Standard Application Online

Create A Supplement Form



What is a Supplement Form? 2:3EMA

A Supplement Form is an electronic form that allows schools to
add custom questions not included in the Standard Forms for
applicant-families only. Please keep in mind that the
Supplement Form is completed by a student or
parent/guardian; do not ask questions that have to be
completed by School Officials (teachers, counselors, deans,
registrars, heads of school, etc.).

EMA strongly recommends reviewing closely each Standard
Form to eliminate redundancy for applicant-families
completing the SAOQ.



More About the Supplement Form 233 EMA

In compliance with the Americans with Disabilities Act (ADA) and to reduce bias in the
admission process, please consider these Principles of Good Practices in Admissions
when creating the Supplement Form.

Unless your school’s mission is specialized to serve students with disabilities, it is
impermissible to request the following items or information in the Supplement Form:

e Neuropsych assessments, IEPs, existing accommodations, and/or information
related to physical or mental disabilities;

e Records or details of counseling, psychiatric evaluation, or treatment for emotional
or mental health issues; and

e Maedications or medical conditions.

Please reach out to members@enrollment.org if you have further questions.



https://www.nais.org/learn/principles-of-good-practice/admissions/
mailto:members@enrollment.org

Log Into Your Member Access Portal (MAP)

Go to portal.ssat.org and enter your Username and Password.
Your Username is your work email address.
If you forgot your password, please click on “Forgot Password” to reset. An email from the
“EMA Team” will land in your inbox. Check the spam folder if you do not receive an email

within 2-3 minutes.

®<¢ ® Enroliment
@ Management
® €@ Association

Username

Password

[J Remember Me

Existing Account Login

Forgot Username?

Forgot Password?

Standard Character

Admission.org

Application Online Skills Snapshot

Create an Account

Families

Sign up for a parent/guardian or
student account to register for the
SSAT, Character Skills Snapshot,
Standard Application Online, or
Admission Academy.

Create Account

Schools and Organizations

Apply to become a member of The
Enroliment Management Association.
Membership is available to schools,
educational consultants, and
organizations.

Create Account

s> EMA



Applications

Click on either the Applicants tile or Applicants tab > SAO Setup to get started.
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Complete Your Toolkit Checklist to be ready for 202 SAO Setup

Advisor Workstation

s

SSAT Testing

SSAT Scores

. TS

Characha o

Application Fee

=
@ Waivers

SAO Check Rosters

Prospects

&
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Applicants

DDUH

Data

Dashboards

Rty BN B N AT

Prospects w Data Dashboards v

A% Account Profile » Manage Users ¢ Log Off

Resources

Quick Access Menu

ADVISE STUDENTS
Advisor Workstation ©
Score Workstation ©

ASSIGN WAIVERS
SSAT Fee Waivers New Updates! ©
Application Fee Waivers ©

PUBLICATIONS AND PRACTICE
Order The Official Study Guide for the SSAT ©
Order SSAT Practice Online Codes ©

232 EMA



New Applications 233 EMA

e If you have not created an application, click New Application. Please review the

tutorial on how to create a new application: SAO Setup.

SSAT Testing w  SSAT Scores w  Character Skills A Al Applicants a4l Prospects w Dava Dashboards v Resources

Appllcatlcn Set Up Learning Center!

Select Year: 2023 v

\deos on How to Set up your SAO

1e New Application button to start from scratch, or sele

ect Copy under Actions and start from an existing application + . e
) - ’ New Application
or use as a start for a new application. PP

Application Date Modified ¥ Status Actions
9-11, All Student Types, All Residential Types 11/14/2022 Published Edit| Copy | View
Grade/s: 9-11

Pause Share Template @


https://info.enrollment.org/hubfs/SAO%20Setup%202022-2023/SAO%20Setup%20in%204%20Easy%20Steps.pdf

Existing Applications 233 EMA

e If you have an existing application, click Edit to access your application and
Supplement Form.

SSAT Testing w  SSAT Scores w  Character Skills v Applicants Al ‘Prospects w Data Dashboards v Resources

Appllca.t].on Set Up earning Center! Videos on How to Set up your SAO

Select Year: 2023 v

rom scratch, or select Cc

er Actions and start from an existing applica\on " .
o o New Application
t for a new application. + PP

Application Date Modified ¥ Status Actions

9-11, All Student Types, All Residential Types 11/14/2022 Published Edit| Copy | View
Grade/s: 9-11 Pause Share Template (7)



Required Forms

s> EMA

e Inthe Required Forms section, you will find the Supplement Form at the bottom of
the page. Supplement Forms are optional for schools.

SSAT Testing w  SSAT Scores w  Character Skills v Applicants A4l Prospects w Data Dashboards v Resources

Edit an Application

(. W —

Learning Center! Videos on How to Set up your SAO

GRADES, STUDENTS! REQUIRED DEADLINES INSTRUCTIONS REVIEW
& FEES FORMS & DATES
. What school Note: Editing school specific supp 1t form requil 1ts will affect submitted and future applications.
STEP 2 - Select your Required Forms specifi
pecific
::::::e;’n:‘:.‘ltd Supplement Forms <+ Create a New Supplement Form
i Note: Editing the standard application form requirements will affect subn -

Whl(-:h st.andard 9 PP d you like to Select from a stock template
application forms do include?

=i
you require: Standard Application Online Forms

(Select all that apply)
Click on a form name to see a preview or the ? icon to read a description|

Form Name Required, Optional or Not Specify by Grade §

Student Biographic .
Profile () Required v | Required for Gr

N

(Select all that apply)

Form Name Actions

Supplement Form Standard Template @ Create a Copy

If there is additional information you need for your admission process that is not already asked of applicants as a
part of the SAO, please create a new supplement form or select from your existing forms below.

Recommended: To create a supplement form from a previous year template (if shown below), please Copy the
original supplement form. You can then edit the copied version to include with the current application setup.

Form Name Required, Optional or Not Specify by Grade 9, 10, 11 Actions

Copy of Supplement
Form Standard
Template

Not Required v Not Required for Grade(s) 9,10, 11 = Edit | Delete | Copy




Copy the Supplement Form

e If you are using a previously created Supplement Form, COPY before editing, if
needed. We recommend that schools review the form every year to ensure

s> EMA

relevant content and questions. \
What school Note: Editing school specific supplement form requirements will affect submitted 4nd future applications.
specific
::rpnx:.:e::‘:t?l:l Supplement Forms =4 Cre\te a New Supplement Form
you like to Select from a stock template
include?
Form Name
(Select all that apply)
Supplement Form Standard Template eate a Copy

If there is additional information you need for your admission process that is not already asked of Rgplicants as a
part of the SAQO, please create a new supplement form or select from your existing forms below.

Recommended: To create a supplement form from a previous year template (if shown below), please
original supplement form. You can then edit the copied version to include with the current application

Form Name Required, Optional or Not Specify by Grade 9, 10, 11 Actions
Copy of Supplement
Form Standard Not Required v | Not Required for Grade(s) 9, 10, 11 = Edit | Delete | Copy

Template



Create the Supplement Form

> @

232 EMA

e To create a new form, click on Create New Supplement Form.
What school Note: Editing school specific supplement form requirements wi ect submitted and future applications.
specific
::rpzﬁle:;‘:;'lltd Supplement Forms [ + Create a New Supplement Form }
you like to Select from a stock template
include?

(Select all that apply)

Form Name Actions

Supplement Form Standard Template @ Create a Copy

If there is additional information you need for your admission process that is not already asked of applicants as a
part of the SAO, please create a new supplement form or select from your existing forms below.

Recommended: To create a supplement form from a previous year template (if shown below), please Copy the
original supplement form. You can then edit the copied version to include with the current application setup.

Form Name Required, Optional or Not Specify by Grade 9, 10, 11 Actions
Copy of Supplement
Form Standard Not Required v | Not Required for Grade(s) 9, 10, 11 = Edit | Delete | Copy

Template




Create the Supplement Form :33 EMA

e Name the Supplement Form to be seen by applicant-families and write a brief
description.

Add Form Name and Description Send Feedback ¥

Name

Add a name

Description

Add a brief description




Design the Supplement Form

Presentation/Layout fields are for design and Input fields are for your

applicant-families to share their answers.

EMA Academy Supplement Form ./

Form Builder Preview Print Preview

Drag a field here

Send Feedback ¥

Presentation/Layout

H Heading and Section

T Other Text or Content

|
|
I° Grid ’ Ed Image I
|

%= Page Break

Input Fields
A Text 1 = Paragraph

|
& Checkbox ‘ & Yes/No |
|

= Multiple Choice ‘ Radio

Dropdown ‘ 2 Options Table I

E Number ‘ A Email ‘ @@ Date |
K4

Signature l @® File Upload |

-9 @

232 EMA



Design the Supplement Form

e Examples of the different types of fields you can use in your form

= X

232 EMA

Heading and Section

H

This is what you get when you drag the Heading and Section Presentation field

Text

7 3

H Heading and Section

This is what you get when you drag the Text field

Other Text or Content - you can add a paragraph if you want, and change the font, etc <

A Text

11 Other Text or Content




Design the Supplement Form 233 EMA

e Examples of the different types of fields you can use in your form

Drop Down Menu Radio Button Multiple Choice

Checkbox or Yes/No Drag a field here Drag a field here
Add a Checkbox or Boy b Boarding Sc;ccer EafoSse
Yes/N questrians
e Add a Dropdown menu Day
A Add a Radio Button A
¥ I
& Checkbox or Yes/No B Radio
>

= Dropdown J B Multiple Choice J




Design the Supplement Form :33 EMA

e Examples of the different types of fields you can use in your form

i Options Table
a

l

\4

Top Bunk Bottom Bunk Private Room

Dorm A

Dorm B
Date

< & Date
=

File Upload
You can ask the applicant to upload a fil e ® File Upload

@J '




Design the Supplement Form

e Examples of the different types of fields you can use in your form

Signature

You can require a signature

Reset signature

Number

This is if you request a phone number, using a Grid

I

& Number ‘

A

Email

You can request an email address, using a Grid

A Email

|

# Signature

>» EMA




Design the Supplement Form

e Edit, Copy, or Delete by hovering over the field.

Student Information

Select Grade

Drag a field here

Edit

Copy

Delete

s X

232 EMA



Preview the Supplement Form

e To preview the Supplement Form, click Preview.

>+ EMA

EMA Academy Supplement Form /' Send Feedback %

Form Builder Preview Print Preview

The

Standard

Application The
Online SSAT

Student Name: Sample Student

4 -+ ID: 123456789

The Enrollment Management Association, 1717
Form is empty
Form is valid




Print Preview the Supplement Form :33 EMA

e To print the Supplement Form, click Print Preview > Print as a PDF.

EMA Academy Supplement Form ./ - %

Form Builder Preview Print Preview
Print as a Pdf
The
Standard
Application The
Online SSAT

Student Name: Sample Student

+ + ID: 123456789

The Enrollment Management Association, 1717
Form is empty




Save the Supplement Form :33 EMA

e Click Save and when you are done with the Supplement Form, click Done.

EMA Academy Supplement Form ./ - %

Form Builder Preview Print Preview
Print as a Pdf
The
Standard
Application The
Online SSAT

Student Name: Sample Student
ID: 123456789

+ +

The Enrollment Management Association, 1717
Form is empty
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For Frequently Asked Questions
visit the SAO Help Center
Contact:

members@enroliment.org N



https://www.enrollment.org/hc/sao

