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• Types of Applications
• Application Settings
• The Application Process
• Editing the Application
• The Inquiry Form
• Admissions Workflow

**This webinar assumes a basic understanding of ClassReach applications and the 
application process

Overview



There are TWO Applications!

1.Family Application 
2.Student Application



The Student Application
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Applicants experience 
workflow as 1 form

                               with
                              3 pages.

Applicants will only click 
submit once at the 

         end of 
                      the student

      application page

Admins work on the
                application as 3

                         separate
                                        forms

                             as seen here.
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People Page
Application is now showing as “In Progress” 
on the People Page of the Admin account
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Video of the Steps to Complete the Application



Confirmation Screen
This is the screen that comes up for the 

applicant after they click “Submit 
Application”In Progress

Awaiting Approval
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Notification Email Sent to Admin
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People Page
Application is now showing as “Awaiting Approval” 

on the People Page of the Admin account

By selecting the 
checkbox next to the 
application, you can

    take               Action
                       on it

Send a Welcome Email 
Or

 Archive the Application
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You can edit the 
application in the  

“Awaiting Approval” 
                  state. 

Click the pen and paper 
icon for Family, Guardian 
     or Student to Edit that 
                         application.
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You also have the option
 to delete a user from 
the Application…or…
You can add users – 

Guardians or Students
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Editing the Application



The Inquiry Form

• Used to begin the process and request an application
• A Guest Form that can be sent to anyone or posted on the website
• A mechanism to manage admissions workflow



An Admissions Workflow

• To manage all the steps and not miss anything 

1. Inquiry Form
2. Application
3. Enrollment Form



Admissions Workflow

Step 1
Inquiry Form
• Send Application
• Reference Letters
• Interview scheduling
• Interview notes
• Assessment of students
• Application Fee Paid
• Headmaster Approval



Admissions Workflow

Step 2
Application Forms



Admissions Workflow

Step 3
Enrollment Form
• Gather more data

• Contacts
• Medical
• Tuition Payment options

• Enrollment Fee
• Enroll in classes
• Financial Agreement completed, signed, published



Q & A


