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Applicants / Admissions  
Offers Day 

 
 

Permissions 

You will need the following permissions Admissions: Administer All Students, Guardians: 
Administer All Students, Administer: Send & Administer School Comms, Administer: General 
Admin.  If you don’t have these you’ll need to ask your Administrator or Business Manager to give 
you the necessary permissions.  
 
 
 
 

How the Process Works 
 
Applicants are students who have applied for a place at your School.  There are several steps that 
need to take place in order to manage your Applicants and Offers 
 
 

1. Preparation 

2. Setup your Intake Season 

a. Adding Applicant Buckets – optional 

b. Adding Intake Groups – Optional 

3. Add Applicants 

a. Adding New Applicants via a AFT File 

b. Adding New Applicants via a CTF File 

c. Adding New Applicants Manually 

d. Adding New Applicants using an Applicant Spreadsheet 

e. Adding Excising Nursery Pupils  

4. Managing Offers 

a. Make an Offers and Sending Offer Letters to Guardians 

b. Withdrawing an Offer 

c. Accepting an Offer 

d. Rejecting an Offer 

5. Managing Admissions Appeals 

6. Setting up an Offers Template 
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1. Preparation 
 
NOTE: This step can be skipped if you have already created the 2025/2026 Academic Year 
 
School > School Structure > Academic Years 

 

• Click on the green Add button 
 
 
 
 
 
 
 
 
 
 
 
 

• In the Academic Year Name, you will as default see the next year 
 

• The Start Date will show as the 1st Sep 2025 
 

• Enter in the End Date, confirm the 31st Aug 2026 
 

• Click on green Create Academic Year button and the new Academic Year will be created 
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2. Setting up your Intake Season 
 
Students > All Students > Applicants 
 
 
 
 
 
 
 
 

• Click on the green Add button 
 
 

• In the Academic Year, select the 
2025/2026 Year 
 

• Type a name for your Intake Season 
Name (e.g. 25/26 New Starters) 

 

• Enter a Start Date 
 

• Enter an End Date 
 

• Input a number into the Published admissions number field – this is optional and is the total 
number capacity for the Intake which is set by your LA.  Leaving this blank caused no issues 

 

• Input a number in the Target application number field – again, this is optional and is the total 
number of applications you are expecting to receive. Leaving this blank caused no issues 
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• Click on the green Create Intake 
Season button 
 

• You will then be shown the 
Overview page for that Intake 
Season you have just created 
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2a. Adding Applicant Buckets (Optional) 
 
Students > All Students > Applicants 
 
Creating Buckets allows you to group certain pupils together, for example, Siblings, LAC, SEN, etc.  If 
you do not want to use buckets, you can leave this area blank 
 
 

• Click on the Intake Season you want to work with (E.g. 25/26 New Starters) 

 

• Within the Applicant Bucket area, click on the green Add button 
 

• Type in a Bucket name 
 
 
 
 
 
 
 
 
 

• Click on the green Save Changes button 
 

• Repeat this process for any other Buckets you want to create.   
 

• You will then see the list of buckets as shown below 
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2b. Adding an Intake Group (Optional) 
 
Students > All Students > Applicants 
 
Intake groups contain students based on the results of aptitude testing or other admissions criteria.  
These can also be used for creating multiple intakes within an academic year e.g. if you had an 
intake of nursery and reception students and wanted to split them.  If you do not want to use Intake 
Groups, you can leave this area blank 
 
 

• Click on the Intake Season you want to work with (E.g. 25/26 New Starters) 

 

• Within the Intake Group area, click on the green Add button 
 

• Type in a Group name 
 

• Enter in the Expected admissions date by clicking on the calendar icon 
 
 
 
 
 
 
 
 
 

• Click on the green Save Changes button 
 

• Repeat this process for any other Intake Groups you want to create.   
 

• You will then see the list of Intake groups as shown below 
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3. Adding Applicants 
 
NOTE:  ADT (Automated Data Transfer) Files are not supported within Arbor 
 
There are five different ways to add applicants 
 

a. Uploading an ATF File (Applicant Transfer File) 

b. Uploading a CTF File (Common Transfer File) 

c. Manually adding Applicants 

d. Using Arbor’s Applicant Spreadsheet 

e. Adding Excising Enrolled Nursery Pupils 

 

3a. Uploading an ATF File (Applicant Transfer File) 

 
School > Data > Import > ATF Import 

• Click on the green Add button 

• Click on the Browse button to locate your file 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Click on the green Upload ATF button 
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3b. Uploading an CTF File (Common Transfer File) 

 
School > Data > Import > CTF Import 

 
 

• Click on the green Add button 
 
 

• Click on the Browse button to 
locate your file 
 

• Select the Default Intake Season 
(e.g. 25/26 New Starters) 
 

• Click on the green Upload CTF 
button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Click on the orange Create New Student button 
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• The slide out show information about the 
student 
 
 
 
 
 
 

• Click on the green Import now button 
 

• Click on the green OK button to confirm 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• The student will then be added to the Intake Season 
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3c. Adding an Applicant Manually  

 
Students > All Students > Applicants 
 

• Click on the Intake Season you want to work with (E.g. 25/26 New Starters) 

 
 
 
 

• Click on the Applicants option in the left-hand menu 
 
 
 
 
 
 

• Here you will see any pupils that you may have imported via a AFT or CTF File 
 

 

• To add an applicant manually, click 
on the green Add button 

 

• Click on the Create applicant for 
new student option 
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• A slide out will appear (as shown here) 
 

• Fill in the following fields for the New 
Student 
 

• Legal first name  

• Legal middle names  

• Legal Last name  

• Sex  

• Date of birth 

• Intake Bucket (optional) 

• Application Date 

• Application reference number (optional) 

• Expected admission date 
 

• You will not be able to select an 
Expected Year group or Registration 
form yet as you have not setup your new 
school setup yet.  You can come back to 
this at a later date. 
 

• Click on the green Save Changes button 
 
 
 
 
 
 
 

• Fill in the following fields for the New 
Guardian 
 

• Title 

• First name 

• Last name 

• Sex 

• Relationship 

• Legal guardian 

• Primary guardian 

• Authorised to collect 
 

• Emergency Contact 

• Home Number 

• Mobile Number 

• Work Number 

• Email address 

• Postal Address – Add New Address 
 

• Click on the green Add Guardian button 
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• The system will then check to see if this 
guardian already exists and gives you a 
choice 
 
 
 
 
 
 

• For this exercise we will create a new 
guardian, click on the green No, Create 
New Guardian button 

 
 
 
 
 
 
 
 
 
 
 

• Enter in the Address details 
 
 

• Address Line 1 

• Address Line 2 

• Address Line 3 

• City/town 

• Post code 

• Country 
 
 
 
 

• Address type 

• Moved in date – this can be removed 

• Correspondence address 

• Lives here too 
 

• Click on the green Add Postal Address 
button 
 

• The student is then added to the Intake 
Season 
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3d. Adding new Applicants using an Applicant Spreadsheet  

 
Students > All Students > Applicants 
 

• Click on the Intake Season you want to work with (E.g. 25/26 New Starters) 

 
 
 
 
 

• Click on the Applicants option in the left-hand menu 
 
 
 
 
 

• Here you will see any pupils that you may have imported via a AFT File, a CTF File or 
manually added 
 

 

• Click on the green Add button 
 

• Click on the Download applicants 
template option 
 

• Click on the green Download Template 
button 

 
 
 
You can also find this template in 
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Students > All Students > Applicant 
Uploads > Download Template 
 

• The template will download into your 
downloads folder and will appear in the 
top right corner of the screen 
 

• Click on the file and it will open in 
Microsoft Excel 
 

• Click on Enable Editing button 
 

NOTE: DO NOT change the header names or the order 
 

 
 

• You can now fill in the spreadsheet with the new student applicants details.  The spreadsheet 
contains all the fields that you saw when adding in a student manually.  You can fill in as much 
as you can. 

 

• Click on File 
 

• Click on Save As 
 

• Choose your Downloads folder 
 

• Filename = Applicant_template_file_25-26_New_Starters 
 

• Click on Save 
 

• Click on Yes to overwrite existing file 
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• Close the spreadsheet 
 

 
To upload the spreadsheet 
 
Students > All Students > Applicants 
 

• Click on the Intake Season you want to work with (E.g. 25/26 New Starters) 

 
 

• Click on the Applicants option in the left-hand menu 
 
 
 
 

• Click on the green Add button 
 

• Click on the Upload applicants option 
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• Click on the Browse button and locate 
the spreadsheet file 
 

• You may want to fill in the following fields 
- Intake season group and the 
Expected admission date but if you 
have that info in the spreadsheet, then 
this will not be necessary 
 

• Click on the green Upload button 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

• You will then see the Applicants Upload 
Summary screen 
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• If you are happy with the summary, click on the green Confirm and import Applicants button 
 

• Click on Import to confirm 
 

• Click on the Applicants menu item and you will see the new applicants listed 
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3e. Adding existing Nursery Pupils to an Intake Season  

 
Students > All Students > Applicants 
 

• Click on the Intake Season you want to work with (E.g. 25/26 New Starters) 

 
 

• Click on the Applicants option in the 
left-hand menu 
 

• Click on the green Add button 
 

• Click on the Create applicant for 
existing student option 
 
 
 
 
 
 
 
 
 
 

• Click in the Student field and 
find your nursery student 
 

• Select the Intake bucket 
 

• Select the Intake season 
group 
 

• Click on the green Save 
Changes button 
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• The nursery student will then be added into the Applicants area 
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4. Managing Offers 
 
Student > All Students > Applicants 
 

• Click on the Intake Season you want to work with (E.g. 25/26 New Starters) 

 

• Click on the Applicants option in the left-hand menu 
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In this area, you can use the Bulk Action options to: 

• Make Offers 

• Accept Offers 

• Reject Offers 

• Withdraw Offers 
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4a. Making an Offer 

 

• Click on the Students tick boxes required 

 
 
 
 

• Click on the green Bulk Action button 
 

• Click on Make offers 
 
 
 
 
 
 
 

• Click on the green Make Offers button 
 

• The Status will then change for those students 
to Offer made 
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Sending Offer Letters to Guardians  
 
Student > All Students > Applicants 
 

• Click on the Students tick boxes required 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Click on the green Bulk Action button  
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• Select the option Send Email to Primary Guardians and the screen below will display 
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• The From box will have the School name 
 

• The To box will already contain the guardian details 
 

• Type in your Subject (e.g. Offer Letter)  
 

• Type out the body of the email  
 

NOTE:  At this point you may have a pre-loaded template you may want to use.  To load this 
template, click on the Load Email template box in the top right).  These can created in the following 
area: 
 
School > Communications > Templates & Layouts > Templates 

 

• Add any Attachments (if necessary) 
 

• Click on the green Proceed >> button 
 

• The next screen (as shown below) will show if there are any issues with the guardian email 
addresses.  Resolve any issues by clicking on the Recipients name and adding an email 
address 
 

• Once all the recipients are showing a green tick, click on the green Send now box 
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4b. Withdrawing an Offer 

 

• Click on the Students tick boxes required 

 
 
 
 

• Click on the green Bulk Action button 
 

• Click on Withdraw Students 
 

• Click in the Withdraw reason and select one of the 
options 

 

• Click on the green Withdraw students button 
 

• Click on the green Withdraw button to confirm 
 
 
 

• The Status will then change for those students to 
Withdrawn 
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4c. Accepting an 

Offer 

 

• Click on the Students tick boxes required 
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• Click on the green Bulk Action button 
 

• Click on Accept Offers 
 

• Click on the green Accept Offers button 
 
 
 

• The Status will then change for those students 
to Offer accepted 

 
 

 
 
 
 

 

4d. Rejecting an Offer 

 

• Click on the Students tick boxes required 
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• Click on the green Bulk Action button 
 

• Click on Reject applications 
 

• Click on the green Reject applications 
button 
 
 
 

• The Status will then change for those 
students to Rejected 
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5. Managing Admission Appeals 
 
Student > All Students > Applicants 
 

• Click on the Intake Season you want to work with (E.g. 25/26 New Starters) 

 

• Click on the Applicants option in the left-hand menu 
 

• Select the applicant by clicking on their name 
 

• A slide out will appear, click on the grey More information button in the bottom right 
 

• Click on the green Lodge appeal button in the top right 
 

• The slide will appear as shown here on the right 
 

• Record the Lodged date 
 

• Record the Hearing date 
 

• Type a Narrative regarding the appeal 
 

• Click on the green Lodge appeal button 
 

• You will then see the Appeal logged at the bottom 
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NOTE:  Any appeals logged here will be collected automatically during the Census 
 

Once the Appeal hearing has taken place, you can return to this area to record the outcome 
 
Student > All Students > Applicants 
 

• Click on the Intake Season you want to work with (E.g. 25/26 New Starters) 

 

• Click on the Applicants option in the left-hand menu 
 

• Select the applicant by clicking on their name 
 

• A slide out will appear, click on the grey More information button in the bottom right 
 

• Click on the Appeal at the bottom 

 

• The Slide out will appear, click on the 
orange Edit button 
 
 
 
 
 
 
 
 
 
 

• Here you can record if the appeal was 
Upheld, Withdrawn or rejected (e.g for 
this exercise, we will click on the red 
Reject button) 
 

• Confirm the selection again by clicking on 
the red Reject button 
 

• You will then see this reflected in the Appeals area (as shown below) 
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