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Ol ‘ Citizen Self Service Admin

Overview

The One Citizen Self Service portal is a secure online gateway provided by the Local Authority
enabling users to apply for the following services:

m 30 Hour Entitlement

m Courses

m Free School Meals

m Two Year Old Funding

= School Places

m Special Educational Needs and Disabilities

® Transport.

These applications are then transferred into One for loading into the appropriate modules:

Citizen Self Service Portal One

30 Hour Entitlement Early Years v4

Courses Training Manager v4

Free School Meals Grants and Benefits v4
Funded Early Education for 2 year olds Early Years v4

School Places Admissions and Transfers v4
Special Educational Needs and Disabilities SEND v4

Transport Transport v4

For local authorities, it enables staff to easily match information supplied via the portal to data
already held in the Capita One database. Local authority staff can interactively match records
and resolve conflicts with people data, removing the need to import and process data manually.

The Citizen Portal Admin functionality is available to Local Authorities in One v4 Online, subject
to a licence and v4 Client permissions. The Citizen Portal Admin enables local authority teams
to view filtered lists of the portal applications and the details of each application.

NOTE: Throughout the Citizen Self Service portal, clicking in a field displays a tooltip containing
information on the selected field. Tooltips are managed via Citizen Portal Admin | Administration |
General Administration | Edit Resources | Resource Configuration Title.

More Information:

Deploying and Configuring the One Citizen Self Service Portal for Local Authorities technical guide,
available from the One Publications website via the Technical link.
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Using this Handbook

This handbook is intended for One Administrators at the Local Authority. It describes the
following administration processes performed by the authority:

Administration
m General Administration
¢ Portal Configuration
e Template Management
e Configurable Question Library
» Edit Resources

e Cache

m School Places Administration
» In-Year Progress notifications
GDPR Administration
m Configurable Question Library
m GDPR Consent Statements
m Cache
= GDPR Email Alert Configuration
m GDPR Consent Withdrawals
m GDPR Consent Histories
Local Authority
= View All Applications
= User Management.

At the end of this handbook, there is a section explaining how the parent, carer or guardian
makes an application. For more information, see Introduction to Making Applications on page
43.

What's New in this Release?

ECS Override Settings

For the One Summer 2018 release (3.66), the ECS Settings have been modified.

More Information:

Configuring ECS Settings on page 17.
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02 ‘ Managing Users

Citizen Self Service Portal Administrator

In order to be a Citizen Self Service Portal administrator, you must satisfy the following
conditions:

= [n One v4 Client:

e be set up as a user.

» have a valid email address.

» belong to a group.

e you need group permissions to be set.
m In One v4 Online:

e your LA must have a Citizen Portal licence key.

More Information:

Deploying and Configuring the One Citizen Self Service Portal for Local Authorities technical guide,
available from the One Publications website via the Technical link.

Logging in to One v4 Online

To log in to One v4 Online, you need to obtain a licence key for the required v4 Online module
from Capita. You must also be set up as a user in One v4 Client.

1. Open the Login screen by clicking the link to the One Online web server, set up by your System
Administrator.

| Login

Il you are authorised to do so, please log in

Password
Login | | Change Password

Version No.; 4.351.3.12708
Copyright & 2013 Capita. All rights reserved, worldwide

Enter your User Name; this is the same as your v4 Client user name.

Enter your Password; this is the same as your v3 password. Passwords are case sensitive. To
change your password, see Changing a Password on page 8.

4. Click the Login button to display the Welcome to One page.
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Welcome to One

Please use the F11 key to cnable Full Screen operation of your browser window.

D D & D

@ Hewp ] Logaut

The Welcome to One page displays the options that are available to you, subject to a licence
being held by your Local Authority and your personal or group permissions.

More Information:

RG_Online_Administration_Login_Logout available from the One Publications website via the
Reference Guides link and My Account.

Changing a Password
To change your password in v4 Online:

|“__ = Lﬂgin_

Il you are authorised Lo da so, please log in

Uger Name | |

Passwaord | |

| Login ! Change Password |

Wersion No.: 4.351.3.12708
Copyright & 2013 Capita. All rights reserved, worldwide.

Click the Change Password button on the Login screen to display the Change Password
dialog.

| Change Password

Old Password |

New Password | |

Confirm New Password

ok | cancel

On the Change Password dialog, enter your Old Password.

Enter your New Password.

Enter your new password again in the Confirm New Password field.
Click the OK button.

More Information:

RG_Online_Administration_Login_Logout available from the One Publications website via the
Reference Guides link and My Account.
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Forgotten Password
If you have entered an incorrect email address or password, the following message is displayed:
There were problems logging you in.

Email Address/Password is incorrect.
Please try again.

Check that you have entered the correct email address.
If you have forgotten your password, it will need to be reset.

|n Sl lenger

# Home

There were prodlems logging you in
« Email AsdressiPassword IS incormect
Fizase iry again

Don't have an account? Please reglster

Emall Address

= PoralDsg@onetesismip co.uk

Passwerd

L

Forgatien your passward?

To reset a password:
1. Click the Forgotten your password? link to display the Forgotten Password dialog.

# Home =

Forgotten Password

You need to choose a new password to keep your account protected.
First we need some information to help us identify your account.

Email Address * =

2. Enter your email address, then click the Continue button to display the Secret Question dialog.

# Home

Forgotten Password

Answer Secret Question

Secret Question

] Month of Binh

Secret Answer
o

3. Enter the Secret Answer you provided when registering, then click the Submit button. A
message informs you that a password change has been requested.
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# Home

Password Change Requested
Password changed requested

Dreas: R

You have chosen o reset your passward, to ensble vou to logia to the

T exdes to complese ths process, you nwst bogin again using the sew password you Jave chosen

I you eam see 4 Tk below, you may eliek on 1his to open our serviee, othenvise please copy ad paste the rese iso your lstemes beowses

hatpsiomer a0 = ResetPassvond T

Rind regasds,

Adminisrases

IMPORTANT - PLEASE DO XOT REPLY TO THIS EMAIL AS [TMAY NOT GO TO YOUR LOCAL AUTHORITY
T CONTACT US, PLEASE SEE THE DETAILS BELOW:

Ceatact Us

e B

Citizen Portal

L -] & Legs  F Regass

Flease enter a new password

Pappwnrsl
o,

Corfirm Pazwsed

LS

Enter your new Password. Passwords are case sensitive.

Enter your new password again in the Confirm Password field.

Click on the link in the email to access the Citizen Portal website.

The Local Authority will send an email, similar to the one below, to the registered email address.

Click the Submit button. A message confirms that you have successfully changed your

password.
St kg e
Citizen Portal
# Hame & Logn [ Regate
Password Changed
Pviwars GRAnGd st ey P Sk 00 T Logim Bumon 42 g I 19 e e

Click the Login button to log in to the Citizen Portal with your new password.

Logging in to Citizen Portal Admin

The Citizen Portal Admin functionality is available in One v4 Online. To use the Citizen Portal
Admin you must have an email address, be set up as a_user and belong to a user group in One
v4. Your System Administrator will have set up the Citizen One Portal licence key and your
permissions via v4 Client | Tools | Permissions | User Group Permissions.

To log in to the One Citizen Self Service Portal Admin:

Log in to v4 Online. For more information see Logging in to One v4 Online on page 7.
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Welcome to One
Please use the F11 key to enable Full Screen operation of your browser window,
[ o
=D
@ hen o] Logaut

Click the Citizen Portal Admin button to display the Announcements page.

Announcements

Advance Notification of system downtime g oo

E = All Portal wsars should be aware that the system will be offing
= = Emm e e o

R s I3 wcIm = o R R el B E  s

The Announcements page displays only if there are announcements regarding the portal.

3. Click the Continue button to display the Home page.

The Announcements page is edited via
Administration | General Administration | Edit

Resources | Resource Configuration Title |
Markdown | Text Blocks.

Announcements

Placeholder_Title

Announcement Start Date

Placeholder_Forename

Announcements End Date

Placeholder_Surname

NOTE: If there are no announcements, clicking the Citizen Portal Admin button displays the Home
page.
More Information:

Deploying and Configuring the One Citizen Self Service Portal for Local Authorities technical guide,
available from the One Publications website via the Technical link.

The Citizen Portal Home Page

The Citizen Portal Home page is divided into the following two sections:

m Administration — for more information, see the Home | Administration Page section on page
12.

m Local Authority — for more information, see the Home | Local Authority Page section on
page 12.

These can be accessed by clicking on the buttons or selecting an option on the navigation bar.

The Citizen Portal header displays the site logo. This is installed by the System Administrator
when installing the Citizen Self Service portal.

%] Site logo

Citizen Portal

[ Local Autherity= (& Adminisiration =

# Home
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The Citizen Portal footer displays the following links:

About Contact Us Terms and Conditions Privacy Notice Cookies Policy

m About — displays information about the local authority. This text is formatted in One v4 Online
via Citizen Portal Admin | Administration | General Administration | Edit Resources |
Markdown | Site Notices_About.

m Contact Us — displays contact details such as address, phone numbers and email address.
This text is formatted in One v4 Online via Citizen Portal Admin | Administration | General
Administration | Edit Resources | Markdown | Site Notices_Contact.

m Terms and Conditions — displays the terms and conditions for using the Citizen Self Service
Portal. This text is formatted in One v4 Online via Citizen Portal Admin | Administration |
General Administration | Edit Resources | Markdown | Site Notices_ TAndC.

= Privacy Notice — displays additional information regarding privacy. This text is formatted in
One v4 Online via Citizen Portal Admin | Administration | General Administration | Edit
Resources | Markdown | Site Notices_PrivacyNotice.

m Cookies Policy — displays information regarding the cookies that are placed on the user’s
computer when logging in to the portal. This text is formatted in One v4 Online via Citizen
Portal Admin | Administration | General Administration | Edit Resources | Markdown |
Site Notices_CookiesPolicy.

Home | Administration Page

The Administration page is accessed via v4 Online | Citizen Portal Admin | Home |
Administration.

The Home Administration page enables the following administration processes to be
performed by the local authority:

Free School Meals Administration

Home to School Transport Administration

School Places Administration

General Administration.

Home | Local Authority Page

The Local Authority page is accessed v4 Online via Citizen Portal Admin | Home | Local
Authority.

From here the administrator can manage applications and users.

Clicking the View All Applications button displays the Applications browse list. For more
information, refer to the section on Introduction to School Places Applications.

Clicking the User Management button displays the User Management page. For more
information, see User Management (Local Authority) on page 13.
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User Management (Local Authority)

The User Management page enables the administrator to view user details and to change their
email address and password.

[ [ Local Authority
User Management
Enter part of First Name, Surname Or Email Address
247 Records found <<Pravious 1|2 3 4|5 225 HNext>»
[Email Address - FirstNames  Sumame?  Confirmed  View Details  Action
=@mail.com o - v View Details  Change Email Address | Resel Password
o SR malcom - - v View Detalls  Change Email Aadress | Reset Password
= '@mail com —ime = v View Detalls  Change Email Address | Resel Password
s @mail.com o v View Detalls  Change Email Acdress | Resel Password
===y @mail.com v View Detalls  Change Email Address | Reset Password

NOTE: If there are any errors reported when changing an email address or password, the record must
be changed in One v3.

Viewing User Details
To view a user’s details:

Select v4 Online | Citizen Portal Admin | Home | Local Authority | User Management to
display the User Management Search dialog.

Enter part of a first name, surname or email address, then click the Search button to display the
list of local users that have registered for the One Citizen Self Service portal.

Click the View Details link to display the View Users Details dialog. Details are displayed for
Claimant, Children and Applications. You cannot make any changes.

Click the Back button to return to the User Management page.

Changing a User’s email Address
To change a user’s email address:

Select v4 Online | Citizen Portal Admin | Home | Local Authority | User Management to
display the User Management Search dialog.

Enter part of a first name, surname or email address, then click the Search button to display the
list of users that have registered for the One Citizen Self Service portal.

Click the Change Email Address link to display the Confirm Email Update dialog. You are
asked to confirm that you are resetting the email address for the correct account.

Enter the New Email Address.
Confirm the New Email Address.
Click the Continue button to return to the User Management page.
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Resetting a User’s Password
To reset a user’s password:

Select v4 Online | Citizen Portal Admin | Home | Local Authority | User Management to
display the User Management Search dialog.

Enter part of a first name, surname or email address, then click the Search button to display the
list of users that have registered for the One Citizen Self Service portal.

Click the Reset Password button to display the Confirm Password Reset dialog. You are
asked to confirm that you are resetting the password for the correct account.

Click the Continue button to return to the User Management page.
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03 | General Administration

Introduction to General Administration

The General Administration page is accessed via One v4 Online | Citizen Portal Admin |
Home | Administration.

General Administration

Portal Configuration Template Configurable Edit Resources Fdi
Configure the gencral Management Create, Question Library Sct Site 1exts and contents
application setlings change, of remnove up and manage a

used by Ihe Portal lemplales used within litwary of questions io

maszages be used in One

Cache See which
Uata is cached and
clear the cache

moduies

The General Administration panel enables you to perform the following tasks:

m Portal Configuration — configure the general application settings used by the portal. For
more information, see the following sections:

Portal Configuration on page 16.

Configuring the Site Settings on page 16.

Configuring Password Settings on page 16.

Configuring ECS Settings on page 17.

Configuring Application Settings on page 18.

Configuring Message Settings on page 19.

Configuring Application Type Settings on page 20.

Configuring Scheduled Task Settings on page 21.

m Template Management — create, change or remove templates used within the messages.
For more information, see the following sections:

Template Management on page 21.

Creating a Template on page 22.

Viewing Templates on page 23.

Editing a Template on page 24.

Deleting a Template on page 25.

m Configurable Question Library — set up and manage a library of questions to be used in the
One A&T module.

For more information, see the following sections:

Configurable Question Library on page 26.
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Adding a New Check Box Question to a Library on page 26.

m Edit Resources — edit site texts and contents. For more information, see the following
sections:

Edit Resources on page 28.

Editing Resource Descriptions on page 29.

m Cache — see which data is cached and clear the cache. For more information, see the
following section:

Cache on page 30.

Portal Configuration

An Administrator, with the appropriate permissions, can edit the Portal Configuration settings,
thus changing the setup and the behaviour of the Citizen Self Service portal.

The Portal Configuration functionality is accessed via One v4 Online | Citizen Portal Admin |
Administration | General Administration. Click the Portal Configuration button to display the
Site Settings page.

For more information, see Configuring the Site Settings on page 16 and the Technical Guide -
Deploying and Configuring the One Citizen Self Service Portal for Local Authorities, available on
the One Publications website.

More Information:

Deploying and Configuring the One Citizen Self Service Portal for Local Authorities technical guide,
available from the One Publications website via the Technical link.

Configuring the Site Settings

The Site Settings pages are accessed via One v4 Online | Citizen Portal Admin |
Administration | General Administration | Portal Configuration. From here you can
configure the following settings:

m Password Settings

m ECS Settings (Eligibility Checking Service)
m Application Settings

m Message Settings

= Application Type Settings

m Scheduled Task Settings.

Configuring Password Settings

The Password Settings panel is used to set the security settings applied to users during
registration and login.

To configure the password security settings:

Select One v4 Online | Citizen Portal Admin | Administration | General Administration |
Portal Configuration | Site Settings.

On the Password Settings panel, enter information into the fields displayed in the following
graphic. Click in a field to display the relevant tooltip.
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Minimum password

length

Maximum password
lengtn

finimum digits In
password

Minimum number of
lower case characters

Minimum number of
upper case characters

Forgotten password
check period

Forgotten password
atlempts

Locked account forgotten
password check period

General Administration

a

180

Click the Save button.

Configuring ECS Settings

The ECS (Eligible Checking Service) Settings panel is used to store the credentials and
information used for connection to the Department for Work and Pensions (DWP) online

checking service.

To configure the ECS settings:

Select One v4 Online | Citizen Portal Admin | Administration | General Administration |
Portal Configuration | Site Settings.

On the ECS Settings panel, enter information into the fields displayed in the following graphic.
Click in a field to display the relevant tooltip.

ECS Setfings

| Eligible

Success
ECS Environment

| Mock

ECS Local Authority

[l

ECS Username

[ ool el ]

Caonfigure the link to the DWP Eligibility Checking Service

ECS Mock Eligibility Status

ECS Mock Error Status
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ECS Password
Update ECS Password

ECS System Status

These 'override’ settings will normally be empty. They should only be set after
guidance from Capita.

ECS Service URI Override

ECS Service Version Override

To change your ECS Password, click the Update ECS Password button to display the Update
ECS Password dialogue.

Enter the new password.
Confirm the new password.

To view the ECS System Status, click the Test button. An information message is displayed
from the webpage.

Enter the following URL into the ECS Service URI Override field:
https://ecs.education.gov.uk/fsm.lawebservice/20170701/OnlineQueryService.svc

Enter information into ECS Service Version Override only if you have received guidance from
Capita One.

Click the Save button

Reset the Portal application to re-load the changes (either IS Reset, or re-cycle the Application
Pool running the Portal application).

Configuring Application Settings

The Application Settings panel stores the settings used when submitting applications via the
Citizen Self Service portal.

To configure the application settings:

Select One v4 Online | Citizen Portal Admin | Administration | General Administration | Portal
Configuration | Site Settings.

On the Application Settings panel, enter information into the fields displayed in the following
graphic. Click in a field to display the relevant tooltip.
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General Administration

Application Settings

Configure Application Settings

Admissions Online URL

] =l

| Fsu

Free School Meals application prefix

Free Schpol Meals dumm){pasg id

Two Year Old Funding Applicaticn Prefix

‘TYF

Two Year Old Funding Placement Prefix

| PLA

2 Year Old Funding Dummy Base Id

2 Year Old Funding application reference UDF field name

‘ TYOFAPPREF

mET I 2 Year Old Funding application second aPp"Canl UDF field name
: | TYOFSECARR |

Transport application prefix
| TRA | The current school base group

Transport dummy base id

Tra_lnlnglgnanager Schools hase group

[ ] |

B |

permitded,fies

5 = SEND Dummy Base Id (Shared with Professional Portal)
Ir,Mrs, Miss,Ms, Dr,REV, Prof ‘ |

LemitedRelnonsnIps

| PAM,PAF STM,STF,FOM,FOF,FAM, TCH,SWR,OTH |

SEND Form Submission Notification Email Addresses

School Place application Permitted Faiths

3. Click the Save button.

Configuring Message Settings

The Message Settings panel holds the values used when sending and displaying messages
from the Citizen Self Service portal.

To configure the message settings:

1. Select One v4 Online | Citizen Portal Admin | Administration | General Administration |
Portal Configuration | Site Settings.

2. Onthe Message Settings panel, enter information into the fields displayed in the following
graphic. Click in a field to display the relevant tooltip.
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Message Setfings

Configure Message Settings

From.address for,outhound messagas il

T TR I"EEETE E B

Ere configured email address i

2i¥ear,0ld Funding ¥oucherMessage Template SR

Two year old funding voucher

2 Year Old Funding Ineligible Message Template

Two year old funding help Requested

2 Year Cld Funding Move into area Voucher Template.

Two year old funding voucher moving application

2Year,Old Funding [ate moving vouchertemplate i\

Two year old funding voucher late moving application

SEND Parent/Carer Accept Message Template
SEND - Parent or Carer - Accept Template

SEND Parent/Carer Reject Message Template
SEND - Parent or Carer - Reject Template

SEND Parent/Carer Request Info Message Template

SEND - Parent or Carer - Request Information Template

SEND Young Person Accept Message Template
SEND - Young Person - Accept Template

SEND Young Person Reject Message Template

SEND - Young Person - Reject Template

SEND Young Person Request Info Message Template

SEND - Young Person - Request Information Template

The Portal url

3. Click the Save button.

Configuring Application Type Settings

The Application Type Settings panel controls the availability of the panels on the parents,
guardians, carers and young people’s Home page.

To configure the application type settings:

1. Select One v4 Online | Citizen Portal Admin | Administration | General Administration |
Portal Configuration | Site Settings.

2. Onthe Application Type Settings panel toggle the panels ON or OFF as required. Click in a
field to display the relevant tooltip.
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Configure Application Type Settings

Show Admission and Transfer Application Panel
Show Free School Meals Application Panel
Show Transport Application Panel
Show TYOF Application Panel
Show Thirty Hour Entitiement Application Panel
Show Training Manager Application Panel
Show SEND Application Panel

3. Click the Save button.

Configuring Scheduled Task Settings

The Scheduled Task Settings panel is used to control the task that removes old messages
from the One database. Although you can control some options for the Scheduled Task from
here, the task must first be set up in the One v4 Client.

To configure the scheduled task settings:

1. Select One v4 Online | Citizen Portal Admin | Administration | General Administration |
Portal Configuration | Site Settings.

2. Onthe Scheduled Task Settings panel, enter information into the fields displayed in the
following graphic. Click in a field to display the relevant tooltip.

When you wanl messages of a cerlain age to be removed, you can
purge them. To setup automatic purging, just follow the steps below
1. Enter the message age in days e.g. 100 days old 2. Select what
lime of the day you would like syslem 1o purge messages 3. Enable
fhe task

Enler Message Age | 100

Select Time | @ | 00:00

Task Enabled

3. Click the Save button.

NOTE: These settings only affect the Citizen Self Service portal; they do not affect Scheduled Tasks set
up in One v4 Client.

Template Management

The Template Management functionality is accessed via One v4 Online | Citizen Portal
Admin | Administration | General Administration | Template Management. Templates are
used to send notifications to the parent, guardian or carer to provide information regarding their
application, or to inform them that changes have been made to their application.

In Template Management you can create, edit or remove templates stored within the portal.
Placeholders can be inserted into the subject or the body of the template for the following
entities:

= Title

= Forename
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Surname

Business Phone
Mobile Phone
Home Phone.

The placeholders are edited via Administration |
General Administration | Edit Resources | Resource

Configuration Title | Administration.

Title Placeholder_Title
Forename Placeholder_Forename
Surname Placeholder_Surname
Business Phone Placeholder_BusPhone
Mobile Phone Placeholder_Mobile
Home Phone Placeholder_HomePhone

Creating a Template

To create a new template:

Select One v4 Online | Citizen Portal Admin | Administration | General Administration |
Template Management.

Click the Create Template button to display the Create Template page.
Enter the Template Name.
Enter the Subject of the template.

If you wish to add a placeholder to the subject, click the Add To Body button to change it to
Add To Subject, then choose one of the Insert Placeholder options.

Create Template

Template Name
E

Subject
S|

 Add To Subject Insert Placeholder =

Message
g |HE| B 2| EEEE|QAS How to Format
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6. Enter your text into the Message box. Alternatively click the Add To Subject button to change it
to Add To Body, then choose one of the Insert Placeholder options.

7. Use the buttons at the top of the Message field to format your message. Your formatted
message is displayed in the Preview field.

The buttons apply Markdown formatting, a text-to-HTML conversion tool for web writers. For
more information, click the How to Format button.

¥ Administration

Create Template

Template Name
E

Subject
L

+ Add To Body Insert Placeholder »
Message -

g |EHE| Bz | EEFEE|RAS Haw to Farmat
# Header # o
Dear [$5TitleS5)[$5Sumamess], ‘E ‘
*ltalic™
Preview

Dear [$3Trles3][$55umamess].

ltaiic

|

8. Click the Save button to close the page and return to the View Templates page.

Viewing Templates

To view an existing template:

1. Select One v4 Online | Citizen Portal Admin | Administration | General Administration |
Template Management button to display the View Templates page; existing templates are
displayed.

£+ Administration

View Templates

Manage all the templates stored

AUTH - Pending
Pending
Authorised

AUTH -Authorised

AUTH - Rejected

2. Click the template name to display the Subject and Message that are to be used in the
message.
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View Templates

Manage all the templates stored

== Submitted
AUTH - Pending
Subject
AUTH -Authorised Dear [§SForenamess][SESumamess),
FSM ited.
AUTH - Rejectad Your FSh Application has been submitted.

IN Progress

£ Administration

Editing a Template

To edit an existing template:

1. Select One v4 Online | Citizen Portal Admin | Administration | General Administration |

Template Management | View Templates.

2. Select the required template then click the Edit button to display the Edit Template dialog.

Edit Template

Template Name

E Template 1

Subject

% [$FForenameds|[$55umamess]

Message

e |dE| B s |EEEE|lg@s
Dear [33Titles3][$5Surnamess]
Thank you for your application form.

Kind Regards
Beds CC

Preview
Dear [$5Title55][$55umamesE] Thank you for your application form.

Kind Regards Beds CC

 Add To Body Insert Placeholder =

How to Format

3. Edit the required fields; all of the fields on the Edit Template dialog can be edited.

4. Click the Save button.
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Deleting a Template

To delete an existing template:

General Administration

1. Select One v4 Online | Citizen Portal Admin | Administration | General Administration |

Template Management button to display the View Templates page.

# Administration

View Templates

Manage all the templates stored

AUTH - Pending

Pending
Authorised

AUTH -Authorised

AUTH - Rejected

message.
| # Administration
View Templates
Manage all the templates stored
m Submitted
Subject
Dear [§SForenamess|[SSSumaness],
Your FSM Application has been submitted.
=

School Place Administration Handbook

2. Click the template name to display the Subject and Message that are to be used in the

3. Click the Delete button to remove the stored template; you must confirm the deletion.
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Configurable Question Library

The Configurable Question Library page enables you to set up libraries of questions for use in
One modules. Using standardised question libraries ensures that questions are presented to
applicants in a common way, and helps when modelling the answers to the questions in One
Analytics.

The page is accessed via Citizen Portal Admin | Administration | General Administration |
Configurable Question Library.

£+ Administration

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 o 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 pe: to use this fu y

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 will improve any later analysis of answers (such as may be underiaken with One Analytics )

& | A&T transfer group - application level ™

A&T transfer group - application level

ti Explanatory Text
Question Title - Guidance Text Q'f;:“" Mandatory? x;:::szzd: Active? Action
TestQ Guidance guidance guidance Edit
Welsh text not defined Welsh text not defined Tick Box Nis Yes (mandatory) Mo N
review

After selecting the page, you are prompted to select the area that you want to edit questions for.
Once you have selected an area you can perform the following tasks:

= Add a new tick box question to the area’s library.
m Preview a question to see how it would appear to a Citizen Portal user.

m Edit existing questions.

Adding a New Check Box Question to a Library

Select Citizen Portal Admin | Administration | General Administration | Configurable
Question Library to display the Configurable Question Library pagc.

£ Administration

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 o 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 pe: to use this fu y

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

& | Select the area for which you wish to configure questions ™

Select the area for which you want to configure questions from the drop-down menu. The drop-
down menu only displays those areas that you have the required permissions to edit.

A list of existing questions for the selected area is displayed.
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£ Administration

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 will improve any later analysis of answers (such as may be undertaken with One Analytics )

& | A&T transfer group - application level ™

A&T transfer group - application level

N . Explanatory
uestion Title uestion
< . Guidance Text & Type Mandatory? Text Active? Action
P Requested?
TestQ Guidance guidance guidance Edit
Tick Box NiA ves No
Welsh text not defined  Welsh text not defined
fanaiony Preview
Another test Q GuidanceGuidanceGuidanceGuidance Edit
Welsh test Q WelshGuidanceWelshGuidanceWelshGuidanceWelshGuidanceWelsGuidance 110K BOX A No No Preview

Click the Add new tick box question button to display the Tick Box Question Editor dialog.

Tick Box Question Editor

English Welsh
Question Title: P P
Guidance Text:
Action when tick © Do not ask for explanatory text
box is ticked: (O Ask for explanatory text(and make it mandatory)

O Ask for explanatory text(and make it optional)
) Allow this to be specified on individual forms

Make this No
question active:

save 1 | Close

NOTE: The Tick Box Question Editor dialog is also displayed when you select an existing question’s

Edit option.

Enter an English Question Title, Guidance Text, or both. At least one of these fields must be
completed for each question.

If applicable, enter a Welsh Question Title, Guidance Text, or both.
Select an option from the Action when tick box is ticked menu.

If you want to make the question active immediately, ensure that the Make this question active
slider is set to Yes. Otherwise, set it to No.

If required, click the Preview button to display the Question Preview dialog. This dialog shows
how your question will look to applicants. Click the Close button to close the dialog and return to
the question editor dialog.

School Place Administration Handbook



General Administration

Question Preview

i Test

Please provide details *

Close

Click the Save button to close the dialog and add the new question to the list.

Edit Resources

The Edit Resources functionality is accessed via One v4 Online | Citizen Portal Admin |
Administration | General Administration | Edit Resources. From here you can edit the
contents of the portal. The information in the tooltips is stored in the resource descriptions.

The following Resource Configuration Descriptions can be edited:
Text Resources

m Account

m  Administration

m Admissions

m Citizen Thirty Hours Entitlement
= Free School Meals

® Home

m Home Tiles

= Local Authority

m Messaging

= SEND

m Shared

= Training Manager

m Transport

= Two Year Old Funding.
Markdown

m Text Blocks

To find a particular resource description, open one of the Resource Configuration
Descriptions then use the Ctrl + F keys on your keyboard to display the Find dialog. The
entered text is highlighted on the page.

X Find: | | Previous Next | Options ¥ | 31 matches
LoginEmailAddress_Tooltip Please enter the email Edit
address you used when
registering
LoginPassword_Tooltip Enter your password. Edit
Please rememberthisis ———
case sensitive.
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NOTE: You may need to search through more than one folder. For example, tooltips can be found in
most of the resource configuration descriptions.

Editing Resource Descriptions

The resource descriptions are individual dialogs that enable you to manage the text that is
available to users in many areas of the Citizen Self Service portal. If a Resource Value is
changed via the Edit Resource Title dialog, then the next time a user sees that resource, the
text will be updated to reflect the change.

To edit the resource descriptions:

Select Administration | General Administration | Edit Resources to display the Resource
Configuration Title page.

Resource Configuration Title

Resource Configuration description

Default |~ Welsh (United Kingdom)

Name Value
AccountManagement_PageTitle My Account Edit

The default option is English (en). Click the Welsh (United Kingdom) button to display the
Welsh (cy-GB) descriptions.

Select an area from the Resource Configuration Description drop-down to display the
Descriptions and Values associated with the resource types.

Resource Configuration Title

Resource Configuration description

Account

Default | Welsh (United Kingdom)

Name Value

AccouniManagement_PageTilie My Account Eait
AgdNonPonalChildren_Title Please select children for adding to Portal ;7
Butlan_NewAddress Click o add new address 7;7
Butian_SaveChild Save Child Edit
Button_UsePreviousAddress Use previous address : .E;,‘_
ChangeyCircumstancesTrie Change of Circumstances Edit
Continue_Button_Text Continue Ecit
Cookie_Policy_Header Cookie Policy Eat

3. Click one of the Edit buttons next to a Value to display the Edit Resource Title dialog.

Edit Resource Title

Edit Resource Descriplion
Resource Type | Account
Resource Key Accounihanagement_PageTitle
Resource Cullure en

Resource Value  This is the only editable field.
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The following fields are read-only:

m Resource Type —the name of the resource configuration title.
m Resource Key — the resource database name.

m Resource Culture —en (English) or cy-GB (Welsh)

Enter your text in the Resource Value field.

Click the Save button to return to the Resource Configuration Title page to continue editing
the resource descriptions.

Cache

The cache is a temporary storage area used to speed up the retrieval of system information.
The One system caches information that can take a long time to retrieve or require a large
amount of memory. Sometimes issues can occur if the cached data is not updated when new
data is entered into One. For example, a new transfer group has been added in One, but is not
displaying in the Citizen portal. Clearing the cache forces a data refresh and displays the new
data as expected.

The Cache page enables you to see which data is cached; cached data can be cleared from the
system.

To clear the cache:
Select Administration | General Administration | Cache to display the list of cached items.

#* Administration

Cache
Key Expires
CachedApplicationServerRepository _GetTranferGroupinfo_78 13:48:01

Clear Gache

Click the Clear Cache button to remove the list of cached items. Cached items cannot be
deleted individually.

Click the Save button.
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04 ‘ GDPR Administration
Intro to GDPR Administration

GDPR Administration is used to set up and manage GDPR consent. It is accessed via the
GDPR Administration menu route or by clicking the GDPR Administration tile on the Citizen
portal home page.

£ GDPR Administration

Click on the tiles shown below to manage GDFR.

Configurable GDPR Consent Cache GDPR Email Alert

Question Library Statements See which data is Configuration

Set up and manage a Manage the cached and clear the Configure the email

library of questions to publication of different cache addresses to be

be used in One versions of the GDPR notified when a

modules Consent Statement. Citizen withdraws
consent.

GDPR Consent GDPR Consent
Withdrawals Histories

View details of people View the consents
who have withheld or that a user has
withdrawn GDPR agreed to.
consent.

You can only access the GDPR Administration area if you have Read-Write permision for the
GDPR Administration business process as shown in the following graphic:

[ save

-
Main Business . |
Processes

.
_—

MName Read Read-\Write Read-Write-Delete Deny
Citizen Portal

Administration

Free School Meals

GDPR Administration

Portal Admin Access

Thirty Hour Entitlement User

Transport

User Management

Permisions are set up in the v4 Client via Tools | Permissions.
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Setting Up Questions

The Configurable Questions Library page enables you to set up the questions to be included
in consent statements. Consent statements are used to request agreement from a citizen to hold
and process their personal data.

The page is accessed via GDPR Administration | Configurable Question Library.

£+ Administration

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 appropriat
e 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 questi
on. This will improve any later analysis of answers (such as may be undertaken with One Analytics )

&  GDPR Consent Statement
GDPR Consent Statement
Consent Agreement Text - Statement Text Active? Action
1 agree to the above usage policy =GDPR Consent Statement March 2018* Lorem ipsum dolor sit am Yes Edit

et, consectetur adipiscing elit. Phasellus eget finibus mi. Etiam sollicit
udin laoreet neque, id lacreet ipsum iaculis sed. Suspendisse Preview (English)

i

Rwy'n cytuno &'r polisi defnydd uchod
Preview (Welsh)
**GDPR Consent Statement (Welsh) March 2018** Lorem ipsum dol
or eistedd amet, adipiscing elit consectetur. Mae ffiniau fy Tempus ris
us sem. Etiam sollicitudin laoreet disgwylir, id laoreet Rhannweh...

1 agree fo the above usage policy *GDPR Consent Statement March (V2) 2018 ———— =\fersion 2™ Yes
---------- Lorem ipsum dolor sit amet, consectetur adipiscing elit. Pha
sellus eget finibus mi. Etiam sollicitudin laoree. . Preview (English)

Edit

Rwy'n cytuno &'r polisi defnydd uchod
Preview (Welsh)
**GDPR Consent Statement (Welsh) March (V2) 2018 ————— *F
ersiwn 2 ———— Lorem ipsum dolor eistedd amet, adipiscing elit ¢
onsectetur. Mae fliniau fy Tempus risus sem. Etiam s

Adding a New Question

You can add a new question and save it in the Configurable Questions Library. The text can be
previewed to see how it will be displayed to a user.

1. Select GDPR Administration | Configurable Question Library to display the Configurable
Questions Library page.

2. Ensure that GDPR Consent Statement is selected from the drop-down.
3. Click the Add new tick box question button to display the Tick Box Question Editor window.
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Tick Box Question Editor

English Welsh

statement Text: g |aE| B s | EimEE|

®

= How to Format g |EE| B 7 |iZEEE|

®

&= How ta Farmat

Preview

Consent Agreement P p
Text:

Make this question NO
active:

E Close

Enter the Statement Text (in either English or Welsh). This text is presented to the Citizen
portal user and comprises the Consent Statement..

Enter the Consent Agreement Text (in either English or Welsh), This is the question text that is
presented to the user with a tick box asking them to agree that their personal data is held in
accordance with the contents of the Consent Statement.

If required, click the Make this question active button.
If required, click the Preview (English) or Preview (Welsh) button.
Click the Save button.

Publishing a Consent Statement

The GDPR Consent Statement Schedule enables you to view the details of published consent
statements, schedule a new statement or delete a scheduled statement that has not yet been
published.

Adding a New Consent Statement
To add a new statement, select a single question from the Configurable Questions Library.

Select GDPR Administration | GDPR Consent Statements to display the GDPR Consent
Statement Schedule page.
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GDPR Consent Statement Schedule
Publication Version
Statement Text Scheduled By + Date % Number * Action
**GDPR Consent Statement April 2018 Lorem ipsum dolor sit amet, consectetur adipiscing = NEILH 01/04/2018 1
elit. Phasellus eget finibus mi. Etiam sollicitudin laoreet neque, id laoreet ipsum iaculis sed = 09/03/2018 14:16 00:01
. Suspendisse vestibulum, nisl non volutpat ullamcorper, lacus risus sagittis enim, nec com
modo libero dolor sed ... Show more
**GDPR Consent Statement March (V2) 2018 - *Version 2** - Loremipsumd  NEILH 09/03/2018 10
olor sit amet, consectetur adipiscing elit. Phasellus eget finibus mi. Etiam sollicitudin lacre = 09/03/2018 14:19 14:20
et neque, id laoreet ipsum faculis sed. Suspendisse vestibulum, nisl non volutpat ullamcorp
er, lacus ...  Show more
**GDPR Consent Statement March 2018 Lorem ipsum dolor sit amet, consectetur adipiscin =~ NEILH 09/03/2018 9
g elit. Phasellus eget finibus mi. Etiam sollicitudin lacreet neque, id laoreet ipsum iaculis s 09/03/2018 13:30 13:35
ed. Suspendisse vestibulum, nisl non volutpat ullamcorper, lacus risus sagittis enim, nec co
mmodo ibero dolor sed ...  Show more
**GDPR Consent Statement March 2018 Lorem ipsum dolor sit amet, consectetur adipiscin =~ NEILH 09/03/2018 8
g elit. Phasellus eget finibus mi. Etiam sollicitudin laoreet neque, id laoreet ipsum iaculis s 09/03/2018 12:37 13:00
ed. Suspendisse vestibulum, nisl non volutpat ullamcorper, lacus risus sagittis enim, nec co
mmodo libero dolor sed ... Show more
“*GDPR Consent Statement March 2018* Lorem ipsum dolor sit amet, consectetur adipiscin =~ NEILH 09/03/2018 7
g elit. Phasellus eget finibus mi. Etiam sollicitudin laoreet neque, id laoreet ipsum iaculis s 09/03/2018 12:36 12:55
ed. Suspendisse vestibulum, nisl non volutpat ullamcorper, lacus risus sagittis enim, nec co
mmodo libero dolor sed ... Show more
123 »
Add New

2. Click the Add New button to display a list of consent statements that have been stored in the
guestion library.

Schedule Consent Statement

Created / Last Edited By
Statement Text s

@  *GDPR Consent Statement March (V2) 2018™ ---------- “Version 2 --eeeaanee Lorem ipsum dolor sit amet, consectetur adipiscing elit. Phasell = NEILH
us eget finibus mi. Etfam sollicitudin laoreet neque, id laoreet ipsum faculis sed. Suspendisse vestibulum, nisl non volutpat ullamcorper, lac | 09/03/2018 14:18

us... Show mare

© | "GDPR Consent Statement April 2018** Lorem ipsum dolor sit amet, consectetur adipiscing elit. Phasellus eget finibus mi. Etiam sollicitudin | NEILH
laoreet neque, id laoreet ipsum faculis sed. Suspendisse vestibulum, nisl non volutpat ullamcorper, lacus risus sagittis enim, nec commodo | | 09/03/2018 12:25

ibero dolor sed ...  Show more

© | *GDPR Consent Statement March 2018** Lorem ipsum dolor sit amet, consectetur adipiscing elit. Phasellus eget finibus mi. Etiam sollicitudi = NEILH
n laoreet neque, id lacreet ipsum iaculis sed. Suspendisse vestibulum, nisl non volutpat ullamcorper, lacus risus sagittis enim, nec commad 09/03/2018 12:21

olibero dolor sed ...  Show more

@ | #Nithiya English Question2 # “*Those an equal point no years do*. *Depend warmth fat but her but played. Shy and subjects wondered trif = CITIZENADMIN1
ling pleasant. Prudent cordial comfort do no on colonel® as assured chicken. Smart mrs day which begin. Snug do sold mrit if such. Termina | 05/03/2018 14:41

ted uncommonly at at ... Show more

@ | #Nithiya Question1 English # [[Image Text](https://lh3.googleusercontent.com/ivkh1XbglvY5feadfélEnOdrae0tt8_KuiZzEBYp8bWgRIgVLAT | CITIZENADMINT
uh0jSphHFIRSLo=h900) > > > On no twenty spring of in esteem spirit likely estate. Continue new you dedlared differed learning bringing hon 05/03/2018 14:38

oured. At mean mind so upon... Show more

Publish Date Publish Time (HH:mm)
L] 00-00

3. Select the radio button adjacent to the required statement and click the Save button.
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Clearing Cache
To view cached data and clear it:
Select GDPR Administration | Cache to display the Cache page.

£+ Administration

Cache
Key Expires
CachedApplicationServerRepository_GetModules 16:49:16
ConsentRepository_GetCurrentConsent 16:02:02

Clear Cache

If required, click the Clear Cache button.

Configuring Email Alerts

To set up a list of email addresses that will receive a notification when a user withdraws GDPR
consent:

Select GDPR Administration | GDPR Email Alert Configuration to display the GDPR Email
Alert Configuartion page.

£+ GDPR Administration

GDPR Email Alert Configuration

This field can be filled with a list of email addresses separated by semi-colons (;). When a user withdraws consent the addresses will receive a notification

Notification Email Addresses

portal01@onetestsmtp.co.uk portal02@onetestsmip.co.uk;portald 3@onetestsmtp.co.uk

save Emas

Save

Enter the required Notification Email Addresses, separated with a semi-colon.
If required, click the Send Test Email button to send a test email to each address.
Click the Save button.

Viewing Consent Withdrawals

You can view a list of those who have withheld or withdrawn consent. You can view details of
any associated children and mark the record as having been actioned.

Select GDPR Administration | GDPR Consent Withdrawals to display a list of people who
have witheld or withdrawn GDPR consent.

If required, enter search criteria and click the Search button to display matching records.
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£+ GDPR Administration

GDPR consent withdrawals

View details of people who have withheld or withdrawn GDPR consent

neil

2 Records found
Consent
Public Name One Date of EmailAddress & OneLine Withdrawal Action taken  Action taken Action
Userld % Personld Birth Address Children Date = on# by
10068 Neil portal19@onetestsmtp.co.uk No 09/03/2018 09/03/2018 Clara Action already
= Children 13:47 14:00 Penneington taken

12, Greyfriars, BEDFORD,
Simshire, MK40 1HJ

8249 Neil 25/12/1976 portal19@onetestsmtp.co.uk 1 Child 09/03/2018 -”
13:20

12, Greyfriars, BEDFORD,
Simshire, MK40 1HJ

If required, click the Children link to display details of chidren associated with this person.

E I's Children
PortalStudentld Name OnePersonid
15308 Ruth Hall

Cancel

If required, click the Mark Actioned button to update the Action status.

Viewing Consent History
To view a history of when a user has agreed or withdrawn consent:

Select GDPR Administration | GDPR Consent Histories to display the GDPR Consent
History page.

£+ GDPR Administration

GDPR Consent History
Please search for a Citizen Portal Account Holder. Once an account is selected a list of their GDPR consents will be shown.

Enter search criteria and click the Search button to display a history of consents for each
person.
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GDPR Consent History

neil
Name Email Address
Neil I portali9@onetestsmip.co.uk
Meil I portal19@onetestsmtp.co.uk
Meil ks portal19@onetestsmip.co.uk

Userid
86249
10068
10070

Action
Consent Withdrawn
Consent Withdrawn

Consented

Please search for a Citizen Portal Account Holder. Once an account is selected a list of their GDPR consents will be shown.

GDPR Administration

Action On
09/03/2018 13:20:18
09/03/2018 13:47:28

09/03/2018 14:25.38

3. If required, click a Name in the list to display the Consent History for User panel.

GDPR Consent History
neil
Name Email Address
Neil o portal19@onetestsmip.co.uk
Neil =m portalt9@onetestsmtp.co.uk

portal19@onetestsmip.co.uk

Consent History for User
Forename Surname User Id

Nedl - 10070

GDPR Conzent Statement

GDPR Consent Statement March (V2) 2018

Version 2

ullamcorper, lacus ...

View full statement

GDPR Consent Statement March 2018

View full statement

Userld
8249
10068
10070

Email Address

portal19@onetestsmtp.co.uk

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Phasellus eget finibus mi. Etiam
sollicitudin laoreet neque, id laoreet ipsum iaculis sed. Suspendisse vestibulum, nisl non volutpat

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Phasellus eget finibus mi. Etiam
sollicitudin laoreet neque, id laoreet ipsum iaculis sed. Suspendisse vestibulum, nisl non volutpat
ullamcorper, lacus risus sagittis enim, nec commodo libero dolor sed ...

Action
Consent Withdrawn
Consent Withdrawn

Consented

Address

Please search for a Citizen Portal Account Holder. Once an account is selected a list of their GDPR consents will be shown.

Action On
09/03/2018 13:20:18
08/03/2018 13:47:28

09/03/2018 14.25:38

12, Greyfriars, BEDFORD, Simshire, MK40 1HJ

Action

Consented

Consented

Action On

09/03/2018
14:25:38

09/03/2018
13:48:53

Consent Consent
Version Published Date
10 09/03/2018

14:20:00
9 09/03/2018
13:35:00
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05 ‘ School Places Administration

Introduction to School Places Administration

The In-Year Process Notifications page enables you to specify which message templates are
sent to applicants when their in-year applications are imported into A&T Back Office, or the

status of their in-year application changes.

It is accessed via the School Places Administration panel, part of the main Citizen Portal
Administration page.

School Places Administration

In-Year Progress Notifications

Configuring In-Year Progress Notifications

Configure the message templates that you want to use when in-year applications are imported
and updated.

For information on configuring message templates, see Template Management on page 16.

Select One v4 Online | Citizen Portal Admin | Home | Administration | In-Year Progress
Notifications to display the In-Year Transfer Progress Notifications page.

£ Administration

In-Year Transfer Progress Notifications

the noti ions sent to when their i is updated

Enter the name of the template which relates to the particular status change

If no template is selected, no progress updates will be sent for that application change

Application imported ABT In-year transfer application imported

Status Update generated AT In-year status update

Save

Use the Application imported drop-down menu to select the message template that you want
sent to in-year applicants when their applications are imported.

Use the Status Update generated drop-down menu to select the message template that you
want sent to in-year applicants when the status of their application is changed.

Click the Save button to save your changes.
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06 ‘ Applications

Introduction to School Place Applications

The One Citizen Self Service portal provides full support for school place applications,
integrating with the One Admissions and Transfers (A&T) Back Office module. Existing A&T
Online customers can take advantage of the Self Service portal.

Applications for school places are made via the Citizen Self Service portal, but are reviewed in
v4 Online via A&T Back Office | E-Application Enquiries. The applications are then imported
into the One Admissions & Transfers module.

NOTE: For more information on using Admissions Online, refer to the online help file.

For more information on how parents, carers and guardians make their applications in the One
Citizen Self Service Portal, see the Introduction to Making Applications section in the Making
Applications chapter.

School Places Applications

When a school place application is made via the Citizen Self Service portal, any children that
have either not been successfully matched to a student in One, or that have been matched with
conflicts, (i.e. there are differences between some details of the incoming child and the matched
student) are processed in v4 Online via A&T Back Office | Process | Incoming Students.

NOTE: For more information on matching students, see the Matching Students via One Portal Back
Office Handbook, available from www.onepublications.com and My Account.

School Place Administration Handbook -
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07 ‘ Making Applications

Introduction to Making Applications

This section explains how the parent, carer or guardian makes an application using the One
Citizen Self Service portal for one of the following services:

m Free School Meals

m Transport

m School Places

m Courses

m Funded Early Education for Two Year Olds
m Special Educational Needs and Disabilities.

The functionality is available to parent, carers or guardians, subject to a licence and v4 Client
permissions held by the Local Authority.

All of the pages are configurable by the Local Authority. A configurable tooltip is available on all
fields to assist the parent in making their application.

Information about the parent, carer or guardian and their family is also accessed from the Home
page. For more information, see My Family on page 56.

The parent, carer or guardian will receive messages are from the local authority regarding the
status of their application. For more information, see Messages on page 76.

The header on the Home page displays buttons for My Account and Sign Out. Clicking the My
Account button displays the following account details:

m Personal Details

m Contact Details

m Change Email Address

m Change Password

m Change Secret Question
m Change of Circumstances
m Two Step Verification

m Consent History

m Withdraw Consent.

The footer on each page displays the following links, containing information set up by the local
authority:

m About — displays information about the Local Authority.

m Contact Us — displays local authority contact details such as address, phone numbers and
email addresses.

m Terms and Conditions — displays the terms and conditions for using the Citizen Self Service
portal.

= Privacy Notice — displays additional information.
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m Cookies Policy — displays information of how cookies are used on the website.

More Information:

For more information, refer to Home Page on page 11.

Creating an Account

Before a parent, carer, guardian or young person can log in to the One Citizen Self Service
portal, they must create an account by registering with their local authority.

When they register, they will be asked to agree to the GDPR Consent Statement.

To register for a Citizen Self Service portal account the parent must complete the following
procedure:

1. Open the URL for the One Citizen Self Service portal, sent by the local authority, in a web
browser to display the Citizen Portal Home page.

| x| Stelogo

Citizen Portal

# Home & Login  ( Register

Don't have an account? Please register
Email Address
Password

LS

Forgotten your password?

2. Click the Register button on the navigation bar or click the Please register link on the Login
panel to display the Data Protection window with the current GDPR Consent Statement.

Data Protection

You must provide consent for the Authority to use your information for the purpose shown below. If you do not wish to provide consent,
you can not proceed with registration.

GDPR Consent Statement March (V2) 2018
Version 2

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Phasellus eget finibus mi. Etiam sollicitudin laoreet neque, id laoreet ipsum iaculis
sed. Suspendisse vestibulum, nisl non volutpat ullamcorper, lacus risus sagittis enim, nec commodo libero dolor sed ante. Nullam suscipit
tortor dapibus velit condimentum, id dapibus nulla condimentum. Fusce vitae magna libero. Suspendisse sed dapibus risus. Nulla
accumsan dui sit amet mollis efficitur. Nulla facilisis dolor ac posuere bibendum.

Mulla eu luctus nulla. Vivamus ac luctus justo. Sed sed massa turpis. Integer ac tellus ipsum. Vivamus enim augue, tincidunt eleifend
venenatis eu, laoreet sed nisl. Donec porttitor nibh ac nunc convallis, et scelerisque felis condimentum. Etiam varius accumsan volutpat.
Duis sit amet vestibulum velit. Duis vitae leo poria, cursus augue in, ulfrices odio. Ut rutrum aliquet volutpat.

Donec nec ultricies arcu, id mattis massa. Aenean viverra mauris metus, ac lobortis enim maximus vel. Nunc et iaculis neque. Donec et
neque suscipit, laoreet orci quis. ultricies leo. Mauris dictum ligula velit, vitae auctor odio fermentum id. Aenean id velit risus. Quisque sit
amet rhoncus mi. Sed laoreet porta nibh eget eleifend. Sed sit amet urna sit amet odio ullamcorper consectetur. Aenean in metus nec
odio gravida interdum. Curabitur vel risus ullamcorper, scelerisque eros id, tristique lacus. Cras hendrerit, dui sit amet ornare auctor, leo
ligula bibendum dui, eget consequat ex metus lacinia augue. Sed eget vehicula sem. Mauris commodo nisi id odio tempus, pulvinar
maximus leo fringilla. Cras dapibus malesuada lorem. id rutrum justo. Mauris porta nunc dui.

Curabitur in lacinia erat. sed porttitor ex. Ut nisi sapien, convallis sed vulputate eu, ulamcorper sit amet tortor. Sed id turpis vestibulum,
eleifend lacus vel, egestas justo. Nam eget augue sodales, feugiat ipsum id, vestibulum libero. Aliquam id metus auctor, fringilla massa
tempus, poria lectus. Vestibulum ante ipsum primis in faucibus orci luctus et ultrices posuere cubilia Curae; Duis et arcu quis enim laoreet
tempor.

(}D | agree to the above usage policy
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Select the check box to agree to the GDPR Consent Statement and click the Continue button to
display the Registration page.

Registration

You need to first register with us in order to apply for Free School Meals. Transport or for a School Place for your child(ren). This screen will guide you to enfer the necessary
information required for registration process. Please hover the mouse over each field to see what information you will need fo enter for this purpose.

Email Address *
Confirm Email +

Password +

2 2 H

Confirm Password *
Secret Question - a 0715 - TABLE_ID E|
Secret Answer -
Title

Please select E|

Forename *

B B B &

Surname *

Gender * & Please select a gender E|

To find your home address please enter your posicode and then click Find Address. If you do not know your postcode, look it up here. If your address is not listed. press the ‘Enter
Address Manually' and type the correct address in the boxes provided

Postcode - ®

| don't have a Postcode

Please supply a telephone number where you can be contacted during normal office hours, if necessary.

Home Phone .
Mobile Number o
Work Phone &

Submit Registration

* Required field

Enter the requested security information.

Enter a Postcode; this is a mandatory field.

Click the Find Address button or use the on-screen instructions to find your address.
The Home Phone, Mobile Number and Work Phone are optional.

Click the Submit Registration button; you will receive an email asking you to activate your
account by confirming your email address.

Click the link in the email to confirm your email address and complete the registration. You can
now log in to the One Citizen Self Service portal, using the password you created when you
registered.

Logging in to the Citizen Portal

To log in to the Citizen Self Service portal, the parent completes the following procedure:

Open the URL for the One Citizen Self Service portal, sent by the System Administrator, in a
web browser to display the Citizen Portal Home page.

| %! Stelogo

Citizen Portal

A Home & Login [ Register

Don't have an account? Please register

Email Address
=
Password

a,

Forgotten your password?

Enter the Email Address you used to register for the One Citizen Self Service portal.

Enter your Password.
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Click the Login button to display the Announcements page.

Announcements

Advance Notification of systom dawntime & E All Portal usars should ba awanm that tha system wil be offing

The Announcements page displays only if the local authority has set up any announcements
regarding the portal.

Note: The text for the above page is edited via One v4 Online | Citizen Portal Admin | Administration
| General Administration | Edit Resources | Resource Configuration Title | Markdown | Text
Blocks | Announcements.

Click the Continue button to display the Home page.

Important Note: It is now possible to enable a second verification step to increase your security.
For more information, see Two Step Verification on page 48.

Home Page

Citizen Portal

# Home & My Accos & sig

Welcome to the Citizens Portal

Below, you will see a vast range of services available to you. ¥ s s m

The Home page displays the following services that are available to the parent, carer, guardian
or young person:

= 30 Hour Entitlement

m Free School Meals

m School Places

m Special Educational Needs and Disabilities
m Transport

m Courses

m Funded Early Education for Two Year Olds
m Messages

= My Family.
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@ 11 & ¢ A

30 Hour Entitlement Free School Meals School Places Special Educational Transport
Needs and Disabiliies

) ...
=] 4 N -
Courses Funded Early Messages My Family

Education for Two Year
Olds

From here, the Citizen portal user can manage their account, check the validity of extended
entittement codes, make applications for school places, free school meals, transport, courses,
funded early education for two year olds and complete special educational needs and disabilities
forms. They can also view any messages from the local authority regarding their applications
and make changes to their family.

Note: The text for the above page is edited via One v4 Online | Citizen Portal Admin | Administration
| General Administration | Edit Resources | Resource Configuration Title | Home Tiles.

The header on the Home page displays buttons for My Account and Sign Out. Clicking the My
Account button displays the following account details:

m Personal Details

m Contact Details

m Change Email Address

m Change Password

m Change Secret Question

m Change of Circumstances

m Two Step Verification

m Consent History

= Withdraw Consent.

For more information, see My Account on page 50.

The footer on each page displays the following links, containing information set up by the local
authority:

m About — displays information about the Local Authority.

m Contact Us — displays local authority contact details such as address, phone humbers and
email addresses.

m Terms and Conditions — displays the terms and conditions for using the Citizen Self Service
portal.

m Privacy Notice — displays additional information.
m Cookies Policy — displays information of how cookies are used on the website.
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Two Step Verification

Enabling Two Step Verification

Two step verification is an additional process to increase your security when logging onto the
portals. This process is mandatory if you wish to use Special Educational Needs and Disabilities
(SEND).

The first time you log onto the Citizen Portal you are given the option to enable the two step
verification process. If you try to log onto SEND without enabling the two step verification
process, the following message is displayed:

This area requires Two Step Verification to be enabled before you can access it.
Please enable this in My Account before continuing.

To set up two step verification:

Log onto the One Citizen Self Service portal using the email address and password you used to
register.

Click the Login button to display the Enable Two Step Verification now dialog. This dialog is
only available for a few seconds. If it disappears, the two step verification process can be
enabled via My Account | Two Step Verification.

Enable Two Step Verification now
¥0u can increase your security by

using Two Step Verification. Enable
now

Click the Enable now link to display the My Account | Two Step Verification page.

Two Step Verification

Two Step Verification is our way to make your data more secure.
If you enable Two Step Verification, we will send you a Verification Code every time you sign in. This helps us keep your data safe.

Some areas require Two Step Verification to be enabled before you can use them. We will tell you when you try to access if you do
not already have Twa Step Verification enabled.

Changing your preference will sign you out, and you will need to sign in again.

Preferred method

= [ Er—

To receive a verification code to your registered email address, select Email from the Preferred
method drop-down.

Click the Save button.
You will be signed out and will need to sign in again.

Log in; this time when you log in, the following dialog is displayed:
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Verification Code sent

Your Verification Code has been sent.

Please enter your Verification Code to continue.

Your Verification Code *

o’

Verly

Locate the email containing your verification code.

Copy and paste your verification code into the box.

Click the Verify button.

If you enter an incorrect verification code, the following warning is displayed:

The Verification Code you entered is invalid. Please try again. Codes expire after 5 minutes and
are 6 numbers long. If you make 4 incorrect attempts, your account will be locked for 4 minutes
before you can sign in again.

Disabling Two Step Verification

The two step verification process is mandatory for users of Special Educational Needs &
Disabilities (SEND) and therefore cannot be disabled. If you try to access the SEND module, the
following message is displayed:

This area requires Two Step Verification to be enabled before you can access it.
Please enable this in My Account before continuing.

To disable two step verification in a different module:
Log in to the portal for which you want to disable two step verification.
Select My Account | Two Step Verification to display the Two Step Verification page.

Two Step Verification

Two Step Verification is our way o make your data more secure.
If you enable Two Step Verification, we will send you a Verification Code every time you sign in. This helps us keep your data safe.

Some areas require Two Step Verification to be enabled before you can use them. We will tell you when you try to access if you do
not already have Two Step Verification enabled.

Changing your preference will sign you out, and you will need to sign in again.

Preferred method

- No Two Step Verification v

Select No Two Step Verification from the Preferred method drop-down.
Click the Save button.

You will be signed out and will need to sign in again.
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My Account

A Citizen Portal user can manage the following details by clicking the My Account link on the

top of the Home page:
Personal Details

Contact Details

Change Email Address
Change Password
Change Secret Question
Change of Circumstances
Two Step Verification
Consent History

Withdraw Consent.

Personal Details
To add your personal detalils:

Log onto the Citizen Portal using the email address and password you used to register.

Select My Account at the top of the page.
Select Personal Details.

Enter information into the fields displayed in the following graphic. Click in a field to display the

relevant tooltip.

Personal Details

Title

&

Forename
-

Surname

2 _

Gender

a |

Save

Click the Save button.

Contact Details
To add your contact details:

Log onto the Citizen Portal using the email address and password you used to register.

Select My Account at the top of the page.
Select Contact Details.
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Enter information into the fields displayed in the following graphic. Click in a field to display the
relevant tooltip.

Contact Details
House Number & |
House Name @
Building Name @
Street Name & E
District / Village &
Town & -
County # | =
Postcode & | B
Country Q - v
Home Phone .
Mobile Number o :
Work Phone .
Save

Click the Save button.

Change Email Address
To change your email address:
Log onto the Citizen Portal using the email address and password you used to register.
Select My Account at the top of the page.
Select Change Email Address.
The following warning is displayed:

Please be advised that you will be signed out of the system and an email will be sent to your
new email address containing instructions. You will not be able to log back into the system until
you have followed the instructions. Please ensure the email address supplied is correct.

Click the Next button..

Enter information into the fields displayed in the following graphic. Click in a field to display the
relevant tooltip.

Change Email Address

New Email Address *
=

Confirm New Email *
=

Password -
e

Click the Submit button.
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Change Password

To change your password:
Log onto the Citizen Portal using the email address and password you used to register.
Select My Account at the top of the page.
Select Change Password.

Enter information into the fields displayed in the following graphic. Click in a field to display the
relevant tooltip.

Change Password

Current Password *
&,

New Password *
&,

Confirm Password *
G,

Click the Submit button.

Change Secret Question

To change your secret question and secret answer:
Log onto the Citizen Portal using the email address and password you used to register.
Select My Account at the top of the page.
Select Change Secret Question.

Enter information into the fields displayed in the following graphic. Click in a field to display the
relevant tooltip.

Change Secret
Question/Answer

Secret Question =

a =

Secret Answer -«
o'

Confirm Password *

a,

Click the Submit button.
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Change of Circumstances

Log onto the Citizen Portal using the email address and password you used to register.
Select My Account at the top of the page.
Select Change of Circumstances.

If you need to record a change to your circumstances, you must contact your local authority.
Click Contact us to open an email.

Click the Back button to return to the Home page.

Two Step Verification

Two step verification is an additional process to increase your security when logging onto the
Citizen Portal.

NOTE: This process is mandatory if you wish to use Special Educational Needs and Disabilities (SEND).

Enabling Two Step Verification
To set up two step verification:

Log onto the Citizen Portal using the email address and password you used to register.
Select My Account at the top of the page.
Select Two Step Verification.

Two Step Verification

Two Step Verification is our way to make your data more secure.
If you enable Two Step Verification, we will send you a Verification Code every time you sign in. This helps us keep your data safe

Some areas require Two Step Verification to be enabled before you can use them. We will tell you when you try to access if you do
not already have Two Step Verification enabled.

Changing your preference will sign you out, and you will need to sign in again.
Preferred method

- Email v

To receive a verification code to your registered email address, select Email from the
Preferred method drop-down.

Click the Save button.
You will be signed out and will need to sign in again.

Log in; this time when you log in, the following dialog is displayed:
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Verification Code sent

Your Verification Code has been sent.

Please enter your Verification Code to continue.

Your Verification Code *

o’

Verly

Locate the email containing your verification code.
Copy and paste your verification code into the box.
Click the Verify button.
If you enter an incorrect verification code, the following warning is displayed:

The Verification Code you entered is invalid. Please try again. Codes expire after 5
minutes and are 6 numbers long. If you make 4 incorrect attempts, your account will
be locked for 4 minutes before you can sign in again.

Disabling Two Step Verification

The two step verification process is mandatory for users of Special Educational Needs &
Disabilities (SEND) and therefore cannot be disabled. If you try to access the SEND module, the
following message is displayed:

This area requires Two Step Verification to be enabled before you can access it.
Please enable this in My Account before continuing.

To disable two step verification:

Select My Account | Two Step Verification to display the Two Step Verification page.

Two Step Verification

Two Step Verification is our way to make your dala more secure
If you enable Two Step Verification, we will send you a Verification Code every time you sign in. This nelps us keep your data safe

Some areas require Two Step Verification to be enabled before you can use them. We will tell you when you try to access if you do
not already have Two Step Verification enabled

Changing your preference will sign you out, and you will need 1o sign in again.
Preferred method

- No Two Step Verification v

Select No Two Step Verification from the Preferred method drop-down.
Click the Save button.

You will be signed out and will need to sign in again.
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Consent History

This page displays a history of your agreements for the Local Authority to use your information
in compliance with current data protection regulations.

Log onto the Citizen Portal using the email address and password you used to register.
Select My Account at the top of the page.
Select Consent History to display the Consent History page.

Consent History

Your agreement(s) for the Local Authority to use your information in compliance with curent data protection regulations.

Local Authority Consent Statement You consented on: ‘

This is a read-only page.

Withdraw Consent

If you no longer wish the LA to use your information in the way described in its consent
statement, you can review the current statement and start the withdrawal process. Once you
have withdrawn your consent, you will no longer be able to access the portal from the account.

Log onto the Citizen Portal using the email address and password you used to register.
Select My Account at the top of the page.
Select Withdraw Consent to display the Withdraw Consent page.

My Account Withdraw Consent
Personal Details I you no longer wish the Local Authority 1o use your infermation in the way described in it's consent stalement, you can review the
current statement and start the withdrawal process by clicking the button belew. Once you have withdrawn your consent you will
Contact Detalls no longer be able fo access the portal with this account.
Change Password
Change Secret Question
Change of Circumstances.
Two Step Verification
Consent History

Click the Start Withdrawal of Consent button to display the Data Protection dialog.
The dialog displays the consent statement alongside the following message:

You have previously agreed to the authority’s most recent Data Protection Consent
Statement.
If you wish to withdraw your consent, click the withdraw button below.

Click the Withdraw my consent button to display the Decline dialog.

This is a final warning that once you have withdrawn your consent for the LA to use your
information, you will not be able to access your Citizen Portal account.

If you do wish to withdraw your consent, click the Withdraw my consent button. The following
message is displayed:
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You are now being logged out from your Citizen Portal account.

You can no longer use this Citizen Portal account. If you wish to use the Citizen Portal in future
to access the authority’s services, you will need to register again in the Citizen Portal.

Click the OK button. The Citizen Portal is closed.

My Family

The My Family area of the Home page displays the details about the parent, carer or guardian
making an application.

&5 My Family

Click on a child to edit their datails.

] =+ sca chia
a8

Change of Circumstances

Clicking the Change of Circumstances button displays a message from the local authority to
contact them if any circumstances change, as this may affect their application.

Any existing children are displayed next to the parent, carer or guardian.

Click on a child to edit their details.

& +Add Child

Click on a child to view or edit their details
Click the Add Child button to add another child to the family’s application.

More Information:

For more information, refer to Adding a Child on page 57.
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Adding a Child

To add a child to a parent’s account:
Select Citizen Portal | Home | My Family | Add Child to display the Add Child dialog.

Add Child
Forename - &
Middle Name &
Surname - a
Gender - & Please select a gender v
Date of Birth = 2
Current School 8
Ethnicity - a
First Language * a
Relationship to Child - g
Your relationship fo this child (i.e. you are the Father
of this child)
Parental Responsibility - O Yes
O No
If you have legal responsibility for this child, select
Yes
Select Address -

Enter the required information about the child.
Click the Add Child button to save the details.

The child is added to the My Family area, ready for an application to be made.

NOTE: The maximum number of characters for a child’s forename is 15, for a midname it is 25 and for a
surname it is 30. If you exceed these levels, a message is displayed asking you to contact your local
authority if you need to enter a name that is longer than the field allows.

Applications (School Places)

Parents, carers and guardians can make applications for school places via the One Citizen Self
Service portal.

All of the screens in this application flow can be edited by the local authority. For more
information on editing the School Places application flow, see the Customising Citizen Portal
School Place Applications document, available from www.onepublications.com and My Account.

Making a School Places Application

The One Citizen Self Service portal provides full support for applications for school places,
integrating with the One Admissions and Transfers (A&T) Back Office module.
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You only make one online application per Normal Phased transfer group. However, you can
make multiple In Year applications within one academic year, if required.

NOTE: As the pages are configurable by the local authority, the graphics below are examples only.

To make a new application for a school place:
1. Select Citizen Portal | Home | School Places to display the School Places page.

& School Places
Admissions On-line

If you view or edit your preferred schools. your MUST resubmit your application. Note: You may need fo refer to the admissions
ulde

Click here to view our web site

Make a new application

(]
-

Date of brth: 01-Jan-1968

6&1- =n

Date of 01 -Jan-2003

Cument 12

You can perform the following actions.
* Stant new application

Current age: 27

You tan periorm the foliowing actions
*+ Start new application

1. Click a child’s Start new application hyperlink to begin a new application for that child. The
Before You Apply page is displayed.

Before You Apply To make an appicaion for 8 school place you MUST make your appiication o the Local Autr niere your child lives. The Local Autharity knows the
majonty of addresses rrounding Local Autha eheck y 1he right Local MeaSe enler your child's posteode 10 SCarth our address
database |f yousr chisd e Aiew SChaol

g 0 3 New address. enter the @t th lime of star

NOTE: If you cannot see the child you wish to apply for in the list, you can add them using the Add
Child function. For more information on adding a child from the School Places page, see Adding a Child
on page 75.

2. Enter your child’'s postcode and then click the Check Now button. One checks the postcode to
ensure that it is within the LA’s catchment area. If it is not, an error message is displayed.

Click the Continue to Apply button to display the Select a Transfer Group page.

Select a Transfer Group

For your child's date of birth, you can apply for the following school places
ANT TEST Normal Tramsfier Group 1
ANT TEST Normal Transfer Groupz

ce Applications

Change school immediatelyin near
future

3. Select the school place you wish to apply for. The next screen to be displayed varies depending
on the option that you selected:
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m If you selected Change school immediately/in near future, the In Year Transfer page is

displayed:

In year Transfer
Pisass tall us your reason for wanting to change school?

Please tell us the date you would like your child to start at the new school?

i. Select a reason from the reason for wanting to change school field.

ii. Enter the date that you would like your child to start at the new school and then click the
Confirm button. One checks to see which school year the child would be eligible for at the

new school.
iii. Click the Next button to display the Find Child screen.

m If you selected an option other than Change school immediately/in near future, the Find

Child screen is displayed.

Find Child
ANT TEST Normal Transfer Group 1

‘You may have received a letter from your Local Authority, containing a UID (Unique Identifier) for your child. This is a code which identifies your child's application and
using it will make it faster to complete your application,

The UID will look something like this: 82e11H5HUsQQHEA8

Please note the UID is specific to your child for this year's applications. If you have more than one child that you need to make an application for this year you may have
received a separate UID for each child.

Having problems finding or using the UID? Continue

You are applying for a school place for the following child: T,

making your application by clicking here

Unique Identifier 2

Date of Birth £ | 14-October-2003

£

4. Enter your child’s Unique Identifier and Date of Birth and then click the Next button to display

the Additional Child’s Details screen.

Additional Child's Details

Does your child have a Statement of Special Educational Needs?

Is your child registered as being in the care of a Local Authority e.g. are they fostered or a 'Locked After' child?

[72]

slect Care Authority
elect Care Authority

Is your child a twin or triplet, etc. (one of a multiple birth)?

these details.

NOTE: The UID helps One to match your child’s details, but it is not required. If you do not know your
child’s UID, click the No UID button to proceed to the Additional Child’s Details screen without entering

5. Fill out the fields on the Additional Child’s Details page:

a. Select the required check boxes to answer the questions in the Additional Child’s Details

section.
b. Click the Next button to display the Address Details page.
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& Admissions

Address Details

=55 15 200, W Road, Elstow, Bedford, ml T, 's current ade

chool Places and select to "Continue this appécation’ it ks« wriant that we know the e

sty ndicated that T s cune
Then please navigate ba

Moving Home?

It your child ks moving from their current address before they start their new school, please supply the date of moving. (it your child is not moving
home, please ignore this question and proceed to the Retuming Service Families section below.)

Enter i, press the Enter Address Manually' and type the comect address info the boxes

provided

Posicode*

6. The Address Details page enables you to record optional information around house moves:

= |f the child is moving from their current address before starting at their new school, enter a
Moving Date and Address details.

m If the child is a member of a service or Crown Servant family who are moving to the area to
take up duties, select the check box and enter the required details.

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 Jen a member of a Service or Crown Servant family, who are returning/moving to the address selected to take up
duties?

Moving Date | £

Enter your new postcode and then click 'Find Address'. If your address is not listed, press the "Enter Address Manually' and type the
comect address into the boxes provided. If you don't have a Postcode please select | don't have a Postcode'.

Postcode * w

| don't have a Posicode

=
7. Click the Next button to display to display the Additional Questions page.

Additonal Questions

[] EHCP health and care

[0 Special Education Needs test test Please fick if your child has s statement of special education needs testtesties ttesttesti estiesties tiestiestiest testiesttestiestt

[ New text Test

[ Testing

= =)

NOTE: If the LA has not configured any additional questions, then the Child’s Current School page is
displayed instead. In this case, skip to step 9.

8. Fill out the fields on the Additional Questions page. This page displays any custom questions
that the LA has configured for the transfer group.

For more information on configuring custom questions, see the Configuring Additional Questions
reference guide, available from www.onepublications.com and My Account.
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Click the Next button to display the Child’s Current School page.

& Admissions

Child's Current School

Where does T curentiy go to Schoot? Use the search facsty beiow to find T s curment school

Find a School

neal autharity, school name or a combination of thease, then click Search

Ta find the school you are looking for, search using a pos!

Postcode Schools located in School Name (Tip: Part names give Detter results)
I, after searching, you are still unable 1o find the school, please lell us where your child is cumently being educated by typing the name info the box below

Currently educated at:

9. The layout of the Child’s Current School page changes depending on whether One already
has a current school on record for the child. The following image shows what the screen looks
like when One has a school on record.

& Admissions

Child's Current School

Sehool Nama [l Bedford Road Lower Schoo

School Address @ Hillgrounds Road, Kempston, | Bedford, Bedfordshine, hk42

itends, or If you have entered some delails below, select the Next® bulton to continue. If nol, sehect 'Change current

I, aner Searching, you ane still unabie 10 find the SCHOoo, please bl us Where your Child 15 curmently being educaled by typing the name inio Ihe Dox below

Currently sducated at:

m If One has the correct school on record, click the Next button to display the Preference
School Search page.

= |f you wish to change the school that One has on record, click the Change Current School
button to remove that school from the application, then do the following to select a new
school.

m If One does not have a school on record (either because you clicked the Change Current
School button or because there was never a school held in the database):

i. Enter search criteria into the fields in the Find a School section and then click the Search
button to display a list of schools that match those criteria.
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Find a School

To find the school you are koking for, search using a posicode, local aulhority, school namme of @ combinalion of these, then click Seach.

Bedford College Cauldwedl Sireet, || Badiond, Bedfordshire, MKA2 SAH

Bedlond Dive Primary Schoot Bedford Dive, Rock Ferry, | Birkenhead, Merseysice, CHAZ ERT

Bedford Free School Cauldwell Street, | | Bedford, Bedfo

Baiond Hall M

thodist Primary School Breaston Avenue, . . Leigh, Lancashis

Bediond High Schoo! Manchester Road, ., Leigh, Lancashire, WNT LU

Bedlord Primary School Cokd Quanry Road. |, | Sootle, Merseysioe, L20 8L

Bedford Road Lower Schoal CoEd Hillgrounds Road, Kempslon, | Bedford, Bedfordshire, MK42 BOH

Central Bediomshine Coliage CoEd Mingsway, , . Dunsiable. Bediordshire, LUS

Central Bedfordshire UTC CoEd Parkside Drive, Kingsland Skills Centre, . Houghton Regls, Bedfordshire, LUS

say

Posteode Scheols located in Scheol Name (Tip: Fart names give better results)
" Bl AfLoca Authonties bediord
18 Sesenife) s -
Sehool Name Gender Address
Bedford Academy CoEd Mite Road, . . Bedford, Bedfordshire, MK42 TR

Website

ii. Click on a school to select it.

iii. Click the Next button to display the Preference School Search page.

Preference School Search

To search for 3 school press ihe search bution,
Click here to view our web site for details about admissions criteria

Find a School

To find the schood you are kooking for, seanch using a posicode, local authority, school name or a combination of these, Men click Searh

Postcode Schools located in School Name (Tip: Part names give better results)

L] B A0 Local Authorifies N (2]

NOTE:
manually into the Currently educated at field.

If you cannot find the child’s current school in the search you can enter the name of the school

10. Select a preference school:

a. Enter search criteria into the fields in the Find a School section and then click the Search

button to display a list of schools that match those criteria.

Find a School

To find the: school you an: locking for, search using a posicode, kocal authorty, school name or @ combinaticn of these, then click Search

Postcode Schools located in School Name (Tip: Part names give better results)
] B anvocal Authorbes - 0 bedford

1 Schoota) foued n ;

School Name Gender Address

Bedford Academy CoEd Mile Road, , . Bedford, Bediordshire, MK42 9TR

Bedford College Cofd Caulawell Street, , , Bediord, Bediordshire, MK4Z GAH

Bedford Drive Primary School Cold Bediord Drive, Rock Ferry. , Birkenhead, Merseyside, CHA2 6RT

Bedford Free School CoEd Caulowed] Street, | | Bediord, Bedsordshire, MK42 9AD

Badford Hall Methodest Primary School Cokd Breaston Avenue, ., Leigh, Lancashire, WNT 300

Bedford High School CoEd Manchester Road, . . Leigh_ Lancashine, WNT 2LU

Bediord Primary School CoEd Quamy Road, ., Bootle, Merseyside, L20 9LJ

Bedford Road Lower School CoEd Hiligrounds Road, Kempsion, , Bedlord, Bedfordshine, MK4A2 80H

Central Bediondshire Colliége Cokd Kingsway, ., Dunstabie, Bedfordshire, LUS 4HG

Central Bedtordshire UTC CoEd Parkside Drive, Kingsland Skills Centre, . Houghlon Regis, Beafordshine, LUS

58y

Website

b. Click on a school to select it. The Preference Reasons: Sibling page is displayed.
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Preference Reasons: Sibling

In oeder to suppan your applcation for a place at Bedford Free School you can select appropriate reasons on the nexi pages

Does your child have a sibling attending the schocl when your child stants?

& Admissions

11. Enter sibling details for the child:

Making Applications

m If the child will have a sibling attending the selected school or a partner school at their start

date:

i. Select the check box, then click Next to display the Sibling Details screen.

Sibling Details

In order to support your application for a place at Bedford Free School you can select appropriate reasons on the next pages

Forename: &

Middle Name &

Surname: | &
Gender- & | Please selecta gender ﬂ

Date of Birth+ | £4

House Number # | 200

House Name = #

Building Name = #
Street Name @& | Wi Elstow

District / Village &

Town # | Bedford
County = #
Postcode:  #

Country = @ | Piease select

Your child might have multiple siblings currently atiending the school. Please enter the details of the sibling closest in age and select the address where the sibling lives

& Admissions

ii. Enter the sibling’s name and address details and then click the Next button to display the
Sibling’s School page.

Sibling's School

The sibing's current schaool i Snown below

School Name [ = Bedford Free School

School Address #  Cauldwel Street, , , Bediord, Bedforashire, MKA2 SAD

If the sibling does not attend the above school, but instead attends a partner schood, please click on the Find School button to select the commect school.

iil. If the sibling attends a partner school rather than the preference school, click the Find

School button and use the search fields to select the relevant school.
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Find a School

T firud 11 SEhool you are loaking 108, Sereh wsing 2 posicode, e aulhonly, SEHool Name of 3 combination of Mese, Men click Seanch
Postcooe Schools located in School Name (Tip: Part names give better results)

# B | AlLocal Autorbes : B verom m
woces [l 7 e
School Name Gender Address Website

Bediord Acadenmy Cokg Mile Read, , , Bedtord, Bedfordshing, MKAZ 9TR

Cofiege CoEd
ve Primary Schoal Colfd

Cokd

CoEd
Cofd Manchester Road, L

CoEd Quarry Read, ., B¢

CoEd Hiligrounas Road,

CoEd Kingsway, , , Dus

CoEd Parkside Drive, Kingsiand Skills Centre. , Houghton Regls, Bedtardshire, LUS

5Py

iv. Click the Next button to display the Preference Reasons page.

m If the child will not have a sibling attending the selected school or a partner school at their
start date, click the Next button to display the Preference Reasons page.

Preference Reasons

In order to support your application for a place at Bedford Free School you can select the appropriate reasons below. You will have the oppeortunity to tell us
in your own words of any additional reasons, or more about your selected reasons, on one of the next pages.

1 am selecting this school because it is a Faith School
I am selecting this school for medical reasons
I believe my child lives in this school's catchment
| believe my child attends a feeder school to this school
1 am selecting this school for social reasons
I am selecting this school because of the distance from my child's home to this school

I am selecting this school because it is easy to make arrangements for my child to travel to this school

| am selecting this school because it is a EETNEESEMLVN co-educational school | Not Applicable

| believe my child can pass this school's entrance test

1 am selecting this school because my child has an aptitude for the school's specialism(s)

B

Select the reasons that you wish your child to attend the selected preference school and then
click the Next button.

At this point in the application flow there are some optional pages that display only if required.
After you have completed all relevant pages then the Other Reasons page is displayed. Skip to
step 13 for information on the Other Reasons page

m If you indicated that your child has an aptitude for the preference school’s specialisms on the
Preference Reasons page then the Specialisms page is displayed:

_ School Place Administration Handbook



Preference Reasons: Specialisms

You have indicated that you are selecting =l mn Eesmray mews g because =
has an aptitude for the schools specialism(s). Please select one or more specialism(s) reflecting
== - aptitude(s):

Physical Education or Sport

Performing Aris
Visual Aris

Modem Foreign Languages

Design Technology or IT
Other
0821 - TABLE_ID

If my child does net get a place in this school on their ability or aptitude [ would still
like them to be considered for this school.

Next

i. Use the check boxes to select the relevant specialisms.

Making Applications

ii. If you want your child to still be considered for the school if they do not get a place on the

basis of their ability or aptitude then select the check box.

iii. Click the Next button

m If the LA has configured special reasons then the Special Reasons screen displays.

Wrring! Tha arpec
Aottt by I LOAT

Preference Reasons: Special Reasons title

i i 12 APPST YO RETSEion o i piace 6t TOMRaSE you £80 WC BOPTODAate F0aa0n beicw.

EP1 DESCRIFTIOH

P LABEL

Wihich categony I mott appicable 1o yous cREdT
E 4 L T ¥

Wins cian provide mors detaily here

Adkianal spabany Fr iy | TWw ey CNg 0L B08N TH BnaRd

Fill out the special reasons questions and click the Next button.

m If the LA has configured additional questions at the application level then the Preference

Reasons (Continued) page is displayed.

For more information on setting up additional questions, see the Configuring Additional
Questions reference guide, available from www.onepublications.com and My Account.
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14.

Making Applications

& Admissions

Preference Reasons(Continued)
SG Amar GT
7 SG Mess GT
R 5G Chitra QT

Please provide details

i 5G Neels QT

M 8GQT-Shafl G GT - 2hafl
SG Chitra GT

M 86 GT-Amar &G GT - Amar

Please provide details -

sub gp default QT  subgp def GT

NTGSG-Amar QT NTGSG-Amar GT

Select any relevant questions and add explanatory text as required, then click the Next
button to display the Other Reasons page.

Other Reasons

Other Reasons

There is a Bimil of 3000 characters for you lo express other reasons. 3000 remaining

Enter any other reasons you may have to support your application into the Other Reasons free
text field and then click the Next button to display the Your Preferred Schools page.

& Admisslons

Your Preferred Schools

You have selected the Schools below. You may choose up 1o 9 schools and you may change your selection until AU082015 1500

Use the amows 10 rank your prefemed schools: your most prefemed school must be at the top ranked 1

Rank School name Re-order

Bedford Free School TN rencs |

If you wish to:

m add further preferences, click the Add a new preferred school button and then repeat steps
9-12.

m edit the preference reasons given for a particular school, click the Edit button.
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m delete a preference altogether, click the Delete button.
Otherwise, click the Next button to display the Application Summary page.

Application for == == Date of birth: "= =

¥iord have cCOmpieted your BpplicaTan and it hes besn sEved. Using the optians below, ¥OU CEN Now sither ‘SubmE your ppioatan of you can Rauem o Your
Azoiication Leter’ i you don't want fo submi B just p=t.

Ao you c2n =2 & prntstie surmmary of your applcebion using the Preview” bution,

Terms and Conditions
Terms & Conditions

Al parenis are advised o nead the ‘Infarmation for Parends' book that ghes detals of how epplicadons ane processad. The ime=isnie for Coordinated Admiscions i
conimined In the booket

Parems Intanding o move I e designaiss arss of B £Chool Bre advissd Mat R IS essantis i provds sykoancs &7, olcors keter confrming e exchangs of
conirachs and the dae of legal compi=tion or 3 znancy sgreement longer than € manths.

I 8 pimce In & peef=rred schoal hes bzen abisined an the basis of 8 fakse sintement of fakse mdormatian, Be Coundl reseries te right B withdmw the piace.
I th= permanent pddress of the child changes efi=r making =n epplication, pease k=1 us mow 85 5000 =5 posshbis In wittng.

Wiher= vz r= aini= $a offer miore than ons school, we will offer you your highest ranked prefered schoal, end witdrees 2l lower ranksd ofiers. we &= unabi= i
offer yous any of you prederred schools, we wil ende=avour tn oftsr you 8 piao=s at th= nearest sseliabie school.

Parems should no'e that tmnsoort bo scheal ks enly previded where the walking distance & over S milies fa e chil®s designatsd ares sohool.
Hyou ene not off=r=d & place ot your preferred schack you wil haee the right b an independ=sk appeal

The ccuncl has no axdizatian fa dnding and sitematte schoal for your child H et do not have prmanent resdence In this sothedty.

Fior fyrer detalls please reder o Be sdmisslons guide or ollok hare b view our web si=

Drata Protection
Oata prof=ction

Cliok har= io vies cur weh chin

School Place Offer
The Local Authorty will contact you %o discuss your epplicsSan. Flesse ensure that you have provided the cormedt canfact detalls.

Previzw Your Application

To s== & print=r fd=ndly version of your unsubmiti=d application, dick the Previesr bution

Submit Your Application
Once you "Submit’ your appilcation you will no longer be abie by make changes online.

H you ene not ready bo submit your appdication nosw, you can dick ‘Retumn Lafer inst=sd and yom may retum o your applcebon at 2 later dafe. ¥ou will then heawe the
opportunity %o maks changas umtl you SUCmE i THE Local AUthomty wil not process this spoilcation UNLE k has bean susmiiss,

| denlare that | have oheoksd the Informabion given In Eils 2pplio=tion and ballevs H o be comeot. | deolare that | have read and agres to the terme

and eondiione et oud sbove.

15. Select the declaration check box and then click the Submit Now button to submit your
application and display a confirmation screen.

& Admissions

Application for Ta'a "= "sl, Date of birth: 14/10/2003

Your application has been successfully submitted. You will shortly receive a confirmation emall listing your school preferences. If additional Information or evidence, e.g.
i y ion forms, is required for these schools, you will need to supply them.

To see a printer friendly version of your submitted application, click the Preview button. m

You do not need to take any further action. However, if you want to change any of the details you have submitted you may do so up until 31/08/2015 15:00. If you make
any changes you MUST RE-SUBMIT it. Otherwise your application will not be considered,

Alternatively, click the Return Later button to save your application for later.
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NOTE: To return to a previously-created application, select Citizen Portal | Home | School Places and
then click the Continue Application link under the child’'s name.

Multiple In-Year Applications

Over the course of a year, a parent can make several different in-year applications. However,
LAs can restrict applicants so that only one in-year application per child can be open at any one
time, if required.

If the LA has elected to prevent applicants opening more than one concurrent in-year
application, then One does not display the Start new application link if there is already an
opened, unsubmitted application for the child.

Once the in-year application is submitted, One displays the Start new application link again as
normal. However, if you attempt to make a new application when there is already an opened,
submitted application for the child, then One displays a dialog after the In-Year Transfer page
prompting you to either close or edit the existing application:

Application for change of school

You have previously submitted an application for an in-year change of school for . This application was submitted on
05/10/2016.

The latest status regarding the schools for which you expressed a preference is
School Status Notes

Penglais Scheol

Please tell us whether your application for a change of school for immm
Cis finished and you wish to make a completely new application; or
Qs ongoing and you wish to make changes to it

Please select one of the choices above before continuing

Cancel

m If you select the make a completely new application radio button, then One displays the
Close existing application and start new application dialog when you click the Continue
button. Select a reason for closure from the drop-down menu and click the Continue button
to close the existing application and continue with the new application process.

Close existing application and start new application

The previous application will be closed and the Local Authority will be informed that you
no lenger wish further action to be taken in relation to your earlier application.

Please select a reason for closure

Please select

m If you select the make changes radio button, then One displays the Change Application
page when you click the Continue button. Click the Continue button to re-open the
application at the In Year Transfer page.
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Changing an Application
To change a previously-submitted application:
1. Select Citizen Portal | Home | School Places to display the School Places page.

& 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
guide
Click here to view our web site

View or change existing applications / offers

&

ANT TEST Normal Transfer Group 1

Date of birth: 14-Oct-2003
Current age: 11

Last updated 30/06/2015 13:26

Submission closing date 31/08/2015 15:00
School Place Offer published here 01/10/2015

“You can perform the follewing actions:
+ Change application
+ View application
« Start new application

Make a new application

& test1 child1

Date of birth: 01-Jan-2003
Current age: 12

*You can perform the following actions:

+ Start new application

& test2 child2

Date of birth: 01-Jan-1988
Current age: 27

You can perform the following actions

+ Start new application

Add child

2. Click the Change Application link under the child's name. A confirmation dialog is displayed.

& Admissions

Please confirm you wish to CHANGE your application

You fave chosen 1o change a previously submifted application. Afe you sure you want io make changes? I you just want 1o view your application, please use the Previsw
button

3. Click the Continue button to re-open the application at the Additional Child’s Details page for
Normal Phased applications and the In Year Transfer page for In Year applications.

NOTE: At this point the application reverts to an unsubmitted state. You must re-submit the application in
order for it to be considered, even if you do not make any changes to it.

4. Proceed through the application flow as described in Making a School Places Application on
page 57.
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Closing an Application

The Close Applications hyperlink enables you to close in-year applications via the Citizen
Portal. This hyperlink is only displayed if the LA has enabled citizens to remove in-year
applications.

Normal phased applications can only be removed in A&T Back Office.
Select Citizen Portal | Home | School Places to display the School Places page.

& School Places

View or change existing applications / offers

Date of birth: 14-Jan-2016

In year 2016

Date place wanted: 24-Sep-2016

Reason: Move into LA

Last updated 13/09/2016 16:02

Preference 1: Bishop Parker Catholic School
-1

Submission closing date 31/08/2017 23:00

‘You can perform the following actions:

* Close application

Admissions On-line

uide
Click here to view our web site

Application started (not yet submitted)

(]
&= m =
Date of birth: 01-Jan-2016
In year 2016
Date place wanted: 15-Sep-2016
Reason: Move into LA
Last updated 13/09/2016 16:20
Submission closing date 31/08/2017 23:00

You can perform the following actions:
+ Close application
« Continue application
+ Start new application

If you view or edit your preferred schools, your MUST resubmit your application. Note: You may need to refer to the admissions

®@Display closed in-year applications.

Application submitted

Date of birth: 14-Jan-2016

In year 2016

Date place wanted: 23-Sep-2016

Reason: Move within LA

Last updated 16/09/2016 09:30

Preference 1: Y Ysgol Gymunedol Gymraeg

You can perform the following actions:

+ Close application
=+ Change application
* View application

=+ Start new application

« Continue application
+ Start new application

Click the Close Application hyperlink on the application you want to close to display the Close
Application page.

Close Application
‘Warning - No further action will be taken for this application - please confirm

Close reason

Raised in error

Select a Close reason from the drop-down menu and then click the Confirm button to close the
application.

Display Closed In-Year Applications

The Display Closed In-Year Applications button is only displayed if you have previously
closed applications. Click this button to display closed applications in the View or change
existing applications / offers panel.

Closed applications can be viewed, but not changed or resubmitted.
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Application started (nat yot submittad)

Date of birth: 14-Jan-2018

In year 2016
Date place wanted: 24-Sep-2016
Resson: Move info LA

Last updated 13 18:02
Preference 1: Bishop Parker Gathol

-1

Submission closing date 31/08/2017 23

Make a new application

Date of bith: 14-Jan-2018

You can perform the following actions:
+ Start new application

Date of birth: 01-Jan-2018

You can perform the following actions:
« Start new application

Date of birth: 14-Jan-2016

Inyear:
Date place wanted: 23-Sep-2016
Reason: Move within LA

Last updated 16/00/2016 09:30

Preference 1: Yr Ysgol Gymunedol G

You can perform the following actons

Date of birth: 14-Jan-2016

You can perform the following actons
+ Start new application

-

Date of birth: 13-Jan-2016

Yeu can parform the following actons
+ Start new application

@Display closed in-year applications

Date of birth: 14-Jan-2016

You can parform the following actions:
+ Start new application

Closed in-year applications hidden.

View or change existing applications f offers

Date of birth: 14-Jan-2016

In year 2018
Date place wanted: 24-Sep 2016
Reason: Move info LA

Date of birth: 14-Jan-2018

In year 2018
Date place wanted: 23-Sep-2016
Reason: Move into LA

Last updated 14/0! 4
Preference 1: Bickiey Primary School

You can perform the following actions:

= View application
* Start new application

Date of birth: 14-Jan 2018
In year 2018
Date place wanted: 07-Sep-2016

Last updated DB
Preference 1: B
You can perform the following actions:

= View application
» Start new application

Wake a new application

You currently have na children without an application.

Date of birth: 01-Jan-2018

In year 2016
Date place wanted: 15-Sep-2016
Reason: Move info LA

Last updated 1241

You can perform the following actions:

* Start new application

Date of birth: 14-Jan-2018

In year 201
Date place wanted: 23-Sep-2016
Reason: Move info LA

Last updated 1 016 14:

Yeu can perform the following actions:
+ Start new zpolication

@oHide closad in-year applications

Date of birth: 13-Jan 2018
In year 2016

Date place wanted: 22-Sep-2016
Reason: Move within LA

Last updated 14/ 116 18
Preference 1: Barkisland CofE VA Primary
School

*ou can perform the following actions:

Date of birth: 14-Jan 2018
In year 2016

Date place wanted: 23-Sep-2016
Reason: Move within LA

Last updated 16092016 08:30
Praference 1: Yr Ysgol Gymunedol Gymrasg

*ou can perform the following actions:

+ Close application

* Change application

* View application

* Start new application

Closed in-year applications displayed.
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Viewing Offers

You can use the Citizen Portal to view your offers once offer information has been published.
The child’s application status shows as Place Offered on the Citizen Portal School Places
page once an offer has been made.

NOTE: See the Publish Offer Information Online topic of the A&T Back Office Help for more information
on the process of publishing offer details online.

1. Select Citizen Portal | Home | School Places to display the School Places page.

2. Select the View Offer hyperlink under a child’s name to view the details of that child’s offer.

School Place Offer Information

s s B, Date of birth: 05/05/2005, Entry to Secondary 2016
Response Closing Date: 180912015 23:69
has been oftered a pace at Ashmole Academy.

This is the Ofer English. This gives gui 10 your affer.

i
g
il

B B: 8

Asnmose Academy Place Offered Aczept

2 Dagenham Park ColE Sehool Hot Onere e Decision

Firisnire Base 1 (Finishee Sase 1 OMcil Name)

Other Decision’ and

=] [ |

The name of the school to which the child has been offered a place is displayed in bold text at
the top of the page, with a table underneath showing the offer status for each of the preferences
named in that application.

If required, you can view details of the original application by clicking the View Application
Details button.

Responding to Offers

You can use the Citizen Portal to respond to offers that correspond to applications for transfer
groups that have Enable Parent/Carer Response Online selected. For more information on
enabling responses, see the Basic Details (E-Application Settings) topic of the A&T Back Office
Help.

1. Select Citizen Portal | Home | School Places to display the School Places page.

Vigw o changs sxisting applizations | cffers
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2. Select the View & Respond to Offer hyperlink under a child’s name to view the School Place
Offer Information page. This page details the offer status for each of the preferences that was

made in the application.

already filled in.

NOTE: If you have already responded to the offer, then the View & Change Offer Response hyperlink
is displayed instead of the View & Respond to Offer hyperlink. The View & Change Offer Response
hyperlink opens the School Place Offer Information page with the details of the previous response are

School Place Offer Information

3 PEae T ASREG ALITeNY

Raaposse Ciasing Dste: SLE320IE 2358

-, Date of birth: 0S105/200%, Entry to Secondary 2018
2:98

Bt

the offer status in question:
Offer Status

Place Offered

Select a response for each of the offer statuses. The available responses change depending on

Available Responses ‘

Accept

Other Decision

Reject

Place Accepted

Accept

Other Decision

Reject

Not Offered

Go On Waiting List

No Response to Make

Other Decision

NOTE: If the preference school is a Selective School (BASES.SELECTIVE=true) and the Offer Status
for that preference is Refused by LA (R), then the Go On Waiting List option is not displayed, because
the LA has already refused the place based on the entrance test score.

Enter supporting text. Supporting text is mandatory for Other Decision or Reject responses, but
optional for all other response types.

a. Click the Add button next to an offer to display the Supporting Text dialog.
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Supporting Text

| , Date of birth: 05/05/2005
Supporting Text for West Monmouth School

Status : Not Offered
Your Response : Go on Waiting List

You may wish to enter supporting text to explain your response.

go on waiting list.
exira text recorded in A&T Online

There is a limit of 3000 characters for you to express supporting text. 2946 remaining....

b. Enter your text, then click the OK button to close the dialog and save your text.

NOTE: To edit existing supporting text, click that offer’s Edit button. The existing text is displayed in the
Supporting Text dialog.

Click the Done button to submit the response. A confirmation page is displayed.
...

‘our responses have been submilled

Marcus Sansom, Date of birth: 050472008

Viewing Status Updates

You can use the Citizen Portal to view status updates sent by the LA. When your application
status is updated, you are automatically sent an email and a Citizen Portal message advising
you to log in to the portal to check the update.

To view the update, select Citizen Portal | Home | School Places and click the Updated
Status button on the application’s home tile to display the Status for preference schools
dialog. This dialog displays the previous and current statuses for each preference, as well as
any explanatory text that the LA has provided.

Application submitted

Updated Status

[ ]
@ Steve Spurrier
Date of birth: 07-Jan-2016

In Year TG 2016

Date place wanted: 30-Sep-2016

Reason: Move into LA

Last updated 26/09/2016 12:04

Preference 1: Yr Ysgol Gymunedol Gymraeg

+1

‘You can perform the following actions.

+ Close application

+ Change application

+ View application

« Start new application

Application tile with Updated Status button highlighted
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2 Penglais School

Rank School Previous Status/Date Latest Status/Date

1 YT Ysgol Gymunedol Gymraeg Test statues (28/09/2016)
Test supporting text

Status for preference schools dialog

Adding a Child

Making Applications

You can add a child from the School Places page, without having to navigate back to the main
Citizen Portal menu and access My Family. The School Places Add Child page is slightly
different to the equivalent page in My Family, as it does not include details that are not relevant

to school place applications.

1. Select Citizen Portal | Home | School Places to display the School Places page.

& School Places

Admissions On-line

guide
Click here to view our web site

View or change existing applications / offers

-

ANT TEST Nomal Transfer Group 1
Date of birth: 14-Oct-2003

Current age: 11

Last updated 30/06/2015 13:26

Submission closing date 31/06/2015 15:00
School Place Offer published here 01/10/2015

You can perform the following actions:

+ Change appf n

Make a new application

& test1 child1 a test2 child2

Date of birth: 01-Jan-2003 Dale of birth: 01-Jan-1988
Current age: 12 Current age: 27

“You can perform the following actions: ‘You can perform the following actions:

- Start new application - Start new application

If you view or edit your preferred schools, your MUST resubmit your application. Note: You may need to refer to the admissions

‘Add child

2. Click the Add Child button to display the Add Child page.
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& Admissions

Add Child

Add a child

Forename * 4

Middle Name &

w
5
i
g
5

[

Date of Birth *

Relationship to Child -

< m B e

Farantal Responsibility -

Select Address -

3. Enter the child’s details. All fields except Middle Name are mandatory.

4. Enter the child’s address:
= |f the child’s address is listed in the Select Address section, click on that address to select it.
m If the child’s address is not listed:

i. Click the Click to add new address button to display the Postcode field.

Postcode © L

ii. Enter the postcode of the child's address and then click the Find Address button to
display a list of addresses with that postcode.

Postcode* &

ii. Select the correct address from the list. Alternatively, click the Enter Address Manually
button and enter the child’s address details manually.

5. Click the Add Child button to add the child. You can now make school place applications in the
child’s name.

Messages

Messages are sent from the local authority, informing the parent, carer or guardian of the status
of their application.

Message details are not sent directly to the Citizen Self Service portal user. A notification is sent
to the user’s mailbox, informing them that they have a message in their portal account. The user
must log in and authenticate with the Citizen Self Service portal, before they can view the
message details.

To view their messages, a parent completes the following procedure:

1. Select Citizen Portal | Home | Messages to display the Messages dialog.
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4 Messages

Message Title 10/01/2014
14:38

Message Details

=

3. Click the View all messages button to display a list of all the messages.

E4 Messages

|| Subject % | Received ~ ||

10-Jan-2014
14:38

= Message Title

School Place Administration Handbook
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