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SCHOOL ONLINE REGISTRATION PROCEDURES FOR WAEC
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Introduction

WAEC is introducing a web-based application to replace the old Offline Batch Registration Application
for the registration of school candidates in its examinations as of 2017. This new application is known as
the “School Online Registration Application” and can be accessed from the WAEC website using:
http://schoolreg.liberiawaec.org. The old offline application will no longer be used to register candidates
and school authorities are strongly advised not to use this old offline application.

Some benefits of the online registration are:

(1) it allows multiple users;

2) it can be used on smartphones, ipads, tablets, laptops, etc.;

3) it can be accessed from anywhere and at any time;

4) there is no loss of data due to machine crashing or being stolen;

(5) real time or instant monitoring of the registration process by the principals;

(6) real time access to reports or results from WAEC once they are available online.

To be able to use this platform successfully and efficiently, each school will be required to create its
Dedicated Page on the website indicated above.

Creation of a Dedicated School Page

Schools are going to submit information / data to WAEC and receive alerts/notifications/reports, when

available from WAEC using their Dedicated School Page on the WAEC website.

To create a Dedicated School Page, the user should follow the below steps:

(1) Submit a valid email address to WAEC;

) Check your email for the 12-digit pin WAEC will send;

3) go to http://schoolreg.liberiawaec.org and create your school dedicated page by selecting Activate
Account;

4) Complete the form that will be displayed and follow any given instruction;

(5) Upon the successful activation of the school dedicated page, the page will automatically open and
the School’s Dashboard will be displayed; and

(6) Store and remember your login credentials (email address and password) as you will always
need them to access your dedicated school page. Your password should contain at least 6
characters with one each of the following: An uppercase letter, a lower-case letter, a number & a
symbol.

Submitting Payment Information

The first step in the registration process is the Submission of Payment Information online. You must

submit evidence of registration payment, which upon approval, allows you to start registration.

The process is as follows:

(1) select "Registration" from the menu and then select "Submit Payments";

2) On the form that opens, select the school level code (LSHSCE/ LJHSCE/ WASSCE) you wish to
submit payment information for, then click the “Submit Payment” button;

3) Fill in all the required information on the form;

4) Scan a copy of the bank deposit slip/payment receipt (in PDF, JPG, JPEG, or PNG format);

&) Electronically submit a scanned copy of the bank deposit slip/payment receipt that is not more
than 1,000 KB;

(6) Click on the "Submit Payment" button to submit the payment information to WAEC;

(¥)) Upon receiving the information by WAEC, the payment could either be Approved or Rejected. A
mail is sent to the School Admin to notify them of WAEC’s decision;

(8) All APPROVED payments can be viewed under the “Approved Payment “ tab”;

9) All PENDING payments can be viewed under the “Pending Payment “ tab”; and

(10)  All REJECTED payments can be viewed under the “Rejected Payment * tab”.




Candidates Registration

The second step in the registration process after the approval of registration payment is the actual
submission of your candidates’ details online. You must submit accurate or correct details (names,
gender, date of birth, disability if any, subjects, and photo) of each candidate Jrom your school.

The online candidates’ registration procedure is as follows:

(D) To start registration, click on "Registration" from the menu and then select "Register Candidates";

2) Select a registration type (LSHSCE/ LJ HSCE/WASSCE) from the list of active registration types,
then click on the “Start Registration” button;

3) On the candidate registration form that is shown, fill in all necessary details, and select the
candidate's photo (format: JPEG, JPG only, 240px by 280px and not more than 100KB) and click
the “Save” button when done;

(€)) Repeat step (3) above to add more candidates;

®)) To view/edit candidates' information, click on "Registration" from the menu and then select
"Register Candidates";

(6) Select a registration type (LSHSCE/ LJ HSCE/WASSCE) from the list of active registration types,
then click on the "View/Edit Registration" button;

7) From the list of candidates’ information, select the appropriate icons to View, Edit or Delete a
candidate’s information; and

(8) Only candidate’s information from an IMCOMPLETE Registration session can be edited or
deleted.

Candidates' Continuous Assessment (CASS)

The next step in the registration process is the electronic submission of Your candidates’ school grades
(CASS). As part of the registration process, it is mandatory to fill in candidates’ CASS to complete the
registration.

Three grades are required at this stage for each candidate. The first two grades should be the final
averages per subject for 10" and 11" grades for LSHSCE and 7" and 8" grades for LJHSCE.

The last /third grade should be the 1™ & 2™ Period tests averages per subject for the current school year.

The school grades or CASS submission procedure is as follows:

(D) To start filling CASS for candidates, click on "Registration" from the menu and then select
"CASS Entries";

2) Select a registration type (LSHSCE/ LJ HSCE/WASSCE) from the list of active registration types,
then click on “Start CASS View/Entries” button;

3) On the CASS form that will appear, select a subject and click the “Make CASS Entries” button;

4 Fill in the CASS scores on the CASS entries form for the different grades (10", 11" & 12% or ™
8" & 9™). Click “Save CASS” when entries are completed; and

(5) Where entries for three (3) grade levels are shown, scores must be entered in at least two (2) of
the grade-levels.

Finalize Registration

The next step in the registration process is the electronic submission of all your candidates’ data
(Finalization of Registration). This is the last/final stage of the registration process, where a school
registration process for a given examination (LSHSCE /LJHSCE) is validated and marked as
COMPLETED.

The registration finalization procedure is as Jollows:

(1) To finalize a registration session, click on "Registration" from the menu and then select "Finalize
Registration";

2) Select a registration type (LSHSCE/ LJ HSCE/WASSCE) from the list of active registration types,
then click the “VALIDATE Selected Registration” button to validate registered candidates’
Details, CASS and Photos;

3) Any entry that does not pass the validation test will be listed with the type of failure encountered.
You can proceed to edit the information on this page to correct the errors, and attempt to validate
again;







