
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Synergy User 

Guide – SAM 

Portal 
 



SAM Portal - Schools   
   

1. Open the SAM Portal: 
https://education.telford.gov.uk/Live/SynergyWeb/Login.aspx/?ReturnUrl=%2Flive%2
FSynergyWeb%2Fschools%2F  
 

2. DO NOT set up your own account. If you do not currently have an account, please 
reach out and our ICT team will provide you with a username and password.  

 
 

3. After receiving your log on details, log in. The front page will look like this. Please 
select Online Forms.    

 
 

4. Input the child’s information and click Search.   

 
 

   

https://education.telford.gov.uk/Live/SynergyWeb/Login.aspx/?ReturnUrl=%2Flive%2FSynergyWeb%2Fschools%2F
https://education.telford.gov.uk/Live/SynergyWeb/Login.aspx/?ReturnUrl=%2Flive%2FSynergyWeb%2Fschools%2F


5. If the pupil you are searching for is registered to your school with admissions, the 
child will show up. Any previous forms submitted to the local authority are also 
displayed here.   

 
   

6. Click on the drop-down box and select the form you need to submit to the local 
authority and select Add.   

 
   

7. Complete the form. It will not allow you to move on to the next section until you have 
added the mandatory information.    

 
 
 
 



8. Once you have filled in the form, you will be shown this final page. This shows you 
that the Local Authority has now received your form. You will receive an email once 
the Local Authority has viewed your form and are processing it.    

 
 

 

Printing your submitted form 

1. Once the form has been submitted, click on the Home icon in the top left corner and 

select Online Forms again. 

 

2. After searching for the child’s name, you will see all the forms you have submitted 

listed against them.  

 

 

3. Click on the form name to open it. 

 

 

4. Right click on the page and click Print.  

 



 


