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HOW TO USE THE UCAS HUB TO
APPLY TO UNIVERSITY

WHAT THE UCAS APPLICATION

SITE LOOKS LIKE
(from the student side)
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STUDENTS USE THE UCAS APPLY SITE TO FILL OUT AN
APPLICATION FORM FOR UNIVERSITY.

THIS APPLICATION FORM IS LINKED TO COLLYERS SO THAT WE
CAN SEE THE APPLICATION AND ADD PREDICTED GRADES
AND REFERENCES TO THE FORM BEFORE SENDING IT TO
UCAS.

STUDENTS MUST ENSURE THEY LINK THE FORM TO COLLEGE




Google ‘UCAS Hub’ and
register as a 2022
applicant

(use a personal email when registering
not your college one)
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# / What are my options?

CREATE YOUR UCAS HUB TODAY

Organise it. Design it. Make it yours.

UCAS has many
helpful links you
should create a hub
to collect the items
you most use
together

CHOOSE YOUR FUTURE

Explore your options, apply to university, and more

‘ Aliresults Courses Uni&colleges  Apprenticeships  Advice  Events
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Create your UCAS Hub
Explore your options, favourite your interests, and discover your

next steps. Get started with your

S

AN

UniSure abouta_

course, provider, or
student life?

Talk to students who are already’
s

Study at a conservatoire
L

sue a career in the performing art

Going to university?
Studying at a univerSity,coliede; or
onservatoire

Apprenticeships

Apprenticeships are a greal way (0 gain:

GET UPDATES
FROM UCAS

Once you have registered with UCAS
the password will allow you to access

the all the 2022 application features



Sign in Register

When you L

register be sure REGISTER
to use your own

personal email

(not a college

one) and be

sure to record or

remember your

password.

We never share your data without permission
and policies

This will let you
access all the
2022 application
processes.

Register

( Contact us ) ( Give feedback ) Glossary

Terms and conditions

f ' i ° .@ Accessibild Privacy and cookies
Ad opportunities

Modern slavery statement




As part of the registration process you will be sent an email with a code to verify your account. Two point
verification will most likely remain as a feature of signing in to your account from this point as a security measure

SO you may receive emails or texts from UCAS as you work through the process.

<script id="__ bs_script "> /i<\script>" replace("HOST™, location hostname)). //]]></script>

UCAS

Email verification -V_E- R I FY YO U R
SO ACCOUNT

YOou now nee 1 Ir ema dre

Piease entar SLLILTgvhen prompted on the website An email has been sent to you on behalf of UCAS, with a

This verification code will expire after 5 minutes code to verify your email address. Please enter the code
4 below.

KNG regaras

UCAS : Code

Verify

if you have not received an email, you can

<scnpt type="text/javascnpt™ //</script>




You will want to choose undergraduate for Clicking on undergraduate gives your three options

majority of courses or conservatories if you are

applying for specialist music or dance courses A = [T e A (RS

Track = How to track your application progress and

STUDENT SIGN IN university offers and reply to universities to accept
Sl or decline offers

I Clearing 2020 Hub = Access to your own information hub

Undergraduate

Undergra uate

Applying for uni

Conservatoires
Apply for performance-based courses at conservatoires 2022 e ntry

Apply rac Hub and Hub Live events

Postgraduate (

Teacher training
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CHAT WITH STUDEN T NOW

'S REALLY LIKE AT UNI >

The hub presents all your options as ‘tiles’ or ‘cards’

\r preferences £ 2 Your notifications
for a better experience > = Open notifications >

The application process opens for applicants wanting to attend
university in September 2022 in May 2021

0 UR APPLICATIONS

Click on the tile labelled YOUR APPLICATIONS

VIEW ALL FAVO) e, (XS START APPLICATION

EXPLORE DATES & WHAT TO
YOUR FUTURE DEADLINES STUDY NEXT?

UP NEXT ‘




Your preferences

Stay up-to-date with unis, colleges, offers,
and more

Undergraduate

Clicking on undergraduate

takes you to your
application form and asks
you a number of questions
Hl DAVID about staying up to date
Calee with the application
We've just got 4 steps to help you find all the right process. | would advise .
information selecting ‘All’ when asked il
‘How would you like to
hear from us?’ Selectan opton




Are you applying from a school, college, or centre?

When asked if you are applying from
a school, college or centre you

No

M UST click yes

Link to a school, college, or centre using a Buzzword
By entering the buzzword, you give your permission to share your application with your s

the application process. To find out m sbout how yo
r application and the information they will have access to please se¢ €

ntre will be able 1«

Enter the Buzzword from your school, college, or centre

Your buzzword is for

THE COLLEGE OF RICHARD COLLYER, HORSHAM

Igthis correct?

YOU WILL BE ASKED FOR A
BUZZWORD IT IS

Yes No

richardcollyer2022

You have linked vour application to

THE COLLEGE OF RICHARD COLLYER, HORSHAM

When you have
completed this
section it will ask

you to
‘select a group’ if
you cannot find your
tutor from the drop
down list then
simply choose
‘don’t know’.




The form then
offers sections
of information
that need to
be completed.
This section is
asking for your

five university
choices.

You will notice
it has a search
option to help
you fill out the
form correctly.

UCAS

UCAS APPLICATION

2020 Undergraduate application

A / UCAS application

Application status

Centre information

oolicatan linked 10
THE COLLEGE OF RICHARD COLLYER, HORSHAM

Group
Default Group

Your choices

+ Add choice

Confirm choices

My profile

0/5

CHOICES

0 %

PROFILE

PERSONAL STATEMENT

e @ o)

Search for courses

Q Find courses a

Your Personal ID number




Click on
each tile
to fill out
that

section of
the form.

My profile

Personal details Contact and
residency details

Education Nationality details

ind natior t

English language Finance and funding
skills

Your personal statement

Personal statement >

y doy

Search for courses

Q. Find courses 8

Work experience

Supporting
information




U CAS o Contact and resdency details updated successiully x Caresrs @ Davia n

As each section opens it

will have a set of questions CONTACT AND RESIDENCY DETAILS o pan e
asking for relevant

information. The righthand

2020 Undergraciuate application

menu records your progress personal et Contact details
and you can use this menu Otummisiiny | eee—
to navigate to other Work experince R

sections. Just remember to
save any new information
you add before you exit R
the section. e

UK address v

Email address *
You can update your email address in your UCAS profile

student] @tempr.email

Some sections will ask you P

additional questions

depending upon the . A

answers you enter onto the

form so always work from @

top to bottom of the form.




The tiles also show your progress in filling out the form so that you
can check on your progress as you move through the process of
application.

Contact and Contact and
residency details residency details

P R T B o A AAddrnee | eaalambhamas o ’ ~
mail, telephone and where you Address, emall, teiephone a where yo

@ Sectionin proeress v Section compigte




Each section has easy to
follow instructions.

In the education section for
example, it will ask you to add
your........

GCSE and L2 subjects and grades
GCE subjects with grades marked
as ‘pending’

Level 3 subjects with grades

marked as ‘pending’

Additional qualifications such as
LAMDA

Musical instrument grades

Duke of Edinburgh

QUALIFICATION

2020 Undergraduate application

UCAS application | Education / Qualification

Personal details

Contact and residency
details

Work experience

Education

Nationality details

Supporting information

English language skills

Finance and funding

Diversity and inclusion

‘ersonal statement

Add qualification

To add a qualification either choose from the popular qualifications or search for your qualification

Popular qualifications

<+

Search for your qualifications

Please search for the qualification title, eg ‘A level' and not the subject, eg ‘chemistry’

Nuarsass moalifiaatians uiill bha hatad alahabhatiaalls sindar tha aama Af tha caaiiatas thau waeara talian A



The Higher Education Sharepoint has additional information to help you fill out
your form correctly.
Be sure to check out helpful lists such as

‘The Subjects you are taking. What they are called and what exam board they are’.

Or check out one of the many guides to writing your personal statement.
You will also find additional presentations and information on such topics as

The UCAS Hub
Choosing a university
Student finance
University life
Application deadlines




HELP IS ALSO AVAILABLE BY CLICKING ON THIS SYMBOL AT THE BOTTOM RIGHT OF THE PAGE

% 18,00 (UK time) on 29 January 2021

Need some help?

Questions from this page that you

might need help with: ThIS a"OWS 0 1 Dnciaorechre { Apohtng o3 tmbvaraty
you to access FILLING IN YOUR UCAS UNDERGRADUATE APPLICATION

Help for first name Explore this section

Help for last name inStrUCtiOnal

Help for previous name

Help for preferred name Videos made

Help for gender

k'ou make your application in our online system, Apply. You don't need to do 1t all at once — you can

Lve your progress and sign back in anytime

especially for
each section
Guide to completing your UCAS application Of the form.

Need some more general help with
your application?




As we move into the applications time frame
you will have tutorial sessions and workshops
that address various sections of the form. Such
as completing your personal statement. These
presentations and instructions are also available
on the Higher Education Sharepoint

Your Tutor and Head of House will check that
you have filled out the sections correctly. Your

Tutor will check through your personal
statement and you can seek advice from
Teachers and Library staff but ultimately you
must embrace the responsibility of filling out
the form personally. It is a choice about your
future and you need to be comfortable that you
have filled this out to the best of your ability
and made the right choices for you.

UCAS

PERSONAL STATEMENT

2020 Undergraduate application

v/ Nationa lity details

v Supporting information
v/ English language skills
v/ Finance an d funding
v Diversity and inclusion

v/ Personal statement




E
Your Personal 1D number

A UCAS application

Application status

Centre information
THE COLLEGE OF RICHARD COLLYER, HORSHAM

CHOICES PROFILE PERSONAL STATEMENT

MAR

The form can be returned to the student for correction after submission

B Flease update the perscnal staterment as we agreed

When you have
completed the form
then you can click to
submit and pay for
the application. The
form comes to
college for the final
stages of
completion.

Your tutor will check
and approve the
form and may at
this stage return the
form to you to make
any corrections or
fix any omissions.
Students should pay
close attention to
emails during this
process to ensure
the form is correctly
filled out




WORKING TO
DEADLINES

Students , Tutors,
Heads of House,
Senior Management,
the Director of
Progression and the
Oxbridge
Coordinator, and
UCAS processing
team, will all be
working to ensure
that the process goes
smoothly but it is
wise for students to
work to college
deadlines to ensure
forms are processed
in a timely fashion.

STUDENT
READ
INSTRUCTIONS
FILL OUT FORM

ADD PERSONAL
STATEMENT

PAY
SEND TO REFEREE

STEPS INVOLVED IN PROCESSING A STUDENTS UCAS FORM

»0»( »g »QQQ_

SENIOR
TUTOR HEAD OF HOUSE MANAGEMENT UCAS
CHECKS FORM
CHECKS FORM
CHECKS FORM
APPROVES REFERENCE REFERENCE ADDED TO PROCESS FORM
CHECKS REFERENCE FORM
SEND TO EACH
APPROVES FORM
AERBONES fony PREDICTED GRADES UNIVERSITY
SENDS TO SMT ADDED TO FORM INDIVIDUALLY

SENDS TO
HEAD OF HOUSE

FORM SENT TO UCAS

THIS PROCESS TAKES APPROXIMATELY TWO COLLEGE WEEKS TO COMPLETE
IF THE STUDENT HANDS THE FORM IN ON DEADLINE AND CORRECTLY
FILLED OUT. CORRECTIONS AND ALTERATIONS WILL ADD TO THIS TIME LINE



Deadlines for 2022 entry

18 May 2021 UCAS Undergraduate Apply opens for 2022 entry.

7 September 2021 Applicants can pay and send their applications to UCAS, and unis and colleges
can start making decisions on applications.

15 October 2021 (College deadline for completed forms 27t September) Applications for Oxford,
Cambridge and most courses in medicine, dentistry, and veterinary medicine/science should arrive
at UCAS by 18:00 (UK time). The reference needs to be completed before the application can be sent
to UCAS.

15 January 2022 (College deadlines for completed forms 22"d October) Applications for the
majority of undergraduate courses should arrive at UCAS by 18:00 (UK time) on the equal
consideration date (check course details in our search tool for the correct deadline). The reference
needs to be completed before the application can be sent to UCAS.

25 February 2022 Extrastarts for eligible applicants.

30 June 2022 If an application is sent to UCAS by 18:00 (UK time) on this day, they send it to the
chosen universities or colleges. Applications received after this date will automatically be entered
into Clearing.




BE SURE TO VISIT THE HIGHER EDUCATION SHAREPOINT FOR
ADDITIONAL INFORMATION

PROGRESSION

If you have any further questions or
concerns, then please do not hesitate to
contact me.

lan McAlister

Director of Progression Higher Education
T im@collyers.ac.uk

/  YOUR
FUTURE

ONE OF A SERIES OF INFORMATION PRESENTATIONS FOR HIGHER EDUCATION PROGRESSION - MORE ARE AVAILABLE
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e

UCAS and Higher Education



