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 City of Doncaster Council have recently upgraded the Parent Portal. This is 
the web platform where parents can apply for school places for their 
children.  

 If you had an account on the old Parent Portal, it has been migrated to this 
new platform.  

 This guide is designed to help you navigate through the new system when 
applying for school places, adding new children and updating your existing 
children’s details, amending your account details and viewing an 
application’s status.   

Logging In 

 1. From the home page 
https://fis.doncaster.gov.uk/Synergy/ 
click the button ‘School 
Admissions – Apply for a school 
place here’ widget.  

 

 

 

 

 2. This will take you to the School Admissions page where you will see 
details relating to school years, or school rounds, available for you to apply 
for. Click the link in the School Admissions box to begin the login process. 

 

https://fis.doncaster.gov.uk/Synergy/
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 3. Click the Sign In or Create Account button. 

 

 2. On the Sign In screen enter your Username (the email address used to 
create the account) and click the Next button.   

 

 3. Enter your password in the Password field and click the Sign In button. 

 

 

Forgotten Password 

 1. If you have forgotten your password, enter your username as normal, 
click the Next button and then click the Forgot Password button.  
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 2. Re-type your username and click the Request Token button. 

 

 3. Go to your email account Inbox. An email containing your token should 
arrive. (also check Junk /Spam if email fails to arrive). The token in the text 
is in Bold type. It will be a mixture of letters and numbers. Copy the token 
code. 

 

 4. Go back to your Parent Portal login page and click the I have a token 
button. 

 

 5. Paste the code into the Token field and click the Reset Password 
button. 
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 6. Enter your new password in the New Password and Confirm Password 
fields and click the Change Password button and the home page will 
appear.   

 

 

Starting a new School Application 

 1. Once signed in you will see the Applicant Details page. Here you can 
update or amend your account details. Click the Save and Continue 
button (even if no updates have been made). 
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 2. Any children added to your account in the old Parent Portal will have 
been copied over to the new Parent Portal. You can edit any of their details 

using the Edit button .  Select the child you wish to make an application 
for by clicking the Radio button next to their name and clicking the Next 
button. See the section Adding a Child to your Parent Portal account if 
you need to add a child not yet added to your account. 

 

 3. The Select Round screen will present detailing the school rounds 
available that you can apply for. Select the Radio button of the round you 
wish to apply for or resume any unfinished applications from the Continue 
existing application section and click the Next button. 
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 4. Within the Application details screen click the Search for School 
button to update the child’s current school. If your child is not currently in 
school, or in a Private Nursery setting, leave this blank. 

 

 5. Continue filling in the information, providing details of: 

 Your Relationship to the Child 

 If the child is, or has been, in Care under a Child Looked After plan. 

 Does the Child have a current Education, Health & Care Plan? 

 Is the Child’s parent / guardian a Crown Servant? 

 Is the Child part of a multiple birth? e.g., twin. 
 

 6. Click the Attach Documents button to provide any electronic files you 
want to use as Supporting Documents for your application. (If there are 
none, click the ‘Please confirm that you wish to proceed without attaching 
any documents’ tick box, click Save and Continue and move on to the next 
Section). 
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 7. Click the 
Browse 
button to 
locate the 
file/s stored 
on your 
device. Select 
the file/s and 
click the 
Open button 
on your file 
explorer. 

 

 8. Type a File description for the uploaded file and click the Attach 
Documents button. 

 

 9. Tick the confirmation checkbox confirming your attachments. Click the 
Save and Continue button to move on to the next section. 
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Select Your Preference Schools and Preference Reasons 
 

 1. Choose your Preference School (you are allowed to select up to 3 
options) by typing the name of the school required in the field, a list of 
available schools will begin to appear. Select the school from the list. For a 
more in-depth search click the Advanced Search button. 

 

 2. Once your preferences have been selected you can change the Rank 
Order using the Rank Order arrows or even delete the Preference using 

the Bin icon . Tick the Confirmation box and click the Save and 
Continue button. 
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 3. Preference Reasons need to be provided for each school applied for. 
Tick the relevant Tick box. It is mandatory to supply Notes supporting your 
preference. If Sibling is selected, please supply details of the sibling, adding 
a new one if required via the Add New Sibling button. Attach any 
supporting documents using the button, tick the Confirmation box and 
once preference reasons have all been supplied, click the Save and 
Continue button.  

 

Submitting your Application 

 1. The Submit Application screen shows all the details of your application. 

You can edit any sections needed using the Edit icon  located in the 
banner for each section. 
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 2. Check each section carefully and make your way to the bottom of the 
Submit Application page. Read the Disclaimer section, ensuring you tick 
the Disclaimer Confirmation box. Click the Submit Application button.  

 

 3. The Application Submitted screen will appear. From here you can begin 
a New Application or Finish using the appropriate button.  

 

Adding a Child to your Parent Portal account 

 1.On subsequent logins, after saving and continuing your Applicant Details 
and getting to the stage where your previously added children list, click 
the New Child button.   
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 2. Enter your child’s details and click the Save button. If the child does not 
live at the same address as the applicant untick the Address same as 
Applicant box and Add Address as previously detailed in this guide.  
 

 

 3. The new child will present in your list of children.  
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Account Management 

 1. Whenever you submit an application your Account Management page 
will subsequently open.  

 

 2. The Account Management page can 
also be accessed by clicking on your ID 
logo in the top-right corner and 
selecting it from the drop-down menu.  

 

 3. Your Account Management can be used to update your Personal 
Details. 
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 4. Add New Children and update details of existing children. 

 

 5. Change Password or your email address in the Security Section.  

 

 6. Use the Applications tab to review a previous application status or begin 
a new application.  
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 7. Applications that have been submitted but not yet received by the 
Council’s Admissions team can be unsubmitted using the Unsubmit 
button if no longer required.   

 

 

 

 


