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School admissions 

The School Dashboard is the main page within the Establishment Portal and provides an 

overview of the information and services available to your school. From this page, you can 

access: 

• School information 

• Key dates 

• Bulk expected transfers 

• Admissions criteria 

• Bulk ranking  

• Bulk applications and offers  

• Apply for a school place 

• In year and waiting list 

• Leavers 

School admissions dashboard 

School admissions dashboard can be accessed in a couple of ways. 

• From Home Page click ‘School admissions’ tile. 

 

• From the menu bar click ‘Schools’ menu. 
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This is the school admissions dashboard. 

 

School information 

This section allows you as a school to record and update information that can be viewed by 

parents and carers through the Parent Portal, and by Leicester city council staff within Liquidlogic 

EYES. 

To add or update information, click the ‘Update Info’ button. 
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A pop-up window will appear. Enter the required information and click the ‘Submit’ button. 

Details will be displayed as shown below. 
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Key dates 

The Key dates section displays admission timelines and application deadlines for each 

application type. This section is read-only. Information is managed by the Admissions Team at 

Leicester city council. 
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Bulk expected transfers 

This section allows you to view whether applications have been submitted for children in your 

setting. Schools can choose to view either Primary applications (pre-school children) or 

Secondary applications (Year 6 children). 

The list is available throughout the application process, enabling you to identify children who 

have not yet applied and, where appropriate, remind parents to apply before the deadline. 

Please note: This section is only available to Primary Schools. 

On National Offer Day, you will be able to view the schools that have been offered to your leaving 

pupils. 

 

Filter 

Intake Year 

Select the relevant ‘Intake Year’ from the available options to display the corresponding records. 

Download CSV 

This downloads the 'Bulk Expected Transfers' file, which can be opened in Microsoft Excel or 

another compatible spreadsheet application. 
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Table headings 

Use the table headings to further filter and/or sort the records. 

• Filter: Enter the details to locate a specific record. 

• Asc (Ascending): Sorts items from ‘A to Z’. 

• Desc (Descending): Sorts items from ‘Z to A’. 

• Dates: Enter a specific date to filter. 

• Reset: Resets the table to its default order. 

Admissions criteria 

This screen displays your school's admission criteria and ranking system. This section is read-

only for schools and is maintained by Leicester city council. 
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Bulk Ranking 

This section allows you to view and rank applications against your published Admissions Criteria.  

This functionality is available only to schools that are responsible for ranking their own 

applications. Access to this feature will be enabled by the School Admissions Team during the 

relevant admissions cycle, and relevant schools will be required to complete their rankings within 

the specified timescales. Once ranked, the applications can be submitted to the Local Authority 

(EYES). 

Filters 

Use the column headers to ‘sort’ applications and/or use the ‘filter’ field to find specific ones. 

 

• Asc (Ascending): Sorts items from ‘A to Z’. 

• Desc (Descending): Sorts items from ‘Z to A’. 

• Dates: Enter a specific ‘Date’ to filter. 

• Reset: Resets the table to its default order. 

• Filter: Type the specific application number you are looking for. 
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Bulk Applications & Offers 

The Bulk Applications & Offers section provides a summary of the total number of applications 

received, together with a breakdown of bulk (transfer) applications by preference rank, from first 

preference through to referral (alternative offer) preferences. 

On National Offer Day, you will be able to view the allocations made for your school. Following 

the release of offers, any subsequent changes or updates to allocations will be reflected in this 

section, allowing you to track and monitor amendments as they occur. 

 

To filter the displayed records, select the relevant Intake Year, Year Group, and/or Offer Status. 
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Filters 

Use the ‘column headers’ to sort the list of applications. Click a column header to arrange the 

records in ascending or descending order. 

 

• Asc (Ascending): Sorts items from ‘A to Z’. 

• Desc (Descending): Sorts items from ‘Z to A’. 

• Dates: Enter a specific ‘Date’ to filter. 

• Reset: Resets the table to its default order. 

• Filter: Enter the application number or relevant details to locate a specific application.  

 

Schools can monitor allocations for the relevant transfer year by selecting Offered from the 

Preference Status filter. 

The Last Updated column indicates when the application or allocation record was last amended. 

 

Bulk (transfer) appeals 

If the offer status shows Waiting List/Appeal, this indicates that an appeal has been submitted. 
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Apply for a School Place 

This section enables you as a school to submit an assisted application on behalf of a parent or 

carer. 

Applications submitted using this method will be forwarded to Leicester City Council for 

processing. 

All correspondence relating to the application will be sent by letter to the parent's or carer's 

address provided within the application. 
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In year and waiting list 

This section allows you to view and manage In-Year applications. In-Year allocations must first 

be released by the School Admissions Team before they become visible to schools. Once an 

allocation has been released, the admissions contacts assigned to your school will receive an 

email notification confirming that an In-Year Application has been received. 

To view allocated applications, select the current intake and use the available filters to display 

applications with an Offered status. You can also use Edit Filters and select Offered to refine 

the list. 

Applications with an Offered status will be displayed in the table below. Selecting an individual 

child will open the application record, where you can view further details about the application 

and allocation. The list can also be exported to CSV format if required. 

 

In-year appeals 

Applications for which an appeal has been received will be released to schools through the same 

process as allocation information. Where the offer status shows waiting list/appeal, this indicates 

that an appeal has been lodged. 

Filters 

Type of List  

Click ‘Edit Filters’ to display additional filtering options. 

 

Current / Next Intake 

Select the relevant ‘Intake Year’ from the available options to display the corresponding records.  
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Refresh 

Updates the page and displays the latest information. 

 

Export to CSV 

This downloads the displayed records in CSV format. The file will be saved in the 'Downloads' 

folder and can be opened in Microsoft Excel or another compatible spreadsheet application. 

 

New In Year Application 

Opens a new in-year application form for completion. 

 

Use the column headers to sort and/or further filter the list of applications. 

 

• Asc (Ascending): Sorts items from ‘A to Z’. 

• Desc (Descending): Sorts items from ‘Z to A’. 

• Dates: Enter a specific ‘Date’ to filter. 

• Reset: Resets the table to its default order. 

• Filter: Enter the application number or relevant details to locate a specific application. 
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Leavers 

If there are any children who have submitted an in-year application for another school, their 

details may be displayed in this section. 

Please note: This information is not made available automatically. Each potential leaver must be 

manually released by the School Admissions Service before their details can be viewed by the 

school. This functionality is not currently utilised as part of the standard admissions process. 

 

Attendance and Exclusions 

The following referrals can be submitted through the Establishment Portal. 

• Attendance Referral 

• Permanent Exclusion (PEX)  

• Education welfare – deletions from roll (Annex B) 

• Education welfare - deletions from roll (Annex C) 

Attendance & Exclusion dashboard 

Attendance & Exclusion dashboard can be accessed in a couple of ways. 

• From home page click ‘Attendance & Exclusion’ tile. 
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• From the menu bar click ‘schools’ menu and select ‘Attendance & Exclusion’. 

 

Attendance & Exclusion dashboard is displayed. 

Click the tile to start your referral. 
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Referral 

Each referral contains a specific set of questions that must be completed. 

 

Complete all required fields. Fields marked with a red asterisk (*) are mandatory. 

 

You can navigate around the form by clicking ‘Next’ or ‘Previous’. 
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Other actions  

At the bottom of the screen, you will find options to print, save for later, create a PDF, close, or 

cancel the document. 

Print 

Allows you to print the document. 

 

Save for later 

Saves the information entered so you can complete the form later. 

 

When you save a form on the portal, you will receive an email confirming that it has been saved. 

You will also receive a link to go back into the form. 
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Click ‘Your Name’ and ‘Your Account’ at the top right of the screen. 

 

Go to the ‘Saved Forms’ tab. This will display all saved forms that can be completed. 

 

Create PDF  

• This displays additional options. 

• Select your preferences to create a read-only  

• PDF version of the form. 

• The PDF is a read-only copy of the completed 

• form that can be saved or printed for your records. 

Close 

Closing the document will display a confirmation message. Click the ‘Yes’ button to continue. 
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After confirming, you will be returned to the ‘Saved Forms’ tab in your account. 

 

Cancel 

This will cancel and permanently delete the form. 

 

Uploading Documents 

This section explains how to upload documents to a referral form. 

Click the ‘Upload Document’ button  

within the Referral.  

  

Please note:- Only the supported 

document types shown below can be 

uploaded. 
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Select the documents that you wish to upload and click ‘Open’. 

 

The Supporting Documents section will now show the document that has 

been uploaded. 

If an incorrect document has been uploaded, click the 'Remove' button to delete it. 

To upload additional documents, click the ‘Upload Document’ button. 

 

Submitting Forms 

Once you click 'Submit Application', no further changes can be made to the form. 

 

A pop-up box will appear asking you to confirm the submission. If you need to make further 

changes, click the ‘Cancel’ button. Once you click the ‘Submit’ button, no further changes can be 

made.  
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You will be taken to the ‘My Application’ section, where you should see the following confirmation 

message. 

 

You will also be able to see the submitted referrals in the ‘Applications’ section. 
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Children in care 

This section displays all looked-after children at your school. 

To view Children in Care, from the menu bar click ‘Schools’ menu and select ‘Children in Care’. 

 

List of Children in Care is displayed. 

 

Filters 

• Refresh: Updates the page and displays the latest information. 

• Asc (Ascending): Sorts items from ‘A to Z’. 

• Desc (Descending): Sorts items from ‘Z to A’. 

• Dates: Enter a specific ‘Date’ to filter. 

• Filter: Enter details to filter. 

• Reset: Resets the table to its default order. 
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Free school meals 

This section displays pupils at your school who may be eligible for free school meals. 

There are a couple of ways to access the list of children who may be eligible for free school 

meals. 

• From home page click ‘Free School Meals’ tile. 

 

 

• From the menu bar click ‘schools’ menu and select ‘Free School Meals’. 

 

List of children who may be eligible for Free School Meals is displayed. 
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Filters 

Refresh List 

Updates the page and displays the latest information. 

Download CSV 

This downloads the displayed records in CSV format. The file will be saved in ‘downloads’ folder 

and can be opened in Microsoft Excel or another compatible spreadsheet application. 

Year tab 

To view pupils in a specific year group, select the relevant year tab. 

Table header 

Use the column headers to sort the list of applications. 

• Filter: Enter details to filter.

• Dates: Enter a specific date to filter.

• Reset: Resets the table to its default order.

• Sex: Select a specific sex to filter the results.
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Free school meals application 

Schools can help and support parents and carers with the application process and submit Free 

School Meals applications on their behalf. 

To access the application, from the menu bar click ‘Schools’ menu and select ‘Free Schools 

Meals application’. 

 

Free Schools Meals Application is displayed. 
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Entertainment and employment 

Schools must notify Leicester City Council when a child or young person applies to take part in a 

performance or modelling assignment. This enables the Education Welfare Service to ensure 

that the student's education, health, and wellbeing are not negatively affected by their 

participation. 

To notify there are a couple of ways to access the ‘Entertainment & Employment’. 

• From Home Page click ‘Entertainment & Employment’ tile. 

 

• From the menu bar click ‘schools’ menu and select ‘Entertainment & Employment’. 

 

The Entertainment and Employment page will appear. Click the ‘Entertainment’ tile. 
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The Entertainment page will appear. Select ‘School Declaration’. 

 

The Entertainment School Declaration page will appear. Complete the form and click Submit. 

 

 

Once the form is submitted, you will see the following message. 

 

Please note: Once the form is received by the Leicester City Council, they will contact you. 
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Your account 

From the home page, click on your ‘Name’ and a list of options will be shown.  

Click the ‘Your Account’ link. 

 

Forms to complete 

This section allows you to complete any draft forms and view forms that you have submitted to 
Leicester City Council. 

 

Messages 

This will display any messages that have been sent to you by Leicester City Council.  

Please note:  When a new message is sent to your portal account, you will receive an email 

notification. 
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Saved Forms 

Any draft forms that you have saved will be displayed here. You will be able to click on the draft 

form to complete. 

 

Applications 

This section displays submitted forms, referrals, and applications.  You can filter the period you 

would like to view. 

 

PEP forms 

This section displays any Personal Education Plan related tasks. 
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Placement planning 

This section displays the current pupil numbers and available vacancies for each year group. 

Schools can update these figures as required. 

 

Edit admission numbers 

Click this option to edit the total number of pupils for each year group at your school. 

Edit vacancies 

Click this option to edit the number of vacancies available for each year group. 

How to edit 

To make changes, click the option you wish to edit. 

 

Click Save to save your changes, or X to cancel. 

 

Please note: Leicester City Council will receive a notification when changes are made. Once the 

updated information has been processed, a confirmation will only be displayed in the Placement 
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Planning tab in your account section.  You will not receive any email or messages on the 

Establishment Portal to confirm. 

 

Manage account  

When you are logged in to your Establishment Portal account, you will be able to update your 

account details when needed.  

Change profile details 

To change your profile details, from the Manage Account tab, click on ‘Change profile details’.  
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Enter your current password and update any relevant details. Click ‘Finish’. 

Please note: Updating these details will not notify Leicester City Council. 

 

The profile change confirmation screen is displayed. Click ‘OK’. 

 

Change email address. 

You will then returned to the ‘Manage Account’ screen. 
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To change your email address, click the Manage Account tab and then select ‘Change Email 
Address’. 

 

 
 

Please note: Once your email address has been changed, any notifications or documents will go 
to the new email  address.  

Enter your new email address and current password, then click ‘Finish’. 

 

The update account details screen is displayed.  

Click the ‘Verify Change to Email Address’ button.  
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Enter your new email address to receive a verification code. This will be sent to your new email 

address. 

 

You will receive the following email. Copy the ‘code’ you have received and go back to your 

Establishment portal account.  
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Enter the new email address and code in the verify change to email address box and click 

‘Finish’. 

 

The new email address has been accepted, and you will now be logged out. 

 

You will need to log back in with your new email address.  

How to change your password 

To change your password, from the Manage Account tab, click on ‘Change password’. 
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Complete the relevant fields by entering your current password and new password. 
Please read the Password Policy carefully. 
Click ‘Finish’ to complete. 

Logout 

To log out of the system, click your name and select ‘Logout’. 

Please note: The account will automatically log you out after 15 minutes of inactivity. 
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