INTERNATIONAL

“‘2' DENBIGH

Administration
Solutions
for Education

DENBIGH
ADMINISTRATION

Enrolment Enquiries

www.denbigh.com.au ABN 99 167 352 749 PO Box 3166
Narellan NSW 2567

Tel +61 24647 1375 Macarthur Anglican School Australia

Fax +61 2 4647 3410 Cobbitty Road



V4
> DENBIGH
INTERNATIONAL
Administration
Solutions
for Education

www.denbigh.com.au ABN 99 167 352 749 PO Box 3166
Narellan NSW 2567

Tel +61 24647 1375 Macarthur Anglican School Australia

Fax +61 2 4647 3410 Cobbitty Road



Table of Contents

Enrolment ENQUIFIES ...civuiiiiiemirissmssssnsmssansmssssssanssssnnssssnnsssnnnssnnnnnnnns 4q
Make new Enrolment ENQUIrY ..ccccevicrminmmssesmsssmsssnssssnnsssnnssssnnnnnnns 4q
Enter the Inquirer's details .....ccccvviiiirissinss s sssn s sssnnsnnnnnnnnns 5
Enter the Candidates (Student) Details..........cccvvimrnnnrnnnsnnnnnnnaes 6
Enter the Family Address ....ccciviemmminmmrmsnnmmssensmsssssssnssssnnsssnnnsssnnnnnnns 7
Enter the Mother and Father's Details .......cccivvimmiiinnnnsnnnsrnnannnnnes 8
Send ProSpeCtUS....ccuuremmrisnnsmssnsssssnssssnssssanssssnnssssnnsssanssssnnsssannssnnnnnss 9
Correspondence to the Enquirer......ccccvvsmrisesssanssssssssnsssssnssnnnns 10
Correspondence - Template type.....ccccivvirinmnnsrssesssssssssnnssnnnnss 11
Correspondence - Letter Template ......cvvevvirnnrmsssssssssnnsssnnss 12
Correspondence - Sign off and Signhatory ........icecivvimmnnnrssnnsnnnnns 12
Correspondence - Choose Sighature........ccuvirivmmrmsssssnsssssnsssnnnss 13
Correspondence Print......ccccvveciimimsssmsnsssssssssnssssnnsssannsssnnssnnnns 13
Prospectus Sent........cciiiiiiiiiiisis s rsirsns s rnrs s s 13
Correspondence Stored .......cuvemrrinmmrmsnnrmsnnssssnnsssanssssnnsssannsssnnnsnnnnes 13
Notes/Reminders/FolloOWUP ..ccccciiiiiccsinnisss s ssssssssssnssnnnssssnnnnnes 14
01 3 T T e 14
Move the Student to Future Students.........ccivviimiinnnsnsssnnnnnas 15
Add Enquiry to Main Database........ccvvemmiiemrmsnnmmmsnsnssnnsssanssssnnnnnnns 15
Enrolment Enquiry Family Creation .......ccuveiiinemmsnesssnsssssnssssnnsnns 16
Family Creation ....cciicciiinmmsenmmssnsssssnssssnsssssnssssnnssssnnsssnnssssnnssnnnnnnns 16
Add Parents to Main Database..........cvcciviinisnnsssnssnsssnnssnnnsnnnss 17
Adding Student ........cociciiii i s 18
New Future Student ........c.vicciiimnnrmsssss s ss s sssan s sssnnnsnnnnnnns 19

ABN 99 167 352 749 PO Box 3166
Narellan NSW 2567

Australia

www.denbigh.com.au

Tel +61 24647 1375
Fax +61 2 4647 3410

Macarthur Anglican School
Cobbitty Road




Enrolment Enquiries

Families Students Reminder Note: Actioned
li  9/15/2010 - Fiood
~ = Welcome to Denbigh Administration Lt
i M
oY S5 You are logged in as "Mr J Denbigh"

BB E

Finance
= N Privacy reminder
The Schoo! is bound by the National Privacy Principles contained in the
Y — XLs, Commonwealth Privacy Act 1988. A high standard of care must be
Enrolment Export Menu ised by those ing personal i ion on Denbigh Admin,
Enquiries e | 50 that use or di of such i ion is Emited to

closely linked to the welfare of the persons concerned.

E@‘féﬂ

Calendar Print Menu [ LeavePhone Message | [ Viewallmy |

Main Menu THE DENBIGH DEMONSTRATION SCHOOL

From the Main Menu - Click on Enrolment Enquiries

Make new Enrolment Enquiry

N.OLO Task

Make new Enrolment Enquiry?

( No ) ( Yes )

Y/
Click Yes to enter a new Enrolment Enquiry
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Enter the Inquirer's details

e o mme(w» Mobie 0 Email )
|7/07/2011 || Denbigh |[30hn Il lIMr lI4647 1375 |[4647 3410 [jdenbigh@denbigh.com.a
7 Denbigh ] Kﬂ’l\g‘l’ﬂe Mr J Denbigh

| Serd Prospech Ll
| m ]

Enter the details of the person making the enquiry. Defaults to today's
date. 1 - Surname, 2 - First Name, 3 - Second Name (if applicable), 4
- Title, 5 - Home Phone, 6 - Work Phone, 7 - Mobile Number, 8 - Email
address. The Salutation and Mailing Title Fields are created
automatically.
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Enter the Candidates (Student) Details

Date FirstName  Second Names Title  Phone (Home) Phone (Work)  Mobile Email
17/07/2011  Denbigh iohn M 75 14647 3410 110404 040 ifiden
on Mailing Title :Mr ] Denbigh

Dear Parents

S — — L

1- Surname, 2 - First Name, 3 - Gender (drop down list), 4 - Date of
Birth, 5 - Choose from First contact, Prospectus Sent or Application
Form Sent, 6 - Enter the year group the student will commence, 7 -
Enter the Calendar year of commencement
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Enter the Family Address

Date First Name Second Names: Title Phone (Home)  Phone (Work)  Mobile Email

Send Prospectus Ig}

Enter the Family address and Family name.
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Enter the Mother and Father's Details

Date First Name Second Names Title Phone (Home)  Phone (Work)  Mobile Email
[7/07/2011 | Denbigh |[30hn I |[Mr—1[4647 1375 |[4647 3410 |[0404 040 | jdenbigh@denbigh.com.au |
Salutatien |Mr Denbigh Mailing Tle |Mr ] Denbigh

I |

A Serd Prispochs L

If the person making the enquiry is the Mother or Father, just click
"Enquirer is Father" or "Enquirer is Mother". It will copy the details to
the appropriate Fields.

www.denbigh.com.au ABN 99 167 352 749

Tel +61 24647 1375 Macarthur Anglican School
Fax +61 24647 3410 Cobbitty Road

PO Box 3166
Narellan NSW 2567

Australia



Send Prospectus

Date First Name Second Names Title Phone (Home)  Phone (Work)  Mobile Email
[7/07/2011 | Denbigh |[3ohn i |[Mr_ /4647 1375 |[4647 3410 (0404 040 |/jdenbigh@denbigh.com.au
Salutatien |Mr Denbigh Mailing Tile | Mr J Denbigh

Mr and Mrs Denbigh

Denbigh o |Mr_|l46471375  |/4647 3410 jdenbigh@denbigh.com.

Denbigh  Juie  |Mrs Jl47461375  |/4647 3410 judenbigh@denbigh.com.

| SO Prospochs L

Click the "Send prospectus" button to create the correspondences for
send the Prospectus.

The Options for sending the correspondence are “"Denbigh” or
“Hardcopy”. Hardcopy option will just check the Sent check box, not
other action is taken from the user. Denbigh will take the user to the
Correspondence function to compose a letter that can sent sent or
emailed.

000 Message

Send via

e oo | (T
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Correspondence to the Enquirer

Phone (Home)  Phone (Work)  Mobile Bl Email

Date FirstName  Second Names Title
24/06/2011 | Wijmans |[Roel f Jmr | I I |

Correspondence can be sent to the family either as a letter or via
eMail. Click "New Letter to enquirer" button.
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Correspondence - Template type

Select Type &

Enauiry Response Letter [v]

) Absence Letters |
Street : PO Box 3166 Acamuc warning
Suburb/Sate/PCode : Narellan | INsw 2567 Enquw Response Letter

Excursions

High School

Middle School

Permission Letter - Tear Off
= Body Reference

Registrar - Applications
SMS to Community Member
SMS to Staff

SMS To Student
Suspension Letters
Warning Letters

Informal Salutation

-

Print Detail
Fﬂﬂt Media : Printer v respondence Print No letterhead L. l

The Enquirier's details will be added to the letter. Choose the type of
letter to be created.
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Correspondence - Letter Template

—— Date and Select Type &
Date : {Enquiry Response Letter [vi
Mailing Title : Type
popary: | )
. ,_sf; P.()Bl?xISlSS Insw 2567 10 Thank You for Your Enquiry-Information
Country :
Email
Salutation : Dear Mr Gort ! Informal Salutation|_:
— Body
— Sig y Detail
Print Detail
ljn’nt Media : Printer vi spondence Print No letterhead [
canct | | ok | [ e |
Choose the letter template to be used.
Correspondence - Sign off and Signatory
Detail
Sign off : [Yours sincerely oo | v
Rl Yours sincerely |
Position : | Kind regards
Yours faithfully
Pt it .
Print Media 3 Print Layout : Correspondence Print No lefterhead ..ot lod ‘
[omet | [ ox [ eim |
Click the drop down list to choose the Sign off, Signatory and the
Position.
www.denbigh.com.au ABN 99 167 352 749 PO Box 3166
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Correspondence - Choose Signature

y Detail
on O 1 ivi
sanoff Kind regards 1 L Croose B
Signatory John Denbigh ignatur
pesition Head of Middle School
Qualification: H
Print Detail
Frint Media : Printer vl brint Loyout : Corresendence Brink Nio Tektarhasd 1 ‘
[ ome || oK | | Print |

Signatures can be stored in the Staff file and used in Correspondence.

Correspondence Print

Print Detail
e i — pint Loy - Gorespondence Prink No letierhead 51 |
PDF [ oo | | ok | [ eim |

[ .

Click the Print Button to Print the letter, save as a PDF or Email.

Prospectus Sent

Prospectus

The Prospectus Check box with fill after the letter has been created.

Correspondence Stored

Date Surname First Name Second Names Title Phone (Home)  Phone (Work)  Mobile Bl Email
[23/04/2012 |waters |[Peter I |IMr ][2020 2020 || |lo402204 ][
Saiutation |Mr Waters Mailing Title |Mr P Waters
Enquiry Details Correspondence Email Notes / Followup | Charts
[E=3| To Correspondence Menu I
| ./ Newletter to enquirer I
Date Title Signatory Body
> [20/01/2014  |[Thank You for Your |Jane Denbigh | Thank you for your recent Enquiry about our school. Please find || —

& |
attached an application form to fill out if you desire to send your
child Greg Waters to our school. @

]

The letter is stored under the Correspondence tab or Email tab if the
correspondence was emailed.

www.denbigh.com.au ABN 99 167 352 749 PO Box 3166
1 3 Narellan NSW 2567
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Notes/Reminders/Followup

Date S First Name Second Names Title  Phone (Home) Phone (Work) ~Mobile S Email
123/04/2012 ;Waters iPeter iMr 10402 204}
% Mailing Title

Still need to receive birth Certificate | 20/01/2014 20/01/2014 : DENJ
Jane Denbiah Ring to confirm tour.
< &

Add notes or reminders.

Charts

StartDate i  1/01/2012  EndDate :
Where did you hear about the school

[m] @ Fiend @ Google @ Newspaper

Newspaper
20.00%

Please remember to

reset the graph each

time. The records (%38 l/eo
need to be sorted ’
Correctly.

Start and End dates must be entered to set the Graph. Enter the date
range to check for marketing details and then click "Set Graph".

www.denbigh.com.au ABN 99 167 352 749 PO Box 3166
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Move the Student to Future Students

Date First Name Second Names Phone (Home)  Phone (Work)  Mobile Email
i7/07/2011 _:Denbigh “46471375 46473410 0404 040  :jdenbigh

Find the student to move, click "Move to Main DB". Note: Ensure
that all details for the parents including Family name has been entered
before moving to the main database. Details about the Student or
family can not be changed once this process has begun.

Add Enquiry to Main Database

|11/o1/2011 IM IIJane lFemale 16/08/2005 ||
Given Names

Date of Birth Status

When the Famlly, Parents and Student records above have been successfully added to the Main Database,
a "Complete Transfer” button will be enabled below, to finalise the transfer of the candidate to Future Students

—

It will now go through steps to add the family, parents and student to
the main database. The system will check for anyone that would

www.denbigh.com.au ABN 99 167 352 749
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already be in the database during this process. Click the "New"
button, or if the family exist, click the arrow beside the family.

Enrolment Enquiry Family Creation

Family Name: [Denbigh

The family details will be added automatically for the family.

Family Creation

11/01/2011 |/ Denbigh |[3ane | [Female |[16/08/2005 || ]
Date Surname Given Names Gender Date of Birth Status

When the Family, Parents and Student reccrds above have been successfully added to the Main Database,
a "Complete Transfer” button will be enabled below, to finalise the transfer of the candidate to Future Students

www.denbigh.com.au ABN 99 167 352 749 PO Box 3166
16 Narellan NSW 2567
Tel +61 24647 1375 Macarthur Anglican School Australia

Fax +61 24647 3410 Cobbitty Road
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The status will show when the Family has been added. Press the next
button to add the Father and Mother.

Add Parents to Main Database

1[01(2011 [[D-_blll_l ILne I Ie 16/08/2005 ||

Date of Birth Status

When the Famlly, Parents and Student records above have been successfully added to the Main Database,
a "Complete Transfer” button will be enabled below, to finalise the transfer of the candidate to Future Students

Click New to create or if there person already exists, they will show in
the list.

www.denbigh.com.au ABN 99 167 352 749

Tel +61 24647 1375 Macarthur Anglican School
Fax +61 24647 3410 Cobbltt_y Road
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Adding Student
~ AddEnquiry to Main Database

111/01/2011 ::Denbigh Jane |:Female _::16/08/2005
Date Given Names Gene

der Date of Birth Status

When the Famlily, Parents and Student records above have been successfully added to the Main Database,
a "Complete Transfer” button will be enabled below, to finalise the transfer of the candidate to Future Students

Enter the students name to check if the student already exists in the
Database. Click New to add the student, or the arrow next the
students name if they already exist.

www.denbigh.com.au ABN 99 167 352 749
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New Future Student

Main Back View As Find Find Print Letters Enrol Student Current Former Family ‘Community Staff
A o Shud, Details

Menu List Student All Menu Student Details Details
Future Student Details
© 109258 Smith Jane Female  1/01/2011
% Student I [#g }s.uname % }Firsz Name |% }Seocnd Names % ;Kncmn as %y }cender " :DAo,a. % }Acw [ :EnYr " :Sm(us
Family Details Parents / Guardians
© SMITHO7 Smith John Smith 2933 2938
Family Code #)| Family Name Home Phone Father Work Phone
Propaty Email [[] Family eMail
Street : | Hansen Ave
Suburb/Sate/PCode : Cobbitty Nsw 2570 Mcfer Vierk Phone ] Family eMail
Country : Email amily eMail Update " Q
General Information I Enrolment Application T Future Classes T Notes T Correspondence T Email T Medical information
Personal Details Future Student Siblings
Ac. Yr Given Names Enrciment Year
Country of Birth Nationality Religion Current School Codes
Schools Details
OS Student
Boarding Status. OS Student House Boarding House Enrolled Siblings
Staff Ac.Yr Given Names Boarding Status
Deposit Date Received Deposit Receipt Staff
Clergy
Enroiment Fee Date Received Campus Clergy
Enrolment Options Former Student Siblings
Reg Date Ac.Yr Enrolment Yr Enrol Date Term  Status Ac. Yr Given Names Cohort
12 Jan 2011 juf
@
Audit History

The student will then be moved to Future Students and the Family

created in the Family file. See Adding a Relationship in the Family File

(See Creating a Family, adding Students and Parents).
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