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Disclaimer

All reasonable effort has been made to ensure this documentation is complete and accurate at the time of
distribution. Information in this documentation is subject to change without notice.

Subject to any applicable limitations, Tribal and its employbea#i sot be liable or responsible to any person or
entity with respect to loss or damage arising from the information contained in this documentation.

lllustrations

Where appropriate for data entry purposes, the graphics used in this document matchathim¢y data
recommended for use on the course. Where the graphic is an example of what might be expected when using
certain areas of the software, the training data may not be an exact match.

Trademarks

Microsoft® and Windows® are either registered trademarks or trademarks of Microsoft Corporation in the United
States and/or other countries.

All other product names and services identified throughout this documentation are trademarks or registered
trademaks of their respective companies.

No part of this publication may be reproduced, photocopied, stored on a retrieval system, translated or transmitted
without the express written consent of the publisher.
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Version History
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1 |introduction

Introduction
SAM (School Access Module) is a secure, online tool to enable staff working within schools easier, faster access tc
pupil applications throughout the year. In addition to viewing individual applications, the system allows Schools to
processn-year appliciions in order of their published admissionde. SAM is a live system, so as the Admissions
and Transport Team update the data, it is visible in SAM, and vice versa, speeding up the process for schools anc
the Local Authority (LA).

Course Objectives
By the end of the course the delegates will understand how to;

1 Find your way around SAM

1 Select an admission round

1 Verify pupil application informatio(e.g. sibling connection, addresses)

1 +AS% | LILX ASR WwdreBai Q ONB LI | OSYSy G 27

1 Export data to Excel

1 Accept ApplicationgParental acceptance of places)

1 Add onroll date for new starters

1 View leavers and their destination/offered school

1 Create an ATF (to be imported into SIMS)

1 Running basic reports from SAM

1 Complete and submit Notification Form (foryearadmissions)
Overview
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receptionintake, year 2/3 transfers and year 7 Intake.
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removesthe requirement br schools to assess and apply a criteria to each application.

Delegates may also wish to consider:
1 SIMS End of Year Processes Course

Course Requirements
The course is aimed at new users of SAM in the school office, nevitsemrgtaff with responsibility for managing the
admissions in schools. No previous knowledge of SAM is required. It would be useful for users to have knowledge
the general admission procedure in East Sussex schools.

Other Useful Documentation
You mayfind it useful that when working on your schools admissions processes, to have a copy of the followin
documentation to hand, as they will contain specifics about local and national legal requirements;
1 School Prospectus
1 East Sussex County Council Appl§amga School 208/2020 Booklet
1 School Admissions Code of Practiwenv.gov.uk/government/publications/scho@dmissionscode-2)


http://www.gov.uk/government/publications/school-admissions-code--2

2 Logging In

Open your internet browser e.gnternet Exploreand type the following link into the address bar

https://admissions.eastsussex.gov.uk/SAM/Website/loginx@peturnUrl=login.aspx

TIP: Save the web address asaaouritein your browser, so that it is easily available next time. (To add
favourite, once you have the website open, go to the top menu and click on Favourites/Add
Favourites/Add).

Type in youtUsernameand Password(these are case sensitive). There is only one username and password per
school.

If you require a reminder, please contact the Schools ICT Services Service Desk.

School Access Module

Part of the Synergy Software Suite

Sign In

User Name: |

TRAINING |

Password:

“ersion 15.3.00660
Forgotten your password?

@ 2013 Servelec Synergy Lid
<) Sign In

{2y servelecsynergy

If you enter an incorrect username and/or password yalli get the following warning message.

Sign In

Invalid Username or password.

User Name: | |

Password: |

Once you have successfully entered your Username and Password you will be takeH donapage.



https://admissions.eastsussex.gov.uk/SAM/Website/login.aspx?ReturnUrl=login.aspx

3 | Admissions Processes

Schools are required to complete specific admissions processes throughout the acgdamithese are divided
into Phased and hYear Transfer processes.

What are Phased Transfers?
Phased Transferare your schools main September intake. In order to be able to view applications for your phased
transfer intake, you will need to select onétbe following admission rounds;

1 Infant/Primary Schools phased transfer round is cafiatting School for the First Time 291
9 Junior Schools phased transfer round is cdlitédnt to Junior 209
1 Secondary Schools phased transfer round is c@lf@daryto Secondary 209

As a Non Own Admissions Authority School, the majority of the work associated with your phased transfers is co
ordinated by the LA, there are stilowever, a few routines which your school will need to undertake at specific
times of year (please refer to the Phased Transfer Process grid in chapter 4).

t NAYFNEX LYFLEyd FYyR WdzyA2N) { OK22ft & | NB | faz NBI dziA N
checking addresses and destinations. In order to be able to view yoursegwel will need to select one of the
following admission rounds;

1 Infant schools will seleclunior Transfer 204
1 Primary and Junior schools will sel&€&condary Transfer 2@1

What are InYear Transfers?

In-Year Transfers refer to applications that come through for individuals for any year group, after the school year
has begunlin order to be able to view applications for yourjiear transfers, you will need to select an admission
round, each year grougt a time;

Primary Schools Secondary It is the responsibility of each school,
(Primary/Infant/Junioy Schools regardless of whether they are an Own
Year R 208/19 Year 7 2018/19 or Non Own Admissions Authority

School, to process these applications in a
Year 1 2018/19 Year 8 2018/19 >CN001, 10 p PP

timely manner.
Year 2 2018/19 Year 9 2018/19

Ideally schools should be accessing SAM
Year 3 2018/19 Year 10 208/19 every dayto ensure that no applicant is

left waiting for a response to their
Year 4 2018/19 Year 11 2018/19 L

application.

Year 5 2018/19
Please refer to the kYear Admissions

Year 62018/19 Process and Timeline in chapter 5.




4 | Phased Admissions Process and Timeline

The following grid has been designed to give schools an indication of what processeedtdyg completaduring
a phasedtransfer process each yedyarYefers to an academic yeabept- Aug).

Specific deadlines will be given by the Admissions aadsport Team each year, and these will be published via
the Virtual School Bag (VSB). Please ensure that your school is familiar with the deadlines to ensure that all
processes are completed on time.

Process Annually Recurring Timeline Page

September onwards, each year, as soon as

SelectAdmission Roundo view applications o S 7,10
applications start coming in.

View applicationsin View Rankingscreen.

Read and check details in applications, addresses, family Applications will be downloaded towards the 13c17

connectionsattachments. end of Septembefor you toviewand check.
Please noterules will beassignedor each child as the
Admissions Teamvork through the 5000 cases

Start: From September onwards each year, as
soon as applications start coming in.

Verify Sibling Connectioin View Indicatorsscreen 21¢22
Complete Before end of Januafgr Secondary
and end of February fdnfant/Junior/Primary

Start: September onwards each year, as soon as
applications are being made.
Complete:Before end of Novembdor 19
Secondary and end of February for
Junior/Primary

Verify Addressesgor leavers inView Indicatorsscreen
(e.g. Infants Year 2, Junior/Pany Year 6).

National Allocation Day (notificabn of places)

Emailg for parents who applied online via the Parent Infant, Primary, Junior16 April

Portal. Secondaryl March N/A
Letter (despatched on National Allocation Dgyor
parentswho have sent a paper application.
. . Infant, Primary and Juniar2"@ week in April.
View Final Offer&eport SecondaryLastweek in February 28
Accept applications for new intake using tharent Start: As soon as parents return completed
NN . e 23
Acceptanceoutine inView Indicatorsscreen. Admission Forms to school
Start: Anytime from when the Export ATF link
becomes availablefter National Allocation
Export ATH-ile from SAM in readiness for importing into | Day) You may wish to wait to do this as if do this 31

SIMS a second or third time after changes to your
allocation it will override any information you
have changeiéh SIMS.
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In-Year Admissions Process and Timelin

The following grid giveschools an indication of what processes they need to completedohin-year application
they receive Each iryear round runs for the entire academic yeaks previously mentioned, ipear applications
are ongoing and therefore there are no specifiadiines to adhere to, only that SAM should be cheokeery
day, and applications should be processeisoon as they are received.

Process Timeline Page
*NEW September 2018Change of Process
Schoolglo not need to use thdRound Managemenscreen to update As andvhen the Admissions &
their on-roll numbers. TransportTeam email through for N/A
. . . them. This will normally be once every
The onroll numbers for each year grouwgill be collected via an email 4-6 weeks
from Admissions & Transport Team. Numbers to be entered into an
Excel spreadsheet and returned to them.
June/July onwards, each year, as soon
Select Admission Rount view any iryear applications (each year as appllcatlons start coming in for the
roup at a time) followingschoolyear. 7,10
9 We strongly recommend that stafare
available during school holidays.
The appropriate rulavill have been assigned to cases at thénpof As s00n as aoplications are received N/A
download PP
ViewQuery PreferencefReport to seesummary of applications
(including new and those alreaglyocessedl
Click on Criteria column headirmnceto sort in order of highest
criteria at the top.Rules will not be visible.
If more than one waiting foplace,whoeveris most etitled based on As soon as applications are received 29¢30
assigned rulanddistance tie breakvill appear in ascending order (top
down).
To view application details click on row of applicatiomead and
check details such agldressesfamily connections and reason
Verify Sibling Connectioin View Indicatorsscreen(if necessary) As soon as applications are received 21¢22
Complete and submMlotification Form(regardless of whether have Onceyou are able to establish who you 3336
space or not) to inform Admissisrand Transport Team of outcome are able to offer or not offer a place to
Same day as completing SAM
If able to offer placewrite or email letter to parentsusing template ggfgi&g; fz?rrg.rent ACCEDtANCES N/A
letters provided by Admissions and Transport Team before sendingpnotificationsthey
should be sent immediately
If unable to offer, Admissions and Transport Team will email the family Q?g::rfsslgﬂz;noiﬁgtizﬁt;?nzm (\;\:)”rlne N/A
alternative offer and option to appéand/or apply for waiting list back to you under Fair Ac,cesgProtocoI
If place offered, once parent completed and returnédmission Form As SOOTES parents return completed
to you, accept placen SAMusingParent Acceptancen View Admission Fl):or ) to school P 23
Indicatorsscreen
Completeon-roll date, inView Indicatorsscreen once child has Once start date is known 24

started.
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O |Selecting an Admission Round

Once you are logged in, thdome page is displayed. Heyou can choosehie required Admissions Round and
completeand submit a Notification Form.

Click on the drop down arrow to reveal theimission Rounaptions, select the round you want and click on the
Round Summargutton. (See Chapter 3 Admissions Processes for more information on which round to choose).

Synergy
SAM

B OpenNewTab i Change Password @ Help € Sign Out

Home

To view applications, use the drop down list below. Select the Admissions Round, then press the 2 Round Summary button.
Alternatively, select Round Management fo view all Rounds.

If you wish to use SAM with multiple tabs then please press the & Open New Tab button or refer to the @ Help button in the navigation bar at the top for
further details.

Admissions Round: T

‘ =< Round Summary '

~____
¥ Round Management -A Submit Notification

Once you have chosen the round, you will be taken toRbend Summarpage.

The chosen admission round will appear at the top left of the page besidesgbaol name.

Synergy

SAM

Training School 7 - Secondary Transfer

If you select the wrong admission round, click onld@mebutton, in the top right hand corner of the screen. This
will take you back to the Home page, allowing you to select your correct admission round.

A Home ) Sign Out

10
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[ | Round Summary Overview

In the top right hand corner of thRound Summarypage there are two links.
1 Homewill take you back to thélomepage (where you caselect an alternative roundsomplete and submit
the Notification Form).

1 Sign Ouwill log you out of SAM. It is advisable to also close the internet window for additional security.

M Home <) Sign Out

Once you access various panels within SAM you can return to the Round Summary screen by clickiRgundthe
Summarybutton. The Round Summary pageligided into four main sections.

Round Summary

Preference Statistics v

Total Applications: 12 On Waiting List: 0 Total Withdrawn: 1

Withdrawn: 1
100%

§ \

No Preferences
\_ 4
;\sr;: Freference: @ Q Q
Applicants Files Reports

Performing an applicant query allows you to see a list of Import and export files. Predefined reports and adhoc querying.

applicants to your school.
 ren s
i= View Rankings

Preference Statisticholds statistical information regarding applications made to your school. This can be useful
for schools who wish to monitor the interest in their school and for possible financial planning.

Applicantsenables you to view the applications in detail. It is also for schoolgetwin-year applications, accept
placesyerify sibling connectionserify addresses for leaveraccept applications and update -ooll dates

Filesallows the export of data. Once your School has permission to view the View Final Offers report you will be
able to export an Admissions Transfer File (ATF), which can be imported into SIMS.

Reportsis used to produce various reports all of which carekported to Excel should you wish to manipulate
data or produce mailing lists.
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8 | Preference Statistics

The information you find within th@reference Statisticarea of SAM is automatically updated as applications are
transferred or input by the LA.

Preference Statistics w

Total Applications: 12 On Waiting List: 0 Total Withdrawn: 1
wn: 1

Withra
100%
S,

No Preferences

This area can be minimised by clicking onPheference Statisticbutton, if you do not wish to see it.

Preference Statistics »

Click on each section of the graph to view the percentage statistics. Click anapaifying glas<a button
(bottom right hand corner of &h panel); this expands the statistics for the graph you have chosen. Click on the
Closebutton to return to the previous view.

Total Applicationgg A f f &aK2¢g K2¢g Ylye LWL AOIGA2ya KFE@ZS o6SSy |
preference wasln the example above, of the 12 applications received, 9 expressed it as a first preference, 1 as a
second, 1 as a third and 1 Withdrawn.

On Waiting Liswill show information about the preference of applications on the waiting list. In the example
above, 0 applications are on the waiting list.

Total Withdrawn Applicationsill show information on applications that have been withdrawnthe example

above, 1 application has been withdrawrhis shows the movement of the applicants during the atlongrocess.

Some of these will be due to the allocation process and the ability to offer a higher preference and some may be
parental decisions.

12
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O | View Rankings

TheApplicantspanel of theRound SummargJ- 3S Aada GKSNB @2dz YIyl 3S &2dz2NJ a0l

Applicants
Performing an applicant guery allows you to see a list of IMPORTANTYou will not be able to
applicants to your school and rank them according to your see which applicants have requested
admissions criteria. your school as a first, second or

third preference, as legally this is
= View Rankings not able to form any part of the
allocation ofruleddecision making
rocess.
= View Indicators/On Roll Date P

TheView Rankingscreen will allow you to view the applicants who havguested a place at your school, including
applicationdfor your inyear applications based on the East Sussex published

Click on theView Rankingsbhutton.

Sysr‘:ﬁgy Default Criteria: [ ESWEGIENGEIRE = Assign Selected & Assign All Actions v Y Hide Options # Collapse Header = Round Summary -
Training School 7 - Secondary Transfer 2017 (Deadline Passed)
"I Unranked Appl
m Collapse All ¥ There are 8 records matching the current selection and 30 Places available.
Showing applicants 1 to 8 of 8.
Highlight Preferences: v o )
Select Name Criteria Distance
Changed between 22/D1/2018 =] Da Vinci, Leonardo 1117 210
and 2210112018
(] Kandinsky, Wassily 10061.530
Display: v
@ Unranked O Ranked ) Matisse, Henri 11622.630
Late Preferences: v
(9] IMonet, Claude 1086.010
Il Inclide | ate Brefarsncag

TheView Rankingscreen will default to displaynranked Applicantgthose applications who have not yet had a
rule (criteria) assigned to them).

By default theOptionspanel will be visible. If you wish to hide the Options pan&lkdn theHide Optionsbutton
on the top of the screen, or on the grey cross icon in the top right hand corner of the Options panel.

13
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SySnAeagy Default Criteria: = Assign Selected + Assign All Actions v Y Hide Options # Collapse Header £= Round Summary -
Training School 7 - Secondary Transfer 2017 (Deadline Fassc)
Unranked Appli
m Collapse All ¥ There are 8 records matching the current selection and 20 Places available.
Showing applicants 1 to 8 of 8.
Highlight Preferences: v I _
Select Name Criteria Distance
Changed between 22/01/2019 O Da Vinci, Leonardo 1117.210
and 22/01/2018
] Kandinsky, Wassily 10061.530
Display: v
@® Unranked © Ranked o Matisse, Henri 11622.630
Late Preferences: v
] Monet, Claude 1088.010
Il Inchide | ate Brefarences

Once hidden, click on theéhow Optionsutton to bring the panel back.

Sigl:&gy Default Criteria: = Assign Selected = Assign All Actions = Y Show Options )

Training School 7 - Secondary Transfer 2017 (Deadline Passed)

Unranked Applicants

There are & records matching the current selection and 30 Places available.
Showing applicants 1 to & of 8.

Select Name Cri

(W] Da Winci, Leonardo

IMPORTANTNon Own Admissions scho@s1OULD NOattempt to assignules €riteria) for in-year
applications.

The Admissions and Transport Team hiken on responsibility for a 3 A 3y Ay 3 S| OK | LILJ
replaces the requirement fanon-own admissbns schools to assigmiteria.

14



15

%| Options Panel

Changing this t®kankedwill display all applicants who
& Unranked © Ranked have hada ruleallocated.

Late Preferences: v Late Preferences:Tick the box to include late
applications, untick to hide them.
#| Include Late Preferences
Page SizeTo display all applications (75 applicants is the
default setting) click on thall radio button.

Page Size: L

Filters (including siblingEHC Clai/Looked After
Filters: + | Child status)

Untick the chosen filter box to remove the filter.

It is recommended that you use the filters, as well as
reading each applicant detail screen.

Order By Allows you to select the order in which applications are display.gdhased orCriteria (ule) or Distance.
This field is useful for when viewing ranked applications (who hawute assigned in the Ranked screen).

Whenan application is received by the Admissions and Transport Waohclaims EH®r LAC, they will validate
(where posible), with the relevant teams

*IMPORTANTNOTE: f S a8 y20S G(GKIFd GKS WOt | AYaiymeahtRabthey e
haveeither understood the rule, or that it is true. It is the schools responsibility to undertake, where necessar
FRRAGAZ2YIE OKSOla AF @2dz FNB Ay lyeé R2dzod Fa G2

Admissions and Transport Team for funttseipport but please understand they may not be in a position to verify
these for you.

Actions Button
The Actions button, located at the top of the screen, has four options withirEixport to ExcelExport to CSY
Export All Fieldaand Display Options

15

Options
y _ The Options panel allows the user to control options
” such as the page size, display of columns and filter
4 applications.After each selection you make, you will
o need to click on Search button.
Highlight Preferences: L
Highlight Preferencedls not generally used, but allows
Changed between 21/01/2019 you to search for applications between specific dates.
and 21anzote Display:Will default to show yownrankedapplicants
(applicants who have not haa ruleassigned to them).
Display: L

¢KS FAfGSNRE | NB RSakanysfR
EHC Claim Looked After Claim made by the parent/carer for specific statuses such as a
Crown Service Claim Multiple Birth Claim Sibling Claim, Looked After Child (LAC) ClairgHE
Sibling Claim Social/Medical Claim Claim(Education Health Caye
Catchment School Feeder Claim
Nearest School Tick the chosen filter baw apply the filter.

g2
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Export to Exceallows schools to export-atisteftheirapplicants to Excel from SAM, which may be useful for Head
teachers and/or Governors to w

To do this, click on théctions button, then tick theExport all Fielddox to ensure that all possible fields are
exported, then click on th&xport to Excebutton.

You will then be asked to eith@penor Save Aghe file.

Export to CSV (Comma Separated Valakyws schools to export a list of their applicants to Excel from SAM, but in
a CSV file format. Thisay be useful for Head teachers and/or Gowas to see

Actions ~ T Hide Options Actions ~ ¥ Hide Options Actions ~ ¥ Hide Options

[# Export to Excel [£] Export to Excel [# Export to Excel
[Z Export to CSV [Z Export to CSV
[] Export All Fields i W Export All Fields
# Display Options # Display Options # Display Options
Crite g (
N To do this, click on théctions
[Windowslntemetww el putton, then tick the Export all Fieldsbox to ensure that all
[ What do you want to do with possible fields are exported, then click on tBeport to CSV
applicants_8454063_05012017092526_3a233b76-51.. button.
From: admissions.eastsussex.gov.uk
< Open
The file won't be saved automatically.
< Save
2 Save as

Data Protection& GDPR (General Data Protection Regulation)
Please ensure that if you export and save the Excel applicant spreadsheet on your network or print it out that the
information is stored and disposed of in line w2 dzNJ & OK 2dficie2ad D5t w LJ
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Display Options

Display Optionsallows users to add or remove columns displayed on screen. Click éwatibasbutton, then click
on Display Optiondoutton and the screen (below) will be displayed.

Display Options

Select the attributes you wish to display when listing pupils in the applicants form. Tickthe boxes of he fields you wish to display.
9d3Id LF &2dz 6AEAK tW@KS |

Attributes appear, tick theGenderbox.
Sibling Claim Reason Text If you prefer not to see these additional fields
LAC Claim Catchment School ensure all the boxes are ttitked Click the
UPN SocialMedical Claim Savebutton to accept and the chosen fields will
DOB Crown Service Claim display in your screen.
EHC Claim Multiple Birth Claim
Faith Feeder Claim
Current School MNearest School

Gender

o 3

Viewing Applicant Details

You are able to view further details about an Applicant, such as name, address, current school, claims made etc.,
from within the View Ranking screen.

: : s Click on the row for the applicant you
Pupil Details . . : . .

wish to view, the Pupil Details box will
open, displaying a summary of their

Application Reference 845-2018-09-K-079460 application.

Name Leonardo Da Vinci

UPN (E45307705016 To close_, click on th€losebutton in
the top right hand orner.

DOB 09/12/2006

Gender Male

Southover Church of England Primary School (East
Current School 9 } (

Sussex)
LAC Claim Yes
Care Authority
EHC Claim Yes
Crown Service Claim No
Multiple Birth Claim No

17
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11 |View Applications in Order ofssignedRule

For inryear applications, you caview allapplications(per round) including anyonevho opted to remain on the
waiting list, in one place. This will allow you to assess which applicant is first in line to receive an offer of a place, as
and when a place becomes available.

This is an ofgoing process for iyear applications for each yegroup; as a result you must ensure that SAM is accessed
on a daily basis to ensure that no applicant is left waiting for a response to their request for a place at your school.

In order to see the list of those requesting a place at your school, bas#wmrassigned ruleyou must first open the
Query Preferenceseport, found on theRound Summarypage. Click on thQuery Preferencedutton, within the
Reports panel, to open the report.

Reports

Predefined reports and adhoc querying.

@ vew v

& View Withdrawals 4 & Query Preferences D

ThePlace Requestedeport within Query Preferencesvill produce a list of all applications that have been input
and currently requesting a place at your school.

¥ To run this report, tick thePlace Requestecbox, under
Preference Statug the Optionspanel and click othe Search
button. (See example Igf

Options

Q search | Collapse All ¥
IMPORTANT Please read!

Highlight Preferences: v To ensureapplicantsare processed fairly, a position based on
the highestrule at the top (e.g. Education and Health Care
Changed between 05/01/72017 Plan), and lowestule at the bottom (e.g. Out of Commuwi
Area) needs to be generated.
and 05/01/2017
Page Stze: - Click on theCriteriacolumn headingnce
Q500 O250 @75 O 25 O Al This will sort the data to display thepplications in order of
Waiting List Status: - highestrule at the top, and the lowest at the bottom
O on O Off @ Al Rules are not visible in the Criteria column due to current
Draterames Statues - I|m|tat|on_s gf the software. They will havg been assigned by
the Admissions and Transport Team behind the scenes.
Place Requested [] Place Accepted
L] Place Withdrawn [] Previously Accepted If you are able tosee any rules (criteria) displayed this

column, this will be because the school has added it in
historically.From September 201%&kools shouldhot assign rules (criteria) in SAM.

18
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12 Verifying Addresses (Leavers Only)

The LA requires Infant, Primary and Junior Schools to verify addresses for applicants who are applying for a place
at their next phase school.

+SNATFE&AyYy3d | LILHoidnk ididexdils dreRétriddbvihiiSisiimportant, as the distance from the home
address to the school can be used as atieak when a school is oversubscribed (more applications than places
available).

By cross referencing with the SIMS data thatryschool holds for that pupil, the LA are able to minimise the
number of fraudulent claims that are made, based on addresses.

Primary and Junior Schools can verify addresses for their Year 6 pupils who are applying for a secondary schoo
(year 7) place.

Infant Schools can verify addresses of applicants for their Year 2 pupils who are applying for a junior school (Year
3) place.

Verify Addresses
In order to verify the addresses you must select the correct round ofithmae page.

To verifyYear 6addresses, you must choose tAgansfer to Secondaryound on the home page. Infant schools
need to choose th&ransfer to Junioround.

Admissions Round: >

£¥ Round Management -A Submit Notification

Click on theView Indicators/On Roll Datéink in the Applicants section of teound Summargcreen.

Applicants

Performing an applicant query allows you to see a list of
applicants to your school and rank them according to your
admissions criteria.

= View Rankings

@ = Viewndicators/On Roll Date .

19
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Options

Page Size:

500 250 ® 75 g

n

(s [ et >

All

then click on theSearchbutton.

The screen will refresh as shown below.

w« IntheOptionspanel, cliclonthe Address Verificatiorradio button, and

Check the address information against that which you hold in SIMS for
v | that pupil.

If you are able to verify that the address in SAM is correct (as per the
SIMS records), you will need to edit the record, click on the giskin

7 Cingue Poris Way, Seaford, East Sussex, BN25 3UE

Indicator: Wt
button.
Sibling
Staff
On Roll Date
P nce
< Address Verification
Search Text Columns: W
Address Address Verified

]

Verify the address by ticking theddress Verifiedox.

Pupil Name DOB

1, Pupil 01/11/2008 F

Gender

Address

7 Cingue Ports Way, Seaford, East Sussex, BN25 3UE

Rddress Verified
© =] - B2

Click on the greeBavebutton (floppy disc icon) to save changes or to cancel the changes click on tGamed|

(cross icon).

The screen will revert to the previous view but the amended record will now have a tick in the Address Verified Box

and will move to the bottom bthe list, ready for the next record to be actioned.

Unable to Verify Addresses
If the address in SAM does not match the address you hold for them in SIMS, please send a secure email to

admissions@eastsussex.govwikh as much address information as you have on the pupil/family.

The Admissions & Transport Team will then contact the family and ask for further evidence to support their

application.

20
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Sibling Confirmation

Often aparent/carer will claim in their application that the applicant

has a sibling at thedlcat the time of

admissionln this situation the Admissions and Transport Team require schools to verify the claim usifigwhe

Indicators/On Roll Datéoutton.

Applicants

Performing an applicant query allows you to see a list of
applicants to your school and rank them according to your
admissions criteria.

£= View Rankings

= View Indicators/On Roll Date

Within the Optionspanel, click on th&iblingradio button and then click
on the Searchbutton.

The screen will refresh and only the applicants whose parents/carers
applying using siblingule will be shown, along with the name of thé
sibling.

The default setting for all records at this staghli® 6 4 KA OK A Y
5SO0AaA2yQ KIa 0SSy YIFIRSO0O®

At this stage you will need to check that the sibling does in fact atte
your school, and, thahey will still be on roll at the time of admission fg
the applicant. E.g. If the sibling in currently in Year 6, and will have mq

onto another school in September, generally this would not be coun
under the siblingule.

To edit the record, clickn the Editbutton.

]
Options

(e [ et >

Page Size: W

500 250 ® 75 2

n

All

Indicator: b 4

Staff

On Roll Date
Parent Acceptance
Address Verification

Search Text Columns: L 4

It is then possible to edit th8ibling Confirmatiorcolumnand theSibling Confirmation Reasarolumn

) Pupil Preference = _ - Sibling
Pupil Name Sibling Name Sibling School
P Status g g Confirmation
Place Training School 7
Monet, Claude 1. Fiona g N/D
Requested (East SUSSEX}

Sibling Confirmation
Reason

(a,

Choose tAccept/Rejectin Sibling Confirmation from the drop down box.

. Pupil Preference - - Sibling
Pupil Name Status Sibling Name Sibling School Confirmation
Monet, Claude Place 1, Fiona Training School 7 ND v
Requested (East Sussex)

C_(ae

Sibling Confirmation
Reason

Use theSibling Confirmation Reasadoox to type in the reason why it has been accepted or rejected.

21
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E.g.Accepted Sister in Year 4 drejected Brother due to leave in July 201

The record must then be saved using the gr&awvebutton. The actioned record drops to the bottom of the list
ready for the next record to be edited.

Once saved, the Admissions and Transport Team are automatically updated with the information. This is an
important process as failure to update correatiyay mean the wrongule is applied.

SiblingRulgDefinition

The current East Sussex County Council sihliegs;

=N
A
(0p))

W/ KAt RNBY 6K2 gAff KIGS I ONRBGKSNI 2NJ AaAa0GSNJI @
FRYAdaA2y ®Q

The currentEast Sussex County Council definition of a sibling is as follows;
W/ KAf RNBY | NB aroftAy3aQ AT

iKSe& IINB FdzZfzX KIFIfFZX IR
AyOft dzRSa &aAo txya FGGSYRAY3I &AELD

K T2NX¥aoQ

Important Note: Childrenwho have a brother or sister who joined the school prior to 1 September 2017 and who
are still on roll will be admitted under the previous arrangements which gave priority to brothers and sisters
regardless of whether they live in the prdefined communityarea or not. We have added a rule named exempt
sibling to cover such cases.

,2dz Oy OKSOl ¢KFid KIFIa 06SSy Llzf RBKERYIAYTARKI{ FORF?2
available for download from the East Sussex County Couebdite.
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14 |Parent Acceptancand On RIl Date

Once the LA has activated thveew Final OfferdReport, you will be able to see all the applicants who have been
offered a place at your school. (Forjear offers please look under tli@uery PreferencefReport)

If a parent wishes to accept a place offered to their child, they would need to complete and return an Admission
Form to the school, to confirm their acceptance.

Once an Admission Form has been returned to the Schoobfteeshould be updated tparent acceptedn SAM.
The information input, automatically updates the Admissions and Transport Team.

If a parent declines, the School should notify the Admissions and Transport Team via SAM by declining the offer.
The informationinput automatically updates the Admissions and Transport Team.

IMPORTANT NOTE a Parent/Carer declines an offer of a place, then it must be recéivéuke
schoolin writing, either by letter or email.

How to Accept/Decline a Place

First select the correct round on thelome page. Then in theRound Summaryscreen click on the/iew
Indicators/On Roll Datéoutton.

g Options *
Applicants P
Q search | Collapse All ¥
Performing an applicant query allows you to see a list of
applicants to your school and rank them according to your i
Page Size: -

admissions criteria.
Q500 O 250 ® 75 O 25 O All
= View Rankings

_ Indicator: LS

= View Indicators/On Roll Date © Sibling O starr
© On Roll Date @® Parent Acceptance

O Address Verification

In the Optionspanel, underndicator section, click on th€arent Acceptanceadio button and click on th8earch
button.

This will bring up a list of applicants offered a place at your school.
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Pupil Name Pupil Preference Status Parental Acceptance Parental Acceptance Reason
Gump, Forrest Place Allocated N/D @
Baggins , Bilbo Place Allocated N/D .4
Follett, Reggie Place Allocated N/D a
Turner, Paige Place Allocated NID ﬂ

Click on the greeidit button to amend theParental Acceptancetatus fromN/D (No Decision) teAcceptor
Decline using the drop down option in the Parental Accep&oolumn.

Pupil Name Pupil Preference Status Parental Acceptance Parental Acceptance Reason
Gump, Forrest Place Allocated v o
Baggins |, Bilbo Place Allocated a
Decline
Follett, Reggie Place Allocated W a

Youdo notneed to enter data in the Parental Acceptance Reason column, as this field is not in use.

Once a Parental Acceptance has been selected, you will need to click on theSgresbrutton (floppy disk icon).
Once saved therecordwif RA &l LIJISIF NI FNRY (GKS tAad a GKS | LILX AOL

NOTE:This process must be completed for both phased and in year processes, in order for
Admissions and Transport Team and SAM system to remain up to date.

How to add an OrRollDate

Once the Parent Acceptance routine has been completed a start date is knowplease ensure that a®nRoll
Dateisentered via theView Indicators/Onroll Datescreen, as this will inform the Admissions and Transport Team
of the Date of Admissioof the applicant your school.

First select the correct round on theome
Applicants page. Then in th&ound Summargcreen click
on theView Indicators/On Roll Datbutton.

Performing an applicant gquery allows you to see a list of
applicants to your school and rank them according to your
admissions criteria.

= View Rankings

= View Indicators/On Roll Date
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Options In the Optionspanel, undeindicator section, click on th©n Roll Date
radio button and click on th8earchbutton.
Search Collapse All . . . . .
Q This will bring up a list of applicants offered a place at your school
Page Size: W
) 500 O 250 = 75 O 25 O All
Indicator: v
) Sibling
) Staff
) On Roll Date
) Parent Acceptance
) Address Verification
Search Text Columns: W
Click on the greei&ditbutton to add theOn Roll Datausing the drop
down calendar option in the On Roll Date column.
Pupil Name Pupil Preference Status On Roll Date
Gump, Forrest Place Allocated |< ) ‘ 1.3
[ Save
Baggins . Bilbo Place Allocated “ October 2017 " E
" Su Me Tu We Th Fr Sa
Follett, Reggie Place Allocated |24 25 26 27 28 29 30 | E
Turner, Paige Place Allocated 12 3 4 5 6 7 E
8 9 10 11 12 13 14 |
Quagmire, Glen Place Allocated ﬂ
I 15 16 17 18 19 20 21 |
Sparrow,Jack Place Allocated 22 93 24 25 26 27 28 E
Bennett, Gordon Place Allccated 23 30 3 1 2 3 4 E

Once the date has been added, you will need to click on the gsagerbutton (floppy disk icon). Once saved the
record will appear in the list with the date entered displayed.
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15 Reports

Reports are accessed via tReund Summargcreen. Clickn the button of the report you wish to run.

Reports

Predefined reports and adhoc querying.

& View Final Offers & View Leavers

€& View Waiting List € View Withdrawals

& Query Preferences

Sorting Report Data

Once you have opened a report you can sort the data on screernckingl on the column headingghis will sort
in ascending or descending order

Forename Middlename Surname Freference Status Last Updated Band Criteria L'_S_t
Status Position
i Place o Education And Health
Reagie Follett Allocated 16/08/2017 10:57:26 Care Plan
i ) Place . Looked Afterfadopted
Bilbo Bagagins Allocated 16/06/2017 11:00:47 Child 2 845
Jim Choo Place 16/06/2017 11:16:34 Sibling Connection 4 845
m Allocated e g
Place - .
Gordon Bennett 16/08/2017 11:25:10 Sibling Connection 5 845
Allocated

Exporting Reports

Actions ~ ¥ Hide Options Actions ~ ¥ Hide Options Actions ~ ¥ Hide Options

- = Export to Excel = Export to Excel

All reports can be exported to Excel. Click on th

Actionsbutton. = Export to CSV = Export to CSV

Then tick theExport All Fieldbox to ensure all [ Export All Fields ¥ Export All Fields

possible report fields are exported and finally

click on theExport to Excebutton to export the . # Display Options - -/ Display Options

report into an Excel Spreadsheet. i .

View Settings for Reports
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| TheOptionspanel (same as seen in View Rankings
screen) allows you to make selections to
changeffilter the report data.

Options

Q Search | Collapse All 3 Highlight Preferences Changed BetweeAllows

you filter results between two dates. (This will
Highlight Preferences: v always default® the current date).

Page SizeTo display all applicationslick on the

Changed between 22/01/2019 All radio button.
and 22/01/2019 Search Text ColumnsAllows you to search for
data held within columns which hold text e.g.
Page Size: w Surname.
500 250 ® 75 25 All Click onSearchbutton once choices have been
made.
Search Text Columns: v
Q, Search

Click on theéActionsbutton to access th®isplay Options This allows you to add
‘ Actions - Y Hi T4 or remove columns displayed on screen.

Tickthe boxes of the data you wish to display. If you prefer not to see these
= Export to Excel additional fields ensure the boxes are-ticked

3 Export to CSV ClickSavebutton to accept and the chosen fields will display in your screen.
ClickCanceto come out of this screen.

O ExpotAllFielss | Display Options

Select the attributes you wish to display when listing pupils in the applicants form.

# Display Options

Attributes
Sibling Claim Reason Text
LAC Claim Catchment School
UPN SocialMedical Claim
DoB Crown Service Claim
EHC Claim Multiple Birth Claim
Faith Feeder Claim
Current School MNearest School

Gender
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View Final Offers Report
To access the View Final Offers report, click orMileev Final Offersutton.

Reports

Predefined reporis and adhoc

& View Final Offers & View Leavers

You will onlyable to view this report once it has been activated by the LA for phased transfer rounds only.

View Final Offershows all the applicants that have been offered a place at your school. This list is generated from
the allocation process. This list can change if a parent/carer declines a place and a further offer is made to another
applicant. It may also change depdmgl on the results of appeals made.

Final Offers

There are 9 records matching the current selection.
Showing preferences 1to 9 of 9.

Preference List Home LA
Forename Middlename Surname Status Last Updated | Band Criteria .
Status Position Code
Place Education And Health
) g —
Reggie Follett Allocated 16/08/2017 10:57:26 Care Plan 1 845
. ) Place . Looked After/adopted
; an
Bilbo Baggins Allocated 16/08/2017 11:00:47 Child 2 845

View Leavers Report
To access the View Leavers report, click onviesv Leaverdutton.

Reports

Predefined reports and adhoc guerying.

‘ & View Leavers .

€ View Withdrawals & Query Preferences

This report allows you to view pupils who are due to leave at the end of the current academic year (@igdoy
schools this will be all the pupils in National Curriculum Year 6).

€ View Waiting List

If the Number of Preferencesolumn is 0, this represents that no preferences/applications have been made. It is
at this stage we would encourage Primary/Junior schools to send remindets these families, to ensure that
they have completed and submitted their application for processing.
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Leavers

There are 9 records matching the current selection
Showing preferences 110 9 of 9

Forename Middlename Surname No. of Preferences Home LA
1

Pupil 1 East Sussex
Pupil 1 1 Kent

Pupil 19 3 East Sussex

If you are a Primary/Junior school and wish to view the destination school of your Year 6 leavers, you will have to
select roundTransfer to Seandary, on theHomepage, and click oNiew Leavergeport in the Round Summary
screen.

If you are an Infant School and wish to view the destination school of your Year 2 leavers you will have to select
round Y2/3 transferon theHomepage, and click oMiew Leavergeport in theRound Summargcreen.

View Withdrawals Report
To access the View Withdrawal report, click onYhew Withdrawalsbutton.

Reports

Predefined reports and adhoc querying.

€ View Leavers € View Waiting List

€ View Withdrawals I & Query Preferences
R —

This report allows you to view pupils who applied for a place but have withdrawn their applicBtiemeport not
only shows the pupils whose offers have been withdrawn by parents but also whose applications were discarded
in the allocation process. E.g. the applicant received and accepted a higher preference place at another school.

Query Preference&eports
To access the Query Preferences report, click orQihery Preferencebutton.

Reports

Predefined reports and adhoc querying.

o v

€ View Withdrawals l & Query Preferences ’
e ———

This report gives you a complete overview of the allocation process that your school has undergone since the auto
allocation process was run. The opening screehdigiplay all movement regardless of status.

For inyear admission rounds there is no option to view final offers through the Final Offers report due to the fact

that in-year admissions is an @oing process. Instead you can use the Query Preferespest to produce lists
based on certain statuses. These are individually outlined below.
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Options

Casen | cuvens >

Highlight Preferences:

Preferences

There are 1 records matching the current selection

Showing preferences 110 10f 1

Forename Middlename  Surname Preference Status

Changed between 22/01/2019 Salvador Dali Place Withdrawn
and 22/01/2019
Page Size:
500 250 ® 75 25 All
Waiting List Status:
on Off @ Al
Preference Status:
Place Requested Place Accepted
# Place Withdrawn Previously Accepted
Search Text Columns:
Options P f
rererences

(o [ caren>

Highlight Preferences:

There are 11 records matching the current selection

Showing preferences 110 11 of 11

Preference
Forename Middlename Surname
Status
Changed between 22/01/2019
Place
Michael Angelo
and 2210172019 Requested
Page Size: Paul Cezanne Place
Requested
500 250 ® 75 25 All
S Place
Waiting List Status: Leonardo Da Vincl Requested
On Off @ Al Slace
Francisco Goya
Preference Status: Requested
# Place Requested Place Accepted Place
4 P Wassily Kandinsky
Place Withdrawn Previously Accepted Requested
Search Text Columns:
Hang hAati Place
Options P f

(o oot |

Highlight Preferences:

There are 9 records matching the cument selection

Showing preferences 1to 9 of 9.

Preference
Forename Middlename Surname
Status
Changed between 22/01/2019
Place
Bilbo Baggins
and 22/01/2019 Allocated
Page Size: Place
Gordaon Bennett
Allocated
500 250 @ 75 25 All
Place
i i : Jimmy Choo
Waiting List Status: Y Allocated
On Off ® All Place
Little Dorritt
Preference Status: Allocated
Place Requested ¥ Place Accepted Place
4 ) s Reggie Follett
Place Withdrawn Previously Accepted Allocated
Search Text Columns:
Place
Eorrest Gump
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Query Preferences Place Accepted
(Offers)

The Place Acceptedeport within Query
Preferences produces a list of applicants
who have either been offered a place or
who have been updated with Accegut
status.

Accepted status indicates that the
parent/carer has returned the Admission
Form to the school and the school has
completed the Paretal Acceptance
routine in SAM.See chapter 14, Parent
Acceptance.

To run this report tick thélace Accepted
box only and click on th8earchbutton.

Query PreferencesPlace Requested
ThePlace Requestedeport within Query
Preferences produces a list of all
applications that have been input and
currently requesting a place at your school.

To run this report tick th®lace Requested
box and click osearchbutton.

Query PreferencesPlace Withdrawn
ThePlace Withdrawrnreport within Query
Preferencesroduces a list of applications
that have either been withdrawn from the
school due to higher preference elsewhere
2N W5SO0f AYSRQ #KAOK
parent/carer has declined the offer.

To run this report tick the Place
Withdrawn box and click on theSearch
button.

Query Preferences ¢ Parental
Acceptance

Within Query Preferencesyou can also
produce a list of only those applicants
whose place has been accepted within
SAM (see chapter 15).

To run this report, tick th&laceAccepted
and Previously Acceptedoxes together
and then click on th&earchbutton.
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16 Export ATF (Phased Transfers Only)

Exporting an ATF
An Admission Transfer File (ATF) enables schools to export phased transfer applicant records from SAM using the
Export ATHutton, creating a file which is able to baportedinto SIMSvhen ready

It is recommended that schools make use of g8sure data transfefacility as it removes the need to maally
add each Applicant to SIMS, thus reducing the potefdiaérror and duplication of contacts within SIMS.

The ATF will be available once the final offers have been made to applicants each April.

NOTE: The option to create an ATF is not available-fezanadmissions.

. To create an ATF click tiiexport ATHoutton on the
Files Round Summarypage.

Import and export files. This will open the file in a browser window (using your
default browser e.g. Internet Explorer (IE), Google
2 Export ATF

_ Chrome, Mozilla Firefox).

Pl
- Boaiels SelectFile Save Asto save the file to a folder on your

network.

& https://admissions.eastsussex.gov.uk/SAM_Training/ Website/Downloads/845LLLL_ATF 84540 O ~ @ B & ‘

Oc

File Edit View Favorntes Tools  Help

55 ¥% (1) Yammer SEBS All Con... _ . [ Course Booklets ¥ E
) @ https://admissions. eastsussex.gov.uk/

=?%xml version="1.0" enc Edit View Favorites Tools  Help
- <ATfile> New tab CtleT bz
- =Header> ||
<DocumentMamg Duplicate tab Ctrl+K Hame:=
<ATFversion=13 New window Ctrl+ N
=DateTime:>201 B
= DocumentQualif Mew session
<SupplierlD=Sen Open... Cirl+0
- =SourceSchool= s
=|LEA=845< Edit with Office XML Handler
o
<Estab=LLLL Save "
=SchoolMamsé i i
=<Academicyg Save as... Ctrl+5 c
i
Cloze tab Ctrl+W Ig
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The suggested file path to save files to
is S/ISIMS/Star/ATFIN

You may need to create an ATFIN folder
if you do not already have one.

are using.

menu,Save As

NOTE: Please note that tiave A®ption may appear in different locations depending upon which browser yo

For example in Internet Explorer 11 you do not see a File menu in the top left hand corner of the window, |
you will see a&og iconin the top right hand corner ohie window, which when you click on it, will present ige

Full screen F11
Save as... Ctrl+5
Find on this page Ctrl+F
Suggested Sites

Caret browsing F7

Add site to Start menu
View downloads

Manane add-ons

i Q3 #)

L3
L3
L3

3

Ctrl+)

The file will now be saved in the correct location ready to be imported into SIMS.

When you are finished with the ATF window in SAM, cliciBtkbutton to go back to th&ound Summarpage.
If you are finished with SAM, log out (top right hand corner link), and close your browser window.

When you are ready to import the ATF into SIMS, log into SIMS, Routines/Admission/Import ATF Filand
follow the step by step onscreen instructions.

Please note that you will need to

<@ & hitp://admissions/SAM _Training/Website/Down 2 = & || (2 adm| have created an Admission Intake

N—

Group in SIMS before importing

- <ATfile=
- <Header=

<?7xml version="1.0" encoding="UTF-8" 7=

the ATF.

Reimporting multiple ! ¢ CQa
SIMS may overwrite gmanually

<DocumentMame >Admissions Data Transfer File</Documen|{ updated information for that
<ATFversion=10.1</ATFversionz
<DateTime=2014-08-14T14:42:59=/DateTimea=

applicant.
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