
 

Registration for User Account 

 

Before you can start your application, you will need to create your personal portal 

account. 

To start click on the Register for user account 

 

 

 

 

This will take you to the main ApplicaaOne site. 

You will need to enter an email address that 

you will use as your user login. Then click Next 

Please note that this should preferably not be 

your current school email as these are likely to 

be removed at the end of your time at the 

school/academy.  

 

You will be sent an email to this address to confirm registration. 

This should appear in your main inbox, but check your junk or 
spam folder if not  

 

 

 

Click on Confirm Email in the 

body of your email 

This will take you to the next 

stage of the registration. 

 

Select Continue with my basic 

ApplicaaOne Profile 

And then click Next 

 

 

Your user email address 



 

The last part is to fill in some further 

basic details.  

The * indicates compulsory fields. 

The can be clicked on for further 

details regarding the field entry 

required. 

 

 

 

 

 

The education section will let you enter 

details of your current school or academy.  

In the box start to type in your current 

school. This should then appear, and you 

can select it. 

Be careful that you select the correct school in 

your area as there are duplicate school names in 

other parts of the country 

 

If you cannot find your school/academy using this method then tick the box 

and manually enter the school name in the box provided. 

If the school is outside the UK you will also need to tick the box and specify 

below the location of the school. 

 

 

 

The final section allows you to create your password for 

your account. Details are shown. 

You will need to retype your password to confirm. 

 

The agreement for data processing is automatically 

ticked. You can read the policies by clicking on the blue 

box and arrow.  

 

Once you are happy click on Start Your Application  



 

User Account Portal 

Your registration is complete, and you will now arrive on your student portal home page for your admission 

process. This will allow you to complete an application and track and update information for enrolment in August. 

Click on the Application Form icon (                             ) to start your application. 

 

 

 

You do not need to complete the application in one sitting. You can log In 

and Out as you require.  At the end of the session click on your avatar 

(currently blank) and scroll down and select Log Out. 

 

 

 

Now that you have a user account you can Log In on the right hand side of the 
screen using your email account and corresponding password. 

 

If you have problems logging in email us on info@clfpost16.org and put 
ADMISSIONS LOGIN in the subject header of the email. Make sure to include your 
full name in your email and preferably send it from the account email you want us 
to look at.  

  

Your name 

Your full name 

mailto:info@clfpost16.org


 

Completing Application Form 

There are a few sections to complete to give details 

about you, your current subjects and select the courses 

you wish to study next year. Click on the Application 

Form.  

Note you do not need to complete the whole form in one go, but you need to save each section you complete. 

 

When you click on the Application Form icon you will be shown your progress of your 

application form.  

You can click on the Step that you want to complete. 

Steps that you have completed will be shown by a green tick 

 

 

 

In each Step you will have the option to Save Progress and Close. This will save the details in the Step and take 

you back to the home page 

Alternatively, you can Save & Next which will save the Step 

details and then take you to the next Step. The Step will 

show a tick to indicate you have completed it. Incomplete 

sections are shown with an exclamation mark.  

 

Step 1: Student Information 

This section is for your basic information and contact details. Please make sure that you start names with a 

CAPITAL letter e.g. Frank Assim.  

Several of the fields have a pull-down menu to speed up entry  

For long lists you can start to type in details and you will be given a 

smaller selection of options 

 

If a field has a  *  then it is required and you will not be able to save the Step if all compulsory fields are not 

complete. These will show up in red if you try to save without completing. 

 

Student Current Address – for this section type in the postcode and you will be able to select from the pull down 

menu to select the correct address. This will automatically fill the other required address fields. Only fill in the flat 

number if the address has flats.  Do not put in as a copy of the house number. 

  



 

Step 2: Parent/Carer Details 

This shows the details that are required for parent/carer contacts. When you enrol you will require 2 contacts of 

which one must be a parent/carer. For the initial application form we only require 1 , but this must be the 

parent/carer. 

At the bottom of the page click on the Add 

Parent/Guardian Contact  

 

 

 

Make sure that the legal parental 

responsibility field shows Yes  

 

Parent/Carer address – click the box if the same address as the student and details will automatically be linked. 

When all the details are entered click on Save at the bottom on the page. You can click on + Add Additional 

Contact to enter further contacts. 

If you scroll down the page, you will now need to enter the priority details.  

For the main parent/carer contact the fields need to be as shown. 

 

 

This is needed for any additional contacts. Please note that the Priority of other contacts cannot be 1  

Step 3: Student Support 

The student welfare section are mainly Yes/No fields and are required fields. 

 

Additional Support Need – this section has optional fields and only needs to be 

completed if it is applicable. 

You can select multiple responses if required and add further details if required. 

Then Save Progress or Save and go to next Step 

  



 

Step 4: Education 

School History – this should show your current school/academy from your initial registration.  

If you are currently in Y11 select Yes . 

 If not, you will need to select No and add an additional 

school/academy by clicking on + Add School or College 

and entering the relevant data. 

 

 

 

Student Exams Studied – this section are the subjects that you have/are studying.  

Click on the                              to start to add in subjects. This then allows you to select the type of qualification, 

subject, grade and if it has been achieved or is predicted. For up coming Y11 qualification make sure that the 

status is predicted. This can be changed when you get results. Click on Add grade to add additional subjects. 

 

For BTEC and Cam Tech you will also need to add the qualification level  

To complete this Step you will need to have 5 or more subjects ** recorded. 

 

The upload sections are not required at this stage. These will be used to 

upload copies of exam results 

Save Progress or Save and go to next Step 

 

** If you do not have qualifications or less than 5 being studied enter subjects as follows. 

 

 

 

 

  



 

Step 5: Course Selection 

Before starting this section make sure that you have read Admissions section on the CLF P16 website 

(www.post16.clf.uk) which explains course level routes and entry requirements for each. For subject specific 

entry requirements go to A-Z of Courses on the website. 

Some courses are full time and others such as A levels are in a block. You can only select one course from a block. 

See below the current course model.  

Please check that you will be able to meet the entry requirements for your chosen courses. 

 

You can select courses in two ways. Click on the search pull down menu to give a list of subjects.  

 

 

Scroll down and select subject. This will appear below 

and you need to click on                 this will then turn 

green and the subject will appear in your selection 

panel.  

http://www.post16.clf.uk/


 

The alternative is to scroll down the list of subjects and select individually. If a subject has already 

been selected in the block all other subjects will be grey and not be available for 

selection.   

 

You can select a maximum of 4 subjects. Extended Project and Core Maths are additional subjects and can be 

selected in the next Step.  

When you have selected all courses click on Next.  

 

  

You will then need to rank your choices by dragging and 

dropping subjects. When you have completed click Next.  

 

 

Step 6: Additional Subjects 

This is an optional Step to select additional subjects such as Extended Project or Core Maths , which are run for 1 

year alongside your other subjects. 

If there is a clash in a block between subjects you would like to take, then this can be added in the Reserve 

Subject 

You may also want to take a Community Language. Please note that you must be able to read and write as well as 

speak fluently in the language. 

Again, Save Progress or Save and go to next Step 

 

Step 7: Future Career 

The final Step are details about your future destinations and career aspirations. At this stage you may not know 

which is perfectly fine and you can select Unsure currently. 

If you have finished all the other Steps you will be able to Save & Submit Application. 

This will then return you to your home page, where your Form Status has changed to 

Completed and your Application Form turned green. 

 

 

You will also receive an email from the admissions team confirming completion of the application form. This will 

then be reviewed, and an offer made. 

 


