CAPITA

last updated for the One Autumn 2016 (3.61)
release

Product Notes



These notes list all the strategic changes in the A&T (v4) module since December 2011 and are intended to
brief all users about the system.

Capita Children’s Services take the security of the software supplied and access to data extremely seriously. The
accompanying release has been through a thorough penetration testing process undertaken by an independent
third party security consultancy and no major issues have been reported. If for any reason any security
vulnerability is found in our software by a customer via their own penetration testing process against a
production environment this should be reported to the One Service Desk in the first instance. This will then be
escalated immediately to the appropriate Product Manager as a high priority case for review and, if
appropriate, resolution.

You can contact the Service Desk via My Account.

Please ensure that all the relevant sections are distributed to the appropriate section heads.

For those using the One Online Web Servers: Please allow advance notice of at least three (3) working days
for One Technical Services to apply the new One Online software release to the Web-Server(s). Please raise an
upgrade request through the One Service Desk stating when you are planning your One upgrade, the version
you are upgrading to and whether this is for Test or Live. One Technical Services will schedule this work for you
and get in touch leading up to the change to ensure that all is in place to go ahead.
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One Admissions & Transfers Product Notes

A&T Autumn 2016 Release
(3.61)

A&T 3.61 Highlights

For the One Autumn 2016 Release (3.61), changes have been made throughout A&T Back Office; Citizen Portal;
and Provider Portal to introduce the following:

e Configurable questions for in-year and normal phase transfer groups.
e Progress reporting to applicants for in-year transfer groups.

e Remove/withdraw applications facility for in-year applications in Citizen Portal.

Configurable Additional Questions

The One Autumn 2016 Release introduces the ability to configure additional questions to be asked to an
applicant during both normal phase and in-year transfer applications.

Questions are configured separately at transfer group and sub-group level. Each individual transfer group and
sub-group can be configured with its own set of additional questions. You can also specify whether applicants
can add text to explain a response for each question.

Configurable Questions Library

This facility allows you to set up and manage a library of questions to be used in One modules which have been developed to allow applicants to be asked an additional
set of questions. Questions from this library can be placed as required onto pages which will be displayed within applications in Citizens Portal. You must have appropriate
application permissions to use this functionality.

It is recommended that you do not change the meaning of a question once it has been used - it is better practice to make a question inactive and to create a new question.
This willimprove any later analysis of answers (such as may be undertaken with One Analytics )

& | A&T transfer group - application level 7

A&T transfer group - application level

Question Explanatory Text

i - i ? ive? i
Question Title Guidance Text E—— Mandatory e—— Active Action
Free School Meals Provide details if student requires Free Edit
e - School Meals option - Transfer Group Tick Box NIA Yes (mandatary) Yes .
Welsh text not defined Preview
Mode of Travel Provide the transportation details of it
Welsh text not defined student - Transfer Group Tick Box NIA Yes (optional) Yes )
Welsh text not defined Preview
Special Education Needs Explain if student requires any Special cait
R, Education Needs - Transfer Group Tick Box NIA Not specified - -
Teview

Welsh text not defined

S Add new tick box question

The Configurable Questions Library
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Questions are initially set up in libraries - one library for transfer group (application level) questions; and one
library for sub-group (preference level) questions. You can then select a specific subset of questions from the
libraries for a particular transfer group or sub-group, and define the order in which questions are presented to
applicants.

& Edi

Al6 - In Year 2016 Transfer Group Additional Questions
This page allows you to select and manage additional questions that will be asked of all applicants for this transfer group. Questions can only be selected from the "A&T transfer group - application level” sub library of the main
questions library.

‘You will not be able to change any of the text of questions supplied, nor the question type (format) here. You may be able to specify whether a response is mandatory or not and whether applicants can add any explanation to their
answers or not ONLY if the questions have been set up in the main gquestions library to allow you to do so

Dr:!er Question Title ‘Guidance Text Question Type Explanatory text requested Active Actions
Free School Meals Provide details if student requires Free School Meals option - Transfer Group  Tick box Mandatory Yes Preview
Mode of Travel Provide the transportation details of student - Transfer Group Tick box Optional Yes Preview
Special Education Needs Explain if student requires any Special Education Needs - Transfer Group  Tick box Mandatory Yes Preview

Ssectavotont) fom o I Proven Al |

The Additional Questions menu

Q Question selector - A&T transfer sub group - preference level a

This page allows you to select questions from the question library for AT transfer subgroups - preference level.

Place a tick in the left hand column of questions that you wish to appear as additional questions at preference level on the sub group which you are configuring. You will be able to reorganise the
questions into your preferred order once you have selected your guestions, You will also be able to remove any questions later if you do not need them.

You can only select from guestions marked as Active in the question library

[] Question Title Guidance Text Question Type Explanatory Text Requested Actions
D Mationality Provide student’s Country of Origin - Specific Subgroup Tick box Do not ask Preview
D Ethnicity Provide the Ethnicity details - Specific Subgroup Tick box Not specified Preview

The Question Selector dialog

Once configured for a particular transfer group, questions are presented to applicants on a new page inserted
immediately before the Current School page. Additional questions configured at sub-group level for an
individual preference school are presented on the Preference Reasons (continued) page.

Responses to questions are visible to admissions officers within the Back Office application in A&T Back Office,
and to schools admissions staff when viewing applications in the Schools Admissions Portal.

NOTE: For more information on configuring additional questions, see the Configuring Additional Questions
references guide, available from www.onepublications.com and My Account, and the Additional Questions
topic of the A&T Back Office help.

Progress Reporting - In-Year Applications

The One Autumn 2016 Release introduces the ability to report on the progress of an in-year application.
Applicants can be informed, via their Citizen Portal account, when:

e Their application has been received (imported) by the LA.

e The status of their application has been updated - such as whether a place is available at a preference
school.

Progress reporting is optional and can be turned on or off via the Enable progress/status updates via Citizen
Portal setting, located in Process | Transfer Groups | E-App Settings | Basic Details. If this check box is not
selected, progress updates cannot be sent to applicants. If the check box is selected, then progress updates are
enabled.

When progress reporting is enabled, admissions officers can select a particular applicant to whom a progress
update is sent (if the student has multiple applicants), and specify which preference schools they wish to send
the update for. Updates for one or more of the preference schools can be sent simultaneously.

Capita One 2 A&T Autumn 2016 Release (3.61)
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Q Generate In-Year Progress Update for Applicant
Applicant Details: Submitted on:
Name: 26/09/2016 11:26:52
Address: Elstow, Bedford,

Relationship to student: Foster Father

m

¥r Ysgol Gymunedol Gymraeg 26/DS2016 11:26:52 Date/Time: 28/09/2016 09:38:57 [ Send update to applicant for this preference
(667 2259) Back office status: Not Processed Back office status: Not Processed

Public status: Test statues

Updated by: System Administrator

Supporting text:  Test supporting text
Penglais School 26/0912016 11:26:52 Date/Time: 28/09/2016 10:04:18 [:] Send update fo applicant for this preference
(867 4047) Back office status: Not Processed Back office status: Not Processed

Public status: TEST STATUS

Updated by: System Administrator

Supporting text:  Test supporting text 2

Cancel ||

When an update is sent from A&T Back Office:

e The applicant receives an alert to their registered email address informing them that an update is
available.

e A message appears in the applicant’s Citizen Portal message box.

e The application tile on the Citizen Portal’s School Places page displays the progress updates. The
application viewer also shows progress update details.

You can configure one or more public versions of each back office offer status, with one public version of the
offer status communicated to the applicant for each update. A short explanatory message can also be
composed and sent to the applicant alongside the status update.

Online Parameters | Special Reasons | Permitted Websites [ERCETE=ls 105

In-Year Application Public Status # Edit |English -

o Add

o Offer |Oﬁer made

<
<

<
<

N No Cumrent Offer | No current offer

<
<

A Log Parent Acceptance |Oﬁer accepted by applicant

iy
iy
[

Y Allocate | Flace allocated

<
<

<
<

w Waiting List |On waiting list

R Refused by L& | Mo place available

<
<

<
<
|

X Log Parent Refusal |Oﬁer refused by applicant

P Provisionally Allocate | Flace provisionally allocated |

<
<

Q Mo Longer Required | Flace no longer required

-

Cancel | Save )

NOTE: For more information on sending progress updates, see the Sending Application Progress Updates
reference guide, available from www.onepublications.com and My Account, and the Send Progress Update
topic of the A&T Back Office help.

Close In-Year Applications in Citizen Portal

The One Autumn 2016 Release enables applicants to close their in-year applications. Applicants can mark in-
year applications as closed when those applications are no longer required or have been fulfilled. Applicants
are requested to supply a reason for closure, and the supplied reason is captured by One.

Once closed, in-year applications are hidden from the applicant’s School Places screen in Citizen Portal
(although applicants are given the ability to display closed applications at a later date if they so wish).
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If a Citizen Portal in-year application is closed and the back office application is in progress, an alert warns
admission officers that manual closure action is required.

Authorities can control whether or not applicants can close in year applications via the Allow citizens to
remove In-Year applications check box, located in Process | Transfer Groups | E-App Settings | Basic Details

Details of closed in-year applications are recorded in the Removed Applications log, which is visible from A&T
Back Office.

Adaministration

= Welcome SYSADMIN | Oodnhewiss |l
T L fchinents  Incoming Shudents e Agpets Transpan Buk Assessment
o fe o 3/ Removed In-Year Applications - In Year 2016 | Al6 5 v oot & Prir
l | [ EISTULTSTSE 7o it ARl abon Hemovats
oAl St Active Gy [
[ Soach | S
PR e e Filtar it of shsSents by Nama and [ or Clnsure Dute mnga
A - I Yeur 284 =018 Ll i} o | i
¥ . in e J004 P | ] [ ]
1 Hemoved Application|s) Requinng Masusl Heveew
W1 In Vear 2043 201 . - - o - - »
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Authorities can also specify whether an applicant can have more than one in-year application open at any one
time for an individual student. This setting is used to obtain information from an applicant as to whether a new

application is a new in-year school transfer application, or is a change to an existing ongoing application. The
ability to close existing applications is required for this setting to operate correctly.

NOTE: For more information on reviewing closed in-year applications, see the Removed In-Year Applications
topic of the A&T Back Office help.
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A&T Summer 2016
Release (3.60)

Provider Portal: School Admissions Portal

A new School Admissions Portal has been introduced with this release as a new module within Provider Portal.
The module requires a licence to be installed - this is non-chargeable and provided within the general A&T
licence arrangements.

The School Admissions Portal:
e Enables Own Admission Authority schools to view and rank applications for their school;

e Provides receiver schools with access to admissions applications - in a similar way to the existing v4
Online A&T Preferences area;

e Allows receiver schools to update in-year offer statuses;
e Enables receiver schools to help to verify application information related to siblings;

e  Provides current schools with the ability to see whether parents/carers of children who are due to
transfer next year have submitted applications yet.

Access to features offered by the Schools Admissions Portal requires:
e alicence to be installed;
e that a user has a Provider Portal account;
e that the user’s One login account is mapped to the appropriate base, and

e that the user is a member of a permissions group with permissions to Provider Portal School
Admissions business processes. Permissions can be set individually to allow/deny users to rank offers;
update offer statuses for in-year applications; verify siblings; and view applications and allocations.

A new “School Admissions” tile will appear on the Provider Portal home page for users with appropriate
permissions. Clicking on this new tile will take the user into the School Admissions Portal (see example
screenshot below) where they will see each current or recent Admissions group listed along with options to
carry out activities as outlined above.

Provider Portal

# Home Sen-Updaie + EPM - seadcount - st Two Year 0 Funding = Administration v & Nell H admin account = Sigr

Figure 1 - Example screen from new Schools Admission Portal
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Citizen Portal School Places and A&T Back Office
Enhancements

The Citizen Portal School Places module has been updated to allow citizens to change previously submitted in-
year applications, and to make multiple in-year applications over the course of any academic year.

These enhancements will be offered to citizens as new options to “Change application” and “Start new
application” on application tiles for individual students on the School Places home page within Citizen Portal.

The back office Multiple Applications area has also been enhanced to enable LA admissions officers to manage
the import of changed or multiple in-year online applications as outlined above. Multiple applications will be
mapped to a single back office application in the in-year transfer group. Officers can:

e  Mark online applications and individual preferences as 'not for import (already actioned manually)'
whilst not making them inactive;

e Compare preferences and update back office preferences from within Multiple Applications;

e View and update In-Year details (application status, date place required, reason) from within Multiple
Applications.

For in-year applications only, LAs can restrict the choice of preference schools in Citizen Portal to only the
home LA Receivers. This is achieved via a new setting 'Preference School search on Home LA Receivers only'
under basic settings on the E-App Settings tab for the transfer group.

The A&T Back Office In-Year Student Selection routine has been updated so that it can carry over non-closed
applications for students living in another LA who have expressed a preference for a home receiver school.
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A&T Autumn 2015 Release
(3.58)

A&T Back Office

Additional Student and Carer Search options

In the Students | All Students and Students | Applications searches, there is a new feature that enables users
to perform different types of searches on student names. The new options are:

e Begins with - This is the default option. You enter the first few characters of the student’s first,
middle, or surname, and the search function displays a list of matching students. This is likely to be
the fastest search option.

e Contains - This is the same as the search method used previously in A&T v4 Back Office. You enter a
short character string from anywhere within the student name and the search function displays a list
of matching students.

e Name sounds like: This is a similar search to the ‘sounds like’ search in the One v4 Client. It searches
across all names for names that sound similar or contain a similar sound to the string entered. It also
takes account of some misspellings.

For example, searching for ‘Nelson’ would also retrieve ‘Nielsen’ and ‘Neison’ (where found).
Likewise, searching for ‘Krab’ would also retrieve ‘Crabbe’ and ‘Crabtree’ (where found).

One Home Students Process Bases Reports Administration

Applications E-Application Enquiries

T students ¥ No Student Selected
v|

Begins with Student ID |

Name or Unique Pupil No

Contains

Name sounds like [ Search
e

Similar features are also now available when searching for a carer via Students | All Students | Carers.

Resolve Offers, reduced time to run this routine
Process | Transfer Groups | Students | Offer Routines | Resolve Offers

Some improvements have been made to the Resolve Offers routine to reduce the time required to run the
routine. No changes have been made to the business rules, functionality or information displayed.
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Allocating Alternative Places — new functionality

This release provides you with a set of tools to help allocate school places in cases where it has not been
possible to allocate Home LA students to one of the parental preference schools. These tools do not
automatically allocate the students alternative places; rather they enable you to do this manually with
significantly less administrative effort.

The new Alternative Allocations area enables you to test out allocations before you commit to creating “real”
allocations. This area is available once the Resolve Offers process has been run for the transfer group, and is
accessed via Process | Transfer Groups | Students | Offer Processing | Allocate Alternative Places.

¥ Offers Processing

In order to resolve offers for home and coordinating LAS' preferences, chok on the ‘Resclve Offers’ button

In arder to finalise allocations for home and coordinating LAs® preferences (including adding to waiting lists). click on the 'Final Allacations” butien

[ Final Allocations |

If there are stil unallocated Home LA students remaining, chck on the “Allocate Altemative Flaces’ button to launch an area to review and manage this list

[ Allocate Alternative Places |

The Alternative Allocations area is completely separate from the live applications data that is accessed from
Students | Applications and Bases | Receivers. Here is an example screen:
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NOTE: Users require either read or read-write access to the new Allocate Alternative Places business process
in order to access the Allocate Alternative Places area. To access this business process, system administrators
need to select Tools | Permissions | User Group Processes within the v4 Client. The Allocate Alternative
Places business process is within the Admissions Offers and Ranks main business process.

The Allocate Alternative Places area identifies a list of students who meet all of the following criteria:
e Student is associated with the selected transfer group.
e Student's Home LA matches the Home LA of the system.

e Student is active.
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e Student's application has not been withdrawn from the procedure.

e Thereis no active preference associated with the application which has an offer status of Allocated,
Accepted, Offered or Provisionally Allocated and is for a receiver other than the transfer group's No Offer
base or No Application base.

The intention is to list students along with their most important data in order to help officers find an
alternative place. The new features also provide LAs with the chance to sort and filter the data based on key
information so that they can find alternative places for students in ‘priority order’.

Students are listed with key data, including their address and whether the parent submitted an on-time
application, as well as their first parental preference school (including whether an applicant reason of Religion
or Gender was expressed, as well as the Teaching Medium of preference 1 school). You can click on the
Student Name to open up the student’s full application details in a new tab.

The On-Time column indicates whether the application was on-time (displayed as a tick), late (displayed as a
cross) or there were no parental preferences (displayed as a dash). The main purpose of this column is to
enable you to sort and filter on the contents of the On-Time column if your LA’s policy is to prioritise on-time
applications when finding alternative places.

LAs are able to choose whether the application should be considered as ‘late’ if either one or all of the active
preferences are marked as late. The definition of ‘late’ is managed by a new transfer group setting that can be
edited via Process | Transfer Groups | Edit, Late Application Rule (for Alternative Places).
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The graphic above also highlights the new transfer group setting: Alternative Places Preference Number. This
setting is described in the section describing the Convert ‘School for Allocation’ into real allocations option.

The following options are available within the Allocate Alternative Places area:

e Retrieve Home Receivers with places remaining. This option opens a new tab listing home receivers
with a PAN recorded for the transfer group year where the number of ‘allocations’ (i.e. the number of
preferences for the school with an offer status of Allocated, Accepted, Offered or Provisionally
Allocated) is less than the PAN, according to the live applications area (i.e. Students | Applications
and Bases | Receivers). The list includes the following fields, in addition to key base information:

O PAN.
O Actual Spaces: Based on the live applications area.

O AP Allocation: This field shows the number of students in the Alternative Places area for
whom this school has been identified as the School for Allocation.

0 Balance: This field shows Actual Spaces minus AP Allocation.

e Calculate Distances. LAs can run and re-run a routine to calculate the distance to multiple schools for
each student listed in the Alternative Places area (with the option to use either home receivers with
places remaining or select the schools from receivers in the transfer group). This function uses similar
options to other distance calculations within A&T Back Office. These calculations are also stored in
the separate Alternative Places area.

o Refresh Nearest Schools Columns. After running the Calculate Distances routine, you can use this
option to display the Nearest School and Next Nearest School (and their respective distances) in the
student list. When considering the nearest schools, One looks at all distances calculated for each
student/base combination (including those calculated over multiple runs of the Calculate Distances
routine). If the Calculate Distances routine has been run multiple times, and the same student/base
combination distance has been calculated more than once, then One uses the most recently
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calculated distance. If a particular base was included in an initial run of the distance calculations, but
not included for a subsequent run, then its distances are still considered for Nearest School.

e  Where the transfer group has Use GIS selected and GIS has been used to calculate the distances, the
Nearest School distance is presented as a hyperlink which, when selected, displays a map of the route
used to calculate the distance. You can use map options to show the walking and driving routes.

e There is an editable School for Allocation column in the student list. This column can be populated in
two ways:

0 Manually selecting a Receiver: Use the Select school for allocation from filter displayed
above the student list to select from either Home Receivers with spaces or All Receivers.
Note that if you select Home Receivers with spaces, only the Home LA Receivers whose
Balance (taking into account alternative place allocations) is positive (i.e. where PAN minus
Live Allocations minus AP Allocations is greater than 0) are shown.

0 Copy Nearest school to ‘School for Allocation’ option. Users can filter the student list first,
e.g. by On-time application indicator or Nearest School, then only populate the School for
Allocation for that filtered list if desired.

e Asthe user saves School for Allocation entries, One displays a warning if schools would be over-
allocated during this process (but does not prevent this from occurring if the user elects to continue).
One saves School for Allocation entries in this separate Alternative Places area only at this time. This
does not affect live allocations (the Students | Applications and Bases | Receivers areas) until the
Convert ‘School for Allocation’ into real allocations option is used.

e Users can filter the student list on the following data items. This function is intended to help LAs to
find alternative places in priority order, if desired. For example, an LA might filter on the highest
priority, find alternative places for those students, and then move to the next priority group:

0 School for Allocation
Nearest School
On-time applications
Late applications

Applications with no parental preferences

o O O o o

Late + no parental preferences.

e |tis possible to sort the list by selecting any of the column headers, or by holding down the Shift key
to select multiple column headers in order to sort on several data items combined.

e Check Receiver Balances - This option is similar to the Retrieve Home Receivers with places
remaining option, except that it also includes any receivers that have been identified as a School for
Allocation for this transfer group, and also shows the number of Alternative Places allocations for
each of those schools.

e You can export the student list and the distance calculations to Excel. The student list can be exported
at any time. In addition to exporting the columns displayed to screen, this function also exports the
student’s SEN Status and their Address Easting and Northing values. The list is exported in its current
sort order.

Once the Calculate Distances routine has been run, distances calculated from each student to each
selected base can be exported by selecting Export results from the Calculations Status page.

e Convert ‘School for Allocation’ into real allocations - When you are satisfied that the entries in the
School for Allocation column are ready to be converted into real allocations, use this option to
convert them. This function creates preference records in the live applications area (e.g. Students |
Applications) for the appropriate unallocated Home LA student. Each record has an offer status of
Allocated, with the student’s School for Allocation used as the preference base.
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If the student list is currently filtered (e.g. by using the On-time application indicator or School for
Allocation functions), then the Convert ‘School for Allocation’ into real allocations option only
processes the currently filtered students who have had a School for Allocation saved. This feature
enables you to process your students in priority groups if desired.

Before using this option you must ensure that the Alternative Places Preference Number transfer
group setting has been specified. This defines the preference number used when creating system-
generated allocated preferences.

For example, your LA may have a policy that the preference number should be set to ‘10" where an
alternative place has been allocated, so that alternative preferences can be identified easily. If so,
then you would set the Alternative Places Preference Number to 10. This number can be either
below or above the setting for the System Generated Preferences Starting No (which defaults to 20).
However, you should ensure that it is sufficiently larger than the highest parental preference number
so you can distinguish these preferences from parental preferences easily. Capita recommends you
use a value of at least 10.

One warns you beforehand if running this routine would cause any receivers to become over-
allocated, showing you the details of the affected receivers. You can choose whether to continue the
process at this point. Any preferences where the receiver is allocated over PAN are flagged as
exceptional.

Before creating a new allocated preference for a student, One checks to make sure that an
allocation/offer does not already exist for that student in the Students | Applications area, that the
student is still active, and that the application has not been withdrawn.

e  You can refresh the unallocated home student list at any time. A full list of unallocated home students
and their data is maintained in the database until the transfer group is deleted. However, only the
refreshed unallocated students are displayed after a refresh. Any previous calculations for those
students, including School for Allocation, distances, and route maps used to calculate walking/driving
distances are preserved.

Note on Transfer Group ‘System Generated Preferences Starting Number’ setting before
Publishing Offers

If you choose to use a preference number to indicate alternative offers that is lower than your System
Generated Preferences Starting Number, then you must amend the System Generated Preferences Starting
Number prior to publishing offers or running your School Preferences Data Collection utility.

This is because, when displaying the offer information to the parent and presenting the list of preferences in
A&T Online and Citizen Portal, One displays any preference with a number lower than the System Generated
Preferences Starting Number, along with its preference rank. Any allocated/offered preferences with a
number that is greater than or equal to the System Generated Preferences Starting Number are displayed
without preference ranks.

Also, the School Preferences Data Collection utility considers any preference with a number lower than the
System Generated Preferences Starting Number to be a parental preference. Therefore, if you used “10” for
alternative preferences, then the System Generated Preferences Starting Number should also be set to “10”
prior to publishing offers.

Advice for Report Designers
Please note that the Allocate Alternative Places area stores data in the following key tables:

e ALTERNATIVE_ALLOCATIONS —Stores one row of information for each student included in each run where
the unallocated Home LA student list is initially identified or refreshed.

e ALTERNATIVE_ALLOCATIONS_RUNS —Stores information about each run where the unallocated Home LA
student list is initially identified or refreshed, including transfer group and the start and end times of
processing the list.

e DISTANCE_CALCULATIONS —Stores one row of information about the distance calculations for each
student/base combination processed in each run.
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e DISTANCE_PARAMS —Stores parameters used for each run of the Calculate Distances routine.

e CCS_ROUTE - Stores the coordinates that form the route used for walking and driving distances.

Changes to Calculation of Distance

Previously, when calculating the distance from a property to a school using GIS, no driving distance was
returned if either the property or the school gates were located on a footpath. In addition, if One failed to
create a driving distance, it did not display the walking or direct distances.

In this release, there are two changes to the calculation of distances throughout A&T Back Office:

e The new Walk to driving route parameter enables the system to calculate a driving distance, even if the
property or school gate is located on a footpath. To calculate the driving distance, One uses the walking
network from the property or gate to derive the starting point for the driving distance calculation.

e If One fails to calculate a driving distance, but is successful in calculating other distances, then the walking
and direct distances are still displayed.

Walk to driving route can be enabled and disabled via Administration | GIS I Distance Calculations.
For more information on the way in which One calculates distances where a school is closer to a footpath than

a road, see the Setting Distance Calculation Parameters topic of the Transport Back Office handbook.

Resolved Knowledge Base Issues

KB406230 - Special reason codes that were not applicable for the preference receiver could be selected and
saved for a preference.

KB406888 - Carers View Dependants hyperlink was previously not available for users with read-only
permissions.

KB406895 - Unable to withdraw an application with a preference with number 99.

KB406920 - Students | Applications - Student History for previous student displayed where selected student
has multiple applications.

KB407016 - When adding a preference manually and editing its preference number prior to saving, the
preference is now saved.

KB407099 - Bases | Receivers — Students assigned to bands not displayed after filtering on offer status, where
offer status changed before student assigned to band.

KB407128 - Students | Applications — When searching by name for a student with multiple applications and
selecting Student History before selecting an application, the Student History is now displayed correctly.

KB407231 - When running the Make Offers routine, if there is already a preference 99 present for an
application and it is not possible to offer a place at one of the parental preferences, One now creates a No
Offer Base system preference successfully.

KB-421117 - Previously, some LAs encountered an error message when copying transfer groups: ORA-01403:
no data found, ORA-06512: at "<DATASET_NAME>.PKG_RIA_ANT_TRANSFERGROUP. This has now been
resolved.

Citizen Portal: School Place Applications & Offers

Following the significant improvements to the Citizen Portal School Place Application process in the Summer
2015 (3.57) release, the Autumn 2015 (3.58) release includes the following additional features:

e  From the publicise date for each transfer group, offer information can now be viewed via the Citizen
Portal School Places area by citizens who have made their school place applications online.

e Fortransfer groups that have been set up to enable parents/carer to respond to offers online, citizens
who have made their school place applications online can now respond to offers via the Citizen Portal
School Places area. The information displayed is very similar to the equivalent process in A&T Online.
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Citizens can select a response from a list of options and provide supporting text for each of their
preferences.

o All text displayed when viewing offers or responding to offers can be configured.

IMPORTANT NOTE: In order to use the new Citizen Portal School Places software for this summer and
autumn’s applications for normal round admissions for entry in September 2016, your LA must upgrade to the
One Autumn 2015 Release (3.58) before March 2016 so that offer information can be accessed via the Citizen
Portal.

A&T Online/Citizen Portal School Places

Resolved Knowledge Base Issues

KB-407320 (also fixed in 3.57 Service Pack 1) - Emails not being recorded in the

ccs_email_message_log table

When emails are generated, either individually (e.g. by registering on the Citizen Portal or the A&T Online
Public Facing website), or in bulk (e.g. A&T Online reminder emails, A&T Online offer emails), from either A&T
Online Public-Facing, Citizen Portal or Provider Portal the emails are generated successfully However, they
were not originally recorded in the table designated for logging emails, ccs_email_message_log. Following
Hotfix 3.55.013, all emails sent from A&T Online Public Facing, Citizen Portal and Provider Portal were being
duplicated.

The solution to both of these issues requires the installation of a new Windows service that handles emails.
This must be installed in order to send emails from the Capita One system. For information on installing this
service, refer to Installing the Email Service technical guide.

Other elements contained within the fix that simplify email delivery and reliability include:

e The creation of a new, dedicated email service for the delivery of all email from A&T Online Public
Facing/Portals.

e The creation of new queues and logs to manage email delivery and proof of sending.

e Improvements to error handling enabling configurable re-send attempts, additional validation, and
better failure management.

e  Full audit trails for all email delivery activity.

e Format changes to prevent email being rejected by certain ISPs.

NOTE: Email generated from Training Manager v4 scheduled communications is not affected by these changes.

Technical Information for System Administrators who monitor the sending of emails
The new email service includes the following new database tables:

e Email_Sevice_Emails - Stores information about the email. This includes the subject, from address
and where it was generated. The status columns are:

0 1=Failed
0 2=Sent
0 3=Queued.

e ccs_memo_clob - Stores email content linked to the email_service_emails record using the
ccs_memo_id column.
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e Email_service_recipients - Stores all email recipients. For each type of receipt, the
Email_service_recipients.Email_address_type is set to:

O For ‘To’ addresses = 1
O For ‘Cc’ address =2
O For'Bcc' addresses =3
e  Email_service_queue. - This indicates the email is queued to be sent.
e  Email_service_auditStores events in the email lifecycle. The Event_type columns are:
0 1=Added to queue
0 2=Sent
O 3=Failed
O 4=Failed attempt to send
0 5=Failed recipient.

e Messages_ErrorLog - Stores failure details, with links to an Email_service_audit record with and
Email_service_audit.event_type = 3, 4 or 5.

Once a message has been taken from the queue the system performs a number of validations. If all validations
pass, then the email is sent and after this the system deletes the item from the queue and inserts an audit log
to say that the email has been sent successfully.

KB-421523 (also fixed in 3.57 Service Pack 1) - Duplicate OLA Schools appearing when
Applicant is Searching Online

A&T Public Facing | Make a New Application

Citizens Portal | School Places

When making an application via either of the above locations, some other Local Authority schools were
duplicated in the Search Results panel.

KB-421671 (also fixed in 3.57 Service Pack 1) - Incorrect address linking

An issue has been fixed within the Citizen Portal School Places module which could lead to an incorrect address
being linked to the application for the parent/carer making the application. The address of the child, used for
assigning the child to a school, is not affected. This incorrect address would be visible on the Application
Summary, and also within the back-office once an application has been submitted.

KB-421758 (also fixed in 3.57 Service Pack 2) - Recording assisted online applications
without an email address

It is now possible to record applications successfully via the v4 Online 'A&T Applications' option with or
without recording email addresses.

KB405966 - Unexpected behaviour when using Return key
In A&T v4 Online, pressing the <Return> key whilst searching for postcodes on the Address Details page
returned applicant to previous page. This has now been fixed.

KB-420499 - Offer emails and inactive online applications

Previously, in the case where two applicants had made an online application for a child, and subsequently one
of the online applications was marked as inactive, both applicants would receive the offer email. This has now
been changed so that offer emails are only sent to applicants with active online applications.
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A&T Summer 2015
Release (3.57)

Citizen Portal: Enhanced School Place Application
process

The Citizen Portal School Place application process has been much improved in this release. Previously, the
citizen started to make their application using portal style screens, and then, part way through the process,
were redirected to the A&T Online Public-facing website to complete their application.

To improve this experience, the One Summer 2015 Release Citizen Portal School Place application process
includes the following features:

e The full application process uses modern, portal style screens throughout for a consistent application
experience.

e The full application process can be carried out on mobile devices such as mobile phones and tablets
as well as laptops and PCs.

e Significant flexibility to configure text according to your local requirements. In addition to the text
that is already configurable for A&T Online Public-facing applications via A&T Back Office (at the
global, transfer group or sub group level), most other text can be configured via Citizen Portal
Administration at the global level.

e  When the citizen submits or resubmits their application, One stores a snapshot of all application-
related data to the database.

e The application process always displays the information entered by the applicant (e.g. Child’s Name),
regardless of whether the student has been matched to a One student with different personal details.
For example, if the parent has entered their child as ‘Billy Smith’, and the child is mapped to a One
student with the name ‘William Smith-Jones’, then the parent will always see ‘Billy Smith’ displayed in
the Citizen Portal.

Local Authorities whose citizens make their school place applications via the Citizen Portal can take advantage
of the existing user management features to reset citizens’ passwords and change their email addresses.

NOTE: In order to carry out user management processes as well as to configure text within the Citizen Portal
Administration area, Citizen Portal Administrators must have an email address set up for their One user
account and be assigned permissions in the v4 Client via Tools | Permissions | User Group Processes | Select
Main Business Process of Citizen Portal.

The interface of the A&T Online Public-facing application process is unaffected by the changes to the Citizen
Portal School Place application process.

The One Autumn 2015 release will include further updates to support the viewing of offers and making offer
responses within the Citizen Portal School Places area.

NOTE: If your LA wishes to use the new Citizen Portal School Places software for this Summer and Autumn’s
applications for normal round admissions for entry in September 2016, then your LA must upgrade to the One
Autumn 2015 (3.58) release before March 2016 in order for offer information to be accessible via the Citizen
Portal.
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Migration of applications from A&T Online to Citizen Portal

It is possible to access applications in Citizen Portal that have been started in A&T Online using the same user
account, as long as those applications are still active and are appropriate to be displayed on the A&T Online
Home Page.

Migration Note: Citizen Portal School Place applications use the same database tables as A&T Online. An LA
may wish to migrate to Citizen Portal School Places at the start of an admissions round for ease of local
support purposes and applicants receiving a consistent interface throughout their application process.
However, it is possible to migrate at any time during the admissions round.

When the citizen logs into Citizen Portal, One checks for any active A&T Online applications that have not yet
been migrated to Citizen Portal. If any are found, then the citizen sees a screen similar to the screen shown
below, which presents the A&T Online application summary with some guidance text and options. The citizen
has the option to either:

e match the A&T Online application to an existing child from My Family (if any family members have
already been recorded within the Citizen Portal), or

e add a new child to My Family to whom to match the application, or
e decide not to add the child/application into Citizen Portal.

Once a decision has been made and confirmed for an application, then it is not possible to change that
decision and the citizen will no longer be prompted to migrate the application.

Once the A&T Online application has been matched to a child in My Family within the Citizen Portal then it is
possible to access that application via Citizen Portal School Places, as long as the application remains active.

Here is an example screen:

| x| Site logo

Citizen Portal

# Home & My Account @ Sign Out

Access your school place application here?

We see that you have used our Online Admissions Portal to apply for a school place for your child

Here is a summary of your current application. If you wish to access this application in this Citizen b

Portal we will need you to choose an option. If you have already recorded family members in the b APP"CEﬁC’n Summary
Citizen Portal then your children will be listed below. If the child you identified for your current school

place application is displayed below then please click on that child in the "My Family' area to match

them to the application. Here are your options: a Jane Ann Smith gm?' TGDSECZUDT;N School
) eptember

1. Ifyour child is displayed in the "My Family' area, click on them to match to your application DOB 01/09/2003 Submitted on 08/06/2015 12:02

2. If not, select 'Add my child to Citizen Portal' to access your application o Preferred schools:

3. Ifyou don't want to access your application here then you can select 'Don't add my child' Duckmill Lane 1. All Saints Catholic School

Bedford
After matching or adding, you will be able to access your application by going to the Home page and MK42 DAL a'?'d Te.chnn\ngy College
selecting School Places. 2. Riverside School
3. Feversham College

My Family

(]

a [+ JO—— L J——

. Add my child to Citizen Portal Don't add my child
John Smith

DOB: 01/09/2003
10

Duckmill Lane
Bedford

MK42 DAL

This screen replaces a screen used in previous versions of Citizen Portal to migrate A&T Online applications
which looked similar to this:
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B site logo

Citizen Portal

# Home & My Account (O Sign Out

Please select children for adding to Portal
[ ] ¥ Child will be included

benjamin Abbot
DOB: 12-Jul-2004

‘Start New Application’ links on the School Places Landing Page

On the School Places landing page within a child’s application summary tile, the option to Start New
Application is always displayed, even if there are no transfer groups currently open for which a school place
application may be made for the selected child. If there are no appropriate transfer groups open then a
configurable message is displayed on the Select Transfer Group page instead. If an application has already
been started for one transfer group, it is not possible to make another application for the same child and
transfer group. It is not yet possible to suppress the Start New Application link on the School Places landing
page conditionally, due to system performance reasons given the complexity of the business rules.

Here is an example of the School Places landing page:

Citizen Portal

# Home & My Account @ Sign Out

& School Places

Admissions On-line

If you view or edit your preferred schools, your MUST resubmit your application. Note: You may need to refer to the admissions
uide
Click here to view our web site

View or change existing applications / offers

Application submitted

[ ]
@ Jane Smith

Entry o Secondary School Sepiember 2016
Date of birth: 01-Sep-2004

Current age: 10

Last updated 15/06/2015 09:55

Submission closing date 31/10/2015 23:59

[ ]
@ John Smith

Eniry to Secondary School September 2016
Date of birth: 01-Sep-2004

Current age: 10

Last updated 15/06/2015 09:49

Submission closing date 31/10/2015 23:59
School Place Offer published here 01/03/2016

You can perform the following actions

* Continue application
« Start new application

You can perform the following actions:
* Change application
+ View application
+ Start new application

Make a new application

‘You curently have no children without an application,

Add child

About Contact Us Terms and Conditions Privacy Notice Cookies Policy
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Adding a Child

It is possible to add a child either via My Family or directly from the School Places landing page. If the child is
added via the School Places landing page then the citizen is not prompted to record the following details in the
My Family area: Ethnicity, First Language, Home Language (since these are not relevant to the school place
application process) and Current School. The citizen is prompted to enter the Current School within the school
place application process instead.

Automatic Matching of online child to Back Office One student and
UID entry

When making a school place application within Citizen Portal, at the point that the citizen selects the transfer
group, One tries to automatically match that student to a Back Office One student who is already associated
with that transfer group and has matching Forename, Surname, DOB, Gender and core address details.

After selecting a transfer group, One presents the user with the option of entering the application’s unique
identifier (UID). This page is only displayed if the transfer group is configured to prompt the user for a UID. If
the UID and other child details (Forename, Surname, DOB, Gender and transfer group) correspond with a One
student in the Back Office, then One matches the child to that Back Office One student automatically. This UID
match process does not look at the child’s address.

Please note that the process flow here is different from the UID entry process in A&T Online. In A&T Online,
the applicant has the option to enter the UID and date of birth, causing One to retrieve the personal details of
the matching Back Office One student and display them for the applicant. In this scenario, the applicant does
not manually enter the child’s personal details. Instead, in Citizen Portal, the principle is that the applicant only
sees personal details about the child that they themselves have entered. In Citizen Portal the user first adds
the child details manually. Later, if configured for the transfer group, the user can be prompted to enter the
UID to aid with automatic matching.

Within Citizen Portal, after matching, the citizen continues to see the child’s personal details that they entered
(rather than those of the matched Back Office One student, which may be different).

Current School

The method of selecting the child’s current school is not the same as the school place application process used
in the My Family area. This information is not yet fully synchronised in this release.

In the My Family area, as with previous releases, the current school is selected from a list of bases that have
been collected to form a Base Group that is configured within Citizen Portal Administration. If a base is
selected via My Family, then this selection is copied through to any active school place applications which are
still open to be updated online.

Within the school place application process, there is an extended facility to select the current school, either
from a list of feeders associated with the transfer group, or from the externally-sourced UK Bases table.
Alternatively, the current school can still be entered as free text if it can’t be located elsewhere. This
corresponds with the A&T Online current school selection process.

NOTE: The Current School selected within the school place application does not yet update the Current School
stored for the child within the My Family area.

This issue will be considered further for a future release.

Single Gender Preference School

If a preference is made for a single gender school that does not match the gender of the selected child, then
currently no warning message is displayed within the Citizen Portal, unlike A&T Online. This issue will be
considered further for a future release.
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Quick Submit Now feature not yet included

Where a school place application has been completed but not submitted, there is not yet a facility to navigate
from the School Places landing page to the Submission page via a Submit Now link (unlike A&T Online). The
facility to Continue Application is available, which navigates the user through all the application details. This
issue will be considered further for a future release.

Viewing the Printable Application Summary from the School Places
Landing Page

From the School Places landing page there is a View Application option, which provides access to a printable
application summary. The summary is available only for applications that have a current submission status of
Submitted or Resubmitted. This is different from A&T Online, where it was possible to view the summary for
applications not currently submitted. This has been changed in Citizen Portal to avoid confusion arising from a
citizen viewing a summary of an application that has not yet been submitted to the LA.

Breadcrumb Trail not yet included

There is not yet a ‘breadcrumb’ trail to indicate your school place application stage within Citizen Portal, unlike
A&T Online. This issue may be considered further for a future release.

Configuring Text

Citizen Portal provides significantly more flexibility to configure text than A&T Online.

In Citizen Portal, most text is configurable. For the School Place application process, some of the text on
different pages is still configurable in A&T Back Office (as per the equivalent screen in A&T Online Public-
Facing). Other text (not configurable in A&T Online Public-Facing) is now configurable via the Citizen Portal
Administration area.

Configuration in A&T Back Office takes precedence over configuration in Citizen Portal Administration.

Welsh LAs can set both English and Welsh versions of all configurable text in A&T Back Office and Citizen Portal
Administration.

Detailed advice on configuring each individual screen of Citizen Portal School Places is available in the
Customising Citizen Portal School Place Applications document, available from the One Publications website
(www.onepublications.com).

Configuring Text via Citizen Portal Administration

In Citizen Portal, text configuration for the school place application process is managed in v4 Online via Citizen
Portal Administration | Administration | General Administration | Edit Resources | Select Resource
Configuration | Admissions. There is then a Default tab (with English text) and also a Welsh (United Kingdom)
tab. After selecting the appropriate language tab you can then search for the specific text item to be
configured. Each configurable resource has its own name, but the easiest way to find the text you wish to
configure is by searching using the current value (i.e. by copying and pasting some of the default text for that
phrase into the Search box).

Here are two example screen shots from this process (in this case configuring a Welsh language phrase):
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B site logo

Citizen Portal

# Home [ Local Authority~ [ Administration~ & Sign Out

Resource Configuration Title

Resource Configyration description

Clear resources cache

T
Name Value
AddChild_EthnicityLanguageMessage Ethnicity and Language data will not be used for school allocations Edit
Admissien_Commeon_MaxString Message Ni all {0} gynnwys mwy na {1} nod.
Admissions_IntroPage_Title Introduction Edit
Admissions_Welcome_Title Introduction Edit
AnTHeadineText School Places -

After an item is highlighted and Edit is selected then a screen similar to the following is displayed, enabling the
user to configure the text:

[ site logo

Citizen Portal

# Home [# Local Authority= [ Administration= & Sign Out

Edit Resource Title

Edit Resource Description

Resource Type
Admissions

Resource Key
Admission_Common_MaxString_Message

Resource Culture
¢y-GB

Resource Value
Ni all {0} gynnwys mwy na {1} nod.

For some configurable text resources the system passes parameters such as the child’s Forename or
Preference School. In these cases then the current configured text will include items such as {0} and {1} to
represent the first and second parameters passed. You can continue to use these parameters if you choose to
edit the text.
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The following graphic is an example of some configurable text where three parameters are passed; the child’s
Forename, their Address and also a link to My Family. This graphic is taken from the Address Details page:

Site loge

Citizen Portal

# Home & My Account ©® Sign Out

& Admissions

Address Details

You have previous!
update this via My
address for John

indicated that John's current address is 1, High Street, Simstown, Simshire, 5114 1AT, UK. If this is not John's current address, please
amily. Then please navigate back to School Places and select to "Continue this application’, It is very important that we know the comect curment

Here is the equivalent configurable text resource definition:

B site logo

Citizen Portal

# Administration

Resource Configuration Title

Resource Configuration description

Admissions
T You have previously indicated| x
Default Welsh (United Kingdom)

Hame Value

ChildCurrentAddress_InMovingHome  You have previously indicated that {015 current address is {1]. If this is not [0)'s current address, pleass Edis
update this via {2}. Then please navigate back to School Places and select to ‘Continue this application’. It is
very impartant that we know the correct current address for {0},

About Contact Us Terms and Conditions Privacy Notice Cookies Policy

Configuring Text via A&T Back Office
Text in A&T Back Office may have been configured at:
e the global level (e.g. via A&T Back Office | Administration | Applications | Website Text)
e the Transfer Group level (e.g. via A&T Back Office | Process | Transfer Groups | E-App Settings |
Online Text)
e oratthe Sub Group level (e.g. via A&T Back Office | Process | Transfer Groups | Sub Groups | View
Details | Additional Online Parameters)

NOTE: Unlike A&T Online, Citizen Portal respects the font and font size that have been selected in A&T Back
Office for configurable text. The default font and font size in A&T Back Office is Verdana 12. We have found
that the best match for Citizen Portal is to use Arial 11. We would strongly recommend that you to update the
font and font size for all A&T Back Office configured text for online to Arial 11. This will not affect the display in
A&T Online.
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The following table summarises configurable text in A&T Back Office and the page on which this text appears
in Citizen Portal if applicable. This list excludes the transfer group text configurable for email content.

A&T Back Office Citizen Portal School Places page

Defined globally via Administration | Applications | Online Parameters | Website Text

Welcome Memo Not used, since the Citizen Portal Welcome page is generic in
order to cover multiple uses

Application Information Memo School Places Landing page

Contact us Not used, since Citizen Portal uses its own Contact Us text

Privacy Policy Not used, since Citizen Portal uses its own Privacy Notice text

Data Protection Memo Terms & Conditions/Submit page, Data Protection section

Terms & Conditions Memo Terms & Conditions/Submit page, Terms & Conditions section

Postcode Check Supporting Text Postcode Check page (if configured to display)

Preference Memo Find a Preference School page

Public Care Question Additional Child Details page

Service Family Supporting Text Address Details page, above the Service family question

SEN Statement/EHCP Question Additional Child Details page

Defined for specific Transfer Group via Process | Transfer Groups | Select current In Year TG | E-App
Settings | Online Text

Home Address Question Not used, since the child address is recorded as part of the
generic ‘Add Child’ process

In Year Transfer Process Description | In year Transfer page

Medical Question Preference Reasons page (unless selected Receiver has text
configured at the Sub Group level)

Moving Date Text Address Details page above the Moving Date where the Moving
Home question is configured

Offer Information Not used in Summer 2015 release, will be used on the View Offers
page in Autumn 2015 release

Sibling Question Preference Reasons page (unless selected Receiver has text
configured at the Sub Group level)

Defined for specific Receivers Sub Group via Process | Transfer Groups | Sub Groups | Additional Online
Parameters

Medical Question Preference Reasons page

Other Reasons Supporting Text Other Reasons page

Oversubscription Criteria Preference Reasons and Preference Reasons: Special Reasons
pages

Sibling Question Preference Reasons: Sibling Question page
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Accessing the Welsh language option

Citizen Portal manages different languages by referencing the citizen's browser language. If the browser
language is set to English then the English text will be displayed online. If the browser language is set to Welsh
then the text displayed online will be the Welsh version (where Welsh text has been configured).

This is different from A&T Online Public-Facing, which provides options on each page of the user interface to
view the application in English or Welsh if the database locale is Welsh.

NOTE: A&T Online includes a complete Welsh translation for all screens. In this release of Citizen Portal School
Places, a complete Welsh translation has not yet been provided. Where the same text has been used in Citizen
Portal as for the equivalent screen in A&T Online, then the Welsh translation has been included in Citizen
Portal. However, for many screens in Citizen Portal there are updated phrases compared to the A&T Online
equivalent. Where this is the case, currently the English language version has been provided as a default for
the equivalent Welsh phrase. Welsh LAs can provide their own translations by editing the resources as
described above.

Configuring lookup values for Parental Relationships, Citizen Titles
and Faiths

In A&T Online and Citizen Portal it is possible to restrict your list of lookups for Parental Relationships,
Applicant Titles and Faiths so that a smaller list of active lookups is presented online to the citizen compared
to the list your LA uses within A&T Back Office and other One modules.

In Citizen Portal, this is managed via Citizen Portal Administration | Administration | General Administration
| Portal Configuration | Application Settings. If you want a restricted set of values to appear then you can
enter the internal lookup codes for the corresponding lookups, separated with a comma.

For configuring Parental Relationships, you can set the Permitted Relationships list of entries. This
corresponds with lookups from table ID 0102.

For configuring Titles, you can set the Permitted Titles list of entries. This corresponds with lookups from
table ID 0334.

For configuring Faiths, you can set the School Places application Permitted Faiths list of entries. This
corresponds with Home Religion lookups from table ID 0083. If no faiths are specified here then all active
lookups are displayed in Citizen Portal.

Configure Application Settings Canfigure Message Settings

Admizsions Online URL From address for outbound messages
nitp:fiwww, google. com

Free School Meals application prefix Pre-configured email address
FaM

Free School Meals dummy base id 2 Year Old Funding Voucher Message Template

8065 Tuwe yas ok funding vouchet

Transport application prefix
TRA

Transport dummy basa id

8182

Permitted Titles

2 Year Old Funding late moving voucher template

Mr,Mrs, Miss.Ms, Dr, REV. Prof Ty ofd funding Vouchi kst icving BppRcabon

Permitted Relationships SEND Parent/Carer Accept Meszage Template

PAM PAF STM.STF FOM FOF FAM.TCH SWR.OTH SFNI . Pamant nr Cares . Areand Tamplate

Li]

School Place application Permitted Faiths ige Template
A comma seperated list of permitied

BU,CH HILJEMU.NO.OT S
BU.LH A { faiths that users can choose from on

Tplate
the preference reasons screen in the
Two Year Old Funding Application Prefix school places application Message Template

TYF SENLY= Farent or Carer s Hequest informaton Template
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Relationship between Citizen Portal Family details and details
stored for a school place application

It is important to note that the child details (including address) associated with a school place application are
stored separately from the My Family child details. Updating a child within My Family does not necessarily
update the child’s details associated with a school place application. The child details (including address) that
are linked with a school place application are only updated if:

e for a normal active application, the transfer group’s application closing date has not passed,
e foran in year active application, the application has not yet been submitted.
This corresponds with the period where the application details can be updated online by the citizen.

Changes to My Family details otherwise will not affect completed or inactive school place applications.

Note that a snapshot of data is stored at the time each application is submitted. This process is described
below.

When the My Family child details are updated then one of two configurable messages are displayed,
depending on any linked school place applications. The default text of the messages is as follows, either:

'‘Change of personal details

The changes have now been saved. You have a current submitted school place application for this child where
the submission closing date has not passed. This update to your child's details has been automatically sent
through to the Local Authority and your school place application has been automatically resubmitted with the
updated details. You will get a resubmission confirmation email shortly. This does not apply to in year
applications (for changing school immediately/in the near future). If you want to check any details about your
current submitted school place applications, navigate to School Places and select the View Application link for
your child.

Other than the above, please note that the changes do not affect any other previously completed applications.
Please contact the Local Authority if you have any questions about this.'

OR

'‘Change of personal details

The changes have now been saved but please note that these do not affect any previously completed
applications.

Please contact the Local Authority if you have any questions about this.'

When changes are made to ‘My Account’ personal or contact details then a configurable message is displayed,
the default wording of which is as follows:

‘Change of personal details

The changes have now been saved but please note that these do not affect any previously completed
applications, with the following possible exception:

If you have just updated any child's address and there is a current school place application for that child with a
status of 'Application submitted' where the submission closing date has not passed, then the update to the
child's address will be automatically sent through to the Local Authority and your school place application will
be automatically resubmitted with the updated details. If this situation applies, you will get a resubmission
confirmation email shortly. This does not apply to in year applications (for changing school immediately/in the
near future). If you want to check any details about any current submitted school place applications you may
have, navigate to School Places and select the View Application link for your child.

Please contact the Local Authority if you have any questions about this.'

If you want to change the default text in these ‘Change of personal details’ messages, note that they are
displayed for citizens who may not have a school place application but may have other applications made via
Citizen Portal.
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The following list details the tables that store the relevant data:
e PORTAL_STUDENT - this table stores My Family child details from Citizen Portal.
e PORTAL_USER_PROFILE - this table stores citizen/user account details from Citizen Portal.

e PORTAL_ADDRESS_LINK, PORTAL_ADDRESS - these tables are used to store addresses linked with
My Family child details and citizen accounts.

e  GP_STUDENT - this is the table used in A&T Online to store child details. This table is also used to
store child details associated with a school place application within Citizen Portal. The details from the
PORTAL_STUDENT table are automatically copied to the GP_STUDENT table at appropriate times.

e  USER_PROFILE — this is the table used in A&T Online to store applicant details. This table is also used
to store the applicant details associated with a school place application within Citizen Portal. The
details from the PORTAL_USER_PROFILE table are copied to the USER_PROFILE table when they are
updated.

e GP_ADDRESS_LINK, GP_ADDRESS - these tables are used in A&T Online to store address details.
These are also used to store the addresses relevant to the school place application within Citizen
Portal. During the school place application process, the details from the Portal Address tables are
copied to these Address tables at appropriate times.

Snapshot of application data at the time the application is
Submitted or Resubmitted
When a school place application is Submitted or Resubmitted within Citizen Portal, a snapshot of all data

related to that application (including the child details stored in GP_STUDENT table and the child’s address) is
now stored via the table AT_APP_FORM_SNAPSHOT.

This snapshot can be queried via Crystal or SSRS reports, or by directly querying the database. Note that in the
One Summer 2015 release there is not yet any user interface within A&T Back Office to view this snapshot.
This is being considered for a future release.

Within the AT_APP_FORM_SNAPSHOT table, the unique online application identifier, at_application_id
is held, along with a memo__id and the date/time that the snapshot is taken. The memo__id should be joined
with the MEMO_STR table’s memo_ 1d where there will be a record with the same memo_ id. The snapshot
contents are stored in the long memo_data field.

Here is an example of the contents of the memo_data field for an application snapshot:
{
“"AppSubmittedDate’: "2015-05-28T14:50:43.29477+01:00",
"AtApplicationld”: 262,
"SubmitStatus': 1,
“"Active': 1,
"AllocEmaiINotify": 1,
""AppAcceptedDate: "0001-01-01T00:00:00",
"ApplicationReasonLookup': """,
“"AppStartDate’: ""0001-01-01T00:00:00",
""CurrentSchool™: {
"Address': "14 High Street, Town, Simshire, MK44 3SG",
"Baseld": 346,
""‘BaseName': "Test Secondary Grammar School",
"Gender': "C",
"LeaNo™: ''825",
"OfficialBaseName": "Test Secomdary Grammar School",

""Postcode: ""MK44 3SG",
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*'SchoolNo': "'4500",
""UKBaseld': -9223372036854775808,
"Website": ",
"WebsiteURL": "http://"
}.
"'DatePlaceRequired™: "0001-01-01T00:00:00",
"InActive": "F",
"LastUpdt"™: "0001-01-01T00:00:00",

""OverseasApplication”: O,

"PrefReasonsMemo™: """,

"Student": {
"CareAuthority': "',
""CouncilRefNumber*: ",

"CrownserviceFlg": 2,
"CurrentAddress': {
"GpAddresslid': 371,
"AddressType': """,
""Correspondence': 2,
"Country™: "UK",
"Memo': "',
"Addressl1": "Mile Road",
"Address2": "',
"Address3": "',
"AddressID": -9223372036854775808,

"Apartment': ",
"County™: ",
""HouseName™: "',

""HouseNo™: "122',
""OneLineAddress™: ",
""Postcode™: "MK42 9TD",
"Telephone™: ",
"Town'": "Bedford"
3
“Dob™: *2004-01-01T00:00:00",
"Forename': "John",
"Gender": 2,
"'GpStudentld”: 279,
"LastUpdt™: '0001-01-01T00:00:00",
"MappedStudld'™: 9097642,
“Midname": ""Middle Name",
""MovingAddress': {
"GpAddressld': -9223372036854775808,
"AddressType': """,
""Correspondence': O,
“Country™: ",
""Memo': """,

"Addressl1': "',
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"Address2": "',
"Address3": ",
"AddressID": -9223372036854775808,
"Apartment’: "',
“County': """,
""HouseName': "',
""HouseNo™: "',
""OneLineAddress™: "',
"Postcode: ",
"Telephone": ",
"Town': """
1.
""MovingOn': '0001-01-01T00:00:00",
“MultipleBirth": 2,
"PublicCare": 2,
"Relationship™: "PAF",
"Responsibility": 1,
""Statemented": 2,
"Surname': "Williams",
"UID™: ""820156YZOYOMWZH1',
""UkBaseld": -9223372036854775808,
“"UpdatedBy": -9223372036854775808
3
"TransferGroupld": 80,
"UpdatedBy": 7521,
"UserProfileld": 113,
"Preferences": [
{
"AtPreferenceld": 229,
"BaseLink': 2,
"Catchment": 2,
"DistanceFlg": 2,
""Easeoftravel": 2,
“LastUpdt™: ""2015-05-28T09:28:11",
"LeaNo™: "',
"MainstreamFlg": 1,
“"Medical": 2,
"Other": 2,
""OtherDetailsMemo™: ",

"PreferredBaseld": 57,

"PreferredBaseName': '"'"Mark Rutherford Secondary School",
"Rank': 1,

""ReasonlDesc': """,

""ReasonlLabel™: ",

""'ReasoniMemo™: "',

""Reason2Desc': """,

""Reason2Label™: ",
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""'Reason2Memo™: "',
""Reason3Desc': "',
""Reason3Label™: "',
""Reason3Memo': "',
""ReasonCodel™: ",
""ReasonCode2": "',
""ReasonCode3": "',
"ReligionCode": ",

"'Schoolgender™: 3,

"*SchoolNo™: "',

""SelectiveSchool™: 2,

"Social': 2,

"Sel

ectedSpecialisms': [],

"StaffChildFlg": 2,
"UkBaseld': -9223372036854775808,
"UpdatedBy": 7521,

“Sibling”: {

“'Dob™: *0001-01-01T00:00:00",

"Address": {
""GpAddressld': -9223372036854775808,
"AddressType': ",
""Correspondence™: O,
“Country": ",
“Memo*: "',
"Address1': "',
"Address2": "',
"Address3": "',

}.

""AddressID": -9223372036854775808,
"Apartment’: "',
"County™: ",
""HouseName™: """,
""HouseNo': "',
""OneLineAddress": """
""Postcode™: ",
"“Telephone™: ",

“Town": """

"Siblingld": -9223372036854775808,

"Surname™: "',

"Midname": "',

“"Gender': O,

"Forename™: """

}
}.
{

"AtPreferenceld": 228,

""BaseLink": 2,
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""Catchment": 2,

"DistanceFlg": 2,

""Easeoftravel™: 2,

"LastUpdt": '2015-05-28T09:27:51",
"LeaNo™: ",

"MainstreamFlg": 1,

"Medical": 2,

"Other": 2,

""OtherDetai lsMemo': ***,

"PreferredBaseld": 623,

"PreferredBaseName': ''Green Abbey School",
"Rank': 2,
""ReasonlDesc': "',
"ReasonlLabel™: ",
""'ReasonlMemo™: "',
""Reason2Desc': "',
""Reason2Label™: ",
""Reason2Memo™: "',
""Reason3Desc': "',
""Reason3Label™: ",
""Reason3Memo™: "',
""ReasonCodel™: ",
""ReasonCode2™: "',
""ReasonCode3™: "',
"ReligionCode": "',

"'Schoolgender™: 3,

""SchoolNo™: "',
""SelectiveSchool™: 2,

“"Social": 2,
"SelectedSpecialisms™: [],
“StaffChildFlg”: 2,

""UkBaseld': -9223372036854775808,
"UpdatedBy": 7521,

“Sibling”: {

“Dob™: "0001-01-01T00:00:00",

"Address": {
"'GpAddressld': -9223372036854775808,
"AddressType': ",
""Correspondence™: O,
“Country": ",
“"Memo™: "',
"Address1': "',
"Address2': "',
"Address3': ",

"AddressID": -9223372036854775808,
"Apartment: "7,

"County': ",
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""HouseName™: "***,
“"HouseNo'': "',
""OneLineAddress™: "',
""Postcode': "',
"Telephone': ",
“Town™: "
}
"Siblingld": -9223372036854775808,
“Surname': """,
“Midname': """,

""Gender': O,

"Forename': "'
}
}
1.
"Applicant": {
"Address': {

""GpAddresslid': 370,
"AddressType': "H",
"Correspondence': 1,

“"Country': "UK",

"Memo™: ',

"Addressl1'": "Mile Road",
"Address2": "',
"Address3": ",

"AddressID": -9223372036854775808,

"Apartment': ",
"County": "™,
""HouseName': """,

"HouseNo™: "122",
""OneLineAddress™: ",
""Postcode’: ""MK42 9TD",
"Telephone": ",
"Town": "Bedford"
1.
""AddressType': 0,
""BusPhone™: """,
"ContactUsMemo™: "',
""Dob™: *0001-01-01T00:00:00",
"FaxNumber': "',
""Forename': "James",
""Gender": 3,
“"HomeLA™: ™,
""HomePhone': "',
“LastUpdt': ""0001-01-01T00:00:00",
"Memo': """,

"Midname™: "',
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""MobilePhone™: "

"PrefContactMethod: O,

"Responsibility'”: O,

"SpecialRequirement™: "

"Surname": "Williams",

“Title": "Mr",

"UpdatedBy": -9223372036854775808,
"UserProfileld": 113,

"EmailAddress': "testuser2l@onetestsmtp.co.uk",

“Userld": 7521

}

Viewing and responding to Offers — coming in Autumn 2015

The One Autumn 2015 release will include further updates to support the viewing of offers and making offer
responses within the Citizen Portal School Places area. The One Summer 2015 release does not yet support
viewing and responding to offers. Offers can still be managed via A&T Online Public-Facing.

Admissions & Transfers Online Public-Facing

Matching students and effects on child’s details displayed to
applicant and stored in database

Previously, when a child entered via an online application was matched to a Back Office One student or added
as a new Back Office One student, the system stored the One student ID in the GP_STUDENT table, but also
deleted the Name, Gender and DOB entered by the applicant in the same table. Once the student was
matched, A&T Online previously showed the matched One student details to the online user.

In this release the Name, Gender and DOB are no longer deleted from the GP_STUDENT table.

This means that for students who are matched after your LA has upgraded to the One Summer 2015 release,
the A&T Online application process now always displays the information entered by the applicant, regardless
of whether the student has been matched to a One student with different personal details. For example, if the
applicant has entered their child as ‘Billy Smith’ and this is mapped to a One student with the name ‘William
Smith-Jones’, then the applicant will now always see ‘Billy Smith’ displayed in A&T Online.

If the A&T Online applicant enters the Unique Identifier (UID) to retrieve the One matched student details,
then at that time those details are used to populate the GP_STUDENT table and are used for display purposes
in A&T Online when the applicant looks at that application again.

In A&T Back Office, the Students | E-Application Enquiries area shows the details entered by the applicant, so
the Back Office user can search for Billy Smith instead of William Smith-Jones.

In the Process | Incoming Students | Matched area, the list of matched students shows the One Back Office
details (e.g. William Smith-Jones). When you click the View Application link, the application summary shows
the details entered by the applicant (e.g. Billy Smith).

Resolved Knowledge Base Issue

KB406006 — Welsh Language A&T Online, Moving Address Details
Where the Back Office Transfer Group setting Ask Parent for Moving Address & Date is configured not to
display, the Moving Home text is now correctly suppressed in the online application.
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Admissions & Transfers Back Office v4

Resolved Knowledge Base Issues

KB406100 — Viewing Receivers within a Sub Group where the Receiver is now inactive
Where a receiver has been made inactive, it is now possible to see the inactive receiver listed within the sub
group's list of receivers.

KB405944 — Copying a Transfer Group
After copying a transfer group, it is now possible to delete a copied sub group which has no preferences
attached.
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A&T Spring 2015 Release
(3.56)

Admissions & Transfers Online

Usability Improvements

Reduced time to search for online application details in Back Office
A&T Back Office | Students | E-Application Enquiries

After a user performs a search, the time taken to retrieve the matching online application details has been
reduced. No changes have been made to the information displayed or functionality.

Resolved Knowledge Base Issues

Resolved Knowledge Base Issues for A & T are documented in the One Release Notes Spring 2015.
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A&T Autumn 2014 Release

Admissions & Transfers v3

Decommissioning of some areas of v3

Many areas of Admissions & Transfers in v3 are no longer supported due to functionality having been migrated
to v4 for some time. In this release, some areas of v3 are now inaccessible and some are read-only. V4
provides the equivalent functionality. This has been discussed with LAs via recent online meetings and
feedback has been carefully considered. Here is a summary:

e  File Exchange (Inter Authority Transfer focus) and Transport Assessment (both for a single student
and batch processing): Continues to be available for use in v3.

e Manage Transfers focus: Application and preferences information, as well as relocations and appeals,
are now read-only.

e Manage Allocations focus: This is now read-only.

e Casual Admissions focus: Relocations and Appeals tabs are now read-only. Student search and
Student Details continue to be available for use.

e Manage Appeals focus: This is now read-only.

e Bases focus: Linked Receivers, PAN and Vacancies tabs are now read-only. Base Details, Sites, Base
Contacts and Base Catchments continue to be available for use.

e E-Applications focus: This is now read-only.
e Manage E-Applications area: This is no longer accessible.

e Routines: It is no longer possible to run the offer routines or carry out student selection or final
transfer using v3.

Admissions & Transfers v4

Usability Improvements

Editing multiple preferences’ offer statuses —improved process

Students | Applications

Previously, in order to change the offer status for multiple preferences associated with a student’s application,
users needed to edit and save each preference in turn. This process has now been improved to save time;
after choosing to edit preferences users can edit multiple preferences’ offer statuses and then save all those
changes at once.

Links from A&T Back Office to Transport Assessment facilities in v4
This release includes the launch of the new Transport v4 module. As part of this, there are now links from A&T
Back Office to transport assessment facilities in v4:

e Students | All Students and Student | Applications — there is now a Transport Assessment hyperlink
from the student summary and also from the student’s application summary. When selected, this will
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cause a new tab to be opened which navigates the user directly to the transport assessment area for
the selected student.
e Process | Bulk Transport Assessment — selecting this new menu route opens a new tab that navigates
the user directly to the Bulk Transport Assessment area.
After navigating to a transport assessment in a new tab, we would recommend that this additional tab is
closed once the user has completed the assessment process. Each tab consumes system resources which on a
lower specification PC may contribute to performance issues.

Note for System Administrators: In order to access these links, the following must be configured:

e The LA must have a licence to use the Transport v4 module (one of 4 available licences for the
Transport v4 area).

e Users need to belong to a group which has permission to the Transport Assessment process.
Permissions are assigned in the v4 Client via Tools | Permissions | User Group Processes. Select the
Transport Application and Assessment main business process and grant the appropriate access level
for the Assessment business process. Also, at least read permission to Person Details is required via
the Person Administration main business process.

e The URL for Transport v4 must be configured. This is done via the CCS Server Config tool in the CCS
Online Portal tab as per the Transport v4 installation instructions.

Searching for Students attending a selected Base, new ‘Registered’ search option

Students | All Students | More Options.

When a base is selected to search for students currently attending that base, a new Registered check box is
displayed which is selected automatically. This retrieves only those students currently registered at that base.
In order to search for all students currently attending that school, the Registered check box can be de-
selected.

Moving Address now editable for all applications

Students | Applications | Additional Details.

It is now possible to select and edit the Moving Address for all applications. Previously it was only possible to
import this value from online applications.

Note: Updating the moving address in the back office application has no effect on the address history for the
student, since it is important that address information is verified before being associated with address history.

Selecting Receivers for Sub Groups, improved process

Process | Transfer Groups | Sub Groups.

The process of selecting receivers to associate with a sub group has been improved. Previously, after one
search was carried out and the user had selected one or more receivers, the user had to save, then select Edit
in order to carry out another search for further receivers to be associated to the same sub group. Now, after
searching and selecting, the user can select Freeze and Search, then carry out subsequent searches and then
save all the selections in one process.

Importing GIS Catchment Files, new element

The new Transport v4 product has the capability to use its own catchment shapes. This means that Admissions
and Transport can use different catchment shapes for the same school without impacting each other. To
enable this, the import of catchment files in A&T Back Office and Bases has been amended.

Each catchment shape in a catchment GML file must now have a new element, indicating whether the shape is
intended for use by Transport, Admissions or both. The new element is called <catchment_type>. It can
take the following values:

e Transport
e  Admissions
e  Transport or Admissions.
Below is an example file with the new element:
<?xml version="1.0" encoding="utf-8"?>

<ogr:FeatureCollection xmIns:xsi="http://www.w3.0rg/2001/XMLSchema-
instance' xsi:schemaLocation="http://ogr.maptools.org/ Catchment2.xsd"
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xmIns:ogr="http://ogr.maptools.org/"
xmIns:gml="http://www.opengis.net/gml">

<gml -boundedBy>
<gml :Box>
<gml :coord>
<gml : X>487389.9385395305</gml - X>
<gml :Y>192608.615612522</gml - Y>
</gml:coord>
<gml :coord>
<gml : X>550682.2843507091</gml - X>
<gml :Y>268211.3045679223</gml - Y>
</gml :coord>
</gml :Box>
</gml :boundedBy>
<gml : featureMember>
<ogr:Catchment fid="FO0">
<ogr:geometryProperty>
<gml :Polygon>
<gml zouterBoundaryls>
<gml:LinearRing>

<gml :coordinates>505000.0,252000.0 505999.0, 252000.0
505999.0,252999.0 505000.0,252999.0</gml :coordinates>

</gml:LinearRing>
</gml :outerBoundaryls>
</gml :Polygon>
</ogr:geometryProperty>
<ogr:School 1d>8201</ogr:School_Id>
<ogr:catchment_type>Transport or Admissions</ogr:catchment_type>
</ogr:Catchment>
</gml : featureMember>

</ogr:FeatureCollection>
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A&T Summer 2014
Release Service Pack 3
(3.54.300)

Introduction

There are no new A&T hotfixes for the One Summer 2014 Release Service Pack 3 (3.54.300).

The One Summer 2014 Release Service Pack 3 (3.54.300) contains roll ups of all A&T hotfixes that have been
released since Service Pack 2 was published. This service pack also includes all the items previously released as
part of One Summer 2014 Release Service Pack 2 (3.54.200).
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A&T Summer 2014
Release (3.54.216)

A&T v3 Client

KB406221

Previously, when importing ADT files in One v3 Client, if a Preference Religion Code within the ADT file could
be mapped to more than one Religion Code for the receiving LA then the applicant preference reason of
Religion was not imported; neither the check box nor Religion Code was populated. In this scenario, the
following exception message was logged for affected students:

FaithCode XX is mapped to multiple Int Codes” where XX is the Religion Code within the ADT file.

This hotfix ensures that in this scenario the Preference Religion check box is now ticked following the import.
The Religion Code itself still needs to be manually populated because the system is unable to choose between
multiple Religion Codes that map to the incoming value. An improved exception message is now displayed:

Preference n <Receiver LA Number> <School Number>: Applicant Reason Religion Code could not be
imported because incoming preference has Faith Code of <FaithCode> which is mapped to multiple
Internal Codes. Please record Religion Code manually.

The following advice has been issued to Local Authorities who may have been affected by this issue:

This could affect the ranking of students by the Make Offers routine for Receiver Schools where ‘Religion’ is
one of the oversubscription criteria. For these Receivers, the Make Offers routine uses the Religion tick box
value (not the Religion Code) to assess the ranks.

Please go to A&T v3 | Tools | Module Administration | User Codes and look for Home Religion, Table ID
0083. If there are multiple Internal Codes mapped to the same External Code then this issue could affect your
LA.

After importing ADT files, LAs should check the Exception Report for any data conflicts that need manual
resolution (A&T v3 | Inter Authority Transfer | Exception Report). For this issue, please check the Exception
Report for any messages similar to “FaithCode XX is mapped to multiple Int Codes”. For the affected students,
please manually edit the students’ relevant preference and set the Applicant Reason Religion tick box to ticked
and manually select one of the Religion Codes that is mapped to the external code listed in the exception
message.
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A&T Summer 2014
Release (3.54.211)

A&T v4 Client

KB404107

Multiple Applications area did not display all expected records in all scenarios
Previously, some multiple applications were not displayed in v4 via Process | Incoming Applications | Multiple
Applications, although were identified in v3. This has now been resolved.

Also, the way the information is displayed has been improved in some scenarios. In the scenario where there
is an online application that has been imported, and then a subsequent online application made by another
applicant, the system will now display one line for the imported online application and one line for the new
online application. In the ‘Online Application’ column, the system will display the first application as ‘Yes —
Imported’ and the second application will have ‘Yes — Not Imported’. Previously, 3 lines would have been
displayed in this scenario (one for the back office imported application, one for the original online application
details that have now been imported and one for the new online application).

KB405817

Public Care Status on Application Summary shown as ‘No’ even where the child is in care

or formerly in care

In the One Summer 2014 Release (3.54) the Application Summary incorrectly reported the Public Care status
as ‘No’ for students currently or formerly in care. The correct status was and is shown on the Student
Summary. The data is stored correctly. This release ensures that the correct status is displayed on the
Application Summary.

KB405876

For children formerly in care, the Application Summary did not display Address

information, Student ID or UID

Where a student is formerly in care, previously, the Application Summary did not show the Admissions
Address, Student ID or UID for the student. Further, when trying to record sibling details for these students, it
was not possible to select the sibling from the One database.

KB406072

When viewing School History for a child via the Application, the system retrieved the

previous student’s school history instead in a specific scenario

Having viewed the School History on a student’s application, previously, an issue arose when then searching
for another student’s application and viewing their School History, the School History from the previous
student was retrieved.

Capita One 1 A&T Summer 2014 Release (3.54.211)



One Admissions & Transfers Product Notes

KB406096

When changing addresses using Person Details, values are being deleted or incorrectly

substituted
We have identified an issue with the use of an address update function on the Person Details | Contact Detail
tab.

The Person Details popup may be accessed from a number of modules; in this popup the Contact Details tab
allows users to update a person's address. Addresses updated through this control may have had the geo-code
and phone number information updated incorrectly or deleted when an address is changed.

A&T v4 Online

KB405921

Unable to delete exception messages relating to A&T Online applications

This issue affected LAs using Capita’s A&T Online software to collect online applications. When deleting an
exception message relating to the import of an online application, although this was apparently cleared from
the list, this previously may not have permanently deleted the exception.
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A&T Summer 2014
Release (3.54.204)

A&T v4

KB405575

Improvements to the way the system processes memory

We have identified some issues with the system sometimes not releasing memory efficiently which will have
contributed to some users experiencing the system slowing down over time within a single login session. Some
code changes have been made to considerably improve this within the Students focus and Bases focus in this
release.
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A&T Summer 2014
Release (3.54.201)

A&T v4

KB405776

Bases | Receivers | Update Ranks

Where the selected Own Admission Authority Receiver has in-year applications for NCY 0 and at least one
other NCY, and ranks have been recorded for that other NCY, there was an error when trying to update ranks
for NCY 0. The system incorrectly detected duplicate ranks and prompted the user to increment ranks.

When updating NCY 0 ranks, the system now only checks NCY 0 applications for duplicate ranks, rather than
referring to other NCYs.
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A&T Summer 2014
Release Service Pack 2
(3.54.200)

A&T v3

KB405642

ADT File Export - empty <ReasonCodes> container incorrectly exported causing invalid file
In the One Summer 2014 (3.54), when there are no preference reasons selected against a preference the ADT
file is exported with an empty <ReasonCodes> container. The ADT file will now be exported without empty
<ReasonCodes> container if there are no preference reasons selected against a preference.

A&T v4 Back Office

KB405610

Error accessing an application where the student has a ULN recorded
In the One Summer 2014 release (3.54) the following error occurred when attempting to select an application
for a student with a Unique Learner Number (ULN) recorded:

Error during Get Application Student Details.

KB405537

When using drag and drop to edit the rank of preferences, the changes were not saved
In the One Summer 2014 release (3.54), when using the drag and drop method to change the order of
preferences and update the preference numbers, the changes were not saved.

KB405361

When editing preferences after running the Offer Routines, the Save option not enabled
after changing only preference numbers

After running the Offer routines, when the user edits preferences and tries to change only the preference
numbers, the system displays a warning message. Previously, if the user elected to continue, the Save button
was incorrectly inactive until a further change was made to a preference. The Save button is now enabled after
the user has responded to the warning message.
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KB405613

Editing In Year Application Status clears Fair Access Panel Reason and Decision
Previously, if the Fair Access Panel Reason and/or the Fair Access Panel Decision had already been stored,
editing the Application Status incorrectly cleared the Fair Access Panel Reason and Fair Access Panel
Decision.

Workaround: When the Fair Access Panel information is initially stored and then later when the system
incorrectly clears this information, it stores it in the Application History. Please refer to the Application
History to see the Fair Access Panel information previously entered.
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A&T Summer 2014
Release Service Pack 1
(3.54.100)

A&T v4 Back Office

KB405364

When editing an application’s Preference Reasons, if the back arrow was used, the system

could display preferences associated with the previous selected student
This service pack resolves an issue with the system incorrectly displaying the previous selected student’s
preference details in the following scenario:

1. User navigates to Student 1's application via A&Tv4 Back Office | Students | Applications
| Search for Student | Application Details | Preferences.

2. Select Edit, then select View Reasons for a preference.

w

User makes any change to the Preference Reasons and Saves within the Preference
Reasons screen.

Go back to the list of Preferences (using the back arrow).

User searches for Student 2 within the same Transfer Group.

In the Preferences grid, select Edit, then select View Reasons for a preference.
Select the Cancel option.

Use the arrow to navigate back to the list of Preferences.

© © N o o &

Previously, the system incorrectly displayed Student 1's preferences at this stage instead of
Student 2’s preferences.
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A&T Summer 2014
Release

A&T Back Office v4

Usability enhancements

Student History tab now available directly from Students | Applications

The Student History tab, containing School History, Address History, Name History and, for Welsh LAs, EOTAS
History, is now directly accessible from the Students | Applications area as well as the Students | All Students
area. In the Students | Applications area, this is now the second tab after Application Details. This change
should improve flow through the system when manually updating application details relating to the student’s
Address or Current School information.

Reduced time taken to load Application Details
Students | Applications

After a user searches for and selects an individual application, the time taken to load the application details
has been reduced. No changes have been made to the information displayed or functionality.

We are continuing to investigate ways of improving performance and are looking to reduce the time taken to
search for students and applications in a future release.

Filtering In Year Applications by Application Status
Students | Applications

After selecting an In Year Transfer Group, it is now possible to filter applications by In Year Application Status.
This option is available via the More Options link.

Make Offers and Resolve Offers now can be run where some Home LA Receivers do not
have PANs specified
Process | Transfer Groups | Students | Offer Processing

In previous versions, if there were any Home LA Receivers in a transfer group without a Published Admission
Number (PAN) defined for the transfer group’s academic year, then when the Make Offers or Resolve Offers
routines were selected, an error message was displayed, requiring the LA to define the PANs before
continuing.

These routines can now run successfully even if some Home LA schools have no PAN defined. At the start of
these routines, a warning message displays the Home LA Receivers without PANs, but the user can choose to
continue. This will be particularly helpful where some Receivers have a different phase to the main phase for
the transfer group (e.g. a Middle School transfer group with some Secondary Schools as Receivers). One will
process preferences for these Receivers as though there are no places available. It is not possible to define a
zero PAN in v4; instead, where there are no places available for a Receiver, there is no need to record any PAN
in the Bases | All Bases | PAN & Vacancies area.
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Resolved Knowledge Base issues

Student and Applications

KB404614 - Nearest School search

When carrying out the Nearest School Search with the One Spring 2014 Release (3.53) and using any option
other than Nearest Site, One might have shown a particular school several times, once with the correct
distance values and also display a row or rows where the distances for this school were displayed as 0.

This issue was not affecting versions prior to One Spring 2014 Release (3.53). This issue is resolved in this
release and was also resolved in One 3.53 Service Pack 1.

KB402394 - Emails can now be copied directly into memos, without having to copy to

Notepad first
Previously, when an email was copied directly into a memo, then when that student’s details were
subsequently retrieved, sometimes the following error was displayed:

hexadecimal value 0xOB, is an invalid character

A script was provided to resolve this by removing hidden characters from the memos. A workaround solution
was provided to copy the contents of the email into Notepad first and then copy into the memo from there.

In this release, this issue has been more fully resolved, and emails can now be copied directly into the memo
and the data subsequently retrieved successfully. Any memos saved prior to the Capita One Summer 2014
Release (3.54) might still cause the old error message to occur and if so, will require the script to be run.

Other resolved issues
e KB403951 - Address Details and Student ID now display on the Application Details panel even if no
UID is stored for the student.

e KB403822 - One no longer hangs when attempting to add multiple preferences and, before saving,
trying to add Other Details memo content for multiple preferences.

Bases

KB404170 - Issue with Copy PAN routine and banded schools with parent/child bands that

had impact on allocation of places in Make Offers
Administration | Bases | Copy PAN

Previously there was an issue when copying over the band details for a banded school if child bands were
linked to a parent band; the new year’s child bands were incorrectly linked to the old year’s parent bands
rather than the new year’s parent bands. This meant that it was not possible to edit child band details in the
new year. This could prevent the Make Offers routine from allocating places to the new child bands. This issue
with the Copy PAN routine has been resolved in this release.

If your LA has already used the Copy PAN routine to create 2015 transfer groups and you have banded
receivers with parent/child bands, please contact the One Service Desk for further advice.

Other resolved issues:

KB401516
For a banded base, it is now possible to have one parent band with child bands of one type (e.g. Aptitude) and
another parent band for the same school with child bands of another type (e.g. Fair).
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Admissions & Transfers Online

Usability enhancements

‘Does your child have a Statement of Special Educational Needs?’ question now

configurable

For English LAs, there is a draft DfE SEN Code of Practice that proposes to replace SEN Statements with
Education, Health and Care Plans over time from September 2014. In previous versions of Capita One
Admissions and Transfers Online, the Child Details page question ‘Does your child have a Statement of Special
Educational Needs?’ was not configurable. In this release, this is now configurable for all LAs. When the
statutory guidance from the DfE is confirmed, English LAs can configure this question to refer to Education,
Health and Care Plans if appropriate. Welsh LAs also now have the facility to configure this question.

The question is configured via A&T Back Office | Administration | Applications | Online Parameters |
Website Text via the new SEN Statement/EHCP Question option. If not configured, the current default text is
displayed online in English or Welsh language as per current functionality.

Process | Incoming Students area, changes to improve performance
In response to a small number of customers who were experiencing difficulties loading the A&T v4 Back Office
| Process | Incoming Students area, some changes have been made to improve performance.

Previously, when a user navigated to Process | Incoming Students, the system looked to load data for all of
the Unmatched Students, Matched with Conflicts and Matched tabs. Now, it only loads data for the
Unmatched Students tab.

When the user navigates to the Matched tab, rather than loading all matched students for the transfer group
automatically as before, a search facility has now been implemented. Matched students will only be listed
once the user clicks the Search button, after optionally inputting search criteria based on Student Name or
Application Submitted Date range.

Resolved Knowledge Base issues

Admissions and Transfers Online

KB404479 - Managing Multiple Applications and making back office applications inactive
Process | Incoming Applications | Multiple Applications

There have been improvements to the process of making a back office application inactive (due to an incoming
online application) when processing multiple applications:

e When any back office application preferences are made inactive, this is now logged in the Preference
History. Also, the Inactive Preference Reason is populated with ‘Multiple application review’.

e Inthe unlikely event that a user tries to make a back office application inactive after the Offer
Routines have been run and there is an offered or allocated preference for this back office
application, One will now prevent the back office application from being made inactive and will
display an error message and the preference offer statuses to explain this.

KB404493 - Parent/Carer Responses previously not importing, 'User Defined Exception'
Previously, the routine to import Online Parent/Carer Responses did not import if there were responses with
supporting free text entered of more than 2000 characters. This has now been resolved.
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A& T Spring 2014 Release

A&T Back Office

Usability Improvements

Open multiple sessions without logging in again, enables users to respond more easily to
enquiries

A new Open New Tab hyperlink is available from the Focus Bar within any main screen in A&T v4 Back Office.
This enables users to open multiple tabs or windows for A&T v4 Back Office without having to log in each time
(specific behaviour depends on a user’s tab and pop-up window settings in their Internet browser). The default
landing point for each newly opened tab/window is the A&T v4 Back Office Student Search, but from there you
can navigate anywhere within One v4 Online.

The user retains the same session details, which means that as long as there is activity in one of the open
areas, the session will not time out in any of the areas.

The tab name will change from Capita One Online to represent the selected area or entity, e.g. Student: Jane
Smith or Receiver: Green Abbey Secondary School.

Users can open multiple student applications at the same time as well as review a Receiver’s waiting lists or
process transfer group information.

These enhancements enable users to respond more quickly and efficiently to enquiries while retaining focus
on current work in progress.

»

o8- ‘ (& student: | s ., | (@ E-Applcation Enuiies: Asho.., € Receiver:

.. {@Transfer Group: In Year TG 5 - B [ = - Page - Ssfety~ Tooks - (@

Process Reporis Adminisiration Welcome SYSADMIN | Open New Tab Help Logout
S
All Students E-Application Enquiries

4l Applications 3/ Forename Surname 01/09/2002 | Female Full Student Details (Leave Pae)

SEC - Primary to Secondary 2010 ‘il ¥ Active: Yes Student ID: NCY (inc offset): 6 Home LA:

Fe al) *l 1 Current Applications AZTMemo: [§ SEN Status: Online Incorrect Details:  [§§

St | Middle Name: Chosen Forename: ‘Chosen Surname:

UPN:

DOB: (ad VY |ﬁ " ‘ Public Care: No

Active Students Only Current Applications Past Applications = Add New Application

\ore Ogtions | T B No past applications

e L Hide
Clear Search

1 Students matching " . All, All LAs,

Active Students” Application Details Appeals Application History | Preference History

Print B

EEETE——— e 13
Surname, Forename (F) Transfer Group: uiD: Application Ref:

e 8
: Correspondence Address: Address not set
Admission Address: Address not set Choose a different Address

& View Nearest Schools  Application UDF Application Verified: No Verify

v )
Preferences (2) . cdit 0 Inactive Preferences. Active Preferences Only:

0] Vi
0 sibling | Late: No | Dist Mot Processed i Delete iew Reasons
- R

1} Vi
0 sibling | Late: No | Dist: Gl 1l Detete few Reasons

The One Coordinator should advise users to set up their Internet browser options so that the system opens up
a new tab in the existing window. For Internet Explorer, click Tools | Internet Options. On the General tab,
click the Tabs button. The following graphic shows options in Internet Explorer 10:
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General |Se:urity | Privacy I Content | Connections | Programs | Advanced‘

Home page
l/} To create home page tabs, type each address on its own line.,
8
1 http://google.co.uk/ -

[ Use current ][ Use default ][ Use new tab

Startup
() Start with tabs from the last session
(@) Start with home page

Tabs

Change how webpages are displayed in tabs.

Browsing history

Delete temporary files, history, cookies, saved passwords, and web
form information.

[ Delete browsing history on exit

Appearance
Colors ][ Languages ][ Fonts ][ Accessibility ]

On the Tabbed Browsing Settings page, Capita One recommend the following options are selected:
e Always switch to new tabs when they are created
e When a new tab is opened, open: The new tab page

e  When a pop-up is encountered: Always open pop-ups in a new tab

,

Enable Tabbed Browsing (requires restarting Internet Explorer)

Warn me when dosing multiple tabs
Always switch to new tabs when they are created
V] Show previews forindividoat-tab e taskbar™
(| Enable Quick Tabs {Cirl+Q)*
Enable Tab Groups®

Open each new tab next to the current tab
[| open only the first home page when Internet Explorer starts

a new tab is opened, open:

[The new tab page

When a pop=op+
() Let Internet Explorer decide how pop-ups should open

() Always ope window

) A new window

(@ A new tab in the current window

(7) The current tab or window

* Takes effect after you restart your computer

-

Nearest School Search made faster

In response to some customers’ feedback regarding issues with the speed of processing of the Nearest School
Search, we have rewritten this routine to improve the performance. There are no changes to the interface.
This change affects the back-end processing only.
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‘Active Students Only’ student check box moved to front screen
Students | All Students and Students | Applications

The Active Students Only filter, which is selected by default, has been moved from the More Options area to
the front screen to facilitate searching.

| @ student: |

Process se Reports Administration
Applications E-Application Enquiries
T students T No Student Selected
Active Students Only
| (& student:
©One Home Students Process Bases Reports Administration

All Students E-Application Enquiries
3l Applications ¥ No Student Selected
[Transter Group Cod r &
|

|
) (B8] [swoen 1o |[Posicont

Active Students Only
More Options Search

Student History areas now automatically expanded
When navigating to Students | All Students | Student History, the School History, the Address History and
Name History panels now expand automatically.

Adding new application manually - extra Save and Cancel options to reduce scrolling
Students | Applications

When adding a new application manually, after selecting and confirming a transfer group, the system displays
the Applicant Details and Additional Details panels in edit mode. In addition to the Save and Cancel options at
the foot of this screen, there are now extra Save and Cancel buttons near the top of this screen to reduce the
need to scroll.

Number of Inactive Preferences now displayed above Preference grid
The number of inactive preferences (including 0 Inactive Preferences) is now displayed above the Preferences
grid.

v -
Preferences (1) / Edit 0 Inactive Preferences. Active Preferences Only:

0 sibling | Late: Mo | Dist:

Mot Processed Delete View Reasons

Preference Reasons — Sibling improvements
Students | Applications - Preference Reasons | Siblings

The Preference Details (Rank and Receiver) are now displayed in the title of the Siblings window.

When adding a sibling by searching for a student in the One database, if the Sibling Linked School is present in
the Bases table, the School Name is now displayed here in addition to the School Number and LA Number.

The School Name is also displayed when viewing the sibling summary.
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ﬂPreferencel-- il Inw Eww oenles " Bl
Siblings for (M) - n

Current Siblings
» Surname,Forename (M) - - NCY: 8 - Linked Schocl:

(Manuszlly Populated) / Edit

== Add New Sibling

Base/Site Address Details — can now view geocode details more easily

When viewing base or site address details via the Bases focus, selecting the one line address now opens a pop-
up window that displays the address details, including the Easting and Northing.

%} Ve Smsmssdsey School Address
Address:
Telephone:
Start Date: 01/09/2012 End Date:
Easting: 505450 MNorthing: 251550
UPRN: OSAPR:
USRN:
Close

‘Clear Preferences’ routine now renamed as ‘Delete Preferences’
Process | Transfer Groups | Students | Reset Process | Delete Preferences

The process formerly labelled as Clear Preferences, which deletes all preferences in the transfer group, has
been renamed as Delete Preferences and the associated warning messages updated. This is to help reinforce
the impact of this routine, which should only be used in exceptional circumstances.

Resolved Knowledge Base Issues

Knowledge Base issues relating to A&T v4 Back Office that have been resolved in this release are documented
in the One Spring 2014 (3.53) Release Notes.

Admissions & Transfers Online

Resolved Knowledge Base Issues

Knowledge Base issues relating to A&T Online that have been resolved in this release are documented in the
One Spring 2014 (3.53) Release Notes.
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One Autumn 2013 Release
(3.52.005)

Admissions & Transfers

KB403859

Make Offers in v3 - Error Message: ORA-06502: PL/SQL: numeric or value error: character

string buffer too small
v3 A&T | Tools | Routines | Offer Scheme

While running Make Offers in the v3 client on the One Autumn 2013 Release (3.52), the following error was
encountered where there was at least one student in the transfer group for whom no parental preferences
had been recorded:

Error no: 402
Error Message: Error IN SP_DUMMY_OFFER PROCEDURE - ORA-06502:
PL/SQL: numeric or value error: character string buffer too small

This error is_not encountered when running Make Offers in One v4.

This error is not encountered in versions of One v3 prior to the One Autumn 2013 Release (3.52).
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A&T Autumn 2013 Release

A&T Back Office

Usability Improvements

Applications

Optional new Application Verification process

To help with monitoring whether or not an application has been verified (e.g. the student’s address and
preference reasons), an Application Verified data item has been added to the Application Summary in
Students | Applications:

:ﬂ Test Student | Female
¥ Active: Yes Student ID: NCY (inc offset): -1 Home LA: -
1 Current Applications A&TMemo: [§ SEN Status: Online Incorrect Details: [§§
Middle Name: Chosen Forename: Chosen Surname:
UPN:
Public Care: No
Current Applications Past Applications = Add New Application
remwy No past applications 1 Clone Application
Hide

Application Details Appeals Application History | Preference History
|| wide View —
Transfer Group: " 220 2 UID: 8 _Zhel Toomi Application Ref:
Registered School:
Correspondence Address: Address not set
Admission Address: Address not set
@ View Nearest Schools  Application UDF Application Verified: No Verify
v
Preferences (1) / Edit Active Preferences Only:

When an application is created, the application is marked as not verified. Users with permission to update
student application information (Write access to the Admissions Applications main business process), can click
the Verify link. If the application is already verified and application details change, they can click Mark as not
verified if further verification is required:

Application Verified: Yes Mark as not verified

A confirmation prompt is displayed when the verified status is changed.

The system does not automatically change the verification status, except when an online application has been
imported, manually verified, and then changes are made triggering a re-import. In this case, the verification
status is set back to not verified, because the changes require verification.

If a user updates application or preference details for a verified application in the Back Office, the application
verification status is retained.

The verification status is for information only. No routines rely on the application having a status of verified.

If changes are made to the Application Verified status, these are logged in the Application History accessed
via Students | Applications | Application History.

In the Students | Applications area, under More Options, there is a new facility to filter the search based on
the verification status. By default, the search is for both verified and unverified applications, with the option to
filter as shown in the following graphic:
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©One Home Students Process Bases Reports Administration

All Students E-Application Enquiries

2l Applications ¥ No Student Selected
| |+«
| |
@, More Search Options
* Students
() Home LA (®) All LAs () Cther LA

Al Al

Applications Not verified

I

Werified applications

Active Siudents Only

ose Clear Search |‘

(]

The Application Verified status is displayed for applications associated with each transfer group. To hide it,
select Process | Transfer Groups, click the Edit button and select the Hide Applic. Verification check box.

NOTE: For transfer groups in progress at the time of the upgrade to the One Autumn 2013 Release, if the
application verification period is complete and the LA is processing allocations, it is recommended that the
Hide Applic. Verification check box is selected. This helps to ensure no confusion arises from viewing
Application Verified: No in the Application Summary. This is particularly important if screen prints are taken
for appeals purposes. We recommend that you leave the verification flag visible for new transfer groups so
that you can make use of this process.

Preference Summary now displays Distance and Appeals information
Students | Applications | Application Details

The Preference Summary now displays Distance next to the number of Siblings and the Late indicator.

Also, if an Appeal record is linked to a preference or the Appeals check box is selected for a preference, then
Appeal: Yes is displayed in the same area:

Preferences (3) / et Active Preferences Only:

Receiver Offer Status
820 1001 Base 1 -

Waitin ele View Re:
1 sibling | Late: No'{ Dist: 5.123 | Appeal: Yes Waiting List i Delste iew Reasons
820 1002 Base 2 . -
0 sibling | Late: No | Dist: 1.087 iz Iz T Delete View Reasons
820 1003 Base 3 ’ =

2quire ete View Res

0 sibling | Late: No | Dist No Longer Required 1 Delete iew Reasons

These improvements received many votes from the survey carried out for the Autumn 2012 Software
Consultative Groups.

Saving changes to Preferences
Students | Applications

When editing preference details in the Preferences list, the Save and Cancel buttons are now displayed above
the preference list as well as below it. This reduces the need to scroll.
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Preferences (3) Ed <’/;::-: |ﬁ-

Receiver Offer Status
@] Naiting Lis fipeete View Reasons
T sibling [ Late: No | Dist 5123 | Appesl: Yes
= il peleie View Reasons
0 sibling | Late: No | Dist: 1.097 -
0 sibling | Late: Na | Dist

= View Reasons
- sibling | Late: - | Dist

- View Reasons
- sibling | Late: - | Dist

&l View Reasons
~sibling | Late: - | Dist
pplicant Reasons Cancel |‘

This improvement was one that received many votes from the survey carried out for the Autumn 2012
Software Consultative Groups.

KB403198 Improved performance when selecting Bases by entering a few characters

A Base can be selected by entering a few characters of its name in various places across A&T v4 Back Office.
Changes have been made to improve the speed of this process so that bases are returned more quickly than
before. These improvements have been made in the following areas:

e Students | All Students - Search, More Options - Current School.

e Students | All Students - Add new student - Current Base.

e Students | All Students | Student History | School History - Add - Base Name.

e Students | All Students | Relocations | School Approached - Add - Base Name.

e Students | Applications - Search on Feeder School (after selecting a Transfer Group).

e Students | Applications - Search, More Options - Preference School (after selecting a Transfer
Group).

e Students | Applications | Application Details | Preferences - Receiver School.

e Process | Incoming Students | Unmatched Students - Match, Possible Matches window - More
Options - Base Name.

KB118379 Moving Address now conditionally displayed in Application Summary
Students | Applications - Application Summary

If there is a Moving Address associated with the application and this is different from either the Admissions

Address or the Correspondence Address, this is displayed in the Application Summary as a one line address,
along with the Moving Date. This information can be edited via the Application Details | Additional Details

area.

Transfer Group: uiD: Application Ref: oo - . Jon Jwwe
Admission Address:

Moving Address: Different Street, = Moving Date: 15/10/2013

& View Nearest Schools  Applicafion UDE Application Verified: No Verify

Updating Offer Status to Allocate over PAN - improved process
Students | Applications and Bases | Receivers

Previously, if a preference was not flagged as Exceptional or Appeals and a user tried to allocate a place where
the PAN was already met, the following error was displayed:

Cannot allocate over places available.

The user had to abandon the offer status update, navigate to marking the preference as Exceptional or
Appeals, then go back to updating the offer status.
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This process has been improved. If a user tries to update the offer status to allocate where there are no places
available, and the preference is not already flagged as Exceptional or Appeals, then instead of an error
message, a warning message is displayed, enabling the user to update the offer status and exceptional flag in
one change:

PAN already met. Do you want to allocate over PAN and flag this preference as exceptional?

This change has been made to updating offer statuses in both the Students | Applications and Bases |
Receivers areas.

Preference History now captures changes to Applicant Response, Public Care Authority

and Religion Code
Students | Applications | Preference History

The Preference History has been improved to capture changes to the following data items:
e  App Response - the applicant’s response.
e Care LA -the LA’s setting for Public Care Authority.
e App Care LA - the applicant’s setting for Public Care Authority.
e Rel Code - the LA’s setting for Religion Code.

e App Rel Code - the applicant’s setting for Religion Code.

Resolved Knowledge Base Issues

Knowledge Base issues relating to A&T v4 Back Office that have been resolved in this release are documented
in the One Autumn 2013 (3.52) Release Notes.

A&T Online

Usability Improvements

Password validation improved to strengthen passwords

When a public user sets their password via registration, or changes it, including through the ‘Forgotten
password’ process, One now requires a stronger password to be set. The default settings are that a valid
password:

e must be between 8 and 20 characters in length and
e include at least 2 numbers, 1 capital letter and 1 lower case letter.

If the user sets an invalid password the system will fully explain these validation rules.

NOTE: Some of these parameters can be configured via the A&T Online Public-facing (CCSOnlineMVC) Web
Server Web.config file. Configurable parameters are minimum length, maximum length and minimum
numbers.

This change does not affect existing passwords.

Changing Password no longer locks the account

Previously, when a public user used the Forgotten your password process or chose to change their password
details, One temporarily locked their account until the user retrieved the forgotten/changed password email
and clicked on the link to log back into the system. It did this by changing a hidden flag,
PUBLIC_USERS.IS_EMAIL_CONFIRMED, to false. If the public user did not retrieve the email and click on the
link, the account remained locked and this could result in them not receiving their offer email.

This has been changed so that One no longer temporarily locks the account when the password is changed or
forgotten. Therefore, the public user will continue to receive their offer email.
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For security reasons, One still requires the user to click the link in the confirmation email if they change their
email address.

This improvement was discussed during the Summer 2013 Software Consultative Groups and was a very

popular change request.

Matching

Matching Online Students - Refresh facility and Improved Information
Process | Incoming Students | Unmatched

There is now a Refresh button associated with the list of unmatched students. This helps keep track of the
remaining unmatched students when multiple users are matching online students at the same time.

After a student is selected and the Match button is clicked, there are improvements to the information
available, enabling users to make the right match when reviewing a list of students with similar details.

The screen listing possible One student matches includes additional information: the Online student’s Middle
Name, the One student’s Middle Name, Chosen Forename, Chosen Surname and Correspondence Address as
a one line address:

: Possible Matches for: b= = mas WV | Male | HES4 T (]

| student || |

‘ |ﬁ | | Active Students only
| &
Mare Options Clear Search ‘|

Name Chosen Forename Chosen Sumname NCY Studentld Current School Postcode  Address

Ml

Also, it is possible to drill down from the One student list by clicking on the One student name to access
additional Student Summary information, School History, Address History and Name History.
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':’ Possible Matches for: © =m bwpisw | S FEn | Male | s = [x]
One Student Details for: e | =1 | Male | =R
Cne Student Summary [EME R0 Addresses Name History

Active: Yes Student ID: NCY (inc offsef): 5 Home LA:
1 Current Applications Funding LA:

Middle Name: Chosen Forename: Chosen Sumame:

Current Age: 10/1 NCY Offset: D SEN Status:

UPN: Local UPN: Public Care: Mo

Current School:

Correspondence Address:

Close

Some further improvements have been made to the matching process, including reducing the number of clicks
required by combining warning messages. Also, the confirmation message now includes the One student’s one
line address.

These improvements to the matching information available received many votes from the survey carried out
for the Autumn 2012 Software Consultative Groups.

Importing Online applications

Option to Import changed online applications automatically rather than send to ‘Multiple

Applications’ area for manual resolution
Process | Transfer Groups | E-App Settings | Basic Details - Edit

When an online application has been imported and subsequently the applicant changes that specific online
application and changes the preference order or the preference bases, previously the changed application
details were flagged in the Multiple Applications area. Each changed application required manual intervention
from the LA in order to accept the changes and enable import of the revised application details.

LAs can now choose, at the transfer group level, whether to enable automatic import of changed online
application details even though the online application has already been imported.

In Process | Transfer Groups | E-App Settings | Basic Details - Edit, there is a new check box, Import
Resubmitted Applications Automatically (Overwrite Back Office Applications). By default this is not selected.

If this is not selected, online applications changed by online applicants after the applications have been
imported will continue to be flagged in the Multiple Applications area for manual resolution.

If it is selected, online applications changed by applicants after the applications have been imported will be re-
imported automatically. The system checks if the online application details for this student are from the same
application as was originally imported; if so it will allow the import. It does this by storing the online
application’s unique identifier against the Back Office application when it is initially imported and comparing it
to the changed online application details.

When a changed online application is re-imported automatically, if the Back Office application was previously
marked as ‘application verified’ it is automatically updated to ‘not verified’ to flag that further verification is
required because the application details have changed. Also, an exception message is displayed:

Back Office Application Verified status changed to 'Not verified' due to import of resubmitted application.

A further change has been made when importing online applications if there are already parental preferences
in the Back Office. Previously, the old Back Office parental preferences were deleted, prior to the import. Now,
the old preferences are made inactive, therefore they are visible via Students | Applications | Preference
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Summary. If an old preference has been made inactive by the import process, the Inactive Date is recorded
along with an Inactive Reason of Resubmitted Online Application. These changes are also captured in the
Preference History.

NOTE: When setting up new transfer groups, if the LA wishes to re-import changed online applications
automatically, they must ensure that the Import Resubmitted Applications Automatically (Overwrite Back
Office Applications) check box is selected in Process | Transfer Groups | E-App Settings | Basic Details.

Viewing Exception & Error Messages
Process | Incoming Applications | Exceptions

Previously, after a user had selected a transfer group and navigated to the Exceptions area, One loaded all
exception messages associated with the transfer group automatically. If a large amount of data was stored
here then this may have taken some time to load. This has been changed so that no exception messages are
loaded by default. Instead the user can enter search criteria and click the Search button. Users can search on
one or more of Student Name, Exception Message and Import Date from.

NOTE: Although most exception messages are associated with a specific import task and therefore have an
import date associated with them, when exception messages are generated from the process of
matching/adding students, no import date is associated with the message. For example, if the online
application included a free text current school then an exception message is created during the matching
process. Messages with no import date are not retrieved if the user enters a date into the Import Date from
search area.

Administration | Applications | Online Parameters | Schedule and Log Import of Online Applications | View
Status/Error Log.

This area has also been changed so that it does not load all error messages automatically. Instead the user can
use search criteria to find the required error messages.

Importing Online Responses

Importing Rejection responses

Previously, if a parent/carer had rejected an offer of a place online, the Import Responses process did not
import the Applicant Rejection response and the original Offer status in the Back Office was retained. Instead
of importing these values, the following exception message was displayed:

Parent/Carer has Rejected the place offered. Please review manually - offer status has not been updated
automatically.

The original Offer Status in the Back Office is still retained and this exception message is raised. This is because
it would not be appropriate to remove the allocated place automatically, leaving the student with no allocated
place. It still needs to be reviewed manually, but the Applicant Response of Reject is now successfully
imported into the Back Office along with any supporting text.

Viewing Responses in the Back Office

KB402709 Viewing Online Responses via Back Office
Students | E-Application Enquiries

If the LA has enabled applicants to make offer responses online, it is now possible to view these responses,
including before they have been imported, via Students | E-Application Enquiries. After searching for online
applications, an option to View Offer Response is displayed if the applicant has made a response via A&T
Online. If View Offer Response is clicked, a screen similar to the following is displayed:
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= m o=E = = &, Male, Secondary Intake [x]
Preferences published on Offer Day and Online Responses
Rank LA School Mo. School Name LA Offer Status  Online Offer Status Response Supporting Text
1 Base 1 Waiting List Mot Offered Go on Waiting List View
2 Base 2 Allocated Place Offered Accept
% Base 3 Mo Longer Required Mot Offered Mo Response fo make

Resolved Knowledge Base Issues

Knowledge Base issues relating to A&T Online that have been resolved in this release are documented in the
One Autumn 2013 (3.52) Release Notes.

UK Bases

Introduction

The UK_BASES table is the National Database of Schools table used in extended searches for schools in One,
One Online (v3 and v4), and A&T Back Office.

For the One Autumn 2013 release, the UK_BASES table, which is a view of two tables UK_BASES_EDU and
UK_BASES_EDITED, has been refreshed with the latest school data. This release contains a new seeded Master
table which has been updated with the latest English and Welsh school information as provided by the
Department for Education (DfE) and the Welsh Government (WG) EduBase.

Schools from other locales remain unchanged.

WARNING: Any changes made previously by local authorities to Base records in One will be lost after the
UK_BASES table has been refreshed. Local authorities must make a note of any local changes before applying
this release.

User Interface changes
v4 Online | A&T Back Office | Administration | Bases | UK Bases

A new check box, Retain Details has been added to identify the changes to UK_BASES school details. From this
release users can select the Retain Details check box to keep the changes made to national database schools.
From the next One main release, the UK Bases update will not update the schools with the Retain Details
check box selected, but will update other national database schools with the latest details from the DfE and
WG Edubase.

Local authority users with Read-Write permissions to Base Administration (Main Business Process:
Admissions Set Up and Population and Business Process: Base Admin for Admissions), can edit the UK Bases
schools. Permissions are assigned via Tools | Permissions | User Group Processes.
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One Home Students Process Bases G Administration Welcome SYSADMIN | Help | Loge
Applications GIS

@Admmistration - Bases

Copy PAN UK Bases

§iE Bases E‘ . il 7 = i

| | ‘ 2 - Primary ‘ 1-Open Co-Ed Eetain Details: [] J

| 3 7 1 - England/Other

| v Open ‘ ‘
==

49 UK Bases found. Cancel

School Name School No LANo.

Retain Details Business Rules
The following business rules apply to the Retain Details check box:

e Local Authority users can change UK_BASES school details and select the Retain Details check box to
keep the base details unchanged, even when the next UK_BASES table update is supplied by the DfE
and Welsh Government.

e To save any changes to a UK_BASES school details, the user must select the Retain Details check box.

If a user tries to save without selecting the Retain Details check box, the following error message is
displayed:

To save changes, the retain details box must be ticked

e Any changes made by local authorities to a UK_BASES school details with Retain Details check box
selected and successfully saved displays the following information message:

Record successfully updated. Please note - When the ONE system is next upgraded to a main
release there may be changes, however if the retain details check box is true, these changes will
not be applied. If the retain details check box is not true, these changes will be applied.

Extended Search Criteria

In Admissions & Transfers Online, when the applicant searches for either of Current School, Preference School
or a school which a sibling attends, the system in most cases searches on the UK Bases database. However, if
the applicant chooses the Home LA Only option when searching for a Preference School, the system refers
instead to the transfer group's Receivers.

The UK_BASES table provides a list of schools to choose from when adding a new school to the Bases module.
The UK_BASES table is a view which displays all schools edited in A&T Back Office Online with the Retain
Details check box selected (UK_BASES_EDITED table); along with all the National database schools
(UK_BASES_EDU table), excluding the schools where the Retain Details check box is selected.
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A&T Summer 2013
Release (Service Pack 2)

Admissions & Transfers v4 Client

KB401692

Bulk Distance Calculations — Error when Processing Distances for Application Ref:
Process | Transfer Groups | Students | Pre-Offer routines | Catchments and Distances | GIS Routes and
Distances/Direct Distances.

Previously, when running bulk distance routines, the following error was logged against some applications:

Error when processing distances for application ref: XXXXX. AT_ID: XXXXXX.
Oracle.DataAccess.Client.OracleException ORA-06502: PL/SQL: numeric or value error: host arraybind
copy: number value large.

This error occurred where the routing engine was unable to retrieve the distance for a specific preference.
Now, instead of displaying this error, a more useful message is logged to help to identify why the distance
could not be retrieved (e.g. the student address is not geocoded).

Admissions & Transfers v4 Online

KB402130

After starting to make an online application, but then cancelling early, online applicant
previously could not use the UID successfully or access application from home page, but
still received reminder email to submit the application

This issue occurred when the applicant started to make an online application by entering the DoB, Transfer

Group and recorded other details on the Child Details screen, then clicked the Next button, but then did not
complete the Address Details page and instead abandoned the partial application.

Previously, the partially completed, not submitted application was saved, but was not visible from the online
applicant’s home page. This meant that if the applicant started to make another application using exactly the
same student details, One would prevent them from doing so, and would also send them a reminder to submit
their application.

Now, the partially completed application is visible from the home page, enabling the applicant to continue
with this application.

KB403066

Application for Reception Transfer Group Causes Parent to Receive Re-submission Email

Instead of Submission Email

When an applicant has successfully applied for entry into Reception year via v4 A&T Online, the confirmation
email sent used the re-submitted email template, instead of the application submitted email. This did not
affect the submission status of the application, which continued to be Submitted.

This affected LAs operating on the One Summer 2013 Release Service Pack 1 (3.51.100) only.
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KB402725

When an Online Applicant changed their details after the transfer group had closed, this
could trigger a re-import of the online application if no offer statuses had yet been
updated in the Back Office for the application.

It is possible for the Online applicant to update their personal details via the Change My Personal Details
screen in A&T Online at any time.

Previously, if the Online applicant’s details were updated and the applicant had a linked application where the
transfer group application period was closed and it was before any offer statuses were updated in Back Office,
then this could trigger the online application to be re-imported and set to Resubmitted during this period. This
could result in preferences that had been verified by the LA being deleted, as the online preferences were
reimported.

This issue did not occur once the application’s preferences in Back Office had been updated with an offer
status of any value other than Not Processed.

This issue has now been resolved. The update of the Online applicant details, after the transfer group has
closed, no longer triggers a re-import of the application.

We recommend that your LA writes a report to identify any changes made to the Online applicant details,
during the period after the transfer group has closed to applications where there is an active admissions
application, so that you can consider updating the Back Office applicant details manually.
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A&T Summer 2013
Release (Service Pack 1)

Admissions & Transfers v3 File Exchange

Changes to Business Rules

A&T v3 | Inter Authority Transfer | Export

This service pack contains a change to the business rules for exporting student addresses in the ADT files. This
enables LAs to export the Allocation Address rather than the Current Correspondence Address, as in the
majority of cases.

Existing Business Rules
Prior to installing this service pack, the rules for exporting student addresses in an ADT file were as follows:

e If the application’s Returning Service/Crown Servant Family flag was selected, then the
Allocation Address was exported.

e Otherwise, the student’s Correspondence Address was exported.

Revised Business Rules
The following revised business rules depend upon the Transfer Group | Use Allocation Address setting
(labelled Use Admissions Address in One v4):

a) |If the Transfer Group’s Use Allocation Address flag is selected, then:
e If the Allocation Address is populated, it is exported.

e If the Allocation Address is not populated, the student’s Correspondence Address is
exported.

e If neither is populated, then an error is raised.

b) If the Transfer Group’s Use Allocation Address flag is not selected, then:

e If the Returning Service/Crown Servant Family flag is selected, then the Allocation
Address is exported.

e Otherwise, the student’s Correspondence Address is exported.

e Ifthereis no Correspondence Address, then an error is raised.

There is no change to the export of sibling or applicant addresses and there is no change to the import rules.
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Admissions & Transfers v4 Back Office

KB402667

Retrieving Student Details — Improved Capture of Error Information Where Problems Exist

Retrieving Details for Students

It has been reported that for some specific students there are problems in retrieving their details in the
Students | All Students area. These students can be successfully searched for, but once selected no details are
displayed on the right-hand side of the screen.

The root cause of the issue is still being investigated. This service pack includes a change to better capture
error details to help with the root cause analysis.

KB402506

GIS Nearest School Search (by walking or driving distance) Gives Inconsistent Results, if

Number of Schools to be Returned is Changed
An issue with the Nearest School Search algorithm has been identified.

For example, if you search for the 5 schools nearest to a particular address by walking distance, then search for
the 10 nearest schools by walking distance, the 4™ school listed in the nearest 10 schools search results might
not be in the list of results returned from the nearest 5 schools search.

The algorithm to calculate the nearest schools has been improved to prevent this from happening.

Previously, when the user asked for the nearest 5 schools, One initially retrieved the nearest 10 schools by
direct distance calculations, then checked the walking distance for each of these and displayed the nearest 5.
When the user asked for the nearest 10 schools, One initially retrieved the nearest 20 schools by direct
distance calculations, then checked for walking distance for each of these and displayed the nearest 10.

It was possible that the nearest schools by walking distance were not all returned by a search on a relatively
low number of schools. For example, if a river separated the student address and some schools, the direct
distance would be relatively short but the walking/driving distance may be relatively long.

In this service pack, the Nearest School Search algorithm has been significantly updated as follows:
1. Firstit finds the exact number of nearest schools requested by the user, using direct distance.
2. It then calculates the shortest walking/driving distance to each of these schools.

3. Next it takes the longest of the walking/driving distances calculated in step 2 and uses that
walking/driving distance as a new direct distance, and selects all schools within the new direct
distance

4. For all schools selected in step 3, One calculates the shortest walking/driving distance.

5. The nearest schools by walking/driving distance are then derived from the original schools from
step 1 and the additional schools from step 4.
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NOTE: The following 2 fixes are already available as the One Spring 2013 Release (3.50.201) hotfix, but there
was not time to include them in the initial One Summer 2013 release. They are now also included in this
service pack.

KB402302

Important Update Regarding Error Reporting in Nearest School Search
If One was calculating distances for one or more schools, it was possible to get inconsistent results from the
Nearest School Search for the same search parameters.

Previously, if the Nearest School Search could not calculate the distance from an address to a specific school
(due to unexpected issues, such as connectivity problems), then this school did not appear in the list of schools
returned and there was no error message to alert the user of this.

This service pack ensures that when One cannot calculate a distance for one or more schools, it will try to
retrieve that information several times, and if it still cannot calculate a distance, it will report this in the
following message on the View Nearest Schools screen:

Unable to obtain distance information for the following schools:

If the warning message is displayed, a tab is enabled to assist the user. This tab lists the schools and the
straight line distance from the address.

KB402355

Important Update Regarding Calculating Direct Distance to Nearest School Gate.

When performing a Nearest School Search, under some scenarios, it was possible to obtain incorrect results
for direct distances due to One calculating the walking distance instead of the direct distance and reporting it
as direct distance.

This service pack ensures that, for the known scenarios, the correct direct distance is returned. Where errors
do occur, additional functionality has been introduced to help improve our ability to diagnose the issue.

Admissions & Transfers v4 Online

KB402636

Multiple Applications for Same Student in Same Transfer Group: Online Applicant Editing
Application may Result in it Being Deleted

If more than one online application from a single transfer group (regardless of submission status) is matched
to the same One student in the Back Office, then it was possible that if the online applicant edited one of these
submitted applications and resubmitted it, then One would delete this online application after displaying a
duplication message to the online applicant. This service pack resolves this issue.
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A&T Summer 2013
Release

UK Bases

The UK_BASES table is the National Database of Schools table used in extended searches for schools in One,
One Online (v3 and v4), and A&T Back Office (v3 and v4).

In One Online v4 and A&T Back Office v4, when making an Online Admissions Application, the school uses the
UK_Bases table to search, except where the Home LA is chosen, referring back to the relevant transfer group’s
receivers, as appropriate.

The UK_Bases table also provides a list of schools to choose from, if you wish to add a new Base to the Bases
module, directly in One v3 or One v4.

For the One Summer 2013 Release, the UK_Bases table has been refreshed with the latest school data. This
release contains a new seeded Master table which has been updated with the latest English and Welsh school
information as provided by the Department for Education (DfE) and the Welsh Government (WG) EduBase.

Schools from other locales remain unchanged.

WARNING: Any changes made previously by local authorities to bases records within One will be lost after the
UK_Bases table has been refreshed. You must make note of any local changes before applying this release.
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Admissions & Transfers v4 Back Office

Usability Improvements

Student Details

Student Basic Details | Language Details
It is now possible to edit a student’s Language Details via A&T Back Office. These are:

e Home Language

e  First Language

e  EAL checkbox (English as an Additional Language
e  EAL Acquisition (Welsh Local Authorities)

Reporting on student’s Attendance details

A linked standard report is now available via Students | All Students | Linked Reports, entitled ATT2
Registration Cert Individual. This enables A&T v4 Back Office users to access attendance information for the
student. This is added to Reports | All Reports as a linked report for Students | All Students — More Options |
Linked Reports.

Students | Applications

Application Preference Reasons view list summary
By default, when viewing preference reasons, only the selected preference reasons are now displayed.

For example, if the reasons selected for a preference were Applicant: Sibling, Social and LA Reason:
Catchment, then by default the preference reasons list displays rows for Sibling, Social and Catchment only,
with columns for displaying both the Applicant and LA settings for these reasons.

The user can click on the Expand icon to view the full list of reasons. This reduces the need to scroll down the
preference reasons page when viewing reasons. There is no change to the editing process; the full list is
displayed here.

The following graphic displays an example summary list:

Preference Reasons # Edit Copy Applicant Reasons Next Preference UDF

820 4924 Test Secondary School

Reasons Applicant's LA
Sibling -1 View x
LA Only .
Catchment x v
Status: Not P! d
Distance x 1.234 miles atus: Not Processe:
Test Results: -
Social 7 x
Online: No
Late: Mo

Process | Transfer Groups

Distance Calculation Routines — Preference History logging improved
Process | Transfer Groups | Students | Pre-Offer Processing | Catchments & Distances | GIS Routes and
Distances / Direct Distances.

For preferences processed while running this bulk routine, the system clears any current Distance value and
then recalculates.

Previously, the system only created a Preference History record when a preference’s distance was
recalculated. Now, the system also creates a Preference History record when it initially clears a preference’s
distance. If one cannot recalculate the distance, the initial clearing of that distance is now logged.

Capita One 2 A&T Summer 2013 Release



One Admissions & Transfers Product Notes

GIS v4 Support for SSTS/Stratus Protocol for Map Tiles

One GISv4 now supports the SSTS protocol for requesting map tiles from GIIS map servers. This protocol is
from Pitney Bowes Software Services and is a MapInfo web service. For more information, refer to the
Technical Guide - Deployment of v4 GIS Services.

NOTE: Maps must still be served using HTTPS.

Change in Business Rules when Searching for Bases

In the following areas of A&T v4 Back Office, users can search for a base by entering several characters from
the Base Name, and a list of suggestions of bases that contain the characters entered is displayed:

e Students | All Students | More Options — search by Base Name
e Students | All Students | Student History — Add School History
e Students | All Students | Relocations — Add an Approach

e Process | Transfer Groups | Add a Transfer Group — search for No Offers, No Application, Withdrawn
and Import dummy bases.

In these areas, the suggestions provided are now limited to those bases with a Base Type mapped to one of
the following external codes: ACD, ADM, AEC, CSE, FE, INF, JUN, MIP, MIS, PAS, NUR, PRI, PRU, SEC, SES, SP,
OTH. This list includes:

e All educational establishments
e  Bases set up for such purposes as home tuition
e Dummy bases such as the Admissions No Offer Base.

This change has been made for performance reasons. For those LAs that use the Children in Employment and
Entertainment module, the One Summer 2013 release sees the migration of that module into v4, including
migrating some entities into the Bases table. This could result in many more records being present in the
Bases table that are very unlikely to be useful for admissions purposes.

NOTE: When searching for a base using the magnifying glass icon rather than entering a few characters into
the base text box itself, users can search on all bases. This method of searching Is not restricted.
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Resolved Knowledge Base Issues - Student Details

KB401612

School History, where a student attends the same school on more than one occasion
Students | All Students | Student History

It is now possible to record an additional school history record for a student for the same school as was
previously attended (e.g. where the student leaves School A, attends School B, then returns to School A).

KB401727

Editing Carer UDFs via Students | All Students in A&T v4 Back Office

If User Defined Fields (UDFs) have been set up for the Carers area, users with sufficient permissions can edit
carer UDFs via Students | All Students | Carers. Previously, only System Administrators could edit these UDFs.
This issue was also resolved in v3.50.100 Service Pack 1.

Resolved Knowledge Base Issues - Applications

KB401713

Editing In Year Details — lost Application Reason
Students | Applications | [In Year Transfer Group] | [Select Student] | Application Details | In Year Details

When editing the In Year Details for an in year application with an existing Application Status and Reason, if
the Application Status is changed and saved, the Application Reason is now saved correctly.

KB401859

Editing Distance values — display issue
Students | Applications | Preference Reasons

While editing the Distance value, the value now displays correctly.

Resolved Knowledge Base Issues - Bases | Receivers

KB402126

Ranking preferences for an Own Admission Authority
Bases | Receivers | [Select an Own Admission Authority Receiver] | Update Ranks

When entering ranks, sometimes some of the entered ranks were not being saved. It was found that this
affected records where the user entered the rank, then immediately used the scroll bar.

This issue has now been resolved.
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Resolved Knowledge Base Issues - Process | Transfer
Groups

KB401856

Setting up NCYs for a transfer group
It is now possible to edit a transfer group to set the Student Selection NCY to match the Intake NCY in v4 Back
Office. Previously, the validation only permitted the Student Selection NCY to be less than the Intake NCY.

KB401858

Editing a sub group name
It is now possible to edit a sub group name in v4 Back Office.

KB10476

v3 System Administration Address Tidy routine issue
The Address Tidy | Manual Tidy option previously generated an error message preventing this routine from
being successfully run:

Error 'ORA-20000:160; Error (1) removing duplicate addresses. All changes will be rolled back' ORA-
06512: at "EMSMAIN.SYS_ADDRESS_PROCESS", line 112.
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Admissions & Transfers Online

Usability Improvements

Registration Confirmation Email Change

The following hard-coded sentence, previously displayed above Kind regards has now been removed from the
registration confirmation email:

Should you experience any further problems, please contact us at <A&T Email From Address set up in
CCS Config Tool>

This is because the From Address may not be the address that the LA wishes applicants to contact in the event
of a problem. The Contact Us memo continues to be displayed at the foot of the email, and this should contain
full advice to applicants.

Making an Application for the First Time

Previously, where the applicant did not have any active applications, the text Click here to begin a new
application was displayed in the central pane of the Home page without being hyperlinked. To avoid
confusion, his text has been removed. The existing Make a new application for a school place hyperlink and
icon are unchanged.

Previewing the Online Application Summary from the Terms &
Condition Page

The Terms & Conditions page (displayed before the online applicant submits their application) has been
enhanced to provide an opportunity for the online applicant to preview the full application summary before
they submit their application. The Preview option is shown immediately above the | declare that | have
checked the information given on this form statement near the foot of the page:

To see a printer friendly version of your unsubmitted application, click the Preview button

I declare that I have checked the information given on this form and believe it to be correct. I confirm that I have read and
agree to the terms and conditions set out above

Yes @ No

Exporting Back Office Exception Messages

Process | Incoming Applications | Exceptions

It is now possible to export the list of exception messages from the import application process to an Excel file.

KB118759

Improvements to reporting on Error Messages

Where there are errors with importing online applications, there is an error log accessed from Administration
| Online Parameters | Schedule and Log Import of Online Applications | View Application Status/Error Log.
This log has been improved as follows:

e Itis now possible to filter by transfer group and by those errors resulting from applications processed
on or after a specific date.

e The list now includes additional student details: Name, DOB and Gender.

e The list of errors can now be exported to Excel.
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Preference School Search - Changes to the Selection Criteria

Since the DfE no longer uses school (establishment) numbers to identify a particular school type, the business
rules for searching for Preference Schools online have been revised to ensure that all relevant schools are
presented to an applicant when searching for potential schools.

Searching on Home LA schools only

There are no changes where the applicant elects to filter on schools within the Home LA. This continues to
present Home LA Receivers within the transfer group. Receiver Schools continue to be excluded if they belong
to a sub group marked as Do not include in offer processing. Schools are included or excluded based on the
settings for the Preference Schools to Display Online settings in v4 A&T Back Office | Administration |
Applications | Online Parameters | Display and Email Options.

Searching on All Local Authorities or a specific Other LA

Changes have been made to Other LA and All Local Authority searches as detailed below. This applies when
the value in the Schools located in field in the search criteria is either All Local Authorities, or is a particular LA
which is not the Home LA. The UK Bases table is the primary table used for searching. If there is also a
corresponding Bases record, then if the Bases record is inactive it is not included.

Key changes
e Ifthe schoolis in England, it is included if the age of the student at the time of transfer is between the
Statutory Low Age and the Statutory High Age for the UK Base. It is also included if the Statutory Low
Age is blank.

e Ifthe school is in Wales (where the Statutory Low Age and Statutory High Age are not currently
captured in our source data from the Welsh Assembly Government), it is included if its Phase Code is
relevant to the incoming student’s NCY at the time of transfer:

0 (Phase Code 1 — Nursery or 2 — Primary) if NCY is <0, a place for the child at a nursery or
primary school is being sought.

0 (Phase Code 2 - Primary or 3 - Middle Deemed Primary) if NCY is 0, 1, 2, 3, 4, 5, 6, a place for
the student at a primary or middle deemed primary is being sought.

0 (Phase Code 4 - Secondary or 5 - Middle Deemed Secondary or 6 - 16 Plus) if NCY is 7 or
above, a place at a secondary or middle deemed secondary school or above is being sought.

Unchanged business rules

e Schools meeting the applicant’s search criteria (postcode and school name and Local Authority) are
selected from UK Bases.

e Only schools with an Open/Closed Status of 1 — Open, 3 — Open, but proposed to close or 4 —
Proposed to open are displayed.

e  Receiver Schools are excluded if they belong to a sub group marked as Do not include in offer
processing.

e Schools are included or excluded based on the settings for the Preference Schools to Display Online
settings in v4 A&T Back Office | Administration | Applications | Online Parameters | Display and
Email Options.

e Schools with Phase 0 — Not Applicable or 9 — Unknown are excluded.
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Sibling School Search - Changes to the Selection Criteria

The business rules for searching for Sibling schools have been revised, where the online applicant chooses not
to accept the default of the preference school. This includes widening the list of available schools, to include
schools linked to the preference school.

Key changes
e The system always searches on UK Bases. If there is also a corresponding Bases record, then if the
Bases record is inactive it is not included

e Schools with a phase code of 1-6 are displayed, and also schools with a phase code of 0 if the school
number is in the range 6900 — 6924. Previously it was only possible to search for a sibling school if the
phase code matched the application’s student’s relevant NCY. This restriction has now been lifted so
that applicants can search for linked schools as a sibling’s school.

e Where the school is a receiver in a sub group, it is now included in the Sibling school search,
regardless of the sub group’s setting for do not include in offer processing.

e Also, as per the Current and Preference school searches, the Sibling school search no longer displays
a default search of the first part of the postcode, and requires the applicant to enter search criteria
before carrying out a search.

Unchanged business rules
e Schools meeting the applicant’s search criteria (postcode and school name and Local Authority) are
selected from UK Bases.

e  Only schools with an Open/Closed Status of 1 — Open, 3 — Open, but proposed to close or 4 —
Proposed to open are displayed.

Configurable Text

Postcode Check Text is now configurable

When an online applicant registers, they are prompted to check that their postcode is within the home LA (if
the LA has elected to display this option). The text displayed on this Postcode Check screen is now
configurable via v4 A&T Back Office | Administration | Online Parameters | Website Text | Postcode Check
Supporting Text in both English and Welsh language. If no text is defined in A&T Back Office, then the existing
text is displayed (shown in the following graphic in English language).

From September 2013, in year applications in England should be made to the preference school’s maintaining
LA, rather than the Home LA. Therefore, English LAs are strongly encouraged to configure this Postcode Text
to explain that normal applications should be made to the home LA and in year applications should be made to
the preference school’s maintaining LA.

This is the default text that is displayed online if no Postcode Text is recorded in A&T Back Office (as in
previous versions). The red border shown here is simply to draw your attention to the area of default text; it is
not displayed on the online form:

[ Login ]

Before You Register
To make an application for a school place you MUST make yvour application to the Local Authority where your child lives. The Local
Authority knows the majority of addresses in this and surrounding Local Authorities.
To check you are applying to the right Local Authority please enter your child’s postcode to search our address database.
If your child is moving to 3 new address, enter the postcode where the child will live at the time of starting the new schoal.
My child's postcode (2] [ Check Now

Contact us | Data Protection Statement | Blank Application Forms | Education Websites | Terms & Conditions | Privacy Policy
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Preference Reasons - Medical question is now configurable
The preference reason with the default text | am selecting this school for Medical Reasons is now configurable
at both the sub group and the transfer group level via Back Office | Process | Transfer Groups.

To configure this at the sub group level, select the sub group via View Details, and under Additional Online
Parameters, select the Medical Question.

To configure at the transfer group level, select the E-App Settings tab, and under Online Text, select the
Medical Question.

After an online applicant selects a preference school, if this belongs to a sub group with text configured then
this text is used. If not, then A&T Back Office checks at the transfer group level to see whether text is
configured. If it is not, then the default existing question is displayed. The existing default text is also displayed
for preference schools that are not defined as receivers.

Preference Reasons - Other Reasons supporting text is now configurable

The guidance text above the Other Details free text area is now configurable at the sub group level in A&T
Back Office. This can include links to other web pages. This is set via A&T Back Office | Process | Transfer
Groups | Sub Groups. Select the sub group via the View Details hyperlink, and select Additional Online
Parameters | Other Reasons Supporting Text. If this is not configured then the following default text is
displayed:

You may tell us of any other reasons to support your application. If you have selected this school for
social or medical reasons you should give more details below. You may be contacted to discuss this
further.

This is the default text which is displayed online if no Other Reasons text is recorded in Back Office (as in
previous versions of One). The red border shown here is just to draw your attention to the area of default text;
the red border is not displayed in the online form:

Oneshire
County Council El A A
wlvvy @
Home Welcome Mr Application [ Change My Personal Details | Change My Login Details | Logout ]
» » »» School Preferences » » »

ONLINE APPLICATION, DATE OF BIRTH : 12/02/2004 : APPLICATION FOR ALAW PRIMARY SCHOOL

OTHER REASONS

You may tell us of any other reasons to support your application. If vou have selected this school for social or medical reasons you should
give more details below. You may be contacted to discuss this further.

Other Reasons -

Capita One 9 A&T Summer 2013 Release



One Admissions & Transfers Product Notes

Licence Note - v3 Admissions & Transfers Online

Once your Local Authority upgrades to One v3.51, it cannot access v3 Admissions & Transfers Online. The
licence key for v3 A&T Online will be removed in the upgrade.

This version has not been supported for some time, and v4 Admissions & Transfers Online is the only version
now available for parents or LA Choice Advisors to use to make online applications and responses to offers.
One v3 Admissions & Transfers Back Office is unaffected by this change.

Resolved Knowledge Base Issues - Making Online
Applications

KB401725

Using the Forgotten Password process in Welsh language

Previously, where an applicant accessed Admissions & Transfers Online in the Welsh language, used the
Forgotten Password process and either entered an unknown email address or an incorrect answer to the
secret question, the error message was displayed in English rather than Welsh. This has now been resolved
and the message now displays in the selected language.

This issue was resolved in 3.50 Service Pack 1.

KB400324

Links in emails

Previously, there were a small number of system-generated emails (including the Password Reset email)
where the link to log back into the A&T Online public-facing application was not a functioning HTML link, but
instead was plain text. This caused difficulties for some online applicants using the links. Now all links are
functioning HTML links.

Resolved Knowledge Base Issues - Importing Online
Applications

KB402125

Importing where there is both an unsubmitted application and a submitted application,

and an exception message is raised
The system now successfully imports the submitted application in the following scenario:

e Anonline applicant has both an unsubmitted and a submitted or resubmitted application for the
same child and transfer group.

e A&T Back Office tries to import the submitted application but needs to create an exception message.
For example, if an address goes into the suspense/conflicts area, or the current school selected does
not match the One School History details).

Previously, in this scenario, One failed to create the exception message and imported the online application.
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KB401279

Importing where the current school has a name of more than 60 characters
The system now successfully imports an online application which refers to a current school from the UK Bases
table with a Base Name of greater than 60 characters.

KB400568

Issues where an online applicant claims that the student is statemented

Previously, where the online applicant claimed that the child was statemented, and this did not match the SEN
Status of the matched One student, no exception message was raised. An exception message is now raised in
this scenario. The One student’s SEN Status is not updated by this process.

KB118020

Import sibling issue, causing problems with exporting siblings in the ADT file

Previously, when importing unmatched sibling details from online, the ANT_SIBLING.STUD_ID field field was
being populated incorrectly with 0 rather than null. This caused problems when trying to export the sibling
details in an ADT file via v3, since, although the <ReasonCode> tag was populated, the Sibling Details were not
exported. The import process has been corrected.

KB401802

Ensure that back office preferences that have been processed are not overwritten by the

import of previously not imported online applications

Previously, if an online application was not imported due to a processing error (and so the application had
been manually keyed into A&T Back Office), then under certain circumstances the online application could be
imported and would overwrite the Back Office preference details.

The rules governing which online applications can be imported have been improved to ensure that an online
application will not be imported if there is already a back office application for that student in the transfer
group, where there is at least one parental preference with an offer status that is other than Not processed.

KB402120

‘Resubmitted’ Submission Status and Back Office processes

An online application’s submission status will now only be set to Resubmitted due to action by the online
applicant. Previously, an online application was incorrectly being set to Resubmitted when some Back Office
processes updated the online application record. This could previously be incorrectly set by:

e  Marking an online application as inactive.
e Sending offer emails.

e Updating the Offer to be sent by email flag by updating the Notify by email flag on A&T Back Office |
Students | Applications | Applicant Details.
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KB401860

Managing Addresses in Conflict — display issues, permissions advice
Process | Incoming Students | Matched with Conflicts

If your Local Authority has not always been able to see all information related to incoming addresses when
resolving address conflicts, System Administrators should ensure that users have been assigned all the
following permissions. Since there is some sharing of functionality between the A&T conflict resolution process
and the B2B conflict resolution process, some of these permissions are labelled as B2B but are also required
for processing A&T conflicts.

Permissions are set via v4 Client | Tools | Permissions | User Group Processes:

Main Business Process Business Process Permissions
Address Management ALL Read Write
Person/Student Addresses Read Write
Addresses

Save Address Read Write

Admissions Applications ALL Read
Admissions Manage Import of Online Applications ALL Read Write
B2BS Conflict Management Address Read Write
B2BS LA Data Processing Incoming Students Read Write

Resolved Knowledge Base Issues - Importing Online
Responses

KB401325

Importing Parental Online Responses

NOTE: This issue was resolved in One v3.49 by hotfix 3.49.204, but this resolution was not included in the base
release of One v3.50. This issue was also resolved in One v3.50 by hotfix 3.50.001 and in 3.50.100 Service Pack
1.

A&T v4 only

In A&T v4, previously, no parental responses were imported for a transfer group if there was one or more
online applications in that transfer group that had not been imported. This might have occurred because there
were unsubmitted or inactive online applications that had not been imported. This specific check has now
been removed.

A&T v3 or v4

Previously, any online responses were not imported if an online application was not imported but instead was
input manually. The system validation has now been improved so that there is no check on the import status
of the online application when importing responses.
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Resolved Knowledge Base Issues - Viewing
Applications in Back Office

KB400545

Viewing list where student has multiple e-applications
Students | E-Applications

Previously, if a student had an online application in more than one transfer group (e.g. a historic online
application for a primary school place and a current online application for a secondary school place) then
listing the student’s e-applications here could result in muddled information being presented, for example,
both applications incorrectly reported as being in the same transfer group.

Resolved Knowledge Base Issues — Schools’ View of
Online Applications

KB401635

Schools’ view of applications previously missing some details

When a school user used the A&T Applications area from v4 Online to view a list of applications for a place at
their school, some of the columns in the preferences list were previously not populated (Sibling, Distance,
Address, Named School and Public Care).
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A&T Spring 2013 Release
(Service Pack 1)

Purpose

KB401727
Editing Carer UDFs via A&T v4 Back Office | Students | All Students

Previously, where User Defined Fields (UDFs) have been set up for the Carers area, it was not possible to edit
Carer UDFs via Students | All Students | Carers, unless the user was a System Administrator.

This has been resolved; users with sufficient permissions to write to the Carer Details panel can now update
these UDFs.

KB401725

Using A&T Online in Welsh language - Forgotten Password Error Message Displayed in
English

Previously, where an applicant accessed Admissions & Transfers Online in the Welsh language, used the
Forgotten Password process and either entered an unknown email address or an incorrect answer to the
secret question, the error message was displayed in English instead of Welsh.

This has been resolved; the message is displayed in the selected language.

KB401325

Import of Parental Responses from Online

NOTE: This issue was fixed in the One Autumn 2012 Release KB401325 Hotfix (3.49.204), but this resolution
was not included in the base release of the One Spring 2013 Release (3.50). This issue was also fixed in the One
Spring 2013 Release KB401325 Hotfix (3.50.001).

This service pack resolves issues identified with two scenarios where the importing of parental responses to
offers from online may be affected:

A&T v4 Only

In A&T v4, previously, no parental responses were imported for a transfer group if there were one or more
online applications in that transfer group that had not been imported. This might have occurred because there
were unsubmitted or inactive online applications that had not been imported. This specific check has now
been removed.

A&T v3 or v4

This scenario applies to a small number of Local Authorities (LAs) who experienced an issue where some online
applications were not successfully imported, despite being active and submitted. Although we have
investigated this and identified some resolutions for inclusion in future versions, the current workaround
requires LAs to manually type in these applications. In this specific scenario, the applicant might have made
their responses to offers online; however, their responses were not imported because One was checking to
see if the online application was also flagged as imported. To eliminate this issue, this specific check has been
removed.
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A&T Spring 2013 Release

Usability Improvements

KB401004

Navigating to the Next / Previous student and application more easily, in both normal and

wide view, and retaining the focus on the same tab

Following feedback at the Autumn 2012 Software Consultative Groups, the next / previous navigation within
both Student | All Students and Student | Applications has been improved. After carrying out a search that
returns multiple students, you can navigate to the previous or next student in the results by clicking the up or
down arrows next to the student name in the header area.
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This is available in normal and wide view. Generally, as a user moves to the next or previous student, the focus
remains on the same tab that was in focus for the previously selected student. However, if the user is viewing
application details without having specified the transfer group in the search criteria, then if they navigate to a
student with multiple applications they need to select the application first.

When viewing the Preference Reasons page for active preferences for an application, using the up and down
arrows navigates to the Preference Reasons page for the previous or next application, if it has any active
preferences. This improvement should help with your preference validation processes.
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KB119684

Accessing Student Attendance information from A&T v4 Back Office

In order to access detailed student attendance data from One Admissions and Transfers Back Office, a report
which provides a registration certificate for a selected child over a specified period will be included with the
One Summer 2013 (3.51) release. This is the same registration certificate report that is available within One v4
Client.

Should you wish to make use of the report before the Summer 2013 (3.51) release is available, you can
download it from SupportNet using the above KB number.

Resolved Knowledge Base Issues - Students | All
Students

KB119856

Student Search incorrectly sorted students with lower case names after mixed case names
In the Students | All Students and Students | Applications student searches, when searching for students by
name, One now correctly displays results in alphabetical order, ignoring the case in which the names have
been saved.

KB401005

After searching for students, sorting list by NCY
In Students | All Students, when a list of students is returned from a search and the user elects to sort that list
by NCY, they are now sorted correctly.

Previously, NCY values were sorted as 1, 10, 11, 12,...2, 3, 4... Now, NCY values are sorted as 1, 2, 3...9, 10, 11...

KB400449

Add new student manually - names default to mixed case
Previously in A&T v4 Back Office | Students | All Students | Add New Student, there was no automatic
update of lower case name entries to mixed case.

In this release, for any manually entered student where the name is entered in all lower case, it defaults to
mixed case as in One v4 Client and One v3 as follows:

For each name, the first letter is upper case. Subsequent letters are lower case, with the following exceptions:
e mcxxx becomes McXxx

e Xx'xxx becomes X'Xxx

e xx xx becomes Xx Xx

o Xxx-Xx becomes Xx-Xx

e Xx.x.Xx becomes X.X.X

e X, X,Xx becomes X,X,X

The default behaviour is to save names in the appropriate format as above, however the user can overtype the
case if necessary.

Note: There is no change to the case of names during the import of online applications because the applicant
is deemed to be the owner of the required case. This was agreed with Local Authorities at the Autumn 2012
Software Consultative Groups.
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Resolved Knowledge Base Issue - Relocations

KB401006

Relocation Schools Approached memo not editable in edit mode
In Students | All Students | Relocation, the memo behaviour has been changed to be consistent with other
memos in the Students | All Students | Applications focus.

e  When adding or editing a Schools Approached record, the Memo hyperlink is now available. Clicking the
hyperlink takes the user straight into the memo in edit mode.

e  When viewing a Schools Approached record (before clicking the Edit hyperlink), the Memo hyperlink is
available. When the hyperlink is clicked, the memo opens in view mode. If the user has Write permission,
the Edit Memo hyperlink is enabled.

Resolved Knowledge Base Issues - Student |
Applications

KB400069

Student | Applications Search: 'No Matching Records: Transfer Group' when not fully

selecting Transfer Group
Previously, in Students | Applications, when selecting a transfer group as a search criterion, if the user did not
tab off the Transfer Group selection box, the transfer group was not selected.

Now, as soon as the user selects from the drop-down using the mouse (and the description is displayed in the
box on-screen), the system automatically recognizes this selection.

KB401007

Chosen Forename and Surname displayed Legal Names
Previously, when viewing Application details, the student information in the header incorrectly displayed legal
names against the Chosen Forename and Chosen Surname labels.

KB401008

When navigating to the next student in the Students | Applications area, the SEN Stage for

the previous student was displayed for the next student
This was a refresh issue only, with no impact on the data held in the database. This has now been corrected.

KB400398

Application Reference Numbers previously not created when manually adding

preferences, if system generated preferences already exist
In Students | Applications, when a user manually adds a parental preference for a Home LA student, where an
application reference number does not already exist, One should create an application reference number.

Previously, if there was already a preference (e.g. a system generated preference) for the application, an
application reference number was not generated. This has now been resolved.

A script is available from the Service Desk that Local Authorities can run to create application reference
numbers for affected applications.
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KB401009

Adding an Application Reference Number with leading zeros for Other LA

Previously, in Students | Applications | Application Details, when adding application reference numbers
manually, the leading zero for the serial number element was removed. An error message when saving warned
that the number was invalid.

This has been corrected. Leading zeros can now be entered and remain visible.

KB401010

Warning message concerning application reference number not generated should be

displayed once only

Previously, in Students | Applications, when adding an application for a student where the Home Local
Authority had not been specified or was an Other Local Authority, if there were multiple preferences, the
message warning that the application reference number had not been generated was displayed multiple
times.

The warning is now only displayed once.

KB400402

Inappropriate display of message when saving Applicant Details: Parent has requested in
online application to receive an Allocation Email, do you wish to update online
application?

Previously, in some scenarios in Students | Applications, when saving the applicant details the following
validation message was incorrectly displayed:

Parent has requested in online application to receive an Allocation Email, do you wish to update
online application?

For example, this might have been displayed when adding a new application and applicant details manually,
where there was no online application linked.

This has now been corrected.

KB400417

Withdrawing an application does not update the offer status for late preferences to No

Longer Required
In Students | Applications, when withdrawing an application, the Offer Status for all active preferences should
be set to No Longer Required. However, the offer status was not updated for late preferences.

This has now been corrected.

KB400973

Incorrect validation: Moving Date cannot be less than system date
Previously, in Students | Applications | Application Details | Additional Details, when editing the Additional
Details, no changes could be saved where the Moving Date was in the past.

This validation has now been removed.
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KB400403

Promoting or Demoting Preferences by using drag and drop was incorrectly updating
system generated preference numbers (e.g. from Preference 20) to lower ranked

preferences

In Students | Applications, it is possible to drag and drop preferences in order to promote or demote them.
When a preference is dragged to a new position, One re-ranks all preferences depending on their new relative
positions.

System generated preferences are those created by routines such as Flag Catchment. Their preference
number is greater than or equal to the transfer group's Process Start Number, which is often 20.

Previously, when parental preferences were dragged, this incorrectly included the re-ranking of system
generated preferences to a lower preference number, implying that this was a parental preference.

For example, if there are preferences 1, 2, 3 and 20 and the user drags preference 2 to a new position 1 to
indicate that this should now become preference 1, then previously the preferences were renumbered 1,2,3
and 4 (the value 4 being incorrectly assigned to the preference previously ranked 20).

This has now been corrected.

KB401011

Making Preferences Inactive: preferences with Staff Child selected in Applicant or Local

Authority Reasons are reverting to deselected when inactivating the preference
Previously, for a preference where Staff Child was selected, either as an Applicant Reason or Local Authority
Reason, if the preference was made inactive the Staff Child reason information was incorrectly deselected.

This has been resolved, and this issue will not affect any preferences that are made inactive in the future.

KB400278

Add Preferences | Add Reasons | click Next (before saving): reasons from previous

preference displayed

Previously, in Students | Applications, when preferences and reasons were added without saving after each
individual reason, the preference reasons from one preference could be displayed for another when navigating
directly between preference reasons.

This has now been corrected.

KB400675

Viewing Inactive Preferences Reasons: error message was displayed
Previously, in Students | Applications, when trying to view the reasons for an inactive preference an error was
displayed with a heading of:

Error during Get Applicant Transfer Details

This has now been corrected.

Resolved Knowledge Base Issue - Appeals

KB401012

Hearing Details: not saving Local Authority Officer and Appeals committee

Previously, when adding a new Local Authority Officer or new Appeals Committee to the list of available Local
Authority Officers or Appeals Committees while also recording Hearing details, the newly added officer or
committee was not saved for the selected hearing record.

This has now been resolved.
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Resolved Knowledge Base Issue - Bases | Receivers

KB400069

Receivers Search: “No Matching Records: Transfer Group” when not fully selecting

Transfer Group
Previously in Bases | Receivers, when selecting a transfer group as a search criterion, if the user did not tab off
the Transfer Group selection box, the transfer group was not selected.

This has been changed. As soon as the user selects a transfer group from the drop-down using the mouse (and
the description is displayed within the box on-screen), the system automatically recognises this selection.

Resolved Knowledge Base Issues - GIS

KB400571

Nearest School Search was failing on large catchments
Previously, in some instances when particularly large GIS catchments were imported for the bases involved in
the search, the Nearest School Search in A&T v4 Back Office was failing with a “NotFound” error message.

This has been changed to enable large catchments to be managed within the Nearest School Search facility.

KB400683

Nearest School Search was failing where the Easting and Northing for the selected address

had decimal point values

Previously, A&T v4 Back Office did not support number values with decimal points and following digits in the
easting and northing address fields. Therefore, when calculating routes for the Nearest School Search, the
system was failing when the student's address contained easting or northing values with a decimal point
number.

This has now been resolved.

KB401013

Nearest School Search: the Print School On Map hyperlink was shown as disabled when

the Centre on Map hyperlink was clicked for the selected base

Previously, in Bases | Nearest School Search, Students | All Student | View Nearest Schools and Students |
Applications | View Nearest Schools, the Print School on Map hyperlink was disabled when the Centre on
Map hyperlink was clicked.

Now, the Print School on Map hyperlink remains enabled when the Centre on Map hyperlink is clicked.

KB401016

Bases | Nearest School Search | GIS School Search Print window: Student Home icon and
Base or Gate icon was not displayed on the map

Previously, the Student Home icon and the Base or Gate icon were not displayed on the map in the GIS School
Search Print window. They now correctly display in the GIS School Search window via Bases | Nearest School
Search, Students | All Students | View Nearest Schools, Students | Applications | View Nearest Schools and
Students | Applications | View Preferences on Map.
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KB400789

Process | Transfer Groups | Students | Pre-Offer Processing | Catchments & Distances:

These processes were sometimes hanging or not calculating all values
This resolves potential issues in A&T v4 Back Office regarding bulk calculations for distances and catchments,
where, for some Local Authorities, these processes hung or did not calculate all the values.

Some Local Authorities experienced the following problems running routines via A&T v4 Back Office | Process
| Transfer Groups | Students | Pre-Offer Processing | Catchments & Distances.

1. One of the routines had been started and sufficient time had passed for the process to complete, but the
following message was still displayed:

A routine of this type is already running. Pre-Process link and Process button will be available when
this has finished.

There were a number of reasons why this might have occurred prior to installing the 3.49.101 hotfix or
3.49.200 Service Pack2:

e  One cause of this was the inclusion of decimal place values in the geocodes. This was corrected in
3.49.100 Service Pack 1.

e It could also be caused by an Easting or Northing containing one or more alpha characters, so this
could not be converted to a number.

2. The Distance or Catchment routine had completed but it had not calculated the Distance, or flagged the
Catchment for some records.

With the release of the 3.49.101 hotfix, we reported that the hotfix caused the processes to run more
slowly (for example, in our testing, 2000 preferences were processed in 30 minutes), but the process will
complete.

With 3.49.200 Service Pack 2 and also the Spring 2013 (3.50) release, the performance of the distance bulk
calculations has been significantly enhanced.

Technical Note: Capita recommend that you turn off logging of RWNetServer to improve performance. Further
information on this is available in the technical document Technical Guide - Deploying of v4 GIS Services which
is included with this release, including an example of an .ini file.

Additionally, further improvements to the Distance bulk calculations that were made in 3.49.200 Service Pack
2 are also included in the Spring 2013 (3.50) release.

There are improvements to the display of error messages, including:

e Improved error capturing. This includes reporting in the error log if unexpected characters are found in
the geocoding information.

e Error log messages are now visible to all users with access to view this area, not just the user running the
bulk calculation routine.

e  When processing unprocessed records only, One no longer reports again on issues related to the records
processed in earlier runs of the Distance bulk calculation. Note that when processing unprocessed records
only, error log messages from earlier bulk calculations for this transfer group are retained. When all
records are processed, error log messages from earlier bulk calculations from this transfer group are
deleted.

e  Previously there was some unnecessary duplication of error messages where a student had multiple
applications; this has now been resolved.

e [f the student has no address or if the student’s address is not geocoded, the Direct Distance Bulk
Calculation routine now reports errors in pre-processing. Previously it did not do this for this specific
routine.
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The display of progress information has also been improved. Previously, One v4 Online might have reported
that the bulk calculation routine had completed slightly too early, while final stage processing was still on-

going.

Important Note for Local Authorities using Catchments

If your Local Authority runs either the Postcode Catchment or GIS Catchment routine to flag the LA Catchment
reason on preferences, please check whether your transfer group setting for Use Admission Address is set to
selected (via Process | Transfer Groups). If this is selected, then please be aware of the following issue.

If a student has a different current correspondence address to their admissions address, then currently even
when the Use Admission Address check box is selected, if the Local Authority runs the Postcode Catchment or
GIS Catchment process with the Automatically Generate System Preference(s) option selected, A&T Back
Office incorrectly uses the current correspondence address rather than the admissions address to assess
whether the student is in catchment for each base.

If the Automatically Generate System Preference(s) check box is not selected, then the system correctly uses
the admissions address to assess whether the student is in catchment for each base.

Therefore, in the short term, please ensure that the Automatically Generate System Preference(s) check box
is deselected if you are running this routine. We will ensure that this issue is resolved in time for the next
admissions rounds.

This issue is not relevant if the Use Admission Address check box is not selected.

Resolved Knowledge Base Issue - Process | Transfer
Groups

KB401017

Transfer Groups | Feeders: Clicking on the Show Available First hyperlink before searching

for feeders caused an internal error on the web page
Previously, in Process | Transfer Groups | Feeders | Edit, immediately clicking on the Show Available First
hyperlink caused an error message to be displayed.

This has now been resolved.

Resolved Knowledge Base Issue - Reports

KB400280

Students | All Students | link to Application | Linked Reports: the system now passes the
AT_ID to the linked report

This issue occurred when a user followed the route Students | All Students | Search | Select Student (with
existing current application) | Applications Summary | Current Applications, selected an application, then
selected More Options | Linked Reports | Choose a Report, and chose a report that had already been set up
as a linked report with a parameter that expected the TRANSFERS.AT_ID.

Previously, one was not passing the TRANSFERS.AT_ID to the linked report automatically, which was incorrect.
Therefore the user was incorrectly prompted to enter the report parameter of AT_ID. This made it difficult to
generate the letter via this route, since the AT_ID is not displayed on screen.

This has now been resolved.
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For LAs using A&T v4 Online to support
Parents/Carers to make Online Applications

Usability Improvements

KB401154

Improvements to the Forgotten Password process

An issue was occurring if an online applicant used the Forgotten Password process and was sent an email from
the system with a link to log back in, but did not use the email to try to log back in. If they then tried to use the
Forgotten Password process a second time, a User not found message was displayed and their account was
locked.

The software has now been changed to enable online applicants to use the Forgotten Password process
multiple times to retrieve further emails. They must still use the link in the email in order to log back on and
unlock their account.

Additionally, in order to improve the security of user accounts, the following changes have been made to the
Forgotten Password process:

e If an email address that is not known to the system is entered on the Forgotten Password | Email Address
page, the system no longer displays a User not found message, but instead takes the online applicant to
the Forgotten Password | Secret Question page.

e At the Forgotten Password | Secret Question page, an additional sentence has been added to the
supporting text:

After you select Continue please wait for about 10 seconds while your response is processed.

The 10 second delay has been introduced after the online applicant selects Continue as part of security
measures to combat automated hacking attacks.

e At the Forgotten Password | Secret Question page, if the online applicant enters an email address that is
not known to the system or they respond incorrectly to the secret question, they now see the following
message:

Either the email address entered is not known to us or the answer to the security question is not
correct. Please try again or contact us instead using the information from selecting the ‘Contact us’
link below.

e For Welsh Local Authorities, when online applicants view the online application in the Welsh language, the
text changes described above have been translated into Welsh.

KB401018

Make Council Tax Reference optional in online form

The request in the online form for the applicant to enter their Council Tax Reference is now optional for each
transfer group. Its display depends on the setting of the Request Council Tax Reference Online check box on
the A&T v4 Back Office | Process | Transfer Groups | E-App Settings | Basic Details page. By default this is
not selected, so this question is no longer displayed in the online form.

This issue was rated as a high priority at the Autumn 2012 Software Consultative Groups.

KB401019

Match Unmatched Students: In Possible Matches window, transfer group selection has

now been moved from More Options to main search
To avoid confusion in the Process | Incoming Students | Unmatched students | Possible Matches window,
the transfer group search criterion has been moved from within the More Options link to the main search. As
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previously, One continues to default to searching for matches within the students already associated with the
selected transfer group. The transfer group can be cleared to search for students outside the transfer group.

KB401020

Locally configurable supporting text for the Returning Service Families Only question
There is a new option for the Local Authority to configure the supporting text presented in online applications
within the Returning Service Families Only section (displayed on the Child’s Address page).

Previously, the supporting text displayed above the question (shown below surrounded by a red box) was not
configurable.

RETURNING SERVICE FAMILIES ONLY

The next question is only for members of Service (e.g. Army) and Crown Servant (e.g. Diplomat’'s) families. If this does not apply to
you, please ignore this question and click the NEXT button below.

Is =M= a member of a Service or Crown Servant family, who are returning/moving to the address above to take up duties? If so, please
tick here. [

Now, this supporting text can be configured via A&T v4 Back Office | Administration | Applications | Online
Parameters using the new option Service Family Supporting Text. For Welsh Local Authorities, this can be
configured in both Welsh and English language. This is a global setting, so the same supporting text is displayed
for all transfer groups. The text can contain hyperlinks to other web pages.

If no text is configured here, the current wording displayed in the online form is retained, for which the English
version is:

The next question is only for members of Service (e.g. Army) and Crown Servant (e.g. Diplomat’s)
families. If this does not apply to you, please ignore this question and click the NEXT button below.

The question displayed underneath the supporting text is not configurable.

Resolved Knowledge Base Issue - Preference School
Searching

KB401021

Changes to All Local Authorities filter
Previously, when applicants selected the All Local Authorities filter in the online application when searching
for preference schools, a list of Local Authorities was displayed, populated as follows:

1. The All Local Authorities option

2. The home Local Authority and Local Authorities identified as coordinating Local Authorities for the
selected transfer group

3. Followed by All Local Authorities from the local list of Local Authorities (lookup table ID 0106), except for
those that are excluded via A&T Back Office | Administration | Applications | Online Parameters |
Display and Email Options | Preference Schools to display Online.

However, current advice is that the coordinating Local Authorities set up for English Local Authorities should
not just include neighbouring Local Authorities, but should include all Local Authorities in England. When this
advice is followed, then in the online form the list of Local Authorities effectively contained many duplicates
due to the presence of each duplicated Local Authority in the coordinating Local Authority list.

This has now been resolved and this option is now populated as follows:
1. The All Local Authorities option
2. The home Local Authority
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3. Followed by all Local Authorities from the local list of Local Authorities (lookup table ID 0106) except for
those that are excluded via Back Office | Administration | Applications | Online Parameters | Display
and Email Options | Preference Schools to display Online.

Resolved Knowledge Base Issue - Submitting

KB400069

Parents were sent multiple submission confirmation emails if the Submit button was

clicked multiple times
This was caused by the parents clicking the online Submit button multiple times when the response from the
server was slow.

An improvement has been made to prevent the Submit button being clicked more than once between
responses from the server.

Resolved Knowledge Base Issues - Matching

KB400728

When Manually Matching students via v4 A&T Back Office, the process incorrectly deleted

selected data

Previously, when an authority manually matched students via the One v4 matching process (Process |
Incoming Students | Unmatched Students), some information recorded in the Online Student Details table
was incorrectly updated, as detailed below.

e Statemented Child flag: If this was originally set to True in the online application, this was incorrectly set
to False.

e  Public Care flag: If this was originally set to True or False in the online application, this was incorrectly set
to null.

e  Public Care Authority: If this originally recorded the Local Authority number of the Local Authority
identified by the online applicant as the Care Authority for a public care student, this was incorrectly set
to null.

e Parental Responsibility: If this was originally set to True or False in the online application, this was
incorrectly set to null.

e Moving On Address Date: If the Moving On date related to the student's address was originally
populated, this was incorrectly set to null.

Note: This issue did not affect the Local Authority’s existing SEN Status or Public Care Details for the One
Student Details; this data was preserved.

The issue only occurred when the online applicant used the No UID method and there was not a unique match
of the student in the transfer group.

This defect did not occur where the application was made using a UID, or where the application using the No
UID method was able to uniquely match a student already in the transfer group.

This issue did not affect the One v3 Manual Match process.

KB401022

Matching online students: Invalid display of ' - ' in transfer group field under More Options
in Possible Matches window
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This occurred when using the Process | Incoming Students | Unmatched | Match function. When matching
online students to students in the One database, by default the system searches on students already
associated with the selected transfer group. Previously, the search parameter of Transfer Group was
displaying ' =" instead of displaying the currently selected transfer group description.

This has been corrected and the search parameter now displays the description of the selected transfer group,
enabling it to be changed or removed.

KB401023

Students without chosen names: name missing when listing students were Matched with

Conflicts
Previously, in Process | Incoming Students | Matched with Conflicts, students with no chosen names
recorded in One and with addresses in conflict were listed with no name details visible.

This has now been corrected so that One lists the students’ legal names rather than chosen names here, to be
consistent with other areas.

Resolved Knowledge Base Issue - Multiple
Applications

KB400729

When resolving multiple applications via v4 A&T Back Office, preferences from other
transfer groups for the same student were incorrectly made inactive and memos deleted
from all of the student’s applications

The issue occurred where there were parental preferences already recorded in A&T v4 Back Office for an
application, and there was also an online application with different parental preferences for the same student.
This was correctly flagged as a multiple application that needed to be manually resolved via the A&T v4
Multiple Application process (Incoming Applications | Multiple Applications), by making the A&T Back Office
preferences inactive in order to give precedence to the A&T Online application preferences.

e Issue 1: As the system changed the A&T Back Office preferences into inactive preferences, any memo
content associated with these preferences was deleted.

e Issue 2: If the student also had any A&T Back Office preferences associated with any other application in
any other transfer group (regardless of offer status), the system also changed them into inactive
preferences and deleted any associated memo content.

These have now been resolved.

Resolved Knowledge Base Issues - Link to Applicant
Details

KB400686
Students | Applications | Applicant Details — ‘Notify by email’ flag inappropriately
updated

Background: When online applications are imported, the online applicant’s response to the Receive offer
information by email question is used to populate the Notify by Email check box in A&T Back Office |
Applicant Details. When an online applicant responds Yes to this question, then the Notify by Email check box
is selected by the import process. When an online applicant responds No to this question, then the Notify by
Email check box is not selected.
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If a Local Authority user edits the Applicant Details Notify by Email check box following import, and tries to set
this to a value that does not match the online response, then Capita One is designed to validate this to ensure
that the two items of information are kept aligned.

Issue: Previously, in the scenario where an online applicant had responded No to the Receive offer
information by email question but in A&T Back Office a Local Authority user had tried to edit the Notify by
Email check box in Applicant Details to set it to selected, Capita One did not respond properly. Instead, it
displayed a warning message with incorrect wording:

Parent has requested in online application to receive an Allocation email, do you wish to update
online application?

This has now been resolved. In this scenario, if the system date is before the publicise date for the transfer
group, then upon trying to save the Back Office Applicant Details, the system displays a message:

Parent has not requested in online application to receive an Allocation Email, do you wish to update
online application?

If the user responds Yes, then the online form’s Receive offer information by email setting is set to True. If the
user responds No, then the online setting is preserved and the A&T Back Office Notify by Email check box is
left deselected, ensuring that the two values are in alignment.

KB400687

After import, the Applicant Details Notify by Email value was not clearly ticked

After an online application in which the online applicant elected to be sent offer information by email has been
imported, then the Students | Applications | Application Details | Applicant Details | Notify by panel should
have the Email check box selected. However, previously this was displaying ‘- instead of being clearly ticked.

Please note that this is a separate piece of data to the online application’s Send Offer Information by Email
check box, which is still selected in this circumstance.

Resolved Knowledge Base Issues - Importing

KB400688

Unable to import application where the matched One student had no registered base or

had a registered base that is not a feeder for the transfer group

Previously, if an online application student was matched to a student in One with no registered base, or whose
registered base was not a feeder for the transfer group, then their application was not imported. Instead, the
following error message was displayed:

Error Importing Student. Cannot create the transfer record.

The application is now imported without the need for a registered base that is a feeder for the transfer group.

KB400689

Some online parental responses were not imported successfully
Previously, if applicants made responses to offers in A&T v4 Online Public Facing and the Local Authority
imported these responses, not all the responses were imported successfully.

This has now been resolved.

KB400691

Warning message where an online response of Rejected is imported

One is designed so that if the current offer status for a preference is Accepted, Allocated, Offered or
Provisional and the online applicant makes a response of Reject to that offer, then when importing online
responses the existing offer status is preserved and a warning message is raised. This is so that the offer of a
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place for the child is not automatically removed, and instead the Admissions Officer can review the case
manually. However, previously the warning message was not being raised.

This has now been resolved. The warning message is now displayed correctly on the Process | Incoming
Applications | Response Messages tab.

KB114767

Importing a submitted application where another application in the transfer group for the

same student (e.g. from a different applicant) is unsubmitted

Previously, in the scenario where Applicant 1 submitted an application for a student in a transfer group, and
then Applicant 2 also made an application for the same student in the transfer group, but did not submit it, the
submitted application was not imported. Instead an error message was logged:

Application message: Student with duplicate applications

This was incorrect. The system should ignore unsubmitted applications in the import processes. In this scenario
the applications were not listed in the Multiple Applications area, because this area only lists multiple
submitted applications.

This has now been resolved.

KB401025

In year student application details are unable to import when selecting the Both option

using the UID in V4 Online Public Facing.

When an applicant was using a Local Authority provided UID and wished to make an application to the normal
round of admissions and to also make an in year application, the in year application was not visible in A&T
Back Office | Incoming Students | Matched tab | In Year Transfer Group.

This has now been resolved.

Resolved Knowledge Base Issues - E-Application
Enquiries

KB401026

Students | E-Application Enquiries: Search operated as ‘or’ instead of ‘and’ when multiple

partial names were entered

Previously in Students | E-Application Enquiries, when searching for a student by entering both the forename
and surname (or part of these) in the Student Name search box, One returned students whose names
contained either a match for the forename or surname.

Now this search returns only students whose names match all the entries in the Student Name search box.

KB401027

Students | E-Application Enquiries: when search results contained more than 100 records,

a user could only scroll up to 100
Previously in Students | E-Application Enquiries, if a user entered search criteria that returned more than 100
records, only the first 100 rows could be accessed. It was not possible to scroll down further.

This has now been resolved.
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A&T 3.49

Introduction

System Administrator Actions

This section draws together specific actions to be carried out by System Administrators in relation to the
enhancements and resolved issues for Admissions & Transfers included in this release. These items are also
included in more detail in the sections of this document that relate to their area of functionality.

KB119456

Facility to Record Public Care Details via Students | All Students and to See Where

Students were Formerly In Care

To support this change System Administrators need to grant write access to the Students Looked After Details
permission. This is under the main Student Data business process in v4 Client Tools | Permissions | User
Group Processes. This must be granted to the relevant groups of Admissions users.

KB117732

Students’ Parents/Carers can Updated in Back Office

It is now possible to update a student’s carer information via Students | All Students | Carers. This is the
equivalent of the v3 Guardians area. Permissions to access and update carer details need to be granted in v4
Client Tools | Permissions | User Group Processes by selecting the main Student Data business process and
then granting appropriate access to the Student Carer Details permission. This enables the associated groups
of users to update the details of the record storing the carer’s relationship with the child. In order to update
the actual personal details of that carer, the groups of users will need to be granted a different permission;
select the Person Administration main business process and grant permission to Person Details.

If required, new user defined fields for carers can be defined by the System Administrator in v4 Client Tools |
Administration | UDF Management, by selecting the Carer Details entity name.

KB119347

Welsh Local Authorities Accessing EOTAS Details for Students via Students | All Students
System Administrators should note that permissions to access and update EOTAS History are governed by the
Edit Student EOTAS History business process under the main Student Data business process in v4 Client Tools
| Permissions | User Group Processes. This must be granted to the relevant groups of Admissions users.
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KB400295

Students | Applications, ‘Error during Get Applicant Transfer Details’ / ‘Base Class may not

have more than one row’

Some Local Authorities have experienced an issue with some applications in Students | All Students | Current
Applications. When a user opened the current application details, error messages were displayed, for
example:

Error during Get Applicant Transfer Details
Base Class may not have more than one row

These messages prevented the user from updating the application and were caused by the presence of
erroneous duplicate applicant records associated with the application. The records were created when the
applicant details were manually added in situations where performance was slow and a timeout message was
displayed while in the process of saving. The underlying cause of this has been resolved in this release to
prevent creation of duplicate applicant records.

A script is available from the Service Desk (reference KB400295) to remove duplicate applicant records that
may have already been created on your system. System Administrators should ensure that this script is run,
ideally before your Local Authority upgrades to v3.49. This script can be run more than once.
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Enhanced Configurable Content for Submission and Response
Emails

Specific Impact on Existing Offer Email Content

These product notes contain detailed notes on the enhanced configurable content for Submission and
Response emails. At this point, we wish to draw System Administrators’ attention to a specific impact on the
Offer Email.

It is very important to note that any existing Offer Information content which a Local Authority has defined for
any active transfer group should be reconfigured to ensure that the format of the Offer Information email
remains acceptable. This content is stored in A&T v4 Back Office Process | Transfer Groups | E-App Settings |
Online Text section — Offer Information memo.

This must be done before Offer emails are sent around the beginning of March. Previously, the content
defined by the Local Authority for offer information was inserted into the Offer Information email as a new
paragraph. It will now replace a standard paragraph. The standard paragraph (which is replaced by text in
italics in the following example) reads:

The Local Authority's allocation process has resulted in the following for each of the preferences you
expressed in your application:

From: Sent: None
To:

Cc

Subject: Offer Information - <Local Authority> Online Admissions

Dear Mr Online Applicant,

Child's Name: Child Name
Date of Birth: dd/mm/yyyy

Your child has been offered a place at Preferred School 1.

This paragraph is new text that has been defined for the Offer Information email within the settings for
the transfer group. If text is defined, it will appear in this place in the email and will replace the
standard paragraph that appeared in this place in earlier versions of One. If the standard paragraph is
required with no extra text, then the Offer Information parameter should be left blank. If the standard
text is required with some additional text, then both should be entered in the Offer Information memo
for the transfer group.

Rank| School Name Address Offer Status
1 Preferred School 1|Preferred School 1 Address|Place Offered
2 Preferred School 2|Preferred School 2 Address|Not Offered

You will need to respond to the offer, this can be done by clicking on the hyperlink below to respond to
the offer information up until the closing date hh:mm on dd/mm/yyyy

If you can see a link below, you may click on this to login to our service, otherwise please copy and
paste the text into your Internet browser.

Hyperlink to Online Application System

Thank you for using the (Local Authority) Online Admissions Application Service.

Kind regards,
Admissions Administrator

IMPORTANT - PLEASE DO NOT REPLY TO THIS EMAIL AS IT MAY NOT GO TO YOUR LOCAL AUTHORITY.
TO CONTACT US, PLEASE SEE THE DETAILS BELOW

Contact Us by using the reply address on this email, or via our website

4 it »

Therefore, please add the following text (or similar) at the start of your Offer Information memo for each
active transfer group:

The Local Authority's allocation process has resulted in the following for each of the preferences you
expressed in your application:
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KB400291

Online Application’s Current School Missing / Oracle Error on Matching Student

Previously, there was an error when the applicant had selected a current school from the UK Bases National
Database of Schools, and then subsequently revisited the Current School page (by editing a submitted
application or clicking on Finish for now and come back later before submitting their application). In these
scenarios the system identifier for the UK base was being replaced with the local Bases table equivalent value
for that school. The symptoms for the error included the following:

e The Current Base from the online application was blank. This affected a parent reviewing their
application online, or a Local Authority user viewing the online application details in either A&T v3 or
A&T v4 Back Office via the E-Applications area

e Anerror log of Oracle Error was displayed. This affected a Local Authority user when trying to add
unmatched students in v3 Tools | Manage E-Applications | Unmatched Students, after selecting and
clicking on New Student.

This release resolves the underlying cause of this issue to prevent this happening when applicants edit online
applications.

System Administrators please note that the Service Desk has a script to identify and, in most cases fix, online
application records that have already been affected by this issue. If your Local Authority has not already used
this script for your online applications (reference KB400291) then please contact the Service Desk.
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A&T Back Office v4

Usability Improvements

KB116797

Improved Performance in A&T v4 Back Office

A&T Back Office has been reported as being slow to respond, and demanding on the network. Generic changes
have been made to the underlying coding infrastructure that supports outgoing requests from the Client
machine.

This has resulted in a significant reduction in the network footprint of the outgoing requests across the
application as a whole and improved performance to acceptable levels in One v3.49. These improvements
were also included in One v3.48.200 Service Pack 2.

Enhancements - Students

KB117732

Students’ Parents/Carers Updated in Back Office
It is now possible to update a student’s carer information via Students | All Students | Carers. This is the
equivalent of the v3 Guardians area.

A new Carers tab has been introduced after the Student History tab to view and manage the carers associated
with a student.

One Home Students Process Bases Reports Administration
Applications E-Application Enquiries

¥ Students = sample Carer 01/01/2000 | male
| Student Name or Unigue Pupil Number /

01/01/2000 e ¥ Active:Yes Student ID: 8901830 NCY (inc offset): & Home LA:

More Options ~ Clear Search A A&T Memo: [ 0 Past Applications Funding LA:

o= Add Mew Student Middle Name: Person Chosen Forename: sample Chosen Sur
1 Students matching "01/01/2000, Male, 8301820, All Current Age: 12/8 NCY Offset: 0 SEN Status:
LAs, Active Studants” UPN: Local UPN: Public Care
o Print Current School:
m Correspondence Address: Student Me:

Carer, sample (M)

a1/01/2000 e

& View Nearest Schools

Applications Summary | Student Basic Details | Special Needs | Student Additional | Student History e =8 Relocation | Public Care

¥ Carer Details = add

Mo Carers found
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A new carer can be added by clicking the Add hyperlink shown on the previous screen shot. This displays the

Person Search and Select dialog:

L{ Person Search

[l [ =

Ferson Name

| NotSpecified v |F‘:'-:-;c:-ce

More Options

| | Include Name History Active

Clear Search Search |

== Add New Person

Gioe

Enter search criteria for a person to add as a carer then click the Search button. An individual can be selected
from the list of people matching the criteria and associated with the student as a carer.

If required, a new person can be added by clicking the Add New Person hyperlink to display the Add New

Person page.

L4, Add New Person

Person Details  JEEBLIERENEETES

7 Edit

¥ Person Details

¥ Person Profile

m
=

Active: Yes
Inactive Date: -
Inactive Reason:

Employee: No
¥ Base Links

Service Term:
Post:
Base:

Ethmicity

Impairments Address

NI Number: -

Reference: -

Personnel: Mo

UDFs

Person Memo: B

Notes: !3

Save

Cancel

The new person’s details can be entered in each of the sections: Person Details, Person Profile, Contact
Details, Ethnicity Details, Impairment Details and Address Details. Base Links is a read only section that

displays the service term, post and base recorded, for example, via the Personnel module.

Once the new person is saved, they will be listed in the person search and can be selected as the new carer.
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The carer-specific information for the new carer can be recorded in the fields below the Carer list.

Students Reports Administration Welcome SYSADMIN | Help | Logout
Applications E-Application Enquiries
T students = sample Carer 01/01/2000 | Male Attt |G more optione.
[sample 7 Edit Student Details
il Active: Yes Student ID: 8901830 NCY (inc offset): & Home LA:
More Options ~ Clear Search m :5;":::‘,:,,,, AT Memo: [ 0 Past Applications Funding LA: Online Incorrect Details: [
o Add New Student Middie Name: Person Chosen Forename: sample Chosen Surname: Carer
1 Students matching "sample, All Lis, Active Students” Cument Age: 1278 NCY Offset: 0 SEN Status:
s Print UPN: Local UPN: Public Care: No

Student Name Postcode  NCY Current School:

Carer, sample (M) Student Memo: [§{

01/01/2000 @

Applications Summary | Student Basic Details | Special Needs | Student Agditional | Student History Ko el Relocation | Public Care

Carer Details % add 1| wide view
1 Carer

Carers Name Parental ibility Financial i ip Contact Order

Sample Ne Ne i Delete

Edit View Dependants ~ UDF
Title: Carer Name: Sample
Parental Responsibility: [7] Financial Responsibility: [
Relationship:
Carer Address: i |

Cancel Save

The dependants of the carer can be viewed using the View Dependants hyperlink and information can be
recorded in User Defined Fields (UDFs) using the UDF hyperlink. UDFs for carers can be defined by System
Administrators in v4 Client Tools | Administration | UDF Management, by selecting the Carer Details entity
name.

Permissions to access and update carer details are granted in v4 Client Tools | Permissions | User Group
Processes by selecting the Student Data main business process and then granting appropriate access to the
Student Carer Details permission. This enables the associated groups of users to update the details of the
record storing the carer’s relationship with the child. In order to update the actual personal details of that
carer, the groups of users will need to be granted a different permission. Select the Person Administration
main business process and grant permission to Person Details.

KB400217

Wide View Option in Students | All Students and Students | Applications
There is now a wide/normal view toggle option in each tab in the Students | All Students and Students |
Applications areas. This is particularly helpful when viewing the Application History or Preference History.

KB118314

Student Search More Options — Changed Default Option and Guidance Text

In Students | All Students Search | More Options, previously the default search selection was Students in
Active Transfer Group. This now defaults to All Students. The guidance wording on this search option has also
changed to Current Application filter so that it describes the purpose of the filter.

KB119624

Students’ Address Details, Including Geocoding, Easily Accessed from Student Summary

Header

In Students | All Students, the label Current Address has been changed to Correspondence Address to reflect
its purpose, and it has been changed to a hyperlink. Clicking on the hyperlink displays the address details
including Geocoding, Start Date, End Date and Telephone Number associated with the address.

The same enhancement is also available in the Students | Applications area, where the Admission Address is
also changed to a hyperlink to provide access to the address details.
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KB118381

Autumn 2012

‘Last Updated’ Information Displayed to Screen for Student Details and Address History.

In Students | All Students | Student Basic Details | Student Profile, the student record’s Last Updated By user
and the date and time are displayed.

In Students | All Students | Student History | Address History, the student’s address record’s Last Updated
By user and the date and time are displayed.

KB119456

Facility to Record Public Care Details and to See Where Students were Formerly In Care

In Students | All Students there is a new Public Care tab enabling users to update the Public Care details of
the student. In order to do this System Administrators need to grant write access to the Students Looked After
Details permission (under the main Student Data business process in v4 Client Tools | Permissions | User

Group Processes).

Applications

Process

: Students

Student Name or Unique Pupil Number
03/09/2002 E 3902997 ‘ Fostcods
More Options ~ Clear Search | Search

o Add New Student

1 Students matching "03/09/2002, Male, 8302357, All
LAs, Active Students®

& Print
New, PublicCare (M) .
0302002

Bases

Reports Administration

E-Application Enquiries

% PublicCare New
./ Edit Student Details
¥ Active: Yes

0 Current
Applications

Student ID: 8902987
ART Memo: [

Middle Name: Student
Current Age: 100
UPN:

Current School:

Correspondence Address:

@ View Nearest Schools

03/09/2002 I Male

NCY (inc offset): 5
0 Past Applications

Home LA:
Funding LA:

Chosen Forename: PublicCare
NCY Offset: 0

Local UPN:

Welcome SYSADMIN | Help

Online Incorrect Details: [

Chosen Sumame: New

SEN Status:

Public Care: No

Student Memo: [§{

| Logout

Alert g5 Mora options... 4

¥ Public Care Details = add

Date first looked afler -~ Edil

To record Public Care details, click the Add hyperlink to enable editing.

Process

Applications

g Students

[ Stug sme or Unique Pupil Num,
03/09/2002 ﬂ |59-J:99’ ‘ _
Mose Options
! Se.

» Add New Student

ili

Clear Search

1 Students matching "03/09/2002, Male, 8902997, All
LAs, Active Students”

by Print

MNew, PublicCare (M)
03/00/2002

Bases

Reports Administration

E-Application Enquiries

= PublicCare New

# Edit Student Details

¥ Active: Yes Student ID: 8902997
0 Current : B
AST Memo:
Applications a7 Meme: [

Middle Name: Student
Cumrent Age: 10/0
UPN:

Current School:

Correspondence Address:

@ view Nearest Schools

03/09/2002 I Male

NCY (inc offset): 5
0 Past Applications

Home LA:
Funding LA:

Chosen Forename: PublicCare
NCY Offset: 0
Local UPN:

Welcome SYSADMIN | Help |

Online Incorrect Details: [

Chosen Surname: New
SEN Status:

Public Care: No

Student Memo: [§{

Applications Summary | Student Basic Details | Special Needs | Student Additional | Student History | Garers | Relocation [N ISeetS

Logout

Alert |G more options... 4

¥ Public Care Details = add

Dale first looked after: .~ £t

No Public Care details found
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Gancel ( Save
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Once the details have been entered and saved the record is displayed in the list:

Pracess

Bases

Reports

Administration

Applications

E-Application Enquiries

T students

| Student Name or Unique Pupil Number
0370912002 [0 [ssv2s9r | [Fostcoae
More Options ~ Clear Search |

Search

o Add New Student

1 Students matching "03/09/2002, Male, 8902957, All
LAs, Active Students’

& Print
Mew, PublicCare (M) g
02/0@/2002

¥ PublicCare New

Fe
¥ Active: Yes Student ID: §902997
0 Current ABT Momo: [§
Applications 23|

Middle Name: Student
Current Age: 1010
UPN:

Current School:

Comespondence Address:

@ View Nearest Schools

03/09/2002 I Male

NCY (inc offset): 5
0 Past Applications

Chosen Forename: PublicCare
NCY Offset: 0
Local UPN:

Home LA:
Funding LA:

Autumn 2012

Welcome SYSADMIN | Heip |

Alert G5 Mare options... 4

Online Incorrect Details: [§{
Chosen Surname: New
SEN Status:

Public Care: Yes

Student Memo: [§{

¥ Public Care Details = add

Date first looked after - 0370872012 _#"Edit

2. - 2. SEE Library Bosrd Accommodated

namer2012

Applications Summary | Student Basic Details | Special Needs | Student Additional | Student History | Carers | Relocation TRy

1 Public care detail found

Where the child was formerly, but is not currently, in public care, this status is displayed on the Students | All
Students and Students | Applications student summary header area. Previously, only a status of Yes or No

was displayed.

Students Process Bases Reports Administration
Applications E-Application Enquiries
% students = PublicCare New
| Student Name or Unique Pupil Number e
03/09/2002 8902997 Postcode ¥ Active:Yes Student ID: 8902997
T i JEEETI Y et preiing
More Options ~ Clear Search Applications :

o Add New Student

1 Students matching "03/09/2002, Male, 8902957, All
LAs, Active Students’

& Print
Mew, PublicCare (M) g
02/0@/2002

Middle Name: Student
Current Age: 1010
UPN:

Current School:

Comespondence Address:

@ View Nearest Schools

03/09/2002 I Male

NCY (inc offset): 5
0 Past Applications

Chosen Forename: PublicCare
NCY Offset: 0
Local UPN:

Home LA:
Funding LA:

Welcome SYSADMIN | Help

Alert (2] More options... 4

Online Incorrect Details: [§{

Chosen Surname: New
SEN Status:

Public Care: Formerly in Public Care

Student Memo: [§{

¥ Public Care Details = ada

Date first looked after - 037082012 #"Edit

2. - 2. SEE Library Bosrd  Accommodated

KB119347

030912012 1110812012 -

e

Applications Summary | Student Basic Details | Special Needs | Student Additional | Student History | Garers | Relocation [ESISeetS
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Welsh LAs Accessing EOTAS Details for Students

The EOTAS flag is now included for Welsh LAs on the Students | All Students | Student Details | Supporting
Details section. This flag indicates that a student is educated other than at school. The EOTAS History is
displayed on the Student History tab.

System Administrators should note that permissions to access and update EOTAS History are governed by the
Edit Student EOTAS History business process under the main Student Data business process in v4 Client Tools
| Permissions | User Group Processes.
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KB118445

Students | Applications, Application Opened Immediately After Selecting Transfer Group

and Selecting Student

Previously, where the Students | Applications search criteria included a transfer group, then if that student
had applications in other transfer groups, after selecting a student, the user was forced to click on the
application link under Current Applications or Past Applications (an unnecessary extra keystroke). The
software has been improved so that when a transfer group is included in the search criteria and the student is
selected, their application details will be opened immediately.

KB118505

Improved Search on In Year Transfer Group to Show Application Status and Filter on

Current Applications

The software has been enhanced to include functionality for searching for In Year applications that was
missing in v4 compared to v3. Now, in Students | Applications, when an In Year transfer group is selected,
then the search defaults to show only current applications (those with an application status not mapped to the
external code CLOS — Closed/Completed). A new Current check box is displayed which is selected by default.
The user can choose to search on all in year applications, including closed applications, by deselecting this box.

The list of search results now includes the application status.

KB400208
Display and Set Up of Pop Up Alerts

Users with write permission to Student Core Data can now define pop-up alerts for individual students in A&T
v4 Back Office Students | All Students via the Alert hyperlink displayed in the top right of the Student
Summary header.

Any alerts set up here are visible against the Student Details anywhere in v4 Client, A&T v4 Back Office or CSS
v4 Online.

Display and Set Up of SQL and Trigger Alerts

In v4 Client Tools | Administration | Alert Definition, it is already possible to define SQL and trigger alerts. For
this release, this area has been enhanced to enable the setup of SQL and Trigger alerts against A&T
applications and preferences.

An Applications context has been added for SQL alerts so it is now possible to define an SQL alert that
executes when the A&T v4 Back Office Students | Applications focus is entered.

Applications and Preferences have been added as tables for trigger alerts, so it is now possible to define
trigger alerts that execute when there are changes to applications. These alerts can send emails, or can create
messages that are displayed after entering A&T v4 Back Office Students | Applications.

In addition, any appropriate alerts set up in v4 Client defined to display against the student are now displayed
in A&T v4 Back Office Students | All Students and Students | Applications as soon as the student is selected
from the list. Previously, student alerts only displayed once the user had selected the Student Basic Details
tab.
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Enhancements - Bases

KB118270

Bases | Receivers — Columns in Preference List Reflect Oversubscription Criteria for

Receiver

Previously in A&T v4 Back Office, the columns in the Bases | Receivers area were fixed and, unlike v3 Manage
Allocations, did not reflect the oversubscription criteria for the selected receiver. Now, the columns include
the oversubscription criteria for the selection in both the main preference list and the Update Ranks window
(for Own Admission Authority schools).

For banded schools where oversubscription criteria is defined at the band level, then when viewing
preferences for a selected band, the columns will reflect the band oversubscription criteria. This is an
enhancement compared to A&T v3.

KB117747

Bases | Receivers — Row Number Column Included to Help Identify Child’s Position on
Waiting List

Previously in A&T v4 Back Office, there was no Row Number column and instead the Rank column was
displayed. The Row Number column has been added to the main list of preferences, immediately before the
Rank column, to help users identify the relative position of a child on the waiting list.

KB119050

Bases | Receivers — Show Offer Counts Includes Overall Totals
The Show Offer Counts window now includes overall totals for each appropriate column.

Enhancements - GIS

KB119841

GISv4 - Support for WMTS Protocol for Map Tiles

One GISv4 already supports TMS and WMS-C protocols for requesting map tiles from GIS map servers. In this
release, support for the WMTS protocol is introduced. This protocol is supported by many GIS map server
applications, including ARCGIS. Please refer to Technical Guide - Deploying v4 GIS Services for details of the
changes to the configuration of One to enable the WMTS protocol.

Note: maps must still be served under HTTPS.

TileServerLinkPattern Improvements

The TileServerLinkPattern is specified in the configuration application for the One application server. It
specifies the URL to be used to retrieve map tiles from the mapping server.

Two improvements have been made for this release:
1. The pattern has been lengthened to 2000 characters.

2. The substitution parameters in the pattern have been made case insensitive, so either upper or lower
case can be used.
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Enhancements - Process | Transfer Groups | Offer
Processing

KB117278

Make Offers Process No Longer Raises Errors Where There are Children not Assigned to a

Band for an Edit Rank (OAA) School

Previously in v4 Back Office Process | Transfer Groups | Students | Offers Processing | Make Offers, it was a
requirement that all children with preferences for a banded school (except for schools in a non-edit rank sub

group that use fair banding) must be assigned to a band before the Make Offers routine could be run. If not,

an error was reported for each of these students.

In line with v3, this validation has been relaxed for edit rank OAA schools, so that the Make Offers process
does not report an error if there are children with a preference for an edit rank school who have not been
assigned to a band. This means that for heavily oversubscribed schools Local Authorities do not need to assign
all students to bands.

Resolved Knowledge Base Issues - Students

KB117583

n Current Applications in Student Summary Header No Longer Displayed as Link

Previously, in the Students | All Students | Student Summary, the information n Current Applications and n
Past Applications was displayed as hyperlinks, but clicking them did nothing. These have now been changed to
text to avoid confusion.

KB119059

Students — Current Address in Student Summary Section Should Only Show

Correspondence Address and Should be Labelled Correspondence Address

In Students | All Students | Applications, the current address displayed in the Student Summary section
previously used slightly different rules than the v3 student address equivalent. In v3 only the correspondence
address is shown here. In v4, either the correspondence address or a non-correspondence address of type
Home has been displayed. In One v3.49 the label is changed to Correspondence Address and only
correspondence addresses are displayed.

The full Address History is also available from the Student History tab.

KB118605

Student’s Current School Displayed Incorrectly as Previous School

This addresses an issue in Students | All Students | Student History. Previously, when a user updated a school
history record that was current but was not for the main registered base, One incorrectly updated the current
school displayed in the Student Summary Header information.

KB118296

Student’s School History Displayed in Correct Order
Previously, in some circumstances, the Students | All Students | Student History | School History records
were not presented in the correct order of reverse start date.
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KB118551

Current Address Updated Immediately When Manually Updating Address History
Previously, when a new correspondence address was manually added for a student in Students | All Students
| Student History, the current address displayed in the Student Details panel was not immediately updated.

KB117717

After Calculating Distances for an Application, New Preference Distance was only

Displayed after Navigating Away and Back Again

Previously, after using the Calculate Catchments & Distances option to calculate the distance for preferences,
the new distance was not displayed immediately on the preference in Students | Applications. Instead the
user had to navigate away from the preference and back again in order to refresh the screen and show the
new distance.

KB400209

Students — Add New Student, List of Potential Duplicate Students Displayed

In Students | All Students | Add a Student, if the forename, surname, gender and DOB are the same as one or
more students already on the database, then the existing students with matching details are listed so that the
user can avoid adding a duplicate. Previously, One warned that there were n matching students but did not
display the actual student details in the list below the warning.

KB118516

Students | Applications, Change Search Criteria, Listing Issue
Previously, when a search was carried out for a specific transfer group in Students | Applications and the user
then selected a different transfer group, the list of students was not cleared.

KB119621

Students | Applications, Search on Applications with an Application Reference

Previously, when searching for applications for a specific transfer group in Students | Applications, then with
the search criterion of Applications with an Application Reference option selected (this is within the More
Options section), then the search could incorrectly return students with an application, but no application
reference in the selected transfer group. This occurred if the students also had an application with an
application reference in a different transfer group. This search will now only return students with an
application reference in the selected transfer group.

KB400295

Students | Applications - Error during Get Applicant Transfer Details / Base Class may not
have more than one row

Previously, some Local Authorities experienced an issue for some applications where, when a user clicked to
open the current application details in Students | All Students | Current Applications, error messages were
displayed:

Error during Get Applicant Transfer Details
Base Class may not have more than one row

These messages prevented the user from updating the application and were caused by the presence of
erroneous duplicate applicant records associated with the application. The records were created when
performance was slow so a timeout message was displayed while in the process of saving, and the applicant
details were then manually added. The underlying cause of this has been resolved in this release to prevent
creation of duplicate applicant records.
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A script is available from the Service Desk (reference KB400295) to remove duplicate applicant records that
may have already been created on your system erroneously. System Administrators should ensure that this
script is run, ideally before your Local Authority upgrades to v3.49. This script can be run more than once.

KB400329

Students | Applications, ‘Received Date cannot be greater than the Entered Date’

validation removed for an In Year transfer group

Previously, the system would not allow entry of an Application Received date which was later than the
Entered date. This validation is appropriate for normal transfer groups. However, it is not appropriate for in
year transfer groups, because it prevents an Application Received date being recorded for a second in year
application within the same year for a student. This is because the Entered date would be automatically set to
the Entered date for the first application. This validation has now been removed for in year transfer groups.

KB400380

Error when trying to withdraw an In Year application
Previously, when trying to withdraw an in year application from Students | Applications, an error was
encountered:

ORA-06502: PL/SQL numeric or value error: character string buffer too small

KB119081

Preference History, order by Last Updated date corrected
Previously, when ordering Students | Applications | Preference History on Last Updated, the order was
incorrect.

KB118802

Students | Applications - Visibility of long warning message
Previously, where the screen was set to the minimum screen resolution of 1024 x 768, a long warning
message, displayed when changing preference ranks, was not entirely visible.

KB400047

Relocation Schools Approached - Enter partial name - autosuggest was not displaying all

expected matched results for selection

Previously, when adding a School Approached record in Students | All Students | Relocation, and entering
part of the school name in the School Approached field, only the child’s current school was suggested, not the
names of other schools.
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Resolved Knowledge Base Issues - Bases

KB119618

Bases | Receivers — Update Ranks, correction to validation on duplicate ranks

Previously, when updating ranks for an Own Admission Authority receiver, One was only validating for
duplicate ranks for those ranks used in the current selection filter. One now checks for duplicates across all
ranks for the selection (receiver, band or NCY).

KB119263

Bases | Receivers |Export — Some fields included in the export in v3 were not included in

v4
The files created by the export process in Bases | Receivers now contain 20 extra fields that were originally
available when using v3 Manage Allocation | Print to File.

Bases | Receivers — Viewing Offer Details for Coordinating Local
Authority’s Banded Receiver

Scenario: An ALT file has imported offer information for a banded coordinating Local Authority Receiver, e.g.
main offer status of Offer, with ability band offer status of No Offer and mainstream band offer status of
Offer. No Band Details have been set up in Base Details for the coordinating Local Authority’s receiver.

The information is correctly imported, with the main offer status being set to Provisional (as per the import
rules), the ability band offer status to No Offer and mainstream band offer status to Provisional. Previously,
when viewing this information in the Bases | Receivers area, two records were displayed for the student, both
with the status of Provisional, which was incorrect.

Expected result: Since no Band Details have been set up for the base in the home system, then the preference
should only be listed once, with the main offer status of Provisional. (Our ref: ANT-8659).

KB117540

Bases | All Bases | PAN & Vacancies - first search doesn't retrieve PAN details, shows

blank even though PAN details are displayed
In some circumstances, when searching for a school with PAN details already saved for the selected year, these
were not displayed after the first search.

KB119219

Bases | All Bases - Vacancies for In Year, Process Periods list displayed in wrong order
This addresses an issue in Bases | All Bases | PAN & Vacancies. Previously, when a user clicked on the
Application Closing Date magnifying glass icon to open a window showing process periods, the process
periods were not displaying in sequential order of Start Date.

KB400035

Adding Base Vacancies for In Year transfer groups

This resolves an error introduced with 3.48 Service Pack 1 when a user tries to add vacancies via Bases | All
Bases | PAN & Vacancies. Previously, after selecting the process period, entering the vacancy numbers and
clicking on Save, an error message was displayed:

Capita One - Error during Save Vacancy, An unused scenario
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KB118446

Bases | All Bases — clicking on URL with http:// already included caused another http:// to

be added to the path in the browser
If the URL for a base included http:// in the saved string, and the URL was clicked in A&T Back Office, the
system opened the browser window and incorrectly appended an extra http:// to the URL string.

Resolved Knowledge Base Issues - GIS

KB400219

GIS Geocoding an address where browser zoom is not 100%

When setting geocodes in Address Manager | Edit Address | View on Map using the Position or Re-position
option, previously the correct Eastings and Northings were not recorded if the browser zoom level was not
100%. The map modal window will now always have a browser zoom level of 100%, whatever the setting of
the browser zoom level of the calling window. It is still possible to zoom the map within the modal window.
(Our ref: ANT-9108).

KB118568

Bases | Nearest School Search
Previously, if a school had a site with a gate and the gate was geocoded on the road network, but the site was
geocoded just off the road network, then the Nearest School search did not list the expected schools.

KB400210

GIS Administration - Editing the Ordnance Survey Licence Key
Previously, changes to the Ordnance Survey Licence Key in Administration | GIS could be lost.

Resolved Knowledge Base Issues - Process | Transfer
Groups

KB118200

Student Selection routine could duplicate applications if timeout was encountered

A customer using a previous version reported that when running the Process | Transfer Groups | Students |
Student Selection | Add Students process they received a timeout error, and when restarting the process,
each student was added to the transfer group twice. The routine has now been enhanced so that it is not
possible to start more than one process running this routine for a transfer group.

Status messages are now displayed on-screen as this routine is in progress.

KB400066

'x students in this Transfer Group' now displayed as text not hyperlink
The text “x students in this Transfer Group” on Process | Transfer Groups | Students is now displayed as plain
text.

Incorrect Error Message

Transfer Group | E-App Settings — Editing of Basic Details — incorrect error message

appears on Save after editing
When editing the Process | Transfer groups | E-App Settings | Basic Details (e.g. Online Label for Transfer
Group, Starting Date, Closing Date), then clicking the Save button, an incorrect error message was displayed:
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Are you sure you want to change the version the Online Application Import uses?

Local Authorities Using A&T v4 Online to Support
Parents/Carers Making Online Applications

Usability Improvements

KB119840

A&Tv4 Online/Back Office - enable the Public Care/Looked After question in the online
form to be configurable so that English Local Authorities can refer to children previously in

care

The most recent DfE Code of Admissions for English Local Authorities advises that priority must be given to
children who are either currently or, in certain circumstances, were previously in public care. The question in
the A&T v4 Online form’s Child Details page that asks about public care status has not been configurable until
now and refers only to children currently in care. The English language wording of the question is:

Is your child registered as being in the care of a Local Authority e.g. are they fostered or a ‘Looked
After’ child?

There is also a Welsh language equivalent.

This release enables Local Authorities to configure the wording of this question. In A&T v4 Back Office
Administration | Applications | Online Parameters | Website Text there is a new option to specify the
wording of the Public Care Question. This can be recorded in both English and Welsh for Welsh Local
Authorities. By default this memo area will be empty. If the Local Authority does not record any text here, then
the existing wording for the question will be displayed in the online form.

KB119677

Entering applications using ‘No UID’ -enhanced automatic matching to improve security
When applications are entered using the No UID method, One needs to automatically match the entered
student details based on all of name, gender, date of birth and address. From v3.46 onwards, address was not
used in the matching process. Therefore, a member of the public entering the name, gender and date of birth
of a child could have gained access to their address and current school details while making an online
application.

KB400211

Searching for current schools and preference schools — change of default options to

remove postcode outcode

Previously, the default search parameters for the current and preference school search included the postcode
outcode from the student’s address. This default has now been removed. The postcode outcode will no longer
be shown by default. Applicants need to enter search parameters and click on Search.

KB400212

Searching for preference schools — enable the Home Local Authority to control which
other Local Authorities’ schools will be displayed for selection as preference schools

By default, all open schools in the UK Bases database that are relevant to the child’s age and transfer group are
available for selection as preference schools. In response to requests primarily from Welsh Local Authorities,
we have introduced the ability for the Home Local Authority (from any locale) to restrict which other Local
Authorities’ schools will be displayed for selection as preference schools to online applicants.

A facility has been introduced in the Display and Email Options section of A&T v4 Back Office Administration |
Applications | Online Parameters. This enables the Home Local Authority to choose to exclude or include
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specific other Local Authority schools and also to exclude or include all schools recorded for a specific locale
(e.g. English or Welsh).

If the Display schools from value is used, only schools specified in the list will be available for applicants to
choose from when selecting their preferences in A&Tv4 Public Facing Online. If the Display all schools except
those from value is used, all schools from UK bases, except those specified in the list, will be available for
applicants.
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KB400221

System-generated emails to applicants — Welsh Local Authorities can now set the order of
language text globally — either Welsh then English, or English then Welsh

For Welsh Local Authorities, in A&T v4 Back Office Administration | Applications | Online Parameters |
Display and Email Options, there is a new parameter, Order of Text in Online Application Emails. This has the
options Welsh followed by English and English followed by Welsh (the latter will be the initial default). This
global setting will affect all A&T Online emails generated automatically by One.

The setting of this parameter will affect the order of presentation of language elements in the subject line and
in the body of the email. Also, the first line of the body of the email will use appropriate wording — currently
this reads:

Please scroll down to read this email in Welsh.
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KB400229

Supporting In Year Applications online - new option for configuring text displayed online

to explain your Local Authority’s in year admissions processes

When a parent/carer makes an online application for an in year place, after entering the child’s date of birth,
the next screen can now include content defined locally by the Local Authority to explain its In Year admissions
processes. This appears below the Date Place Required field. The Local Authority can specify this text in A&T
v4 Back Office Process | Transfer Groups | E-App Settings | Online Text in the In Year Transfer Process
Description memo.

There is also a Welsh language equivalent.

KB400213

Enhanced configurable content for submission & response emails

Previously, only the Offer Information email could include content defined by the Local Authority. Following
consultation with Local Authorities, the following emails have now been enhanced so that the Local Authority
can define text to include at a specific point in the standard email text:

e  Submission Confirmation email: generated individually when a parent submits their application.

e Reminder to Submit Application email: generated in bulk n days before the transfer group
application closing date to all parents who have started to record an online application but it is not in
a submitted state.

e Resubmission Reminder email: generated individually when a parent has amended the application
but not re-submitted it.

o Resubmitted Application Confirmation email: generated individually when a parent re-submits their
application.

e Offer Response Confirmation email: generated individually when parent makes responses to offers
online.

e Reminder to Respond to Offer email: generated in bulk n days before the transfer group response
closing date for all parents who have made an online application but have not yet made a response
online or had one recorded in the main database tables.

For Welsh Local Authorities, this configurable text can be defined in English and Welsh.

The configurable text is specified separately for each transfer group in A&T v4 Back Office via Process |
Transfer Groups | E-App Settings | Online Text. Where no text is specified then the current wording is used in
emails. Where text is specified for an email within a transfer group, then this replaces a specific paragraph of
standard text as shown in the following examples.

In order to ensure conformity of operation across all these emails, the configuration of the Offer Information
email has changed. Previously, the content defined by the Local Authority for offer information was inserted
into the Offer Information email as a new paragraph. Now it will replace a standard paragraph. This is also
shown in the following examples.

WARNING: It is important to note that any existing offer information content that a Local Authority has
defined for any active transfer group should be reconfigured via the Offer Information memo on A&T v4 Back
Office Process | Transfer Groups | E-App Settings | Online Text to ensure that the format of the Offer
Information email remains acceptable.

Examples of the emails which have been enhanced to allow configurable content are included in the following
section.
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Online Applications — Examples of Enhanced Emails To Allow
Configurable Content

Emails relating to making an application for a school place have been enhanced to allow some configurable
content. Examples of these emails are included here, with the inserted user defined content shown in italics.

Reminder to Submit email
The standard paragraph (which is replaced by text in italics in the example below) reads:

You currently have an Online Admissions Application Form that has not been submitted. In order for
the application to be considered by the Local Authority you must login to our service and submit your

application.
From: Sent: MNone
To:
Cac
Subject: Reminder to Submit your Application - <Local Authority> Online Admissions

Dear Mr Online Applicant,

Child's Name: Child Name
Date of Birth: dd/mm/yyyy

This paragraph is new text that has been defined for the Reminder to Submit Application email within
the settings for the transfer group. If text is defined, it will appear in this place in the email and will
replace the standard paragraph that appeared in this place in earlier versions of One. If the standard
paragraph is required with no extra text, then the Reminder to Submit Application parameter should be
left blank. If the standard text is required with some additional text, then both should be entered in the
Reminder to Submit Application memo for the transfer group.

If you can see a link below, please click on it to open our service, otherwise please copy and paste the
text into your Internet browser..

Hyperlink to Online Application System

Once logged in click on the "Submit Application Now' link on the Home Page. This will take you to the
‘Terms and Conditions' page, please make sure you click on the 'Submit' button there.

To complete the submission, you will need to confirm that you accept our terms and conditions.

Please note that you have n day(s) to submit your Online Admissions Application Form. This
online service will not be available after dd/mm/yyyy hh:mm.

If you have posted a paper copy of the Application Form please disregard this reminder.

Kind regards,
Admissions Administrator

IMPORTANT - PLEASE DO NOT REPLY TO THIS EMAIL AS IT MAY NOT GO TO YOUR LOCAL
AUTHORITY.
TO CONTACT US, PLEASE SEE THE DETAILS BELOW

Contact Us by using the reply address on this email, or via our website
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Submission Confirmation email
The standard paragraph (which is replaced by text in italics in the example below), reads:

Your application has been received by the <Local Authority> School Admissions Team and does not
require any further action by you in order for it to be processed. However, if additional evidence or
information is required for the schools you have expressed preferences for e.g. medical/baptism
certificates or supplementary forms, you will need to supply them.

From: Sent MNone
To:
Cc
Subject: Submission Confirmation - <Local Authority> Online Admissions
lix]
Child's name: Child Name -

Date of Birth: dd/mm/yyyy
Dear Mr Online Applicant,

Thank you for submitting your application for a school place.

This paragraph is new text that has been defined for the Submission Confirmation email within the
settings for the transfer group. If text is defined, it will appear in this place in the email and will replace
the standard paragraph that appeared in this place in earlier versions of One. If the standard paragraph
is required with no extra text, then the Submission Confirmation parameter should be left blank. If the
standard text is required with some additional text, then both should be entered in the Submission
Confirmation memo for the transfer group.

You have expressed preferences for the following schools in this order of priority:

Rank| School Name Address
1 Preferred School 1 Preferred School 1 Address
2 Preferred School 2 Preferred School 2 Address =

If you wish to change the details of your application, you may do so by logging back into the School
Admissions Service at any time until hh:mm on dd/mm/yyyy.

If you can see a link below, you may click on this to open our service, otherwise please copy and paste
the text into your Internet browser.

Hyperlink to Online Application System

Notification of your school place offer:-

When you made your application, we gave you a choice about the way your school place offer will be
communicated to you on dd/mm/yyyy.

You chose to receive your school place offer via email.

To change your chosen method, please contact us using the contact details below.

Kind regards,
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Reminder to Resubmit email
The standard paragraph (which is replaced by text in italics in the example below), reads:

You have not re-submitted the application after making your changes. This means that as far as the
Local Authority is concerned, the application is NOT yet completed.

From: Sent: MNone

To:
Co
Subject: Resubmission Reminder - <Local Authority> Online Admissions
D Mr Online Applicant v
ear Mr Unline Applicant, a3

Child's Name: Child Name
Date of Birth: dd/mm/yyyy

Thank you for editing your application using the Online Admissions Application Service.

This paragraph is new text that has been defined for the Resubmission Reminder email within the
settings for the transfer group. If text is defined, it will appear in this place in the email and will replace
the standard paragraph that appeared in this place in earlier versions of One. If the standard paragraph
is required with no extra text, then the Resubmission Reminder parameter should be left blank. If the
standard text is required with some additional text, then both should be entered in the Resubmission
Reminder memo for the transfer group.

To complete the application you must log back in to the website and re-submit the application by
dd/mm/yyyy hh:mm.

If you can see a link below, please click on it to open our service, otherwise please copy and paste the
text into your Internet browser. Once logged in click on the 'Submit Application Now' link on the Home
Page. This will take you to the 'Terms and Conditions' page, please make sure you click on the 'Submit’'
button there.

Hyperlink to Online Application System

To complete the submission, you will need to confirm that you accept our terms and conditions.

Your application now states preferences for the following schools:

Rank| School Name Address
1 Preferred School 1|Preferred School 1 Address
2 Preferred School 2|Preferred School 2 Address

Kind regards,
Admissions Administrator

IMPORTANT - PLEASE DO NOT REPLY TO THIS EMAIL AS IT MAY NOT GO TO YOUR LOCAL AUTHORITY. [+

4 ] 4
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Resubmitted Application Confirmation email
The standard paragraph (which is replaced by text in italics in the example below), reads:

Autumn 2012

Your application has now been submitted to the LA and does not require any further action by you in
order for it to be processed. However, if additional evidence or information is required for the schools
you have expressed preferences for e.g. medical/baptism certificates or supplementary forms, you
will need to supply them.

Capita One

From: Sent: None
To:
Cc
Subject: Resubmitted Application Confirmation - <Local Autharity> Online Admissions

Child's name: Child Name
Date of Birth: dd mm yyyy

Dear Mr Online Applicant,
Thank you for re-submitting your application using the Online Admissions Application Service.

This paragraph is new text that has been defined for the Resubmitted Application Confirmation email
within the settings for the transfer group. If text is defined, it will appear in this place in the email and
will replace the standard paragraph that appeared in this place in earlier versions of One. If the
standard paragraph is required with no extra text, then the Resubmitted Application Confirmation
parameter should be left blank. If the standard text is required with some additional text, then both
should be entered in the Resubmitted Application Confirmation memo for the transfer group.

Your application now states preferences for the following schools:

Rank| School Name Address
1 Preferred School 1 Preferred School 1 Address
2 Preferred School 2 Preferred School 2 Address

Notification of your school place offer:-

When you made your application, we gave you a choice about the way your school place offer will be
communicated to you on dd/mm/yyyy.

You chose to receive your school place offer via email.

To change your chosen method, please contact us using the contact details below.
Kind regards,

Admissions Administrator

IMPORTANT - PLEASE DO NOT REPLY TO THIS EMAIL AS IT MAY NOT GO TO YOUR LOCAL AUTHORITY.
TO CONTACT US, PLEASE SEE THE DETAILS BELOW:

Contact Us by using the reply address on this email, or via our website

4 il
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Offer email
The standard paragraph (which is replaced by text in italics in the example below) reads:

Autumn 2012

The Local Authority's allocation process has resulted in the following for each of the preferences you

expressed in your application:

From: Sent: MNone
To:
Ce
Subject: Offer Information - <Local Authority> Online Admissions

Dear Mr Online Applicant,

Child's Name: Child Name
Date of Birth: dd/mm/yyyy

Your child has been offered a place at Preferred School 1.

This paragraph is new text that has been defined for the Offer Information email within the settings for
the transfer group. If text is defined, it will appear in this place in the email and will replace the
standard paragraph that appeared in this place in earlier versions of One. If the standard paragraph is
required with no extra text, then the Offer Information parameter should be left blank. If the standard
text is required with some additional text, then both should be entered in the Offer Information memo
for the transfer group.

Rank

School Name

Address

Offer Status

1

Preferred School 1

Preferred School 1 Address

Place Offered

2

Preferred School 2

Preferred School 2 Address

Not Offered

You will need to respond to the offer, this can be done by clicking on the hyperlink below to respond to
the offer information up until the closing date hh:mm on dd/mm/yyyy

If you can see a link below, you may click on this to login to our service, otherwise please copy and
paste the text into your Internet browser.

Hyperlink to Online Application System

Thank you for using the (Local Authority) Online Admissions Application Service.

Kind regards,
Admissions Administrator

IMPORTANT - PLEASE DO NOT REPLY TO THIS EMAIL AS IT MAY NOT GO TO YOUR LOCAL AUTHORITY.
TO CONTACT US, PLEASE SEE THE DETAILS BELOW

Contact Us by using the reply address on this email, or via our website
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Reminder to Respond to Offer email
The standard paragraph (which is replaced by text in italics in the example below) reads:

With regards to your admissions application we have not yet received your response to the offer
made.

From: Sent. None
To:

Cc

Subject: Parent/Carer Reminder to Respond to school place offer - <Local Authority> Online Admissions

Es|

Dear Mr Online Applicant,

Child's Name: Child Name
Date of Birth: dd/mm/yyyy

This paragraph is new text that has been defined for the Reminder to Respond to Offer email within the
settings for the transfer group. If text is defined, it will appear in this place in the email and will replace
the standard paragraph that appeared in this place in earlier versions of One. If the standard paragraph
is required with no extra text, then the Reminder to Respond to Offer parameter should be left blank..
If the standard text is required with some additional text, then both should be entered in the Reminder
to Respond to Offer memo for the transfer group.

Your child has been offered a place at Preferred School 1.

This is a reminder that you can log into the admissions website by clicking on the hyperlink below to
respond to the offer information up until the closing date (hh:mm on dd mm yyyy).

However, if you click on the text below and it does not open the Online Admissions Service, please
copy and paste it into your Internet browser.

Hyperlink to Online Application System

OFFER INFORMATION

Rank| School Name Address Offer Status
1 Preferred School 1|Preferred School 1 Address|Place Offered
2 Preferred School 2|Preferred School 2 Address|Not Offered

Kind regards,
Admissions Administrator

IMPORTANT - PLEASE DO NOT REPLY TO THIS EMAIL AS IT MAY NOT GO TO YOUR LOCAL AUTHORITY.
TO CONTACT US, PLEASE SEE THE DETAILS BELOW

Contact Us by using the reply address on this email, or via our website =
4 1l »
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Offer Response Confirmation email
The standard paragraph (which is replaced by text in italics in the example below) reads:

Your responses have been received by the <Local Authority> School Admissions Team. Depending on
your responses we may need to contact you further.

From: Sent: Mone

To:
Cc
Subject: Offer Response Confirmation - <Local Authority> Online Admissions

53

Dear Mr Online Applicant,

Child's name: Child Name
Date of Birth: dd/mm/yyyy

Thank you for responding to our school place offer.

This paragraph is new text that has been defined for the Offer Response Confirmation email within the
settings for the transfer group. If text is defined, it will appear in this place in the email and will replace
the standard paragraph that appeared in this place in earlier versions of One. If the standard paragraph
is required with no extra text, then the Offer Response Confirmation parameter should be left blank. If
the standard text is required with some additional text, then both should be entered in the Offer
Response Confirmation memo for the transfer group.

Your responses have been submitted as follows:

Rank| School Name Address Offer Status Response £
1 Preferred School 1 Preferred School 1 Address Place Offered | Accept
2 Preferred School 2 Preferred School 2 Address Not Offered No Response

to make

No supporting text has been recorded against any preference.
If you wish to make a change to these responses please log back into the admissions website where
you can change your responses until hh:mm on dd/mm/yyyy.

Kind regards,

Admissions Administrator

IMPORTANT - PLEASE DO NOT REPLY TO THIS EMAIL AS IT MAY NOT GO TO YOUR LOCAL AUTHORITY.
TO CONTACT US, PLEASE SEE THE DETAILS BELOW:

Contact Us by using the reply address on this email, or via our website
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Resolved Knowledge Base Issues

The following issues have been resolved in this release.

KB400135

Public Care question only showing letter F
After implementing One 3.48 SP1, the default wording for the public care question was incorrectly set to F. The
default wording has now been restored to:

Is your child registered as being in the care of a Local Authority
e.g. are they fostered or a 'Looked After' child?

Local Authorities in England should update this text to reflect the current DfE Code of Admissions.

KB400247

Local Authority user making online application on behalf of parent with One Online A&T
Application

Where a Local Authority user was using One Online A&T Application to make an online application on behalf
of a parent, after entering the child’s details and selecting the transfer group an unexpected error message
was displayed and the application could not be made.

Button Wrongly Positioned

When making an application in the Welsh language, the Dim RhAU button (the equivalent of the No UID
button) was previously misaligned to cross the border of the user interface.

KB400057

Date of Birth out of transfer group range message included duplicated text 'If you are still

having problems...'
After entering a Date of Birth that is outside the expected age range for any of the transfer groups available for
selection online then the system prompt incorrectly included some duplicated text as follows:

Have you entered the correct date of birth? If not, please try again. If you are still having problems or
are not sure what to do, please

If you are still having problems or are not sure what to do please Contact us.

KB400042

When navigating to Child’s Address page, system defaulted to the bottom of the page

rather than the top
Previously, One displayed the bottom of the Child’s Address page by default, so the prompt to confirm the
child’s address was not immediately displayed until the user scrolled to the top of the page.
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KB400129

Child Details page - using the Back and Next buttons causes the address to be displayed

One v3.48.200 Service Pack 2 included a change related to KB119677. The wording for this KB in the v3.48.200
Service Pack 2 notes is as follows:

KB119677 A&T Online - Entering online applications using ‘No UID’ - Enhanced automatic matching
to improve security

When online applications are entered using the ‘No UID’ method, the system needs to automatically
match the entered student details based on all of Name, Gender, Date of Birth and Address.
Previously in versions from 3.46, Address was not used in the matching process which meant that a
member of the public entering the name, gender and date of birth of a child could have gained access
to their address and current school details while making an online application where those details
exactly matched exactly 1 student already associated with the transfer group. With this Service Pack,
Address is now included in the matching process. This means that the member of the public has to
enter all of Name, gender, Date of Birth and Address before the student is matched and then the
system would display their Current School if recorded.

An issue was found in relation to this. When an applicant started to make an application using the No UID
method, they entered the date of birth, selected the transfer group and entered the child’s basic details. When
they navigated to the Address page, the address was, correctly, not displayed. However, if the applicant then
used the Back button to return to the Child’s Details page, and then the Next button, then in this specific
scenario, if the child’s name, gender and Date of Birth exactly matched those of a student already in the
transfer group, then the Address was displayed.

KB400291

Online application’s current school missing / Oracle error on matching student
Previously, there was an error when the applicant had selected a current school present in the UK Bases
National Database of Schools, then subsequently revisited the Current School page, e.g. when editing a
submitted application or when choosing Finish for now and come back later before submitting their
application. In these scenarios the system identifier for the UK base was being replaced with the local bases
table equivalent value for that school. The symptoms for this included the following:

e  Current base from the online application appeared to have disappeared. This could affect a parent
reviewing their application online, or a Local Authority user viewing the online application details in
either A&T v3 or A&T v4 Back Office via the E-Applications area.

e When adding unmatched students in v3 via Tools | Manage E-Applications | Unmatched Students.
When selecting and clicking on New student, an error log was displayed, showing an Oracle error.

This release resolves the underlying cause of the issue to prevent this happening when applicants edit online
applications in the future.

System Administrators please note that the Service Desk has a script to identify and, in most cases fix, online
application records that have already been affected by this issue. If your Local Authority has not already used
this script for your online applications (our reference KB400291) then please contact the Service Desk.

KB400198

Searching for current schools — can show duplicate base where the UK Bases table has an

open and closed record for the school (e.g. where school has changed to Academy status)
Previously, where there were two entries in the UK Bases National Database of Schools for a given school (e.g.
one closed and one open because the school had recently changed to Academy status), then this school could
be listed twice on the Current School search page.
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KB119705

Searching for preference schools — Search by selecting specific other Local Authority
Previously, where the Schools located in filter was used to select from schools in a specific other Local
Authority, the returned list of schools incorrectly included some home Local Authority receivers in the selected
transfer group.

KB119655

Preference Reasons page — for Other Local Authority schools, missing Staff Child question
Previously, after selecting a preference school that was not identified as a receiver in a sub group for the
transfer group (e.g. for an Other Local Authority school), the Preference Reasons page did not include the
reason statement as follows:

I am selecting this school because <forename> is a child of a member of staff currently working at this
Preference School’ (Yes/No)

KB400126 Transfer group description displayed in English rather than Welsh

When making an application in the Welsh language, the description for the transfer group was displayed in
English rather than Welsh. This description is defined in A&T v4 Back Office Process | Transfer Groups | E-
Application Settings | Basic Details | Online Label for Transfer Group.

KB400127

Printable Application Summary - special reasons displaying in English rather than Welsh
This occurred when viewing and printing the application summary in the Welsh language. If there were any
online special reasons defined as preference reasons for the sub groups associated with the selected
preference schools, then the special reason label and description on the printable application summary were
displayed in English rather than Welsh. Special reason online labels and descriptions are defined in A&T v4
Back Office Process | Transfer Groups | Sub Groups | Special Reasons.

KB119874

Special reason labels and descriptions displaying in English rather than Welsh
Previously, the special reason labels and descriptions on the Welsh language version of the Preference
Reasons page were displaying in English rather than Welsh.

KB400331

Special reason text displaying in English rather than Welsh

Previously, on the Welsh Language version of the Preference Reasons page, where the applicant had elected
to hide the special reason details, some phrases e.g. “You have selected” were displayed in English rather than
Welsh.

Oversubscription Criteria Memo Text Displaying Incorrectly

Oversubscription Criteria memo text displaying in English rather than Welsh
Previously, on the Welsh Language version of the Preference Reasons page, the Oversubscription Criteria
memo text was displayed in English rather than Welsh.

KB119878

Terms & Conditions text displaying in English rather than Welsh
Previously, on the Welsh Language version of the Submission page, the Terms & Conditions text was displayed
in English rather than Welsh.
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KB400128

Terms and Conditions displayed in English instead of Welsh

This occurred when making an application in the Welsh language. Although the terms and conditions were
correctly displayed in the Welsh language when first viewed, if the applicant did not initially click to accept
them, but instead continued and then chose to submit, then when the screen was refreshed the terms and
conditions were displayed in English instead of Welsh.

KB118137

Offer Response Confirmation emails — correction to Local Authority name

Previously, in the sentence, “Your responses have been received by the <LA Name> Schools Admissions team”,
the Local Authority Name was incorrectly taken from a preference base Local Authority rather than the home
Local Authority. Now the home Local Authority name is displayed.

KB119869

Contact us details in emails displaying in English rather than Welsh
Previously, in the Welsh language versions of the system-generated emails to applicants, the Contact us details
were displayed in English instead of Welsh.

KB400124

Incorrect ‘Please scroll down to view this email in Welsh’ text in English Registration and

Password Reset emails

The registration and password reset emails for English Local Authorities mistakenly included the words,
"Please scroll down to view this email in Welsh". This text has been removed from the English Local Authority
emails.

KB400345

A&T v4 Back Office Import of Online Applications — when a problem with importing one
application was encountered, this prevented other applications from also being imported
Previously, where the process for importing online applications encountered an issue with an individual
application that it was unable to import, then any other online applications queued behind this would also not
be imported. The process has now been changed so that if an individual application cannot be imported (for
unforeseen reasons), then the system will continue to import other online applications.

Also, where Local Authorities have experienced this issue, we are working to identify the cause for the system
being unable to import specific applications so that these can be eliminated. Local Authorities are advised to
run reports to check for any online applications not imported, so that if individual applications are found, these
can be added manually into the main database.

KB115963

A&Tv4 Back Office Import of online applications where preference base was not in the

Bases table, application flagged as not imported when it has been imported

This addresses an issue when importing online applications. Previously, when an application was imported
with a preference base that was not in the Bases table (instead it was selected from the UK Bases table), then
when importing the application details the Imported flag was incorrectly set to false instead of true. This
implied that the application had not been imported, when in fact it had been imported.

KB400218

Process | Incoming Students | Unmatched — current school name display
Previously, the current school was not always displayed on the Process | Incoming Students | Unmatched tab.
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KB119831

Process | Incoming Applications | Multiple Applications - some applications incorrectly
flagged as multiple applications

Where all of the following conditions were met, then the student's online application was incorrectly flagged
as a multiple application in Process | Incoming Applications | Multiple Applications:

e there was an online application for the matched student

and

e in A&T Back Office there was a system generated preference (e.g. preference 20) for the application
for the same child in the same transfer group but no parental preferences

and

e there was an application for the same student in another transfer group (e.g. a previous application)
which had parental preferences.

Adding New Students when Current School is not in Bases List

Processing Incoming Students — issue with adding new students where the current school

from the online form did not exist in the Local Authority’s bases list

The Add New option in Process | Incoming Students | Unmatched to add a new student based on the
incoming online application details, previously did not work in the specific scenario where the current school
identified in the online form was not listed in the Local Authority’s Bases database, but instead had been
selected from the UK Bases National database. This did not affect the import and processing of reception year
online applications where the applicant was not prompted to select the current school. (Our ref: ANT-10176).

Import of Online Applications: Sibling Addresses

If the data processing rule for managing the import of addresses is Import if null, otherwise put in conflict and
there is a preference with sibling details where the sibling is matched to an existing person in One who has at
least one address linked to them, then the sibling address for that preference was previously not imported.
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A&T 3.48

Introduction

The One 3.46 release (December 2011) included the launch of ‘A&T Back Office’ in v4 Online which provides
Local Authorities with processes to manage Admissions Applications in a new Online interface. The document
called ‘Advice to LAs Migrating A and T to v4’, which can be found in the Documentation (v4 Users) folder on
the DVD, provides full information on the migration to v4, including where to find processes in v4 and advice
on setting of permissions. Local Authorities should use that document as the main source of reference for
migrating Admissions & Transfers to v4.

In the One 3.47 release some enhancements were made to both ‘A&T Back Office’ and ‘A&T Online’. Please
refer to the 3.47 Product Notes for details.

In the One 3.48 release further enhancements have been made to both ‘A&T Back Office’ and ‘A&T Online’ in
response to feedback from LAs and changing statutory requirements. These are summarised below and are
then described in more detail in the following pages.

Summary of Improvements in v4 ‘A&T Back Office’ in 3.48

New oversubscription criteria
Support for new oversubscription criteria: Pupil Premium flag, Staff Child flag, Social flag and Medical flag in
set up and offer routines

KB118023

New facility to use User Defined Fields at the Application level

KB117692

Student Memo has been added to Student Details in Students | All Students
KB116931

Improved process for editing Memos

KB118382

Adding Students process is now improved in Students | All Students
KB119202

Fix to an issue with adding new students and this causing the associated address to lose its geocoding details.
KB117732

New (view only) Carers tab in Students | All Students to provide read access to Parent/Carer data (formerly
referred to as Guardians in v3)

KB117833
SEN Status has been added to the Application summary in Students | Applications

KB117714

New option to ‘select/de-select all’ when managing Feeders and Receivers via Process | Transfer Groups

Student Searches
Improvements to searches in Students | All Students and Bases | Receivers
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For LAs using ‘A&T v4 Online’ to support Parents/Carers to make
Online Applications, enhancements in 3.48

KB117422

New Students | E-Applications Enquiries search in Back Office area to support LA officers to deal with
telephone enquiries from parents/carers about making online applications

Variable Sibling definitions
Support for variable Sibling definitions across different schools within A&T Online v4 application

Online Application
Online Application full Submission History now accessible in Back Office

Improvements to searches
Improvements to searches in Process | Incoming Applications | Multiple Applications and Process | Incoming
Applications | Exceptions

A&T v4 Back Office Enhancements

Support for new oversubscription criteria: Pupil Premium flag, Staff
Child flag, Social flag and Medical flag

When setting oversubscription criteria for a Subgroup of Receivers (via Process | Transfer Groups | Subgroups)
or for a Banded school’s Bands (via Bases | All Bases | PAN & Vacancies) it is now possible to include any of
four new potential oversubscription criteria: ‘Pupil Premium’, ‘Staff Child’ (data items both newly added in One
3.47), or ‘Social’ or ‘Medical’ (data items that have been available for several years). Where any of these are
included in oversubscription criteria, these new selections will be taken into account when running the Make
Offers routine, sorting by Oversubscription Criteria in the Bases | Receivers area and using the ‘Re-rank
Waiting List’ option also in the Bases | Receivers area.

New facility to use User Defined Fields at the Application level
(KB118023)

It is now possible for System Administrators to define User Defined Fields (UDFs) to store locally defined data
at the Application Level. This is a new enhancement to A&T v4 that has been a popular change request raised
by many LAs. This is not available in A&T v3.

System Administrators need to define these UDFs in v4 rich client via Tools | Administration | UDF
Management then select the Entity Name ‘A&T - Applications’. System Administrators should please note that
the description for other A&T areas where UDFs can be set up - against Preference Details and Appeals - has
now been modified in v4 rich client to ‘A&T - Preference Reasons’ and ‘A&T - Appeals’.

Once defined, users will be able to access Application UDFs in A&T Back Office via Students | Applications on
the Application Details tab via the Application UDF link:
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Please note that some fields on the A&T v3 Manage Transfer Groups | A&T Additional tab have not been
migrated to A&T v4 Back Office: Test Venues and Dates, Selection Status, Boarding Place flag, Single Sex School
flag and Changed record waiting to be exported flag. These are fields for which the original purpose we believe
is no longer required. However, some LAs have re-labelled some of these fields in A&T v3 and are using them
for different purposes. We advise that these locally defined data items are now set up as User Defined Fields
on the Application in A&T v4. We can provide assistance in copying the data from the original field location to
the newly created UDF. Please contact the Service Desk for assistance providing field name details of the
original field used and a screenshot of the Application UDF definition from v4 rich client. If your LA would
prefer to see new data items added to the main Application Details form then please use a UDF for now but
also please log a change request on SupportNet detailing which data items you require. Other LAs will then be
able to provide their opinions on change requests and we can consider these change requests when planning
to enhance the software in future.

Searching for Students via Students | All Students search

A technical change has been made to improve response times when searching for students via Students | All
Students. In addition, where multiple records are returned by a search, the system no longer automatically
opens the first record in the search listed. Instead no student’s details will be opened until a student has been
selected from the list of records returned. If only one student is returned in the search then their details are
automatically opened.

Student Memo has been added to Student Details in Students | All
Students (KB117692)

The ‘Student Memo’ which is already available in A&T v3 when viewing Student Details has now been added to
the Students | All Students area in A&T v4 Back Office.

Reports.  Agmimsstration

Improved process when editing Student and Application Memos
(KB116931)

The process of editing memos via the Students | All Students and Students | Applications areas has been
improved. Now, when the memo is selected from ‘view mode’ of the student or application, an Edit Memo link
appears in the memo window so that users can more easily edit the memo contents. Previously, in order to
update the memo contents, the user had to open the student or application in ‘edit mode’ before selecting the
memo.

Adding Students process improved in Students | All Students
(KB118382)

The process to add a student manually via Students | All Students has now been improved so that users can
tab between the Name, Date of Birth, Gender and Home LA fields and can enter M or F to select the Gender of
Male or Female
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Fix to an issue with adding new students and this causing the
associated address to lose its geocoding details (KB119202)

This release fixes the following issue present in A&T Back Office One 3.46 and One 3.47. Where a student was
manually added using the Add New Student link available via Students | All Students, and the user populated
the Current Address by selecting an existing address which included geocoding details (Easting, Northing and
UPRN), then upon saving the details the system erroneously removed the Easting, Northing and UPRN details
from the associated address in the database.

New (view only) Carers tab in Students | All Students (KB117732)

There is a new Carers tab under Students | All Students which displays, in view mode only for the One 3.48
release, Parents/Carers already associated with the student (via A&T v3 or One v4 rich client) and shows
information including relationship, responsibility, contact order and address. These are displayed under a
heading of Guardians in A&T v3. Please note that in the next release, One 3.49, it will be possible to update
this information via A&T v4 Back Office.

Hinancial Rasgoesisty: ©

Comtact Ovter

Cares Anidreas

Note for System Administrators. Please give access to groups of users to enable them to use the Carers tab
via v4 rich client Tools | Permissions | User Group Processes. After selecting the user group, select the Main
Business Process of ‘Student Data’ and then grant access to the Business Process of ‘Student Carer Details’.

SEN Status now displayed on Application summary in Students |
Applications (KB117833)

The student’s Special Needs Status is now always displayed on the Application Summary on the Students |
Applications area.
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Bases focus - change to default searching in Receivers area

Bases | Receivers - When the ‘Bases’ focus is selected, the system automatically loads the default tab
‘Receivers’. In versions 3.46 and 3.47 the system remembered the Transfer Group previously selected by the
user and automatically searched on that transfer group’s Receivers as soon as the ‘Receivers’ tab was loaded.
In version 3.48 the system will continue to remember the transfer group, but it will not automatically carry out
the search. Instead the ‘Search’ button will need to be clicked in order for the search to be carried out. This
means that users navigating to ‘All Bases’ or ‘Nearest School Search’ need not carry out a search in the
‘Receivers’ area first (due to this being the default tab in the Bases focus). Also, for users of the ‘Receivers’
area they will be able to refine their search before any initial search is carried out.

New option to select/de-select all when managing Feeders and
Receivers via Process | Transfer Groups (KB117714)

Process | Transfer Groups - When selecting Bases as either Feeders for a Transfer Group or Receivers for a Sub
Group it is now possible to Select All those bases that match the search criteria by clicking on the check box at
the top of the initial ‘Select’ column. This should be helpful particularly when setting up In Year transfer
groups. Once this ‘Select all’ checkbox is ticked, if the user then unticks the box then this will de-select all those
selected during this session and not yet saved; it will not de-select those Bases already saved as Feeders or
Receivers for the Sub Group.

@ Primary Intake 2010
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Enhancements to support LAs using A&T Online

New 'Students | E-Application Enquiries' search in Back Office
(KB117422)

There is a new tab accessed via A&T v4 Back Office | Students | E-Application Enquiries. This is designed
primarily to help LAs provide telephone support to parents with enquiries about online applications that they
are in the process of making. It provides many of the features present in the v3 E-Applications focus.

It enables LA users to search for online applications by any of:

e Student Name (using a similar Name ‘contains’ search as is available via the Students | All Students
area)

e Student Date of Birth
e Applicant Name
e Transfer Group

e Also optionally to filter on applications that are ‘Not submitted’ or ‘Not yet transferred’
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One Home Students Process Reports Administration Welcome SYSADMIN | Help | Logout

Applications All Students
U5 E-Application Enquiries

‘ ‘ ‘ e ‘ﬁ ‘ | | ‘ 4| [C] Net Submitied [] Mot yet transferred
Gy scarch |
1 enquiries matching for " ___, __ ______
Applicant's Name Student Name DoB uip Postcode Transfer Group Inactive Submission Status Transferred

1 View Application

The list returned displays the Applicant’s Name, Student Name, Student DOB, UID, Postcode, Transfer Group,
Inactive flag, Submission Status (e.g. Not yet Submitted, Submitted, Set back to Unsubmitted or Resubmitted)
and the Transferred flag. Also there is a link to View Application. Clicking on this opens in read only mode the
details recorded by the applicant in the online form. This includes the full Submission History of the
application.

With this E-Application Enquiries area, the approach we have taken is to concentrate on providing support to
LA Officers on the telephone to parents who have an enquiry about their child’s application - therefore we
have included the key identifiers in the search rather than all in a ‘like for like’ migration from v3. For instance
we have not included the facility to search on UID considering that it is cumbersome to search upon.

For the 3.48 release, we have also omitted the Current School and Preference School from the search criteria
and list, although this information is included via the ‘View Application’ link when reviewing the individual
application details. We believed that this was less of a priority when identifying an application to help a parent
on the phone. Whilst it is understood that some LAs also use this area in v3 for providing management
information on current schools/preference schools, these needs can be met by reporting. Regular imports of
applications into the transfer group will also allow the LA to see the full list of current applications for a
preferences school from the Bases | Receivers process. However, we appreciate that where LAs are used to
using this area in v3 they may be disappointed when they don’t see it in v4.

Concentrating on this approach has enabled us to include a greater range of enhancements in the 3.48 release.
However, we are very interested to hear your feedback on this area. If your LA feels that the ability to search
upon Current School and Preference School and also viewing this information in the list is very important to
your processes please let us know and we will look at providing these features in a future version.

Note to System Administrators. In order for users to use the E-Applications tab, System Administrators will
need to give access to groups of users who need to use this area. This is carried out via One v4 rich client via
Tools |Permissions | User Group Processes. After selecting the group of users, select the Main Business
Process of ‘Admissions Applications’ and grant read access for the Business Process ‘E-Applications Enquiries’.
Since this is a ‘read-only’ area there is no Read-Write permission here.

Submission History available when processing Incoming
Students/Applications in Back Office

Under Process | Incoming Students for each of the tabs Unmatched, Matched with Conflicts and Matched
there is a View Application link which enables the LA user to see the online application details. This has now
been improved in One 3.48 to include the full submission history for the application.

Configuring the Sibling Question displayed on the Online form’s
Preference Reasons page for specific Sub Groups of Receivers in
Back Office

The locally configurable Preference Reason ‘Sibling Question’ displayed on the Online form can now be defined
for specific Sub Groups of Receivers in Back Office (in addition to the existing functionality that enables the
Sibling Question to be defined at the Transfer Group level).

This change supports the change in the DfE's Code of Admissions 2012 allowing one school to consider a
former pupil to be considered as a sibling whilst another school might only considered current pupils as
siblings. Thus LAs can take account of Receivers schools’ different definitions of ‘sibling” with reference to their
oversubscription criteria phrasing the sibling question presented to the parent/carer in the online form
appropriately. This means that in order to change the sibling question online for some schools, LAs will need to
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group Receivers into sub groups according to their sibling definitions in addition to grouping them according to
their oversubscription criteria and other settings such as ‘edit rank’.

The Sub Group’s Sibling question can be set up via A&T Back Office | Process | Transfer Groups | Sub Groups -
View Details under the Additional Online Parameters heading:

fts Incorming App

@ Primary to Secondary 2010 | £t 5 Hoce opto

» Intake NCY: Student NCY: Feeters 3 Recevers: 1 n Year: Active:

Schoals APR

5 1% schowk and il 534 £ aBendng in Septsmbse 20107

If there is no text defined here, then the system will check for text stored against the Transfer Group’s Sibling
Question defined via Process | Transfer Groups | E-App Settings, and if found, will display that instead in the
online form. If that is also not defined, then the default text is displayed on the online form, as per existing
functionality, ‘Does your child have a sibling attending the school when your child starts?’

Performance enhancements to two searches when processing
Incoming Applications in Back Office

Process | Incoming Applications | Multiple Applications - A technical change has been made to improve the
response time to load the list of multiple applications in 3.48.

Process | Incoming Applications | Exceptions - A technical change has also been made to improve the response
time to load the list of exception messages in 3.48.

Other Issues Resolved

A number of defects relevant for LAs using Admissions & Transfers v4 Online have also been resolved:

KB117868 - Excluding inactive students from bulk emails

Improvements to Bulk Emails to ensure bulk emails are not generated to inactive students for Offer emails,
Reminder to Submit emails and Reminder to Respond to Offer emails. The Reminder to Respond emails now
excludes withdrawn applications and students who have not been offered a place.

KB117675 - Bulk emails to use student's legal names

Changes have been made to all bulk emails (Offer emails, Reminder to Submit emails and Reminder to
Respond to Offer email) to use Student Legal Names and not Chosen Names. Using Chosen names sometimes
resulted in the name being missing when these fields were not populated in One.

KB117709 - Names not listed in Process | Incoming Students | Matched area if they do not

have a chosen name recorded
This has been corrected to ensure that matched students are correctly shown irrespective of them having a
chosen name or not.

KB113134 - Validation on email address has been relaxed

The validation of the format of email addresses used to register for A&T Online has been relaxed. For example,
previously the system did not allow emails to be used where there was an underscore directly before the @
symbol.

Capita One 7 A&T 3.48



One A&T Product Notes Summer 2012

Configuring the Integration Service - a reminder

It is important to note that several key processes in A&T Back Office rely on a background ‘Integration Service’
to have been configured. This is used as a job scheduler to help kick off significant processes. The following
A&T Back Office processes use this:

e Make Offers

e Resolve Offers

e Final Allocations

e Importing Test Results

e Importing Online Applications
e Importing Catchments.

Please refer to the Technical Guide — Installing the CCS Integration Service for advice on configuring the
Integration Service. If this is not configured then it will not be possible to complete these key processes.

Note on Performance

A number of customers have reported concerns with the performance of the A&T Back Office v4 module.

One of the main workstreams of our investigations has been focused on identifying environmental factors
affecting overall performance with some of our customers. There have been a number of site visits to LAs
reporting poor performance with A&T v4 throughout May and early June.

After visiting 3 of those sites the team has identified a common problem with network settings which has been
significantly restricting the performance of A&T v4 and any other v4 Online modules including, for example,
Governors.

Resolving this problem during the last 2 visits saw transaction times reduced from multiple minutes down to
less than 10 seconds when performing a large and extensive search of Students.

We have documented the required settings and have emailed these to all LAs in May 2012 so that LAs can
investigate this possible cause of poor performance. These can also be found on SupportNet with resource id
19494,

In addition to this, in the 3.48 release some specific areas have been improved in terms of response times as
described above.

We will continue to work with our Customers to ensure any performance concerns are investigated and where
appropriate feed these findings to all our Customers.
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A&T 3.47

Introduction

The One 3.46 release (December 2011) included the launch of ‘A&T Back Office’ in v4 Online which provides
Local Authorities with processes to manage Admissions Applications in a new Online interface. The document
called Advice to LAs Migrating A and T to v4 which can be found in the Documentation (v4 Users) folder on
the DVD provides full information on the migration to v4, including where to find processes in v4 and advice on
setting of permissions. Local Authorities should use that document as the main source of reference for
migrating Admissions & Transfers to v4.

In the One 3.47 release some enhancements have been made to both ‘A&T Back Office’ and ‘A&T Online’. This
document describes these enhancements, each of which will be described in more detail below:

Enhancements in v4 ‘A&T Back Office’

e Student Searching — In the Students focus, in both the ‘All Students’ and ‘Applications’ default search
screens the Student_ID and Postcode options are now immediately visible (rather than accessed via
More Options)

e Student Basic Details — ‘Addressee’ data item now available

e Application’s Additional Details — New checkbox fields for ‘Multiple Birth” and ‘Pupil Premium’
e Application’s Preference Reasons — New ‘Staff Child’ Applicant and LA Reason

e Application’s Preference Reasons — Improved navigation of, and between, preference reasons

e Application’s Preference Reasons — ‘Copy Applicant Reasons’ option now available from the
Preference Reasons page (in addition to the Application Details page)

e Bases | All Bases — User Defined Fields for Bases and Sites now accessible

Process | Transfer Groups — Improved searching for Receivers

For LAs using Capita’s v4 ‘A&T Online’ to support Parents/Carers
to make Online Applications

e New Privacy Policy text available for Parents/Carers to access from A&T Online. The text is locally
definable, some default text is provided

e New question in relation to Child’s Details - ‘Is your child a twin or triplet, etc. (one of a multiple
birth)?’

e  Optional new Preference Reason for Preference Schools that will be using ‘Staff Child’ as an
oversubscription criteria: ‘l am selecting this school because Forename is a child of a member of staff
currently working at this Preference School’. This option is configured in A&T Back Office at the Sub
Group level

e Managing incoming Students and applications in ‘A&T Back Office’ — summary of the Online
application for listed Students now visible in all tabs in the Process | Incoming Students area as well
as in Process | Incoming Applications | Multiple Applications
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e  Facility in ‘A&T Back office’ via Administration | Bases | UK Bases to enable LAs to update temporarily
the National Database of Bases that is used by Parents/Carers making online applications to search for
preference and current schools, so that local information that has become out of date can be
corrected locally.

A number of defects present in One 3.46 in the ‘A&T Back Office’ area have also been resolved including the
following:

Issues related to Admissions & Transfers v4 Back Office
KB116834 — A&T v4 Back Office — Bases | Nearest School Search. Previously the Search by Postcode did not
display any catchment schools. This has now been resolved.

KB117016 — A&T v4 Back Office — Bases | All Bases. Previously there was a problem saving a base where the
Base URL domain a has “." within it. This has now been resolved.

KB115604 — A&T v4 Back Office — Bases | All Bases. Previously the ‘Wide View/Normal View’ options were only
visible on the Base Details tab in this area. Now the ‘Wide View/Normal View’ options are displayed when
viewing any tab in this area

KB116944 — A&T v4 Back Office - Process | Transfer Groups | Sub Groups | View Details - Special Reasons.
When choosing Special Reason Codes the codes were not initially listed in order. This has been resolved so that
now selected codes are displayed first in code alphabetical order, then unselected codes are subsequently
displayed in code alphabetical order. After codes have been selected and saved, now the display of these
selected codes is also presented in alphabetical order.

Issues related to Admissions & Transfers v4 Online

KB114558/KB115844 — A&T v4 Online - Where Special Reasons have been set up locally to be used as
additional Preference Reasons, it was reported that when editing an application where the Special Reason
response had previously been set to ‘Yes’, the response was incorrectly being displayed as ‘No’. This has now
been resolved.

KB116032 — A&T v4 Online - The first time a user navigated to the Welcome page after an IIS reset on the web
server an error was displayed ‘Object reference not set to an instance of an object’. If the page was refreshed
then the page loaded normally. This error when first navigating to the Welcome page has now been resolved.

KB102889 — A&T v4 Online — When searching for a school there was previously an error where the initial
default focus was on the Back button rather than on the Next button. This meant that when pressing the Enter
key when searching for a school it was taking the user back to the previous page. This has now been resolved.

A Summary of what will be delivered in Future Releases of A&T
Back Office

Miscellaneous further enhancements will be made across the system in future releases based on prioritised
feedback from Local Authorities; your feedback is very much appreciated.

The following areas that are present in A&T v3 are planned for migration to v4 A&T Back Office in a future
release:

e  E-Applications Enquiries focus - this is planned for One version 3.48
e  Support for enabling File Exchanges for APT, ADT, ASL, ALT and ATF

e Transport Assessment and the associated bulk Transport Assessment routine (v3 Admissions &
Transfers | Tools | Routines | GIS Routines | Transport Assessment)

e Student Parents/Carers information (equivalent of the v3 Students | Guardians tab)

Note on Performance

We are investigating performance issues raised by some LAs that have been experienced during training
sessions on A&T v4 Back Office on test datasets. We will continue to investigate and to work with LAs to
improve this.
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A&T Back Office Enhancements

Searching for Students

As soon as the user accesses the Students focus (for either the Applications or All Students areas) they will now
be able to search for the Student based on their Student Identifier or on their Postcode (with a filter of
choosing to search on All Addresses, Current and Future Addresses, or Correspondence Addresses only). These
options have been made more visible and brought forward from the ‘More Options’ area in response to
feedback from LAs helping Capita with acceptance testing. This is in addition to other immediately available
search criteria such as Name and Date of Birth.

Student Details - Addressee

On the Students | All Students | Student Basic Details tab, there is a new section header ‘Addressee’ which
contains the editable Addressee data item which is already available in v3. When a new Student is added using
‘A&T Back Office’ either manually via the Students | All Students area or by creating a new Student while
managing online applications via Process | Incoming Students, then, as per v3, the Addressee data item will be
automatically populated for the new Student. This is populated with a default value set up by your System
Administrator in v3 Admissions & Transfers | System Administration | LA Defaults — where the Description is
‘Default Addressee’. For example, your LA might choose to enter a default value of ‘Mr and Mrs’ here. The
Addressee for each Student will then be automatically populated with the chosen default value + “ “ +
Surname, for example ‘Mr and Mrs Jones’. This is editable.

Important Note for System Administrators: There is a new permission to control access to the ‘Addressee’
data item which must be set to at least ‘Read’ in order for users to be able to access Student Details in A&T
Back office. This can be set via v4 client under Tools | Permissions | User Group Processes. After selecting a
Group of users, choose the Main Business Process of ‘Student Data’ then set Read or Read/Write permission
for the Group of users for the ‘Addressee’ process.

Application Details — New data items Multiple Birth and Pupil Premium
On the Students | Applications | Application Details tab in the Additional Details section there are now two
new checkbox data items which will be stored for each application:

& Edi

Application Received: _ _ _ __ 1 Application Entered: __ _____ ____  Moving Date: - Moving Address: iS5

Council Tax Reference: - Test Results: - Crown Servant / Returning Service: Address Verified:

Multiple Birth: Pupil Premium: =

e Multiple Birth - to indicate whether the child is a twin or triplet, etc. (one of a multiple birth) — this
may be used to help inform decisions about whether places over PAN can be manually awarded to
multiple birth Students. This checkbox is manually editable and will not be ticked automatically unless
this is for an Online Application where the applicant has indicated that this child is one of a multiple
birth. This information will not be used in any Offer routines to allocate places.

e Pupil Premium —In the DfE’s ‘Code of Admissions’ 2012 it states that Academies and Free Schools can
prioritise children who are eligible for the Pupil Premium. The DfE’s current advice is that Pupil
Premium will be allocated to those pupils on roll in January 2012 that are known to have been eligible
for free school meals (FSM) on any pupil level census in the last six years (known as FSM Ever).

Therefore we have introduced a new checkbox data item at the application level called ‘Pupil
Premium’.

This checkbox is manually editable and will not be ticked automatically. There is no mention of the
Pupil Premium in Capita’s Online Application form, so this checkbox will not be automatically ticked
by the import of an online application. This information will not be used in any Offer routines to
allocate places in this release, however this it is planned to add a new Oversubscription Criterion
option of ‘Pupil Premium’ in One version 3.48 that can be used in the Make Offers process if selected.
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Note that these fields have also been added to A&T in v3 client in the One 3.47 release. ‘Multiple Birth’ is a
new data item that can be exchanged with other LAs via the ADT file as per the DfE’s version 9.1 schema files
(which are also being supported in A&T v3 in this release). ‘Pupil Premium’ was originally proposed by the DfE
for inclusion in the ADT file schema, but this proposal was then withdrawn. It remains a probable data item for
collection in the DfE’s version 10 schemas for 2013.

Application Details — New Preference Reasons for ‘Staff Child’ — for Data
Collection only at this time

On the Students | Applications | Application Details | View Reasons ‘Preference Reasons’ screen there is now
an additional checkbox reason displayed in both the Applicant’s Reasons column and the LA Reasons column
for ‘Staff Child’. This reflects latest Statutory requirements that it is now possible for an Own Admission
Authority school to include in its oversubscription criteria that the Student is a child of a member of staff
currently working at the school.

S coRCendey 3 5 Other Details Memo:  [§
Specialist School 0 0

Selective x x Parent/Carer Response
Other Fal x Applicant Response: -
Special Reason 1 x Eg x E; Imported from Online: Mo
Special Reason 2 x F] x [ | Supporting Text: [
Special Reason 3 x Eg x E;

Staff Child x ®

The Applicant’s ‘Staff Child’ reason will be ticked automatically if the application has been imported from an
Online Application where the Parent/Carer selected this Preference Reason. Otherwise the ‘Staff child’ reason
data items will not be ticked automatically but are available for manual editing.

The ‘Copy Applicant Reasons’ routine will not copy over the ‘Staff Child’ Applicant’s reason to the LA Reason
column, since this information needs to be verified by the LA.

The Preference History (e.g. available from the Students | Applications | Preference History area and also from
the Bases | Receivers area by clicking on the Offer Status) has also been updated to include changes to ‘Staff
Child" preference reasons.

For this release these data items are provided for data collection only. In a future release we are planning to
enable using ‘Staff Child’ in the oversubscription criteria for a Receiver via the Sub Group and to take account
of this when running ‘Make Offers’.

Staff Child is also being added to Preference Reasons in A&T v3 client and is also a data item that can be
exchanged via ADT file in the version 9.1 schema files via v3.

Application Details — Preference Reasons, Improved Navigation
Several enhancements have been made to the Students | Applications | Application Details | View Reasons
‘Preference Reasons’ screen to improve user experience, particularly while verifying Preference Reasons:

e The ‘Copy Applicant Reasons’ option is now available directly from the Preference Reasons page (in
addition to the Application Details page)

e [tis now possible to navigate directly to the Next or Previous Preference’s Reasons from this screen
via the ‘Next’ and ‘Previous’ links — this applies whilst in View mode or Edit mode.

e  When editing Preference Reasons, there are now additional ‘Save’ and ‘Cancel’ options located near
the top of the Preference Reasons list, as well as being available near the foot of this screen. This
means that less scrolling is required to make changes in this area.

e The transition arrow that takes the user from the Preference Reasons screen back to the Application
Details page will now continue to be visible, regardless of the user’s scrolling down this page.
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Bases | All Bases Enhancements
In the Bases | All Bases area, after searching for a Base, the following enhancements have been made:

e ltis now possible to access User Defined Fields from the Base Details and Sites tabs via the UDF link
e Thereis a ‘Wide View/Normal View’ option visible for use for any sub-tab in this area. Clicking on

‘Wide View’ will hide the Search area; clicking on ‘Normal view’ will restore the Search area.

Transfer Group set up — Associating Receivers with Sub Groups

Process | Transfer Groups | Sub Groups: The Receivers area now has improved searching and filtering options.
It is now possible to filter on Home LA Bases, a specific Other LA’s Bases, by Base Name, School Number, Base
Type and Base Control.

Note to System Administrators on Configuring the Integration Service in order
to run Key Processes including Offer Routines

It is important to note that several key processes in A&T Back Office rely on a background ‘Integration Service’
to have been configured. This is used as a job scheduler to help kick off significant processes. The following
A&T Back Office processes use this:

e  Make Offers

e Resolve Offers

e  Final Allocations

e Importing Test Results

e Importing Online Applications
e Importing Catchments.

Please refer to the Technical Guide — Installing the CCS Integration Service for advice on configuring the
Integration Service. If this is not configured then it will not be possible to complete these key processes.

We are sorry that we did not include this advice in the One 3.46 Product Notes.

Note on PRIME Report Model
In this release the PRIME Report Model for Admissions & Transfers has been updated to include the new data
items that have been added (such as Multiple Birth flag and Staff Child preference reasons).
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A&T Online Enhancements

Privacy Policy

In order to meet statutory obligations for public websites, a ‘Privacy Policy’ memo information area has been
made available from any page in A&T Online so that Parents/Carers can access information about the LA’s
Privacy Policy for data handling when they are making or reviewing their Online Applications.

Accessing the Privacy Policy via A&T Online — The Privacy Policy link will be available in the footer area of each
page of the A&T Online Application:

Contactus | [ata Protection Statement | Elank Application Farms e B Condigons | Privacy Polgy

Set Up — The Privacy Policy text can be defined in ‘A&T Back Office’ via Administration | Online Parameters. In
the Website Text section select the drop down option (which will by default show ‘Application Information
Memo’) and choose ‘Privacy Policy’. Use the Edit link to update the text. For Welsh LAs, there will be the
option of defining both English and Welsh language versions of this information.

Some initial text will be automatically seeded in this area. For Welsh LAs there will be seeded text in both
Welsh and English. The English text automatically seeded is as follows. This can be edited by your LA to meet
your local needs:

Seeded Text - English Version
Your Privacy - Cookies

Some websites send small amounts of data to your computer, which are then stored on your computer as
‘cookies’. Cookies do not collect information from your computer.

They are used for various reasons, for example, to see how many people are looking at specific web pages or
to improve the service you receive by tailoring the content to your needs. Some websites use cookies to
recognise that you may have already given a Username and Password so don’t need to do it for every web
page requested.

This site does not use cookies to increase the relevancy of what is displayed or to enable us to see how many
people are looking at specific web pages.

This site only uses cookies in the following ways:-

Site Customisation

Cookie Name: FontSize.

Typical content: the font size you’ve selected from the website e.g. small.

This allows the font size you’ve selected to be remembered whenever you visit our website.
Cookie Name: Culture

If you are a Parent using the Admissions Website of a Welsh Local Authority, you may make your Application in
either English or Welsh. This cookie allows the language you’ve selected to be remembered.

Typical content: the language you’ve selected, either English or Welsh.

Online forms

Cookie Names: ASP.NET_Sessionld, ASPSESSIONIDxxxxxxxx (randomly generated and encrypted characters).
These cookies identify you when you are connected to the site and actively using the website.

There is no data in the cookie over and above that which you have already given us when you registered to use
the site.

This cookie holds your logged on Name, User_ID, email address, User Profile_ID, and User Type. This data is
fully encrypted, i.e. it cannot be read by anyone else, either person or machine.

These cookies allow you to complete the application form without re-entering information you've already
given.
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After 30 minutes or when you LOGOUT from the site, the cookie expires and is deleted by your browser or, if
you do not use your computer, the cookies stay there and are deleted the next time the browser is started.

If you were to remove these cookies in the middle of the application process, you would be logged out of the
service as the server would not know who you are and you will be asked to log in again.

More information

Cookies are sent to your browser by a website and your browser may be Internet Explorer, Google Chrome,
Firefox, Safari or any other browser.

To check your cookie settings, you will need to know what browser you are using and what version of it you
have. You can usually find this out by opening the browser then clicking on 'Help' and then 'About'. This will
give you information about the browser version you are using.

For more information on managing your cookies, follow the link below and select the browser you are using.
You can also read your browser's help for more information.

How to control or delete cookies (Note: this hyperlink takes the user to www.aboutcookies.orq)

Note on Privacy Policy text for those LAs not migrating to A&T v4 Back Office with One version 3.47

Whilst the interface to change the Privacy Policy text is only available in A&T Back Office v4 we will be making
a script available via the One Service Desk following the release of One version 3.47 for any LA who wishes to
alter the text but has not yet migrated to version 4.

Should you require further clarification please do not hesitate to contact the One Service Desk.

New Question on Child Detail’s page in relation to Multiple Birth
On the Child Details page there is a new question ‘Is your child a twin or triplet, etc. (one of a multiple birth)?’
The default response is No. This will be displayed for any Online Application.

CHILD'S DETAILS

YOU AND ¥OUR CHILD

What is your relationship to the Chid? = @

If the applicant responds Yes to this question, then this information will also appear on the printable Online
Application summary.

It will be imported to the A&T Back Office’s Application Details ‘Additional Details’ section (this is described
above) and will also appear on the Online Application Summary available within A&T Back Office accessible
from the Process | Incoming Students and Incoming Applications areas.

Optional new Preference Reason for Staff Child

Where Own Admission Authority Schools include within their selection criteria that the Student is a child of a
current member of staff, then it is now possible to collect this information in the online form when
Parents/Carers are expressing reasons for choosing the Preference School.

Capita One 7 A&T 3.47


http://www.aboutcookies.org/

One A&T Product Notes Spring 2012

Set Up — This is configured at the Sub Group level, along with other Preference Reasons for display online, via
‘A&T Back Office’ Process | Transfer Groups | Sub Groups — View Details under the ‘Additional Online
Parameters’ section under a further sub-heading of ‘Preference Reasons Displayed Online’:

Additional Online Parameters
Oversubscription Criteria Memo .~ Edit

Example text explaining the Oversubscription Criteria for this Group of schools.

Preference Reasons Displayed Online .7 Edit

Sibling: Yes Religion: Yes Medical: Yes
Selective School: Yes Specialist School: Yes Catchment: Yes
Feeder Link: Yes Social: Yes Distance: Yes

Ease Of Travel: Yes School Gender: Yes

Do Not Consider For Mainstream: Yes Staff Child: Yes

By default this option will be set to No. Where this is set to Yes by the LA, then in the A&T Online Application,
where the Parent/Carer has selected a Preference School which is within a Sub Group where the ‘Staff Child’
reason has been set to Yes to be displayed online, then on the Preference Reasons page there will be an
additional Preference Reason to which the Parent/Carer can choose to set to ‘Yes’:

‘I am selecting this school because Forename is a child of a member of staff currently working at this
Preference School’.

Here is an example Preference Reasons screen showing this statement:

onre vy, DATE OF BIRTH @ way vy cwws D APPLICATION FOR s v ovmrrsr smmcrm s w8 srsrsrsm wmass e

In order to support your application for a place at this school you can select appropriate reasons below. You will have the opportunity to tefl us in
your own words, of any additional reasons, on the next page.

Does your child have a sibing attending the school when your child starts?. Yes @ No/Not Applicable
I am selecting this school because it is a Faith School. Yes @ No/Not Applcatie
I am selecting this school for medicsl reasons. Yes @ No/Not Applicable
I believe my child can pass this school's entrance test. Yes & No/Not Applcalile
I am selecting this school because my chid has an aptitude for the school's Yes @ NofNot Applicable

specialism(s):

I bebeve my child Iives in this school's catchment, Yes % No/Not Applicable
I believe my child attends a feeder school to this school ¥es & No/Not Apphcable
I am selecting this schoel for social reasons. Yes & No/Not Applcable
I .:;u ‘,Ir:lucnr: g this school because of the distance from my child’s home to this Yes & No/Not Applicable
schoal

I am selecting this school because it s easy to make arrangements for my child to & ves & po/tot Applicable
travel to this school.

I am sedecting this school because ITis a co-educational school & Not Applcable

1 am selecting this schood because Sue is a chid of 3 member of Staff currently Yes @ No/Not Applicable
king 8t this Preference sehool

If the applicant responds Yes to this statement then this information will also appear on the printable Online
Application Summary.

It will be imported to the A&T Back Office’s Application Details Preference Reasons — Applicant’s Staff Child
Reason (this is described above) and will also appear on the Online Application Summary available within A&T
Back Office accessible from the Process | Incoming Students and Incoming Applications areas.
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Accessing the Online Application Form Summary in ‘A&T Back Office’

When using the Process | Incoming Students / Incoming Applications area it is now possible to access a
summary of the listed Students’ Online Application via the ‘View Application’ link from each of the following
areas:

e Incoming Students | Unmatched

e Incoming Students | Matched with conflicts
e Incoming Students | Matched

e Incoming Applications | Multiple Applications

In a future release we will look to enhance this further including providing access to the Submission History for
each application. Also we will introduce an E-Applications Enquiries focus. These changes are planned for One
version 3.48.

Updating the National Database of Bases temporarily in ‘A&T Back Office’ to
help control the Bases listed as potential Current and Preference Schools in
‘A&T Online’

When Parents/Carers search for Preference Schools or Current Schools in A&T Online then, depending on their
search criteria entered, they are mostly searching on the contents of the National Database of Bases (stored in
the UK_BASES table) which is separate from the list of Bases that have been locally defined and are accessible
from the A&T Back Office Bases | All Bases area.

Capita updates this National Database of Bases on an annual basis based on information provided from
sources such as Edubase and the Welsh Assembly Government. This 3.47 release includes the annual update to
the National Database of Bases.

This information can become out of date with schools becoming Academies and/or changing their name as
well as other changes.

In order to enable LAs to reduce the risk of Parents/Carers accessing out of date School information, we have
introduced a new area in A&T Back Office to enable the LA to make changes to this National Database of Bases
temporarily via Administration | Bases | UK Bases.

Important Note: Changes made in this area will only be temporary until the next main release of One is
installed. The UK_BASES table is dropped and re-imported as part of the upgrade procedure for each main
release of One (this does not apply to interim update releases). Please make a note of any changes that are
made to this National Database so that, after the next One main release is applied to your system, you can
check whether those changes need to be re-applied.

Cne Home Students. Process. Bases Aaministragion

B e @ No Base Selected

! I

| Semonl Nome Schoot No LA RO,

Within the Administration | Bases | UK Bases area, users with sufficient permissions can search the National
Database on School Name, School Number, LA Name, LA Number, Phase (e.g. Primary, Middle Deemed
Primary, Secondary, etc.) and whether the base is ‘Open’. The default ‘Open’ filter will search on Bases that
have an Open/Closed code of one of ‘Open’, ‘Open, but proposed to Close’ or ‘Proposed to Open’ (only Bases
matching one of these Open/Closed code options will be displayed in A&T Online).

After searching for a Base, users with appropriate permission will be able to edit the record. This enables the
user to change the Base Name, Open/Closed Status, Address as well as other details. When saving changes a
warning message will be displayed confirming that this is a temporarily change:
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One Home Students Process Administration Welcome SYSADMIN | Help | Logout

Applications GIS
{*}} Administration - Bases

Copy PAN UK Bases

Bases 1. Record successfully updated. Warning — this is a temporary change. When the Cne system is next upgraded to a main release this change may be
E lost. Please make a note of this change in case it needs to be applied again after that time. Capita updates UK Bases information once a year with a
| ‘ refreshed database sourced from national bodies.

| # Edit UK Base
| -
N _ Phase: : OpeniClosed Status: URN: Gender: |
Phase ol S
I: - | L1 open | earch ‘ Lower Age: Upper Age: Locale:
Clear Search Primary Site Address:

1 UK Bases found

School Name School No LA No.

There is no facility to Add new UK Bases in this release. This is due to the risk of Online Applications
referencing locally added UK Bases where the LA has not fully imported this application data before the next
One release is applied (at which time the locally added records would potentially be removed).

Note for System Administrators: In order to give users permission to search and edit the National Database of
Bases via Administration | Bases | UK Bases, please use A&T v4 client Tools | Permissions | User Group
Processes, select the appropriate Group of Users, choose the main business process of ‘Base Administration’
and set Read or Read-Write permissions for the process ‘Manage UK Bases’.

Welsh Language Enhancements
A number of small improvements have been made to text on various pages in A&T Online when making an
application using the Welsh language option

Configuring the System’s Scheduled Tasks to Send A&T emails

It is essential for System Administrators to review the section of this document entitled ‘Scheduled Tasks’
which provides important information about a new v4 interface to enable System Administrators to schedule
tasks that control the sending of Offer emails, Reminders to Submit emails and Reminders to Respond to Offer
Information emails to Parents/Carers with reference to their Online Admissions Applications.
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A & T (v4 Client)

Scheduled Tasks in A&T

It is vital that the existing Scheduled Task.xml file is imported in to v4 before creating any new scheduled
tasks. Once the scheduled task.xml file has been imported then we strongly advise not to change the A&T
Emails and Email Queue Processor actions after they have been imported in to v4.

IF THESE ARE CHANGED THEN IT COULD RESULT IN A&T EMAILS NOT BEING SENT OR
BEING SENT MULTIPLE TIMES.
We strongly advise to import existing Scheduled Tasks instead of re-creating them manually. However, if you

choose to do so then please continue to have the A&T emails setup exactly the same as before. The current
default setup for the A&T emails in the scheduled task.xml is as follows:—

Email Queue Processor

<ScheduledTask xmlns:xsi="http://www.w3.0rg/2001/XMLSchema-instance"'>
<TaskName>EMAIL_QUEUE_PROCESSOR</TaskName>
<TaskType>StoredProc</TaskType>
<NextRunDate>2006-12-13T15:23:42</NextRunDate>
<StartHour>0</StartHour>
<StartMinute>0</StartMinute>
<Repeatlnterval>5</Repeatinterval>
<RepeatlIntervalUnit>Minute</RepeatintervalUnit>
<LastRun>2006-12-13T15:08:42</LastRun>
<LastError />

</ScheduledTask>

If this was to be set up manually within the new Scheduled Tasks screen then the setup would be as follows:

& Trigger: Daity o .

9 Ok % Cancel
) One time @ Daily D) Weekly ) Monthly (Z) Monthly Days of the Week
Start  13112/2006 15:23:42 (kg Recur every: 1 days
Advanced settings
Repeat task every: 5 Minutes for a duration of  Indefinitely

[ Expire:  1312/3000 15:23:42 E- I
|

At 15:23 every day - After triggered, repeat every & Minutes indefinitely. Trigger starts on 13/12/2008, and

expires on 13/12/3000 at 15:23:42
| |

03. Actions

Action 5 Add
Email Queue Processor ] Edit

4 Remove

4| m »
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Note: The Task Name will be taken from the old Scheduled Task.xml file. This will be taken from the
TaskName tag.

A&T Emails

<ScheduledTask xmlns:xsi="http://www.w3.0rg/2001/XMLSchema-instance"'>
<TaskName>PROCESS_ANT_EMAILS</TaskName>
<TaskType>StoredProc</TaskType>
<NextRunDate>2011-03-01T00:23:42</NextRunDate>
<StartHour>0</StartHour>
<StartMinute>23</StartMinute>
<Repeatlnterval>1</Repeatinterval>
<RepeatintervalUnit>Day</RepeatintervalUnit>
<LastRun>2006-12-13T00:08:42</LastRun>
<LastError />

</ScheduledTask>

If this was to be set up manually within the new scheduled tasks screen then the setup would be as follows:

. . e————— o
Trigger : Daily =aRcl X
() Ok 2’8 Cancel
) One time @ Daily ) Weekly _ Wonthty ! Monthly Days of the Week
Recur every: 1 days

Start  01/0W2011 00:23:42 B

Advanced settings

Repeat task every: I:I

01/03/3000 00:20:42 E-

for a duration of:

Expire:

At 00:23 every day - Trigger starts on 01/03/2011, and expires on 01/03/3000 at 00:20:42.

03. Actions

Action
AZT Emails

«

& Add
) Edit

S Remove

i r

Note: The Expire date will default to one year on from the start date. It is advised that this is changed to a
future date.
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A&T 3.46

One 3.46 Introduction to A&T v4

One 3.46 launched an exciting new interface for the migration of Admissions & Transfers to v4. LA users are
now able to use a browser-based ‘A & T Back Office’ accessed from the Capita One home page, which offers
many enhancements over v 3, including improved user experience more closely aligning the software to the
business processes of the Admissions team.

For this release, ‘A & T Back Office’ provides full coverage for Admissions processes with the exception of File
Exchanges and management of lookups. The exchange of APT, ADT, ALT, ASL and ATF files will continue to be
carried out in v3 in the short term. Management of lookups can continue to be done in v3 or in v4 rich client
via Tools | Administration | Lookups.

This release also includes significant enhancements to the public-facing Admissions & Transfers Online.

Note to System Administrators on configuring the Integration Service in order to run key processes including
Offer Routines:

It is important to note that several key processes in A&T Back Office rely on a background ‘Integration
Service’ to have been configured. This is used as a job scheduler to help trigger significant processes. The
following A&T Back Office processes use this: Make Offers, Resolve Offers, Final Allocations, Importing Test
Results, Importing Online Applications and Importing Catchments.

Please refer to the Technical Guide — Installing the CCS Integration Service for advice on configuring the
Integration Service. If this is not configured then it will not be possible to complete these key processes.

Migrating your LA to use A&T Back Office

Local Authorities can choose a convenient time to migrate to ‘A&T v4 Back Office’. Although the One 3.46
release includes v4 ‘A&T Back Office’, this does not mean that LAs must use v4 ‘A&T Back Office’ as soon as
they upgrade to One 3.46. Instead, LAs can choose a convenient time after the upgrade to One 3.46 for the
Admissions team to start using ‘A&T Back Office’. Your LA may choose, for example, to continue using v3 in
your live environment until the current normal Admissions rounds are nearing completion. You may choose to
start your new normal Admissions rounds for entry in September 2013 in v4 ‘A&T Back Office’. It is strongly
recommended that LAs trial ‘A&T Back Office’ in a test environment first. If time permits it is recommended
that users try out processes in a test environment whilst at the same time carrying out similar processes in the
v3 live environment so that they can compare the two and gain confidence with the updated system. Your
Account Manager will be happy to discuss your implementation plans.

V4 ‘A&T Back Office’ mainly uses the same tables for storing Admissions related data as One v3. For v4 ‘A&T
Back Office’ some existing tables have been extended to store additional information (e.g. the Preference
History table ALLOC_PRINT) and there are a small number of new tables (e.g. to record inactive Preference
records there is a new table ANT_INACTIVE_PREFERENCES and to record key Application History changes there
is a new table ANT_APPLICATION_HISTORY).

A data migration process is only required to migrate Admissions User Defined Fields into the v4 environment
(no other data migration is required). This is achieved via v4 rich client Tools | v3 Migration. Here, the System
Administrator will need to select the ‘Migration Module’ of Admissions. It is recommended that the UDF
migration process is run in ‘Report only’ mode first. Here is an example screen:
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When your LA is ready to start using ‘A&T v4 Back Office’ live then the UDF migration process should be run in
‘Migrate Live Data’ mode. We expect this to take no longer than 15 minutes. While this routine is running then
no users should be updating data in v3 Admissions & Transfers. There is no need to prevent users of other
modules from using One at this time. This routine will only affect UDF data.

It is still possible to continue using v3 to update UDF information after running this routine - this UDF data will
be accessible in v4.

There are technical documents to help you to understand the technical implications of the migration. See the
‘Other Documents to Help You’ section below.

What will not be Migrated to A&T Back Office

e Inv4 ‘A&T Back Office” we are not providing support for transfer groups that do not use the offer
scheme. The ‘Provisional Allocation’ routines and the associated ‘Student Bulk Allocate’ are not
migrated to v4.

e Light Pen Entry of applications has not been migrated.

e V3 Access Rights. Permissions in v4 are completely separate from v3 so existing v3 access rights for
users and groups for Admissions & Transfers v3 will have no effect in v4. Permissions will need to be
set for v4 - please see the section above entitled ‘System Administration and assigning Permissions.

Other Documents to Help You

The One 3.46 DVD includes further relevant documentation. In the Documentation\v4 Documents\Technical
folder System Administrators should please note in particular the following:

e Technical Guide - Setting Up CCS v4 Online.pdf

e Technical Guide - Deploying and Setting Up CCS v4 Online AnT for Local Authorities.pdf
e Technical Guide - Setting Up the CCS v4 Online AnT Web Server.pdf

e Technical Guide - Deploying v4 GIS Services.pdf

Also in the Documentation\ERDs folder there are several Entity Relationship Diagrams for Admissions &
Transfers, each file begins ‘A and T'.
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Where to go for more Help

More detailed information on v4 Admissions and Transfers is included in the Help Files accessed directly from
the software by cIicking'-@ Help.

If you wish to discuss training and consultancy for migrating to v4 Admissions & Transfers, please feel free to
discuss this with your Regional Services Manager or contact the Capita One Business Support Team:

Tel: 01234 832150

Email cesps@capita.co.uk

The Capita One Service Desk can be contacted on
Tel: 0870 2411 323

Email: one.support@capita-cs.co.uk
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Overview of Navigation of the new A&T Back Office
interface

Accessing A&T Back Office

‘A&T Back Office’ is accessed from the Capita One Online Home Page. The options the individual user sees
here will depend on their access rights. The example screen below shows the options for a System
Administrator:

W e |’_§Cap\taor\50nline | ‘ v Bl o [rPage - 0 Taok -

CAPITA

Welcome to One

Please use the F11 key to enable Full Screen operation of your browser window.

Administration ART Back Office

@ rer ] Logout

Wersion No.: 4.346.1,12164

A user from the Admissions Team is likely to see many less options than those displayed above, depending on
their access rights. On the example screen above you can see 3 options that refer to Admissions & Transfers:

A&T Applications - this is the route that can be used by LA support staff working in the community to make
online applications on behalf of parents or carers who don’t otherwise have easy access to the internet. This is
only accessible if your LA has purchased the ‘Admissions & Transfers Online v.4’ license.

A&T Preferences - this is the route that can be used by users in Receiver Schools to view preferences recorded
for their school as well as offers (once the offer processing is complete). This is only accessible if your LA has
purchased the ‘Admissions & Transfers Online v.4’ license.

A&T Back Office - this is the route designed for use by LA Admissions teams and provides the new version of
the equivalent of One v3 Admissions & Transfers. This is only accessible if your LA has purchased the
‘Admissions & Transfers v4’ license (note that this is different from the license which includes the word
‘Online’ described in the previous 2 options). Also this option will only be available if the user has been given at
least Read permissions to one of two key processes:

e Retrieving Application Summary information. This permission can be granted to a group of
users by System Administrators using v4 rich client Tools | Permissions | User Group
Processes by selecting the Main Business Process ‘Admissions Applications’ and setting at
least read access to ‘Applications by Student’.

e Retrieving Transfer Group Sub Group information. This is being included in case there are
users who do not have access to Student information but can set up or retrieve Transfer
Group related data. This permission can be granted to a group of users by System
Administrators using v4 rich client Tools | Permissions | User Group Processes by selecting
the Main Business Process ‘Admissions Set Up and Population” and setting at least read
access to ‘Applications Administration’.

Once the user has clicked on the ‘A&T Back Office’ option, then by default they will be taken to a student
search screen (Students | All Students). Users can then easily navigate to select other options.
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Overview of Navigation

You can navigate through the system by selecting from a series of options presented horizontally. For each
primary level navigation option (Students, Process, Bases, Reports and Administration) there is a default
secondary option and other secondary options.

One Home Students Process Reporis Administration Welcome CSYSADMIN | Help | Logout

Applications

-
. Students

s}

More Options ‘ Search ‘

w
&

Student Name Postcode  NCY

For most of the key screens, a Search area is presented on the left hand side of the screen. Some default
search options are displayed and also more search options may be available via a ‘More options’ link. The
search results are listed on the left along with an indication of the criteria used to carry out the search. Here is
an example of the default Student | All Students search screen:

w Students Process Bases Reports Administration Welcome CSYSADMIN | Help | Logout
Applications
™ students 'z | # Edit Student Details
| ¥ Active: Student ID: NCY (inc offset): Home LA:

1 Current Applications A&TMemo: [§ 0 Past Applications Funding LA:
e omis | Search | Middle Name: Chosen Forename: Chosen Surname:
Clear Search =k Add New Student Current Age: NCY Offset: SEN Status:
1 Students matching ' UPN: Local UPN: Public Care:
Students” Current School:

& Print Current Address:

Student Name ) @ View Nearest Schools

PIGDETHEEI N EL Student Basic Details | Special Needs | Student Additional | Student History | Relocation

Current Applications Past Applications = Add New Application

Once an entity (e.g. Student, Base or Transfer Group depending on the navigation option) has been selected, a
summary of key details for that entity is presented in the top right side of the screen. This will be displayed in
read mode. Where users have permissions to edit information, an Edit link will be displayed near the top of
this area.

Underneath the summary, further details and options are available, depending on the user’s access rights. In
some areas these are presented as a series of tabs to organise the information.

Where some information is displayed in the Details section that may otherwise require a horizontal scroll bar
to view, then a ‘Wide view’ option is provided so that the Search panel can be temporarily hidden to make the
most of the horizontal space available.

A cleaner Interface where Users only see Information relating to their
individual Business Processes

The general principle of A&T Back Office in v4 is that if a user does not have permission to read information in
a particular area, or does not have permission to run a routine, then the information or process button will not
be visible to them. This is to ensure that the information seen on an individual user’s screen is relevant to their
individual business processes and does not contain information that is not necessary to their individual
business processes.
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Quick High Level Mapping of v3 Admissions Key Processes to v4

V3 Area

V4 Equivalent (in ‘A&T Back Office’ unless otherwise
specified)

Manage Transfer Group

Students | Applications

Manage Allocation

Bases | Receivers

Casual Admission

Students | All Students

Bases

Bases | All Bases

Inter Authority Transfer

Not yet available in v4 — planned for 2012, once the
2012/2013 DfE schemas are finalised

Manage Appeals

Process | Appeals

Report

Reports

Tools | Routines | Student Selection
Tools | Routines | In Year Student Selection

Process | Transfer Groups | Students | Student Selection

Tools | Routines | Import Results
Tools | Routines | Process Results

Process | Transfer Groups | Tests

Tools | Routines | Copy Applicant Reasons

Process | Transfer Groups | Students | Pre-Offer Processing
| Copy Applicant Reasons

Tools | Routines | Offer Scheme

Process | Transfer Groups | Students:

Pre-Offer Processing section for Flag Feeder Receiver and
Flag Catchments (use ‘Catchments & Distances’ option)

Offers Processing section for Make Offers, Resolve Offers,
Final Allocations, Publish Offer Information Online

Reset Processes section for Reset Allocations, In year Reset
and Clear Preferences

Tools | Routines | Final Transfer

Process | Transfer Groups | Students | Post Offer Processing
| Final Transfer

Tools | Routines | Students Band Selection

Bases | Receivers, Select a Receiver and a Band, then use
‘Assign Students to Band’ option

Tools | Routines | GIS Batch Processes

Process | Transfer Groups | Students | Pre-Offer Processing
| Catchments & Distances

Tools | Manage E-Applications

Process | Incoming Students and Incoming Applications

Tools | School Search

Bases | Nearest School Search

Tools | Module Administration | User Codes

Not yet available in v4 Capita One Online - Instead please
use v4 rich client Tools | Administration | Lookups or
continue to use v3 for now

Tools | Module Admin | Transfer Groups
Tools | Module Admin | Sub Groups

Process | Transfer Groups

Tools | Module Admin | Special Reason Code

Administration | Applications | Special Reasons

Tools | Module Admin | Definition of Test
Tools | Module Admin | Test Results

Process | Transfer Groups | Tests

Tools | Module Admin | Online Parameters

Administration | Applications | Online Parameters
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Tools | Module Admin | Year

Please use v4 rich client Tools | Year Settings | Year
Definition

Tools | Module Admin | Copy PAN

Administration | Bases | Copy PAN

Tools | Module Admin | Field Processing

For Online Applications: Administration | Applications |
Online Parameters

Tools | Module Admin | NCY

Please use v4 rich client Tools | Year Settings |[NCY

Tools | System Administration

Continue to use v3 for now to set up Users and Groups,
managing passwords and datasets

Define permissions for v4 via v4 rich client Tools |
Permissions | User Group Processes (for normal permission
settings). There is also a much more low level technical
permissions setting area Tools | Permissions | User Group
Permissions

For User Defined Fields management in v4 use v4 rich client
Tools | Administration | UDF Management

For Permitted Websites use v4 A&T Back Office |
Administration | Applications | Permitted Websites
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Student Focus and Managing Applications by
Student

Students | All Students

The Students | All Student area is the equivalent of the Casual Admissions focus and includes additional
functional aspects.

Repats  Admintstration

Welenme EYSADMIN | Mol | Leoss
Appications

T students 2 i More opbons... 4
¥ Activer Yes Student 10: NCY finc offset); 4 Home LA
0 Caatrent Appsrations AL TMeme: [ 0Pt Apcie gl Funding LA Dinlin kncorrect Dutails:

Mo Nama Chosen Forsaama:

N Ot
Le<al U9N:

Choses Sumams:
SEN Status:
Pubic Care:

Cument Age:
N
e Szhesk: |

Cument Address:

@ Yiew Noamst Sineot

Agzii ations Summary m

B a5t Applications

Users can search for Students in the left hand panel based on student name (Forename, Mid Name, Surname),
UPN and DOB and additional values after selecting the ‘More Options’ link.

The ‘More Options’ link provides fields Base (Current School), Student ID, Gender, NCY, Postcode (Current
Address) , Active Student Only to produce a more refined student search. Additionally a search can be
performed for only Home LA or All LA Students and when option ‘Other LA’ is selected a specific LA can be

entered if appropriate, the ability to search for students who are within an Active or Inactive Transfer Group
has been provided.

Performing a student search will display the total number of records retrieved along with the search criteria
entered as displayed below:

™ Students

|

Wore Options [ Search |

Clear Search & Add New Student
16 Students matching ....., &ll LAs, Active Students"
& Print

The student search is paginated and where the number of records retrieved is over 200 the system will display
the first 200 records in the results panel. When the user scrolls to the bottom of the list the system will then

retrieve the next 200 records, this would carry on until the user has got to the end of the list of records
retrieved for the student search defined.

The search results grid displays the Students Name (Legal), Gender, DOB, Postcode of their current address
(Correspondence) and NCY value.
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The first record within the list of results will be highlighted by default and display key summary information of
the student in a view mode in the top right panel, the user can select any records displayed within the search
result panel and the system will refresh the summary information displayed.

Some links displayed are permission driven and so where the User has ‘Read’ access to the associated Business
Process the ‘Edit’ links will not be displayed.

E.g. Where the key student summary information is displayed in the top right the ‘Edit Student Details’ link will
only be displayed where the User has ‘Read/Write’ as minimum permitted access to business process ‘Student
Data’ - ‘Core Data’.

An improvement on One v3 is the ‘Application Summary’ tab which displays existing ‘Current’ or ‘Past’
applications linked to the student, the applications listed are hyperlinks that when selected will navigate the
user to Students | Applications to open the selected application, the tab is also displayed within route
Students | Applications.

The logic for what applications are displayed under each heading is below:

‘Current Applications’ - For a normal phased transfer group applications are displayed where the TG is marked
as ‘Active’ and if an In Year TG where the ‘Application Status’ for the in Year Application is not mapped to the
external code ‘CLOS’ applications are displayed.

‘Past Applications’ - For a normal phased transfer group applications are displayed where the TG is marked as
‘Inactive’ and if an In Year TG where the ‘Application Status’ for the in Year Application is mapped to the
external code ‘CLOS’ applications are displayed.

Individual tabs are provide in route Students | All Students of which each contain section headings that can be
expanded or collapsed to show the associated information. The sections are based on the individual panels
displayed within v4 rich client - Focus | People | Students | Student Details.

Due to the number of panels on the ‘Student Details’ screen these have been grouped together and are
divided across 4 tabs, it is important to note not all sections have been delivered within A&T Back Office but
the key panels are given either in a ‘View’ or ‘View’ / ‘Edit’ form.

Please note: Additional sections will be delivered in 2012.
Details of the tabs and the sections contained in each have been given below:

‘Student Basic Details’ tab contains the following sections:
e Student Profile — ‘View’ & ‘Edit’.
e Language Details — ‘View’ only.
e  Ethnicity, Religion and Culture - ‘View’ & ‘Edit’.
e Deceased Details - ‘View’ & ‘Edit’.

‘Special Needs’ tab contains the following sections:
e Disability Details - ‘View’ & ‘Edit’.
e  SEN Stage Details — ‘View’ only.

‘Student Additional’ tab contains the following sections:
e Supporting Details - ‘View’ & ‘Edit’.
e Traveller Family - ‘View’ & ‘Edit’.
e Asylum Details - ‘View’ & ‘Edit’.

‘Student History’ tab contains the following sections:
e School History - ‘View’ & ‘Edit’.
e Address History - ‘View’ & ‘Edit’.
e Name History — ‘View’ only.
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Permission on the majority of sections is controlled by Business Process ‘Student Data — Core Data’ with the

exception of Disability Details, School History and Address History which are controlled by the business
processes noted below.

e Disability Details — Main process ‘Disability Details’ — ‘Person/Student Disability Details’.
e School History - Main process ‘Student Data’ — ‘School History’.
e  Address History - Main process ‘Addresses — Save Linked Addresses’.

Permission to each section has 3 levels where appropriate, ‘Read’ access provides the ability to retrieve and
‘View’ the information detailed in the section whilst ‘Read-Write” will additionally display an ‘Edit’ link adjacent
to the section heading. Where ‘Read-Write-Delete’ access is given the system will provide the ‘View’ & ‘Edit’
functionality but also display a ‘Delete’ link where there is the ability to remove records from the system.

# Capita O Onlive - Windows Indnrmet Explrr

@' w [ biee sownbiars =] 8 [ % o 0.
Fir Eot View Favories  Took  Help
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Selecting ‘Edit’ will display the section in an editable form mode and allow values to be updated, the system
will disable all other links that exist outside the section being edited and not become active until ‘Cancel’ or
‘Save’ has been selected.

A ‘Cancel’ and ‘Save’ option is displayed in the bottom right of the section being edited; this theme is carried
through out ‘A&T Back Office’.

The ‘Save’ button will only be active where a change has been made to any of the fields and when selected the
system will provide feedback of whether the ‘Save’ was successful of not, the message will close automatically
in 5 seconds, again this theme is carried throughout ‘A&T Back Office’.

«" Student School History Delails saved successfully |

Where ‘Cancel’ has been selected and no changes have been made the section is returned to a ‘View’ mode

and if changes have been made a message will be displayed to the user as displayed below with a choice of
whether to continue or not.

/1. Capita One - Student Profile

All changes will be lost, do you wish to continue?
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The ‘School History’ section in the ‘Student History’ provides the same functionality as within One v3 Student
Details | School History.

Expanding the section heading to display a grid of existing school history records, to view full details of a
school history record the user is required to select ‘View & Edit full details’ and when selected a transition
takes place to display the ‘School History Details’ for the selected record. To navigate back to the summary
view select the large arrow left to the ‘School History Details’ heading.

Base Name: LA Nc Sch Nc Days Per Week:
Registered: No  Dual Reaistered: No  Guest: No  Residential: No

Reqistration Type: _ Start Date: a End Date: 1
Reason for Joining: - Reason for Leaving:

Last Updated: Last Updated By: |

Destination:

Destination Last Updated:
Destination Last Updated By. _, ...

Where the user has only been permitted ‘Read’ access to the ‘School History’ business process the ‘Add’ link
will not be displayed nor will the ‘Edit’ link within the ‘School History Details’ section.

The ‘Address History’ section in the ‘Student History’ tab will display the full address history and replaces the
Address Manager from One v3 Student Details | Address Manager, below information has been given on how
to 'View’, ‘Edit’ existing records or ‘Add’ a new address history record but also add a new dwelling and
completely new address to the system.

‘View’ or ‘Edit’ Full Address Details (e.g. Easting, Northing, Telephone, OSAPR and UPRN)

Note: Permission needs to be given to following business process to allow the information to be viewed,
‘Addresses’ — ‘Save Linked Addresses’.

Expand the ‘Address History’ section by selecting the section heading and select the row which the address
details are to be viewed, this will highlight the row and display a magnify glass in the ‘Address’ column shown
in Fig 1.
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Select the magnifying glass; this will open an ‘Address Manager’ modal window populated with the ‘Postcode’
value for the selected address record, select search and the system will retrieve all addresses linked to the
postcode ; select ‘+" to the left of the street record associated with the student to view the dwelling
information.

To display the full address information for the street record select the ‘Edit’ link, the view will be change to
display the ‘Address Details.

As access has to be permitted to business process ‘Save Linked Addresses’ to view the ‘Address Details’ section
and it is advisable to only permit users ‘Read-Write’ access where it is likely the user(s) have the need to
manage the ‘Address History’ information.

Please Note: The Addresses functionality will be reviewed during 2012.
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‘Add’ a New Address History Record
Adjacent to section heading ‘Address History’ is an ‘Add’ link, selecting the link will created a new row within
the grid displayed, click into the ‘Address’ column will display a magnifying glass displayed in Fig 4.
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Figd
Select the magnifying glass to display the ‘Address Manager’ modal window (Fig 2), enter a postcode value and
select ‘Search’ matching address records will be displayed. Select the ‘+’ icon on the left to view the associated

dwellings (Fig 2). Enter the mandatory information ‘Address Type’, again select into the column and then
select a value from the drop down menu at this point the record can be ‘Save’.

Where not all mandatory information has been entered the system will display an appropriate warning
message along with the field that has not been populated.

‘Add’ a Completely New Address / Dwelling to the System

Note: Permission needs to be given to following business process to allow a completed new address / dwelling
record to the system ‘Addresses’ - ‘Save Address (Online).

Follow the process which has been outlined previously in ‘View’, ‘Edit’ or ‘Add’ an address history record but
where access has been permitted an ‘Add a new address’ link will be displayed, the system will only display the
link after an initial address search has been performed.

Selecting the ‘Add a new address’ link will display a blank version of the ‘Address Details’ window (Fig 3) in an
‘Edit’ mode to allow the address details to be entered, the record can only be saved to the system where all
mandatory fields have been populated.

Where a new dwelling is required the user would have a list of existing addresses retrieved from the system
(Fig 2) at this point, select the address for which a new dwelling needs to be created (by highlighting the
dwelling information) and select the ‘Add a new address’ link. The ‘Address Details’ form will be displayed with
the basic street information populated for the selected address and allow the details of a new dwelling to be
entered and saved.

Note: Where access needs to be limited to only ‘Edit’ the ‘Easting’ / ‘Northing’ value, this can be achieved by
only giving access to the following business process ‘Addresses’ - ‘Save Address Geocode (Online)’.
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Students | Applications

The Students | Applications area is the equivalent of v3 Manage Transfer Group | Preferences Focus, the A&T
Additional tab including additional functionality.

s
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Permission for Student | Applications area is controlled by business process ‘Applications by Student’ and
where access has been denied the ‘Applications’ secondary navigation menu route will not be displayed,
neither will the ‘Application Summary’ be displayed in route Students | All Students.

The Student Application search provides the same functionality which existed in v3 with the benefit of the
student records always being displayed in the left hand panel along with the search criteria. Any record can be
selected from the list results and the system will update the details displayed on the right hand side of the
page.

The ‘More Options’ link provides fields to which values can be entered to further refine records retrieved by
the system.

Additional search fields have been provided to allow Students to be filtered by their LA (Home, All or Other LA)
where ‘Other LA’ is selected, a specific LA can be selected, also an option to filter on students with or without
an Application Reference, this will refine students to be displayed who do not have any preferences recorded.

In the top right is the master panel displaying key summary information for the student record selected,
including the number of ‘Active’ and ‘Past’. Selecting either hyperlink will expand the summary information
where collapsed to provide more space on the screen for viewing details of the selected application record.

To indentify the application being viewed the system will display an icon next to the Transfer Group
information as displayed below.

Where more than one application record is linked to the student there is the ability to select the any
application current or past and the system will refresh to display details of the selected record.

The application link is the ‘Code’ and ‘Year’ of the associated Transfer Group.

Current Applications
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Where the user needs to view the core student related information the ‘Full Student Details (Leave Application
Page)’ link can be selected and will navigate the user to Students | All Students for the record being viewed.

Displayed in the ‘Application Summary’ is the ‘Add New Application’ link. This allows the user to create a new
application and is the equivalent of v3 ‘Add to Transfer Group’ in the Manage Allocation focus.

Selecting the link will display an ‘Add New Application’ modal window containing all of the eligible Transfer
Groups for which an application can be created.

The information provided in TG links is (TG Code, Year & Description) and where there is an ‘In Year TG’ then
‘In Year Transfer Group’ will be displayed at the end of the description.

The validation for a normal phase Transfer Group has been updated and where a student has a current school
which does not exist in the Transfer Group as a Feeder School an application can be created; there is no longer
a dependency on the school being a part of the TG as a feeder school.

Selecting a TG link will add the student to the Transfer Group and create an application, there is a warning
displayed to confirm whether the user wishes to create an application for the selected Transfer Group.

Depending on the type of TG the application was created for there will be one of two ‘New Application Details’
screens displayed as noted below.

Application created for an In Year TG - The main ‘Application Details’ cannot be accessed until mandatory In
Year Details has been populated, where ‘Cancel’ is selected the system will display a message to notify the user
that they will be navigated back to the search as the mandatory information has not be provided.

New Application Details

Transfer Group: uiD: Application Ref: Add
Registered School:
Current Address: 3.

@

@

| PEND - Pending

| | ]

Fair Access Panel: []

In Year LA Memo: [ In Year Applicant Memo: [§

Where an application has been created for a Normal Phased TG the below screen is displayed.
Please note the fields are mandatory and the user can select ‘Cancel’ to skip to the full ‘Application Details’
page, the Applicant fields are only mandatory if the information is partially populated and ‘Save’ selected.

New Application Details

Transfer Group: uiD: Application Ref:
Feeder School: Update Feeder

Registered School:

Current Address: 3

-

@

| I | Il ] l:l Responsibility: [

Notify By: Email: (7] Text: [] Online: [] Letier: []

[ "] Find AddressSet address from siugent
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The ‘Application Details’ tab is the equivalent of the V3 preferences tab with the key benefits being that all the
information is now displayed on the same screen and not across a number of tabs.

The first section displayed is key information related to the application including the ‘Feeder School’, UID,
Application Ref and Current / ‘Admission Address’ formally known as ‘Allocation Address’.

To access and manage the Application Reference details select the value displayed to open a ‘Manage
Application Reference’ modal window, the functionality from v3 has been replicated with some improvements.
Where a reference does not exist then ‘Add’ will be displayed and will have the same function to open the
modal window and allow the information to be managed.

il Manage Application Reference a

Application Reference Date Known

- # Edit

MNone Recorded

Where the ‘Feeder School’ and ‘Registered School’ are different both values will be displayed but where both
are the same only the ‘Feeder School’ will be displayed, the same logic has been applied to the ‘Current
Address’ and ‘Admission Address’.

There is now the ability to select an ‘Admission Address’ value direct from the system, this has significantly
reduced the amount of time to select the future address record. Selecting the ‘Choose a different address’ link
will open an ‘Address Manager’ modal to which an address search can be processed and an address value
selected, the address record is not added to the students address history but this function is currently under
review for 2012.

The next section is the ‘Preference’ container, which will display the total number of preference records
associated with the application next to the section heading. The number of linked sibling records and whether
the preference has been recorded as late is displayed along with the ‘Offer Status’.

To create a preference record select ‘Edit’; 6 blank preference rows will be displayed in an edit mode which
can be populated with a receiver school. At the same point, the preference reasons can be populated by
selecting the ‘View Reasons’ link.

It is important to note that many preference records can be created without the need to ‘Save’ the application
information; this includes the preference reasons to allow more flexibility to key in applications and for editing
purposes.

When creating a new preference record there are two ways the receiver school can be selected; 1° by typing
directly into the receiver field to display an auto suggest list of matching records, the 2" is to select the
magnifying glass and use the ‘Select a Receiver’ modal window to filter the records and choose a receiver.

To change the preference number firstly select ‘Edit’ then click in to the preference number field and enter a
unique ranked number and where there is the need to promote or demote a preference record, select and
hold the left mouse button to drag and drop the preference record to the required position in the list of
preference.

For example, to promote a preference to first preference click on the record and drag it to preference 1. The
outcome would be the rest of the preferences being demoted; the functions works exactly the same way to
demote a preference record.

When selecting the ‘View Reasons’ link there will be a transition to the ‘Preference Reasons’ page, where the
preference container is in an edit mode and the user has navigated to the reasons page it too will be in an edit
mode.

The transfer group and preference information is displayed at the top of the reasons page, the reasons are

now displayed in two columns ‘Applicant’s’ and ‘LA’ this allows for a quicker comparison of information stated
by the Applicant to that verified by the LA.
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To the right is the ‘LA Only’ section that contains the (‘Late’, ‘Online’, ‘Exceptional’, ‘Appeals’, ‘From Waiting
List’ ) flags to name a few that are set against a preference record this now includes the ‘Applicant Response’
information.

The preference reasons page has the same functionality as within v3 with the exception that some is shared
between the main ‘Applications Details’ page and the ‘Preference Reasons’ page e.g. ‘Copy Applicant Reasons’,
promote / demote and ‘Delete’ (Delete a preference).

Where the receiver school is a Home LA school with Banding setup there will be a ‘Banded School’ warning
display to the right of the column headings with a ‘View Band Details’ link, the link will take the user to the foot
of the page to either view or edit the band information linked to the preference record.

The Band information can only be processed when the main reasons page is not in an ‘Edit’ mode, selecting
‘Add Band’ will display a drop down field which when selected will display all bands setup.

Band 1 Priority- 1 Ty

Band 2 Priority:- 2 Ty

\
After selecting and saving the band details a record will be displayed below the section heading, selecting the
band record will then expand the record to display the ‘ASL Details’, at this point the information can be edited
but this can only be done where the ‘Offer Status’ is ‘Not Processed’.

Once a band has been associated with the preference record it will no longer appear for selecting within the
‘Band’ drop down field and where all bands have been associated with the preference record the ‘Add Band’
will no longer be displayed.

Band 1 Offer Rank: - Offer Status: Not Processed / Edit
ASL Details

Priority Group Number: - Priority Group Criterion: -

ASL Rank: - Ranked By: -

b

il Delete

Where the receiver selected is Out of LA the Banded School warning will be displayed, but this will be for
where ‘ALT Band’ information can be recorded manually.

Within v3 the user had to create a preference save the record and then navigate to the ‘Sibling’ tab to record
any supporting information that had been provided, the dependency to save the preference record has been
removed from ‘A&T Back Office’. Now the user can create preference record(s) the ‘Preference Reasons’
including ‘Siblings” without the need to select ‘Save’ in between.

Where the ‘Sibling’ checkbox is ticked the magnifying glass will be enabled allowing the ‘Siblings’ modal
window to be displayed, where records exist a summary of the sibling information is displayed 8underthe
‘Current Siblings’ section. Select a sibling record will expand the record to display the ‘Middle name’ and
‘Address’ information along with a ‘Delete’ link if the appropriate access has been granted.

The process of creating a sibling record is the same as v3, selecting ‘Add Sibling” will display a ‘Add New Sibling’
section where the user can choose ‘Populate Sibling from ONE’ (Search the One database for the sibling
record) or ‘Manually populate sibling’ (To manually enter name, address & linked school information).

The number of sibling records is displayed on the reasons page along with details of whether the LA has
verified the information or not be selecting the ‘LA’ Sibling preference reason as displayed bellow.

When in a view mode to display the sibling information select the ‘View’ link.

e et e e s nan s meeees g s

Reasons. Applicant's LA
Named Scheol
Public Care

Sibling -1 View
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To navigate back to the main ‘Application Details’ page select the large arrow to the left of the ‘Preference
Reasons’ page heading.

Note: Where ‘Edit’ has been selected against the ‘Preference’ container or the ‘Preference Reasons’ page the
system will allow the user to process all preferences without the need to ‘Save’ the data entered and so the
transition between the ‘Application Details’ page and ‘Preference Reasons’ the system will know if the data
should be displayed in an ‘Edit’ form or not.

Updating the Offer Status in the Preference Container
The ‘Offer Status’ value can be updated for only one preference at a time and the details saved but where
certain statuses are selected the system will now update the ‘Applicant Response’ value as stated :

e  Where Offer Status ‘Log Parental Acceptance’ is selected the applicant response will be set as
‘Accept’.
e  Where Offer Status ‘Log Parent Refusal’ is selected the applicant response will be set as ‘Reject’.

Where a preference has multiple bands associated the user was previously required to select a ‘Band’ when
selecting certain values. The process has been simplified and the system will, when appropriate, set the offer
status to the correct band and so the following rules are applied.

e Where only 1 band exists and the Offer Status is updated the system will apply the selected value to
the band record.

e Where the offer status selected is one of ‘O’,’P’, ‘Y” a ‘Select a Band’ modal will appear requiring the
user to select a Band to which the offer status will be applied.

e  Where the offer status select is ‘A’ the system will first validate if there is only one positive allocation
and if so update the band offer status to ‘A’, where this is not the case a ‘Select a Band’ modal
window is displayed for the user to select the appropriate band.

e  Where ‘X’ (Refused by Parent) is selected the system will firstly validate is there is one out of the
multiple band wish has an offer status of ‘O’,’P’, ‘Y’ or ‘A’ and if so update the band offer status, in the
circumstances where no positive allocation exists or more than one exist a ‘Select a Band’ modal
window will be displayed.

Displayed under the ‘Preference’ container are the following selections all of which contain the same functions
as v3 including additional functionality.

e ‘Applicant Details’ - Where no details have been entered then ‘Add’ will be displayed to allow
information to be recorded.
Enhancements are:

0 The ability to create an email from the system using the default email client by selecting the
envelope next to the applicant’s email address field.

0 When updating the ‘Email’ flag the system will validate if there is an ‘Active’ online
application and, if so, ask the user if they wish to update whether the Parent would like to
receive an email or not. Where the Transfer Group has closed online there is no way to
update this information.

e ‘InYear Details’ - This section is only displayed for an In Year Transfer Group and has been separated
out from the details displayed on v3 ‘A&T Additional’ tab. Where the ‘Fair Access Panel’ value is ‘No’
the Fair Access Pane information is not displayed.

e ‘Additional Details’ - The equivalent of the information recorded within the ‘A&T Additional Tab’, the
‘In Year Details’ is a section alone and is no longer included under this section
Enhancements are:

0 The ability to view and edit the council tax reference number.

0 The ability to edit the test score.

0 A new field ‘Moving Address’ which will display the future moving address imported from
Admissions Online.
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e ‘Withdrawn Details’ - Another section from the v3 A&T Additional tab, both withdrawn from
procedure / test have been grouped under the same section.
Enhancements are:
0 Withdrawing an application will set all preferences to have the ‘Offer Status’ of ‘Q’ (‘No
Longer Required’).
0 When a ‘Withdrawn’ Application is re-activated the system will now give the student an
‘Offer’ to the Base setup as ‘No Offer’ for the TG, all existing preference offer statuses will be
set as ‘Not Processed’.
e Relocations - Where the application is for an In Year TG the relocation information will be displayed
and will allow the user to view and edit the Relocation / School Approached details.

Copy Applicant Reasons: the ability to copy the reasons for one, all or a selection of preferences has been
given, the link is displayed under the preference container and when selected will allow the user to process the
copy routine. The changes are not saved when the copy routine is processed to allow the user to reverse the
changes made if necessary or to further review the information that has been copied across to the ‘LA
Reasons’.

There are a number of major improvements to recording of application / preference information along with
the ability to now process a preference record as Inactive, details of which are below.

Within v3 the system recorded ‘Allocation History’ and this was a snapshot of some preference information at
the point where the receiver school or offer status was changed. In v4 the system will note records when a
preference record was added to the system and every change that has been made to the preference record
through the admissions cycle. The improvements will even track when a preference record was deleted and
who deleted the record; this will aid LA’s in any appeals process to provide information to why an allocation
was not received.

We have introduced ‘Application History’. The concept is to record application related information which is at
a higher level rather than preference level. The following fields are tracked within the system and recorded
within the Application History.

e Application Entered Date.

e Application Received Date.

e Date Place Required - (In Year Application).

e Application Reason - (In Year Application).

e Application Status - (In Year Application).

e  Fair Access Panel - (In Year Application).

e  Fair Access Panel Reason - (In Year Application).
e  Fair Access Panel Decision - (In Year Application).
e  Moving Date.

e Admission Address

It was established that for In Year Applications there was the need to make a preference record inactive
because the student was allocated a place but the parent wanted to be put on the ‘Waiting List’ for higher
ranked preferences. In ‘A&T Back Office’ there is now the ability to process a preference record as inactive
which will copy the preference information to a series of new database tables that will allow the user to still
access the information that had been recorded; details of the process has been outlined below and the
associated DB tables.

Firstly there are differences between an In Year TG and a Normal Phase process wise and as a result there are
different restrictions on where a preference can or cannot be processed as inactive.

In Year Application - A preference cannot be processed as Inactive if it has an Appeal linked to it, other than
this there are no other restrictions.
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Normal Phase Application - A preference cannot be processed if there is a linked Appeal or the offer status is
one of (‘O' - 'Offer’, 'P' - 'Provisional', 'Y' - 'Allocated’, 'A' - 'Accepted By Parent', 'X' - 'Refused By Parent' or 'X' -
'Refused By LA').

Processing a preference as inactive will delete any associated band information; the preference history is kept
and can still be accessed via the ‘Preference History’ tab.

To process a preference record as inactive, below the ‘Preference’ section is a ‘Set Preference Inactive’ link and
upon selecting the link, an ‘Inactive Preference Details’ window will be displayed. The system will only display
preference records which can be made inactive, so where the system does not display all preferences linked to
the application, please refer to the rules outlined above.

After ticking the ‘Inactive’ check box the user can populate the mandatory fields ‘Inactive Date’ and ‘Inactive
Reason’. Once populated, the user can select ‘Save’ The system will prompt the user to confirm whether they
wish to continue as the process is irreversible.

Where the user has selected to continue with the process the following information is copied to a series of
new tables (Preference data, Sibling Details, Special Subjects) and finally the active preference record is
deleted. The system will record the fact the preference record was made in active, the data and time plus the
user who carried out the inactive process.

To view the Inactive preference uncheck the ‘Active Preference Only’ option adjacent to the ‘Preference’
section heading, this will display a second grid ‘Inactive Preferences’ displaying all associated records. The
‘Preference Reasons’ page can be accessed by the ‘View Reason’ link plus all memo information is retained.
The user will see no difference to the screen to if they were accessing an active preference except the ability to
‘Edit’ the information record has been removed.

Clone Application Routine

The routine has been updated and now does not have a dependency on the student (application to be cloned
to) needing to have an application or be associated with the Transfer Group before the clone routine can be
processed.

The ‘Clone Application’ link is only displayed in the master panel when within route Students | Applications
where access ‘Read-Write’ has been permitted to business process ‘Applications by Student’ and where the
application is not withdrawn.

The updated routine now runs from within a selected In Year Application which the user wishes to clone the
information from and to another student who or may not be associated with the TG, if they are already have
an application there are a series of validation messages given to prompt the user about overwriting an
application.

System generated preference are not copied across and neither are the fields mention below, this is to make
sure the application created has a copy of the preference record and not all the reason information or the In
Year Details:

In Year Details
e  Application Status
e Application Entered Date
e Application Received Date
e  Fair Access Panel value
e  Fair Access Panel Reason
e  Fair Access Panel Decision

Additional Details
e Test Score

Preference Reasons

e  Offer status
e Distance
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e  Public Care

e  (Care Authority

e Catchment

e Address verified

e Applicant Response
e  Supporting Text

e Online

Relocations

Relocation information for students changing schools mid year can be accessed from the Students | All
Students | Relocations tab. Also, where the student has an application for an In Year transfer group then
Relocations information can also be accessed via the Students | Applications | Application Details tab at the
foot of this tab. Additional information can now be recorded for a Relocation compared to v3: Process End
Date, Relocation Outcome and Reason for Ending Relocation. Relocation Outcome (table ID 1138) and Reason
for Ending Relocation (table ID 1139) are both lookup fields for which locally defined codes can be set up via v4
rich client Tools | Administration | Lookups.

In the Schools Approached area of Relocations, currently the Support Officer details that could be associated
with the Schools Approached record in v3, are not present in v4. If your LA has recorded Support Officers
against Schools Approached details and continues to need to do so for Admissions related Relocations, please
contact the Service Desk (telephone 0870 2411 323).
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Bases Focus and Managing Applications by Receiver

Bases | Receivers

The Bases | Receivers area is the equivalent of the v3 Manage Allocations focus including additional
functionality.

Users can search for Receivers in the left hand search panel based on Transfer Group (remembered from your
last session on your PC), also optionally search on Sub Group, Receiver Name and filter on home LA Receivers
only.

The search results displayed on the left hand side include the number of active Preferences for the Receiver
(not including ‘No Longer Required’ or ‘Refused’ preferences).

The ‘Show Offer Counts’ link displayed just above the search results shows additional information for the
search results including counts of Offered, Provisional and Allocated/Accepted preferences.

Once a Receiver has been selected the user can then access an overview of the Receiver counts in the top right
hand panel and the list of preferences underneath.

The ‘Wide view’ option (displayed just above the list of preferences) can be used here to hide the search panel
and use the maximum screen space to review the list of preferences. Also the Receiver Summary information
at the top of the screen can be minimised or maximised using the » /¥ symbols to the left of the summary
line (this theme is carried throughout ‘A&T Back Office’):

Receiver Summary shown with minimum information:

one Homa Students Process 5 Reports Adminisiration Welcoma CEYSADMIN | Help | Logeut

All Bases Nearest School Search

By Recelvers % i B More coticns... 4

! Y
| | * Dalance:  PAN: ¢ Preferences: Salective: |

| I«

‘Cne Home Slhudenls Process EEEH Reports Administration Weleome CEYSADMIN | Halp
All Bases Nearest Schodol Search
B neceivers us 5 ore options. 4
= [ [+ — -
¥ Balance: ! PAN: ! Preferences: | . Selective: |
| | _ Pref 1: 1 Pref 2: 0 (+0 Refused) Prel 3: 3 (+0 Refused) Other: 3 (+0 Refussd ]
| | Differ Pravisisnal Allacated ] A coptod Must Ofered (N, W, no Rebused (X & R}
status)
Claar Saareh 0.0% 3.2% 11%
| Search | 0 (O0M + OF) 3(2M +1F) 1 (1M + OF) z o
Rucakutale Offer Counts

This Receiver Summary information is enhanced compared to the equivalent in the v3 Manage Allocations
area, and now includes numbers of Not Offered preferences (with a status of either No Offer, Waiting List or
not yet processed) and also Refused preferences (refused by parent and refused by LA).

Within this area users can carry out the following processes (which includes significant key time-saving
enhancements over v3):

Update Offer Statuses for Single or Multiple Preferences

Offer statuses for a single or multiple preferences can be updated by clicking in the checkbox column at the
start of each row, choosing the Offer Status and clicking the ‘Update Status’ button. Combining this with one
of the offer status filter options, it is possible to select all the current listed preferences to update their offer
status by clicking on the checkbox in the header at the top of the column.

There is now more flexibility in assigning offer statuses to improve the flow of using the system (it is possible
to go from any offer status to any other offer status, although this is validated and warnings are displayed
where necessary). This means that, for example, when manually allocating a free place to a student on the
waiting list (who is already allocated to a lower parental preference), it is now possible to allocate that space,
and then to drill down into the application details (by clicking on the student name) and then update the offer
status for the lower preference to indicate that this is ‘No Longer Required’.
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There are now additional offer status filters to help with business process (e.g. logging parental responses,
managing waiting list).

Preferences

[ Home LA Students only [ Sort by Oversubscription Criteria 700 P arent Responses (0. F. 7)

‘ All preferences

Clear Selection Late applications
Adid to Waiting List (N, no status)

4 Preferences
Manage Waiting List (W)

Rank Offer Status Name SEN Home LA Current Base Late P Care Na
U Waiting & Not Offered (W, N, no status)

2 Log Parent Responses (Q, P, Y)

a Accepted -

When users choose to update offer statuses to ‘Accepted’ this will now automatically update the separate
Applicant Response field to ‘Accept’. Similarly, when users update offer statuses to ‘Refused by Parent’, this
will automatically update the Applicant Response field to ‘Reject’.

Where a student has a preference for a banded Receiver and has been associated with 2 bands (e.g. for a
school selecting some students based on their ability, if the student was associated with both the Ability band
and the Mainstream band) then when updating offer statuses for the individual bands, there is now a revised
calculation for the main preference’s offer status. This takes the most ‘positive’ of the individual band offer
statuses and copies it as the main preference’s offer status.

This calculation is based on the offer status hierarchy (from ‘most positive’ to ‘least positive’) of: Accepted (A),
Allocated (Y), Provisionally Allocated (P), Offer (O), Waiting List (W), No current offer (N), Not yet processed
(null), Refused by Parent, No Longer Required, Refused by LA. For example, if the student had a ‘Refused by
LA’ offer status for an Ability Band, and a ‘Provisional Allocation’ for the mainstream band then the main
preference offer status would be ‘Provisional Allocation’. If then a higher parental preference could be offered,
so the mainstream band was updated to ‘No Longer Required’ (whilst preserving the Ability band’s offer status
of ‘Refused by LA’), then the main preference offer status would be updated to ‘No Longer Required’.

There is also a new ‘Home LA students only’ filter, this may be particularly useful when finding places for
students assigned to the ‘No Offer’ base by the Offer processes, because it was not possible to place them at
any of their parental preferences.

Manage Ranks for Own Admission Authority Schools

Managing ranks for Own Admission Authority Receivers is achieved via the ‘Update Ranks’ link on the Bases |
Receivers screen (for banded schools this is available after selecting the band). Before clicking on Update
Ranks, you can click on the ‘Sort by Oversubscription Criteria’ checkbox (if oversubscription criteria has been
recorded against the subgroup that includes the Receiver), and then the list of students will be presented in
this order when updating ranks. If required, you can also choose an offer status filter before clicking on Update
Ranks too.

The ‘Update Ranks’ area includes a significant enhancement over v3: the ability to revise ranks easily to
manage late applications at any stage in the offer process. For example, if after running Make and Resolve
Offers, some late preferences need to be incorporated within the existing list of ranked preferences in order to
be considered should places become available, you can easily enter the desired rank for the late preference
and the system will ask for confirmation that other existing ranks of this number or lower should be
incremented by 1. This will then automatically update all lower ranks (saving much time compared to the
equivalent processing in v3). For example if a user has entered rank 3 for a late preference where rank 3
already exists. The system prompts the user to confirm that lower ranks should be incremented by 1.

Updating ranks will not cause the offer status to be updated.

Manage Ranks for Maintained Schools where Late Preferences need to be Accommodated
A further new enhancement is that it is now possible to manage ranks for maintained schools where late
preferences (not included in the Make Offers process) need to be accommodated. This is done via the new
‘Re-rank Waiting List’ option shown at the foot of the Bases | Receivers screen for schools in subgroups not
marked as ‘edit rank’ (for banded schools this is available after selecting the band). After the user confirms
that they wish to continue, this will re-rank in oversubscription criteria order any preference for the school
with an offer status of ‘No Offer’ or ‘Waiting List’, regardless of whether or not they have a current rank.
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This means that any late preferences that were not included in the Make Offers ranking process can be
subsequently included for consideration in the next run of Resolve Offers for allocation if places are available.
This is because ‘Resolve Offers’ will consider allocating places to preferences with a rank and with an offer
status of ‘No Offer’ or ‘Waiting List’ only. The re-rank waiting list process will not re-rank preferences that have
an empty/’not processed’ offer status.

When re-ranking the waiting list the system will rank the highest sorted preference (by oversubscription
criteria) with a current offer status of N or W with a new rank which is 1 more than the current lowest ranked
preference of any offer status for the Receiver. This is being done to ensure that there are no duplicate ranks
for the Receiver - this will mean that there may be some gaps in ranks which could be large gaps. If this routine
is run more than once for a Receiver then there will be additional large gaps. This will help to identify that the
re-ranking process has taken place. Only Ns and Ws are given new ranks. The existing ranks for other offer
statuses will be preserved. Updating ranks will not cause the offer status to be updated

Drill down from Receiver’s Preference List to an Individual’s Application Details
A further key enhancement in v4 is that it is possible to access full application details for an individual student
by drilling down from the Receiver’s list of preferences by clicking on their name, which is underlined:

After clicking on the student name to access the Application Details it is possible to update offer statuses for
other preferences and also access Applicant contact details. This means that when manually processing
updates to offer statuses post offer date, you can allocate a free place to the student at the top of the waiting
list (who is already allocated to a lower parental preference), then drill down to their application to free up
their current allocation at the other school to indicate that it is no longer required, as well as phone or email
the applicant.

Drilldown from Receiver’s Preference List to an Individual’s Preference History

You can drill down from the list of preferences by clicking on the Offer Status to access the individual
student’s full Preference History. This is much enhanced compared to the Allocation History of v3 and tracks
key changes to the preference (including the addition and deletion of preferences, changes to preference
reasons and ranks) in addition to tracking changes in offer status. This list can be exported to Excel or printed.

This is presented as a window on top of the existing list of preferences. As is the case with other windows
displayed on top of the Bases | Receivers list (e.g. for accessing an individual’s application details, updating
ranks, preferences, assigning students to bands etc) it is possible to resize the default view of this overlaid
window by dragging the borders of the window to best suit your screen. The size will be remembered for
subsequent uses of this window by the user on this PC.

Q Preference History

Preference History for

Capita One 24 A&T 3.46



One A&T Product Notes December 2011

Assign Students to Bands and Move Students within Bands Flexibly

Where the Receiver uses banding to allocate places, the initial list of preferences accessed from the Bases |
Receivers area before selecting a band is now sorted to highlight students not yet assigned to a base at the top
of the list, followed by students assigned to bands in band priority and then rank order, with unranked
students then listed in name order.

Once preferences have been recorded for a Receiver school using banding, then students can be easily
assigned to bands, individually and in bulk, via the Bases | Receivers area by selecting the band and using the
‘Assign Students to Band’ option. This is accessed from the ‘More options’ link at the foot of the Bases |
Receivers screen for a banded Receiver. Here the user can easily search for students to assign to the band by
current school, by name, including optionally only searching for students with a preference for this Receiver
but not yet assigned to any band for the school, and then can easily select one or more students to assign to
the band. If you need to move students between bands as part of your post offer processing, this is also now
possible (an enhancement over v3) - you can remove any student from a band as long as their offer status for
that band is not offered or allocated (not one of O, Y, P or A). When assigning to bands users can see student
test scores and specialisms.

Update Preferences in Bulk via the Receiver

There is also the option to Update Preferences in a grid format, which migrates the v3 Manage Allocations |
Edit Preferences functionality. This is accessed via the ‘Update Preferences’ option on the Bases | Receivers
screen.

Q Update Preferences

Update Preferences for . | Offer Status: All preferences.
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Bases | All Bases

The Bases | All Bases area is the equivalent of the Bases focus in v3.

Process Administration

Reports.

Welcome CSYSADMIN | Help | Logout

Nearest School Search

[: =] ? Edit Base
‘ Search ‘ Official Base Name (if diff.): @ View Map atchment
’ Selective: No SEN School Type: Gender: ¢
Home LA, Active Bases'
e Primary Site Address:
R
LA Sch.No.

Base Details Sites (1)

Former Centrol:
Education Office:
[# Memo

v

B2B Personnel Base:

Ne

‘Catchment Linked Bases

¥ Statutory Information / Eat

Statutery Return Group:
Governing Body:
[@ woe

Additional Information # edit
Teaching Medium: N/A
XML Transfer Base: No

Employment Type: N/A
LA Gateway: No
In Statutory Return: No

PAN & Vacancies

URN:
‘Cost Centre:

Short Code:
Children’s Centre: No

=

Wide View

Parents Gateway URL:

Catering Area:
Cleaning Centre:
Grounds Maintenance:

¥ Opening Times

Through this area you can add or update Base information including Base Details, Sites, Opening Times as well
as Admissions & Transfers specific Base information of Catchment areas, define Linked Receivers (and easily
view Linked Feeders) as well as PAN and Vacancy information. In this release Base Contacts information is not
yet available in A&T Back Office. This area will be migrated in a later release. In the short term it would be
possible to create a Crystal Report to display Base Contact information and link it to this area, so that
Admissions users can continue to access Base Contact information.

When searching for Bases by default the user is prompted to search by Name (including any part of the name)
and School Number. By default the search is on active Home LA Bases only. Under ‘More Options’ it is possible
to search on All Bases, Base Type, inactive and also to search for a specific Other LA’s bases.

‘One Home Studenis Process Bases

Receivers Nearest School Search

|
Base D
@, More Search Options a
i Bases
(O Home LA (O Al Bases (@ Other LA
Other LA A ‘ v ‘

Capita One 26 A&T 3.46



One A&T Product Notes December 2011

Managing the Transfer Group and Carrying out Key
Processes

In order to manage Transfer Group information or run routines to process the applications within a selected
transfer group, choose the ‘Process’ option from the primary navigation and then choose ‘Transfer Groups’.
This enables you to search for an existing transfer group, or add a new one. After selecting a transfer group
then some key information relating to that transfer group is shown at the top right of the screen, and then the
options to process are displayed in a series of tabs underneath.

One Home Students Process Bases Reports  Adminisiration Welcome CSYSADMIN | Help | Logout

Import Catchmenis Incoming Students Incoming Applications Appeals
>
§ Transfer Groups -
“ 4 # Edit |
|
[ |
Show Active Onf
v | Search ‘ ¥ Intake NCY: . Student NCY: _ Feeders: { Receivers: In Year: .._ Active: " __
& Use GIS: Use Allocation Address: System Generated Preferences Starting No:
Add new transfer group 1 Transfer Group . .
No Base: . Withdrawn Base:
Code and Description Year NCY No Offer Base: Impert Feeder Base: ,
Delete i Copy Transfer Group
Hide
Students E-App Settings | Sub Groups (2) | Coordinating LAs Feeders
-] = | Wide View

In order to edit the main transfer group details on the screen above, there is an Edit link near the top right
corner of the screen.

Setting up a Transfer Group

In order to set up a new Transfer Group, use the ‘Add new transfer group’ link displayed on the left hand side
of the screen just above the search results. This will open up a new form to record the transfer group details.
Mandatory fields are indicated with an asterisk:

One Home Students Process Reporls  Adminisiration Welcome CSYSADMIN | Help | Logout

Import Catchments  Incoming Students Incoming Applications Appeals

3

@ Transfer Groups

| | ¢ ent NCY ] Feeders: Receivers: Invear [ Active [
Show Active Cnly | Search | Use GIS [ Use Allocation Address [] System Generated Preferences Starting No

+ 1 Transfer Group 3 *llex |-“'S‘£ 1 Base *lles

Code and Description Year NCY

s

Cancsl ‘ Save ‘

One difference compared to v3 is that there is no longer a checkbox to ‘Use Offer Scheme’ when defining a
transfer group. Any transfer group defined in v4 will automatically be assumed to use the Offer Scheme. V4
processes assume that all transfer groups will be using the offer scheme. Historic functionality in v3 to manage
transfer groups under old rules for ‘provisional allocations’ (routines available in v3 via Tools | Routines |
Provisional Allocation) are no longer supported.

Once the new transfer group main details are saved, use the tabs below to choose Feeders, Coordinating LAs,
define Sub groups of Receivers and set Transfer Group level information for Online Applications via the ‘E-App
Settings’ tab (for those LAs using Capita’s A&T Online).

Please note that the area of selecting Receivers for Sub Groups is currently under review. There are
currently some issues with searching for Receivers and we will ensure that these are resolved in a release in
2012.
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Populating the Transfer Group and Running Bulk Application
Updates (e.g. Flag Feeder Links, Copy Applicant Reasons)

The Student Selection routine to initially populate the transfer group is available via the Process | Transfer

Groups | Students tab as per the screen below in the ‘Student Selection’ area. This will be specific to a normal
phased transfer group or In Year transfer group depending on which type of transfer group has been selected.

Students Process Administration Welcome CSYSADMIN | Help | Logout

Reports

One Home

Import Catchments  Incoming Students  Incoming Applications Appeals

& Transfer Groups "f/ | / Edit |53 More options...
‘ | ¥ Intake NCY: Student NCY: Feeders: Receivers: In Year: Active:
Show Active Only ‘ Search | Use GIS: Use Allocation Address System Generated Preferences Starting No:
e No Application Base: Withdrawn Base:
= Add new transfer aroup 1 Transfer Group No Offer Base: Import Feeder Base: .
Code and Description Year NCY Delete 1 Copy Transfer Group

Students Tests E-App Seftings | Sub Groups (2) | Coordinating LAs

‘: 14 students in this Transfer Group

Feeders

&1 | Wide View

F Student Selection

To populate the Transfer Group with students registered at the Feeder Schools who match the student selection NCY, click the Add
Students button.

[ Suers |

" Pre-Offer Processing

(_) Copy Applicant Reasons

‘ Process ‘

(+) Feeder Receiver (_) Catchments & Distances

The Student Selection routine now has a persistent error log with enhanced messages; this process can be run
multiple times without losing the previous error log. The log can be cleared when the user chooses to do so.

The ‘Pre-Offer Processing’ area of the Process |Transfer Groups | Students tab is home to the Flag Feeder
Receiver routine (to flag feeder school links in preference LA Reasons), as well as home to the bulk routine to
Copy Applicant Reasons in preferences to the LA Reasons area. Click on the relevant radio button on the
screen above and click on Process. Catchments & Distances routines are also accessed from here.

The Catchments & Distances Routines are described elsewhere in this document.

Managing Test Results

Processes to manage test results are carried out via the Process | Transfer Groups | Tests tab. Where no test
information has yet been associated with the transfer group then initially the tab will prompt the user to
associate test definitions with the transfer groups.

Test Codes lookups (table ID 0421) need to have been previously set up either in v3 or in v4 rich client via Tools
| Administration | Lookups, since lookups management is not yet available in Capita One Online.

Once Test Codes have been associated with the transfer group, please click on ‘Search’ again in the transfer
group search area, and the Tests tab will be refreshed and it will be possible to import files containing test
results or manually input Test Results. The process of manually entering test results has been much enhanced
compared to v3; results can be entered much more quickly in a grid format.
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import Catchments _Incom s Incoming Applkabions  Appeals
@ Transter Groups L 7 8t T o optana. 4
"‘“ » intake NCY: T Student NCY: § Feeders: 025 Recervers: 7 In Year: No Active: Yes. ‘
2 Show Actve 0aly

Studenss Tean
S =

o sce view

¥ Test Results  Eat

14 Stuserts 2 Tosts

Results

nitians

HUM Momeracy oinaat Froc B

The ‘Process Results’ area is accessed underneath the ‘Test Results’ area. You can optionally enter a Cut Off
Mark and select the method for processing test results.

¥ Process Results

Offer Routines (Make Offers, Resolve Offers, Final Allocation,
Publish Offer Information Online)
The ‘Make Offers’, ‘Resolve Offers’, ‘Final Allocations’ and ‘Publish Offer Information Online’ routines are

accessed from Process | Transfer Groups | Students tab under the ‘Offers Processing’ section. Here is an
example screen for a transfer group where ‘Make Offers’ has not yet been run.

One Home  Students  Process Reports  Administration Welcome CSYSADMIN | Help | Logmd
Import Catchments  Incoming Students Incoming Applcations Appeals

& Trinsten Grauge [ ] ) B | 8 g8 More optionssr, 4

[ 1|+ tskoncy: 7 Student NCY: 5 Foeders: 045 Rocuivars: 7 n Your: No Active: Yes

el Show et Oy Search |

i Stugdents

W 14 students In ihis Tramster Group ke View

¥ Student Selection

To populate the Transfer Group with students registered at the Feeder Schools who match the stugent selection NCY, cick the Acd Students bution

| Add Students |

¥ Pre-Offer Processing &

i) Feeder Receiver _» Calchments & Distarces () Copy Agplicant Reasorrs

¥ Offers Processing

In oeger io camy out initial offer processing for all home LA Recelvers, click on the ‘Make Offers’ bution

Make Offors

* Post Offar Processing =

¥ Reset Processes

Please note that here only the ‘Make Offers’ button is displayed and other options such as ‘Resolve Offers’ are
not shown. This is because ‘Make Offers’ needs to be run before other options can be activated, so they are
not displayed until this time. Here is an extract from a screen after the ‘Make Offers’ process has been run for
the transfer group:
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¥ Offers Processing Hide

In order to camy out initial offer processing for all home LA Receivers, click on the "Make Offers’ button.

=z

‘ «” Tue, 28 November 2011 16:45:33 Make Offers process complete. 50 offers made Close

In order to resclve offers for home and coordinating LAs' preferences, click on the ‘Resolve Offers' button

[ Resolve Offers ‘

Now the ‘Resolve Offers’ button is displayed and active. Also, status information is displayed about the running
of the ‘Make Offers’ process. As soon as an offer routine is initiated then a status update will be displayed
every 10 seconds in this area. It is possible for a user to navigate away from the screen to carry out another
activity and then navigate back, and the process will still continue with status updates continuing to be
displayed from here.

Once the ‘Resolve Offers’ process has been run then the ‘Final Allocations’ button becomes visible as well as
the ‘Publish Offer Information Online’ button (the ‘Make Offers’ information is no longer displayed at this
point):

¥ Offers Processing Hice

In order to resolve offers for home and coordinating LAs® preferences, click on the ‘Resolve Offers’ buttan

| «” Tue, 29 November 2011 16:48 34 Resolve Offers processing has finished. Close

In order io finalise allocations for home and coordinating LAs' preferences (including adding fo waiting lists), click on the 'Final Allocaticns’ button.

Final Allocations ‘

In order to publish the offer information online for all students in the transfer group, click on 'Publish Offer Information Online' button. This is a cnce-only
process that is designed to publish offer information as it is on the Offer Date. If offer statuses are changed after the Offer Date in the Back Office
system, then there will not be an opportunity to publish these changes online

Publish Offer Information Online |

Enhancements to ‘Make Offers’

The validation message processing has been enhanced compared to v3 such that when the ‘Make Offers’
button is clicked, the system will check for any validation issues that need to be corrected prior to running this
process, and will then list them all at once. Here is an example:

0 Errors found prior to Make Offers processing.

It is not pessible to run Make Offers because errors have been found for the following Receivers/Students. Please correct the errers and try again.

4 Errors [ Export dah Print
The PAN (Places available) has not yet been defined for this receiver.
Assigned to non-assessed band but ‘Do not consider for mainstream school' has been ticked on the preference details.
Needs to be assigned to a band.

Needs to be assigned to a band.
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Enhancements to ‘Resolve Offers’
Enhancements have been made to the ‘Resolve Offers’ routine in v4 to enable more effective post offer date
processing:

e |tis now possible to run ‘Resolve Offers’ after running the ‘Final Allocation’ routine.

e  Where places for home LA Receivers are available, Resolve Offers will now process students with an
offer status of ‘Waiting List’ in addition to processing those with a status of ‘No current offer’ in
allocating those places, as long as those student’s preference for the Receiver has a rank. These
students will be processed in rank order. ‘Resolve Offers’ will not allocate places to unranked
students.

e  Further, where a student has an Allocated or Accepted preference which is not their first choice but
has higher ranked No current Offer/Waiting List preferences then the system will now consider the
higher ranked No current Offer/Waiting List preferences when allocating places available for home LA
Receivers (this is a change from v3). If such a place becomes available, then lower ranked
Allocated/Accepted preferences will be updated to No Longer Required by Resolve Offers and written
to a log that is displayed at the end of the Resolve Offers process. The LA can use this log to carry out
any manual checks required here. If the parent changes their mind and does not want to accept the
new allocation then the previous allocation would need to be manually restored. This log is displayed
at the end of the Resolve Offers process and its entries will not be cleared automatically. Instead the
entries will keep being displayed at the end of Resolve Offers until the user chooses to clear
individual/multiple entries.

Final Transfer

The Final Transfer routine is available from the Process | Transfer Groups | Students tab in the ‘Post Offer
Processing’ area. This is used by LAs to update students’ school history with their allocated base; it is used only
by LAs not using B2B Student to exchange student information with schools.

Reset Processes

Routines for ‘In Year Reset’ (for an in year transfer group to initialise the next process period), ‘Reset
Allocations’ (for a normal phased transfer group, used in exceptional circumstances), and ‘Clear Preferences’
(for a normal phased transfer group, used in exceptional circumstances) are available via the Process |
Transfer Groups | Students tab underneath the Post Offer Processing area. These routines are not displayed by
default; the user must expand the area first by clicking on the grey arrow. The process buttons are coloured
red for the routines that are only run in exceptional circumstances and significant amber warning messages
are displayed to the user, explaining the consequences of running the routines and asking for confirmation
before continuing.
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GIS

Licence

The GIS functionality allows One Users to view addresses and schools visually on a map. It also provides the
facility to calculate the nearest schools to an address, or whether an address is in catchment from geographic
information.

One GIS v4, as a separate purchasable site licence, has been available for some time for PULSE and Early Years
rich client GIS functionality. GIS functionality for admissions is being migrated from v3 to v4 at the same as
A&T Back Office. For the One 3.46 release, A&T v4 nearest school search, application preferences, addresses
and bases have been integrated with GIS v4. In the future, as other parts of the One suite are migrated, where
appropriate, they will be integrated with GIS v4. Having purchased a GIS v4 site licence customers will receive
these and future GIS v4 enhancements without any need to purchase extra GIS v4 licences.

Geocoding an Address

Like GIS v3, GIS v4 can be used to set the Easting and Northing coordinates for an address. In GIS v4 this is
activated from the screen to edit an address.

Q Address Manager

Address Details

,

Northing View On Map

]

When viewing entities on a map the zoom level will automatically set the zoom level at which all plotted
entities are visible.

Q View On Map

|@®| Not Owned by Student or Base

Positioning
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To position an address, the most effective method is to scroll and zoom the map to where the address is to be
positioned. Then click on the address in the left panel. This will show the 'Position' or 'Re-Position’' link.
Activate the 'Position' or 'Reposition’ link. Click on the map where the address is to be placed. A dialogue will
appear (as shown in the picture). Click on 'Save', and the system will write the Easting and Northing
coordinates of the indicated position to the Easting and Northing fields of the address. It should be noted that
if the address is being edited, it will still need to be saved when control returns to the edit address window.

Note: Positioning or repositioning of an entity on the map will only work accurately when the zoom level of the
browser is set to 100%.

Geocoding a Base
There is more than one way to set the Easting and Northing for a base.

A base site is linked to an address, so geocoding a site's address (as described in the section above —
'Geocoding an Address Using GIS v4'), geocodes the site

A gate is not linked to an address, so it cannot be geocoded in the same way. There is a link against each gate
to be able to view and position the gate on a map (a facility that was not present in A&T v3). This link is only
visible for open gates

Base Details Sites (1) Catchment Linked Bases | PAN & Vacancies
= Add Site
# Edt
: (Principal)

Telephone: Fax: Email:

Date Opened: N/4 Date Closed: N/A Property Ref No: N/&

Electoral Ward: Parish: Parliam. Const: N/A

Caretaker: Telephone:

Key Holder: Telephone:

Transport: Telephone:

£l cates No Gates De
|Fri'natr',r site gate | Main Gate:[/] Open:[/| | | | ( ‘ @ View Map p

5 Cance | Save

4 13

When 'View Map' is activated, the gate is displayed on the map. It can be positioned or re-positioned on the
map, and the Easting and Northing coordinates saved back to the appropriate fields in the same way as for an
address.

The above methods for geocoding gates and sites are intended to be used if a single gate or single site is being
added to a base. An alternative method exists to be able to view and to position all the sites and gates for the
base on a single map. There is a 'View Map' link associated with the base

ﬁ /Edi[ Base E& More options...
Website URL: Base Type: Sec without 6th form T thority
Official Base Name (if diff.): B View Map |
Base Details Sites (2) Catchment Linked Bases | PAN & Vacancies
o Add Site
T ea

second site # cqit
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This shows, and allows positioning of all the base's sites and gates. Any gate or site can be selected from the
left menu, and positioned.

Q View On Map

[“J Principal Base Address
T

3
B

E
Show Al

Principal Site

Main Gate : Yes
Primary site gate

site | second site
Main Gate : Yes

main aate

second gate

Close
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Catchments

GIS v4 allows catchment polygons to be imported so that they can be used to determine whether an address
falls within the catchment or not. There is no facility to create a catchment polygon within GIS v4.

Catchment Files

Catchment polygons have to be supplied in an xml file using gml to specify the polygon. It should be noted that
during the development of the catchment, the test catchment files were created using an open source GIS
product 'Quantum GIS' The gml files created required minimal manipulation to successfully import into GIS v4.

The catchment file can contain the catchments for multiple bases if desired. The file structure should conform
to the following rules.
It should be noted that the gml namespace is administered by the Open Geospatial Consortium

e The file must have an xml element (in the gml namespace)
<featureMember> for the container for each catchment. (see below for further restrictions)

e The file must have an xml element (in the gml namespace)
<Polygon> for the polygon information for a catchment (see below for further restrictions)

e The file may have an xml element (in an alternative namespace)
<School_ld> or <Base_Id> for the base id for the catchment

e Ifthereis no <School_Id> or <Base_ld> element, the file must have Two xml elements(in an
alternative namespace )
<LA_No> for the local authority to part identify the base for the catchment
<School_No> for the school number complete the identification of the base for the catchment

o <featureMember> is the container element
It will contain one <Polygon>
It must contain either
(one <School_ld>) or (one <Base_Id>) or ((one <LA_No>) and (one <School_No))

e <Polygon> will be a valid gml container that contains the coordinates of the catchment polygon

e The XML file may have elements other than those listed above alongside and within
<featureMember>. If so, these other elements should be ignored.

Examplel of Catchment File
<?xml version="1.0" encoding="utf-8" ?>

- <ogr:FeatureCollection xmins:xsi="http://www.w3.0rg/2001/XMLSchema-
instance" xsi:schemalocation="http://ogr.maptools.org/ Catchment2.xsd"
xmlns:ogr="http://ogr.maptools.org/"
xmlns:gml="http://www.opengis.net/gmli">

- <gml:boundedBy>

- <gml:Box>

- <gml:coord>
<gml:X>487389.9385395305</gml:X>
<gml:Y>192608.615612522</gml.Y>
</gml:coord>

- <gml:coord>

<gml:X>550682.2843507091</gml:X>
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<gml:¥Y>268211.3045679223</gml:Y>
</gml:coord>
</gml:Box>
</gml:boundedBy>
- <gml:featureMember>
- <ogr:Catchment fid="F0">
- <ogr:geometryProperty>
- <gml:Polygon>
- <gml:outerBoundaryls>
- <gml:LinearRing>

<gml:coordinates>500724.79953425605,252013.82104934999 500539.78036314732,252020.09925223311
500055.96842279588, ...,252013.82104934999</gml:coordinates>

</gml:LinearRing>
</gml:outerBoundaryls>
</gml:Polygon>
</ogr:geometryProperty>

<ogr:School_ldXI</ogr:School_Id>

<ogr:Name>( |</ogr:Name>

</ogr:Catchment>
</gml:featureMember>
- <gml:featureMember>
- <ogr:Catchment fid="F1">
- <ogr:geometryProperty>
- <gml:Polygon>
- <gml:outerBoundaryls>
- <gml:LinearRing>

<gml:coordinates>514872.10411470063,242580.9111917094 514514.97753816762, ...
,242580.9111917094</gml:coordinates>

</gml:LinearRing>
</gml:outerBoundaryls>
</gml:Polygon>
</ogr:geometryProperty>

<ogr:School_IdI</ogr:School_Id>

<ogr:Name>| )l</ogr:Name>

</ogr:Catchment>
</gml:featureMember>

</ogr:FeatureCollection>
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Example 2 of Catchment File
<?xml version="1.0" encoding="utf-8" ?>

December 2011

- <ogr:FeatureCollection xmins:xsi="http://www.w3.0rg/2001/XMLSchema-

instance" xsi:schemalocation="http://ogr.maptools.org/ Catchment2.xsd"
xmlns:ogr="http://ogr.maptools.org/"

xmlns:gml="http://www.opengis.net/gmli">

<gml:boundedBy=>

- <gml:Box>

500055.96842279588, ...,252013.82104934999</gml:coordinates>

<gml:coord>
<gml:X>487389.9385395305</gml:X>
<gml:¥Y>192608.615612522</gml:Y>
</gml:coord>

<gml:coord>
<gml:X>550682.2843507091</gml:X>
<gml:Y>268211.3045679223</gml:Y>
</gml:coord>

</gml:Box>

</gml:boundedBy>
<gml:featureMember>
<ogr:Catchment fid="F0">
<ogr:geometryProperty>
<gml:Polygon>
<gml:outerBoundaryls>

<gml:LinearRing>

<gml:coordinates>500724.79953425605,252013.82104934999 500539.78036314732,252020.09925223311

</gml:LinearRing>
</gml:outerBoundaryls>
</gml:Polygon>
</ogr:geometryProperty>
<ogr:LA_No{_k/ogr:LA_No>

<ogr:School_No>[""B</ogr:School_No>

<ogr:Name>{ , k/ogr:Name>

</ogr:Catchment>

</gml:featureMember>

- <gml:featureMember>

<ogr:Catchment fid="F1">
<ogr:geometryProperty>

<gml:Polygon>
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- <gml:outerBoundaryls=>
- <gml:LinearRing>

<gml:coordinates>514872.10411470063,242580.9111917094 514514.97753816762, ...
,242580.9111917094</gml:coordinates>

</gml:LinearRing>
</gml:outerBoundaryls>
</gml:Polygon>
</ogr:geometryProperty>
<ogr:LA_No>[ _]</ogr:LA_No>
<ogr:School_No>{___]</ogr:School_No>

<ogr:Name>l| |</ogr:Name>

</ogr:Catchment>
</gml:featureMember>

</ogr:FeatureCollection>

Importing a Catchment File

Catchment files are imported in the Process | Import Catchments window. To import a file, browse to the
location of the XML catchment file, then click 'Process'. This will import the valid catchments within the
supplied file.

One Home Students Process Bases Reports Administration

Transfer Groups Incoming Students Incoming Applications Appeals
@}Impart Catchments

Import GIS Catchments

catch.gmi ' Clear .

View Emor f Status Log

‘ Process

After clicking 'Process’, interaction with the system can continue, while the catchment is imported in the
background. Activating the 'View Error' will display any errors or progress messages.

Once imported, the catchment for a base can be viewed using the View Map link associated with the base. The
catchment will be displayed as a polygon superimposed upon the map.
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Deleting Catchments

Individual base catchments can be deleted using the ‘Delete GIS Catchment’ link. This link is disabled if you do
not have permission and/or there is no catchment defined for the base.

2 7] 4 Edit Base
= Waebsite URL: Basa Type: Control:
Official Base Name (if ift.): B ViewMap  ¢Thlete Base GIS calchmeni

s # Edit Base
* WebsHo URL: Base Type: | Control:
Officisl Base Name {if difl.lc W Vi Map i CHS caplchern
L G5 Catchmen] detals from will B remcwnesd Discard and Close of Contirua? | f
e Continue

Bulk Calculation of Preference in Catchment

Under Process | Transfer Groups is the section 'Pre-Offer Processing'. Choosing the option 'Catchments &
Distances' provides the facility to calculate either whether a student is in the catchment of a school, or what
the distance is to a school. This is a bulk facility that will perform the selected calculation for every preference,
for all students in the selected transfer group.

Students E-App Settings | Sub Groups (1) | Coordinating LAs

':' 1 student in this Transfer Group

¥ Pre-Offer Processing Hide

(_) Feeder Receiver (») Catchments & Distances () Copy Applicant Reasons

Automatically Generate System Preferance(s) [_]

(») GIS Catchment () GIS Routes & Distances

(_) Postcode Catchment (_) Direct Distances

View Ermor {

Sub Groups

5401

Pre-Process | Process

The link labelled- - ‘View Error/Status Log’ will be enabled when a routine has errors or status to show.
Clicking this link will show the errors and status specific to the Bulk Calculation preformed
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Q Bulk Preference Errors a
[elYot: 1 -l GIS Routes And Distances | Postcode Catchment | Direct Distances | Status Message _
TG Desc Subgroup Name StudID il Er -

B nt for the preferen
P nt for the preferen
I3 nt for the preferen
P nt for the preferen
3 nt for the preferen
P nt for the preferen
3 nt for the preferen
3 nt for the preferen
3 nt for the preferen
P nt for the preferen
B nt for the preferen

P 0t for the preferen;
. Il v

Cancel

The checkbox 'Automatically Generate System Preference(s) only has an effect if the option is chosen to
calculate Catchments. To calculate, for each preference whether the student's address is in the chosen school's
catchment polygon, the 'GIS Catchment' radio button should be chosen. After that, the subgroups to be
included in the calculation should be selected (the sub groups allowed to be chosen will only be those that
have ‘Flag catchment’ ticked)

At this point it is possible, but not necessary, to choose to 'Pre-Process'. This will perform some validation and
provide feedback without updating the preferences in the transfer group. Clicking 'Process' will allow the
choice of updating all preferences in the transfer group, or only updating preferences that have not had ‘In
Catchment’ previously determined.

€ Process Transfer Group: a
Bulk Preference GIS Catchments

Mumber of Applications to be processed: 1 Mumber of Preferences to be processed: 2
The address used for these Calculations will be the Admission Address, as defined by the Transfer Group.

Where this is empty the Current address will be used. Where applications have both admission and current
addresses empty, these application will not be processed

Update All or Unprocessed Preferences
(O Update All Preferences For The Application

@ Update Unprocessed Preferences COnly For The Application

Clicking 'Process' on this modal window will visit each preference in the transfer group, and, according to the
selections, calculate and then update the preference to record whether or not the student's address is in the
school's catchment shape.

If 'Automatically Generate System Preference(s)' has been selected, the GIS Catchment routine will also
automatically generate preferences for any school where the student's address falls within the catchment
polygon, and no preference currently exists. These system generated preferences will have a preference
number determined by the setting against the transfer group.
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Bulk Calculation of Preference Distance

In the same place as the bulk calculation of ‘In Catchment’, choosing the option 'GIS Routes & Distances'
provides the facility to calculate the distance from the chosen school to the student's address. The subgroups
to be included in the calculation need to be chosen, then 'Process' activated to display the modal window that
provides the parameters for the calculation.

(1 Process Transfer Group: ! a
Bulk Preference Routes & Distances
Mumber of Applications to be processed: 1 Mumber of Preferences to be processed: 2

The address used for these Calculations will be the Admission Address, as defined by the Transfer Group.
Where this is empty the Current address will be used. Where applications have both admission and current
addresses empty, these application will not be processed

Nearest Point On Base ‘ REEIEEENE

Distance Calculation Method ‘

(O Update All Preferences For The Application

(®) Update Unprocessed Preferences Only For The Application

The value for 'Nearest Point On Base' is defaulted from the Administration parameter. Options are

e Nearest Site — this will select the nearest geocoded site to the student's address, and ignore the
school's gates

e Nearest Gate — this will select the nearest geocoded gate to the student's address, and ignore the
school's sites

e Nearest Gate or Site — this will select the nearest geocoded point on the base to the student's
address, whether it is a gate or a site

e Nearest Gate, if no gate then Nearest site — for each site, this will select the nearest geocoded gate. If
a site has no open geocoded gates, then the site itself will be considered

The value for 'Distance Calculation Method' is defaulted from the Administration parameter. Options are

e Driving —the nearest point on the school will be selected using the driving network, and the driving
distance will be used for the preference distance

e  Walking - the nearest point on the school will be selected using the walking network, and the walking
distance will be used for the preference distance

e Direct - the nearest point on the school will be selected using direct distance, and the direct distance
will be used for the preference distance

The third parameter determines whether all the preferences will be updated, or just those that have not had a
distance previously calculated.

Clicking 'Process' on this modal window will visit each preference in the transfer group, and, according to the
selections, calculate and then update the preference to record the distance from the student's address to the
school. The route used to calculate the distance will also be recorded against the preference, and can be
viewed subsequently (see the section 'Viewing Preference Catchments, Routes and Distances).

Note: Owing to the implementation of new data architecture, routes calculated in this release will not be
available in v3, and vice versa
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Bulk Preference Calculation Locking

Bulk preference calculations are defined in two types, catchments and distances. When one type of bulk
preferences calculation is running, the same type cannot be started for the same transfer group, until this type
has finished.

'_'_' 4112 students in this Transfer Group
Automatcally (eneraie System Freterencels) ||

(_) GIS Catchment (») GIS Routes & Distances
(_) Postcode Catchment () Direct Distances

View Error / Status Log
Sub Groups  Edit

Catchment Defined
Non Catchment Defined
Voluntarily Aided School

re-Process

.t Aroutine of this type is already running. Pre-Process link and Process button will be available when this has finished

It is possible for an Administrator to reset the lock that prevents the bulk update utilities running. This is to
allow for when a utility ends abruptly (for example if the server fails in the middle of the utility), the Unlock
Routines allows an Administrator to reset the lock so that the utility can be started again. Please refer to the
section below on ‘Administration of GIS v4’

Individual Calculation of Preference

In addition to being able to calculate In Catchment and distances in bulk, it is now possible to calculate these
values for the preferences on an individual application. This is done using the 'Calculate Catchments &
Distances' link from the Students| Application window

As for the bulk routines, activating this link displays a modal window that specifies the parameters for the
calculation

Q Update Application Preference Distances And In Catchment a
Name: : Transfer Group: UiD:
Nearest Point On Base | Nearest Gate or Site | w |
Distance Calculation Method | [Driving] v

Update All or Unprocessed Preferences
O Update All Preferences For The Application
@ Update Unprocessed Preferences Only For The Application

Clicking Update from the modal window will execute the calculation, and update the selected preferences for
the application
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Viewing Preference Catchments, Routes and Distances

After distances and in catchments have been calculated, they can be viewed at any later date using the 'View
Preferences On Map' link located next to the 'Calculate Catchments & Distances'. This will show the student's
address, the point on the school, and the distances. It can also show the route used, by using the 'Map
Options' drop down and the parameter values used in the calculation by using the roll over tip for a
preference.

Q View Preferences

|@| Admission Address » Map Options
B o e e - gy -
1

v/ Preference 1:

No Catchment defined | =
Weare Calculstion Criteria
Nearest Point On Preference: Sites or Gates, Calculation Method: Direct
™3 Last Calculated On 29/11/2011 04:16:00 PM
T =

T OTTSIT SO FoTTOTT

; BEDFORD

Bril

Gate
Walking: 2.999 miles
Driving: 2.282 miles
Direct: 2.512 miles

- |
[_ | Preference 2: ‘

No Catchment defined

It should be noted that the distances are all to the same point on the base, selected by the method chosen in
the Calculation Method parameter. In the picture, the calculation method is 'Direct’, and that has chosen Gate
1 as the nearest point to the student's address by direct distance. The walking distance and driving distance for
Brimsham Green Secondary are the distances to Gate 1. There may be an alternative gate for the school that
has a shorter driving distance but it is not shown because it has a longer direct distance..

Preferences can be printed, but only one at a time. So the Print Preference link will only be enabled when a
single preference is displayed on the map. The walking and driving routes for the preference will only be
included on the print out if they are displayed on the screen when the print link is activated. It should be noted
that the printing of the maps works best in landscape.

Viewing Individual Preference Distance Errors

Errors and status messages, generated whilst calculating individual calculation of preferences, can be viewed
by clicking the ‘View Distance Calculation Error/Status log’. This link is enabled once there are distance related
errors or status to show.

Q Single Application Errors a
#pplication Process Erraris

Cancel
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Nearest School Search from Application

On a student application, there is a ‘View Nearest Schools’ link associated with address(es) supplied with the
application.

Activating the ‘View Nearest Schools’ link will initiate nearest school search automatically, passing the
following information from the application:

e Student Application Address(es)

e NCY

e Date for when the place is required, determined by the transfer group
e Number of schools to return

e Nearest Point of the school

e Method selecting school by distance

e All Bases

e Active bases

Where more than one address is on the application then both are passed to Nearest school search, default set
by the use admission address flag. Address selection can be achieved by the drop down selection

The address(es) passed to nearest school can be non-geocoded, in this case, the GIS elements of the nearest
school search will not be shown.

The Values for the following are defaulted from Administration parameter:
e Number of schools to return
e Nearest Point On Base
e Distance Calculation Method
Where no defaults have been set in the administration page the following defaults are used instead:
e Number of schools to return = 20
e Nearest Point On Base = Gates or Sites
e Distance Calculation Method = Direct

Please refer to section above — ‘Bulk Calculation Of Preference Distance’ for more details about these search
criteria.

The Nearest School Search will return the bases that are closest to the selected address using the parameters
chosen. For the Nearest School Search initiated from Applications, the gates and sites returned will only be
those that are active and open when the place is required. For In Year applications, this is taken from the date
place required information. For Normal Phase applications, this is the start of the next academic year.

To exclude after school clubs and other bases that are not schools, Nearest school search will only display
bases with valid numeric LA and school numbers.

Note: Where a Nearest school search is taking a very long time, it may be indication that there are breaks in
the road/path network.
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£}, View Nearest Schools

T Test student
-
Commi o0 Mg
For ML -
P S AR i Fimi

B Bapes priecied umrg HOY-T, Nednes Gaie o ar, Deeci, AN Dased, Adtven Rases, Bane Trps | A0, Gohgals themn tar
dulw pacw requred Q10900

R

Nearest Schools can be printed, but only one at a time. The ‘Print School on Map’ link will only be enabled

when a single school is displayed on the map.

Click on the second Tab labelled — ‘School Catchments That include Postcode’, gives a list of where the
address’s postcode is included in the list of postcodes that comprise the postcode catchment of a school.

Please refer to the section below, labelled — ‘Postcode Catchments’

This second tab, takes away the GIS related items on the screen, reverting back to the first tab will restore the

GIS items. Where the second tab has no results to show it is not active.

E‘l View Mearest Schools

All the values can be edited and the Nearest school search activated. Some of the options are in the More

Options section. The selected search criteria will apply to schools in both tabs.

&, More Search Options

Nearest E Schools

Select Nearest Schools using

| Mearest Gate or Site | v |

Distance Calculation Method

alriilafinn AMafhog
| Calculation Mefhod | v |

Select Bases using

(®) Home LA (O All Bases (C) Other LA [#] Active only
Base Types |:| All

La (I =

A | ...
e oo : -

Close Clear Search ‘ Search |
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Nearest School Search from Student

On a student record, there is a ‘View Nearest Schools’ link associated with address(es) supplied for the
student.

: | & Edit Student Details
¥ Active: Student ID: NCY (inc offset): 0 Home LA:
0 Cument Applications ALTMemo: [§ 1 Past Applications Funding LA: Ondini
Middle Narme: Chosen Forename: Chosen Sumame:
Cument Age: NCY Oftset: O SEN Status:
LI, Local UPN: Public Care:

Cuimint Schod:
Cumeni AAAIESS: o v reeewn rows,

. 1_.._;__1' View Neares! Schopls "

When activated from student the Nearest school behaves just like from student application, with two
exceptions:

1. The gates and sites returned are those open today. (if Nearest school search is activated from the
application, the gates and sites returned are those open when the place is required)

2. The addresses supplied are all of the student's current addresses, but not the admissions address.

Nearest School Search Supplying Address

This can be conducted under Bases | Nearest School Search.

One Home Students Process Bases Reporis Adminisiration Welcome SYSADMIN | Help | Logout
Receivers All Bases
Expand Map Map Options
: [
ry
entre 3
- »
More Options | Search ‘

[(EECEERIWIEY School Calchments That Include Posicode

Baso Namo 7y

N0 (miles)  (miles)  (miles) o o

[ S R R R R I S

This version of nearest school does not pass the same defaults values, as the previous nearest school searches
above.

The following will be defaulted :
e Home LA bases
e Active bases
o All Bases Types
Other values that may be defaulted are those from Administration parameter:
e Number of schools to return
e Nearest Point On Base
e Distance Calculation Method
Where no defaults have been set in the administration page the following defaults are used instead:

e Number of schools to return = 20
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e Nearest Point On Base =Nearest Gates or Sites
e Distance Calculation Method = Direct
An address needs to be supplied, the search button remains inactive until an address is selected.

The remaining parts of this nearest school search behaves exactly like the previous nearest school searches.
Please refer to the section above — ‘Nearest School Search From Application’

Administration of GIS v4

Module admin
This can be found under Administration | GIS.

Here you will find the default definitions for:
e Distance Calculations
These are used as defaults for:
e Individual calculation of preferences
e  Bulk Calculations of routes and distances
e Nearest School Search.
Also you will find
e Number of schools Returned, which is used by Nearest school search as a default value

e Ordnance Survey Licence Key, which is used to store licence key information, in turn used whilst
printing preferences or nearest school.

©One Home Students Process Bases Reports Administration
Applications Bases

8} Administration GIS

GIS Parameters

Distance Calculations ,~ Edit

Nearest Point On Base Selected Using : Nearest Gate or Site
Distances Calculated Using NotSet

Include Off Road Distance In Walking Distance Calculation False

Include OFf Road Distance In Driving Distance Calculation : False

Nearest Schools Search ,~ Edit
MNumber of Schools Returned :
Ordnance Survey Licence Key ,» Edt

Ordnance Survey Licence Key:

Unlock Routines

TG Name Start Date Process Type Lock Status Lock Time Unlock Routines

The options for 'Nearest Point On Base Selected Using' are:

e Nearest Site — this will select the nearest geocoded site to the student's address, and ignore the
school's gates

e Nearest Gate — this will select the nearest geocoded gate to the student's address, and ignore the
school's sites

o Nearest Gate or Site — this will select the nearest geocoded point on the base to the student's
address, whether it is a gate or a site

e Nearest Gate, if no gate then Nearest site — for each site, this will select the nearest geocoded gate. If
a site has no geocoded gates, then the site itself will be considered
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The options for 'Distance Calculation Method' is defaulted from the Administration parameter. Options are

e Driving —the nearest point on the school will be selected using the driving network, and the driving
distance will be used for the preference distance

e Walking - the nearest point on the school will be selected using the walking network, and the walking
distance will be used for the preference distance

e Direct - the nearest point on the school will be selected using direct distance, and the direct distance
will be used for the preference distance

Include Off Road Distance in Walking Calculation

The walking distance is calculated using the ITN network to the closest point on the network to the
base and the address. If this parameter is set to True, the direct distance from the network to the
actual base and address Eastings and Northings are added to the distance of the network route to
give the total distance. If this parameter is set to false, only the distance of the network route is
returned.

This parameter applies to the calculation of walking distance for preferences and Nearest School
Search

Include Off Road Distance in Driving Calculations

This is the same as the parameter above, but it affects the driving distance instead of the walking
distance.

Number Of Schools Returned

This provides a default for the number of schools returned by Nearest School Search. It has no effect
on preferences.

Ordnance Survey Licence Key
This is the text for the licence statement that will appear on map print outs
Unlock Routines

‘Unlock Routines’ is a table showing currently running Bulk preference routines and the ability to
unlock them.

These allow an Administrator to reset the lock that prevents the bulk update utilities running. The
intention of the lock is to stop multiple iterations of the utilities running in parallel, and
interfering with each other. However if a utility ends abruptly (for example if the server fails
in the middle of the utility), the Unlock Routines allows an Administrator to reset the lock so
that the utility can be started again.

¥ Unlock Routines Hide

| Unlock Routines

Clicking Unlocking will show a confirm message.

9 Capita One - Reset Locked routine

Are you sure, You want to unlock routine?

v (R

This allows that bulk routine type to be run for that transfer group
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Configuration Tool
A new section has been add to the CCSserverConfig,exe, Labelled — GIS Settings

The following can be defined here:
e Tile Width & Tile Height
e TileServerLinkPattern
e Map Boundary Box settings — Bottom LeftX, Bottom LeftY, Top RightX, Top RightY.
e Tile Protocol Type
e Default Zoom
e  Minimum And Maximum Zoom

Boundary Box and zoom level setting will only have an effect for those using TMS protocol

® Capila Chikdren's Service Enterprive Server Configuration ULty == SETE
Severe | | | | Servers| PRIME Posal] PRIME Settings| Exclusion Prtal| C55 Gnine Ponal] Irbegration Servics|
Appication Server List
ADPRABON TV | =l I
linslpul icaiio N
% save Sugpest Defaults For Empty Ttems J
42, System Monisaring
Manitar System E3
13 GIS Setrings
TileWidih =6 TileHsighl 25
TiieSarverLinkPatiern
BBoxBotlomlellX 400000 ESunBativmiety 150000
BBaxTopRighit BU0000 BSanTapRIghty 50000
TierFrotocolType THE Defaultzoom 1
MinimumZoem 1 MaximumZoom

RWNetserver ini (set to KM)

Distances need to be returned in Kilometres so the One system can convert to Miles. The Unit parameter will
need to be set to 0 in the RWNetserver.ini for both walking and driving distances, before any routes and
distance are calculated

For advice on any of the sections above, refer to ‘Technical Guide — Deploying v4 GIS Services’

Architecture of GIS v4

Comparing GIS v4 with GIS v3, it is obvious that they function differently. To allow v4 to display maps,
addresses, bases and catchments inside One v4 has necessitated a complete rethink of the GIS architecture
that One supports. As a result, instead of pictures, GIS v4 holds polygon information for catchments and
routes. This section provides an overview of the GIS architecture that GIS v4 fits within. For advice on installing
GIS v4, refer to ‘Technical Guide — Deploying v4 GIS Services’

It is intended that One will fit within the customer's architecture as shown in the diagram:
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Map Tiles

GIS v4 requires map tiles to be able to display maps within the client. Provision of these map tiles is outside of
the One product. It is expected that the tiles will be provided by a standard GIS application. GIS v4 requires
map tiles to be provided using either TMS, WMS or WMS-C protocols over https. Consequently, GIS v4 does
not require a particular map tile server, but will work with any server that can provide tiles using either TMS,
WMS or WMS-C protocols. For our own test, Capita Children's Services has successfully used MapServer to
provide map tiles.

Note: The map tiles have to be provided over https because the client communicates with the application
server over https, so all web service calls have to be over https.

It is recommended that a tile cache service be implemented on the tile server that supplies tiles to One. This is
necessary to provide a reasonable user experience when panning or zooming around the map.

Walking And Driving Routes

Driving and walking routes are calculated using RWNetserver, provided by HMS. To access RWNetserver, GIS
v4 requires the installation of the CCSGisApi service. This webservice accepts requests for routes from GIS v4,
and passes them to RWNetserver. It then passes the results of the calculations back. The information handed
back includes distances, and the shape of the route. The route is now stored in the One database, and can be
subsequently viewed.

To calculate the route, RWNetserver uses a binary version of the an ITN network. This binary can be provided
either by HMS RouteFinder, for customers that have purchased it, or by an application MakeNetwork, that
HMS distributes with RWNetserver

It is left to the customer to ensure that the ITN network provided to RWNetserver matches the map tiles
provided by the tile server.

Catchments

GIS v4 requires the geographic polygon of a catchment, because the calculation of whether an addressisin a
catchment or not is now done by GIS v4, instead of being left to external products. As a result, the catchment
polygons have to be imported into One v4 where they are stored against the base.
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The catchment polygons have to be presented in an XML file which is imported from the local file system.
Details of the structure and content of the catchment file are given in the sections Catchment Files and
Importing Catchment Files earlier in this document.

As for the ITN network, it is left to the customer to ensure that the catchment polygon information matches
the map tiles provided by the tile server.
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Manage Catchments and Distances without GIS v4

The One GIS product provides the facilities to see and manipulate addresses and bases geographically. It
displays houses and schools on a map, and provides facilities to calculate the nearest schools to an address,
and to calculate walking and driving distances.

If desired, A&T v4 will operate correctly without GIS v4. It provides facilities to record a catchment as a list of
postcodes, and will check an address against the postcode catchment. It will also calculate the straight line
distance from a house to a school, and record that distance on a preference.

Geocoding an Address without GIS v4 Licence

To be able to calculate straight line distances, A&T v4 will need Eastings and Northings recorded for addresses
and bases, even if GIS v4 is not licensed. Without GIS v4, the Easting and Northing coordinates can be recorded
in the screen to edit an address.

Easting and Nothing coordinates can be entered into the last two fields. They are then saved as part of the
address data

Geocoding a Base Without GIS v4

There is only one way to set the easting and northing for a base.

A base site is linked to an address, so a site can be geocoded by geocoding its address as described in the
section above, 'Geocoding An Address without GIS v4 licence'.

A gate is not linked to an address, so it cannot be geocoded in the same way as a site. Instead, clicking the Add
Gate will show a new gate row for date entry. Here the Easting and Northing can be entered

Base Details Sites (2) ‘Catchment Linked Bases PAN & Vacancies
e o bdn
s¢ + o it
Telephone: Fax: Email:
Date Opened: N/A Date Closed: N/A Property Ref No: N/A
Electoral Ward: Parish: Parliam. Const: N/A
Caretaker: Telephone:
Key Holder: Telephone:
Transport: Telephone:
i Gates 2 Gates Defined
main gate Main Gate: Yes Open: Yes Easting: ! Northing: re Delete
second gate Main Gate: No Open: Yes Easting: ! Northing: 7 Delete
*| Main Gate:[] Open:[] | ‘ ‘ 7
& Cancel

Postcode Catchments

The facility to create and maintain catchments as lists of postcodes has been implemented in A&T v4. This is
available to customers whether or not they have purchased GIS v4. Use the Catchment tab in the Bases | All
Bases window to set up and maintain a postcode catchment. Use the 'Copy Catchment from Base' link to copy
a list of postcodes from a different base to the current one or use the 'Edit' link to change to edit mode where
the postcodes that comprise the catchment can be maintained individually. In edit mode, tick the postcodes
that are to be included in the catchment, and click Save to store the list.

In view mode, there is a filter so that only the desired postcodes can be shown from the postcode catchment.
In edit mode, the entire list of postcodes in the authority is shown, so a Search is provided instead of a filter.
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Base Details Sites (1) Catchment Linked Bases | PAN & Vacancies
3 Postcode Areas in this Base's Catchment /ﬂ Copy Catchment from Base
Filter By

Postcode Address1 Address2 Address3 Town County

Bulk Calculation of Preference in Catchment

Without the GIS v4 licence, the system uses the postcode catchment to determine whether a student's
address is in a school's catchment.

Under Process | Transfer Groups is the section 'Pre-Offer Processing'. Choosing the option 'Catchments &
Distances' provides the facility to calculate either whether a student is in the catchment of a school, or what
the distance is to a school. This is a bulk facility that will perform the selected calculation for every preference
for all students in the selected transfer group.

Students Tests E-App Settings | Sub Groups (1) | Coordinating LAs Feeders
'_"_’ 1 student in this Transfer Group

To populate the Transfer Group with students registered at the Feeder Schools whe match the student selection NCY, click the Add Students buttan.

s Sudents ]

¥ Pre-Offer Processing Hide

() Fesder Receiver  (s) Catchments & Distances () Copy Applicant Reasons
Automatically Generate System Preferance(s)

(») Posicode Catchment () Direct Distances

Sub Groups  Edit

Receivers

Pre-Process | Process ‘

The checkbox 'Automatically Generate System Preference(s) only has an effect if the option is chosen to
calculate Catchments. To calculate, for each preference whether the student's address has a postcode that is
included in the postcode catchment list for a school, the 'Postcode Catchment' radio button should be chosen.
After that, the subgroups to be included in the calculation should be selected.

At this point it is possible, but not necessary, to choose to 'Pre-Process'. This will perform some validation and
provide feedback without updating the preferences in the transfer group. Clicking 'Process’ will allow the
choice of updating all preferences in the transfer group, or only updating preferences that have not had In
Catchment previously determined.
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€}, Process Transfer Group:
Bulk Preference Postcode Catchments

Number of Applications to be processed: 1 Number of Preferences to be processed: 3

The address used for these Calculations will be the Admission Address, as defined by the Transfer Group.
Where this is empty the Current address will be used. Where applications have both admission and current
addresses empty, these application will not be processed
Update All or Unprocessed Preferences

O Update All Preferences For The Application

@ Update Unprocessed Preferences Cnly For The Application

Cance [ Process ]

Clicking 'Process' on this modal window will visit each preference in the transfer group, and, according to the
selections, calculate and then update the preference to record whether or not the student's address is in the
school's catchment postcode list.

If 'Automatically Generate System Preference(s)' has been selected, the Catchment routine will also
automatically generate preferences for any school where the student's address is in the postcode catchment
list, and no preference currently exists. These system generated preferences will have a preference number
determined by the setting against the transfer group.

Bulk Calculation of Preference Distance

Without the GIS v4 licence, the system can calculate the straight line (direct) distance from an address to a
school

In the same place as the bulk calculation of In Catchment, choosing the option 'Direct Distances' provides the
facility to calculate the distance from the chosen school to the student's address. The subgroups to be included
in the calculation need to be chosen, then 'Process' activated to display the modal window that provides the
parameters for the calculation.

Q Process Transfer Group:
Bulk Preference Distances
Number of Applications to be processed: 1 Number of Preferences to be processed: 3

The address used for these Calculations will be the Admission Address, as defined by the Transfer Group.
Where this is empty the Current address will be used. Where applications have both admission and current
addresses empty, these application will not be processed

Calculation Criteria

Nearest Point On Base | Mearest Site|
Distance Calculation Method | Direct

Update All or Unprocessed Preferences
O Update All Preferences For The Application

G) Update Unprocessed Preferences Cnly For The Application

Cance! [ Process ]

The value for 'Nearest Point On Base' is defaulted from the Administration parameter. Options are the same as
for the calculation of distance with GIS

e Nearest Site — this will select the nearest geocoded site to the student's address, and ignore the
school's gates

e Nearest Gate — this will select the nearest geocoded gate to the student's address, and ignore the
school's sites
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e Nearest Gate or Site — this will select the nearest geocoded point on the base to the student's
address, whether it is a gate or a site

e Nearest Gate, if no gate then Nearest site — for each site, this will select the nearest geocoded gate. If
a site has no geocoded gates, then the site itself will be considered

The value for 'Distance Calculation Method' is set to be Direct, as the other options are only available with the
GIS v4 licence

The third parameter determines whether all the preferences will be updated, or just those that have not had a
distance previously calculated.

Clicking 'Process' on this modal window will visit each preference in the transfer group, and, according to the
selections, calculate and then update the preference to record the direct distance from the student's address
to the school.

Individual Calculation of Preference

In addition to being able to calculate In Catchment and distances in bulk, it is now possible to calculate these
values for the preferences on an individual application. This is done using the 'Calculate Catchments &
Distances' link from the Students| Application window

Application Details Appeals Application History | Preference History

Transfer Group: uID: Application Ref:
Admission Address:
& View Nearest Schools

v
Preferences (3) # Eait Active Preferences Only:

W

Mot Processed I Delete View Reasons
Not Processed il] Delete View Reasons
g' Not Processed i Delets View Reasons
g
Copy Applicant Reasons  Set Preference Inactive
1 Mar View Distance Calculation Error/Status Log

As for the bulk routines, activating this link displays a modal window that specifies the parameters for the
calculation

Q Update Application Preference Distances And In Catchment a
Name: Transfer Group: UlD:
Nearest Point On Base | Nearest Gate or Site | b d |
Distance Calculation Method | Direct | b d |

Update All or Unprocessed Preferences
O Update All Preferences For The Application

@ Update Unprocessed Preferences Only For The Application

Clicking Update from the modal window will execute the calculation, and update the selected preferences for
the application
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Nearest School Search from Application

On a student application, there is a ‘View Nearest Schools’ link associated with address(es) supplied with the
application.

Activating the ‘View Nearest Schools’ link will initiate nearest school search automatically. Only the following
search criteria apply to nearest school search without GIS v4:

e Student Application Address(es) — defaulted from application
e NCY - defaulted from application
e Defaulted to All Bases
e Defaulted to Active bases
Without GIS v4, the following options are available but do not apply to nearest school search:
e Number of schools to return
e Nearest Point On Base
e Bases Types

Where more than one address is on the application then both are passed to Nearest school search, default set
by the use admission address flag. Address selection can be achieved by the drop down selection

‘1 View Nearest Schools a
F
F [
RN s s o rene v
Nwaw Harss. [T =S hlrw— Traree Temd Mt

The first tab - ‘Nearest Schools’ is inactive .The second Tab labelled — ‘School Catchments That include
Postcode’, gives a list of where the address’s postcode is defined as postcode catchment of a school. Please
refer to the section below, labelled — ‘Administration Of Catchments And Distances If Not Using GIS’

All the values can be edited and the Nearest school search activated. Some of the options are in the More
Options section.

Only the following will actually apply to Nearest school without GIS v4:
e Student Application Address(es)
e NCY
e Home LA\AIll Bases\Other LA

e  Active Only

Some of these options can be found in the More Options section.
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@, More Search Options
Nearest E Schools

Select Nearest Schools using

| Mearest Gate or Site | v |

Distance Calculation Method

| Calculation Method | L |

Select Bases using
(®) Home LA () All Bases () Other LA ] Active only
Base Types [ All

O [y o
[y Ot D.. [
Ot [y =

Close Clear Search | Search |

Nearest School Search from Student

On a student record, there is a ‘View Nearest Schools’ link associated with address(es) supplied for the
student.

When activated from student the Nearest school behaves just like from student application. Please refer to the
section above — ‘Nearest School Search From Application’

Nearest School Search Supplying Address

This can be conducted under Bases | Nearest School Search.

Qne Home Sludents Process i Repoits  Administration Welcome SYSADMIN
Receivers All Daszes
| i
Far HEY | i

Scheol Catchments That include Posteode (0)

This version of nearest school does not pass the same defaults values, as the previous nearest school searches
above.

The following will be defaulted and are applicable to Nearest school search:
e Home LA bases
e Active bases
o All Bases Types
Other values that are also applicable:
e NCY

The remaining parts of this nearest school search behaves exactly like the previous nearest school searches.
Please refer to the section above — ‘Nearest School Search From Application’
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Administration of Catchments and Distances if not using GIS

GIS Parameters

Distance Calculations .~ Edit

Mearest Point On Base Selected Using Nearest Gate or Site
Distances Calculated Using NotSet

Include Off Road Distance In Walking Distance Calculation : False

Include Off Road Distance In Driving Distance Calculation : False

Nearest Schools Search - Edi

Ordnance Survey Licence Ke dit

nlock Routines

TG Name Start Date Process Type Lock Status Lock Time Unlock Routines

The administration parameters that apply for customers without the GIS v4 licence are:

e Nearest Point On Base Selected Using
The options for 'Nearest Point On Base Selected Using' are:

0 Nearest Site - this will select the nearest geocoded site to the student's address, and ignore
the school's gates

0 Nearest Gate - this will select the nearest geocoded gate to the student's address, and ignore
the school's sites

0 Nearest Gate or Site - this will select the nearest geocoded point on the base to the student's
address, whether it is a gate or a site

0 Nearest Gate, if no gate then Nearest site - for each site, this will select the nearest geocoded
gate. If a site has no geocoded gates, then the site itself will be considered

e Unlock Routines
These allow an Administrator to reset the lock that prevents the bulk update utilities running. The
intention of the lock is to stop multiple iterations of the utilities running in parallel, and interfering
with each other. However if a utility ends abruptly (for example if the server fails in the middle of the
utility), the Unlock Routines allows an Administrator to reset the lock so that the utility can be started

again.
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Appeals

Process | Appeals

The Process | Appeals area is the equivalent of v3 Focus | Manage Appeals Focus and Casual Admissions |
Appeals Focus including additional functionality.

In v3 a search window (QBE) was displayed to allow the user to select Receiver or Relocation record, once
selected there was no way to easily select the next record, this has been greatly improved on by the inclusion
of the Receivers / Relocation Bases being displayed in the left hand panel along with the search criteria.

Where the option ‘Only Bases within Relocations’ has not been selected the Transfer Group field is mandatory
and a search cannot be performed until a value is stipulated, once selected the list of Receivers can be further
reduce by filtering by Sub Group.

A ‘More Options’ link is provided to further filter receivers based on ‘Home’ / ‘Other’ LA, this option is not
available when option ‘Only Bases within Relocations’ is selected.

Where a Transfer Group has been selected the system will display a ‘Student Preferences’ window on the right
hand side of the screen displaying students who have expressed a preference for the selected receiver school.
A summary is provided at the top of the Tab stating the number of preference records and out of them how
many have lodged an Appeal. Where option ‘Only Bases with Relocations’ is selected a ‘Student Relocations’
window is displayed with the number of relocations linked to the base and Appeals lodged.

Note: In v3 the system did not display ‘Student Preference’ records until the ‘Final Transfer’ routine had been
processed. It was established that not all LA’s run this process and, as such, the restriction has been removed.
This also now allows the area to be used for In Year Transfer Groups so Appeals can be maintained.

It is important to note that where a user has ‘Read’ access to the ‘Appeals’ business process under ‘Admissions
Applications’ main process the ‘Add Appeal’ link will not be displayed, where an Appeal already exists a ‘View
Appeal’ link is displayed to allow the user to view the Appeal Details.

To create an Appeal, where the user has been permitted at least ‘Read-Write’ access, select ‘Add Appeal’ there
will then be a transition to a new window where the details of the Appeal can be entered, details of the
preference record are displayed along within the current ‘Offer Status’ as displayed below.

One Home Studer Bases Repors  Adminisiration

B
il
E

ecerrer Balance  PAN Prefs p m

Where ‘Add Appeal’ has been selected for a Student Relocation record, the screen will be the same as the
above except that the details on the first line will show “Relocation for...”

The screen layout for Appeals is shared throughout the system and common functionality, as can be seen from
the screen shot above selecting ‘Add Appeal’ has displayed the ‘Appeal Details’ section in ‘Edit’ mode to allow
information to be recorded.

The ‘Appeal Details’ and ‘Hearing Details’ are now displayed on the same page without the need to open a
new section and to allow all information to be viewed and edited easily.

The field ‘Appellant’ has been updated and the user may now select the ‘Applicant’ linked to the application,
where no Parent / Carer details are recorded against the student the user can stipulate the applicant instead, if
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appropriate. To denote the applicant within the list of available value(s) for ‘Appellant’ the relationship of the
applicant is displayed preceded by ‘Applicant’ as displayed below.

l_l Select Appellant e

Full Name Relationship

After selecting ‘Save’ the ‘Appeals Details’ will be displayed in a ‘View’ mode at which point an ‘Edit’ link is
displayed next to the section headings to allow further details to be entered. The Appeal would also now be
accessible through route Students | Applications | Appeals except where the Appeal was associated with a
Relocation record.

The ‘Hearing Details’ section has been reviewed and the following changes made to provide more functionality
but also to preserve data where updated
e ‘Appeal Committee’ and ‘Appeal Venue’ the ability to set records as ‘Active’ or ‘Inactive’ has been
introduced to allow records to be maintained, there is an active only option which will be checked as
default to only allow an Active record to be selected. The system will still allow inactive records to be
displayed and selected.
Users will only be able to manage the data where ‘Read-Write’ access has been permitted to business
process ‘Appeals’, the user must have ‘Read-Write-Delete’ access for the ‘Delete’ link to be displayed
but the link will only be available where the ‘Appeal Committee’ / ‘Venue’ has not been associated
with any Appeal records.

l_l Select a Appeal Committee [}
7 Edit Active Committes On
Code Description Active
¢ ' ] I
=== il
: - 14 "

e V3 Functionality for ‘Clerk’ and ‘LA Officer’ has been replicated with one exception; in v3 where a
person was disassociated from the role they were removed from all previous Appeal records, thus
losing the record of who was the officer or clerk. For data integrity this dependency has been
removed, this would mean there could be a person displayed as a ‘Clerk’ who is not displayed within
the list of available records and would be where the person has been disassociated from the role.

e The ‘Interpreter Required’ field when selected will display the ‘Language’ field to allow a value to be
selected; the approach has been taken to simplify the viewing of fields to only when certain values
have been selected.

To access UDFs linked to the ‘Appeals’ entity a ‘UDF’ link is provided adjacent to the ‘Appeal Details’ section
permission to edit the UDF information is controlled by the ‘Appeals’ business process.

Once the user has completed entering the ‘Appeal Details’ and saved the record to view the full list of students
selecting the arrow to the left of the preference summary, there will be a transition back to the main view of
all records, where the link for the student preference record was previously ‘Add Appeal’ it will now be
displayed as ‘View Appeal’.

The count of ‘Appeals Lodged’ will have been incremented by 1; this would be the same for where an Appeal
had been created against a relocation record.
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Students | Applications | Appeals

The Students | Applications | Appeals area is the equivalent of v3 Manage Transfer Group | Appeals including
some additional functional aspects.

BEN | current applications Past Applications +

+

The ‘Appeals’ tab will not be displayed until a user has selected to view an application and where they have
been permitted the minimum access level of ‘Read’ to the ‘Appeals’ business process.

The main difference on the Appeals tab from v3 Manage Transfer Group | Appeals is a list of existing
preferences is no longer displayed, instead the system will only display preferences where an Appeal exists as
displayed below.

Agplication Details

Preference No: 2 Receiver School Offer Status:

Appeal Date: Reason: Status: - Result: -
Appellant: i View Appeal | Hearing Details

Where ‘Add Appeal’ is selected the same ‘Appeal Details’ page will be displayed as noted in route Process |
Appeals - Add / View Appeal with one exception a ‘Choose preference for Appeal’ is displayed to selected a
preference record, the records displayed are only parental preference records.

Parent Preferences are defined by the preference rank / number being less than the transfer group’s ‘Process
Start No.".

An example of the field has been given below; the first is before selecting the field to display the watermark
and the second to show the possible values.

[
%

Saving the Appeal record will set the ‘Appeal Details’ to a view mode and display the associated preference
information at the top, at this stage to navigate back to the Appeal Summary the arrow to the left of the
preference information needs to be selected.

To view the details of an existing Appeal record select the preference summary to expand the row to display
the Appeal summary, select the ‘View Appeal / Hearing Details’ there will be a transition to the Appeal Details
page, at this point if required the Appeal record can be deleted.

The ‘Delete’ link will only be displayed where the user has ‘Read-Write-Delete’ access to the Appeals business
process.

After consultation with a number of authorities the v3 ‘Update Preferences’ function has been removed,
where an Appeal was upheld the system would allocate a place (set the ‘Offer Status’ to ‘Allocated’ and set the
value of ‘Appeals’ to ‘T’). The process of allocating from an upheld Appeal is treated manually and so the
process has not been carried over to ‘A&T Back Office’.

To record UDF information for an Appeal this is again displayed when within the actual ‘Appeal Details’ page,
the ‘UDF’ link is displayed adjacent to the ‘Appeal Details’ heading.
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Importing and Managing Online Applications

There are several key changes to the importing and management of online applications in v4. The primary
enhancement is to import any newly submitted applications as well as manage resubmitted applications each
day on a scheduled basis. This will enable the LA to validate its online applications quickly following up any
additional information / supplementary forms at the earliest opportunity. It will spread the workload currently
not available until after the closing date for applications.

Administration to Support Import

To support the import of online applications and parent/carer responses the following administration setup is
required:

Define version of Online Applications Import to use - In v4 the automatch student logic has been
amended to allow students to be matched if they don’t already have a back office application
(TRANSFERS record). In v3 through Tools | Manage E-Applications | Unmatched Student |
Automatched Student outside transfer group sub-tab, users could link an incoming student to a
Transfer Group manually. In v4 if there is no existing TRANSFERS record for the incoming
student/transfer group the import will create one automatically. Therefore in v4 there is no
equivalent Automatched Student outside transfer group sub-tab. In order to set which version to use
for the automatch logic a Define version of Online Applications Import to use section is available
through Administration | Applications | Online Parameters. The default is v3 but this can be changed
to v4. Once v4 has been selected and saved this cannot be reversed.

Schedule and Log Import of Online Applications - The time the daily import of online applications is
run can be defined through Administration | Applications | Online Parameters | Schedule Import of
Online Applications section. An ‘Import Online Applications Daily at’ field allows a time format of
HH:MM:SS to be recorded. Once a valid time has been entered clicking on the [Start Scheduled Task]
button will save the time recorded to the ONLINE_PARAMS table. The [Start Scheduled Task] button
will become disabled and a [Stop Scheduled Task] button will become enabled. Clicking the [Stop
Scheduled Task] button will clear the time value on the ONLINE_PARAMS table.

Version of Online Applications Import to use: V4

Import Online Applications daily at: [ 00:00:00
RN Start Scheduled Task|

[ 280712011 ‘ﬁ
e [28/072011 ‘ﬁ

The following additional options will become available when the scheduled time has been entered
and activated.

Users have the ability to clear down the import application and response logs before a date specified
(both default to 4 months before the current system date but can be changed). Clicking the link(s) to
the left of the dates specified will clear records from the:

e Application logs - ATON_PROCESS_ERROR and ATON_APPL_COUNT tables
e  Response logs - ATON_PCRESPONSE_PROCESS_ERR table

Please note- the exception log records (ATON_EXCEPTION) will not be cleared down.
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A View Application Status/Error Log link will be available in non-edit mode.

/ Edit

Import Online Applications daily at: 10:00:00
Wiew Application Status/Error Log

Clicking this link will open a modal window with the title ‘Incoming Applications Error and Status
Messages’

For each import of a single transfer group

e A message area displays that an import has started, with a date/time and the name of the
transfer group the applications are being imported for

e Any process error messages will appear after the start message. The error messages will also
include the process type, and if available, one or more of date/time, student id, procedure
name, error number, oracle error message

e A message will be displayed to indicate that the import has finished, this message will include
the number of applications successfully processed and the number failed

e Messages will be displayed in date/time order with the most recent at the top

Data Processing Rules - Users can set up Data Processing Rules for incoming student, sibling and
applicant addresses through Administration | Applications | Online Parameters in the Data Processing
Rules section. This is the equivalent functionality in v3 Tools | Module Administration | Field
Processing tab.

Suspend Conflicts For - In conjunction with the address data processing rules an additional section
‘Suspend Conflicts For’ is available for managing conflicts where the incoming student has other
active records within the One database, i.e. active SEN records. This is the equivalent functionality in
v3 Tools | Module Administration | System Behaviour tab.

Import Response Date — In order to support the automatic import of parent/carer responses an
additional option ‘Import Response Date’ can be set against Transfer Groups that allow online
responses to be recorded through Process | Transfer Group | e-Apps Settings | Basic Details section.

Import Online Applications and Responses

The import of online applications in v3 was a one off process for each Transfer Group, in v4 the import has
been enhanced to include:

Automatic daily import of online applications - When a scheduled time has been recorded for the
import of online applications and responses, a routine is automatically run at set intervals to poll the
ONLINE_PARAMS to check for the time the import should be run. An import job is added to the
Integration Server import queue (CCS_IMPORT_QUEUE table) with a request type of
ANT_IMPORT_APP and status of ‘Q’ (queued), when the current time is greater than the set time on
the ONLINE_PARAMS table and an instance of the same job type does not already exist in the queue
for the same date. When the Integration Server runs, the ANT_IMPORT_APP job will be processed and
the import of online applications and/or responses will be run. The status of the job in the
CCS_IMPORT_QUEUE table will be updated with ‘P’ (in process), ‘C’ (completed) or ‘F’ (failed). The
import will only process submitted applications and resubmitted applications where an actual change
has been made to the original application. The import will only process the changed element.

Imports both normal phased and in year applications - In v3 the import [Transfer Data] processed
normal phased applications. In One 3.46 we have included the ability to apply for an In Year
application online. The import process in v4 will process these in year applications in addition to the
normal phased applications.
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e Imports resubmitted applications — In v3 the import was a one off process per transfer group after its
closing date. Applicants could make changes to their application online until the closing date. The
import would then process the final application. In v4 the import will process changes on a daily basis,
i.e. if an applicant makes changes to their application and resubmits these changes will be processed
in the next import run.

e  Writes to the applications and preference history tables - During the import if any changes are made
to the existing back office application and/or preferences, a record will be written to the application
and preference history tables.

e  Automatic import of responses - The import of online responses are processed through the same
mechanism as the online applications. The import of online responses will only occur if for a transfer

group:
e Ascheduled time has been defined, and the scheduled task has been started
e Animport responses date has been recorded
e All applications have been imported (AT_APPLICATION_FORM.imported="T’)
e If the date the import is running matches the import responses date
e The responses have not already been imported (TG_INFO.imported_online_responses="F’)

e Display imported moving address — If a moving address has been recorded as part of the online
application, the import will add/update one of the following new fields on the TRANSFERS table.

e moving_address_id will be populated if the moving address entered online was selected
from existing addresses

e moving_address_text will be populated if the moving address was entered online manually
or an existing address was selected and modified

The imported moving address will be displayed in view only mode through Students | Applications |
Application Details | Additional Details section. If there is no moving address recorded the text ‘No
Moving Address’ will be displayed.

e Display student incorrect details memo - If an applicant has entered information into the incorrect
details section online, this will be imported into a new memo against the student’s
EDUCATION_DETAILS.incorrect_details_id. This memo has been added in view only mode through the
Students | Applications | right hand header pane ‘Online Incorrect Details’. Note: the existing A&T
Memo stored against the Student will no longer be populated with the ‘changed details’ from online
and can be used for any admissions or student related data; the contents of this memo will no longer
be seen in A&T Online v4.

Process | Incoming Students

When accessing the Process | Incoming Students area a list of Transfer Groups will be displayed automatically
in the left hand search panel. The list will default to all active Transfer Groups in Transfer Year descending
order. Users can choose to include inactive Transfer Groups by unticking the ‘Show Active Only’ checkbox. The
first Transfer Group listed will be selected by default.

In the right hand panel there are 3 tabs:

Unmatched
This tab is the equivalent of the v3 Tools | Manage e-Applications | Unmatched Students tab.

From the list of unmatched students users can:

e Make a manual match with an existing One student. By selecting a student and clicking the [Match]
button, a Possible Matches screen will be displayed. A list of One students will be shown
automatically based on the incoming students surname, date of birth, first 3 characters of their
postcode and Transfer Group. Users can use additional search filters to refine the search results. If a
match is found, users can select the chosen student and create a match.
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e Add new students. If a match cannot be made a new One student can be created using the incoming
student details.

e Discard selected students. Discards the selected incoming student record. The record is not deleted
from the database (GP_STUDENT.discarded flag is set to ‘T’), but no further actions can be carried out,
i.e. importing the students application

Matched with Conflicts

This tab is the equivalent of the v3 Tools | Manage e-Applications | Student Suspense tab. If there are address
data conflicts (based on the Data Processing Rules) for the incoming student (applicant and sibling) these will
be displayed in the Matched with Conflicts tab. From the list of matched students clicking on the Student
Name link will display a Manage Data Conflicts screen.

©One Home Students Process Reports  Administration Welcome SYSADMIN | Help |

Transfer Groups ~ Import Catchments Incoming Applications Appeals

& Manage Data Conflicts Back to Matched with Conflicts

ey Prini
Student Address (D) | Applicant Address (0) TN GI=1Te)]

Conflicting Iltems One Record t: Chandrasekar 1010/1999
Sibling |1 Address
Address

One Record No data value present in One
Incoming Record

Start Date:
End Date:
Correspondence: *~-

Accept Discard Type:
- = Applicant Address
Corresp. []  Type:
Sibling Address

Cancel/Reset .

The Manage Data Conflicts screen will display three tabs: Student Address, Applicant Address and Sibling
Address. If a conflict exists, the relevant data tab will be shown in red and the number of conflicts will be
shown in brackets.

There are 2 main sections:
e One Record - displays in view only mode the full address history of the student, sibling and applicant

e  Conflicting Items - displays the One current address for the selected entity (i.e. students) plus details
of the incoming address record. Users have 2 options Accept or Discard.

o Accept will display an Address Manager search, allowing users to search for an existing One
address or add a new address

Once an address has been selected or added, users will be returned to the Manage Data
Conflicts tab. Users can choose to make the selected address the correspondence address or
not, and can choose an address type. Clicking the [Apply] button will display a summary of
the accepted address.

# Resolved Data Conflicts - Sibling Address (%]

Accepted Values ONE Accepted Values

‘Where duplicates exist for daia items Accepted these will be
1. automatically discarded These changes cannot be undone. Do you
wish to continue? R A Continue
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Clicking [Continue] will update the selected address in the One database against the entity
(i.e. sibling). If all conflicts have been resolved for the student in the transfer group, the
student will be removed from the Matched with Conflicts tab

Discard selecting to discard an address and clicking [Apply] will display a summary of the
discarded values. Clicking [Continue] will remove the selected conflict, and if all conflicts for
the student in the transfer group have been resolved, the student will be removed from the
Matched with Conflicts tab

Matched
This tab is new to v4 to show all incoming students that have been successfully matched with a student within
One.

Process | Incoming Applications

When accessing the Process | Incoming Applications area a list of Transfer Groups will be displayed
automatically in the left hand search panel. The list will default to all active Transfer Groups in Transfer Year
descending order. Users can choose to include inactive Transfer Groups by unticking the ‘Show Active Only’
checkbox. The first Transfer Group listed will be selected by default.

In the right hand panel there are 3 tabs:

Multiple Applications

This tab is the equivalent of the v3 Tools | Manage e-Applications | Multiple Applications tab. A list of students
with multiple applications for the selected Transfer Group will be displayed. A list of applications will be
displayed for the first student on the list by default. In order to view the applications against other students
listed, users should click on the arrow next to the students’ name.

A summary of each application held against the student will be listed. From here users can:

e View and update memo information to record decisions made. The memo displayed will differ
depending on whether the application displayed was recorded online or in the back office. For online
applications this is the AT_APPLICATION_FORM .inactive_memo. For back office applications this is the
EDUCATION_DETAILS.at_memo_eupdate, this memo is displayed through Students | Applications |
Application Details | ‘AT Memo’

e View basic applicant information, this includes applicant’s email (if available). Users can click on the
email link which will open a new email. The ‘To’ field will be populated with the email address
selected. The ‘Subject’ will be populated with ‘Multiple Admission Applications for <Student Name>’

o View the first 3 preferred bases recorded. A View Application link will be available next to each
application which will display a summary of all preferences recorded online or against the back office
application. The Online Application column will indicate whether the application has been recorded
online or not

e A checkbox is available against each application listed. When one more applications is selected
(ticked) the [Make Selected Applications Inactive] button will become enabled. Clicking the [Make
Selected Applications Inactive] button for:

e  Online application — will make the online application inactive

e Back office application — will mark all preferences attached to the application inactive. The
details from the CHOICES record will be moved to the ANT_INACTIVE_PREFERENCES table.
(Note: this is a new table; please refer to the section on recording the preferences manually
for more details)

e  When only one active application exists for the student, the list of multiple applications will be
refreshed. If the remaining application is an online application it will be imported during the next daily
import
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Exceptions

This tab is the equivalent of the v3 Tools | Manage e-Applications | Exception Log tab. A list of students with

exceptions at the selected Transfer Group will be displayed. A list of exceptions will be displayed for the first

student on the list by default. In order to view the exceptions against other students listed, users should click
on the arrow next to the students’ name. From the Exceptions tab users can:

e Search for all exceptions by Student and / or by Exception Message
e View the exception messages, to enable further investigations as required

e Delete all exception messages against selected students. When at least one student’s checkbox has
been ticked the [Delete Exceptions against selected Students] button will become enabled. Clicking
the [Delete Exceptions against selected Students] button will remove all exception message listed
against selected students at the selected transfer group

Response Messages
This tab will display the online responses that have been imported for the selected Transfer Group.

The fields that are displayed are Date/Time, Process Type, Transfer Group, Student Id, Rank, LA Number,
School Number, Base Name, Parent Response, Parent Support Text, Procedure Name, Error No.

If there are any error/oracle messages these will be displayed in an expandable message area.

Address Matching on A&T Online Applications

Local Authorities have experienced large numbers of address records going into Suspense when importing A&T
Online applications.

The following details how the address matching has been amended in One 3.46 (One 3.44.08 Update and
One 3.45.01 Update) to ensure that only key address fields are being matched to prevent an unnecessary
volume of addresses going into suspense (for manual resolution).

KB105076

If an address has been edited or added manually during the A&T Online application process then all of these
addresses are going into Suspense even if they match an existing One address in the database.

If the applicant makes any amendments to the address presented to them Online (i.e. a change to a County) or
enters a free text address this results in a ‘modified address’ stored in the GP_ADDRESS table and, even
though Suspense processing rules are set to ‘Always Import’ the addresses are going into Suspense rather than
set as an automatically matched address.

In One 3.44.08 Update, 3.45.01 Update and One 3.46 we are changing the address matching rules in A&T
Online at the point the Online application is submitted.

In order for an address to be considered as a match there must be:

e apostcode
e one of house no, house name, apartment
e atleast 5 characters in address line 1

In terms of how each element will be handled:
Postcode

e  Postcode must match exactly
House Number, House Name and Apartment

e Converting characters to upper case

e Trim any leading and following spaces

e  House Number, House Name and Apartment must match to the same. An empty value will match to
an empty value, for example, if house number only has been provided in both the Online address and
the One address that will be enough to attempt a match
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Address Line 1
e Removing all non alphanumeric characters (before doing this we will replace ‘&’ with ‘and’)
e We will remove all spaces
e  Converting characters to upper case
e Trim any leading and following spaces
e  Will be looking at the first 5 characters only (once all alphanumeric and spaces have been removed)

Examples
1. Online address has different County and/or Country to the values stored in One:

Field Online Address One Address

House Number

House Name

Apartment

Address Line 1

Town

County Bed§ Bedfbrdshire

Postcode

Country United Kingdom

The new address matching rules will identify that the Online and One address match on the key ‘matching’
identifiers (House Number, House Name, Apartment, 1% 5 characters of Address Line 1 and Postcode).
Therefore in this example;

e a match will be made

e the address will not go into suspense

e the One address details will be preserved

2. Online address has different House Number, House Name, Apartment, Address Line 1 and / or
Postcode to the values stored in One:

Field Online Address One Address

House Number 1A 1

House Name The Gables

Apartment

Address Line 1

Town

County

Postcode

Country United Kingdom " United Kingdom

The new address matching rules will identify that the Online and One address does not match on the key
‘matching’ identifiers (House Number, House Name, Apartment, 1% 5 characters of Address Line 1 and
Postcode). Therefore in this example;

e amatch will not be made

e the address will go into suspense

e the One address details will be preserved

Existing Online Applications

If there are any A&T Online applications that have been submitted but not imported, when One 3.46 is
applied a script will be automatically run against any existing addresses stored with the A&T Online application
to apply the new address matching rules to them. This will ensure that when these applications are imported
only those address with genuine conflicts will be sent to Suspense.
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Reporting & Alerts

Introduction

Reporting in A&T Back Office will be familiar to users of v3 as most of the functionality of the Report Module
Tool, Quick Reports, SQL Mail Merge and Linked Documents have been included in slightly modified form. It
will be possible to add, edit and delete Reports, run them centrally and from specific contexts within the
module, run SQL Mail Merge Queries and link documents to specific entities.

Some notable changes to the way reporting works in v3 are that Reports will not be run from files stored on
individual computers but must be uploaded to the Report Server and only one parameter will be passed to a
Report when run from a specific context, not up to three as previously possible in v3.

Quick Reports have been re-labelled Linked Reports to bring them in line with other modules of v4 online.

Alerts for A&T Back Office will also be managed in the v4 rich client.

Permissions

In order to use the reporting features of A&T Back Office users will need to have the appropriate Group
Permissions applied.

Additionally, a user will need appropriate permissions applied for the processes associated with a screen (e.g.
Applications, Appeals, etc.) in order to make full use of the more options control to run Linked Reports, SQL
Mail Merge queries and Link Documents.

Group Permissions
Access to the reporting functions is controlled by the assignment of user group processes in the v4 rich client
at Tools | Permissions | User Group Processes | Administration Main Business Process.

It is possible to segregate the management of Reports from their use by assigning these permissions
accordingly. The core business processes under Administration which relate to reporting are:

e Report Processing - Granting Read/Write/Delete on this process allows a group’s users to search for
and run all Reports on the all Reports screen they have been granted through Report permissions

e Summary Reports - Granting Read/Write/Delete on this process allows a group’s users to run Linked
Reports from the more options control for all Reports they have been granted through Report
permissions which are linked to a particular screen

e Report Management - Granting Read/Write on this process allows a group’s users to add new
Reports, edit existing Reports, edit an existing Report’s description and edit a Linked Report’s linked
screens. Granting Read/Write/Delete allows a group’s users all of the above as well as granting the
ability to delete a Report

e Linked Documents - Granting Read/Write/Delete on this process is required to allow a group’s users
to view the PDF copies of Logged Report files

e SQL Mail Merge - Granting Read/Write/Delete on this process allows a group’s users to add SQL Mail
Merge queries via the Administration Module online.

N.B. It will be necessary to re-grant permissions on the Report Permissions, Report Processing and Summary
Reports business processes under Administration for groups who have previously been granted permissions
for these processes if they need to use the reporting functions in Admissions and Transfers.
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Managing Reports

Users in groups who have been granted Read/Write or Read/Write/Delete on the Report Management
Business Process will be able to manage Reports used in A&T including adding new Reports, editing
information about existing reports, linking Reports to screens within A&T and deleting Reports.

Adding a New Report
To add a new Report navigate to Reports | All Reports and click the ‘Add New Report’ link between the search
criteria entry fields and the search results grid.

The New Report entry fields will be displayed in the master panel in editable mode:

e Report Title - This is user specified, can be up to 40 characters, can not contain /\?% *:| "<>.and
must be unique

e Select Process - This allows the user to select the folder or subfolder on the Report Server where the
Report will be placed and indicates the process that Report relates to.

This is pre-populated with Admissions and Transfers but any other folders which have been added on
the Report Server underneath this directory may be selected using the magnifying glass to search for
them or typing a portion of the folder name in the text box and selecting it from there.

e Upload New Report - This is a standard windows dialog for selecting a file from an accessible location
on the local or network drives. The file must be a *.rpt. The filename must be unique within a
subfolder. If the filename already exists in the folder the newly added file name will be appended with
an _x incrementing by one each time a file of the same name is added (e.g. Report.rpt, Report_2.rpt,
Report_3.rpt)

e Data Shielding - This is a tick box which indicates a Report contains sensitive information. (N.B. It is
for information purposes only and does not prevent the Report from displaying that information)

e Linked Report - Ticking this flags the Report as linked and enables the ‘Links To’ tab and ability to link
the Report to other screens in Admissions and Transfers.

e Llast Uploaded - This is a read only field and will display the date the *.rpt file was uploaded. (N.B. if
the Report has been added directly to the Server and not added via the user interface this will display
the created date in the file’s properties)

e Report ID - This is a read only field which will display the unique Report ID generated by and stored in
the database for the Report.

i
[Admissions and Transfers & Last Uploaded: -
|F|\e Name | Upload new report Report 1D -
Data Shielding: [] Linked report: [
Gancel | |

Once all required fields have been populated clicking save will copy the selected *.rpt file to the chosen
process folder on the Report Server and create a database record for the Report. The Report will appear in the
search results grid and the Report Details and, optionally, the Links To tabs will be displayed.

If a *.rpt file has been added directly to the Report Server and not through A&T Back Office it will still appear in
the search results and it will be possible to run the Report from the all Reports screen. In this case the file
name will display as the Report title, the Report will not have a Report ID and it will not be possible to link the
Report to any screens until the Report information has been edited and the Linked Report flag set. Editing a
Report which has not been added through A&T Back Office will create a database record for the Report.
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Editing an Existing Report
To edit an existing Report navigate to Reports | All Reports, search for and select a Report from the results grid
and click the Edit link in the upper right hand corner of the Master Panel.

When editing a Report its title can be changed, a new *.rpt file uploaded and the Data shielding and Linked
Report Flags changed.

If a Report has previously been linked removing the Linked Report flag will remove the report from all screens
it was previously linked to. A confirmation message will be displayed to warn of this impact.

{5 [Ausit Report |
Process: Admissions and Transfers Last Uploaded. -
| Upload new report Report ID: -
Data Shielding: [] Linked report: []

Cancel | Save |

N.B. It is not possible to change the process folder of a previously added Report by editing the Report.

Deleting a Report

To delete a Report select the Report from the search results grid and click the ‘Delete Report’ Link in the upper
right hand corner of the master panel.

Deleting a Report will have the following effects
e The physical *.rpt file will be deleted from the Report Server
e The Report will no longer be visible when searching for Reports at Reports | All Reports
0 The record for that Report in the ccs_online_reports_repository table will be deleted
e Ifthe Report is a linked Report it will no longer appear in the linked Reports list

0 The records associated with that Report will be deleted from the
ccs_online_reports_links_table

e Where the Report has been logged against an entity these records will be retained but it will not be
possible to re-run the Report and users attempting to do so will receive an error

Report Description (Memo)

The description field on the Report Details tab provides a basic text editor to record relevant details of the
specific Report.

To add or amend the Report Description, click the ‘Edit’ link next to the Description label and enter a
description.

Linking Reports
Where a Report has the Linked Report flag set to true (Linked Report ticked when a Report was added or

edited and displaying Yes in read only mode in the Master Panel) the ‘Links To’ tab will be visible in the Details
Panel.

The ‘Links To’ tab displays an expandable hierarchy of screens in ‘A&T Back Office’ with linkable screens
appearing at the lowest level of the hierarchy. Any previously linked screens will display a tick to the left of the
screen name. Highlighting a screen will display the parameter passed to a Report from that screen or ‘Page
cannot be linked to’ if it is not possible to link to the screen.

To link a Report to a screen or screens select the Edit link to the right of the Screens Label which will enable
editing of the linked screens. Those screens which may be linked to will have a tick box to the left of the screen
name (if a Report is currently linked to a screen this will be ticked). Ticking the box next to the screen or
screens and saving the changes will link the Report to those screens.
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Report Details Links To

Screens . Edit Parameters Sent By Screen

«| AT_ID
4 Admissions and Transfers F|
One Home
4 Students
v Applications
All Students
4 Process
Transfer Groups
Import Catchments
Incoming Students

Incoming Applications

Appeals —

4 Bases ‘

(Read Only Links To Tab)

Report Details Links To

Screens Parameters Sent By Screen

a Page cannot be linked to
4 Admissions and Transfers. T
One Home
4 Students
Applications
[] All Students
4 Process
[[] Transfer Groups
Import Catchments
Incoming Students =
Incoming Applications
[] Appeals
4 Bases

(Edit mode ‘Links To’ tab)

Running Reports from All Reports

All Admissions and Transfers Reports which are available to be run can be found at Reports | All Reports.
Selecting a Report from the search results grid will display details of the Report in the master and details
panels. The selected Report can be run by clicking the Run Report button on the Report Details tab which will
allow for the entry of parameters and submission of the Report to the submitted Reports screen for collection.

Searching

By default the search results grid at Reports | All Reports will pre-populate the list of Reports in the Admissions
and Transfers folder when navigating to the screen. It is possible to search for Reports based on Report title
and process folder by entering a portion of the Report title and/or selecting a process folder and clicking
search. The list of Reports in the search results grid will update to display those Reports matching the criteria
as well as a summary of how many Reports have been returned with the criteria listed above. Clicking the clear
search link will clear the search results and criteria.
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One Home Slutents Process CEE Adminsiraton Welcome CHRIS1 | Hele | Legos
Submitted Repons
o] - e " o Fieg
BN Reports (% Application Letter Edt 3 Dslele Beport
| ¥ Process: Admesons and Transters Last Upsaaded: |
[Ramissions and Transfars |
Filname: Feport i)
gy Scarch | Diata Shiciginy Linked report

Reports with Parameters

Where a Report contains parameters a modal window will be displayed allowing the entry of all required and
optional parameters prior to the Report being submitted. The parameters displayed will be individual to each
Report and dynamically displayed on running.

| Report Parameters

Parameter Name | 'Parameter Value
LA_Mumber

LAname

rdate

NCY

Tcode

TYear

Type

Control

Max_Prefs

applications from

Submitted Reports Screen

The Submitted Reports screen, which may be accessed at Reports | Submitted Reports or by clicking the link
on the success message received on running a selected Report, will list all Reports run by the logged on user
from any module in One online or v4 rich client and is analogous to the ‘My Submitted Reports’ found in v4
rich client.

This screen shows the Report Status icon, Title, Date the Report was submitted, the Report’s Start Time (not
used by Admissions and Transfers), the Report Status and a folder icon to open the Report as well as a delete
icon to remove the Report from the screen.

Report submitted to the queue will show several status outlined below:
e Not started - When a Report has been submitted to the queue to be run but has not yet started
e  Executing - When a Report is currently being run
e Complete - When the Report has completed successfully

e  Error - When the Report running has failed
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One Home Sludents Process A0S Reponts Admintstraton Welcome CHRISI | Help | Less

All Rieports

i Refresh | Autematically Refresh e
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]

,:i
e ¥ X
e I

To open a Submitted Report, with a status of complete click the folder icon. The Report will open in a Crystal
Report Viewer window.
Reports will be retained until deleted and can be opened at any point in the future.

To delete a Report from the list click the delete icon. This deletes the user’s stored copy of the previously run
Report and not the Report Definition the Report was run from.

N.B. Deleting a Report from the Submitted Report screen removes it from the user’s My Submitted Reports in
all One Modules online and in the v4 rich client.

Running Linked Reports

Reports which have been flagged as linked and which have been linked to a screen or screens will appear in
the Linked Reports menu under More Options in the upper right hand corner of the screen. Currently Reports
may be linked to the following screens.

e Student | Applications (@ TRANSFERS.AT_ID)

e Student | All Students (@STUDENT.STUD_ID)

e  Process | Transfer Groups (@ TG_INFO.TGH_ID)
e Process | Appeals (@APPEALS.APPEAL_ID)

e Bases | Receivers (@ TGROUPS.TG_ID)

e Bases | All Bases (@BASES.BASE_ID)

[=| More options...

View Report Log e

Aand T Summary

CE Summary

CSS Summary

CTF Attendance

Exclusions Summary
Grants and Benefits Summary

SEN Needs

Iviail Merge

Linked Documenis

Expanding the Linked Reports menu will display a list of Reports linked to the particular screen and will scroll
where the list exceeds the allotted space.

Clicking on a Report title will run the Report. As with v3 Quick Reports a Linked Report may be configured to
accept a default parameter. If no other parameters are present the Report will run without prompting for
other parameters. If the Report contains multiple parameters including the one passed from the screen the
modal parameters window will display with the passed parameter pre-populated.

A prompt will appear asking if the Report should be logged. Once all parameters have been supplied and the
Report Logging option selected the Report will launch in a Crystal Report Viewer window.

N.B. Linked Reports are not sent to the Submitted Reports screen and are not retained for future viewing by
the logged on user.
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Report Visibility
All users who have access to a screen will see the reports which are linked to a particular screen even if they
do not have report permissions granted on them.

Reports with Parameters

As previously described each of the screens which accommodate Linked Reports will pass a single parameter
to a Linked Report (see above). If a Report contains additional, different or other parameters a modal window
will display allowing the input of these parameters prior to submitting the Report.

Report Log

When running a Linked Report it is possible to log that Report’s running. Each time a Report is run from the list
of Linked Reports a confirmation message will ask if the Report should be logged. Clicking Yes will create an
entry in the Report log for that entity (Student, Transfer Group, Base, Appeal etc.) storing a link to the Report
file and the parameters supplied to the Report at the time it was run. This entry will then be visible to all users
who have access to that entity and Linked Reports and is accessible by clicking the ‘View Report Log’ link at the
top of the list of Linked Reports.

{f| ReportLog

Report Title Date/Time Run Re-run?

¥y ¥ ¥
X P

=

A * .PDF copy of the Report output will also be saved in the Linked Documents for that entity.

& Linked Documents s1224

o AddNew Y EditFie f DownloadFile 3
Description ey

L W
[ w
L w

[ Cose |

Re-Running a Logged Report

Asin v3 it is possible to re-run a previously Logged Report. When viewing the Report Log click the Re-Run
Folder icon to re-run the selected Report. The log entry may either be overwritten with the current run date or
a new entry created to show that the Report has been run more than once. Reports which have been re-run
will display a tick in the ‘Re-run?’ column to indicate that they have been re-run even if the existing log entry
has been overwritten. A *.PDF copy of the Re-Run Report output will be added to the linked documents for the
entity.
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Deleting a Logged Report

Clicking the cross next to the Logged Report entry in the Logged Reports modal window will delete the log.
That entry will no longer be visible, it will not be possible to Re-Run the Report and the database entries which
store the Report Parameters will be removed.

N.B. Deleting a Report Log entry will not delete the *.PDF copy of the Report output stored in the linked
documents for the entity.

Summary Reports

The following Summary Reports have been pre-loaded in the Admissions and Transfers/Student Summary
Reports process folder on the Report Server and Linked to the Students | All Students Screen.

e AandTSummary

e CE Summary

e (CSS Summary

e CTF Attendance

e Exclusions Summary

e Grants and Benefits Summary
e School Census Termly Attendance
e SEN Needs

e  SEN Summary

e  SEN Summary List

e  Transport Summary

These Reports replace the Summary tabs available in v3 and are duplicates of Reports located in other folders
accessible from the v4 Rich client.

N.B. Changes to the Reports in one location will not be reflected in any other locations

N.B. Users in Groups with Report Management permissions will be able to edit and delete these Reports as
any other Reports.

Linked Documents

Linked Documents may be accessed from the More Options menu in the upper right hand corner of the
screen. This will be visible on selecting a valid entity.

Please refer to the Reference Guide: RG_OnLine_Common Functionality on the One DVD for generic
information on how to use Linked Documents.

One Reference Guides are also available in One: SupportNet | Documentation | Category - One Reference
Guides.
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SQL Mail Merge

SQL Mail Merge may be accessed from the More Options menu in the upper right hand corner of the screen.
This will be visible on selecting a valid entity.

Please refer to the System Product Notes in One 3.45 (v4) Product Notes on the One 3.45 DVD and the
Reference Guide: RG_OnLine_Admin_SQL Mail Merge for information on how to use SQL Mail Merge.
One Reference Guides are also available in One: SupportNet | Documentation | Category - One Reference
Guides.

A&T specific entities which queries can be created for include

Entity Table Primary key (Parameter) Group V4/Online

Alerts

Please refer to the System Product Notes in One 3.45 (v4) Product Notes on the One 3.45 DVD and the
Reference Guide: RG_OnLine_Common Functionality for information on how to configure Alerts.

One Reference Guides are also available in One: SupportNet | Documentation | Category - One Reference
Guides.

A&T specific database trigger alerts definitions have been added for the following data changes
e Student change of LA
e Student change of address
e Student feeder base changed

These alerts are not active by default and will need to be enabled before users will receive alerts.

PRIME Report Model

The PRIME Report model has been updated to reflect all changes to Admissions and Transfers tables
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Module Administration

Transfer Group specific set-up activities are carried out through the Process | Transfer Groups area.

Many Module Administration activities that are not specific to a transfer group are carried out via the
Administration area. Here is an example screen from the Administration | Applications area:

One Home Students Process Administration Welcome CSYSADMIN | Help | Logout

GIS Bases

{*}} Administration - Applications

[l RIS Special Reasons | Permitted Websites

¥ Website Text

Application Information Memofiied / Ed

Application Information Memo

Contact Us

Data Protection Memo
Preference Memo

Terms & Conditions Memo

Welcome Memo

» URLs Edit

» Data Processing Rules .~ Edit

* Define Version of Online Applications Import to use .7 Edit
» Schedule Import of Online Applications .7 Edit

*» Public Access  Edi

» Reminder Email Scheduling ~ Edit

* Display Options .~ Edit

This includes set up for use of Capita’s A&T Online and set up for Special Reasons (these are used as locally
definable sets of lookups for oversubscription criteria to meet your local needs).

New Flag for Welsh LAs to Support Welsh Language

In the Administration | Online Parameters | Public Access area there is a new flag that enables Welsh LAs to
provide the option to online applicants to view the contents of the website in Welsh while making their
application. This is ‘Display ‘Newid i Cymraeg’ hyperlink on Welcome and Home Pages’. By default this flag will
be unchecked. Welsh LAs wishing to provide this option will need to tick this box.

Managing Lookups

It is not yet possible to manage lookup codes in Capita’s One Online solution (which includes A&T Back Office).
For the time being, lookup codes for Admissions & Transfers will need to either be managed in One v3 or One
v4 rich client via Tools | Administration | Lookups.
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Copy Base Published Admission Numbers to the Next Academic
Year

Using the Administration | Bases area it is possible to copy PAN information from one academic year to the
next:

One Home Students Process Administration Welcome CSYSADMIN | Help | Logout

Applications GIS

-’S’} Administration - Bases

Copy PAN

Copy Published Admission Numbers

‘ 1 Any changes to the PAN data could seriously affect the processes in Admissions and Transfers, Bases and Population Forecasting

From ‘ Current Academic Year( 2011 ) To 2012
Overwrite any existing PAN data [

Overwrite any existing Banding data [_]

‘ Process ‘

The ‘Copy PAN’ routine has been enhanced compared to v3 and now is more closely aligned with the ‘Copy
PAN’ process in the Population Forecasting module. PAN information for a specific NCY will now be carried
forward to the next academic year for the specific NCY+1 (except for where the previous year’s NCY-1 has not
been defined). For example:

NCY 2011/2012 copied to: 2012/2013

7 100 100 (copied from NCY 7, since the NCY for 6 was not
defined for this school

8 102 100 (copied from NCY 7 in 2011/2012)

9 101 102 (copied from NCY 8 in 2011/2012)

10 103 101

11 93 103

Band Details are only copied to the matching NCY in the next year. Here is an example of how Band Details will
be copied for Receivers with Band information defined:

In 2011/2012 a School using Fair Banding had a PAN of 100 defined for NCY 7, with 4 fair bands with 25 places
each. No band information was defined for any other NCY. When this is copied into 2012/2013 the following
would apply:

NCY 7 — since the NCY for 6 in 2011/2012 is not defined or 0 then instead the system would copy the NCY from
the matching NCY 7 in 2011/2012 — PAN 100. Since this is the matching NCY and Band details are present then
the Band Details would be copied here too.

NCY 8 — this would be copied from 2011/2012 NCY 7 so would be set to 100. Since this is not the same NCY as
the one being copied from then the Band Details would not be copied.
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System Administration and Assigning Permissions

System Administrators will need to ensure that Access Rights have been set appropriately in v4 before users
start to use v4 ‘A&T Back Office’. Access rights for v3 have no effect in v4.

Note that System Administrators will automatically have access to all areas in v4.

The general principle of A&T Back Office in v4 is that if a user does not have permission to read information in
a particular area, or does not have permission to run a routine, then the information or process button will not
be visible to them. This is to ensure that the information seen on an individual user’s screen is relevant to their
individual business processes and does not contain information that is not necessary to their individual
business processes.

Managing Users and Groups

User accounts (including passwords) will need to continue to be created in v3 for the time being. Groups will
also need to be created and user membership of groups maintained in v3 (see v3 System Administration |
Users/Groups). Currently this functionality has not yet been migrated to v4.

Permissions

System Administrators will need to manage permissions for ‘A & T Back Office’ in the v4 rich client. The main
area for managing permissions is Tools | Permissions | User Group Processes. Permissions set up has been
simplified compared to v3 in this area. Business processes are listed which represents a logical grouping of a
number of lower-level individual ‘web methods’. Granting Read-Write permission to a specific Business
Process automatically grants Read-Write permission to the lower level ‘web methods’ that are linked to that
Business Process.

Normally, we would expect that Admissions permissions will be granted to users via Tools | Permissions | User
Group Processes. In addition to this there is another option which gives greater visibility to the very many
individual web methods which is via Tools | Permissions | User Group Permissions. This area could be used if
greater refinement of permission control is required. The information presented in this area is quite technical
so if your LA needs to use this area in order to refine permissions you may need to seek assistance from Capita
via the Service Desk. Please note that where a Groups of users is granted access to any Business Process within
the v4 system through the Tools | Permissions | User Group Processes area, then this group of users will also
automatically inherit access to a number of low level low risk individual web methods across the system that
carry out background utility processes, for example to retrieve lists of lookups.

As mentioned above, the normal area for permission setting is Tools | Permissions | User Group Processes.
Within this area, first search for the Group Name. Once the Group has been selected, the System
Administrator will be prompted to select the Main Business Process. Once a Main Business Process has been
selected then this will list a number of Business Processes within this main heading to which the System
Administrator can grant the selected Group of users Read, Read-Write or Read-Write-Delete access (options
depend on the nature of the business process). By default, Groups will have no permissions to business
processes so a tick in the ‘Deny’ column will be displayed. Here is an example screen:
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© Capita One 4.0

(s CSTeols [Dywindow[1] @ Help

@ Back ~ B, ShowfHide = | Drag and drop menu items here. ..

’; Expand ~

™. Main Processes
( Main Business

Processes

(02, Business Processes

Mame Readl Read-iite Read-Wirite-Delete Deny
> %
Admissions GIS Map o
Application Catchments and Distances (bulk)
Application Catchments and Distances (individual) o
Applications by Receiver o
Applications by Student v
R — .
Copy Applicant Reasons o
Test Results - mport
Test Results - Manual Entry
Test Resutts - Process

Please note that where a tick and cross icon is shown together in one area (e.g. for Test Results - Manual Entry
in the screen above) this means that only some of the individual web methods that are linked to this business
process have been granted to the Group of users because they are shared with other business processes.

The Main Business Processes relevant to Admissions & Transfers are the following:

Student Data
Includes Business Processes for:

e Core Data — Admissions & Transfers users need at least Read Access to Core Student Data to enable
student searching

e School History
e There are many other business processes here controlling access to specific areas of student data

Addresses
Includes Business Processes for:

e Person/Student Addresses - This deals with associating addresses to people/students within the v4
rich client so is not used for v4 ‘A&T Back Office’

e Save Address (Online) - This permission enables users to add a new address to the address database
(e.g. a new street, or a new dwelling on a street)

e Save Address Geocode (Online) - This permission enables users to update Geocode information (e.g.
Easting and Northing) for an address.

Save Linked Addresses - This permission enables users to associate addresses to people/students within
v4 ‘A&T Back Office’. This is required to manage Address History information for a student.

Admissions Applications
Includes Business Processes for:

e Applications by Student - this enables users to access information under the Students | Applications
route where users can search for a student and then access their application details

e Applications by Receiver - this enables users to access information under the Bases | Receivers route
where the user can search for a Receiver and then see a list of preferences and, subject to
permissions, update offer statuses, ranks and assign and remove students from bands

e Admissions GIS Map - enables access to view a map. LAs require a licence for GIS v4.
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Application Catchments and Distances (bulk) - enables users to execute the bulk update routines for
calculating distances and updating catchment flags available via Process | Transfer Groups | Students
| Pre-Offer Processing — Catchments & Distances

Application Catchments and Distances (individual) - enables users to calculate distances for an
individual application via the Students | Applications area

Clear Preferences - this is the routine to Clear all Preferences for the selected Transfer Group that
should only be used in extraordinary circumstances, so it is recommended that this permission is
denied to all Groups until a circumstance arises which requires this process to be run. Where
necessary the Clear Preference routine is run via Process | Transfer Groups | Students under the
Reset Processes heading

Copy Applicant Reasons - enables users to copy the applicant’s preference reasons to the LA reasons
area of the preference

Test Results - Import - enables users to import csv files containing Test Results via the Process |
Transfer Groups | Tests area

Test Results- Manual Entry — enables users to access a list of students and test results via the Process
| Transfer Groups | Tests area, and to update these, subject to permissions

Test Results - Process - enables users to run a routine to calculate an overall test score for each
student and to write this to the application record. This is also done via the Process | Transfer Groups
| Tests area

Admissions Offers and Ranks
Includes Business Processes for:

Offer Statuses - enables permission to update Offer Statuses for applications either via the Bases |
Receivers area for a single student or group of students and also via the Students | Applications area

Ranks - enables permission to update and revise ranks via the Bases | Receivers area for Own
Admission Authority Schools (OAAs) and also to Re-rank Waiting Lists for LA maintained schools.

Make and Resolve Offers - enables permission to run these key routines to process offers. Make
Offers generates offer information for Home LA Receivers and is run once. Resolve Offers is run to
free up unwanted places and to allocate places available and is run iteratively in conjunction with
exchanging offer information with other LAs (e.g. via ALT files). These process buttons are available
via Process | Transfer Groups | Students. The Resolve Offers button becomes visible once the Make
Offers process has been run.

Final Allocations - enables permission to run the routine that can optionally be run prior to Offer Date
to help to ensure that each student has an Allocated School. Run via Process | Transfer Groups |
Students - Final Allocation button is visible after Resolve Offers has been run.

Publish Offer Information Online - enables permission to run the routine that is run just before Offer
Date for the transfer group to publish offer status information to Admissions & Transfers Online. This
is required for LAs using Capita’s Admissions & Transfers Online software. This is also used to
populate the information for the Report to the DfE for ‘Secondary Preferences Met’ since it provides a
reference point to the offer statuses on Offer Date. Run via Process | Transfer Groups | Students -
Publish Offer Information Online button is visible after Resolve Offers has been run.

Reset Allocations - This enables permission to both the ‘Reset Allocations’ routine for a normal
transfer group and the ‘In Year Reset’ routine for an in year transfer group. These are run via Process
| Transfer Groups | Students under the Reset Processes heading.
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Admissions Set Up and Population
Includes Business Processes for:

e Applications Administration - enables users to set up & configure A&T Online via Administration |
Applications

e Base Admin for Admissions - enables users to run the Copy PAN routine via Administration |
Applications

e Flag Feeder Receiver Processing - enables users to run the routine to flag Feeder Links against
preferences via Process | Transfer Groups | Students | Pre-Offer Processing - Feeder Receiver

e  GIS Administration - enables users to set GIS Parameters via Administration | GIS Parameters

e Linked Receivers - enables users to link Feeder schools to Receiver schools via Bases | All Bases |
Linked Bases

e  PAN (including Banding) and Vacancies - enables users to record Published Admission Numbers for
Bases as well as in year vacancy information via Bases | All Bases | PAN & Vacancies

e Populate Transfer Group in bulk - enables users to run the Student Selection routines to initially
populate the transfer group via Process | Transfer Groups | Students | Student Selection

e Test Definitions — enables users to associate Test Codes with a transfer group via Process | Transfer
Groups | Tests

e Transfer Groups / Sub Groups Administration - enables users to set up Transfer Group related
information via Process | Transfer Groups

e Update Catchments - For LAs using GIS, this enables users to import GIS catchments and also delete
(if delete permission is granted). Importing of catchments is carried out via Process | Import
Catchments. For LAs still using postcode catchments, this enables users to maintain these via Bases |
All Bases | Catchment

Admissions Manage Import of Online Applications
e Manage import of Online Applications

Admissions Finalising Processes

e  Final Transfer Routine - enables users to run the routine which uses the student’s Allocated Base to
create a School History record for the student in preparation for the start of the new academic year
via Process | Transfer Groups | Students | Post Offer Processing. LAs using B2B to exchange student
information with schools are recommended not to run this routine.

Base Administration
e Bases - access to Bases and Sites information via Bases | All Bases

Relocations

e Relocation Processing - access to maintaining Relocations & Schools Approached information for
Students. In v4 ‘A&T Back Office’ this gives access to Relocations under the Students area. This
permission also grants access to users of v4 rich client to Relocations processing.

Administration
Includes Business Processes for:

o Lookup Administration - if any member of the Admissions Team who is not flagged as a System
Administrator needs to be able to manage lookup codes then they need Read-Write access to this
business process. Lookups are managed via v4 rich client Tools | Administration | Lookups for the
time being.

e Linked Documents
e Reports

e UDF Management - access to v4 rich client Tools | Administration | UDF Management
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e NCY Administration - access to v4 rich client Tools | Year Settings | NCY
e Year Definition - access to v4 rich client Tools | Year Settings | Year Definitions

The business process headings represent a collection of a number of individual web methods. If more granular
control of permissions is required then the individual web methods are listed under Tools | Permissions | User
Group Permissions. This area contains more technical detail.

Other

V3 will also continue to be used for maintaining LA Details, LA Defaults & Permitted Websites (used by
Admissions & Transfers Online).
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Admissions & Transfers Online (Public-Facing)

Summary of Items Covered in the One 3.46 Release

In this release, facilities have been added to allow Parents to make In Year applications online. Parents may
choose to make a phased application, or an in year application, or both; if they choose both (for the same
child) the system remembers the child details previously entered and ‘fast tracks’ the parent through the
application process.

One 3.46 provides a dual language version of the public facing website for Local Authorities whose Locale is 3
(Wales). Parents who apply to Welsh Local Authorities will be able to choose to make an application via an
English or Welsh language version of the website. There will be a hyperlink on the Welcome page and the
Home Page of the website which parents can click on to switch between the two languages.

The Local Authority facility to set up memo text that Parents will see, in either English or Welsh, is only
available in both languages by adopting A&T V4 Back office (memo text can be set up in one language in V3
Back Office). For those Welsh Authorities who wish to continue using V3 Back Office with the 3.46 release of
V4 Online, we have automatically prevented Parents from being able to switch the website from English to
Welsh, by switching these hyperlinks off. Once V4 Back office is adopted, these hyperlinks can be switched on
from Module Administration | Public Access.

In addition to the dual language website and the ability to make In Year applications online, a number of
enhancements have been provided for the processing of phased applications and a number of defects have
been resolved, as follows:- (more details follow in the body of the document about each of these items

e All LA search will display the same set of Home LA schools as can be seen from Home LA search

e Consider for Mainstream flag was saving the opposite value in the database than was implied from
the online user interface, thereby creating incorrect data when viewed in Student Preferences in V3.
This issue has been resolved.

e Duplicate phased applications are trapped (if applications are made with same combination of child
forename, surname, gender, date of birth and address) and Parent is not allowed to proceed.

e Details of all Email Messages that are sent to the Parents were being stored in
CCS_EMAIL_MESSAGE_LOG. Implementing a bi lingual text version of all emails (bi lingual version only
created for Locale 3 users) has forced the creation of a new database table where the Body text of all
email messages is now stored, whether they were generated in English or Welsh, also whether they
were sent immediately or waiting in the queue.

In Registration page - Navigation to the next page was not occurring when some Address fields
exceeded the maximum allowable limit. This issue has been resolved. Mismatch between length of
child’s name field details stored in database and those displayed Online. This issue has been resolved.
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In Year Applications

Allowing In Year Applications to be Made

It is your choice whether to make the online In Year (1Y) facility available to parents. A new flag has been
created in the database which determines whether IY applications are allowed online. By default, this flag is
FALSE, i.e. applications cannot be made. This flag can be set via Administration | Applications | Online
Parameters | Public Access in A&T V4 Back Office. Please note that you cannot import In Year applications until
you have upgraded to A&T V4 Back Office therefore you cannot allow Parents to start making In Year
applications until that time.

Registering for an IY Application

For those Parents who have not previously made a phased application, the 1Y process will start by the Parent
registering, as they do for phased applications. This will ensure the email address provided is an active email
address and can safely be used later to communicate with the Parent. If they have already made a phased
application, they should login and not re-register!

Combining the In Year Application with Phased Applications

Having registered and/or logged in, the Parent will be provided with a page where a single data entry field is
required, which is the date of birth. This page is now displayed for all online applications (i.e. phased or in
year).

Make an Application

CHILD'S DATE OF BIRTH

Please enter your child's date of birth and select Canfirm.

Date of Birth (dd/mm/yyyey)

31121943 Confirm |

If yvou are still having problems or are not sure what to do, please Contact us

Contact us Data Protection Statement Blank application Forms Education Websites Terms & Conditions

Having entered the child’s date of birth, the system then checks for an appropriate Y transfer group and if one
is found, a clickable hyperlink is displayed enabling the Parent to continue with the application.

(The online label for the 1Y Transfer Group is not displayed to the Parent, instead, we have used the following
words:-

‘Change School immediately/in near future’
We have used these words because ‘In Year’, is not a term that many parents would be familiar with.)

If a phased transfer group appropriate for the age of the child exists and is open, the Transfer Group Online
Label of that phased transfer group will also be displayed to the Parent as a clickable hyperlink.

If a transfer group is found of each type, we will also display ‘I want to apply for both of the above’ as a third
hyperlink (more details follow on how to apply for both types of application).
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CHILD'S DATE OF BIRTH

Please enter your child's date of birth and select Confirm.

Date of Birth {dd/mm/yyyy)
31/12/1999 Update

For your child's date of birth you can apply for the following school places:

Transfer to Secondary 2011 ===

Change school immediately/in near future

I want to apply for both of the above

Please tell us your reason for wanting to change school?
[Move into LA [=]

Please tell us the date you would like your child to start at the new school?

|

Which Academic Years can a Parent make an IY Application For?

For an IY application, ‘appropriate’ transfer group would be an 1Y transfer group set up for either the current
academic year or the next academic year. Allowing applications for the next academic year will allow for the
situation where it is nearing the end of the academic year and you want to open an IY transfer group for the
following academic year.

If you set up 1Y transfer groups for the current academic year and the next academic year, then when the
transfer group’s opening date is reached and an online label has been added, both of these transfer groups will
be potentially available to the Parent, although the hyperlink ‘Change School immediately/in near future’ is
only displayed once on the web page.

You can alternatively set up an IY transfer group just for the current academic year or just for the next
academic year; as soon as the opening date is reached and you have entered an online label for the transfer
group, the term ‘Change School immediately/in near future’ is displayed to the Parent. The date of birth
entered for the child is irrelevant at this stage for an 1Y application, although it is used to display the correct
phased transfer group, in case the Parent is making a phased and an Y application simultaneously.

Making the 1Y Application

Once the Parent has clicked on the ‘Change School immediately/in near future’ hyperlink, they will need to
enter an Application Reason and a Date Place Required; these are two new mandatory fields for the 1Y
application.

Application Reason is a lookup and therefore may be populated by the Local Authority as appropriate e.g.
‘Moving into LA’. Application Reason has been added for the 3.46 release, a default set of Lookups have been
added to the CustomLookups.xml file, this set is currently as follows:-

<IYApplicationsReasonsLookup>
<l--int_code field from lookups_full table (table_id 1155)-->
<Reason>MIN</Reason>
<Reason>0UT</Reason>
<Reason>MOV</Reason>
</IYApplicationsReasonsLookup>

Please advise Capita Technical Services of the set of Application Reasons, from your own Lookup tables, that
you want to be visible online.

‘Date Place Required’ is the date (or approximate date) that the school place is required by the Parent.
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Once the Parent has entered the date place required, the system will use this, together with the date of birth
entered, to ascertain what NCY the child is currently in and what NCY the IY place is required for. A message is
displayed to the Parent, e.g.

‘Your child is currently in Year 6 and you have applied for a place in Year 6. Select Next to continue.

If the above is not correct, are you sure you have entered the correct date of birth/date to start new school?’
CHILD'S DATE OF BIRTH

Please enter your child's date of birth and select Confirm.

Date of Birth (dd/mm/yyyy)
31/12/1999 Update

For your child's date of birth you can apply for the following school places:

Transfer to Secondary 2011 ***

Change school immediately/in near future

I want to apply for both of the above

Please tell us your reason for wanting to change school?
|—an9 into LA

Please tell us the date you would like your child to start at the new school?
01/01/2012 Update

Your child is in Year 7 and you have chosen to apply for a place in Year 7. Select Next to continue.

If the above is not correct, have you entered the correct date of birth/date to start new school?

If the Parent is actually applying for, (e.g.) a place in Year 7 for a child currently in Year 6, the message is
displayed accordingly - ‘Your child is currently in Year 6 and you have applied for a place in Year 7, etc.’

If the Date Place Required would mean that the Parent is not applying for either the current or next academic
year, a warning message is given and the Parent may not continue with the online application.

The Parent may amend either the child’s date of birth or the date place required in line with the advice given
on the message. Once the Parent can see a confirmation message which agrees with both the year they know
their child to be in now and the year they are trying to apply for, they can continue their application by
pressing the Next button to continue.

When the Parent confirms they are applying for the correct NC Year by pressing the Next key, the system will
create a relationship between the 1Y application and the correct Transfer Group (i.e. correct as confirmed by
the Parent).

Going forward from here is very similar to making a phased application; the current school must be selected, a
number of preference schools may be selected according to the settings in the A&T Back office software and
preference reasons may be chosen by the parent.

Parents making an IY application may choose to submit immediately or choose to “finish for now and return
later’. If they choose to ‘finish for now’ they will be able to edit their application.

Once they have submitted their IY application, they will no longer have the chance to edit it online. The text
on the post submission page confirms this and advises them to contact you if they need to make any changes.

The printed application form (accessed by pressing the Preview button) for the IY application has appropriate
text on it regarding the fact that changes cannot be made online post submission.

The ‘School Place Offer’ text shown on the ‘Terms and Conditions’ page does not refer to an offer being made
available via email or post, it simply advises that the Local Authority will contact them regarding an offer of a
school place, leaving you free to contact them via email, letter or telephone as you prefer.
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Applying for Both Phased and 1Y places at the Same Time
If the system does determine a phased and an IY transfer group in the database, the term ‘l want to apply for
both of the above’ is displayed as a third clickable hyperlink on the same page.

Clicking on this option will force the Parent to complete the phased application first, but at the end of the
application, when they reach the submission confirmation page, they will be shown some text that tells them
when they started the application, they chose to make a second (1Y) application, do they still wish to make it, if
so, continue and if not, logout or go to the Home Page.

If at this point, they choose to continue (with the IY application), they will simply be asked the two questions
relevant for an IY application (described in next paragraph), after validation they will then be taken straight to
the ‘Preference School’ search pages, in order that they can make their preferred choice of school for the IY
application that they are now in the middle of making.

If the Parent chooses to logout at this point in time, none of their details will be retained and if they return to
make an IY application at a later date, they will need to enter the child’s details and current school again.

Welsh Version of Website

In 3.46 we delivered the option to Welsh LAs (Locale 3 only) to offer their parents the switch to Welsh
language version for the online application, in order to do this we have had to add a number of fields to the
interface and database to hold the Welsh language version of text exposed online. These fields are not
available from the V3 Ul and as such unless the Welsh LA adopts version 4 Back Office they cannot allow a
parent the option to switch to Welsh via the Module Administration area in V3 Back Office.

However, if any Welsh LA wants to enable the switch to Welsh Language option before adopting version 4
Back Office please contact Capita directly and we will be able to provide a chargeable service to populate your
customised memo text fields in your database and provide you with a script that will allow the ‘Switch to
Welsh’ hyperlinks to be available online.

Before making the Switch to Welsh hyperlink available to Parents, Welsh LAs will need to set up their Welsh
Memo text for all the areas where this is displayed to the Parent (i.e. Welcome Memo, Contact us, Application
Information, Moving On Text etc). Also please remember that School Names and Addresses will be displayed
exactly as they are recorded in your database. All Lookups will also be displayed as recorded in your database
therefore if you wish Parents to see both languages online, please amend your Lookup descriptions. It is not
possible to dynamically translate Lookups for display in solely Welsh or solely English, therefore to allow
Parents to see Lookups in Welsh, it will be necessary to define the lookups that are displayed online in both
languages (the Parent will see both versions of the Lookup text). Please revise your Lookup descriptions for
the following fields:-

Parental Relationship, Secret Question, Local Authorities, Application Reason, Titles. Please remember that if
you revise the set of Lookups that you want parents to see online, you must advise the revised set to Technical
Services who currently manage the reduced set of lookups that are exposed online. We are planning to bring
this functionality within the application as soon as possible.

As Application Reason has been added for the 3.46 release, a default set of Lookups have been added to the
CustomLookups.xml file, this set is currently as follows:-

<IYApplicationsReasonsLookup>
<!--int_code field from lookups_full table (table_id 1155)-->
<Reason>MIN</Reason>
<Reason>0UT</Reason>
<Reason>MOV</Reason>

</IYApplicationsReasonsLookup>

It is your choice whether, when re defining Lookups, you put the English or Welsh text first.

Also, Transfer Group Online label must be entered in Welsh in Back Office if you wish Parents to see it in Welsh
or treat like Lookups and enter in both languages.
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Once the Display ‘Newid i Cymraeg’ hyperlink flag has been set, either via a Capita script or from A&T V4 Back
Office, Parents may switch to the Welsh language version of the website by clicking on the ‘Newid i Cymraeg’
hyperlink which may be seen on either the Welcome Page or the Login Page.

PIIESII;IEG " [ Mewid | Cymraeq ]
ounty Counci
[ala &

e o-

Welcome to School Admissions Online

X WELCOME TO ADMISSIONS ON-LINE
I am new to this service,

If you applied on-line, you will be able to view the outcome of yvour application late

. . afternoon an Monday, 1 March 2010,
Help me register. Register |
[ am already registered and want to log To sccess offer details online, you will be required to prowide the email address and
in. password used at the time of application.

Email Address

i An Information pack will be posted second class to all applicants on Monday 1st

Password March 2010 and once received you will be required to reply on the form
enclosed. If affer receipt you have any queries, please contact South
Forgotten your passwaord? Login | Gloucestershire Children and Young People Information Service.

Befaore wou begin...yvou will need:

Any information you have been given
about applying for a school place

Your child's full address {including
postcode)

Vour child's date of hirth

Approw 15-20 minutes to complete the
application (but you can save and come
back to it later)

For security, the website will timeout if

The Parent may choose to switch back to English by clicking on the ‘Switch to English’ hyperlink on the same
two pages.

There is a hyperlink to the Login page on every page in the application, so if Parents cannot see how to swap
back, they may be directed to the Login page and the hyperlink will be visible from there.

Oneshire [ Switch to English ]
County Council
[a]a &

- © s

&

Croeso i Dderbyniadau Ysgolion Ar-lein

Rowy'n newydd i'r gwasanaeth i,
Helpweh fi | Gofrestru, Cofrestru

Ryt wed cofrestru eisoes a hoffiwn
fewngomaodi

Cyfeiriad E-bost

Cyfrinair
wedi snghofio'ch Cyfrinair? Mewngofnodi

Cyn i chi ddechrau bydd angen y canlynal
arnoch:

Unrhyw wybodaeth a roddwyd i chi am
wheud cais am le ysgol

Cyfeiriad llawn sich plentyn {gan
gynnwys v cod post)

Dyddiad geni'ch plentyn

Oddeutu 15-20 munud i gwhlhau'r cais
{ond gallwch e gadw a dod yn &l ato
nes ymlaen)

atn resyrmau diogelwch, byddweh yn
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After switching to Welsh, all screen text and error messages will be in Welsh.

Oneshire
County Council E A A
Yoy @ o
Hafan - T ° - - - - -
Manylion y Plentyn ¥ P E > 5
e
Online In year”
MANYLION ¥ PLENTYN
Enw Blagn Cyfreithiol * Enw Canol Cyfenw Cyfreithiol *
Dyddiad Geni {dd/mm/bbbb} Rhyw *
l QO cwryw O Benyw
Oes Datganiad o Anghenion Addysgal Arbennig gan eich plentyn? O oes ®Nac Oes
Y¥dy'ch plentyn wedi'i gofrestru am ei fod yn derbyn gofal gan Ovdy @Nac vy Diewiswch Awdurdod Gofal

awdurdod Leol

e.e. ydy'n cael ei faethu neu'n derbyn gofal?

CHI A'CH PLENTYN

Beth yw'ch perthynas &' plentyn? * (3] Dewiswch Berthynas v

Oes gennych Gyfrifoldeb Rhiant am y plentyn? @) ® 0as ONac Oes

Hesaf »

Help is also available in Welsh:-

ﬁw’mwys |

Cyrorth

Dechrau Arni
Mewngofnodi
Hafan

Gwneud Cais

Gwneud Cais am Le i Ddechrau Ar
Unwaith

Cynigion

Cymorth

Croeso i Adran Cymorth Derbyniadau Ysgolion Ar-lein

6 Bydd y tudalennau hyn yn eich helpu i ddefnyddio'r ffurflen ar-lein i gwblhau eich cais am le ysgol. Dewiswch

bwne o' rhestrau isod, neu gallweh ddewis prif bwnc yn y panel Cynnwys ar y chwith i neidio i'r pwnc hwnnw

ar y dudalen haon.

Os ydych wedi diffodd Javascript ar eich cyfrifiadur a/neu rydych yn defiyddio bysellfwrdd yn unig, gallweh symud

drwy'r ffeil Cymaorth hon ac i lawr v dudalen drwy ddefnyddio'r fysell Tab ar y bysellfwrdd.

0= oes gennych gwestiynau nad ydynt yn cael eu hateb yma, cysylltwch &'r Tim Derbyniadau vsgolion. Gallwech

ddefryddia'r ddolen "Cysylltu & ni' ar waelod unrbyw dudalen

Nodiadau Pwysig:

Oz byddwch yn mewngofnodi i system Derbyniadau Ysgolion Ar-lein ond yn aros am dipyn cyn ei defnyddio, cewch

eich allgofnodi. Mae hyn yn digwydd yn awtomatig i atal rhywun arall rhag gweld manylion eich cais.

Peidiwech & defryddio'r botwrn "vr 81" yn eich porwr i fynd w811 sgrin flaenoral. Drwy wheoad hyn, gallech golli

rhywfaint o'r wyhodaeth 3 nodwyd gennych, ¥n lle hynny, dylech ddefnyddio'r botymau 'yn 8l' ar sgriniau Derbyniadau

Ysgolion ar-lein.

Dechrau Arni

Defnyddio Derbyniadau Ysgolion Ar-lein
*  Sut i ddefryddio'r Ffeil Cymarth hon
s Sut i lenwi'r Ffurflen Gais
o Modi gwybodaeth
o Defnyddio fersiwn hygyrch Derbyniadau ¥sgolion Ar-lein
Cofrestru a Rhoi'ch Manylion i ni
*  Cofrestru gyda Derbyniadau Ysgolion sr-lein
o Gwirio eich bod yn cyflwyno cais i'v awdurdod lleol cywir

o Modi'ch Gwyhodaeth Bersonol

Display of School Names and Addresses
Please note that school names and addresses will be displayed exactly as they are recorded in your database
(which includes that in UK_Bases table as populated by the One 3.44 release).
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Emails Generated for Parents

The emails that are generated are printed firstly in English then in Welsh (only when the generating LA system
is Locale 3). Please note that, when a Parent receives the Registration Confirmation email, they may only click
on one hyperlink i.e. either the link within the English text or the link within the Welsh text. If they click on
both, then on the second click, they will be taken to the page which advises they have already clicked on the
link. Please scroll down to view this email in Welsh.

Child's name:

Date of Birth:

Dear
Thank you for submitting your application for a school place.

Your application has been received by the Oneshire School Admissions Team and does not require any further
action by you in order for it to be processed. However, if additional evidence or information is required for the
schools you have expressed preferences for e.g. medical/baptism certificates or supplementary forms, you will
need to supply them.

You have expressed preferences for the following schools in this order of priority:

Rank] School Name Address

1

If you wish to change the details of your application, you may do so by logging back into the School Admissions
Service at any time.

If you can see a link below, you may click on this to open our service, otherwise please copy and paste the text
into your Internet browser.

https://QAWEB2000/AnTOnline DEC150

Notification of your school place offer:-

When you made your application, we gave you a choice about the way your school place offer will be
communicated to you on 11/12/2011.

You chose to receive your school place offer via email.

To change your chosen method, please contact us using the contact details below.

Kind regards,

Admissions Administrator

IMPORTANT - PLEASE DO NOT REPLY TO THIS EMAIL AS IT MAY NOT GO TO YOUR LOCAL AUTHORITY.
TO CONTACT US, PLEASE SEE THE DETAILS BELOW:

Contact Us and Frequently Asked Questions
Click here if you have any queries about the online application form.
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Enw'r Plentyn:

Dyddiad Geni:

Annwyl o ,
Diolch am gyflwyno'ch cais am le ysgol.

Mae eich cais wedi'i dderbyn gan Dim Derbyniadau Ysgolion Oneshire ac nid oes rhaid i chi wneud unrhyw beth
arall er mwyn ei brosesu. Fodd bynnag, os bydd angen tystiolaeth neu wybodaeth ychwanegol ar gyfer yr
ysgolion rydych wedi eu dewis e.e. tystysgrifau meddygol/bedyddio neu ffurflenni ychwanegol, bydd rhaid i chi
ddarparu'r rhain.

Rydych wedi dewis yr ysgolion canlynol yn y drefn flaenoriaeth hon:

Dewis

Ysgol Enw'r Ysgol Cyfeiriad

1

Os hoffech newid manylion eich cais, gallwch wneud hyn drwy fewngofnodi eto i'r Gwasanaeth Derbyniadau
Ysgolion ar unrhyw adeg.

Os gallwch weld dolen isod, gallwch glicio arni i agor ein gwasanaeth, neu copiwch y testun a'i ludo yn eich porwr
rhyngrwyd.

(https://QAWEB2000/AnTOnline DEC150).

Hysbysiad o'ch cynnig lle ysgol:-
Pan wnaethoch eich cais, cawsoch gyfle i ddewis eich dull o dderbyn eich cynnig lle ysgol ar 11/12/2011.
Rydych wedi dewis derbyn eich cynnig lle ysgol drwy e-bost.

I newid eich dewis dull, cysylltwch & ni gan ddefnyddio'r manylion isod.

Cofion cynnes,

Gweinyddwr Derbyniadau

PWYSIG - PEIDIWCH AG YMATEB I'R E-BOST HWN. EFALLAI NA FYDD YN CYRRAEDD EICH AWDURDOD LLEOL.
| GYSYLLTU A NI, GWELER Y MANYLION ISOD:

Contact Us and Frequently Asked Questions
Click here if you have any queries about the online application form.

Other Enhancements/Defect Resolution

‘All Local Authorities’ Search Results for Preference and Current School

Previously, the system could display a set of Home LA schools that were not all seen when looking at the All
Local Authorities (LA) search. This was because when the All LA search option is chosen, the system matched
the details of each school in UK Bases to the same school in Bases and when a match was found, displayed the
set of details stored for the school from UK bases on the basis that this was the ‘master’ information as it is
required to be kept up to date on Edubase.

This was giving misleading results when the data from UK_Bases was not actually the most recent information,
or, as in one case when the same school was present twice on UK bases but each one with slightly different
information.

To simplify this, we have changed the All LA search so that the same set of schools that can be seen in the
Home LA search results, will ALWAYS be seen within the larger set of schools displayed when the All LA search
is used.
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The following changes have been made:-

e ‘All Local Authorities' search will now return all bases in other local authorities (records will be
fetched from UK_BASES as it was doing previously) plus home LA Bases (i.e. receiver bases from sub-
groups for the transfer group).

e Any base that is returned in UK_BASES search when using ‘All Local Authorities’ search which have a
home LA number will not be shown.

e If a base from the UK_BASES table (that has an address in uk_base) is in the home LA and without the
address then the home LA base would be displayed without the address.

Therefore it is important that bases in One (BASES table) are always updated by the Local Authority.

(Until such time as Capita are able to provide an Administration screen for the editing of UK_Bases, this will
provide not only a more easily understood set of results, but also a way of ‘forcing’ schools into the search
results, as if you create a school as a Receiver school for a sub group, that school will get displayed in both the
Home LA and the All LA search result.)

Note: Schools in sub groups flagged as ‘Do not include in offer processing’ will not be included in any online
search

Consider for Mainstream Flag

It has been discovered that, when the Selective and/or Specialist Preferences for a sub group are displayed
online to Parents, in some instances the ‘Do not Consider for Mainstream’ flag is being set in the database to
TRUE, even when the ‘Consider for Mainstream Flag’ is not being displayed to the Parent.

This has arisen because we have reversed the language used when the question is displayed to the Parent and
now we present ‘if my child does not get a place in this school based on their ability (or aptitude) | would still
like them to be considered for a place at this school’, which we felt would be easier for Parents to understand,
whereas in the Back Office, we have retained the term in the negative ‘Do not Consider for Mainstream’. If the
Parent left the question on the online form set at the default of YES (= Consider for Mainstream), the
MAINSTREAM field in the database was being set to TRUE whereas as the field really means ‘DO NOT
CONSIDER FOR MAINSTREAM’ it should have been set to FALSE and therefore no tick would be visible in the
Preferences area on Back Office.

We have spent many hours testing and re-testing this condition and are now confident the database flag will
be set correctly in all circumstances, whether or not the question is presented to the Parent.

Duplicate Phased Applications
Duplicate phased applications are trapped (if applications are made with same combination of child forename,
surname, gender, date of birth and address) the Parent is not allowed to proceed.

Please note that it is only possible to trap duplicate applications if the applicant enters precisely the same
details on the subsequent application as on the first application.

CCS_EMAIL_MESSAGE_LOG

In v3 a log of emails sent was retained on the web server; this was replaced in 3.42 for v4 by enabling a copy of
any email sent to be copied to a nominated BCC email address therefore it is strongly recommended that the
BCC email address is set so that copies of any emails sent are retained. Please note only one BCC address can
currently be set.

From December 2011 (Release 3.46) onwards, sent email details will now additionally be logged in the One
database. There are now 3 database tables which store details of email messages; EMAIL_MESSAGES is the
table that has always stored unsent email messages, CCS_EMAIL_MESSAGE_LOG is a new table which stores
the sent email data and also new for 3.46 release, CCS_MEMO_CLOB stores just the body text of all emails,
whether they are sent or unsent.

We have had to separate the email data into separate tables as we have introduced emails in Welsh as well as
English for Welsh Local Authorities and the additional text on the email cannot be adequately stored, so the
CCS_MEMO_CLOB has been used to store body text only.
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More information on this, together with SQL queries that can be used to retrieve email data can be found in
Appendix A of Technical Guide — Deploying and Setting Up CCS v4 Online AnT for Local Authorities which can
also be found on the Release DVD (Documentation folder).

We recommend that you run a query to check that there are no unsent email messages in the
EMAIL_MESSAGES table before upgrading, although a SQL query has been provided to allow you to retrieve
data from both the old and the new tables.

In Registration Page
Navigation to the next page was not occurring when some Address fields exceeded the maximum allowable
limit. This issue has been resolved

In the Registration page when the address fields entered were longer than the maximum allowed, the
validation messages were not being displayed. However, it was not possible to navigate to the next page,
thereby preventing the Parent from completing the registration process.

This has been resolved and error messages are now displayed correctly and when corrected, the Parent can
continue with the process.

Mismatch between Length of Child’s Name Field Details stored in Database and those
Displayed Online

Where a UID is being used and there are particularly long Midname or Surname fields stored in the One
database, an error was discovered whereby the field lengths for the Online application form are shorter than
those allowed in the database. The fix that has been implemented For Midname and Surname is that the
online validation for the UID route has been removed to allow the full name to be displayed from the
database. The online form will display up to 25 characters for Midname and up to 30 characters for Surname.
The text box that is shown online should be big enough to display all characters clearly, but if the full name
cannot be seen, the left and right arrow keys can be used.
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