
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 1  Pre-Application 

Documents needed before commencing your online application: 
• Certified scanned copies of Academic certificates 
• Certified scanned copies of ID card or Passport 
• Scanned Employer certificate (testimonial) 
• Scanned proof of payment of application fee 

 

Step 2  
To apply for a programme, log on to www.namcol.edu.na . Once the home page of NAMCOL opens, click 
“Student Portal” or “Apply Here” to access the portal. 

Step 3 
• If you are a prospective student, click 

on the graduation cap to start with the 
application process. 

• If you are an existing student, login 
with your student number and PIN and 
continue to step 6. 

 

 

Step 4  
Complete the biographical 
Information. Complete all the fields 
marked with asterisks ˟. Verify the 
accuracy of the information before 
you save. Click on the “Save” button. 
You will then be issued with a 
reference/student number. 

 

 

Step 5 
• Take note of your reference number. 

This number will be your student 
number. 

• Enter the 5 numeric digit PIN of your 
choice (Do not start with 0 and do 
not repeat a number) and click on 
“CREATE PIN” button. E.g. 96321. 
Keep your PIN in a safe place as you 
will be asked to enter the same pin 
every time you login. 

 

 

Step 6  
Click on Application menu. Open 
“view Application Rules” and read the 
rules. Accept the rules by clicking on 
“I Accept”. 

 

 
 

 

Step 7  
Under Academic application, Click 
on the search icon to select the 
name of your previous school. Fill 
in the period of attendance. Click 
on the “Save” button to save your 
information. Click “Next” button to 
continue. 

 

 

Step 8  
Click on search icon to select the six 
best subjects (including English) and 
enter the grades as they appear on 
your certificates. 
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Step 9 

• Click on “Enter Previous 
Qualifications” to complete 
previous qualifications details if 
you have completed a 
qualification  

• Click on “Save”. 
• Click on “Any Disabilities” if 

you have any disabilities to 
complete the disabilities 
details   

• Click on “Save” button. 

 

 
Step 10 

Select academic year, enter the 
qualification name or enter first letter of the 
qualification name and click on “Search” 
icon to select the programme of your 
choice 

 

 

Step 11 
Select the programme of study of your 
choice. 

 

 

Fill in the details and click on “ Save and 
Continue” 

 

 
Step 12 

Verify your application details and click on 
“Accept Application”. 

 

 
Your application has been successfully 
submitted and a notification will be sent to 
your email. 
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This is an example of a notification which 
will be send to your email to confirm the 
successful submission of your application 

 
 
 
 
 
 
 

Step 13 
Please click “Certificates Seen” to upload 
the supporting documents. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click on “Loadview Document” to upload 
the supporting documents. 

 
 
 
 
 

 
Click on “Upload Document” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click on “Choose File” to select the 
document you want to upload. 

 
 
 
 
 
 
 
 
 
 
 

 
Step 14 

Login after 1 month and click on “Academic 
Admission Status” to view the application 
outcome. 
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