HOW TO APPLY ONLINE

1 Navigate to the portal URL address as provided.

2  Click "Create an Account"

EDUCIMS|

Sign In to Educims

Create ;count

Email

Password Forgot Password ?
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3 Fill out the form as per fields indicated. (Use a valid email address you have access to).

Create an Account

? Sign in here

First Name Last Name

Email

9 Password

4  Click the "I Agree & Terms and conditions." field.

Password

.......... \\\\,

Use 8 or more characters with a mix of letters, numbers & symbols

| Agree & Terms and conditions.
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5 Click the "Submit" button.

6 You have successfully completed your account creation. Please check your
email for the verification link to continue with the application process.

v

your email for verification.

You have successfully registere@e check
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7  Open your E-mail account and click on the verification link that was sent to you.

Hello!

Please click the button below to verify your email address.

Verify Email Address

If you did not create an account, no further action is required.

Regards,

8 Click "UPDATE PROFILE INFO" to continue once you've verified your email address.

PROFILE OVERVIEW

Full Name Student Number Mobile |
Givenazo Vierra Veiko
Email Address Gender Birthda
Givenveiko@gmail.com 01 Jan,

2 . ID Number Last School Attended Citizens

J
UPDATE PF NFO
NOTICE BOARD

S CULEENEE - Cultural Festival
2023 Annual Cultural Festival

Posted 2 days ago
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9

Complete all the fields on the form (Kindly upload your photo too)

s Qualifications

ment Details

Juestionnaire

10

Click "Next"

Title *

Full name *

Maiden Name

Gender & Date of Birth *
ID / Passport Number * @

NTA /HCN Candidate No.

Mobile Number * @

Residential Address * @

Student Type * @

Select your Title.. v

Veiko

Select y end v

> numt

Windhoek, Namibia

123 Gusten Street

Pioneers Park

Windhoek, Namibia

Namibian
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11 Click "Add Next of Kin" button.

Dashboard Resources Profile System ®. olln

Update Student Biographical

Profile Details . . .
' Guardian / Next of Kin Information

Guardian Information
e Contact for emergencies & person

responsible for payment

< Previous
Secondary School
3 Information
Cor te vour Grade 12 sut
inf tion
12 Fill out all the fields.
iesources rroie Sysienm \J ] ° -

1t Biographical

Guardian / Next of Kin Information

in Information Relationship S lextof k v
r emergencies & person
B or payment Full name and contact * Next of Kin Full nan Next of Kin Contact
ary School ID Number Next of Kin ID number
tion
y
. Location and Address * ERF Number / Street Name / House
Closest Town * Next of Kin closest tow

e Nualifiratinne
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13  Click "Add Next of Kin" button again if you want to add another next of Kin.

14  Click "Next" to continue.

Suburb / Village Name * Windhoek, Namibia
Country * ihi
ment Details y Namibia 9
mployment
[ ]
Delete

Questionnaire

eaitn

+ Add Next of Kin
s u

ducational Institutions Management System About Support
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15 Complete your last attended school information as per form fields.

L ]
lesources Profile System Q (L , = “
1t Biographical
Details <

: Secondary School Information
Last School Attended * _ your last school attended her
in Information
Education System * Select your education system...
ary School .
tion Highest Grade * Enter your highest grade passed
your Grade 12 subject
n
Year Completed (YYYY- Enter the year you completed (Format: YYYY-MM

16  Click "Add School Subject"

NIM) ™~ @
Previous Qualifications
4 ,JOMf > your pre tertiary

School Subjects * ©

Employment Details
9 ompl your employ 2Nt
inforr Total Points 0

Health Questionnaire + Add S bject
lell us at /

It your

< Previous

:DUCIMS 2023© Educational Institutions Management System
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17  Click this dropdown to select the subject name.

Year Completed (YYYY- 2021-11
MM) * ©

Previous Qualifications

I Complete your previous tertiary

educatior

Employment Details

ur employment

Health Questionnaire

Tell us about your health

~

School Subjects * @

Select yout Gepn & Select your le v Selec v
D¢

Total Points 0 0

4 Add School Subject

18  Click this dropdown to select the chosen subject level.

s Qualifications

your previous tertiary

ment Details
your employment

1

Juestionnaire

ut your health

Year Completed (YYYY- 2021-11
MM) * @

School Subjects * @

Accounting v Se jurle v Selec v =]
Delete

Total Points 0 0

4 Add School Subject
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19  Click this dropdown to select the chosen subject results as per last exam.

Year Completed (YYYY- 2021-11
MM) * @
s Qualifications
V( revious teruary

School Subjects * @

ment Details
you mploymen

N

Accounting v NSSCH v F v ]

Delete
Questionnaire

Total Points 0 0

4 Add School Subject

20 Click the "Add School Subject" button again to add another subject. Repeat
the process for as many subjects completed.

wiwviy oW

Previous Qualifications

mplete y evious t V

education School Subjects * @

Employment Details
Complete your employmer

rmatior

Accounting v NSSCH v 3 v [

Health Questionnaire

about your healtt

Total Points 0 8

+ Add School § l

< Previous l
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21 Once done with all the subjects, click "Next" to continue.

English v NSSCO v C NV | ]
Delete
Biology v NSSCO v D v [ ]
Delete
Total Points 0 17

4 Add School Subject

e \.m

:ducational Institutions Management System About Support

22 If you have a previous qualification, click on the "Add previous
qualification" button else Click "Next" to continue.

e

in Information ) o ) o
« Please give your full education history with the qualifications awarded.

« You must provide proof (certified copies) of all qualifications with your application.

No previous qualifications has been recorded. To add new, please click on the button below.
ary School

tion 4+ Add Previous

Qualification

s Qualifications

your previous tertiary )
¢ Previous

ment Details
your employment

\

Questionnaire

Educational Institutions Management System (EDUCIMS) - https://educims.com
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23 If you have any previous employment details, fill out the form, else Click "Next"

to continue.

Department De tment
Company Address Company Address

s Qualifications
Work contact number Work contact bel

. Work Email Address Work email

ment Details

your employment

n

Questionnaire

: it < Previous

‘ducational Institutions Management System

About Support

24 Complete the health questionnaire and Click "Save Changes" to continue.

Do you have any No
disability? (YES / NO) *

v If yes, specify: Please descril
s Qualifications yes; specity
| cate th
ment Details
uestionnaire
< Previous

<ind of assistance you will need while

Educational Institutions Management System (EDUCIMS) - https://educims.com
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25

26

If you omitted a mandatory field, you'll get such an error below. Please click
on the Previous button to fill out such mandatory field(s).

Sorry, looks like there are some errors detected,
please try again.

Click "Previous" to go back until the section with omitted fields.

oIl VUl QIdue 1£ SUbjeut VU you nave dny NO v
informé disability? (YES / NO) *
< toy If yes, specify: ibe any disabilities you

Previous Qualifications You, Specity .Ple.ase poset o l, : y

o . . indicate the kind of assistance you \
Complete your previous tertiary

PR TP N 1 PPN

education
Employment Details

v Complete your employment
information

" Health Questionnaire
Tell us about your health <l : o

EDUCIMS 2023© Educational Institutions Management System
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27 Once you find and complete the incomplete fields, Click "Next" until the end of

the form to save all changes.

Residential Address * ©

Student Type * @

:ducational Institutions Management System

123 Gusten Street

Pioneers Park

Windhoek, Namibia

Namibian

@

About Support

28 Click "Save Changes" to complete the first part of the application.

Do you have any
disability? (YES / NO) *

If yes, specify:

s Qualifications

mant Natail
ment vetals

< Previous

‘diiratinnal Inatitiitinne Mananement Quatem

Educational Institutions Management System (EDUCIMS) - https://educims.com
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ce you will need while

Sa ges

Ahnut  Sunnnrt
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29 Click "Ok, got it!"

v

Thank you! You've updated your basic info

-

30 Click "Profile"

Dashboard Resources Profile System

Update Student Biographical

v Contact for emergencies & persor )
responsible for payment
If yes, specify:
Profile
Secondary School
3 Information
Complete your Grade 12 subject Do you have any
information disability? (YES / NO) *
Previous Qualifications Hiyse, apacily:
v Comple your prev 5 tertiary
Employment Details
v Complete vour employment

Educational Institutions Management System (EDUCIMS) - https://educims.com
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31 Click "My Documents"

Dashboard

Profile

Academic

Finance

Student Portal

PROFILE OVERVIEW

e .
Dashboard
Full Name Student Number
Email Address Gender

ID Number Last School Atte

UPDATE PROFILE INFO

32 Click "Upload" to upload all required documents as per field name.

My Documents

My Documents

DOCUMENT

Certified ID Copy

Proof of Payment

School Leaving Certificates

Certified Copy of Testimonials

Certified Caonv of Qualifications

REQUIRED (YES/NO)

Yes

Yes

Yes

No

STATUS
. oL
o 2. Upload
» 2. Upload
g 2, Uploac
a

Educational Institutions Management System (EDUCIMS) - https://educims.com
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33 Click this file field.

Dashboard

Upload document

Home P

Document Name *

Certified ID Copy

Profile

Upload Document *

Choo No file chosen
My Documents

School Leaving Certificates

Cortifiad Canv af Tactimaniale

34 Click this file field to choose your file on the computer.

Dashboard

Upload document

Home P

Document Name *

Certified ID Copy
Profile

Upload Document *

C file No file chosen

My Documents

Close

School Leaving Certificates

Certified Copy of Testimonials

Educational Institutions Management System (EDUCIMS) - https://educims.com
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Upload

Yes

N~

Upload

Yes

No

17




35 Click "Upload"

Document Name *

Certified ID Copy

Upload Document *

Choose file ID.pdf ]

36 Repeat the process for all other required documents.

Educational Institutions Management System (EDUCIMS) - https://educims.com
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37

38

Click "My Applications"

Dashboard

Profile

Biogr cal Information

My Doc 2nts

Acaden

Finance

My Applications My Applications

4+ Add New Application

‘ No application information found. Click on the button above to add a new application. Y

Click "Add New Application"

Profile

Biographical Information

My Documents

My Applications

Acade

Finance

Dashboard Resources Profile System

My Applications My Applications

+ Add NSWeplication

‘ No application information found. Click on the button above to add a new application. Y

Educational Institutions Management System (EDUCIMS) - https://educims.com
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39 Complete the form as per your choice of application (Fill out the form)

Create new application

Choice Number:

Please select the academic year: 20:

When would you like to start? January Intake

Qualification * Select
How would you like to study? * Select
Where would you like to study? * Select

40 Click "Save Changes" to complete your application.

the academic year:

you like to start?

bu like to study? *

you like to study? *

2023

January Intake

Certificate in Auxiliary Nursing

Full Time

Windhoek Main Campus

:ducational Institutions Management System

- The End -
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20




