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CENTRAL APPLICATIONS OFFICE

RE YOU EXPERIENCING A
PROBLEM ONLINE?

| CANNOT LOG BACK INTO MY PROFILE, | LOST MY
PASSWORD

| DID NOT COMPLETE MY APPLICATION, ME SESSION TIMED OUT.
WHAT MUST | DO?

HOW DO | SEARCH FOR A PROGRAMME IN A SPECIFIC FIELD?

| KEEP GETTING AN ERROR MESSAGE AND CANNOT GET PAST
THE BIOGRAPHICAL INFORMATION PAGE. WHY?

| CANNOT SELECT MY SUBJECT WHEN ENTERING MY RESULTS
ONLINE

| CANNOT ENTER MY RESULTS ONLINE




CANNOT LOGBACKINTO MY
PROFILE,ILOST MY PASSWORD

11.1 TO RESET YOUR PASSWORD, PLEASE GO TO WWW.CAO.AC.ZA

THE SYSTEM WILL REQUEST THAT YOU ENTER YOUR CAO NUMBER AND ID
NUMBER AND SURNAME EXACTLY AS YOU ENTERED IT ON YOUR ONLINE
APPLICATION. YOU WILL ALSO BE REQUIRED TO ENTER A VALIDATION
CODE THAT WILL BE PRESENTED TO YOU ON SCREEN.

ONCE THE SYSTEM IS ABLE TO VERIFY THAT YOU HAVE ENTERED THE
CORRECT DETAILS, YOU WILL RECEIVE YOUR PASSWORD VIA EMAIL OR
SMS DEPENDING ON THE OPTION YOU CHOOSE, AND COMMUNICATION
WILL BE SENT TO THE EMAIL ADDRESS OR CELL NUMBER YOU INDICATED
ON YOUR ONLINE APPLICATION.

IF THE EMAIL ADDRESS OR CELL PHONE NUMBER YOU PROVIDED ON
YOUR APPLICATION HAS CHANGED, YOU WILL NEED TO FIRST UPDATE IT.

UNTIL 31 MARCH, SEND A REQUEST IN WRITING TO
CHANGEOFCONTACTCAO@CAO.AC.ZA.

ONCE YOUR DETAILS HAVE BEEN UPDATED FOLLOW THE STEPS ABOVE
TO RECEIVE A TEMPORARY PASSWORD TO YOU.

FROM 01 APRIL, YOU CAN UPDATE YOUR CONTACT INFORMATION ON OUR
WEBSITE, WWW.CAO.AC.ZA. SELECT ‘UPDATE MY DETAILS’ AND FOLLOW
THE PROMPTS ON SCREEN.

ASE USE THE 'CHANGE PASSWORD' FUNCTIONALITY TO SET A
NENT PASSWORD ONCE YOU HAVE LOGGED IN AS THIS
RY PASSWORD WILL ONLY BE VALID FOR 24 HOURS.


http://www.cao.ac.za/
mailto:changeofcontactcao@cao.ac.za
http://www.cao.ac.za/

IDID NOT COMPLETE MY
PLICATION, MY SESSION TIMED
OUT. WHAT MUSTIDO?

11.2 TO COMPLETE YOUR ONLINE APPLICATION, YOU MUST:

GO TO OUR WEBSITE: WWW.CAO.AC.ZA

CLICK ON ‘LOGIN’

ENTER YOUR CAO NUMBER AND PASSWORD AND SELECT ‘LOGIN’ (THIS
INFORMATION WOULD HAVE BEEN EMAILED TO THE EMAIL ADDRESS YOU
PROVIDED ON YOUR APPLICATION)

SELECT ‘CONTINUE WITH ONLINE APPLICATION’ ON THE LEFT NAVIGATION
BAR.

FOLLOW THE INSTRUCTIONS ONSCREEN AND COMPLETE ALL THE
INFORMATION REQUESTED THEN CLICK 'NEXT".

WHEN YOU REACH 'PROCESS MY APPLICATION’, CLICK ON THE BUTTON
ONCE YOU HAVE CHECKED YOUR INFORMATION.

YOUR APPLICATION HAS NOW BEEN SUBMITTED

THE MESSAGE ON YOUR SCREEN WILL DISPLAY THAT YOUR SUBMISSION
HAS BEEN SUCCESSFUL.

YOU MAY NOW UPLOAD YOUR SUPPORTING DOCUMENTS AND YOU MAY
PAY ONLINE OR

YOU MAY UPLOAD YOUR DOCUMENTS AND YOU MAY PAY VIA EASYPAY



http://www.cao.ac.za/

HOWDOISEARCHFORA
OGRAMME IN A SPECIFICFIELD?

11.3 TO CHECK THE PROGRAMMES AVAILABLE IN E.G., ‘PUBLIC
MANAGEMENT' GO TO WWW.CAO.AC.ZA

CLICK ON THE ‘PROGRAMMES’ TAB AT THE TOP OF THE PAGE.

SELECT ‘PROGRAMME LIST’ ON THE LEFT NAVIGATION BAR.

TYPE PUBLIC IN THE ‘PROGRAMME NAME' FIELD

CLICK ON ‘SUBMIT’

A GRID WILL THEN BE DISPLAYED AT THE BOTTOM OF THE SCREEN WITH
THE VARIOUS PROGRAMMES AVAILABLE.

YOU CAN CLICK ON THE NUMBERS BELOW THE GRID (l.E., 1,2, 3 ETC) TO
VIEW MORE PROGRAMMES AND IF YOU WANT TO SEE DETAILS ABOUT A
SPECIFIC PROGRAMME, CLICK ON THE ‘SELECT' OPTION FOR THAT
PROGRAMME.



http://www.cao.ac.za/

KEEP GETTING AN ERROR
ESSAGE AND CANNOT GET PAST
THE BIOGRAPHICAL INFORMATION
PAGE. WHY?

11.4 MOST FIELDS IN THE ONLINE APPLICATION ARE COMPULSORY AND
MUST BE COMPLETED.

IF THE SYSTEM ALERTS YOU OF INCOMPLETE FIELDS IN THE ONLINE
APPLICATION, PLEASE SCROLL TO THE TOP OF THE PAGE TO CHECK IF
THE SYSTEM IDENTIFIED THE FIELD THAT IS MISSING AND ENTER THE
INFORMATION REQUIRED.

ONCE YOU HAVE COMPLETED ALL FIELDS AND SECTIONS, YOU WILL BE
PRESENTED WITH A ‘'SUMMARY’ PAGE SHOWING YOU ALL THE
INFORMATION YOU ENTERED. AT THIS POINT, YOU MUST CLICK ON THE
‘PROCESS MY APPLICATION’ BUTTON AT THE BOTTOM OF THE PAGE.




SELECT MY SUBJECT
NTERING MY RESULTS
ONLINE.

EASE TRY A PARTIAL WORD SEARCH FOR THE SUBJECT E.G., MATH
MATHEMATICS. A REFINED SUBJECT LIST WILL BE DISPLAYED ON
SCREEN FOR YOU TO SELECT YOUR SUBJECT,




ENTER MY RESULTS
NE. WHAT MUST IDO?

CHECK THAT YOU UPLOADED YOUR DOCUMENT FOR THE
NT EXAM TYPE E.G., FINAL GRADE 11 RESULTS. ONLY THEN WILL
SYSTEM PRESENT THE ASSOCIATED EXAM TYPE FOR YOU TO




