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 How to Register online with the In-Year 
Admissions Portal 

Description: In-Year Admissions Portal:  
You must have  a personal existing email address which you have full access to 
and use regularly in order to make an In Year School Admission application.  
 
(You will need an email asddress in order to Register, if you do not have one you 
will need to create one). 
 

Step  1 Go onto our main Waltham forest Council Website and Search In-Year 
Admissions. 
 
Select the link for In-year admissions Portal.  
 

The Webpage for the In-Year Admissions Portal Will appear. 
 
(The Web Page should look like the print screen below). 
 

 
 

Step 2  

Click on Register  
 

 
 
 
 



                                                                                                                                                      

3 

 

Step 3 Once you click on register, The Webpage Below will appear which contains a 
Registration form. 
 

(Please make sure all parts of the form are completed especialy the fields wich 
have a Red star * Next to them. These fields are known as required fields and you 
will not be able to go on to the next stage if you leave any of them blank.) 
 

 
Please complete the registration form with your details.  

 

(The user Registering must be the person who has full Parental Responsibility 
for the child). 
 

Please make sure all the details you enter are correct and up to date.  
 

(We advise all users to make sure you write down the email address and the 
password you choose to use. Your password must be confidential please do not 
give your password to anyone else. The email address and the password you 
enter at this stage will be your user name and password for your In-year 
admissions portal account.) 
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Once you have correctly entered your details please click on “Submit 
Registration”. 

 

Step 4 Log into your personal email address which you have used to register. 
 

You will be sent a activation email for verification, this email will be sent to the 
email that you entered inorder to register. 
 

(This email will ask you to verify your email address to enable you to activate 
your In-year Admissions portal Account). 
 

The email you will receive will look like the one shown below: 
 

 
Please read the email and follow the instructions by clicking on the link 
provided. 
 

 
 

Step 5 When you click on the link provided within the activation email,  you will be 
taken to a webpage like the one shown below, this is where you can re-enter 
your password and email address.   
 

(This is the password and email address you used to register.) 
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Once you have entered your Email Address and Password Correctly, Click on 
“Log in” 

 

Step 6  Once you have Clicked on “Log in”, you will be taken into your personal In-year 
admissions poratl account, which will look like the one shown below:   
 

You have now successfully registered and Logged into your In-year 
Admissions Portal account. 
 
 

 
 
(PLEASE NOTE:  You have only registered with the In-Year Admissions Portal at this 
stage, this does not mean you have submitted an application and applied for a school 
place for your child.) 
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In order to apply for an In-year Admissions Application for your 
Child/ Children , please  follow the “How to Complete an In-year 
Application via the In-year Admissions Portal” Guidance. This can be 
found on the Waltham Forest website at ………………………..(link to 
follow) 
 
Thank you. 
 


