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1. Important Notes regarding Online System
1.1. Please be aware of the following when using the online system:

· The online facility is available to Bolton residents for admission into any primary or secondary school (including those outside Bolton).  If you live outside Bolton then you should contact the Authority you live in and indicate to them your preference for a place at a Bolton school.
· In order to use the online system you must have received a letter from the local authority detailing your UID (Unique Identifier for child).  If you have not received this letter please contact Pupil and Student Services using the contact details in section 8 of this document.
· At various points in the online system (registration, submission of application, offer day) you will receive some automatically generated emails.  Always check you ‘Junk’ mailbox for these emails.

· The online system will automatically time you out of the system if there is a period of inactivity for 15 minutes or more.

· If you make any changes to your child’s details or preferences after an application has been submitted then you must re-submit your application.  Amendments to your child’s details or preferences can be made up to the closure date.

· Please remember that if you change your email address then you must update your details so that you can receive offer information on the offer day.

· As part of the online application you will receive some emails which will contain a link and there is currently an issue with the link not displaying on some web browsers.  In such cases users will have to copy and paste the link into their web browser as details in section 2.8 for the confirmation of registration email and in section 3.6 for the password reset email.
2. Registration
1.2. Before you can apply online, you must register.  This is to ensure that only you can view and amend your application.
1.3. If you have previously submitted applications in the past for other children you will also have to register again.
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1.4. On the next screen please enter the postcode of where your child lives.  This is so that the system can check you are applying to the correct local authority.  
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1.5. On the next screen please complete as many boxes as possible.  All boxes marked with * must be completed before you can proceed.
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[image: image18.png]Welcome to School Admissions Online

T am new to this service.

Help me register.

Register

I am already registered and want
to log in.

Email Address

I

Password

Forgotten your password? Login

Before you begin...you will need:

+ Any information you have been given

about applying for a school place
B At

For 2012 admissions all parents will have to register using the 'Register’
button. Parents who have submitted applications in the past will also have
to register agait

Welcome to Bolton Council's Online Admissions service.

It is hoped that you will find the site easy to follow but if you require any
assistance then please contact the admissions office Mon-Fri between 9am-5pm
on Bolton (01204) 33 2137 (Secondary Admissions) / (01204) 33 2143 (Primary
Admissions)

When making your application you should use the UID number allocated to
your child. This can be found on the admissions letter sent to you in the post. If
you have misplaced this letter please contact the admissions office on the
number above who will send you a copy of the admissions letter.
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Important

Before You Register

To make an application for a school place you MUST make your application to the Local Authority where your child lives. The
Local Authority knows the majority of addresses in this and surrounding Local Authorities.

To check you are applying to the right Local Authority please enter your child's postcode to search our address database.

If your child is moving to a new address, enter the postcode where the child wil live at the time of starting the new school.

My chid's postcode [ ]

Continue to Register
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To make an online application you need to register your details with Bolton Local Authority. Once you have completed the
registration you will be able to use your email and password to log in and record your child's details and other application
information.

= = required information

'YOUR PERSONAL INFORMATION

Title * Forename * Surname * Gender *
g [ ] [ ] O male O Female

You are advised to enter a telephone number where you can be contacted during normal office hours, if necessary.

Home Phone No Mobile Phone No Business Phone No
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To find your home address on our database, please enter your postcode and then click Find Address. The address wil only be used as a mailing
‘address and correspondence will be sent there. If your address is not listed, please type the correct address in the boxes below.

Ifyou do not know your postcode, click here

Postcode

e

House No, Fiat No/Name, Building [ ][ ][ ]

Street Name [ |
District/Vilage ——

Toun —

county/state —

Postcode/Zip * 1

Country

Next
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Double click on your address to choose it

/2. Halstead Street, Bolton, BL2 1AH
3. Halstead Street, Bolton, BL2 1AH
4. Halstead Street, Bolton, BL2 1AH
5. Halstead Street, Bolton, BL2 1AH
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To make an online application you need to register your details with Bolton Local Authority. Once you have completed the
registration you will be able to use your email and password to log in and record your child's details and other application
information.

= = required information

'YOUR LOGIN INFORMATION

Please ensure that you provide a valid, active Email Address.
Email Address * Confirm Email Address *

[ J@ [

‘Your password must be a minimum of 6 characters in length. It must contain at least 2 numbers.

Password = Confirm Password *

@®
Please choose a secret question from the list and then type your answer below. We will ask you this question if you forget your password so please
choose a question that you will remember the answer to.

Secret Question * Secret Answer *

[ do |

Back Registration complete




1.6. Next you need to enter your log in details on the screen below:  

[image: image24.png]Registration successful

Thank you for supplying your registration details. You will shortly receive an Email to the Email Address you supplied, please follow
the instructions in this email to allow you to complete your registration.

Please note that you will not be able to use our easy, online service to apply for a school place, until you
have clicked on the link in the email you will receive.

Please close this browser window now and re enter our website via the link in your confirmation email.



[image: image25.png]Welcome Mr Bloggs [ Change My Personal Details | Change My Login Details | Logout ]

Admissions Online Home Page

Please choose one of the options listed above and to the left to make an admission for a School place.

YOUR CURRENT APPLICATIONS:-

You have no Click 'Go' to begin a new application
applications

NEW
APPLICATION

Make a new
application for
a school place

Contact us Data Protection Statement Blank Application Forms Education Websites Terms & Conditions




1.7. [image: image26.png][ Login ]

Forgotten Password - Email Address

Please enter your Email Address, and select Continue. You will then be asked for the answer to your secret question.

Emal Address =[]

Contact us Data Protection Statement Blank Application Forms Education Websites Terms & Conditions



Once all the information has been entered click ‘Registration Complete’ to register on the website and you should then receive the following message:

[image: image27.png]Forgotten Passwo Secret Ques

Please answer your secret question, and select Continue. You will then be sent an email with a link allowing you to enter a new
password.

other's waden Namez |

Contact us Data Protection Statement Blank Application Forms Education Websites Terms & Conditions




1.8. Once you have registered you will also receive an acknowledgement email of the registration.  Click on the hyperlink in the email to confirm your registration.  If they hyperlink does not work you can copy and paste it into the web browser.  To copy and paste into the web browser then follow the instructions below in section 2.8 to section 2.11.
1.9. Open the email and highlight the line that contains the link. This can be done by clicking your cursor to the beginning of the word ‘https’ and then hold down the left mouse button and move your mouse to the right so that the whole of the link is highlighted (including the last character of the link):
[image: image28.png]Reset Password
Please enter a new password.

Your password must be a minimum of 6 characters in length. It must contain at least 2 numbers.

I E—
L ——

Continue




[image: image29.png]Change My Personal Details

= required information

'YOUR PERSONAL INFORMATION

Title = Forename = Surname = Gender

i o] [Frea | [Bioggs ] Male O Female

‘You are advised to enter a telephone number where you can be contacted during normal office hours, If necessary.
Home Phone No Mobile Phone No Business Phone No

01204 332077 ][ ][

YOUR ADDRESS

To find your home address on our database, please enter your postcode and then click Find Address. The address will only be used as a mailing
address and correspondence will be sent there. I your address Is not listed, please type the correct address in the boxes below.

If you do not know your postcode, click here

Postcode

[—

House No, Flat No/Name, Building [ 1[ | [1 canal side ]
Street Name |Prestolee Road |

Disrictviage
Town

County/stte —
Postcode/Zip * BL3 1AD
Country Select Country j

Update Details




        [image: image1.png]From: admissions@bolton.gov.uk [mailto:admissions@bolton.gov.uk]
Sent: 25 August 2011 08:00

To:

Subject: Confirmation of Your Registration - Bolton Online Admissions.

Dear Mr Test,

Thank you for registering with the Bolton Online Admissions Application Service.

In order to complete your registration, you must login again using the password you have chosen.

If you can see a link below, please click on it to open our service, otherwise please copy and paste the text into your Internet browser.

Kind regards.

Admissions Administrator

IMPORTANT - PLEASE DO NOT REPLY TO THIS EMAIL AS IT WILL NOT GO TO YOUR LOCAL AUTHORITY.
TO CONTACT US PLEASE SEE THE DETAILS BELOW:




1.10. Next move your cursor to the highlighted area in section 2.8 above, right click on your mouse and select copy.  You will then need to open your web browser (e.g. Internet Explorer) and in the address bar of your web browser you need to clear any existing text from the address bar:
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Language tools

Google Search | Im Feeling Lucky

Advertising Programmes  Business Solutions ~ About Google  Go to Google.com

©2011- Privacy.




[image: image30.png]Change My Login Details

* = required information

Please use the form below to change your Email Address and/or Secret Question and Answer

'YOUR LOGIN INFORMATION

If you want to change your Email address, please enter a new valid Email address in the boxes below.
Email Address ~ Confirm Email Address =
lec.imu@bolton gov.uk |@  |ecimu@bolton.gov.uk |

If you want to change your Secret Question and/or your Secret Answer, please enter the new value/s in the boxes below. I you choose a new
Secret Question, you must choose a new Secret ANswer, or you can choose a new Secret Answer to your original Secret Question

Secret Question Secret Answer

I He [ ]

In order to change your Email Address and / or Secret Question and Answer you must give your Password
Password =

Update Details



[image: image31.png]Please use the form below to change your Password

CHANGE PASSWORD

Your password must be a minimum of 6 characters in length. It must contain at least 2 numbers.
old Password *

@

New Password =

Confirm new Password *

Change Password

Contact us Data Protection Statement Blank Application Forms Education Websites Terms & Conditions




1.11. Once the existing text from the address bar has been cleared you can right click on your mouse in the address bar and select paste:
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Admissions Online Home Page

Welcome to the Application Information Memo Please read the application pack sent to you in the post

Your Current Applications:-

You have no Click 'Go to begin a new application
applications

Fantact 11e Pata Pratertinn Statement Rlank Annlicatinn Enrme Ediiratinn Wehcitee Terme & (nndifinne

New
Application

Make a new
application
for a school
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Make an Application

Welcome Mr Khan [ Change My Personal Details | Change My Login Details | Logout ]

CHILD'S DATE OF BIRTH

Please enter your child's date of birth. We will use this to locate the Admissions Group that your child is part of.
Date of Birth (dd/mm/yyyy)
[darmmayyyy | [[Find Admissions Group

Contact us Data Protection Statement Blank Application Forms Education Websites Terms & Conditions



[image: image34.png]ADMISSIONS GROUPS

We have found the Admission Group shown below. If this is correct, please confirm it by pressing the SELECT button.

Admission to Secondary School September 2012
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Admission to Secondary School September 2012

You may have received a letter from your Local Authority, containing a UID (Unique Identifier) for your child. This is a code
which identifies your child's application and using it will make it faster to complete your application.

The UID will look something like this: 82011r5MU40QM6RE

Please note the UID is specific to your child for this year's applications. If you have more than one child that you need to make
an application for this year you may have received a separate UID for each child.

FIND CHILD Having problems finding or
using the UID? Continue
uniquelidentifey making your application by

L e clicking here

Date of Birth (dd/mm/yyyy) —
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Admission to Secondary School September 2012

CHILD'S DETAILS

Legal Forename * Middle Name Legal Surname *

| @ [ /I ©

Date of Birth (dd/mm/yyyy) Gender =

[

Does your child have a Statement of Special Educational ©Yes ®No
Needs?

Is your child registered as being in the care of a Local Authority ©Yes ®No  [Select Care Authority ~

e.g. are they fostered or a 'Looked After’ child?

'YOU AND YOUR CHILD

What is your relationship to the Child? = ® Father -~

Do you have Parental responsibility for the child? ® @Yes ©No

1f any of the details we hold about your child are incorrect, please advise us of the correct details using the box
below.

Next »





[image: image37.png]CHILD’S CURRENT ADDRESS

This is the address known by the Local Authority for Fahim Abad. If this is not where Fahim currently lives, please
enter postcode below and click FIND ADDRESS.

House No, Flat No/Name, B

street name [ —
District/Village |

County/state ]

Postcode/Zip = -:|

Country [selectCounty — [1]

s postcode and click FIND ADDRESS. If, after searching, you cannot find the correct address,
into the boxes above.

Enter your cl
please type

Postcode

L o

MOVING HOME?

If you are moving to the above address please supply date. You will also need to contact the admissions team

with proof of new address.

Moving Date (dd/mm/yyyy) [ |

Enter your new postcode and click FIND ADDRESS. If the address is not listed, please type the correct address in
S S ———————
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CHILD'S CURRENT SCHOOL

School Address

If the above is the school Fahim currently attends, or you have entered some details below, select the 'Next' button to continue.
Select 'Change current school' to search for the correct school.

Change current school

1, after searching, you are still unable to find the school, please tell us where the child is currently being
educated by typing the name into the box below.

Currently educated at: [

<« Back | [ Next »
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1.12. The address bar will then contain the link you copied from your email and you then just need to press the enter key on your keyboard to open this link.  You will then be taken to the admissions home page where you will notice your email address has already been entered and you then just need to enter your password to log in:
[image: image39.png]Child Details 3 Address Details 3 Current School > School Preferences 3 Finish for now & return later » Ts & Cs 3 Confirm

SCHOOL PREFERENCES

We strongly advise that you choose 3 schools in rank order, as we cannot guarantee you will be offered your 1st preference
school.

You may either type the school name (if known) into the box, or click the search button to display a list of all available schools.

Please note: If you are applying for a place at Bolton Muslim Girls School, Canon Slade CE or St James CE School you should also complete the
school’s own application form . This form must be returned directly to the appropriate school. Although the supplementary form for
these three schools is not compulsory, parents/carers must be aware that failure to complete the schools supplementary form may affect
‘where your child is ranked within the schools oversubscription criteria.

If your preference is for a C of E Primary school and you are applying on faith grounds you will also need to complete a supplementary form.
Copies of this form can be found by clicking on the 'Links to Education Websites' hyperlink below. The completed form should be returned
directly to the Local Authority at the address on your admissions letter.

Please be aware that if you spell the name of the school you are searching for incorrectly you may not find the school listed.
If you type in the first few letters of your preferred school you will be shown a list of all schools whose name corresponds.

Alternatively you can just click search and get a full list of all schools to choose from.




[image: image40.png]FIND A SCHOOL

Search using postcode, 'located in', school name, or a combination of these, then click Search.

Postcode Schools located in School Name (Tip: Part names give better results)

cll | [Dearan]

NOPQ R xyz| Al
Bolton Muslim Girls' School Girls ‘Swan Lane, Bolton, BL3 6TQ
Bolton St Catherine's Academy CoEd  Newby Road, Bolton, BL2 518,

Canon Slade CE Secondary School (Canon

Siade Coft School) CoEd  Bradshaw Brow, Bolton, BL2 38P

Elective Home Education, Castle Hill Centre, Castleton
Street, Bolton, BL2 2)W

Essa Academy CoEd  Lever Edge Lane, Bolton, BL3 3HH

Elective Home Education CoEd

Firwood School CoEd  Crompton Way, Bolton, BL2 3AF

Harper Green School CoEd  Harper Green Road, Farnworth, BL4 0DH
Kearsley Academy CoEd  Springfield Road, Kearsley, BL4 8HY.
Ladybridge High School CoEd  New York, Bolton, BL3 4NG

Lever Park School CoEd  Stocks Park Drive, Horwich, Bolton, BL6 6DE
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Welcome to School Admissions Online

I am new to this service.

Help me register. Register

to log in.

Email Address

Password

Forgotten your password?

I am already registered and want

Login

For 2012 admissions all parents will have to register using the
button. Parents who have submitted applications in the past will also have
to register again.

Welcome to Bolton Council's Online Admi

ons service.

Some users are experiencing issues with clicking on a link when they receive their
confirmation of registration email or their password reset email. If you cannot
dlick on the link then users will need to copy and paste the link by carrying out
the following instructions:

1. Open the email and highlight the line that contains the link. This can be
done by clicking your cursor to the beginning of the word https and then
hold down the left mouse button and move your mouse to the right so that
the whole of the link is highlighted (including the last character of the link).

2. Next move your cursor to the highlighted area, right click on your mouse
and =elert conv




2. Log On, Forgotten Password and Changing Personal Details
Log On

2.1. In order to apply for a school place you will have to log on to the online admissions system using email address and password you set up when you registered.

[image: image41.png]Child Details 3 Address Details 3 Current School > School Preferences 3 Finish for now & return later » Ts & Cs 3 Confirm

JOE BLOGGS, DATE OF BIRTH: 04/01/2001 : APPLICATION FOR BOLTON ST CATHERINE'S ACADEMY

In order to support your application for a place at this school you can select appropriate reasons below. You will have the opportu

to tell us
in your own words, of any additional reasons, on the next page.

Please select any (or all) of the following reasons to support your application for a School place.

Does your child have a sibling who will still be attending the ® Yes © No/Not Applicable
school when your child starts?

SIBLING DETAILS (1)

Your child might have multiple siblings currently attending the school, please enter the details of the si

ling closest in age.
Legal Forename Middle Name Legal Surname

“[ I ] =l ]
Date of Birth (dd/mm/yyyy) ~Gender *

S — L

SIBLING'S ADDRESS




[image: image42.png]The current address for your child is shown below.

House No, Flat No/Name, Building [

District/Village
Town

Couny/state —

Country Select Country j

If the address above is not Joe's

\g's current address then please enter the postcode,

k Find Address and select the correct address.
Postcode

(— o ]

The sibling's current school is shown below.

School Name [Bolton St Catherine's Academy |
School Address [Newby Road, Bolton, BL2 58 ]

If the sibling does not attend the above school, but instead attends a partner school, please
select the correct school.

ind School button to

school for medical reasons. ®Yes © No/Not Applicable
(You will be able to provide more details on the next page)

1 am selecting t

1 am selecting this school because of the distance from my ©ives © No/Not Applicable

" Back To Preferences | [ Continue »




2.2. If you are able to log on you should see the following screen:

[image: image43.png](Child Details  Address Details % Current School 3 School Preferences 3 Finish for now & return later 3 Ts & Cs 3 Confirm

JOE BLOGGS, DATE OF BIRTH: 04/01/2001 : APPLICATION FOR BOLTON ST CATHERINE'S ACADEMY

OTHER REASONS

‘You may tell us of any other reasons to support your application. If you have selected this school for social or medical reasons you should give
‘more details below. You may be contacted to discuss this further.

Other Reasons

There is a

of 3000 characters for you to express other reasons. 3000 rem:

" Back To Reasons




[image: image44.png]'YOUR PREFERRED SCHOOLS

The following schools have been selected for this online application. Please note you may state a preference for a maximum of 3 schools.
Changes may be made to this selection until 21/10/2011 11:59

1 Bolton St Catherine's Academy

FIND A SCHOOL

Search using postcode, 'located in', school name, or a combination of these, then click Search.

Postcode Schools located in ‘School Name (Tip: Part names give better results)
] Search
xvyz| |[an

Bolton Muslim Girls' School Girls  Swan Lane, Bolton, BL3 6TQ

" . Elective Home Education, Castle Hill Centre,
Elective Home Education COBd Castiton Street, Bolton, BL2 23W
Essa Academy CoEd  Lever Edge Lane, Bolton, BL3 3HH
irwood School CoEd  Crompton Way, Bolton, BL2 3AF
Harper Green School CoEd  Harper Green Road, Farnworth, BL4 0DH
Kearsley Academy CoEd  Springfield Road, Kearsley, BL4 8HY
Ladybridge High School CoEd  New York, Bolton, BL3 4NG
Lever Park School CoEd  Stocks Park Drive, Horwich, Bolton, BL6 6DE

Little Lever Specialist Language College (Little Lever School

Specialist Language College) CoEd  Church Street, Little Lever, Bolton, BL3 18T




Forgotten Password
2.3. When clicking on the ‘Forgotten Password?’ link the following screen will appear:
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I
APPLICATION FOR JOE BLOGGS, DATE OF BIRTH: 04/01/2001

on to us, or you can

You have now completed your application. You can either ‘Continue’ to the terms and conditions to submit your ap
“Finish for now & return later’ if you don't want to submit just yet.
If you choose to ‘Continue’ and submit the application you may still make changes up until 21/10/2011 11:59

If you choose to *Finish for now & return later’, your application will be saved but you must return before 21/10/2011 11:59 to complete and
submit it

To see a printer friendly version of your unsubmitted application, click the Preview button ([

[[<Back | [Finish for mow & return fater ] [ Continue ~
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TERMS & CONDITIONS

1 declare that all the information which I have provided to support my chi
school in September 2012 is correct and complete.

's application for admission to Primary/Secondary

1 understand that any school place offered on the basis of fraudulent or intentionally misleading information may be withdrawn.
1 have received and read the 'Admission to Primary/Secondary School 2012' booklet.

1 understand that if my child has a Statement of Special Educational Needs and I have made a preference for a mainstream
school that is not my child’s local school, transport arrangements remain my responsibility.

DATA PROTECTION

DATA PROTECTION ACT 1998

This information
other Local Auth

be kept on a computer and may be subject to disclosure by transmission, dissemination or otherwise making available to
ies and Schools for the process of admissions.

keep your information for a reasonable period.




2.4. [image: image47.png]Bolton Council has made a notification under the Data Protection Act 1998 and will comply with the proy
treatment of your Personal Information.

Don't forget to check your Junk Email folder for your submission email details if you've requested them

SCHOOL PLACE OFFER

If you choose to receive your offer via email, the Local Authority may choose not to send out your offer on paper, thereby saving valuable
resources. Your offer wil also be available on this website on 01/03/2012.

1 would like to receive my offer of a school place via email. © Yes © No
If you change your mind about the option chosen, please contact the Admissions team using the Contact us link below.
‘Warning: Sometimes emails end up in your Junk or Spam folder, if you do not receive your email on the date above, please check there first.

1 declare that I have checked the information given on this form and believe it to be correct. I confirm that I have read and
agree to the terms and conditions set out above
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APPLICATION FOR JOE BLOGGS, DATE OF BIRTH: 04/01/2001

Your Application has been successfully submitted. You will shortly receive a confirmation email listing the preference schools that you selected. If
additional evidence or information is required for these schools, e.g. medical/baptism certificates or supplementary information forms, you will

need to supply them.

To see a printer friendly version of your submitted application please click the preview button. ([T

You do not need to take any further action, however, if you need to make any changes to your application you can do so up until
21/10/2011 11:59. If you make any changes it is essential that you re-submit, otherwise your application will not be considered.

You can now choose to either go to your home page o to logout.




The following screen will appear asking for a secret answer:

2.5. Open the email and click on the link that is displayed.  This should then open up the page described in section 3.10.  If the link is not displayed as a hyperlink then you will need to copy and paste the link by following the instructions in section 3.6 to 3.9.
2.6. In the email highlight the line that contains the link. This can be done by clicking your cursor to the beginning of the word ‘https’ and then hold down the left mouse button and move your mouse to the right so that the whole of the link is highlighted (including the last character of the link):
[image: image49.png]Admissions Online Home Page

Please choose one of the options listed above and to the left to make an ad

sion for a School place.

YOUR CURRENT APPLICATION:

Joe Bloggs &

Joe Bloggs

Admission to Secondary School
September 2012
Preferred Schools
1. Bolton St Catherine's Academy
2. Ladybridge High School
3. Kearsley Academy

Change my Preferences

Contact us Data Protection Statement Blank Application Forms Educ:

(1) Application Submitted &
Closing date for Submission of Application
21/10/2011 11:59:00

Change my Application Details

Show me my Application

) school Place offer ()
will be published here on 01/03/2012

NEW
APPLICATION

Make a new
application for
a school place

@





[image: image50.png]'m you wish to CHANGE your

plication

‘You have chosen to change a previously submitted application. Are you sure you want to make changes? If you just want to view your
application, select Show me my Application link.

IF you continue with changing your application, your application will become unsubmitted. If so, you MUST remember to resubmit this
application, or we will be unable to accept your online application and you will need to apply by contacting us directly.




        [image: image6.png]From: admissions@bolton.gov.uk [mailto:admissions@bolton.gov.uk]
Sel 4 September 2011 15:07

Te
Subject: Password Reset - Bolton Online Admissions

Dear Mrs Jane Test,
You have chosen to reset your password, to enable you to login to the Online Admissions Service.
In order to complete this process, you must login again using the new password you have chosen.
If you can see a link below, please click on it to open our service, otherwise please copy and paste the text into your Internet browser.

Kind regards.

Admissions Administrator

IMPORTANT - PLEASE DO NOT REPLY TO THIS EMAIL AS IT WILL NOT GO TO YOUR LOCAL AUTHORITY.
TO CONTACT US PLEASE SEE THE DETAILS BELO’
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2.7. Next move your cursor to the highlighted area in section 3.6 above, right click on your mouse and select copy.  You will then need to open your web browser (e.g. Internet Explorer) and in the address bar of your web browser you need to clear any existing text from the address bar:
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2.8. Once the existing text from the address bar has been cleared you can right click on your mouse in the address bar and select paste:
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2.9. The address bar will then contain the link you copied from your email and you then just need to press the enter key on your keyboard to open this link.  You will then be taken to the password reset page.
2.10. When clicking on the hyperlink in the email or copy and pasting the link into the address bar the following screen is then displayed:


Changing Personal Details
2.11. You can change your personal or log on details at any time for example if you change email address before the offer date, then you will have to update this on the online system so that the allocation email (stating which school your child has been offered a place at) is sent to the new email address and not the old email address.

2.12. To change your personal details or login details log into the online system and at the top of the screen click ‘Change My Personal Details’ (section 3.13) or ‘Change My Login Details’ (section 3.14).
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2.13. Once you have clicked on ‘Change My Personal Details’ you will then be presented with the following screen:

2.14. To change your login details click ‘Change My Login Details’ you will then be presented with the following screen:



3. Applying for a School Place
3.1. Once you have logged into the online system you will need to click on the green ‘GO’ button to make an application for admission to school.  


3.2. You will then be presented with the following screen asking you to enter your child’s dob:  



3.3. In order to make an application you will need to use the UID (Unique Identifier) which can be found on the letter we have sent you.  


3.4. Once you have entered the UID and your child’s date of birth your child’s details are then displayed.  


3.5. Next you have to confirm the address we have for your child is correct.  



3.6. On the next screen you will be asked to confirm your child’s current school.  



3.7. The next step is to select the school(s) you would like your child to attend.  



3.8. The next step is to record the reason why you wish your child to go to the preferred school.  



3.9. On the next screen you can enter details of other reasons to support your application

3.10. You will then be able to see the preference you selected:


3.11. Once you have select your preference school(s) you will then have to submit your application:

3.12. Once you have select your preference school(s) you will then have to submit your application:



3.13. The next screen will confirm the submission of your application and you will also receive and email confirming that the application has been submitted:

4. Amending your application
4.1. At anytime up until the closure date you can log in and amend your application.  

4.2. You will then be asked to confirm if you wish to edit your application:  

5. Applying for another child
5.1. If you are applying for another child you will have make a second application by following the instructions from section 4.1 above.  
6. Viewing you allocated school on offer day
6.1. All applications submitted online will be able to view their offer details on the offer day.  By default all submitted online applications will also receive an email confirming their offer details at some point during the offer day.

6.2. To view offer details online simply log on to the online system from where you will see a link to view your offer information.

7. Further Help
7.1. For any advice on the use of the online system or any queries relating to the admissions process please contact Pupil and Student Services on:

Pupil and Student Services,
Paderborn House,
Bolton,
BL1 1UA

Telephone: (01204) 33 2137/2143
�





Click on ‘Register’





Enter the postcode of where your child lives and click ‘Check Now’ button.





A message will then appear advising you to click 'Continue to Register’ if your child lives in Bolton.





If the postcode is outside of Bolton then you will need to apply to the local authority that your child lives in.





 











Enter your personal details in the appropriate fields.





Type in your postcode and then click ‘Find Address’.  





A list of addresses will then be shown.  You may have to scroll down to find your address.





Double click on your address to choose it.  The address line will then automatically be filled in.





Once all the information has been entered click ‘Next’ to continue.


 





You will have to enter your email address and password twice.  Please note you cannot copy and paste your email address.





The password must have a length between 6 and 20 characters and needs to include at least two letters and two numbers.





For the secret question select ‘Mother’s Maiden Name’ and in the secret answer enter your Mother’s Maiden Name as this will be used for verification purposes if you forget your password. 





Close the browser and check your email for your confirmation of your registration.  





You cannot apply online until you have confirmed you registration.





Don’t forget to check your junk mailbox for this email.





Make sure you highlight all the text that is part of the link.





Please ensure the text ‘Kind Regards’ is not highlighted.





Delete any existing text in the address bar by selecting the text and pressing the delete key on your keyboard.





In the address bar right click on your mouse and select paste





            �





The link will then be displayed in the address bar.





           �





Do not paste the link into the search bar.


            �








Your email address will already be pre-populated.





Enter your password to log in.  





Enter your email address and password and then click ‘Login’.





If you have forgotten your password you can use the ‘Forgotten Password?’ link (see section 3.3)





From this screen you can apply for a school place (See section 4 on how to do this).





Enter your email address and click ‘Continue’.





You should then receive an email with a hyperlink that allows you to reset your password.





Enter your secret answer (Mother’s Maiden Name) and click ‘Continue’.





You should then receive an email with a hyperlink that allows you to reset your password.





Make sure you highlight all the text that is part of the link.





Please ensure the text ‘Kind Regards’ is not highlighted.





Ignore the text about ‘In order to complete this process, you must login in using the new password you have chosen’.  At this moment in time you have not chosen your new password.





Delete any existing text in the address bar by selecting the text and pressing the delete key on your keyboard.





In the address bar right click on your mouse and select paste





            �





The link will then be displayed in the address bar.





           �





Do not paste the link into the search bar.


            �








You will also have to enter your new password twice.  The password must have a length between 6 and 20 characters and needs to include at least two letters and two numbers.





Click ‘Continue’ and you will be taken to the home page.





If you want to change your personal details such as Name, address, contact no’s then click ‘Change My Personal Details’.





To change your email address, password or secret answer then click ‘Change My Login Details’.








Update your details as appropriate and then click ‘Update Details’ to ensure the changes are saved.





To change your email address or secret answer, just enter the new information along with your password (You need to enter password to change email address and/or secret answer).  Click ‘Update Details’ to save the changes.





To change your password go to the bottom part of the page and enter your old password followed by new password twice.  Click ‘Change Password’ to save changes.





Enter your child’s DoB and click ‘Find Admission Group’.  The admission group for your child will then be displayed below which you will then need to select.





In order to apply for September 2012 admission then your child must be born between 01/09/2007 – 31/08/2008 for primary admissions and 01/09/2000 – 31/08/2001 for secondary admissions. 





Enter the UID and then click ‘Next’.





Please take care when entering the UID and ensure letters and numbers are entered precisely.  All UID’s begin with 35012 (three, five, zero, one, two).





If you do not have a UID or have misplaced it then please contact us on:





Pupil and Student Services,�2nd Floor, Paderborn House,�Civic Centre,�Bolton,�BL1 1UA��Tel: (01204) 33 2137/2143





Please note that for security reasons, we are unable to give out UID’s on the telephone.











Please check that the details we have on the system are correct.  If not you can inform us by completing the box highlighted in red.





Please ensure you answer the 4 questions regarding statement of special education needs,  registered as being in the care of a local authority, relationship to child and parental responsibility.





If you have answered ‘Yes’ to the question ‘Is your child registered as being in the care of a local authority’  then you will have to enter the name of the local authority responsible for care.





Once you have checked all the information and answered the questions click on ‘Next’.








Please check that the details we have on the system are correct.  If not you can change the address on the form by typing in the postcode and clicking ‘Find Address’.





If you are moving address then please supply the date and new address.  Please be aware that you will need to also contact the admissions team to provide proof of new address.





Once you have checked the information click on ‘Next’ (at bottom of screen).








Please check that the details we have on the system are correct.  If not you can change the school by clicking ‘Change current school’.





For primary admissions the current school may state ‘A&T Pre-School’.  This can be ignored as it was put on for administration purposes. 





Once you have checked the information click on ‘Next’ (at bottom of screen).








On this screen the system will automatically find the nearest schools based on your child’s postcode.  To search and select other schools remove the postcode and in the field ‘schools located in’ select the name of the local authority the school is in.





If you know the name of the school you want your child to attend then you can simply type in the first few characters of the school name (e.g. ‘Riv’ for Rivington and Blackrod High School’) and then click ‘Search’





You can narrow you search by selecting ‘Bolton Schools’ or ‘Other Local Authority Schools’.





Please note that we do not process applications for Independent (Private) schools.





Once you have found your preferred school, click the ‘Select’ button to the left of the school name.





Select any reasons why you would like your child to attend the preferred school.  For some schools you will also have to select a ‘religion’.





If the reason for selecting the school is because the child has a sibling who attends the preferred school at the date of admission (September 2012) then you will be asked to confirm details of the older sibling. 





Sibling includes full, step, half, foster and adopted brothers and sisters living at the same address.





Click ‘continue’.





Once you have entered other reasons to support your application click ‘Done’.





This is limited to 3000 characters and there is a character counter at the bottom of the screen.





If you wish to add another school preference you can do so by repeating steps 4.7-4.9.





You are only allowed a maximum of 3 preferences. Once you have 2 or 3 preferences you can change the order of the preferences by using the green arrows to move a preference up or down the list.





Click ‘Next’ to continue once you have selected your preference school(s).





You can click ‘continue’ to submit your application or click ‘Finish for now & return later’ to submit your application on another date (if you choose this option then your preferences will be saved but you must submit your application before the closing date)








All online applications will receive their offer by email as well as through the post.  





You must agree to the Terms & Conditions before submitting your application.  Ensure the ‘Yes’ button is selected and then click ‘Submit’.











If you wish you can print a copy of your application by clicking ‘Preview’.  A screen will appear detailing your application.  Click on ‘Print’ to print the application.





If you click ‘Home’ it will take you back to the home page where you will see a brief summary of the application form including the preferences school(s).











Click on ‘Change my application details’ to amend some of your child’s details.  (As you have used a UID you will not be able to amend the details but there is a field you can complete where you can inform us of any amendments.





Clicking on ‘Change my preferences’ allows you to change your preference schools and the preference reasons.





If you click ‘continue’ then please ensure you re-submit your application on the following pages. 





Failing to re-submit will result in the application not being processed.





Once you have re-submitted you will receive an email confirmation of your re-submitted application.










