
to complete your 
UCAS application

Using



Log On

Use  the username and password you 
created during activities week.

If you were not there for that session 
then collect a set of instructions from 
Mr Baker at the end of the session.





Personal Statement

Review your personal statement. Do 
you need to make any changes 
because of work experience or 
changed subject choices?

If so make the changes and show 
your form tutor.

When you are sure it is finished click 
Preview and then finished.





Personal Statement Checklist

• Have you really ‘sold’ yourself and 
your passion for the subject you 
are applying for?

• Have covered all the points in the 
handout you were given?

• Have you left spaces between 
paragraphs for good presentation?

• Has it been checked by your tutor?



Course Choices

This is the bit where you are deciding 
about the next three or four years of 
your life!

Don’t do it until you are sure you 
have made the correct choices by 
reading the prospectus carefully and 
if possible going to open days.

Check course codes etc in the 
prospectus or on the UCAS website.



This might be -

Select Sept 2010, unless
you are planning a gap 

year,
in that case select

Sept 2011

You don’t need this 
bit! Leave it blank.

You only need to use this if the 
prospectus tells you to enter something



Click ‘finished’ when you have 
entered all 5 or save and then come 

back later



Are you sure 
these are all 
places you 

want to go and 
courses you 

want to study?



Courses Checklist

• Have you applied for 5 courses?

• Have you read the prospectus for each course?

• Have you visited or arranged to visit each 
university?

• Are the grades they are likely to ask realistic?

• Do you have a good spread of entrance grades? 
(e.g. some on your predicted grades some below, 
and if you really want to no more than 1 above 
your predicted grades).

• Do you meet the qualifications for each course?



Education

Now complete the education section. This is 
where you tell the Universities what 
qualifications you have and are taking. This is 
the most fiddly bit and you need plenty of 
information. You may want to sit at home with 
your exam certificates in front of you while you 
do it. 

If you make mistakes here it could lead to your 
application being rejected because you have 
the wrong qualifications or the university not 
finding your exam results in the summer!



Use this to find a 
school’s name, the

Centre number 
should be filled in

Automatically.

Put leaving date as July
2010 unless you are planning

on being asked to leave!



If it can’t find your
school (this sometimes
happens with overseas 

schools, and small music 
centres etc, click here to add
the details, check the centre

number on your exam 
certificates..





BTEC First Diploma This is the Level 2 BTEC
BTEC National Certificate
GCE Advanced Level- You must enter the A2s you are doing, 
with the grades as PENDING.
GCE Advanced Subsidiary (NEW-first award 2001)-
This is where you put your AS levels. You must put all 
of them, even if you are re-taking or you got a U.
GCE Advanced Subsidiary: Double Award
GCSE
GCSE Short Course- Is this your RE?
Over Qualifications- Don’t forget to add music and drama 
awards.



Use add a subject to 
add another subject of 

this type of 
qualification.

Click ‘save’ when you have done 
the last qualification of this type.

Use this if you accidentally click on 
‘add a subject’ when you meant 

finished!





For A2s list grades as
Pending. DO NOT use

Predicted grades.



Does this reflect all of the 
qualifications you have 

done? For most people it 
will look something like

8 GCSE
1 GCSE double award

4 GCE Advanced 
Subsidiary (NEW)

3 GCE Advanced Level



This is the technical advice from UCAS about 
Entering Unit Grades

The following scenarios should help you to enter your qualifications 
correctly.
Your AS levels were certificated in 2009 Enter your AS subject and 
the grade achieved, with the achieved unit results if you wish.

Your AS levels were certificated in 2009, and you are retaking 
some/all units to achieve a higher overall grade Enter your AS 
subject and grade achieved in 2009 with the achieved unit results if 
you wish. Then, enter the AS level again for 2010 (to cover the re-sit) 
with the pending unit grades, even if you are taking the subject on to A 
level. We need to know about the AS level re-sits for matching 
purposes to enable us to pass on the potentially new AS grade to your 
chosen universities and colleges.



Employment

Now complete the education section. Use this 
to tell universities about any paid work. Put 
down anything you have done, even if it is not 
that exciting. Stacking shelves for 1 year might 
not be rocket science but it shows you are 
dependable, reliable and can keep a job…

Don’t use this section for unpaid work 
experience.



If you haven’t had any paid jobs
just click on section completed

and then save.



‘About You’

This section tells UCAS and the universities how to 
contact you, and part of it is used for statistical 
monitoring.

The first part should already be filled in. Check that 
the details, especially your address are correct. 
Don’t put down mobile phone or e-mail details 
which don’t work or that are likely to change over 
the next few months.



Only use this if your name has 
changed since you were 16



Ignore these, unless you have done a language test 
because English is not your first language. If you have 
done one of these tests you should know your relevant 
candidate number. If you are going to be working with 
children or vulnerable adults as part of your course you 

might be asked to do an ISA check for Criminal Records 
but these have not started yet.



See Mr Baker/Mr Smith if this is not UK 
National. Do not confuse with your 

ethnicity!

This is the name of the 
local authority in which you 

live, e.g. Redbridge, 
Newham, Essex (if you live 
somewhere like Chigwell)

For most people this should be UK 
National. See Mr Baker or Mr Smith if this 

is an issue, particularly if you have lived 
outside the UK in the last 3 years.



This should be 02 LEA for almost 
everyone unless you are seeing Mr 

Baker about one of the boxes above. Put 
LEA even if you think you won’t get a 
grant or loan, you still want Redbridge 

to contribute to your fees!
This should be the same as Area of 

Permanent Residence. e.g. “Redbridge” or 
“Newham”



See Mr Baker or Mr Smith if this is an 
issue.

Only use this if you will be away and want 
someone else to contact universities on your 

behalf (not a good idea!)





Go to view all to get a print out of 
your application.



Double and triple check that 
everything here is correct. If it 

isn’t go to edit application.
Then click on ‘printable 

version’.



This form is what universities will 
see. Click on print and print 2 

copies. One for yourself, and one 
for your form tutor. The click on 

‘close window’.



Now click on ‘send to referee’.
This will send your application to 
Mr Baker for processing. From 
now on you can’t edit it. If you 

want it sent back to you for editing 
you need to ask the Sixth Form 

Secretaries. They will charge a £1 
administration fee for doing this.



What to do next

Put together the following things in a plastic 
punched pocket, paper clipped together.

• A copy of your application.

• A cheque for £19 payable to ‘Beal High School’
(this is your application fee and all the money will 
go to UCAS). All cash must go direct to the Sixth 
Form Office.

• Your predicted grades sheet and ‘information for 
my reference’ sheet if you have not already 
handed them in.

Bring this to Mr Baker / Mr Smith / Ms Vadher for 
checking by the deadline



Deadlines
• Early Applicants 21st September
• AU, BA- 5th October
• CN, JJ- 6th October
• KZ, LA- 7th October
• LV, YF- 8th October
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