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Getting started
Target audience
 l Administration staff

Content
Topics in this section cover:
 l creating new student applications
 l viewing and managing current applications.
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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 tab
 l Personal Details
 l Visa
 l Passport
 l International
 l Student Profile
 l Education History

Household tab
 l Household Address
 l Parent/Carer Details

Health tab
 l Immunisations
 l Health Cover

Documents tab
 l List of documents to be uploaded

Office Use tab
 l Billing
 l Deposits
 l Correspondence
 l Employment History
 l ID Numbers
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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

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

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

 

 

 2. Do one of the following:

 a. Select Create New Application on the home screen.

 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.
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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

 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.

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

The screen refreshes and saves this information.

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

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

 b. Enter passport details and select Save.

The screen refreshes and saves this information.

Note:  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

 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.
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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.
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 3. Select the 3 dots next to the student name to do any of the following:

 a. View contacts

 b. Add/change student photo

 c. Mark as deceased

 d. Open Enrolment.

You can now edit the Application.
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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.

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.
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 3. Under Houshold - Parent/Carers:

 a. Enter additional details for the Parent/Carers of the new Admission. This includes:
 l Student Relation Details
 l Personal Details
 l Contact Details
 l Background
 l Education
 l Occupation Group.
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 4. For Parent/Carer 1 – Student Relation Details:

 a. Select Edit  to enter Student Relation Details.

 b. Enter details and select Save.

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:

 a. Select Edit  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.
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 6. For Contact Details:

 a. Select Edit .

 b. Enter Contact Details for the Parent/Carer.

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

 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.

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

For Parent/Carer - Background:

 1. Select Edit  to enter Background Details for the Parent/Carer.
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 2. Enter details and select Save.

The screen refreshes and saves this information.

Note: Select the Edit button to update Background fields.

 

Parent/Carer - Education

 1. Select the Edit  

 a. Enter Education Details for the Parent/Carer.

 b. School education level: select the parent/carer 1 and select school education level.

 c. Tertiary Education Level: select their Tertiary Education Level.

 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  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.

 4. Repeat the above steps to enter their details.

 5. To add another contact, select + Add another contact.

 6. Repeat the above steps to enter their details.

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

 

Health tab

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

 2. Next to Health - Immunisations, select Edit.

 a. Enter immunisation details for the student.

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

 c. Repeat to add additional vaccination/immunisation details.

 d. Select Save.

The screen refreshes and saves this information.

Note:  Select the Edit button to update Immunisations details.
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 3. Next to Health - Health Cover, select Edit.

 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.

 

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

Documents

Overview
Use the information in this topic to complete details on the Documents tab when creating an application within 
the Admissions module.
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Steps
 1. Select the Documents tab.

 2. Next to Student Documents, select Edit.

 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.
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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.

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

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

The screen refreshes and saves this information.

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

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

Tip: The student record needs to be created before adding deposits
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 5. Enter deposit details including the Payment Date, Description, Amount and Payee. 

The screen refreshes and saves this information.

 6. Next to Correspondence, select Edit.

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.

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

 9. To update Correspondence details, select  Edit.

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

 11. View the student's Enrolment History.

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

 12. Next to ID Numbers, select Edit.
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 13. Enter ID Numbers for the student and select Save.

The screen refreshes and saves this information.

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:
 l Received Application
 l Draft (Incomplete).

Steps

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

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

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

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

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

The Admissions screens displays.
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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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Pending enrolments
Target audience
 l 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.
 l Application Received 

 a. Application to be Validated

 b. Boarding Enquiry

 c. Waitlist
 l Application in Progress

 a. Invited for Interview

 b. Interview Date Confirmed
 l Under Offer

 a. Place Offered
 l Acceptance

 a. Place Confirmed
 l Not Offered Applications

 a. Cancelled

Note: The number beside menu options  displays the number of current Admissions in that 
option.

Pending Enrolments

Note: A notes icon  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.

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

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

 l Change Status (with Selected) 

 l Contact Family 

 l Add a Note 

 l Edit 

 l Export 
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Application in Progress – Invited for 
Interview
 1. Select the Sentral menu icon  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.

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

 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 menu icon  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.

 

 

The Interview Date Confirmed Students screen displays the list of students with the status Interview Date 
Confirmed.
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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. Next to With Selected, choose a status option. For example, Interview Conduction.

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

 

The Under Offer – Place Offered screen displays.

 

 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. 
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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. Next to 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.

 

The Acceptance – Place Confirmed screen displays.
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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. Next to 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.

 

The Offer Declined Students screen displays.

 

 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.

 

The Place Not Offered screen displays.

 

 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 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
 l Admissions staff

Content
The topics in this section cover how to generate reports within the Admissions module for the following 
Reports:
 l Current Enrolments
 l Future Enrolments
 l Place Confirmed Students
 l 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 menu icon  and choose Admissions in the Student Admin group.

The Admissions home screen displays.

ADMISSIONS USER GUIDE | PAGE 43



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

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

 3. Select an option for Filter by Academic Period.

 4. Select an option for Filter by Campus.

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

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

 7. Select  Generate  to display results on the screen or Generate CSV  to 
create a CSV file.

Sample Report

Definition/Calculations

Column Definition

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 
Enrolment 
Total

Total number of currently enrolled students for the year

Today’s 
Enrolment M

Total number of currently enrolled male students for the year

Today’s 
Enrolment F

Total number of currently enrolled female students for the year

Today’s 
Enrolment - 
%M

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

Today’s 
Enrolment - 
%F

Percentage of currently enrolled female students the year, calculated as Today’s 
Enrolment – F as a percentage of Today’s Enrolment – Total. 

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 
Enrolment 
Total

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

Forecast 
Enrolment M

Sum of Today’s Enrolment Total + Offer + Confirmed – Leavers + LOA Return for male 
students.

Forecast 
Enrolment F

Sum of Today’s Enrolment Total + Offer + Confirmed – Leavers + LOA Return for female 
students.

Forecast 
Enrolment 
%M

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

Forecast 
Enrolment %F

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

Note: 
 l If gender balance percentage varies by more than 20%, highlighted in Blue percentages in 

both Today’s Enrolment and Forecast Enrolment columns.
 l If Today’s Enrolment – Total is greater than Target, highlighted in Green at the total campus 

level.
 l If Today’s Enrolment – Total is less than Target by 5 or more, highlighted in Red at the total 

campus level.
 l 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 menu icon  and choose Admissions in the Student Admin group.

The Admissions home screen displays.

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

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

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

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

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

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

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

Definition/Calculations

Column Definition

Year Level Year Level for respective campus

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

Confirmed 
Enrolment Total

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

Confirmed 
Enrolment Total 
M

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

Confirmed 
Enrolment Total 
F

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

Confirmed 
Enrolment Total 
M%

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

Confirmed 
Enrolment Total 
F%

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

Existing M 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

Existing F 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.

Place Confirmed 
M

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

Place Confirmed 
F

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

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

Offer F 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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Column Definition

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

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

Projected 
Enrolment Total

Sum of Existing + New Confirmed + Offer + Interview.

Projected 
Enrolment Total 
M

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

Projected 
Enrolment Total 
F

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

Projected 
Enrolment Total 
M%

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

Projected 
Enrolment Total 
F%

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

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

Waitlist F 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.
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Place Confirmed Students Report

Overview
The Place Confirmed Students creates a CSV file displaying the following fields:
 l Student Code
 l Student Name
 l Campus
 l Year Level
 l Start Date.

Steps

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

The Admissions home screen displays.

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

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
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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 menu icon  and choose Admissions in the Student Admin group.

The Admissions home screen displays.

 2. Select Reports in the left menu and choose Export Students.

 3. For Filter by School, select one or more school.

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

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

 6. Select Export .
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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.

Background
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 menu icon  and choose Admissions in the Student Admin group.

The Admissions home screen displays.

ADMISSIONS USER GUIDE | PAGE 52



 2. Select Migrate in the left menu and choose Migrate Enrolments.

The Migrate enrolments screen displays.

 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. Select the Target Year Level.

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