
 

 

Prospective Parents - User Guide 
 

November 2024 
 



 

 
PROSPECTIVE PARENTS – USER GUIDE 

 

ii 

Contents 
For administrators ........................................................................................................... - 3 - 

Activating and importing future student data ........................................................ - 3 - 

To activate this setting ............................................................................................ - 3 - 

For Sentral enrolment schools only ......................................................................... - 3 - 

For staff members ........................................................................................................... - 4 - 

Viewing future students in Sentral ........................................................................ - 4 - 

To view future students ........................................................................................... - 4 - 

Managing parent portal access – Family/Student keys ........................................ - 5 - 

To manage portal accounts for prospective parents ............................................... - 5 - 

Managing parent portal access – Contact keys ................................................... - 6 - 

To manage portal accounts for prospective parents ............................................... - 6 - 

Grant access to the parent portal ......................................................................... - 6 - 

To grant portal access for prospective parents – Family/Student Keys .................. - 6 - 

To grant portal access for prospective parents – Contact keys............................... - 7 - 

Communicating with prospective parents ............................................................. - 7 - 

To create a newsfeed for prospective parents ........................................................ - 7 - 

For parents ...................................................................................................................... - 8 - 

Adding a future student ........................................................................................ - 8 - 

Portal functions ..................................................................................................... - 8 - 

 

 

 

 

 



 

 
PROSPECTIVE PARENTS – USER GUIDE 

 

- 3 - 

For administrators 
Activating and importing future student data 

 

 

The setting below will import future student data into Sentral Profiles. Once this setting is activated, 

please run a data sync for the changes to be effective. Otherwise, data sync will automatically run 

overnight.  

 

To activate this setting 

1. Navigate to Sentral setup and select Enterprise Setup. 

2. From the left menu, select General and then select Future Students. 

3. Select the Import Future Students checkbox and select Save. 

4. Run a data sync to import future students. 

For Sentral enrolment schools only 

An additional option is available to define:  

⚫ Future student enrolment status: Defaulted to Enrolled – Active (Pending) 

⚫ Maximum start date (in months – defaulted to 12). 

 

1. Navigate to Sentral setup and select Enterprise Setup. 

2. From the left menu, select Enrolments, and choose Settings. 

3. Update Maximum Start Date and Future Enrolment Type. 

4. Select Save. 

 

Note: Only the following schools are eligible for this feature: 

1. NSW Department of Education (DoE) schools 

2. Schools using Sentral Enrolment as their enrolment module. 
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For staff members 
Viewing future students in Sentral 

To view future students 

1. Select the Sentral menu icon  and then under Insights, select Profiles.  

The Profiles home screen displays. 

2. Future student data is available in the profile version 2 only. If you are in version 1, please select 

View Profile V2 button. 

3. Select the Future Students button to view future students. 
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Managing parent portal access – Family/Student keys 

To manage portal accounts for prospective parents 

1. Select the Sentral menu icon  and then under School Admin, select Portal Console.  

The Portal Console home screen displays. 

2. Select  Setup and choose Portal Console Setup. 

3. Under Parent Access in the left menu, choose family keys or student keys. 

The Manage Family/Student Keys screen displays. 

4. Select filter dropdown in the top right menu and choose Student Enrolment Status. 

The second dropdown displays.  

5. Choose Contacts With Future Students from the dropdown menu. 

A list of all parent contacts with at least one linked future students displays. 
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Managing parent portal access – Contact keys 

To manage portal accounts for prospective parents 
 

1. Select the Sentral menu icon  and then under School Admin, select Portal Console.  

The Portal Console home screen displays. 

2. Select  Setup and choose Portal Console Setup. 

3. Under Parent Access in the left menu, choose Contact Keys. 

The Manage Contact Keys screen displays. 

4. Select Student Enrolment Status dropdown from the filter right menu and choose Contacts With 

Future Students from the dropdown menu. 

A list of all parent contacts with at least one linked future students displays. 

 

 

 

Grant access to the parent portal 

To grant portal access for prospective parents – Family/Student Keys 

1. Selecting parents - Select one or more checkboxes from the list. 

2. Select Actions and then choose Generate Keys and Send Emails from the dropdown menu. 

New access keys display in the screen under Access Keys column. 
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To grant portal access for prospective parents – Contact keys 

1. Selecting parents - Select one or more checkboxes from the list. 

2. Select Actions and then choose Generate Keys and Send Emails from the dropdown menu. 

New access keys display in the screen under the Access Keys column. 

 

 

 

Communicating with prospective parents 

Communication with prospective parents can be made via the news feed functionality. Prospective 

parents will receive any broadcasted messages or any feed items where prospective parent cohort is 

selected as a recipient. 

 

To create a newsfeed for prospective parents 

1. Select the Sentral menu icon  and then under School Admin, select Portal Console.  

The Portal Console home screen displays. 

2. From the News Feed section select Add New Feed Item. 

The New Feed Item form displays. 

3. Under Recipient Cohorts choose Prospective Parents (Broadcasted messages will be delivered to 

prospective parents as well). 

 

 

 

4. Complete all other necessary information and select Publish. 

Prospective parents will be notified via email and push notification.  

Push notification: For mobile app users only where Send as push notification radio option is 

selected in the news feed). 
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For parents 
Adding a future student 

1. Log in to Sentral for Parents Portal (Portal) or Sentral for Parents App (App). 

— Portal: Select My Access from the left menu and then select Add New Access Key. 

— App: Tap Settings and then select Manage Access Key(s). Select + button. 

2. Type the access key provided by your school and select Add Key. 

The future student displays in the left panel (Portal) or student list (App). 

Portal functions 

For prospective parents, features in the Portal’s left panel (home screen app tiles in the App) are 

driven by Access Control Setting (Portal Console Setup), which is the same for existing parents. The 

only difference is that prospective parents have limited access to the Portal functions.  

Below is a breakdown of portal functionalities for prospective parents: 

⚫ News feed – Parent can view newsfeed: Broadcast or prospective parent specific news feed 

items only. 

⚫ Absences – Parents cannot send future absence requests 

⚫ Messages – Parents cannot send messages 

⚫ Newsletters – Parents can view newsletters 

⚫ Daily notices – Parents cannot receive daily notices 

⚫ Interviews – Parents cannot book interviews 

⚫ Resources – Parents can access school resources (portal documents) 

⚫ School forms – Parents can access school forms. 

⚫ Payments – Parents can make payments (Schools with Sentral enrolment only). 

⚫ Invoices – Parents can view invoices (Schools with Sentral enrolment only). 

⚫ My Details – Parents can view details and request for family amendments  

Needs to be manually updated by school. 

⚫ Medical Information – Parents can send a medical amendment request 

Needs to be manually updated by school. 

⚫ My Access – Parents can add an access key. 

⚫ Help & Information – Parents can access help info 

⚫ Links – Parents can access links 

⚫ Logout – Parents can log out from the system. 

⚫ Student specific features such as: Academic reports, homework, class details, timetable, 

NAPLAN, wellbeing, activities, timeline, markbook, continuous assessment, conferences and 

plans are hidden and out of scope. 

⚫ Calendar: Parents can view the calendar, but student specific events aren’t available. 


