
Pre-Admissions Check 
 
We suggest you complete this process 3 weeks into the academic term 
 

• Go to Focus | Admission | Application 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Click Search   
 

• You will see the list of children who have not been assigned to a class 
 
 
 
 
 
 
 
 
 
 

• If these children are no longer due to attend the school their record 
should be marked as Withrawal in the application status. 

 
• Select the pupil and click Open 

 
• Go to Panel 2 – Registration 

 
• Select Withdrawal in the Application Status field 

 



 
 

• Click Save  
 
• Click Browse  

 
• Click Search   
 
• You may see pupils in your search results from previous academic 

years which will also need to be made withdrawn 
 
 
 
 
 
 
 
 
 
 

• Continue this process until the box is blank (unless you are aware of 
a late admission for the current academic year) 

 
 


