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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)

UCAS has many 
helpful links you 

should create a hub 
to collect the items 

you most use 
together

Once you have registered with UCAS 
the password will allow you to access 
the all the 2022 application features



When you 
register be sure 
to use your own 
personal email 
(not a college 
one) and be 
sure to record or 
remember your 
password.  

This will let you 
access all the 
2022 application 
processes.



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. 



You will want to choose undergraduate for 
majority of courses or conservatories if you are 
applying for specialist music or dance courses

2022 entry

Clicking on undergraduate gives your three options

Apply = your application process

Track = How to track your application progress and 
university offers and reply to universities to accept 
or decline offers

Hub = Access to your own information hub



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

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

Click on the tile labelled YOUR APPLICATIONS



Clicking on undergraduate 
takes you to your 
application form and asks 
you a number of questions 
about staying up to date 
with the application 
process. I would advise 
selecting ‘All’ when asked 
‘How would you like to 
hear from us?’



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

MUST click yes                           1
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YOU WILL BE ASKED FOR A 
BUZZWORD IT IS

richardcollyer2022

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’.

2

3 4



THE COLLEGE OF RICHARD COLLYER, HORSHAM

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. 



Click on 
each tile 
to fill out 
that 
section of 
the form.



As each section opens it 
will have a set of questions 
asking for relevant 
information. The righthand 
menu records your progress 
and you can use this menu 
to navigate to other 
sections. Just remember to 
save any new information 
you add  before you exit 
the section.

Some sections will ask you 
additional questions 
depending upon the 
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.



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



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

This allows 
you to access 
instructional 
videos made 
especially for 
each section 
of the form.



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. 



THE COLLEGE OF RICHARD COLLYER, HORSHAM

MAR

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

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



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.

W O R K I N G TO
D E A D L I N E S



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 27th 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 22nd 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 Extra starts 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.



If you have any further questions or 
concerns, then please do not hesitate to 
contact me.
Ian McAlister
Director of Progression Higher Education 
im@collyers.ac.uk

BE SURE TO VISIT THE HIGHER EDUCATION SHAREPOINT FOR 
ADDITIONAL INFORMATION

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


