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1. Department portal button 
2. Applicant button (to apply to be a marker)  

3. Login as, this is where you choose what you want to log in as from five options. 

4. Enter Centre Number 

5. Enter Password  
6. Enter OTP 

 

 

1 To access the Department portals on PayMarker you 

need to navigate via a web browser to: 

https://gde.paymarker.co.za 

  

On the PayMarker homepage, click on the “Department 

Portal” button.  

  

This will take you to the Department Portal login screen. 

  

 

2 On the login page, select “Principal/District Directors” 

from the Login As dropdown  

3 Enter your Centre Number and the Password that was 

supplied by the Department. And click sign in.  

OTP should be sent to the mobile number registered for 

school profile.  
 

 
4 After putting your Centre number, Password and 

received your OTP insert “OTP” in the verification dialog 
box and Click Verify. After that you should be logged 
into PayMarker School Profile. (Principal Profile) 
 
 

 

 
5 If you don’t have these login details, please submit a 

ticket to our helpdesk team. 

 

 

2. Roles: 
These are the roles that are in use in the Department Portal. 

• Principal 

o Responsible for: 

▪ Updating/uploading of stamp and school information  

▪ Approving and rejecting applicants 

▪ Uploading of minutes 

▪ Approving appointment letters 

https://gde.paymarker.co.za/
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Overview 

 

 

1 This is where the minute for the 
applicants is uploaded 

4 Number of new applicants 

2 Principal’s profile can be updated in 
this section 

5 Approved Applicants   

3 Tab to download the appointment 
letters of all the applicants 

6 Rejected Applicants 

 

 

3. Updating/uploading of stamp and school information 

3.1. Instructions 

 Click for Profile or Logout 

 

 
 Click Browse to Upload/Change 

Institution Stamp  

 Enter your primary email address 
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 Signature 

 
 Clear for new/mend Signature  

 
 Update changes 

 
 Click OK to save changes 

 

 
 Enter a new Password and Confirm the 

Password 

 
 Update password 
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4. Approving and rejecting applicants 
 

4.1. Instructions 

 

4.1.1 Approving Applicant: 

 Click Dashboard 

 

 Click on the applicant’s surname 

 
  Click View Application to view the 

applicant’s details 
 

 Click Next Step 

 
 Please read the Declaration 

 
 Enter your name and contact 

details 

 
 

 Click on Checkbox to agree to the 
declaration  

 Approve applicant 
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 Click OK to complete the 
application form 

 

 
4.1.2. Rejecting Applicant: 

 Click Dashboard 

 

 Click on the applicant’s 
surname 

 
  Click View Application to view 

the applicant’s details 
 

 Please answer these two 

questions and enter Reason 

for Rejecting, that if you are 

rejecting the marker. 

 

 

 Click Next Step 

 
 Please read the Declaration 

 
 Enter your name and contact 

details 
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 Click on Checkbox to agree to 
the declaration  

 Reject applicant 

 
 

 Click OK to complete the 
application form 

 
 

5. Uploading of minutes 

5.1 Instructions 

1 Click Minutes Navigation to 
open minutes page 

 
 Current Marking Session 

will be automatically 
selected for uploaded of 
the minutes  

 
 Click Add New. There is a 

standard and approved 
format, follow the standard 
input data per section.  
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 Type in.  
1. Purpose and 

Agenda of the 
meeting 

 
 Type In. 

1. Date 
2. Time started. 
3. Time Agender 
4. Location 
5. Meeting faciliatory   

 
 Type in.  

All attendees of the 
meetings and Apologies if 
any.  

 
 Type In 

1. Minute Scribe 
2. Discussion and 

Action Points 
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 Type In  
1. Decisions Made 
2. Once done Click 

SAVE 

 
 If need be, you can EDIT 

minutes  

 

 

6. Approving/Rejecting appointment letters 
 

6.1 Instructions 

 Click Appointment Letter 

 
 Select Marking Session for that 

current year 

 
 Click Pending Letters 

 
 Click on the Subject to open details 
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 Select Pending markers that need to 

be actioned. 

  

 Click Edit to Accept / Decline 

 
 Write on Comment box – Marker will 

see this comment on their portal 

 
 Accept or Decline Marker’s 

appointment 
 

 Click to view. 
Accepted markers 

 
 Click to view. 

Declined markers. 
 

 

7. Downloading of Appointment Letters 
 Completed Letters 

 

 Click to the download letter- only 
available if there are no pending 
markers. 
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8. Help 

 

1 All the user guides to assist the user 

will be found in this section 

4 This is the POPI act popup, it sets out the 

minimum standards regarding accessing 

and 'processing' of any personal 

information belonging to another. 

2 This is where the user clicks for 

further assistance 

5 The interface for submitting the ticket 

3 This is where the user will view 

progress on the ticket they logged 

6 The category of the ticket is selected here 

 

9. Submitting a Ticket: Outside the Portal 
 

1 To locate how to submit a ticket click 

“Department Portal” on the homepage  

 
2 On the bottom of the login page, click 

“submit a ticket” 
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3 Click the OK button after, complete minutes 

of the meeting you held.  

 
4 Select your position  

 
5 Enter Full name  
6 Enter email address  
7 Select category of the tick, i.e. what is the 

ticket is about 

 
8 Select Priority 

 
9 Enter the subject  
10 Enter the reason for your ticket in the 

message area 

 
11 Attach a supporting file if necessary and click 

submit 

 
 

10. Submitting a Ticket: Inside the Portal 
 

1 To locate how to submit a ticket help on the 

navigation panel 
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2 Click on “open a ticket” 

 
3 Click the I Understand button after reading 

and adhering 

 
4 Select your position  

 
5 Enter Full name  
6 Enter email address  
7 Select category of the tick, i.e. what is the 

ticket is about 

 
8 Select Priority 

 
9 Enter the subject  
10 Enter the reason for your ticket in the 

message area 

 
11 Attach a supporting file if necessary and click 

submit 
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