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Online Applications and Enrolments

5.1 Course Forms and 

Kanban

5.2 Feedback Forms and 

Additional Settings 



Topic 5.1 - Online 
Applications and Enrolments
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Agenda

Topics Covered

1 Online Course Forms

2 Kanban

3 Automated Communication

4 Feedback Forms

5 Staff Notifications

6 Payments

7 Duplicate Records

8 Online Application Demonstration
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Agenda

Learning Objectives

1 Create/edit a course form

2 Link a course form to a course

3 Set up the Kanban status'

4 Set up course application status'

5 Create and link email templates for the course application status'

6 Set up a Feedback Form

7 Allow staff notifications

8
Understand where payments can be taken (covered in Finance 

session)

9 Merge duplicate records

10 Process an application within the course application view



Workflow 
Example

ReadyTech Education
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Example Workflow
Standard VET Application

Recommended for:

• The majority of VET courses
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Components of the Workflows

Colour Code Process

Online Course Forms

Kanban

Automated Communication

Staff Notifications

Full AVETMISS/Additional Information

Form (feedback form)

Payments
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Online Course Forms
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Online Course Forms
What is a Course Form? 

Online course forms are digital forms used for 

course applications

They also:

• Will create a party profile

• Will auto populate data into the profile

• Accessed via a URL
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Online Course Forms
How to Create Course Forms

Three parts to this process: 

1. Configuring the overarching settings for the forms

2. Creating the forms

3. Linking the forms to courses
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Online Course Forms
1. Configuring settings

Course form settings can be created new 

OR

Existing full or short application settings can 

be used

NOTE: settings can also be copied as a 

template and then altered

Administration > Forms > Course Forms
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Online Course Forms
1. Configuring settings

Add/Edit a Course Form

Auto Confirm Enrolments -

automatically enrols any 

application into a course 

Enable Payments – check if 

taking a payment during 

application

Link Courses – add any courses 

you wish to use this application 

for

https://help-education.readytech.io/support/solutions/articles/51000289617-process-add-edit-a-course-form
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Online Course Forms
2. Create the form

Hit the pencil icon to create/edit the web form
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Online Course Forms
2. Create the form

Form Builder allows you to edit the 

web form

Ensure your forms collecting all 

information necessary for your 

reporting requirements



ReadyTech Education 157

Online Course Forms
2. Create the form

5 types of data you can add to a form: 

1. Basic: For customised data. Not linked to 

any part of the SMS. Not used for 

reporting. 

2. Party Entity Data: Used for party profiles. 

Used for reporting

3. Compliance: Used for state 

reporting/funding

4. International: collect data for an 

international student

5. Reference Data: Not linked to any part 

of the SMS. Uses data preformatted in 

Reference Data Tables
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Online Course Forms
2. Create the form

Short application form
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Online Course Forms
3. Linking the forms

Two options: 

Option 1 - Link multiple courses

Administration > Forms > Course 

Forms > select form > Link Courses
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Online Course Forms
3. Linking the forms

Two options: 

Option 2 – Single Course Form

Course > Course List > select course 

> Admin >Application Forms > + 

new

Will generate a unique URL



Lets go do it!

Let's take a look at:

• Configuring the overarching settings 

for the forms

• Creating the forms

• Linking the forms to courses
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Kanban
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Kanban
Kanban View

You can view submitted applications 

ready for manual review

Courses > Applications

Kanban 

• Visually displays the process 

• Can be altered and switch on/off

• Can have search filters applied 

• Uses ‘drag and drop’
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Kanban
Viewing the Course Application

Enrol – Progresses the application to 

the enrolment wizard

Offer – Progresses application to formal 

offer wizard (if organisation utilises this 

process)

Forms – Shows responses from course 

application

Communications – Templated or 

custom email
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Kanban
Kanban Status

Kanban status = headings at the top 

of the Kanban columns

Can be customised

Administration > Lookups > Course 

Application Setup > Kanban Settings
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Kanban
Course Application Status

Course application status = status’ 

within each column (e.g. applied, 

awaiting info, missing data, enrolled)

Can be customised

Administration > Lookups > Course 

Applications Setup > Statuses
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Kanban
Course Application Status

Kanban Status – links to 

specific Kanban Status 

(column)

Duplication Status - Will flag if 

two similar applications are 

submitted in the Kanban at 

the same time

Default Email Template –

Allows automated sending of 

a pre-set email when this 

course application status is 

applied
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Kanban
Status’ example

Making efficient use of your Kanban 

will save you time and effort 

e.g. 

A Kanban Status named 

‘Application Incomplete’ 

Can have course application status’ 

of 

• ID Documents

• Compliance Info

• Payment Pending
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Kanban
Course Application Status

NOTE: Any application saved by the applicant will fall into Kanban as partial

This is a default setup and cannot be changed

An email is sent to the student sending a link to continue their application
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Kanban
Archive Course Applications

• Right click on individual applications and click archive

• Switch to list view and archive in bulk 
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Kanban
View Archived Applications

Switch to list view

Use the ‘show archived’ filter
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Suggested Setup
Standard VET Course

Kanban Status Course Application 

Status

New Applications Applied

Duplicate

Partial

Under Review Interview

In Progress

Application Incomplete Compliance Info

ID Documents

Complete Ineligible

Unsuccessful

Withdrawn

Enrolled



Lets go do it!

Let's take a look at:

• Kanban

• Customising 

• Kanban Status’

• Course Application Status’
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Automated Communication
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Automated Communication
Email Template

Communications > Templates > 

Course Application

Shows all default templates in your 

system

You can: 

• Create new template

• Modify existing template
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Automated Communication
Modifying a Template

Keep it enable if you want to use it

HTML format for emails

Use the dropdown to select the correct entity
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Automated Communication
Template Fields

Template Field Mappings Index

https://help-education.readytech.io/support/solutions/articles/51000333292-template-field-mappings-index
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Automated Communication
Linking Templates

Link email templates to Course Application Status

Administration > Lookups > Courses Application Setup > Statuses
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Automated Communication
Linking Templates
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Suggested Setup
Standard VET Course

Kanban Status Course Application 

Status

Default Email Template

New Applications Applied Application Received 

Duplicate

Partial The system sends this 

automatically

Under Review Interview

In Progress

Application Incomplete Compliance Info Compliance Information 

Missing

ID Documents Identification Documents 

Missing

Complete Ineligible Eligibility Criteria Not Met

Unsuccessful Application Unsuccessful

Withdrawn Application Withdrawn

Enrolled Confirmation of Enrolment



Lets go do it!

Let's take a look at:

• Creating an email template

• Attach email template to a Course Application Status

• Show template being used in Kanban view
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Walk Through



Lets go do it!

Let's take a look at:

• Online applications process
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ReadySMS
Automated
Workflows

ReadyTech Education
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ReadySMS Automated Workflows
Where to from here?

Read the ReadySMS Automated Workflows 

article

• How to select your workflow

• Setting up the workflow in the SMS

https://help-education.readytech.io/support/solutions/folders/51000339140
https://help-education.readytech.io/support/solutions/folders/51000339140


Lets go do it!

Let's take a look at:

• Take a look at workflows

ReadySMS Automated Workflows article 
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https://help-education.readytech.io/support/solutions/articles/51000335081-readysms-automated-workflows


• Example workflow

• Practically setting up the workflow

• Online course forms

• Kanban

• Automated Communication

• Additional Forms (Information/AVETMISS)

• Staff Notifications

• Payments

• Duplicate records
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Summary
What have we done today? 



• Work through the ReadySMS Automated Workflows article

• Bookmark the Template Field Mappings Index

• Start considering which workflow is most appropriate for your organisation 

• If you’re using, set up: 

• Online course form/s

• Kanban status’

• Course application status’

• Email templates to link to course applications

• Additional forms (Information/AVETMISS)

• Staff Notifications – if required
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Action Items
What do I need to do after todays session?

https://help-education.readytech.io/support/solutions/folders/51000339140
https://help-education.readytech.io/support/solutions/articles/51000333292-template-field-mappings-index


Please navigate to article here

Here you will find all the information and resources for this series

• A copy of the PowerPoint slides 

• Links for resources relevant to today's session

• Details on the materials required for upcoming sessions

• Booking links for upcoming sessions

• Recordings from today and previous sessions
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Enjoyed today’s session?

https://help-education.readytech.io/support/solutions/articles/51000330852-onboarding-education


Thank you 

For more information please contact:

Support

• E: support@ewp.readytech.io

• P: 02 9018 5525

Onboarding

• E: customeronboarding@ewp.readytech.io
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