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How to fill out an online Secondary Transfer application 
This guide will show you each page of the application, with guidance for each page highlighted in 
yellow. 

 

Log in to your parent account or, if you do not have one, follow the steps on screen to create an 
account 

 

 

 

 Once you have logged in, click on the 'School Admissions Applications' icon 
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admissions@portsmouthcc.gov.uk 

 
 

 
 

 

On the first page, you should complete the parent/carer details or, if you have 
previously made an application and the boxes are already filled, just 

check the details are correct. 

mailto:admissions@portsmouthcc.gov.uk
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Choose the child you would like to proceed with or create a new child record 

If you are applying for a new child, fill in the requested details. 
Please make sure you use your child’s legal forename and 
surname. 

 
 

 

 

Child Two 

 
Child Three 

Child One 
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Any rounds that you are able to apply for will appear in the ‘Start a new application’ 
section. Select the round you wish to apply for. 

Or if an application has been started but not finished, you will see it in the ‘Continue 
existing application’ section 



 

 

    
 

  


 
 

 

  


 
 
          


  
 

 
 
 



 
 



 
 


 
 
 
 

 








 
 


 
 

 


 
 



 
 


 
 


 
 


    

   




   





   





 



 
 
 


 

 

 


 

 
 

 
  

 
 

 
 

 
Fill in all applicable areas of this page with the correct details. 



 

In this section, type the name of the school that you would like to apply to in the boxes. Ensure 
that you read the text at the top of the screen for additional information. If you are applying for 
an out of area school, please use the advanced search -see next page below. 
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If using the advanced search function, please enter the name of the school into the 
Advanced Search, leave the 'Local Authority' as blank, leave the 'Gender mix' as 'all 
applicable schools' and 'Primary Teaching Language 'as blank. 

then press Search. Your search results will then show at the bottom of the page. Select the school 
you wish to apply for. 



8  

Each preference section will look like the above. You MUST select any preference reason you 
consider applicable to your application. 

Add additional notes if you wish. But please note -we can only consider admissions criteria in 
the school's admission policy when we are allocating places. 

Attach any relevant documents, as evidence where requested OR select the box to confirm that 
you do not wish to attach documents. We are not able to issue reminders to provide these. See 
below on next page on how to attach documents. 
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 If you would like to upload any documents: 

Click the ‘Browse’ button, locate the document you would like to upload and 

click the ‘Attach Documents’ button. 



 

Ensure that all application details are correct. e.g. Have you put all your preferences schools, 
have you selected your preference reasons including any sibling links etc? 
Read and confirm the disclaimer at the bottom of the page. 
Then click 'Submit application'. 
You will receive an email confirming submission of your application 
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