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Step-by-Step guide

Part 1: Register as a Parent | Guardian

Before you begin, have the following at hand to make the process easier:

Pen and paper to record your password for safekeeping

e-mail address

Your ID number

Scanned certified documents (labelled according to each document):
•	 The last official school Report Card | Results of the learner, if the learner 

previously attended school.
•	 ID | Birth certificate | passport of the learner; OR 

Study permit (foreign learners);  
OR Proof of application (study permit) or police affidavit

•	 Immunisation card (Road to Health Chart) for Primary Schools only
•	 Proof of residence

Go to Google. 
Type WCED in the search bar.
Click on Western Cape Education Department.

Select Admissions 2024/25.
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Click on Admission | Grade 1 & 8.

If you haven’t yet registered, Click on Parent Register.

Read the terms and conditions. Click Yes and Continue.

Complete the Parent Register Check. 
Click Save.
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Complete ALL the fields*.
Click Register.

IMPORTANT: 
Ensure that your 
contact details 
(e-mail and 
cellphone number) 
are correct.

Enter the OTP that appears on the screen in GREEN. Click Verify.

Create your password. 
Answer the security questions. 
Click Register.

The system will confirm registration AND you will receive a confirmation SMS.
Select Click here to login.
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Enter your ID number and Password. 
Click Parent Login.

Read the notification. Click I accept.

Complete the profile for the Primary Parent/Guardian.
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The work address is optional.
•	 However, parents must indicate which address schools must be used for 

admission purposes.
Click Save and return.

Confirm the popup notification. Click OK.

Optional: Complete the Secondary Parent’s Profile.

Select Learner Application to continue.
Click Log out to end the session.
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Step-by-Step guide

Part 2: Learner Application |  
Grade 1 and 8 ONLY

Before you begin, have the following at hand to make the process easier:

Your ID number and password

Your cellphone number and e-mail address

Alternative person with contact details in the event that you are not available.

Emergency contact and contact details

CEMIS number of learner(s); or any other specified identification number.

Scanned certified documents (labelled according to each document):
•	 The last official school Report Card | Results of the learner, for learners who 

have been to school
•	 ID | Birth certificate | passport of the learner; OR 

Study permit (foreign learners);  
OR Proof of application (study permit) or police affidavit

•	 Immunisation card (Road to Health Chart) for Primary Schools only
•	 Proof of residence

Enter your ID number and Password. 
Click Parent Login.
Select Learner Application.

Select the Grade.
Answer the question onscreen with reference to previous schooling in the Western 
Cape.
If yes, search for the learner’s ID, passport or CEMIS number.

If no, a new application must be captured.
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Click on NEW application.

Capturing a NEW application.
Step 1: Learner Profile
Complete the compulsory fields marked with an asterisk*.
Click Save and Next.

Notice how Step 1 has turned green; indicating that the learner’s profile has been 
completed.

Step 2: Required Grade
For new applications for Grade 8, the reason is always Highest Grade Reached unless 
the learner is relocating to the Western Cape.

Complete all the fields.
Click Save and Next.
Notice how Step 2 has turned green.
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Step 3: School Programmes
Choose the sport in which the learner participates.

•	 Select the sport, click on the right arrow to move the selection to the right hand 
side column.

•	 Continue until all sporting codes have been selected.
Follow the same process to list the cultural programmes in which the learner is 
currently involved and any leadership roles that are applicable.

•	 Capture the award(s) achieved.
•	 Indicate what musical instrument(s) the learner plays.
•	 Enter the level of music participation.

Click Save and Next.
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Step 4: Select Schools
Search by using the School name; using the alphabet; OR
Search by Town & Suburb

•	 Under the Town & Suburb option, you can select the type of school required such 
as secondary school. This will list all the secondary schools in this area.

•	 Select desired school.
Click Add School.

When you add a school, you will receive an onscreen popup message.
Answer the question.
Click Save.

Continue adding schools until you have added all the schools on your list.
The system allows for up to 10 schools per learner application.
As each school is added, the choice is reflected in the list of schools generated by the 
system.
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Changing the order of preference.
•	 Use the yellow block to arrange the schools in order of preference.
•	 Select Click here button will take you to the Choose order of preference dialogue 

box.
•	 Use the arrows to move the schools to the desired places of preference.

Click Save. 

Click Next.
Confirm the popup notification. Click OK.

Upload your documents.
•	 You can upload your certified documents now or do so at another time using the 

Upload Documents link, BUT you must upload before Admissions’ Appllications 
close on 12 April 2024.

Click Next.
•	 NOTE: If you have not uploaded your document, the system will notify you in a 

popup screen.
•	 Click OK.

TIP: Save your scanned certified documents according to the type of document.
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Final step: Application summary
Read through all the information to ensure that there are no errors.

•	 Use the step buttons at the top to navigate to the place(s) where changes need to 
be made.

Read the declaration.
•	 Select Yes.

Click Submit application.
Once you click SUBMIT you will be unable to change the application.

The links in the left 
hand column allows 
you to navigate 
through the system.

Confirm the popup notification. Click OK. 

Learner’s name.
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The Confirmation of Submission will appear onscreen.
•	 Use the learner’s CEMIS number as a reference number for all enquiries.

You will also receive an SMS to confirm the submission of your application for the 
learner.

Click here to view, takes you to the Track application window.


