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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: 

 In-Year Admissions 020 8825 5121 or email sguest@ealing.gov.uk  

 Main Round Admissions 020 8825 9662 or email jbradley@ealing.gov.uk (not 
for parents) 

mailto:sguest@ealing.gov.uk
mailto:jbradley@ealing.gov.uk
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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 

 
* 

 
 

Insert your Ealing login name and password  
 
(*Your log in screen may appear differently from the above screenshot)

http://sam.ealing.gov.uk/Website/login.aspx?ReturnUrl=login.aspx
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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” 
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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: 
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Once you have selected your round the below should automatically load up: 
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I want to view all my applicants 
 

Click on  (bottom 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Requested, Waiting List, and Withdrawn.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: 

 
 
You can filter your searches using the bar below: 
 

 
 
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. 
 

 

 

 

 

 

 

 

 

 

 

 



7 | P a g e  
 

You can view a child’s details including contact information by clicking the child’s 
name: 
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I 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  dial 

button has the  ticked only and  these parameters i.e. 
 

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

  
 
 

Two 

Order applicants by  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 

. 
 
You will find the latest activity will be listed to include any applicants appearing as 
Place Offered 
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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  page of your chosen round, amend the 

 dial button with  ticked only and 

 these parameters. 
 

If this does work you should also order your applicants by  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  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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I 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.  

 

Go to Rank Waiting List.  
 
The box at the top of the page will appear as follows: 

 
“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. 
 

 
If you have more than 1 unranked applicant you can choose the criteria for each 

applicant and  which 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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I want to re-rank my waiting list 
 

To un-rank and re-rank, you need to select the dial button and you can 

manually select them by ticking the “select” box. Then you can  and 

go to the  dial button 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  and 

select and the applicants will appear in their ranked 
position.  
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I 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  

 

It will take you to the following: 
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Ensure the  dial button has been selected and  this 
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 

row for editing  once 

you have entered the date (dd/mm/yyyy) you can save this change by pressing . 
 
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. 

 
Sign up using your usual email address: 

 

http://www.egress.com/
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You will be emailed an activation code: 

 
Enter the activation code and submit 
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Click Activate Switch Account 

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

 
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 
pop out where you can send your email including any attachments 
to your intended recipient. 
If you are not aware that your recipient has access to Egress 
Switch, an email will be sent prompting them to sign up to Egress to 
access your message. 

http://www.egress.com/

