
 
 
 

 
 
 
 

The first thing that you must do is create an 
account.  You will need to do this even if you 
applied for a school place online last year.  
Please click on the ‘Create Account’ link. 

Parent’s guide to applying online 

Only your details are required at this stage. 
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Setting up your online account 
 
 

 
 

Input your email address and confirm. 

Choose a password for your account. 
Your password will need to be at least 8 
characters long and include at least one 
upper-case letter, one lower-case letter a 
digit and a special character (eg 
%,&,*,@). Confirm password. 

Use the drop down box to choose your 
title. 

Add your personal details – fields with 
* must be completed. 

Set up your secret question and fill in 
your answer.  
 
What is your mother’s maiden 
name? 
What is the name of your pet? 
Where were you born? 
What is the name of your first 
school? 
What is your first 
girlfriend/boyfriend’s last name? 

Once all details are input – click ‘Next’ 

Confirm whether you wish to 
give Email Decision Consent. 
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Your address details will display here 
and again you can amend them if they 
are not correct. 

Your personal details will display here 
and if incorrect you can edit all details 
input. 

If you are happy with the information 
you have input click to confirm or go 
back and amend.  Once you confirm 
your details you will be sent a 
verification email. Please note that 
due to security on some email 
accounts the verification email may 
be placed in your ‘junk’ or ‘trash’ 
email box please check all boxes 
before requesting a further email. 

Clicking Exit takes you back to the ‘Home’ screen. You 
cannot log back in until their account has been verified.  
Clicking on Resend requests a verification email again.  
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Account verification 
 
Your verification email will look like this: 

 
 
Once you use the link from your verification email you will be shown the home screen. 
 
If you do not receive the verification email contact the admissions team for assistance. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You must follow the instructions in the email to 
access the account for the first time. 



 5

 
Adding your child and your school preferences 
 

 
 
Choosing the admission round 
 

 
 
The round is important so please ensure that the one you have chosen is correct for your child. 
 

You will need to Login this time using the link 
under the Create Account. You will need to input 
the email address and password that you set up 
at the beginning of the process. 

The first thing that you have to do is choose the 
round which you wish to apply for using the drop 
down box.  If you are unsure please call the 
admissions team on (01733) 864007. 
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Adding child details 
 

 
 
 
 
 

Once the round has been selected the following 
screen displays to confirm your choice.  Confirm 
by clicking ‘Next’ if correct or if not correct click 
on ‘back’ to change round. 

You must input your child’s first name. 

Input your child’s surname, date of birth and 
gender.  After inputting all details click on ‘Next’ 
to proceed. 

If your child lives at the same address as you tick 
this box. 

Click Next to continue. 
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Warning message if date of birth and admission round is not matching 
 

 
 
 
 
 
 

 
 

If your child’s date of birth is incorrect for the 
admissions round that you have chosen you will 
receive a warning message.   

Input your relationship to the child here using the 
drop down box. 

If your child has a full statement of special 
education needs (SEN) click ‘Yes’ if not click 
‘No’. 

If your child is in the care of the local authority 
choose the authority using the drop down box. 

Click next to continue. 

You can go back and change the round. 

Correct the date of birth if you have put it in 
wrong. 

Or if you are happy that this is the correct round 
click ‘continue’ to proceed to the next stage. 
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This screen allows you to check all details input 
so far.  Each section can be changed by using 
the ‘Edit’ links. 
 

Child’s address is here if different 
from parents. 

Your child’s details are here. 

Check round and ensure correct. 

Any further details about your child 
are shown here. 

You can add your child’s current 
school here.  To add a school click 
on the Edit button and a list of 
schools will display. 
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Adding current school details 
 
A screen similar to the one below will display which will allow you to choose your child’s current school.  The initial list will be 
for Peterborough schools only.   
 

 
 
 
 

 

If you are applying for a Reception place or are new 
to Peterborough your child’s nursery school may not 
display – please click on the option that your child 
does not have a current school. 

If your child’s school is displayed click on ‘select’ to 
add to your child’s application. 

If the child is attending an ‘out of county’ school you 
will need to click on the ‘School Search’ icon and 
change the local authority to the one that maintains 
their child’s current school. 

Change authority here using the drop down box if 
your child’s current school is not in Peterborough.  If 
your school does not display please contact the 
admissions team on (01733) 864007. 

Use ‘Search’ to search for schools in the chosen 
authority. 
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Once all details are input the ‘Child details 
confirmation’ screen will appear again and you will 
need to confirm the details are correct. 
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Once confirmed you will then be able to add your preferences.  You can add up to three preferences. 
 

 
 
From the first list will be all the Peterborough Schools that you can choose from. 
 

  
 
 

Add preference by clicking on the ‘Add 
Preference’ link. 

Preference schools are listed in distance order, the 
first school may not be your catchment school.  
Please refer to the correct ‘Admission to School´ 
booklet.  Click on the select button to add a 
preference.  
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If you wish to input an out of county school you will need to click on ‘Search’ again and the following screen is displayed.   
 

  
 
Parent Reasons 

 
 
At this stage you are  given the option to amend. Amendments can be made at any time up to the closing date. However if 
the application has been downloaded you will need to contact the admissions team to make any changes. 

Change to the local authority that the school 
is located in. Click ‘Search’ to produce a list 
of schools. 

Once a preference has been added, you  
have the option to choose reasons for 
selecting a school including a free text box 
for additional information. 
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Preference school details confirmation screen 
 

 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 

If you are happy at this stage you  
can confirm your selection and the 
option to input a further preference 
is given should you wish to do so. 
 

 

If you only wish to input one school and confirm 
at this stage, only one school will display as a 
preference.  You can change the number of 
preferences at any time up to the maximum 
allowed by the system. 

If you choose a school that requires a 
supplementary information form (SIF) 
the system will remind you at this 
stage. 
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Applicant summary screen 
 
Once the maximum number of preferences has been input the system will not allow you to add any further preferences.  It will 
also not allow duplicate preferences to be input.  Once all decisions have been made and confirmed a screen similar to the 
one below will be displayed for all children input and the details of the preferences made.  The screen will change from green 
to grey and this shows that at least one preference has been added. 
 

 
 

This child has the maximum number of 
preferences allowed by the system and 
therefore no more can be added,  but they 
can be changed  up to the closing date. 

These children have no preferences at this 
present time and only the child details have 
been input.  You can return at any time up 
to the closing date and add/change 
preferences. 



 15

Adding or amending a preference for a child 
 
Where a child does not have any preferences or does not have the maximum preferences allowed, you can return to the child 
details at any time to add a preference. You will need to click on ‘view details’ if you wish to amend/update the child details.  
The following screen displays: 
 

 
 
From here you have the option to edit the child’s details or add a preference if the maximum number of preferences has not 
been reached.  Once preferences have been added an extra option will appear next to the child details and this is ‘review and 
submit’.  This does not display if no preferences have been input. 
 

 

Review and 
Submit. 

Status of 
preference is 
shown here.  
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Once this button is clicked then you can review the application and if happy with the details can submit.  You can submit 
more than once as the application can be edited right up until the closing date.  However it must be resubmitted or the 
changes will not be received by the admissions team. The system does indicate against each preference on the summary 
screen whether the preference has been submitted or not. 
 
 

 

Full details of preference 
schools including status are 
indicated here and also if 
SIF is required. 

Once clicked the ‘review and submit’ 
screen displays.  This gives you  a full 
overview of the details input for each 
application.  You need to indicate that you 
have read the disclaimer on the  
online application before it can be 
submitted.  At this stage you have the 
option to return to the application and also 
can print the summary if you wish. 
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Child application submitted successfully screen 
 
Once submitted the following screen is displayed and a reminder is given regarding the completion of SIF’s including links to 
the appropriate pages on the Peterborough City Council’s website. 
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Application summary screen 
 
 

 
 
You will also receive a confirmation email that the application has been submitted.  
 

Status of preferences changed to 
submitted and the screen has 
changed back to green. 

This child’s application has not 
been submitted and remains 
grey. 

This child’s application has no 
preferences and starts green. 

On returning to the ‘Application Summary’ 
you will notice that the submitted application 
details have changed back to green and the 
status of the application has changed. 
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Please note: any previous confirmation email is invalid if you make any changes to the application and do not resubmit the 
application to the local authority – each time an application is submitted to the local authority a new confirmation email is 
sent.  A log is kept of these in the admin section of the software. 
 
Once the application has been downloaded the applicant will receive a confirmation email to inform them that the application 
has been downloaded. 
 
Responding to an offer 
 
On offer day you can log back in using their email address and password at 00.30am on offer day to find out which school 
your child has been offered.  
 
The following screen will display: 
 

 
 
 

This screen displays a summary of the 
outcome of the allocation.   
 
To send a response you must click on 
‘View Details’ which will allow you  to 
input a response online.  
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Once ‘View Details’ has been clicked the following screen displays. Each school is displayed with the current status and each 
has a ‘Response’ button which you can send your response to the local authority electronically. 
 

 
 
 
 
 
 
 

You can respond to each 
preference by clicking on the 
‘Response’ button. 

Each preference requested is 
displayed with the status that the 
allocation process has given. 
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Once the ‘Response’ button is clicked the following screen will display 
 
For offered schools, you will need to decide whether to accept or decline and can give further information if you wish. 
 

 
 
Where a school has been offered you must use the option to either accept or decline by using the drop down box 
‘Parent/Carer Decision’.  If this is not changed the local authority will not receive the decision. 
 

 
Once the decision has been input you can then give a reason for the decision if you are declining and you can input 
additional text in the ‘Further Information’ box if you wish. 

The ‘Parent/Carer Decision’ drop down box only 
appears against a school that has been offered. 
This is mandatory to complete. 

School details and current status is shown here. 

Options available for an offered school 
are displayed for parents to select. 
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Once all details have been input you can click confirm and the information is saved ready to be downloaded by the 
admissions team. You will receive an email to confirm this. 
 
For ‘discarded’ or ‘requested’ schools, you can respond to a requested or discarded status, however, you will not have 
the option to accept or decline, these options are only available to an offered status.  
 
You will then have the option to request to appeal, to go on a waiting list or choose other and input your reasons in the 
‘Further Information’ box. 
 
 

 
 
These responses will be downloaded by the local authority and you will receive a confirmation email. 

Reason for Parent/Carer 
Decision. 


