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If you have a problem with your password or log on please call 020 8825 9662 for
assistance.

If there’s anything that this document has not covered you’re welcome to contact us:
e In-Year Admissions 020 8825 5121 or email sguest@ealing.gov.uk
e Main Round Admissions 020 8825 9662 or email jbradley@ealing.gov.uk (not
for parents)
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Logging On
Ealing Portal

In a web browser, type the following blink:

http://sam.ealing.gov.uk/Website/login.aspx?ReturnUrl=login.aspx

Safety ~ Tools ~ @~

www.ealing.gov.uk

blic or shared computer
a private computer

and OneSarve 2011 Esling Council. Al rights

&P Internet | Protected Mode: On

Insert your Ealing login name and password

(*Your log in screen may appear differently from the above screenshot)
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http://sam.ealing.gov.uk/Website/login.aspx?ReturnUrl=login.aspx

School Admission Module (SAM) Log on
You will be presented with the School Admissions Module login.

This log in is unique to the school and users should already be in receipt of this. If you are
not please contact us to request this information.

User names typically start with a “W”
Passwords typically start with “sam”

%8 School Admissions Module: Login - Windows Internet Explorer = | (S| S—)
& () = [2] httpsi/vsam.caling.gov.uk/Website/login.aspx?Returnl ~ & | B | 4+ | % | [[(E 8ing o ~|

+lr Favorites ey

& School Admissions Module: Login % v Bl ~ (= = ~ Page~ Safety~ Tools~ @~v

Sign in
TRIB AL
H H Password:
School Admissions Module
11.2.001 E—
Copyright © 2011, Tribal Education Ltd

Done &P Internet | Protected Mode: On fa — ®|100% -
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Viewing rounds/Year Groups

Choose your year group/round from the Admissions Round down drop down menu, you can
typically choose from In Year Reception — Year 11 rounds as well as Main Round Reception,
Year 7 and Junior Transfers:

7} 5chool Admissions Module: Login - Microsoft Internet Explorer ;lilill
J File Edit View Favoribes Tools  Help | l.;'

) s @ A z
J Qﬁack ML 7 B |_L| |§| (l ‘ 7 Search . Favorites \i = o

Jnddress I@ https:/fsam.ealing.gov.uk/\Websitefround. aspx j =1 Go
JLinks @ Ealing Intranet :g'] Google :g'] TFL :g'] Address Finder @ School Search @'] Yacancy :g'] Framework. @ MHiEate @ Edubase @'] IYA LBE @ LGFL @ WYacancies

TRIBAL

Current School: S a School Admissions Module 12.1.001

Using the drop down list below, please select the Admissions Round that you wish to view applications for. Alternatively, select Round mMansgement to
wiew all Rounds.

Admissions Round ‘I “é) Found Management

In Year2 2011 -
In Year3 2011
In Year 4 2011
In Years 2011

In Yeard 2011

In Year 102011
In Year 112011 I
Junior 12413 Main Round x

Copyright & 2011, Tribal Education Ltd =l

€] cane [ [ 5 NJroclnmenee |
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Once you have selected your round the below should automatically load up:

/) School Admissions Module: Applicants - Microsoft Internet Explorer

J File Edit Wew Favorites Tools  Help | #
J eﬁack - O - @ @ {;j ‘ pSearch *Favnr\tas @| 8' ,2_; - |_J @
| pedress [ ] s fsam.caling.gov.udfwebsiejdefaut. aspx B

JLlnks a Ealing Intranet a Google a TFL a Address Finder a School Search a Wacancy a Framework a MiGate a Edubase a IYA LBE Q LGFL Q Wacancies

|

Preference statistics for your school.

Statistic Name

¥ Total Applications 328

¥ Total Applications On \Waiting List 58

¥ Total Withdrawn Applications 38
Select Band: =l

Performing an applicant query allows you to see a list of applicants to your school and rank them according to your admissions criteria.

B view Rankings L_ﬂl Yiew Indicators/On Roll Date
Rank Waiting List

Import and export files.

Import Waiting List

Predefined reports and adhoc querying.

€ view waiting List &) view Withdrawials
i Query Preferences

=l
i BRI T —
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| want to view all my applicants

Click on B-¥ Query Preferences (hottom left of the page) to see a list of pupils both
ranked and unranked, with all statuses: Place Offered, Place Declined, Place
Requested, Waiting List, and Withdrawn.

The Query Preference page will appear as follows:

a School Admissions Module: Applicants - Microsoft Internet Explorer = ZII

J File Edit “iew Favorites Tools Help | .4'
J eﬁack - ‘.J - d @ ;\]‘/?j Search H;n:( Favorites {‘3| < :ﬁ E - _J

J Address I:éj https: ffsam.ealing. gov.uk/Websitejreport. asp:x j =
J Links @ Ealing Intranet @ Google @ TFL @ Address Finder @ School Search @ Yacancy @ Framework. @ MGate @ Edubase @ IVALBE & LGFL & ] Yacancies

ort| Ho L ound | Logout !

TRIBAL

Current School: k] Current Round: In Ye {Deadline School Admissions Module 12.1.001

E @ Searches for a value in any columnn

@ Remember to click on the #4 (Search) button after changing the guery parameters.

Page Size: 800 ¢ 250 & 75 £ 25 O Al Pupil Selection: & Applicants  Waiting List Status: 0 0n OO & Al
Preference Status: ¥ Place Requested W Place Accepted W Place Withdrawn [ Previously Accepted

Highlight Preferences: Changed between |26/06/2012 and 2640672012

Expart to Excel | 2] Exportto CSv | T Expart Al Fields | e Display Options | © Home # Search

There are 327 records matching the current selection.

Showing preferences 1to 75 of 327. 12345 '

- Preference | Stalus Last A - FSM Review
fdiename m Updlled m SISt tome £ Sode “
Al 42 304 Mo

(I - occ Rooue . 0209/2011 1 Distance

(e o Accepted 02/09/2011 1. All Ealing School 307 Yes
. - oce Accepted 02008/2011 1 All Sibling an7 Mo
N Flace Regue.. DZ08/2011 1. Al Distance &1 213 Mo
e Fcce Declined 2900872011 1. All Ealing School 307 Yes
I Place Accepted 02/09/2011 1... All Ealing School an7 Tes

Plare Accanted N7N417011 1 &1l Sihlinn anT Ves L'I
| &] Done ’_,_’_,_’—é_ %J Local intranet

You can filter your searches using the bar below:

- Preference Status Last - .. FSM Review

Click the option once and it will arrange itself in descending order i.e. latest date to
earliest date or or a-z. Click the option a second time and it will arrange itself in
ascending order i.e. earliest date to latest date or z-a.
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You can view a child’s details including contact information by clicking the child’s

name:
ns Module: Applicants crosoft Internet Explorer provided by London Borough of Ealing == =]
File Edit W“iew Favorites Tools Help ﬁl
<& Back + =p - @ @ ‘ @5earch @Favontes @ | %v e
Address Ig‘l https:Jisam.ealing. gov, ukiWebsite/report, aspx j @GO
Links @Ea\ing internet @Ealing intranet @Admissmns @Gmgla @Hﬂma Transport for Londan @Schml Search @Address Finder @In—year admissions

Current School:

{@Back » = -

Address I@j hitps:/j

Lir

Page Size:
o Preference St
Highlight Prefi

Export to £

PuEiIs

Showing prete

Forename

Application
Reference

Name

DOB

Gender

Current School
Locked After

SEN

Preference Scheol

Preference Rank
Distance
Address
Applicant Name
Relationship
Responsibility
Address

Home Phone
Work Phone
Mobile Phone
Social/Medical

Female

Allenby Primary School (Ealing)
Mo

Mo

Beaconsfield Prlmary & NUI’SEI’Y Schoal
(Ealing)

et Avaliabie

|
|
|

Mother

TRUE

0200 I——

07940 I
3]

= P
anging the query parameters. -
® Applicants  Waiting List Status: ® On @ Off ® Al
M| Previously Accepted L
me #h Search

kA gciich UEry parameters
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| want to view new offers:

After an allocation has been completed and you have been notified that SAM has
been updated with new offers.

There are 3 ways you can view offers in Query Preferences:
One

At the top of your query preference page ensure the Freference Status: ;)

v . h .
button has theI I Place Accepted ticked only and SEarch these parameters i.e.
Preference Status: " Place Requested ¥ Place Accepted I Place Withdrawn I Previously Accepted
Highlight Preferences: Changed between 26/06/2012 and 26/06/2012
Expart to Excel | 2] Export to csv | [ Export All Fields | e Display Ontions | & Home # se:

The offered applicants will show at the top of the listed pupils:

Preference Status Last
“IdUIename m Updﬂled m le Posnln" Home Ln code -ﬁ
S

Place Offared 200062012 1... All Distance
S fioce Offered 260620121, Al Distance a7 Ma
A qiccofercd  2ZEOA/ZONZT.. Distance 307 Mo
Two

Order applicants by sttt and find the applicants who have been updated as

Place Offered (they will likely not appear at the top as the Preference status will be
alphabetical).

Three
Check for new offers in the Query Preference tab and filter your search by order of
Status Last

Updated .

You will find the latest activity will be listed to include any applicants appearing as
Place Offered

Preference Status Last
Mlddlen'me m Upﬂﬂteﬂ m le Pn:nlnn Home L“ cude “ﬁ
— 3

Place Offered  26/06/2012 1., Distance
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I want to view no-choice allocations
You can view these in much the same way as regular offers:

In the &% Query Preferences page of your chosen round, amend the

Preference Status: i3 pytton with | ¥ P38 AEEEPIEL. 4y 04 only and

!ﬁw these parameters.

If this does work you should also order your applicants by sttt and find the

applicants who have been updated as Place Offered (they will likely not appear at
the top as the Preference status will be alphabetical).

Or you can order by BELEEEZIN and they should appear at the top, however, in

some instances no choice allocations do not have dates recorded by them and so
you can check by Preference Status to double check.

If you are in any doubt of in-year no-choice allocations made to your school you are
welcome to contact your in-year admissions contact for assistance.
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| want to rank my waiting list

This may or may not apply to you: for Year 7, due to the way the 11+ round was
rolled over you will have to select ALL if you are an own Admission Authority school.
This will not necessarily appear for schools if it does not form part of your 11+

selection process.

Help | I o |
TRIBAL

Current Sehoal: Currenl Round: In Yaar 7 2011 [Deie School Admissiens Module 11

Proference statistics for your school,
Siatistic Name

% Total Applicatons
% Total Applications On Waiing List
# Total Withdrawn Apglications

Select Band: |Al =l

Parforming an spplcant query allows you to see a list of applcats sdmisslons criteria.

B view Rankings L2/ iew Inglic3tors#Cn Roll Date
B Rank waiting LR

Import and expart files.,

B impore waiting List

Go to Rank Waiting List.

The box at the top of the page will appear as follows:

9 Toview the details of a pupil please click on the relevant name cell in the table below. To collapse/expand panel, click on the icon to the right
Press [CTRL]HSHIFT]HS] to assign selected pupils.

Highlight
Preferences: Changed between 04/10/2011 and [04/10/2011

™ Sibling ™ SEN [T Looked After | M Include Late

Display: @ (o Filter:
isplay. Unranked Ranked ilter. EEEnes
Page Size: 800 © 250 & 75 C 25 € Al Order By: Mame 'I Default Criteria: Lac 2

5 Assign Selected |$ Assign Al | Export to Excel ||I| Export to CSY | [ Export All Fields | Q\i Display Options | @Home
“Unranked” is the default dial button, so all new unranked applicants will appear
automatically. On the row of the unranked applicant the “criteria box” will be blank,
click to select the criteria from the drop down menu. The criteria of 11+ forms may
not apply to the in-year consideration criteria.

Showing applicants 1to 10of 1
oo [ 5o I

[ wme
| I

Ealing School
Distance
Copyright @ 2008, Tribal Education Ltd

If you have more than 1 unranked applicant you can choose the criteria for each
applicant and ¥ Assian Selected ik will assign the criteria you have selected for the
number of applicants you have updated and has a tick in the “select” box.
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| want to re-rank my waiting list

To un-rank and re-rank, you need to select the ® Ranked dia| button and you can
manually select them by ticking the “select” box. Then you can ¥ Unassign Selected gnd

go to the ©UMranked qia| hutton and the names will appear for you to re-rank as
above.

To see you ranked waiting list, presuming all your applicants have been ranked
appropriately for your round you should be able to view in the “Ranked Waiting List”

section of each round. You must select the © Fanked and

select Order By: ICrnena 'l

position.

and the applicants will appear in their ranked

W To view the details of a pupil please click on the relevant name cell iINghe table below. To collapsedexpand panel, click on the icon to the right.
Press [CTRL]+[SHIF T]+[5] toNave updated positions.

Highlight

Preferences: Changed between 04102011 and [n4/10:207

(oling I SEN I Looked After | W Include Late
Preferajces

Page Size: C 500 € 250 & 75 € 25 C Al Order By: Criteria 'l

Display:  Unranked * Ranked Filter:

<! Generate List Positions | &l Save Updated Positions |3b' Unassign Selected |3? Unassign All | Export to Excel |E| Export to C3Y |
v
[T Export All Fields | ~e Display Options | @Hume
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| want to add on-roll dates to SAM

This must be done in order to determine pupils who remain out of education who
can be identified as Children Missing Education and tracked into education.

In your chosen round click the QI Yiew Indicators/On Eoll Date

icrosoft Internet Explorer & ZII
J File Edit “iew Favorites Tools  Help | -.'f
J eﬁack - L) - |ﬂ @ t]‘/:j Search ‘g:\\'( Favorites €‘B| [:'v :\ﬁ E - _J
J Address I@ https:/fsam.ealing.gov.uk/\Websitejdef ault. aspx j Ga
J Links @ Ealing Intranet @ Google @ TFL @ Address Finder @ School Search @ Yacancy @ Framework. @ MHiEate @ Edubase @ IYA LBE Q LGFL @ WYacancies

Help | port | Change Round | Logout -]
TRIBAL

Current School: Schoal Current Round: In Year 2 2011 {(Deadline ) School Admissions Module 12.1.001

Preference statistics for your school.

Statistic Name

¥ Total Applications 0
¥ Total Applications On Waiting List a
¥ Total Withdrawn Applications a

Performing an applicant query allows you to see a list of applicants to your school and rank them according to your admissions criteria.

@ Wi R‘ankmgs L.: Yiew Indicators/On Raoll Date
B pank waiting List

Import and export files.

Import Waiting List

Predefined reports and adhoc querying.

It will take you to the following:

jons Module: Applicants - Microsoft Internet Explorer = ZII

| Fle Edi ¥ew Favortes Took Help |.’:

Jeﬁack - L) - lﬂ @ hll‘]‘/:jSearch ‘g:_\\'.(Favor\tes €‘B| [ T ; E - _J

J Address I@ https:Hsam.eahng.guv.uHWebsiteiind\catUrS.a5px?Search=&5urtCU\umn:Sib\ing+CUnfirmat\un&SUrtD\rEctiUn=ASC&Ind\catUr=5&QUERVﬁPagESizE=75&QUERVﬁIndicatur:‘I&QUERj o
JLinks @ Ealing Intranet @ Google @ TFL @ Address Finder @ School Search @ Yacancy @ Framework. @ MGate @ Edubase @ IVALBE & LGFL & ] Yacancies

i | L

Current Round: In { dline School Admissions Module 12.1.001

@ Remember to click on the #4 (Search) button after changing the query parameters

Page . ' Sibling ¢ Feeder ¢ Staff & On Roll Date ¢ Parent Acceptance

" o 8 ol o (o Indicator:

Size: SH0 £ 2e0 & A9 £ 28 Al " address Verification

& Home #h search

There are 116 records matching the current selection.

Showing preferences 1to 75 of 116. 112

I e I R

N Place Accepted 05/09/2011

L} On Line Decline

L] Flace Accepted 05/08r2011

] Place Accepted 05/09r2011

. ] Place Accepted 08082011

] Place Accepted 08082011

L] Place Accepted 05/09/2011

. ] Place Accepted 05/08/2011

A Place Accepted 05/09/2011 =l
& vore T [ 8 M|
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Ensure the © ONROIDAE qio| button has been selected and $3-SEAICN 4.
parameter and a list of names will appear. Where this is a blank in the
column you can click the edit symbol = this will open up the

On Roll Date

row for editing X once
you have entered the date (dd/mm/yyyy) you can save this change by pressing E:.

This will update the Local Authority interfacing Tribal Admissions, which lets us know
that we do not have to chase this applicant for a response and will not have to call
you applicant by applicant for a start date.
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Signing up to Egress

Go to http://www.egress.com/ and click register i.e.

g Egress Software Technologies | Egress Switch - Windous Internet Explorer

GO-
57 Favatites J 9 @) Intranet @ Ezling @) Ctax @) Frameworki @] Edubase @ vacancies @ Ira || LGFL € TFL Google @& Report @ | Royal Mail @) PLANWEE 4.0 g | Schoolfinder

22| +| & SO Support Ste - operat.. | [E Earess Software Techn... x | | J BB - 2 # v Page~ Safety ]

” © software technologies Live Chat

http/funsin e gress.com’ j B|#2]| % |}3 Bing

Register

£ty Account

UK +44 (0)871 376 0014
US 1888 505 8318

L fin] £1¢]

m What we offer  Who we help Suppart  Partners Media Prichg  About Us Search .

what can T share  — . N
Sign up using your usual email address:
& Egress Switch | Sign Up - Windeows Intern et Explorer ;Iilil
6\:} - I_ https:/fswitch.egress.cam/uifregistration/SccountCreate. aspx jl& Egress Software Technologies Ltd [| IRERS |53 Birg L=
"= Faworites iy Intranet Ealin Ctax Frarmewarki Edubase Wacancies Iva [7] LGFL TFL 2 Gaogle Repart Ravyal Mail PLAMNWER 4.0 Schoolfinder
w = el 9 €] €l €l gle @] Report €] Roy €] €l
25+ | i@ UsO support Site - operst.. | 52 Egress Switch [ SignUp x| | |G~ B - v Pagev Sy Tookv @~ 7
£ switch |Registrati0n [l Sign into Switch =
Sign Up
o Please enter your details helow to create a new Egress Switch user account Join our Trusted Network

Egress products and serices are
used by Governments and trusted
brands around the world

Email (Switch 109"

First name:*

Sign up faryour free account and
discover how Egress Switch has
changed the waywe share

Last narne: ™ | |

Fhane number:

Wle will not contact you unless yau forget your password and securly questions confidential data.

¥ Email me about product updates and services from Egress
Account Benefits

e Choose a strang password to protect your identity. Your Switch ID is a secure identity
This allows you to read and reply to

| | encrypted emails as well as access
large files that have been sent to you

securely.

Fassword:*

Confirm password:” | |
Minitmum 8 characters, with at least 1 UPPER case or number

= Selectyour own password &

Question #1: | What is your favourite colour? ;l security questions.
= Read & reply to encrypted emails
Answer #1:° | | Py o
forfree.
* Trackin real-time when your
Question #2: | Inwhat city do you wark? d ]
secure emails orfiles are
Answer #2.° | | opened.
™ 1 have read and agree with the Eqress Privacy Staterment Create ACculrt

Still not sure?
* Don'tworry we will never share
your details with a 3rd party.
= Ve promise notto contact you

unless reguested to do so.

Learn meore about Switch

=l
Done ’_'_’_'_’_’_|¢ Internet | Protected Mode: On v;] - | HA00% - y

7t
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http://www.egress.com/

You will be emailed an activation code:

Subject: Fi Welcome To Egress Switch

From: Egress Switch [switch@egress.com]
Sent: 11 April 2013 13:57

To:

Subject: Welcome To Egress Switch

Dear

Welcome to Egress Switch,

Please enterthe following code to activate your account:

S49B-CBFY-3E420670C126

Or click on the link below:

httpos:/fswitch.egress.com/ui/registration/activation.aspxYoode=949B-CBF 7-3E4296 70 CL26

Regards,
Egress Switch

Ahout Egress Software Technologies

b

Enter the activation code and submit

3 switch’ | Registration

Almost Done

A new Egress Switch account with Switch ID IRehalSagoogealing.gov.uk has been created but is
not active yet. A message with an activation code was sent to your address.

To activate your Switch account please click on the link contained in the email, or copy the activation
code into the box below.

Hote: If you don't get the email within 3-5 minutes, please check your Sparn folder.

Activation code:™

Submit Activation Code

mo o =< Is

o
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Click Activate Switch Account

7. SWITCh [ Redisiration

Almost Done

fou are about to join the following Switch Business account:

' Company name: London Borough of Ealing
! Company ID: SW-O02664
Support contact: anselm ighinigie ( ighinigaigealing. gov.uk )

itch Account

Account Benefits

Your Switch D1 a
This allows yau to r
encrypted emails a
large files that have!
securely.

= Selectyour own
security questio

= Read &replyto
far free.

= Trackin realti
secure emails
opened.

You will get the below confirmation screen that you are successfully signed up.

& switch’ | Reqistration

g} irehals:

All Done

You can now access Switch secure messages using your new Switch account:

Thank you for signing up with Egress Switch.

Next steps

Get the most out of Switch

To get the most out of Switch install a
Desktop or Mobile client

Mobile and Web Access

YOU Can aCCess your messages at
armytime using Web Access.

Learn mere about Switch

Take & quick tour of Switch and leam
how fo access secure messages.

If you need to send an email you can go to http://www.egress.com/ and click My

Account or go to the following link

Click “Create Message” on the left hand side, a new window will
My Account pop out where you can send your email including any attachments
Ascount Setings to your intended recipient.
Change Password If you are not aware that your recipient has access to Egress
frrees Beres Switch, an email will be sent prompting them to sign up to Egress to
Creats Messagd access your message.
My Packages
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http://www.egress.com/

