StudentName  FamilyName  Gender  Vearlevel DateofBinh  Intended StartDate  Notes SendStaws  Application Date Priority Actions

Application Received - [mERUE T Tira Misu Female 1 0570872021 01/01/2025 07/01/2025 sibling currently enrolled mm
Application in Progress ~ Show resulis esul Pre Next
Under Offer v

Acceptance ~

Otner ~

Offer Declined
Reports S

Migrate

3. Do any of the following:
Select Edit next to a student to update details.

a.
b. Select Add a Note next to a student to enter a note.

o

Select Delete next to a student to delete the application.
d. Tick the checkbox for one or more students and select Export to export to a CSV file.

e. Tick the checkbox next to a student, select Contact Family, and choose Email or Snail Mail to
communicate with the contact family.

Note: Students who had cancelled their application to enrol at the school and subsequently been
re-waitlisted will still have the end date of the enrolment period set from the earlier application.
This streamlines the process by automatically clearing the end date once the student moves to a
waitlisted state.
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Reports

Target audience

¢ Admissions staff

Content

The topics in this section cover how to generate reports within the Admissions module for the following
Reports:

e Current Enrolments

e Future Enrolments

¢ Place Confirmed Students
¢ Export Students

These reports are produced by the Admissions Manager to track current year enrolments and determine the
number of vacancies that need to be filled for the year.

Current Enrolments Report

Overview

The Current Enrolments Report is a summary of current year enrolments by status for each campus as at the
date you are running the report. Data is pulled from students on the waitlist and students that are currently
enrolled. These are produced by the Admissions Manager to track current year enrolments and determine the
number of vacancies that need to be filled for the year.

Steps

1. Select the Sentral menuicon s+ and choose Admissions in the Student Admin group.

The Admissions home screen displays.
e ————————eeee]

e

@
1

1221 1800 579 1 81

@ &
]

P firm by

il [P T T S e i R

iil

T L T TR T S -
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2. Select Reports in the left menu and choose Current Enrolments.

The Current Enrolments Report screen displays with options to generate the report.

Neverwinter School B Messages @) | & WharsNew @ Help | (5 Clockin | % Sep | %2 | #W Eliza Gem (@Sental)

Admissions: Neverwinter School v [- [s}
Home Current Enrelments Report
Greate Application ~ Filter by Filter by cnosse 5 value v ' O show
i 2025 ~ Display
Academic Campus otions ORI Sden
Received Applications ~ Period P records

Reports ~

Future Enrolments
Place Confirmed Students
Export Students

Migrate >

Select an option for Filter by Academic Period.
Select an option for Filter by Campus.

Select one or more display options. For example All students, Boarding, Non-boarding.

o o0 AW

Select the Show Student Recordscheckbox if you wish to show student records.

e Generate CSV
7. Select Generate to display results on the screen or Generate CSV to

create a CSV file.
Sample Report

Definition/Calculations

Year Level Year Level for respective campus

Target Target number of students for the year (derived from Year Level Placements in
Enrolments Setup)

Today’s Total number of currently enrolled students for the year

Enrolment

Total

Today’s Total number of currently enrolled male students for the year

Enrolment M

Today’s Total number of currently enrolled female students for the year

Enrolment F

Today’s Percentage of currently enrolled male students the year, calculated as Today’s
Enrolment - Enrolment — M as a percentage of Today’s Enrolment — Total.

%M
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Today’s Percentage of currently enrolled female students the year, calculated as Today’s

Enrolment - Enrolment — F as a percentage of Today’s Enrolment — Total.

%F

Vacancy Number of vacancies we need to fill for the current year, calculated as difference
between Target and Today’s Enrolment — Total (can be positive or a negative number,
i.e., under or over Target).

Offer Students on the Waitlist with a status of Place Offered. We are waiting for the student to
accept or decline the offer.

Confirmed Students on the Waitlist with a status of Placed Confirmed, that have not been rolled
over to Enrolled yet.

Leavers Students that have advised that they are leaving the school.

LOA Return Students on Leave of Absence as at the time the report is generated.

Forecast Sum of Today’s Enrolment Total + Offer + Confirmed — Leavers + LOA Return.

Enrolment

Total

Forecast Sum of Today’s Enrolment Total + Offer + Confirmed — Leavers + LOA Return for male

Enrolment M students.

Forecast Sum of Today’s Enrolment Total + Offer + Confirmed — Leavers + LOA Return for female

Enrolment F students.

Forecast Forecast number of male students for the year, calculated as Forecast Enrolment M as a

Enrolment percentage of Forecast Enrolment Total

%M

Forecast Forecast number of female students for the year, calculated as Forecast Enrolment F as

Enrolment %F

a percentage of Forecast Enrolment Total

Note:
¢ Ifgender balance percentage varies by more than 20%, highlighted in Blue percentages in
both Today’s Enrolment and Forecast Enrolment columns.

e If Today’s Enrolment — Total is greater than Target, highlighted in Green at the total campus
level.
e |f Today’s Enrolment — Total is less than Target by 5 or more, highlighted in Red at the total
campus level.

¢ |If Today’s Enrolment — Total is less than Target by between 1 and 4, highlighted in Yellow at
the total campus level.
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Future Enrolments Report

Overview

The Future Enrolments Report provides the position for any future year and includes the projected rollover of
current enrolments as well as students from the current waitlist. It is produced by the Admissions Manager for
the School Executive to track future year enrolments and to help identify marketing opportunities and
prospective enrolments.

Steps

1. Select the Sentral menuicon s+ and choose Admissions in the Student Admin group.

The Admissions home screen displays.

P — 1221 1800 579 1 81

P i by

2. Select Reports in the left menu and choose Future Enrolments.

The Future Enrolments Report screen displays with options to generate the report.

Future Enrolments Report Populate Forecast Records
Filter by Filterby  cpoocea value. v . O show
Academic | 2026 v | campus Display  pvaurpe—"
Period Optians records
[ oomne | coemecor

Filter by Academic Period: select the Academic Period from the drop-down list.
Filter by Campus: select the Campus from the drop-down list.

Display Options: select the options to use. For example, All Students, Boarding, Non-Boarding.

@ o ko

Show Student Records: Select this checkbox if you wish to show student records.

s i Generate CSV
7. Select Generate to display results on the screen or Generate CSV to

create a CSV file.
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8. Select Populate Forecast Records if you wish to view the current year's enrolments data and then based
on that, generate a forecast of a future year.

@

@ Note: Populate Forecast Records uses current enrolments data to generate a forecast of
enrolments expected in a future year.

Example: | have 80 year 2 students this year so my forecast for the next year would say | will
have 80 year 3 students.

Definition/Calculations

Year Level
Budget Target
Confirmed
Enrolment Total

Confirmed
Enrolment Total
M

Confirmed
Enrolment Total
F

Confirmed
Enrolment Total
M%

Confirmed
Enrolment Total
F%

Existing M
Existing F
Place Confirmed

M

Place Confirmed
F
Offer M

Offer F

‘ SENTRAL

Year Level for respective campus

Target number of students for the year (derived from Year Level Placements in
Enrolments set up).

Total number of confirmed students for the year, calculated as Existing + New
Confirmed.

Total number of confirmed male students for the year, calculated as Existing M +
New Confirmed M.

Total number of confirmed female students for the year, calculated as Existing F +
New Confirmed F.

Percentage of confirmed male enrolments for the year, calculated as Confirmed
Enrolment M as a percentage of Confirmed Enrolment Total.

Percentage of confirmed female enrolments for the year, calculated as Confirmed
Enrolment F as a percentage of Confirmed Enrolment Total

Current year Male students in the previous year, e.g., for Year 7 CC, display number
of currently enrolled students in Year 6 at MC

Current year Female students in the previous year, e.g., for Year 7 CC, display
number of currently enrolled students in Year 6 at MC.

Total number of confirmed male students for the year, calculated as Existing M +
New Confirmed M.

Total number of confirmed female students for the year, calculated as Existing F +
New Confirmed F.

Male students on the waitlist with a status of Place Offered. We are waiting for them
to accept or decline the offer.

Female students on the waitlist with a status of Place Offered. We are waiting for
them to accept or decline the offer.
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Interview M

Interview F

Projected
Enrolment Total

Projected
Enrolment Total
M

Projected
Enrolment Total
F

Projected
Enrolment Total
M%

Projected
Enrolment Total
F%

Waitlist M

Waitlist F

Male students on the waitlist with a status of Invited for Interview, Interview Date
Confirmed or Interview Conducted.

Female students on the waitlist with a status of Invited for Interview, Interview Date
Confirmed or Interview Conducted.

Sum of Existing + New Confirmed + Offer + Interview.

Sum of Existing + New Confirmed + Offer + Interview for male students.

Sum of Existing + New Confirmed + Offer + Interview for female students.

Percentage of projected male enrolments for the year, calculated as Projected
Enrolments M as a percentage of Projected Enrolments Total.

Percentage of projected female enrolments for the year, calculated as Projected
Enrolments F as a percentage of Projected Enrolments Total.

Number of Male students on the waitlist with status of waitlist only for the year
selected.

Number of Female students on the waitlist with status of waitlist only for the year
selected.

Note: If gender balance percentage varies by more than 20%, the percentages are highlighted in
blue.

‘ SENTRAL
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Place Confirmed Students Report

Overview

The Place Confirmed Students creates a CSV file displaying the following fields:
e Student Code

e Student Name

e« Campus

e Year Level

o Start Date.

Steps

1. Select the Sentral menuicon s+ and choose Admissions in the Student Admin group.

The Admissions home screen displays.

_
o 2

e

i

VR 1221 1800 573 1 &1

a |a |@
|
1

Foafirm bey

2. Select Reports in the left menu and choose Place Confirmed Students.

Admissions: Neverwinter School v - Q

Home. Place confirmed students report

Create Application v Filter by Fiterby | ¢hooce avalue. v
Academic 2025 v Campus

Received Applications v Period

Pending Enrolments v
Reports ~
Current Enrolments

Future Enralments

Place Confirmed Students

Export Students

Migrate ™

The Place confirmed students report screen displays with options to generate the report.
3. Select an option for Filter by Academic Period.

4. Select one or more options for Filter by Campus.
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5. Select Generate CSV to create a CSV file.

Sample CSV file

A & . B | C D E

1 |Student Code Student Name Campus Year Level Start Date
2 7986 John Edwards Sentral 7-12 Campus & 1/01/7019
3 7996 Ben Roogers Sentral 7-12 Campus 7 11/12/2018
4 8030 Sally Watson Sentral 7-12 Campus g 16/11/2018
5 B8040 Joshua Smith sentral 7-12 Campus g 20/13/2018
& 2065 Giddy Guddy Sentral 7-12 Campus 11 %/01/2019
7 8103 Ewan White Sentral 7-12 Campus 8 14/01/2018
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Export students

Overview

Use the information in this topic to export a list of students that fall within one or more academic periods and
one or more statuses.

Steps

1. Select the Sentral menuicon s+ and choose Admissions in the Student Admin group.

The Admissions home screen displays.

(—— 1221 1800 5749 1 81

=

Neverwinter School [il] B Messages @) | & WharsNew | @ Help | (5 Clockin | % ewp | % | 0 Elzabeth Gamment (@Sentral)

Admissions: Neverwinter School v -

Home Export Students
Create Application @ The export function on this page supports users with being able 1o export a list of students that fall within one or more academic periods and ane or more multiple statuses.
Received Applications

Filter by School | Choose a value. || Meverwinter Senzal x

Pending Enrolments
Filter by Academic Periods | Choose a value.

Reports ~ . .
P Filter by Admission Statuses | Choose a value.

Current Enrolments

Future Enrolments.

Place Confirmed Students

Migrate o

For Filter by School, select one or more school.
For Filter by Academic Periods, select one or more periods.

For Filter by Admission Statuses, select one or more statuses.

6. Select Export m
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Migrate enrolments

Overview

This feature allows you to migrate enrolments to a different school, enrolment type, academic period and year
level. You will be able to preview all of the changes before anything is saved. Historical data will be stored as if
the changes were done manually.

Source Enrolments

These fields are used to determine which enrolments to modify.
School

Sentral 7-12 (Xero 1) ~

Enroiment Type

Choose a value... A4

Academic Period

—Mat Szlectad— v

Year Level

—Mot Selected— ~

Changes to make

Target School

Santral 7-12 (Xero 1) (Do not char v

Enrolment Type

-Da not change-- ~
Target Academic Period

~Da nat changs— ~
Target Year Level

—Mat Szlectad— A4

Schools generally have student applications that are sitting in a status such as Waitlist, where the expectation
is that the students will start in the upcoming new year. For applications that will not start in the new year,
schools need to be able to move the application to the next academic period as well as to the next year level.
There is a bulk tool to help with transitioning this data. A preview screen is provided for schools to review the
data before the actual change is made in bulk.

1. Select the Sentral menuicon s+ and choose Admissions in the Student Admin group.

The Admissions home screen displays.

_
i ¢

e

i

1221 1800 579 1 81

@ |& |@
d
1
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2. Select Migrate in the left menu and choose Migrate Enrolments.

The Migrate enrolments screen displays.

Admissions: Neverwinter School v

- Q
Home Migrate enrolments
Greate Application ~ This festure allows migrating enrolments to a different school, enrolment type, academic period and year level. You will be able to preview all of the changes before anything is saved. Historical data will be stored as if the changes were done
manually.
Received Applications Source Enrolments
Pending Enrolments ~ These fields are used to determine which enrolments 1o modify.
School
Reports 2
Neverwinter School v
Migrate ~

Admission Status

Migrate Enrolmenmts. Choose a value ~

Academic Period
~Not Selected—
ear Level

ot Selected- v

Changes to make
Target Schoo

Neverwinter School (Do not ch v

Admission Status

~Donot change- v

Target Academic Period
Do not change-
Target Year Level

Do notchange— v

3. Under Source Enrolments:
a. Choose an option for Admission Status and Academic Period.
b. Choose the Year Level.
4. Under Changes to make:
a. Select the Target school.
b. Choose the Admission Status.
c. Choose the Target Academic Period.
d. Selectthe Target Year Level.

5. Select Preview migration to check the changes before anything is saved.
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