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Go onto the UCAS website—www.ucas.com—click on “Sign in” then click on Students.

Click on “Undergraduate”
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Click on “Apply” for the year you will be starting university (if you’re not making a deferred entry). For example,
“Apply” under the 2021 entry if your current course is due to end in 2021. Please note that this guide was created
before the launch of Apply for 2021, so the dates throughout will say 2020—however the application form will look
the same.

Click on the red “register” button at the bottom of the screen.
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Read the information shown on this screen and then click the red “next” button.

Read the information shown on this screen, tick the box to accept the terms and conditions and then click the red
6
“next” button.

Fill in the details and click the red “next” button.

If you live in the UK, select “UK” and then click the red “next” button.

Put in your house number, and then your postcode. Then click on the red “next” button.
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If the postcode finder finds your full address, you will be presented with a screen like this. Check that your details
are correct, and then click on the red “next” button.

If your address couldn’t be found—you will be presented with this page for you to type the details in manually.
Type them in, and then click on the red “next” button.
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Fill in your contact details here. Make sure that these are phone numbers and email addresses that you actually use, as this is
how UCAS will get in touch with you about your application, including offers from universities! If you don’t have a home telephone that’s fine, you can just put your mobile number in. Read the information and then click on the red “next” button.

You will then get this pop-up on your screen. Select which options you would like. We recommend selecting the
“Relevant courses” one, as this means that if you don’t hold any offers, UCAS will tell you about similar courses that
have vacancies that you might be suitable for. This can make your life slightly easier if you find yourself in this
situation. Then click the red “save” button.
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Enter a password here that you will remember (write it down somewhere safe afterwards!) as you will need this
whenever you want to log into your account to make any changes or finish an application. You will also have to
select 4 security answers and questions—again, make sure that these are something you can remember as you will
need to know these if you forget your password and have to reset it. Then click on the red “next” button.

You will then get to a page that shows you your unique UCAS username. Make sure that you make a note of this as
you will not see this information again, and you need it to log in. Then click on the red “log in now” button to begin
your application form, or select the red “go to UCAS homepage” button to go back to the homepage and start your
application later.
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If you are currently studying at the college—select “Through my school / college” and then click on the red “next”
button,

You will then be asked for a “buzzword”. The Buzzword for applications for 2021 will be Barnsley21—input this
exactly as it is written, including the capital letter. This will link your application to college so that your tutors, and
the Job Shop team, can see your application in order to help, and for your tutor to be able to attach a reference.
Then click on the red “next” button.

You will then get this page—check that the information is correct—so you know it’s linking you to the correct place.
NOTE: All Barnsley College applications will say “Barnsley College Higher Education” and have the HE address—
that’s fine. Select “yes” if the information is correct, and then click on the red “next” button.
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You will then be presented with this screen, asking you to select your tutor group. These groups are set up
according to the information given to the Job Shop team by your department. You select your group from the dropdown menu that appears when you click on the arrow next to the words “Please select…” You may find that there is
only one tutor group shown for your department / subject—if so select that one. If there are multiple groups (for
example in the Sixth Form), select the one that has the name of your tutor. If you select the wrong group, your
tutor may not see your application, and so will not be able to check and approve it or add a reference—so it’s
important to make sure that you find the right group. If you don't know, you can select “Don’t know” from the drop
-down list, and then ask to be moved into the correct group later. Please make sure you have looked through the
group carefully before selecting this, as again this may result in a tutor missing your application if you do not raise it
with them straight away. If you do find yourself in the wrong group—email the Job Shop on
jobshop@barnsley.ac.uk and we will move you into the correct group.

You will then be taken to your UCAS homepage, which looks like this. This is the page that will appear each time
you log into your UCAS Apply account. There are some key parts of this page to draw your attention to:
•

Your personal ID at the top of the page—make sure that you make a note of this because you will need it any
time you need to speak to UCAS.

•

You will need to verify your email address—this is what the green writing is saying. Make sure you click on
the red “please click here to verify my email address” button—and follow the steps to do this.

•

The menu down the left hand side of the screen shows the parts of your application that need completing in
order to send it. If a section has been started, the little box for that section will have 3 green dots in it. If you
have finished a section and marked it as complete, it will have a green tick in it. You need to click on each
section and work your way through them to complete your application form.
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The majority of the details in
the top half of this page will
already be filled with the information you gave when you
registered for a UCAS Apply
account.

You will need to enter your
nationality and residency
details here. You select
these from the drop down
lists. (click the white “see
list” button next to each box
to see the lists. Select the
answer that is most
appropriate. For the “area
of permanent residence”
box, select the town that
you live in—e.g Barnsley,
Wakefield, etc.
This section will remain greyed
out unless you have selected that
your permanent home is outside
of the EU. If you live in the EU (or
the UK), move onto the next bit,
if you don’t, you will need to
submit the required information
here.
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Note: It’s important to fill out this
“student support” section correctly.
For most people, you will be
applying for Student Finance to pay
for your course—so you select fee
code “02…” from the drop-down.
Under “student support
arrangements” you select the name
of the place that you live / the
council where you live—e.g.
Barnsley.
You then need to fill in the other
questions—for most people the
answers to these will be “no”.
(Unless you know this to be
otherwise!)
Make sure that you put someone
down for your “nominated access” if
you can—this is usually a parent /
guardian. This is someone who can
speak to UCAS on your behalf if you
can’t (for example if you are ill). Be
aware that this person can get any
information about your application
that you could—so be very careful
who you put down. This is really
important and your application may
be sent back to you when being
checked if this information is missing.

Make sure you put down any disabilities or special needs that you have here. This allows universities to look into
available bursaries for you, as well as to consider putting adequate support arrangements in place for you if you
go there. This in no way damages your application—universities will not use this against you when making a
decision—it is simply to make sure that they give you the full support available when studying somewhere.
Select your disability or special need from the list (click on the white “see list” button next to the box). Pick the
one that is most accurate. You can then write more details in the box underneath. If you have no disability or
special needs, select “No disability”.

Once you have completed all of this information, click on the “section completed” box, and then click on
the red “save” button.
You can then click the next section you wish to complete on the menu on the left hand side of the screen.
Please note that these do not have to be done in the order that they are shown.
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This page is where UCAS collects data
about students to compile into
anonymous reports such as
“percentage of UCAS applicants in
2021 whose parents went to
university”. This information doesn't
impact your application.

Select the options from
the drop-down list that
most accurately describe
you. If you would prefer
not to answer these
questions you can select “I
prefer not to say”.

Here you put in the information for
any activities that you have done in
preparation for university, such as
summer schools. This does not
include open day visits! If you
haven’t taken part in any
preparation activities, just leave the
“activities in preparation for higher
education” sections blank, and move
onto the next set of questions.

Leave this
option as
“no” unless
you can speak
Welsh!

Once you have filled in all of this
information— click the “section
completed” box, and the click on the red
“save” button.

In this section, you select whether you have
ever been in care “yes” or “no”. If you
select “yes”, you will then have to select
how long you have been in care. Again, this
is to ensure that appropriate financial and
support arrangements are made with the
university. Note: if you’re not sure what this
means, the answer is probably “no”.
You need to put in your parental education, and the job title of
your highest earning parent—again this has no impact on your
application—so don’t worry too much if you can’t find an exact
match—go with what sounds the nearest. To select the job title,
click on the white “find” button next to the box and type it in.
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Read the information about student finance. Tick the box at the bottom that says “I have read these details” and
then click on the red “save” button.
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This is the page where you add your course
choices. You can add up to 5 choices. For
more information about choosing a course—
contact the Job Shop, or look at the
“Researching HE Choices” guide.

To input a choice. Click on the
grey “add a choice” button near
the bottom of the screen.

You will then come to this page which allows
you to enter the details of the university and
course you wish to apply to.
For “institution code” click on the white “see list
“ button at the side of the box. A pop-up will appear—start typing the name of the university you
want to apply to and click on it when it comes up.
For “course code” click on the white “see list “
button at the side of the box. A pop-up will appear—start typing the name of the course you
want to apply to and click on it when it comes up.

For “start date” click on the white “see list”
button at the side of the box. Unless you have
chosen to defer university for a year (i.e. not start
in the following September) then select the option that comes up under “current entry start
dates”

For “campus code” click on the white “see list “
button at the side of the box. A pop-up will appear—click on the correct campus when it comes
up.
Select whether you plan to live at home if you study here. You will
most likely be starting your course in the first year, so leave the
“point of entry” box blank. Then click the red “save” button.
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Note: If you have selected a course that requires you to have a DBS check (such as Nursing) you will get a pop-up
before displaying this page that asks you if you have any criminal convictions. Only tick the box if you DO have
criminal convictions. Then click the red “next” button. This is not required for all courses.

You will then see a summary page that shows you the choices you have put in so far. Check that the information is
correct, and that you haven’t accidentally selected that you would like to defer entry. Put in as many choices as you
would like (up to 5) and then click the “section complete” box. Then click the red “save” button. You do not have to
input all of your choices in one go, you can click save and then come back to add more—just don’t mark it as
complete until you’ve put the information in for all of your choices.
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Click on the grey “add new
school / college / centre button
to add in your current, and
previous, places of study. This
means anywhere that you have
studied—both current courses,
and where you studied for your
GCSEs etc.

This is the page that you are presented with when you click on the “Education” section in the left-hand menu. NOTE: For this
section it will be really useful to have any award certificates that you have, with you. This section asks for lots of details that
need to be correct in order for universities to be able to consider your application.

Click on the white “find” button. A
pop-up box will appear. Type in
Barnsley College, and click on it when
it comes up. This will then
automatically find the exam centre
number.

Select whether you were doing a fulltime, part-time or sandwich course here
(most will be full time!)
Then select whether you did, or will,
receive any qualifications here—the
answer will be yes for Barnsley College.

Use the drop-down boxes to put in the date that
you started college, and the date that your current
course finishes. (Courses usually start in
September and finish in July) NOTE: This is when
you started and finished COLLEGE not your current
course—so if you’ve done 3 years in college
instead of 2—you need to put the date you first
started college, right through to the date you
expect to finish.

After you have completed these sections, click on the red “save” button. It will come up with a warning about
qualifications being in the future, just click on the red “save” button again—confirming that this is your current
place of study.
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Click on the grey “add
qualifications” button under
your college heading.

After putting in your current place of study, you will then come to this page again. You will see that there are lots of
warnings about missing information—which is fine at this point as this is what we’re filling in next.

You will then be presented with this list of qualifications. If you see the one you are currently doing on this list, click
on it. If you don’t, start to type it into the search box and then click on it when you find it. If it never finds the
course, check that it is definitely correct—and then input it yourself. Ask a tutor for advice before doing this—as
other students on your course might have found it.
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Put your qualification date in—this
will be the same as your college
end date previously entered.
Put the awarding organisation in.
If you are unsure—ask your tutor.
For your current course—enter
the grade as “pending”
because you don’t have it yet.

Put all of your module details in above. Some people in different colleges will study different modules of the same
course—so it can be useful for universities to know which units you’re studying. You can click the white “add another
module” button to add as many modules / units as you are studying. Include those from both years of study. If you are
inputting units that you already have a grade for—you can put the grade in there too—only if this is the official grade
for that unit and will not change. After inputting all of this information—make sure that you click the red “save”
button at the bottom.
NOTE: Make sure that you have put the exact qualification in. There is a big difference between a diploma and an
extended diploma, for example, and this could be the difference between you being offered a university place or
not!

If you’ve put all of the information in
about your studies at Barnsley
College, you need to put the
information in for the school where
you did your GCSEs.
Click on the grey “add new school /
college / centre” to do this. (AS
SHOWN ON NEXT PAGE)
If you have studied any more subjects in
college—click on the grey “add qualifications”
button under Barnsley College again. This
includes any resits of GCSE Maths and English
or Functions Skills that you might have done.
Follow the instructions as previously
mentioned to add these qualifications in. Do
this before moving on to add your previous
school, as mentioned above.

You then come back to this screen.
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You now need to input the information about your previous school—where you sat your GCSEs. You do this in the
same way as we did for Barnsley College in the steps before. You might find that as schools have merged into academies, that UCAS doesn’t find them through the search and you have to add them manually (as shown above). Follow the instructions on screen to do this. It might be that you do not know the exam centre number—you can ask
other people who went to your school, it should be on your exam certificates, or you could try contacting your
school to enquire. This might not be a problem for everyone, but it is a fairly common problem affecting certain
schools. (Please note that the exam centre number doesn’t have a red * next to it, which means it will allow you
move on through the application without adding that information.

Again, this is what the page will look like once you have put the information in. Click the red “save” button.
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Now you need to add your
GCSE / level 2 qualifications.
Click on the grey “add
qualifications” under the name
of your previous school.

You will then notice that you return to this page, summarising the information that you have put in so far.

This page has several options for “GCSE”
depending on whether the qualification
you have was graded A*-G or 9-1. They
also have an option for “GCSE Double
Award” for if your qualification shows as
“A-A” for example. Make sure that you
select the right one! It might be that not
all of your subjects used the same
system, that’s fine because they are all
entered individually.

You will then again be taken to this page, allowing you to click on, or search for, the qualifications that you have.
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Select one of the subjects that you studied
from the drop down list. If you can’t find the
subject you studied, you might have selected
the wrong type of GCSE. Make sure that you
select the subject title that matches EXACTLY
as others will have different content and
might be viewed differently by a university.
The qualification date will most likely be the
same as your school end date, unless you
gained the qualification in year 9 or 10.
Put in the name of the awarding
organisation (this should be on your
certificate).
Put the grade that you achieved in.
If you have information about particular units that were
graded—such as the “spoken endorsement” part of the
English Language GCSE—then input this information
too—here.

Once you have inputted this information you have two options. You can:
•

Click the red “save” button—which will take you back to that central education page, where you can add the
rest of your qualifications using the same method as we’ve just been through.
OR

•

You can click on the red “save and add similar” button if you need to add more qualifications that follow the
same format as that which you have just filled out. For example, if the one you have just done is a “GCSE (91)” and you have other qualifications that match that, which you need to enter, you can simply select this
option and you can add another. This is the quickest way of doing this for any that are the same.
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Make sure that in this box
you select “Below honours
degree level qualifications” unless you have already
been to university and
received a degree!

Once you have inputted your qualifications, and saved them, you will come back to this page. This will then show all of the
information that you have inputted. If you need to add any more qualifications, do this following the previous steps.

There are a few things to make sure of at this point, before moving forward with the application:
1.

You need to check that you have put in the information for any qualification that you have sat—regardless of the grade
(including if you didn’t pass!) When you submit your application to UCAS, you basically sign to say that you have
disclosed all of the information—if you don’t do this and the university find out, they can withdraw any offer that they
have made you. Most universities will not penalise students who have failed some of their GCSEs, as they want to see
the full learning journey, and if you can show that you overcame that and succeeded in your level 3—they will see this
favourably.

2.

Similar to point 1, but, make sure if you have re-sat any GCSEs in college, that you still add them to your school
qualifications. You also need to make sure that your subjects that you are resitting are included under Barnsley College.

3.

Not everyone’s school journey goes in this linear way—you might have moved schools frequently for example. That’s
fine, just input the information for each school—and if you didn’t receive any qualifications from there, you can put
“no” for the part that asks if you have or will receive any qualifications from that centre. Again, it’s important for the
university to be able to see your entire learning journey—so don’t try to hide anything from them.

4.

You do not need to put your primary school in.

Once you have checked this section over and made sure you’ve added everything, you can tick the “section competed” box and
then click on the red “save” button.
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If you do have, or have had, a
paid job, click on the grey “add
an employer”.

This is the section where you add any paid employment you have had. Please note that this does not include work
experience or volunteering, only work which you have been paid for. (For example, a part-time job). If you haven’t
had any paid jobs, tick the “section completed” box and then the red “save” button and move on to complete the
next section—ignoring the rest of this section.

Put the details of your job in as requested. Make sure to check for spellings and capital letters. Select whether the
work was full-time or part-time. Unless you are writing about a job that you had full-time prior to starting your
current course, it will most likely be part-time.

Once you have inputted the information click the red “save” button.
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Check that the information here is right, and add any more jobs that you may have had, as shown before (you can
add up to 5 paid jobs). Once you have done this, tick the “section completed” box and then click the red “save”
button.
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This is where you copy and paste the personal statement that you have written. We recommend writing this on
something like Microsoft Word, and then copying and pasting it into here rather than trying to write it in here
directly. This is because Word has spell-check features (although they do miss some!) and it can be easier to read.
For information on writing your personal statement, please speak to your tutor, or contact the Job Shop. You
should also look at the personal statement writing guides that will be made available.
Once you have pasted your statement in, you need to click on the red “preview” button.
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You will then be taken to this page that shows you the personal statement that you have submitted—including how
many characters it is and how long it is. Once you have checked it over again and made sure that you are happy
with it, read the warning at the bottom of the page. Then tick the “section completed” box and then click the red
“save” button.
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(Continued on next page)
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This page summarises everything you have written on your application form. Take this opportunity to read through
it all and make sure that everything is correct—you’ve not missed anything out or made any mistakes. Once you
are happy with it, tick the “section completed” box and click the red “save” button.
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When you’re happy with your application and you want to submit it—click on pay / send in the left hand menu, and
then this is the page that you will be presented with. Read all of the information carefully, and then click the red
“next” button.

Read the information carefully—tick the boxes to agree with the statements, and then click the red “I agree”
button.
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This is the payment page that allows for your application to be sent. Click on the red “by credit or debit card” near
the top, unless you receive FULL learner support fund (ask Student Services if you are not sure). If you receive full
LSF, you can select the red “by cheque sent to the centre”.

After you have gone through the process of your payment method, you application with then be submitted to the
college to be checked over, before being sent to UCAS. It will be checked by a member of staff in your department,
and then by the Job Shop team.
After this, it gets sent to UCAS and you wait for the universities to respond!
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