
Setting Up Your Standard 
Application Online

2019-20



Quick Notes
✓ Create your own grade groupings or 

segment by type (boarding/day or 
international/domestic) with varied 
requirements

✓ 4 easy steps to setup

✓ Your 2019 application can remain 
active



MAP Homepage



MAP Homepage



If you have a setup 
from 2019, start 
with Copy to 
create the 2020 
setup

Click her to create a 
New Application



What to do with your 2019 Applications?

Continue to accept 
applications for 2019, Or 
Pause your setup/s if you 
are not accepting SAO for 
2019 anymore.



Step 1: Grade Level

Sample School Application

Review the session 
year. Select Fall 
2020 from the 
dropdown.

Select grades or 
create custom 
grade cohorts to 
serve your needs

Make your SAO 
available to all 
students. Or, make it 
available to students 
presented by 
community based 
organizations.



Step 1:Student Types & 
Fees

Choose student type, 
residential status, and 
list your application 
fees for the year.
You can create 
separate applications 
based on Residential 
Type or Student Type. 



Step 2: Required Forms

Select your 
requirements for 
each grade in your 
setup from a 
standard library of 
forms. 



Step 2: Customize Forms

If your admissions 
team does not want to 
see financial aid and 
ethnicity as part of the 
SAO, you can hide 
these by clicking on 
Customize 
Biographic Profile.

You can also choose to 
label these fields 
differently for your SAO 
if that suits your 
needs.



Step 2: Other 
Requirements

Add additional requirements - SSAT, Snapshot

Create your School Specific Supplement 
form to collect any additional information that 
SAO might not cover. A supplement form can be 
a recommendation form.



Step 2: Integration 
Partners



Step 3: Deadlines

Add your deadlines or select rolling admissions. 
SAO allows you to have multiple deadlines - 
Standard and Early.



Step 3: Events & 
Interview

Market your school events 
via the SAO! You can start 
with a few and continue to 
add new ones as you plan 
your event calendar.

Enter your interview 
requirements.

Note: SAO does not 
track the interview. It 
simply provides your 
interview requirements 
to students as part of 
the SAO requirements.



Step 3: Financial Aid

Enter your financial aid 
deadlines and process 
information. 

Note: SAO does not 
track the the financial 
aid application. It simply 
provides your interview 
requirements to students 
as part of the SAO 
requirements.



Step 4: Special Instructions

Use Instructions as an 
opportunity to talk to 
your prospective 
students about any 
specific application 
process timelines, 
checkpoints and 
processes. 



Review

Click on Publish to let 
families apply to your 
school for the session 
year. All done!



Setup Monitoring

Once your setup is finished, you can see its status on your Set Up page. It 
should show as Published. At any time, or after your admission deadlines 
have passed, you can come back in and change your status to Paused which 
will prevent additional applications from being submitted.



Setup Edits

Editing this application after publishing
● Any edits to a published setup will apply to all submitted, draft and 

future applications.
● Once an application is published, the following fields are not editable:

○ Session Year
○ Name of the application
○ Grade levels
○ SAO acceptance for CBO applicant(s) only
○ Student Type (Domestic/International)
○ Residential Type (Boarding/Day)

● Upon completing your edits, you will need to click Publish on the 
review page. It is not possible to save a draft of your edits.



Add Badge to Your Website

Add the SAO smart 
badge to your website. 
The badge deeplinks 
your website to your 
SAO on ssat.org.



Here for You

✓ Virtual trainings

✓ Individual, teams, consortium groups

✓ The EMA Member Services Team is 
here to help!



Member Hotline:  609-683-5558
members@enrollment.org 

www.enrollment.org/SAO  (for 
schools) 

www.ssat.org/SAO  (for families)

Get in Touch


