
 



 

 

 

 

 

 

The OMARES User Manual 

Welcome to North West Education Department Online Markers Recruitment System (OMARES)!  

We are delighted to have you on board as a user of our comprehensive platform designed to streamline 

and enhance the markers recruitment process. This user manual is your go-to resource for understanding 

and effectively utilizing the features and functionalities of our system. This manual will guide you through 

every step of the process.  

The Assessment Directorate understands the importance of efficient and accurate markers recruitment 

process, OMARES, which aims to provide you with a robust tool that simplifies the recruitment process 

while ensuring quality, integrity and the selection of qualified and competent markers.  

This user manual is designed to be comprehensive yet user-friendly, enabling you to navigate the system 

effortlessly and making the most of its features.  

Let us take a quick overview of what you can expect from this manual: 

 Learn how to access the system and log in using your unique credentials; 

 Demonstrate how to Register for the first time and using One Time Pin (OTP) sent to your cell 

phone; 

 Explore how to manage your account settings, including personal information and notifications; 

 How to upload your required documents for application and 

 How to complete your Application Form.  

 

Please make sure that your Cellular Phone number and e-mail address provided are accurate and valid at 

all material times. Should you have any questions or require further support, our dedicated customer 

support team is available to assist you and they are available at 076 942 2313 or 066 471 1959 or 

omares@nwed.gov.za  

 

Best regards,  

MS OD Gaborone  

Assessment Directorate



 

 

 

NB! OMARES is optimised to be used on a Laptop, Personal Computer and Smart Phone. 

 

INSTRUCTIONS FOR LAPTOP/PERSONAL COMPUTER/SMART PHONE 

 

You can use any browser to view OMARES Online 
(Some of the browser icons shown on the right) 

 
 

1. TYPE in full, the link shown below in any of the Internet Browsers as indicated above:  

http://edu-emisportal.nwpg.gov.za/omares/ 

 

The login screen will be displayed as shown below 

 

 

2. For First Time users, CLICK Register  
 
        The user registration page will be displayed 
 
3. If you are Already Registered, ENTER ID Number and 

Password, CLICK LOGIN 
 
        The user profile page will be displayed 

 
4. If you do not remember your password, ENTER ID 

Number leave the Password blank and CLICK 
FORGOT PASSWORD. 

 
        The system will display as shown below. 
        The number you used to register will be displayed. 
 

 
 
 

  
 

http://edu-emisportal.nwpg.gov.za/omares/


 

 

USER REGISTRATION 

 

1. CHOOSE either State Paid or SGB Paid. 

2. COMPLETE all the fields up to Confirm Password, click Register.  

3. The System will notify you of an SMS with an OTP as shown below 

 

4. Enter OTP sent to your phone, check Not Robot, click verify OTP. The login screen will be 

displayed, you may now continue to login. 

FORGOT PASSWORD 

If you do not remember your password, follow the steps below 
 

1. ENTER your ID Number leave the Password blank and CLICK 
FORGOT PASSWORD, the system will display as shown below, the 
number you used to register will be displayed as shown on the 
right. 
 

2. If you wish to change the cellphone number click Edit Cell No? 
The Update Cellphone Number screen will be displayed as shown 
below 

 
 

 
 

 
 
 
 



 

 
 

 
(Update Cellphone Screen) 

3. Enter New Cellphone number, click 
Update 

 
The system will indicate that an SMS will be 
shortly sent to your cellphone 

 
4. Enter OTP, check Not Robot, click Verify 

OTP, the system will take you to the login 
page. 

 
5. If you wish to continue using the same phone number click Continue with same Cell No? 

 
The system will send your password to your registered number via sms. 

 

LOGIN 

 

 
 
 
 
 

Enter your ID Number and Password, click LOGIN 
 

A successful login will take you to the User Profile page as shown 
below 

 



 

 

USER PROFILE 

 

1. Enter your personal information starting with your surname up to email address 

2. Under Employer Information indicate if you are School Based or Office Based 

 

 

 

 



 

 

If you are School Based, enter your school EMIS number and click Go, the system will 

populate District, LEO, Circuit and School details 

 

Enter your SACE number and select your Present Post 

 

If you select Office Based the following options will be available as shown below 

 

Enter your Office name, SACE Number, select District, LEO and Present Post 

 

3. Under Subject Information, select the Subject Applying For: 

 
 

4. Add Teaching and Marking Experience, select the Subject Currently Teaching 

5. If you wish to add another subject, check Add Another Subject 

6. Choose the second Subject, add Teaching and Marking Experience, select Subject Currently 

Teaching 2  

7. If you selected Language Subjects, indicate your genres by checking them (novel, Drama, 

Poetry, Short Story) 

8. Click Save Markers Application Form 

A message will display to indicate your profile has been saved successfully as shown below. 

 

 

 

 



 

 

ADD/UPDATE QUALIFICATION 

 
9. Click Add Qualification(s) 

 

 Make Sure You Have Scanned in your Degree/Diploma certificates  

10.  Select Qualification Type  

11.  Enter Qualification Name  

12.  Enter Year Obtained  

13. Enter Institution Name 

14. Click Choose File to attach Qualification file, click Upload, the system will indicate if your file has been 

uploaded successfully  

 
15. Click Choose File to attach Transcript file, click Upload, the system will indicate if your file has been 

uploaded successfully. 

16. SELECT Update Qualification 

 
If you have more than 1 Qualification you’d like to add in your Application, REPEAT Step 9 to 16 

 

 

The system will take you back to the User Profile page 

 

The Qualifications you have uploaded will be displayed as shown above. 

If you wish to view the Qualification and Transcript you have uploaded, click the blue 

Qualification and Transcript links 

If you wish to delete the qualification click Delete 

If you wish to edit the fields you have entered (Qualification Type, Qualification Name, Year 

Obtained, Institution Name) click Edit, the system will take you to the Qualifications page, once 

done click Update Qualification  



 

 

ADDING ATTACHMENTS 

 

Add all required attachments, ID/Passport Copy, ID photo, SACE Certificate, Work Permit 

N.B The Supervisor Approval will be attached at a later stage after it has been signed  

For each of the attachments click Choose File then click Upload, the system will indicate per 

upload if the file is uploaded successfully 

After finishing with the uploads click Apply, the Applicant Summary page will be displayed as 

shown below. 

 

Make sure all the 
details are 
correct and all 
attachments 
are  uploaded. 
 
“Yes” indicates 
the attachment is 
uploaded. 

 
 

Read the instructions and check I have Read and Fully Agree And Will Abide By These 
Instructions 
Read the Declaration By The Applicant and check I have Read and Fully Agree And Will Abide 
By These Instructions  
Click Print Application Form, the system will generate a form with all the details entered as 
shown below. 

 



 

 

APPLICATION FORM TO BE PRINTED 

 

1. Save the prepopulated System generated Application form on your Computer  

2. Print the Application Form 

3. Get the Coordinator/Principal to sign and affix an official stamp 

4. Get the Subject Advisor/Curriculum Coordinator to sign and affix an official stamp 

5. Go back into the System and Upload the signed and stamped approval form 

6. The system will send an SMS stating “the application is complete”   

  



 

 


