
 
 
 
 
 

 
 
 
 
 

Parents guide to online school admissions 2012-13 

 

All users must register for the 
online system, even if they have 
used it before.  Please click on 
the ‘Register’ button.  Please 
make a note of your password 
as you will need it every time 
you log into the site.  You will be 
sent an email to the email 
address you have given and will 
need to click on the link within 
this email to progress.  

 



 
 
 

If you are not sure whether 
Cambridgeshire is your home 
Local Authority please enter 
your postcode in this box and 
press search.  If you do not pay 
your council tax to 
Cambridgeshire you must apply 
through the authority to whom 
you do, even if you wish to apply 
for a Cambridgeshire school. 

 



 

Here you will need to fill in 
your personal details. 

 



 
 

Type your email address 
carefully twice.  An email 
will be sent to this address 
with a link for you to click 
on to continue with your 
application 

 

The secret question will be 
needed if you forget your 
password and need it to be 
re-sent. 

 



 
 

 
 
 
 

When you see this screen, 
check your email account.  
The email normally arrives 
within a few minutes. 

 

Example email. If the link is 
not highlighted just copy 
and paste it into the 
address window on your 
browser. 

 



 
 

 

When you click on the link in 
your email (or post it into your 
browser window) it takes you 
back to the main screen.  Your 
email address will be 
automatically completed, simply 
add the password you created 
and click on Login. 

 



 
 

Click on the ‘Go’ button to 
begin your application. 

 



 
 

Enter your child’s date of 
birth as directed, and click 
on ‘Find admissions group’ 

 

The correct transfer group 
will appear below.  Click 
‘select’.  (If it does not, 
please contact the 
admissions team) 

 



 
 

If you have a UID  (Unique 
Identifier) please enter it 
exactly as shown on your 
letter.   

 

If you do not have your UID 
to hand you can proceed by 
selecting ‘No UID’. 

 



 
 
 
 
 

Please complete your 
child’s details (some of 
these will already be filled 
in if you are using a UID). 

 

Please click to indicate your 
relationship to the child and 
whether you have parental 
responsibility.  



 
 
 
 
 

If your child lives at the 
address displayed you do 
not need to change 
anything.  If they live at a 
different address you must 
enter it here.  The easiest 
way is to enter the 
postcode and click on ‘find 
address’ 

 



 
 
 

If you are moving please 
add details.  It is important 
that offer letters and other 
communications are sent to 
the right address. 

 

If you are a military family 
or a Crown Servant please 
indicate here. 

 



 

 
 

 

This section does not apply 
for those applying for a 
Reception school place. If 
using a UID this section will 
also be pre-filled in for you. 

 



 
 
 
 

If you are unable to find 
your child’s current school 
type the school name here. 

 



 
 
 
 

The search facility will 
automatically provide a list 
of schools according to the 
first part of your postcode.  
You can, however search 
for any school by selecting 
the relevant Local 
Authority and searching by 
school name. 

 



 

You should click on all 
options relevant to your 
application.  These 
options may change 
depending upon the 
oversubscription criteria 
for the school.  If you wish 
to add additional 
information you may add a 
memo by clicking on 
social reasons.   



 

If you wish to add further 
schools then click on 
search another preference 
and repeat as for the last 
step.  You may apply for a 
maximum of 3 schools 



 
 

You may change the order 
of your preferences by 
clicking on the green 
arrows or remove schools 
completely by clicking on 
‘remove’. 



 
 

 

When you have finished 
adding/amending your 
preferences click on ‘next’. 

 



 
 

If you click on ‘finish now 
and return later’ you will still 
need to log back in and 
submit the application. 

 

Closing dates will differ 
depending upon the year 
group you are applying for. 

 



 

 

 

Please read the terms and 
conditions carefully. 

 

Please indicate if you 
would like to be emailed  
your allocation 
information on the offer 
date. 

You must click to agree 
to the terms and 
conditions, and then click 
on ‘submit’. 



 

If you have successfully 
submitted your application 
you will see this screen.  
You may wish to preview 
and print your application 
for your records. 

Then click on log out. 

 



 

An example of the 
application preview. 

 



 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

 
 
 
 

Making changes to existing applications 

 

To log back in, enter your 
email address and the 
password you created and 
press ‘Login’. 

 



 
 
 
 
 
 
 
 
 
 

You have the option to: 
 

• Make an application 
for another child; 

 

• View your existing 
application; 

 

• Edit an existing 
application. 

 



 
 
 
 
 

 

 
 

If you click on either 
‘change my application 
details’ or ‘change my 
preferences’  the 
following warning 
appears and is repeated 
on the following screens 
if you continue. You 
MUST resubmit your 
application even if you 
do not make any 
changes.  If you do not, 
your online application 
will not be considered. 

 

If you have 
successfully 
resubmitted your 
application you will 
see this screen.  
You may wish to 
preview and print 
your application for 
your records. 


