
Junior Transfer    

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 

This guide shows each page of the online form
Additional instructions are highlighted in green at the bottom of each page
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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, check the details are correct. 
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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  
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Any rounds that the child is able to apply for will appear in the ‘Start a new application’ section.
If an application has been started but not finished, you will see it in the ‘Continue existing application’ section 
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Fill in all applicable areas of this page with the child’s details 
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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.  I

f you are applying for an out of area school, please use the advanced search 
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If using the advanced search function, please enter the name of the school into the Advanced Search, leave the 
'Gender mix' as 'all applicable schools' and keep all other fields blank then press Search.  Your search results 

will then show at the bottom of the page. 
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Each preference section will look like this. Choose your preference reasons and include notes if applicable. 
Attach any documents, or select the box to confirm that you do not wish 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. 
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Check that all application details are correct.Read and confirm the disclaimer at the bottom of the 
page, then click 'submit application'. 

You will receive an email to confirm submission of your application.
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