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the In-Year Admissions
Portal
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How to Register online with the In-Year
Admissions Portal

Description: | |n-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).
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Waltham Forest
In-Year Admissions Portal
# Home & Login  [# Register (& English/Cymraeg~
Don't have an account? Please register
Email Address Welcome to In-Year Admissions Portal
= This site is for those who are applying for a mid-year school place or want to change schools. Upon registering you
can create and submit \n-‘(earappucatlons and edit esttmg ones. Please follow this link to the guide explainlng
how to submit an app\icatmn"
Password
N
Forgotten your password?
About Contact Us Terms and Condition: Privacy Notice Cookies Policy © Capita 2012-2015 All ights reserved
Step 2

Click on Register

# Home

Don't have an account? Pleage register

Email Address
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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.)
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Waltham Forest

In-Year Admissions Portal

# Home & Logm Register @ EnglshiCymeneg =

Registration

You nesd b Airst register with 1S In arder bo apply 1or In-Year Admissions for your childiren]. This screen will guide you to enter the necessary informistion required for registation
process. Fiesce hover fhe mouse cuer each fieid 10 see what iTfammation you will nesd 10 anter for His curEcss

Emall Addrecc -
Confirm Emaill -
Facsward -
Conffinn Fassword -

Esamt Guecton - Your fiest schoal -
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@ender -
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To ind your home addeess piease eniter you posicode and then Cick Find ASdress. If you do not kKnow your pesicods, iook it up hese. B your address i not lisied, press the ‘Emer
Addness Manusily' s bype the comect address In the bowes provided
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Submit Regitrtion
]

About Contaot Us Tomes and Condifions Privecy Matios Cookles Polloy

Business |

Please com'plete 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”.

Submit Registration

= Required field

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:

LBWF In-Year Admission Portal activation nbox = Ll

ions.noreply gov.uk Jan 25 (5 days ago) -
tome [=
Thank you for registering with the In-Year Admissions Portal
To activate your account we need you to confirm your email address is valid. To do this, click on the link below this will take you to a page where you can enter your password and login

htips:ifone walthamforest gov uki/CitizenPortal TEST/Account Mve/CompleteReqi: 4362 bBASEf7d-07h2-4626-88cf-bbiSafbade73

Please note: if you are unable fo click on this link, carefully copy and paste the text into your Internet browser.

Kind Regards,
LBWF Portal Administrator

Important - Please do not reply to this email as this account is not monitored.

CONFIDENTIALITY NOTICE: The infermation contained in this e-mail is intended only for the addressese(s). It may contain privileged and confidential information and, if you are not the
intended recipient, you must not read, copy or distribute it, nor take any action in reliance upon it. If you have received this e-mail in error, please inform the sender as soon as possible
and delete the e-mail from your computer. E-mail may be corrupted or altered during or after transmission. We accept no responsibility for changes made to this e-mail after it was sent
Whilst we take reasonable steps to identify software viruses, any attachments to this email may contain viruses which our anti-virus software has failed to identify. No liability is accepted

for such viruses, and we therefore recommend that you carry out your own anti-virus checks before opening any attachments. Information contained in this e-mail may be subject to public
disclosure under the Freedom of Information Act 2000 or the Environmental Information Regulations 2004.

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

Thank you for registering with the In-Year Admissions Porial.
’_,_?To activate your account we need you to confirm your email address is valid. To do this, click on the link below this will take you to a page where you can entJ
hitps:/fone. walthamforest. gov ukiCitizenPortal TEST/Account. Mve/CompleteReqistration/4362__b6455{7d-07b2-4626-88cf-bbfSafbade73

Please note: if you are unable to click on this link, carefully copy and paste the text into your Internet browser:

Kind Regards,
LBWF Portal Administrator

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.)

r your password and login
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Waltham Forest
In-Year Admissions Portal
@ Home & Login [ Register [ English/Cymraeg

Don't have an account? Please register

Welcome to In-Year Admissions Portal

This site is for those who are applying for a mid-year school place or want to change schools. Upon registering you

Email Address

-] «can create and submit In-Year applications and edit existing ones. Please follow this link to the guide explaining
how to submit an application”
Password
a

Forgotten your password?

Once you have entered your Email Address and Password Correctly, Click on
“Login”

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.
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Waltham Forest

In-Year Admissions Portal

# Home & Wy Accoent EgnCet [ EnglshiCymeneg =

Welcome to the In-Year Admissions Portal
Select School Places if you would like fo:

= Start 8 new appilcation for & child.

* Change an existing appiication for a chid.

* View an existing apploation for & child.

* Close &n 2xsung appdicaton.
Select Messages if you would like to:

* Viewd read any meSsages you heve reosked from edmissians in regards bo the appilcations you may have suomitied.

Select My Family if you would like to:

= Add a chiid wha ks not listed alneady.
= Amend S detals for chidren individusily.

(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 ..........cccccveveeneneen. (link to
follow)

Thank you.




