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A&T’s progress update functionality enables you to send in-year application status updates to applicants via the Citizen Portal. The 
process of configuring progress updates is as follows:

1. Enable Citizen Portal progress/status updates.

2. Select the notification message to be sent to applicants when their status is updated.

3. Configure public status codes.

4. Send the update.

Once the update is sent, a message is sent to the applicant’s Citizen Portal message box and email address. The applicant must 
then log in to the portal to view the updated application status.

Enabling Updates
1. In A&T Back Office, select Process | Transfer Groups 

and then click the Search button to display a list of transfer 
groups.

2. Select an in-year transfer group and then select the E-App 
Settings tab.

3. Click the Edit hyperlink in the Basic Details section to 
display editable fields relating to the online application 
process.

4. Select the Enable progress/status updates via Citizen 
Portal check box and then click the Save button to enable 
Citizen Portal progress updates.

c. Click the Edit button to display editable fields relating to 
the message template

1. Sign in to the Citizen Portal as an administrator.

2. If you want to use the default progress notification message, 
skip to step 3.

If you want to edit the default progress notification message:

a. Select Administration | Template Management to 
display the View Templates page.

b. Select the A&T in-year status template to display the 
current message template.

d. Enter the Subject and Message you require and then 
click the Save button to save your changes.

e. Click the Home button to return to the Citizen Portal home 
screen.

NOTE: For more information on configuring message templates 
in Citizen Portal, see the Template Management topic of the 
School Places Administration handbook, available from www.
onepublications.com and My Account. 

3. Select Administration | In-Year Progress Notifications to 
display the In-Year Transfer Progress Notifications page.

4. If required, select a message template from the Application 
imported drop-down menu. The default template is A&T In-
year transfer application imported.

The message template selected in this field is sent to 
applicants when their application is imported.

5. Select A&T In-year status update from the Status Update 
generated field and then click the Save button. 

The message template selected in this field is sent to 
applicants when an application status update is generated.

Selecting Messages
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Configuring Public Codes
The Administration | Applications | In-Year Public Status tab 
enables you to configure public offer statuses. Using public offer 
statuses rather than hard-coded internal status codes helps LAs 
to communicate more meaningful information to parents.

The following rules apply to public A&T offer status codes:

 � Each public status code must correspond to one of the 
internal offer status codes.

 � Each internal status code must have at least one 
corresponding active public status code.

 � Each internal status code must have one corresponding 
public status code set as the default.

Setting Up a Public Status Code
1. In A&T Back Office, select Administration | Applications | 

In-Year Public Status to display the In-Year Public Status 
tab.

1. Select Students | Applications | Application Details to 
display the Application Details tab.

2. Click the Send Progress Update hyperlink to display the 
Select Citizen Portal Applicant dialog.

3. From the left-hand drop-down menu, select the internal code 
that you want the new public code to correspond to.

4. Enter the text of the public code into the Public Status field.

5. If you want to make the public code active immediately, click 
the Active check box.

6. If you want to make the new public code the default for the 
selected internal code, select the Default check box.

7. Click the Save button to save the new code.

Editing Public Status Codes
1. Select Administration | Applications | In-Year Public 

Status to display the In-Year Public Status tab.

2. Click the Edit hyperlink to make the details of the existing 
public status codes editable.

3. Make your changes and then click the Save button to 
confirm them.

2. Click the Add hyperlink to display editable fields relating to 
status code details.

3. Click the Select button next to the applicant you want to 
update to display the preferences listed on their application.

Sending the Update

NOTE: Applicants still receive a single alert message when 
multiple preferences are updated at once.

5. Enter an update status for each selected preference. You 
can do so in two ways:

• Select one of the public statuses that you have configured 
against the preference’s internal status code from the 
Public Status drop-down menu. 

• Type a custom status into the Alternative Status field.

6. If required, enter Supporting Text to provide further 
information to the applicant.

7. Click the Send Updates button. A confirmation dialog is 
displayed.

8. Click the Confirm button to apply the new public statuses to 
the selected preferences and send both an email and Citizen 
Portal update notification message to the applicant.

4. Click the Send update to applicant for this preference 
check box for each preference that you want to update the 
applicant on. Editable fields relating to update details are 
displayed for each selected preference.


