
2022 LEARNER ADMISSIONS APPLICATION PROCESS

STEP–BY–STEP ADMISSIONS ONLINE 
VERIFICATION AND APPLICATION USER GUIDE –

PHASE 1 (FOR PARENTS OF LEARNERS IN GRADE 7 
IN PUBLIC ORDINARY SCHOOLS)

(FRONT-END)



LOGIN / REGISTER
To begin the Application process, the Parent must verify their information on the system to 

create an account by clicking on the Verify option on the Landing Page:

Note: Only parents with valid cell phones on the Grade 7 
public school database will be able to complete the 
verification 

Once you type in your cellphone number and click submit, 
an OTP will be sent to your cellphone to allow you continue 
with the verification process

If you have already 
verified your details, click 
Login to access your 
dashboard and continue 
your application



STEP 1: PARENT REGISTRATION
Complete the Parent verification form with your personal details: Nationality / Citizenship and Document Status  

• The parent is required to indicate the relationship
with the learner before the full verification form is 
accessible

• Once the parent has indicated the relationship with 
the learner,  a pre-populated form will be available 
for the parent to confirm Parent Details 

• Note the pre-populated Parent Details is based on 
data that the parent provided to the school where 
his /her child is currently in Grade 7. The parent will 
be able to edit incorrect details such as their home 
address

• If the parent’s ID number is incorrect or the child’s 
details are incorrect, the parent will have to visit the 
school to have it corrected 

• All fields that need to be completed by the parent are 
marked with a red asterisk. Once the required fields 
are completed , click Next Step

• The parents account has now been created and an 
SMS with the login  credentials will be sent to the 
parent



STEP 1: PARENT REGISTRATION

For Parent who are South African Citizens, the first 6 digits of the ID number are provided. The remaining 7 digits 

must be filled in by the parent. ID numbers are validated by the Department of Home Affairs (DHA Validation)

DHA Validation

The Validation will require that the parent fills 
in all the consonants of their name and 
surname as it appears on the ID document

Parents  have 3 attempts to complete this 
correctly

If the validation is successful, the following will 
occur:

• The last 7 digits of the ID Number will be 
hidden by asterisks

• The Name, Surname and date of birth fields 
will be auto populated accordingly

• The Gender of the parent will be auto 
selected



STEP 1: PARENT REGISTRATION

DHA Validation Unsuccessful

Users have 3 attempts to complete their 
details correctly.  After 3 failed attempts, 
the following will occur:

• The message “DHA validation has 
failed” will appear

• The last 7 digits of the ID Number will 
be hidden by asterisks

• The Name, Surname and date of birth  
fields will be auto populated 
accordingly

• The Gender will be auto selected
• An NV (not validated) will be added at 

the end of the ID number on the 
parent details 



STEP 1: PARENT REGISTRATION

Complete the Parent Registration and Accept Terms and Conditions

Once the user clicks Next Step, 
The Terms & Conditions 
dialogue will be triggered. 

• Read through the Terms 
and Conditions

• Select the “Accept Terms 
and Conditions”  box

• Click OK to proceed to the 
Step 2 of 3: Address 
verification



STEP 2: ADDRESS DETAILS

Verify Address details

After accepting the Terms and 
Conditions the parent will be 
directed to the dashboard where 
the address provided to the 
school will be reflected

Parents must either confirm or 
edit their address by clicking on 
the Confirm/Edit Address 
Button



STEP 2: ADDRESS DETAILS
Complete the Home Address details

Select the address you would like to confirm 

Home or Work.

The open search field has no address filters, so 

any address details can be typed. Please 

ensure that you:

• Spell the address details (street name and 

area) correctly

• Provide the correct house number

• Use your official physical address

Once the address is submitted, a Confirm 

Address pop-up message will appear with the 

selected address

If  the address is correct, click CONFIRM, an 

OTP will be sent to complete the home address 

confirmation. 

If the address is incorrect click CANCEL and 

you will be returned to the search address field 

to correct your address

Note: you will not be able to edit the address 

once it is submitted



STEP 2: ADDRESS DETAILS

Complete the Home Address details Cannot find your address?

If you cannot locate  your address,  
click the “Can’t find home address? 
Click here” option for a more filtered, 
advanced search

As a final action of Home address 
completion, in more remote options, 
you will need to click on “Select 
address from map to proceed” 

You can move the pin to a more 
accurate point on the map or use the 
option “Use My Location” if you are 
applying while at your actual home 
address

Once satisfied, click “Select location”  
A confirmation message will appear 
with the select address. If it is correct 
click continue and then submit.



STEP 2: ADDRESS DETAILS

Complete the Work Address details

• Click the Done button to proceed to 
the dashboard and verify the Learner 
Details

Complete your Work Address details 
(ONLY if you are going to use the Work 
Address Application Option to apply to a 
school)

• Note: Select Yes if you intend to apply 
at schools close to your place of work 

OR No if you are not intending to 
apply using Work Address application 
option

• There is also a Can’t find Address 
search option for the Work Address



On the dashboard click the 
Verify Learner button

This will return a dialogue box 
with the name(s) of the learner 
linked to your account. Click on 
the learners name to begin the 
verification process

Complete Learner Verification

STEP 3: LEARNER VERIFICATION



STEP 3: LEARNER VERIFICATION

Once the learner details are verified, the 
parent will be redirected to the 
dashboard. The parent can then:

1. Verify another learner
2. Update learner information
3. Remove the learner

Note for updating learner information:
• If the learner is South African and 

documented, you will not be able to 
edit the date of birth or gender as that 
is populated and confirmed through 
the DHA validation

• If the learner’s ID number is incorrect, 
visit the School where the earner is 
currently in Grade 7 to correct it



Verifying the Learners Details

STEP 3: LEARNER VERIFICATION

When verifying Learner details, the 
verification form will be provided with 
prepopulated learner information

This will return a dialogue box with 
the name(s) of the learner linked to 
the parent’s account

Click on the learners name to begin 
the verification process.



An Apply button will be visible on the 
dashboard
Click Apply to continue with the application 
process

STEP 4: APPLY TO SCHOOLS



STEP 4: APPLY TO SCHOOLS
School Application Option: Home Address within Feeder Zone

Selecting the Apply button will direct you to the Learner 
Application page.

These are the six (6) Application Options in the Drop 
down list: 

1. Home Address within the Schools Feeder Zone 

2. Sibling / Previous Schools

3. Work Address within Schools Feeder Zone

4. Home Address within 30km radius

5. Home Address Beyond 30km radius

6. Schools of Specialization / Focus Schools

Note that Placement is prioritized for Home Address 
within School Feeder Zone applications

You can select a maximum of 3 Schools at the same 

time when using the Home Application Option



STEP 4: APPLY TO SCHOOLS

Application Options: Sibling/Previous School

The Sibling / Previous School application option:

• Note: Parents cannot use the Sibling application optionto
apply to a school where the Sibling is currently in Grade 7 
or Grade 12

• Note: The Previous School application option is only 
applicable to Grade 8 applicants who are currently in Grade 
7 in a public ordinary  primary school. 

Parents can only select a maximum of two (2) Schools when 
using  Previous School application option and one (1) School at 
a time when using Sibling application option

Once all fields  on the Sibling Application Form are completed 

correctly and a Sibling School is entered, click Apply to 
complete the Learner Application



STEP 4: APPLY TO SCHOOLS
Application Option: Work Address within School Feeder Zone

The Work Address within Schools 
Feeder Zone application option:

• Applies to applications made to 
schools close to the parent’s 
place of work

• This means that a work address 
would have been included in the 
Parent Registration or it was 
added while editing the parent 
profile

Parents can only select one (1) 
School at a time for the Work 
Address within Schools Feeder Zone 
application option.

Once all fields are completed 
correctly, click Apply to complete the 
Learner Application



STEP 4: APPLY TO SCHOOLS

Application Option: Home Address within 30km
The Home Address within 30km application option:

• Parents can use the Home Address within 30km
application option to apply to a school with a feeder 
zone that does not cover your home address, but is 
within 30 km radius

Parents can only select one (1) School at a time for the 
Home Address within 30km application option.

Once all fields are completed correctly, click Apply to 
complete the Learner Application.

Parents will not be able to apply to schools within 
30km if the school they are trying to apply to has 
received applications up to its full capacity

Note: if the home address provided under this 

application option is within the feeder zone of the 
selected school, the application status  will 
automictically be upgraded to home address within 
school feeder zone



STEP 4: APPLY TO SCHOOLS

Application Option: Home Address beyond 30km

The Home Address beyond 30km
application option:

• Parents can use the Home Address beyond 
30km application option to apply to a 
school with a feeder zone that does not 
cover their home address, but is beyond 30 
km radius

Parents  can only select one (1) school at a time 
for the Home Address beyond 30km 
application option

Parents will not be able to apply to schools 
within 30km if the school you are trying to apply 
to has received applications up to its capacity.

Once all fields are completed correctly,  click 
Apply to complete the Learner Application.



STEP 4: APPLY TO SCHOOLS
Application Option: Schools of Specialization/Focus SchoolsThe Schools of Specialization / Focus 

Schools application option:

Four screening questions will need to be 
answered before selecting the school of 
specialization you would like to apply to.

Parents can only select one (1) School of 
Specialization/Focus Schools at a time. 

Once all fields are completed correctly, 
click Apply to complete the Learner 
Application.

Contact the School of Specialization / 
Focus Schools  to enquire about the 
dates for the Admissions Tests / 
Auditions



THANK YOU CONFIRMATION

Submission Confirmation Message
Once the application is submitted, a Thank You confirmation 
note is displayed with the Reference Number for the learner 
application. 
This does not mean that the learner has been accepted at 
that school. It only confirms that your application has been 
submitted.

The Parent has the option to :

• Apply to more schools 
• Verify Another learner
• Continue to Dashboards
• Continue to Documents
• Logout

• Note: Parents can apply to a maximum of 5 schools for 
one learner

• Note: Parents are able to edit their details at any point 
during the Application Period ONLY



STEP 5: DOCUMENTS

Uploading and Replacing documents for submission Parents will be able to upload required 
documents by using the “upload” function. All 
schools applied to will be able to view the 
uploaded documents
Note: Parents who are unable to upload 
documents may hand deliver hard copies of 
documents to all the schools applied to.
Note that the following documents are required

• ID/Passport/Refugee Permit/ Asylum 
Seeker Permit/ Permanent Residence 
Permit/Study Permit

• SA Birth Certificate
• Proof-of-Home Address
• Proof of Work Address
• Latest School Report,
• Clinic/Vaccination/Immunisation card

Note: Documents must be submitted / uploaded 
within 7 days after applying

Learner Name



APPLICATION PROFILE PAGE

Updated Application Information 

Once the Learner(s) application(s) 
are submitted they will reflect 
accordingly under the “My 
Learners” profile 

Document statuses will only 
appear after documents are 
submitted by the parent  and 
verified by the school



APPLICATION PROFILE PAGE
Updated Application Information 

Click Apply to make 
another Application



PARENT DASHBOARD
My Profile and My Learners

The Application Profile page has a 
“My Profile” section providing:  

• The Home Address Details as 
captured in Registration and 
the Work Address if the work 
address is provided

• Access to document uploads

The “My Learners” section 
provides  a summary of learner 
details as registered as well as the 
option to apply to schools



PARENT DASHBOARD
21. View your Profile Details

Parent Profile: 

• The Parent Registration details 
can also be viewed from the 
Parent Dashboard

• Note: The Address details can 
only be edited once during the 
Application period.

• If the parent edits their 
personal details, all details on 
the parent portal will be 
completely deleted and the 
parent will have to reregister 
and reapply.



DELETING AND RESTORING APPLICATIONS

Delete Application(s)
Applications are deleted in 2 ways:
1. If a parent edits/updates the application 

details; 
2. If the parent clicks the bin next to the school 

name that they no longer wish to continue 
applying to

During this stage the parent will be asked to 
provide an OTP to verify the change and the 
status of the application will be updated to 
“Deleted by parent.”

Restore / Deleted Application(s)
If the parent decides  that the deleted 
application was a mistake, they have the option 
to Restore that application by clicking the 
Restore button. This will require the parent to 
confirm the restoration of the application 
through an OTP



CONTACT SUPPORT

Contact the Helpdesk and 
Support Team: 

Email: 
gdeinfo@gauteng.gov.za
Support No: 0800 000 789

011 355 0000

For District Contact details, 
click on Contact Us
Alternatively, accesss the chat 
support on the website.

mailto:gdeinfo@gauteng.gov.za

