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U C/\S he or Undergraduate 0 te App Careers e Signin

Signin Register

REGISTER

We never share your data without permission
and policies

First name
Last name
Password

Confirm password

. I have read and understood the

Register

Firstly, you will need to register for an account on UCAS. When you go on the UCAS website (ucas.com) you will
see an option to either sign in or register. Fill in these details (remember to make your password something that
you will remember!) We put our name as “Job Shop” for the purpose of creating this guide—so any time you see
this throughout this guide, it’s because that’s the name we entered!

NOTE: Do not use your student email address—you may not have access to this when you finish your course, and
universities will need to get hold of you, using this email, right up to you starting there.

Sign in Register

REGISTER

Email We never share your data without permission

jobshop@barnsley.ac.uk and policies

First name

Job

Last name

Shop

Password

~ | have read and understood the

Register




HI JOB

We've just got 4 steps to help you find all the right
information

After clicking to register your account, you will then receive this page. Click “Ready” and continue registering your
account using the steps below.

https://www.ucas.com/dashboard#/

In which year do you want
to start your studies?

2022

2023

2024

You will then need to select the year that you are planning on starting Higher Education. If you are planning on
going straight to university after finishing at college, this will be “2024".
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Select a level of study

Undergraduate

Uniand college degrees, and apprenticeships

Postgraduate

Returning to uni to continue study, or apprenticeships

It will then ask for you to select your level of study. If you are currently studying on a Level 3 programme, this will
be “Undergraduate”.

& (G0 () httpsy//www.ucas.com/dashboard#/ AN =

Select a level of study

Undergraduate

Uni and college degrees, and apprenticeships

Postgraduate

Returning to uni to continue study, or apprenticeships

Would you like additional information on:

[ Apprenticeships [ conservatoires
Work based training Performing arts at Conservatoire
universities

When you click on "Undergraduate” it will then ask if you would like any additional information about
apprenticeships or conservatoires—if you would then you should tick the boxes, but if you don‘t then you can
leave them unticked. Then click "Next".




Where do you live?

United Kingdom S70 2AX]

It will then ask for details about where you live—put these in and click “Next"”.

Your preferences

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

Get tailored info about uni and college courses, open
days, and apprenticeship options. *

O Yes o No

Get great deals, offers, and freebies, including high
street brands, tech, and travel. *

QO Yes O N

Just so you know, your data is safe with us, and we never pass your details to
third parties for marketing purposes without your permission. You can change

your mind, and update your personal details and preferences at any time. For

more information on how we treat your personal data, including how to opt out,
take a look at our privacy policy.

Mobile number

Country code
United Kingdom (+44) v

Fill out your preferences in this section—don’t worry too much about the subject interests bit as shown below—
this is just so that they can send tailored information if you choose to receive it. When you've finished click “Create
Account.

Which subj; are you i

Subject 1*

Select an option

Subject 2

Select an option

Subject 3

Select an option

Get the right support

Are you still at school/college? *

QO Yes O N

Create account




Starting a New Application

G @ O htps//www.ucas.com/dashboard
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BE THE FIRST TO HEAR ABOUT VACANCIES BY SUBSCRIBING FOR SMART ALERTS!

INTERESTED IN APPRENTICESHIPS? >
YOUR HUB

0% Your to do list

Your preferences
Opentodolist >

Update for a better experience >

Your notifications
Open notifications >

YOUR 2024 FAVOURITES
APPLICATIONS TOP5 COURSES UNI&COLLEGES LOCATIONS SUBJECTS ~PAGES

Aberdeen

O Add favourite course to top 5

Q? Add favourite course to top 5 SRteciiingdomy

[ Feedback

Newcastle
upon Tyne

Carlsle
Q  Addtavouite course totop 5
1 Great Britain
Isle of Man

Leeds

This is your Hub homepage. To start your application, click on the "START” button in the red circle in the box on

the left side. Whenever you log into UCAS from now on, this is the page that you will have. To continue working
on your application, you will also click on this box.

< Back to Hub YOUR APPLICATIONS
Start or continue an application

You can only apply once in a cycle - Do not apply more than once in a cycle, or submit a new application if you are holding a
deferred place, as your new application will be cancelled and you won't receive a refund.
In which year do you want to start your studies? What level of study are you interested in?

2024 v Undergraduate (Uni and college degrees, and ap... v

@ Can't find the application that you are looking for?

Undergraduate

Degrees, HNDs, and HNCs

Continue 2024 application »

It will then ask you what type of application you would like to make. Unless you have already researched and

know that you would like to apply to conservatoires, it is likely that you will be making an undergraduate
application—so click this option.




UCAS Further education Undergraduat P hips Careers e Job o

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

Yes No

Providel oin ol ea el and conditio

> ©

UC/\S © UCAS 2022

When you're asked if your applying through a school, college or centre—click “Yes”. This means that the college

can see your application and support you with this.

U‘ /\S Further education Undergraduate Postgraduate Apprenticeships Careers @ ano

< Back

Link to a school, college, or centre using a Buzzword

/e your permission to share your application with your school, college or centre, so they

By entering the buzzweord, y«

ess. To find out more about how your school, college or centre will be able t

support you through

yeur application and the information they will have access to please see here,

Continue Cancel

Sivefeedback o N -
Provide oin o ea = and conditio

- ©

UC/\S ©UCAS 2022

It will then ask you to link your application to the college using a Buzzword. Click “*Continue”.




U' AS Further education Undergraduate Postgraduate Apprenticeships Careers @

< Back

Enter the Buzzword from your school, college, or centre

Buzz,

ds are case-sensitive and will be given to you by your school, college or centre

Save Buzzword Cancel

JE— Advisers About us Glossary

Providers Join our team Terms and conditions

. Data Accessibility Privacy and cookies
f ¥ in @

Ad opportunities Modern slavery statement

UC/\S ©UCAS 2022

Put the college Buzzword in here. The college Buzzword this year is: Cactus
If you have any problems when entering the Buzzword, please get in contact with the Job Shop.

U‘ AS Further education Undergraduate Postgraduate Apprenticeships Careers e

< Back

Enter the Buzzword from your school, college, or centre

Your buzzword is for

Barnsley College Higher Education
P O Box 26

Barnsley, South ¥

6, Church Street,

orkshire, 570 2YW

Is this correct?

Yes No

the college comes under on the UCAS system).

It will then give you this page. If it says “"Barnsley College Higher Education” then that is correct (this is what all of

)
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< Back

You have linked your application to
Barnsley College Higher Education

Select group

Business v

Advisers Aboutus Glossary

Providers Join our team Terms and conditions

Data Accessibility Privacy and cookies

f ¥ in 0 0O

Ad opportunities Modern slavery statement

UC/\S ©UCAS 2022

Now you need to select the group that you want your application to show in. Pick the group that either has your
course title, or if there are multiple that do, click the one that also has your tutors name (we've used business as
an example). If you can’t find this on here, you can let your application go into the “"Default” group, but this is not
recommended as applications in here might not get noticed by tutors.

10
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2024 U

Catich status

Centre information

+ Add choice

G S ] 20 B D S 5 T I P, G SR S R SO, LI T R 0 A 0 . A BT P e T S8

CErng A oL S S ST YT T

iars anng e

Profile

Personal details Contact & residency Nationality details

details
Lam agw TTeans e
SSrMLE ared D0 AEREITM RT3 AERW LSS

Englizh language Finance & funding
information skills

Supporting

Experience

Education Employment

e PEarian s o o es Ty

Your personal state ment

Personal statement >

Once you have linked your application, you will get this page. This is where you fill out individual sections to

complete your full application. To fill out or edit a section, just click on it.

11



Personal Details

Personal details Title *

Last name
=ducEnon Shop
Preferred name
Date of birth *
Day Month  Year
04 ~ | 08 ~ | 2005 ~
Gender *
() Wan @) Woman () luseanotherterm () | prefer notto say
Mark this section as complete *
o mark it as comglete. All sections must be

Enter your personal details here. Mark the section as complete by ticking the box at the bottom, and then click on
the blue “Save this section” button.

12



Contact and Residency Details

ENTA_CT & RESIDENCY DETAILS ot

2024 Undergraduate application

# | UCAS application | Contect & residency detsils

¢ Retum to sppication averview

+/ Personal details Contact details
Contact and residency Mobile telephone number

details | 01226216732

Other telephone number

Email address *

Postal address

Address type *

Fill out your contact details—including your address. When you type in the information it asks for, it will display

your full address (as shown here). It's important to get these right, and update UCAS if these details change, as
this is how UCAS, universities and the Job Shop team may get in touch with you about your application.

13



Mominated access

Do you want someone else to be able to act, or speak on your behalf, about your application? e.g. A parent, teacher,
other relative or guardian. If you are using an agent, you can choose to enter their details.

You're able to enter detalls of someone vou're happy o help manage your apphication - thiz 1 called nominated

B0CESS

Py Pt

i@ Yez (_) Mo

Full name of nominee =

The first and last name of your nominee. They will be asked this information when speaking to LUCAS on your behalf
Parent Job Shap

Relationship to you *

How you know your nominee. The be asked this information when speaking 1o LUCAS on your beha

As you scroll further down the page, you will see this section about nominated access, We usually recommend
that you put the details of someone that you trust in here (usually a parent or guardian)

Residency details

Is your home address the same as your postal address? *

dENCE retars 1o the arca 4 1 YoU Narma

i
i

0
i
0
i

£ OpTIon TNET Most Cios

UK Citizen - Englanc

Mark this section as complete *

Save this section

Under the nominated access section is the residency details section. For this, just answer the questions using the
tick box and drop down boxes, to describe what best describes your residency details. This helps universities see if
you are likely to need sponsorship or visas etc. to study in the UK or if you are a UK resident. Once you have
completed this section, tick the box to mark it as complete and click on “Save this section”.

14



Education

—
E D U CAT I O N Your Personal ID number
2024 Undergraduate application

# | UCAS application / Education

< Return to application overview
v Personal details

+ Contact and residency
details dd place of education

Unique Leamer Number (ULN)

Please state the highest level of qualification you expect to have before you start your course *

Education

D Mark this section as complete *

This is the education section of the form—where you need to put in all the details of your current and past
qualifications. You need to put in the details of any qualification you have ever sat—regardless of the grade that

you achieved. If you're resitting English or Maths in college, make sure to include your original grades under your
school, as well as under the college (with the result set to "pending”).

Click on the big grey “Add place of education” button to add your school and college. You will need to add these
separately, and then add the individual subjects for each of them.

15



Add place of education

Hame of the schoal, college, or university *

BARNSLEY COLLEGE, BARNSLEY

Exam centre number

This may b= sutomatically filled in based on your schaol, college, or university

110

Start date ™

Manth Yaar

End date *

keonth Year

Type of study *

(@) Fulltime () Parttime () Sandwich
po=ty o o

When you click to add a place of education, the above window will pop up on your screen. Type in the name of
your school or college, along with the dates you were there, (for your current course you should set the planned
end date—usually July). Your type of study for school will be “full time” and for most Level 3 courses it is the same.
If you're not sure if your current course counts as full time or part time, you should ask your tutor.

Do you, or will you, have any qualifications from this centre? *

If yoru received any qualifications &t this school, college or centre, or if you have 2ny qualfications pending at this
schonl, click yes

All gualificetionz must be entered, even 2 rade, if you are still waiting fo take the
final gxama or if you are waiting for the results

If you ere resitting & qualification you need to enter it twice: once s a completed qualification with the grade

gchieved and once s & qualification with the result Pending.

AR wo . .
(@) Yes () Na

Fanrn
@ o

It asks if you already have, or will have, any qualifications from this place of study (as shown above) - for anywhere
you have done any qualifications (including the college) the answer will be yes. Once you have filled this in, click
the blue “Save” button.

16




EDUCATION

2024 Undergraduate application

# | UCAS application | Education

< Retum to application overview

v Personal details

v/ Contactand BARNSLEY COLLEGE, BARNSLEY
residency details - - -

v’ Nationality details

v’ Supporting
——

When you've added your school or college, your education page will look like this. You'll have the ability to add
another place of education, and add your qualifications to the place you've just inputted.

To add your qualifications—click on add qualification. If it asks if you want to proceed without saving your changes
you can click yes, or click no and then save them using the save button at the bottom of the page. Do not mark the
section as complete until you have completed everything .

# / UCAS application / Education | Quaiification

<« Retumto application overview

v Personal details

' Contact and residency Add qualification
details

Qualifications shortlist

@ Education

Search for your qualifications

‘Search by name

| |
A

To add a qualification—either click on the box that has the right qualification in it—or if you cant see it, type it into

the search box near the bottom of the page. It's important that you get your qualification information right, as
some are worth more UCAS points than others—although they may look similar.

17



»/ Persanal details Add qualification

resiency BTEC Extended Diploma (QCF) our qualifications
" Nationality details ¥ ym dan't find 2 mateh you can manually 25d on
BARNSLEY COLLEGE, BARNSLEY

' Supporting

No qualifications

skills There an= nc qualifications added for this schocl at the mom=nt

Qualification date*

nance and funding Maonth  Year

Awarding organization *

AN

Extra activities

Personal statement -

Module / Unit 1

Unit title

Business Stuff

Qualification date

Manth  Year

QCF Credit value

]

Level

]

Grace

This is an example of the page that comes up when you click to enter your qualification. The information that it
asks for will vary depending on what type of qualification you have clicked on. Make sure that you enter all of the
information fully (if you're not sure about any of it —ask your tutor). When you’ve done inputting the information,
click “Save qualifications” to save and go back to the education section—or click “*Save and add another” to add
another qualification of the same type (useful for inputting things like GCSEs—but not when adding a double
award GCSE such as Double Science—which is a separate option).

18




" Personal details

* Contact and BARNSLEY COLLEGE, BARNSLEY

regidency detaila

+" Nationality details

" Supporting
nformaticn _ ) X .
BTEC Extended Diploma (QCF) in Business
" English language
skills Subject  Level  Awarding orgarisation  Grade Oualification date  Module(s)

Sizmmsz 2 Sezrzon ending  Juhy 2024 {1 madule]

~" Finance and funding

" Diversity and

QCF Crecit valug Lavsl orads
inclusion 5 3

Pending

v More about you

) Education

+" Employment

Netherwood Academy

" Extra activities
" Personal statement -

GCSE: Double Award (9-9 to 1-1) in Combined sciences:

Trilogy
Title Grade  Awarding arganization  Qualification date
dzgy BT ADA August 2021
BTEC Registration Mumber
find your BTEC registtion numser o0 your mET cartfoates o et provided by your school o

o Make sure you add your BTEC myistration numier i you have a pending qualificstion so that we can
rrtzh you to your results.

Unique Leamer Number (ULN)

This is an example of what your education page might look like once you have begun to add your qualifications.
This will be slightly different for each person, and will obviously have more (and maybe different) qualifications
than the one illustrated in this guide.

If you have inputted a BTEC qualification into your education, you may see that it asks you for a BTEC registration
number. This should be on your certificate. You should also be able to find your Unique Learner Number (ULN)
there.

It asks you for a highest level of education—this should be “Below honours degree level” unless you already have a
degree.

Once you have put all of this information in, and put ALL of the qualifications you have ever sat in, then you can
mark the section as complete and click the blue “Save this section” button.

19




Employment

EMPLOYMENT
2024 Undergraduate application

# / UCAS application / Employment

< Return wo application overview

~ Personal details

+* Contact and residency
details

~ Education

Employment

n as complete

You can add any PAID work that you have done in this section. Do not include any volunteering or work
experience you have done in here-only work that you have been paid for (such as a part-time job). To add a new
employment record—click on the grey "Add employment” button.

Add employment

Company/orgznisation name *

Barnsley College

Role title *

Careers Advisor

Company/organisation sddress *

| Church Street, Bamsley, S70 24X

Startdate*

Fill out the details that it asks for. Check your spelling—there’s no spell check in this section! Once you have put
your details in, click on the blue “Save” button.

20



Your Personal ID number

# / UCAS pplication | Employment

¢ pe

' Personal details

+ Contact and residency Barnsley College
details s Adi
Compary/organisation address Churh Stres Sarngley 270 24X
tart date 01,2022
Finish date
Was/ix your position full time or part time? Fart time

) Employment

=

Once you've added your employment—your page will look something like this. You can add multiple if you have
had more than one job. Once you have added any employment that you have to add—click to mark the section as
complete, and then click the blue “Save this section” button.

If you don’t have any employment history to add, you can just mark this section as complete and save it without
adding anything.

21



Nationality Details

NATIONALITY DETAILS

2024 Undergraduate application

# |/ UCAS application / Nationality details

€ Return to application overview

v Personal details

+" Contact and residency _
details v
Nationality details
Dual nationality
;_ ave aual nationalty, s fCI_C\':'ET nationality in the pres ous field and your second nationality here.
v Education
+ Employment Mark this section as complete *

Enter your nationality details. Then mark the section as complete and click on the blue “Save this section” button.

22



Supporting Information

Postgraduats Apprenticeships C

® o

SUPPORTING INFORMATION

2024 ud:—’g’a:La:e application

# | UCAS application | Supporting information

¢ Return to application overview

v Personal details Have you ever lived or worked in the EU (excluding the UK), European Economic Area (EEA) or Switzerland? *

v Contact and residency ‘ Mo N
details

Do you have a parent, step parent, spouse or civil partner wha is an EU (excluding the UK), EEA or Swiss national? *

' Nationality details

‘ ‘]3 w

Supporting information

Mark this section as complete ¥

More about you Save this section

' Education

7t

In this section, it asks if you or your family have ever lived or worked in the EU—this doesn’t include the UK, so
only put “Yes” if you or your family have ever lived or worked elsewhere in the EU.

23



English Language Skills

ENGLISH LANGUAGE SKILLS T

2024 Undergraduate application

# | UCAS application | Engiish language skills

< Retunto spplicat

v Personal details English proficiency tests and exams are taken by students who don't speak English as their first language. Is

English your first language?

+ Contact and residency
details

+" Nationality details

v Supporting information

English language skills _Y
®

R r\.‘arkn'\s"

+" Education

ction as complete *

+ Employment

Save this section

D
[ ] o

For this one, you just need to select whether English is your first language or not. If your answer is yes, just select
“Yes”, mark the box as complete and then click the “Save this section” button.

If English is not your first language, select “no”. You will then be asked if you have a TOEFL or IELTS number to
provide (as seen below). If you do, input these here. Then click to mark the box as complete and click the blue

“Save this section” button.

ENGLISH LANGUAGE SKILLS oo

2024 Undergraduate a

# | UCAS application / English language skills

< Return to application overview

cation

~ Personal details English proficiency tests and exams are taken by students who don't speak English as their first language. Is

English your first language?
+* Contact and residency T &

details

~" Nationality details

~ Supporting information

English language skills ';
Finance and funding () Yes (@ MNo

- Can you provide any of these certificate numbers?
Test of English as a Foreign Language (TOEFL) Number

v’ Education

International English Language Testing System (IELTS) TRF Number

+ Employment | |

Mark this section as complete *

24




Finance and Funding

UCAS o e @@

FINANCE & FUNDING P O e

2024 Undergraduate application

# | UCAS application / Finance & funding

¢ Retum to application overvien

v Personal details What will be your main source of funding for your studies? *

' Contact and residency
details

v Nationality details

+ Supporting information

UK, Chl, loM or EU student finance services

v English language skills
Student support arrangements

Finance and funding

v Education
Mark this section as complete *

v Employment

Save this section

It's important to fill out this 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.

25



Diversity and Inclusion

DIVERSITY AND INCLUSION

2024 Undergraduate application

# | UCAS application / Diversity and inclusion

€ Return to application overyiaw

v Personal details Equality monitoring
+ Contact and residency Ethnic origin *
details B
Vhite hd
+" Nationality details
What is your religion or belief?
+' Supporting information No religion or beliet w
WD _'_—le WIS
v English language skills ) o
What is your sexual orientation?
+' Finance and funding Other v
Diversity and inclusion Do you identify as transgender?

Fill out these parts—they're just gathering data to see what backgrounds students applying for university have.
Select the options that you feel best represent you.

26



v Personal details Care support information

) Have you been in care?
+/ Contact and residency _y
details

+/ Nationality details

v/ Supporting information =

+/ English language skills

+ Finance and funding

Diversity and inclusion For more infarmation about answering this question read our F

+/ Education

+/ Employment

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.

27



Personal Statement

l" /\g Further education Undergraduate Postgraduate Apprenticeships Careers a Jcb6

PERSONAL STATEMENT

2024 Undergraduate application

# / UCAS application / Personal statement

< Return te application overview

+/ Personal details

<

Contact and residency
details

Nationality details

Supporting information

English language skills

Finance and funding

L R N AN

Diversity and inclusion

AN

Education
+" Employment

Personal statement

Copy and paste your personal statement into the box on this page. We always recommend writing your statement

on Word and pasting it in here, instead of writing it in here straight away, because there is no spell check feature
on this page. For support with creating your personal statement, please contact your tutor or the Job Shop team.
Once you have done this, click on the "Save & Preview” button.

# [ UCAS application | Personal statement

< Return to application overview

+/ Personal details

+/ Contactand residency Personal Statement PreView You have used 1 of 47 lines based on the

details

preview and 44 of 4000 characters

+ Nationality details

Make sure your personal statement is your own work

+/ Supporting information

+ English language skills

+ Finance and funding

+ Diversity and inclusion

44 of 4000 characters

+ Education

+' Employment

0 Personal statement Save this section

Check that you're happy with your statement and that it fits within the UCAS criteria, then click to mark the
section as complete and click on the blue “Save this section” button.

28



Extra Activities

# |/ UCAS application | Exira activities

< Retum to application overviev

v/ Personal details

Extra activities

+ Contact and
residency details

+ Nationality details

+" Supporting
information

+ English language
skills

+ Finance and funding

+ Diversity and
inclusion

+ Education
+ Employment
Extra activities

+ Personal statement

D Mark this section as complete *

For this section of your application, you can select any activity that you have taken part in to prepare for higher

education e.g. campus days, university-run programmes, taster courses etc. Open days are NOT relevant to this
question. If you haven't attended any such activity you can leave these sections blank, but still mark this section
as complete!

If this section is relevant to you click on the grey “Add activity” button and answer the questions using the drop-
down boxes.

Once you have completed this section tick the "Mark this section as complete” box and press the blue “Save this
section” button .

29



More about you

¢ B=

+ Personal details

" Nationality details

~ Supporting

information

" English language

skills
Ewery year, over 60,000 students with a physical and/or mental health condition, long-term illness, or leaming
' Finance and funding difference apply through UCAS to study at & university or college in the UK, and access a range of support available
to help with their studies, day-to-day activities, travel, or lifestyle. Would you consider yourself az living with any of
" Diver the following: *

nciugion

More about you
Would you consider yourself estranged from your parents (i.e. you're nat in contact with and supported by your
" Education parents)?

() Yan (® ha

»' Employment

Do you have any caring responsibilities?
v Exira activities ) Vas
' Personal statement -

Are you a parent or do you have parenting responsibilities?

() Yan (® ha

D you have official refugee statiss or Emited leave to remain, or are you seeking asylum?

(@ No (O) The UK govemment has oranted me refugee steius or humanitarian protection in the UK

() | have limited or discretionary leave ta remain inthe UK (O Tm currently zeeking azyium n the UK

D you hawe a parent or carer who cumently serves in the UK Armed Forces, or who has done 0 in the past?

[CRENeRE

Have you ever served in the UK Armed Forces?

O Yz @ Mo
Are you currently receiving free school meaks, or have you been in receipt of free school meals during your
secondary education?

(@ Yes () b (O Dontknow

n Mark this section sz complete*

In this section of your application, it is a chance for you to tell them about any circumstances that you might need
support for during your studies. This information is confidential and it WON'T affect your application. Not all
universities or colleges offer the same support, so make sure you contact them directly to discuss your
requirements and questions before you apply.

Answer these questions by ticking “yes” or "no” and by using the drop-down boxes. Once you have completed
this section tick the box to “*Mark this section as complete” and click the blue “Save this section” button.
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Adding your choices

CAS APPLICATION rpea e

# | UCAS spplication

Application status

Centre information

Barnsley Ccllege Higher Educaticn @
Default Group

PROFILE

+ Add choice

You can add 19 to B 2 your agpi £an change your choices until you send your apgiication to = All sections must be marked ax
complets before you

Mark complet=

Profile

Personal details Contact & residency > Nationality details >
details

am= age fileand pencen

Aiiracs, mrizil, tabaghare and whars o

Supporting English language
information skills

When you go back onto your application overview you will see that you have a separate section to add your
choices. When you click on the giant blue “"Add choice” button, it will open a pop up window to allow you to fill in
the details of your choice. You add these one at a time.
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Add choice

University/college name *

University of York

Course *

Accounting, Business Finance & Management with a Year in Industry

Course code: MNAF

Location *

Course campus location

Main Site

Start date *

f you are selecting & deferred start date, plea=e confirm this with the university or college before you apply

01 October 2024 v

Further details

You only need to provide information here if your chosen university or college has asked v

Point of entry
This tells the universities and ¢ " ar of urse you wa don't selec
will be considered for the first year o

If you've spoke vers willing to consider your application to start the

]

Live at home while studying?*

() ¥es @ No

2nd year.

This is the page that you will see when you click to add a choice. Fill in the information that it asks for, which can
be found on the UCAS course search. Your options that you can input will vary depending on the university and
course that you select from the drop down options (after you start typing it in). Please make sure that you make
your choices carefully, and don‘t accidentally click to apply for a top-up, Masters or deferred entry (unless that is
what you are trying to apply for). You will most likely be starting on the first year of a course (unless it includes a
foundation year) in which case you can leave the “point of entry” box blank.

Criminal convictions

Master of Nursing Child =t University of York

ntry requ:

jou in this respect.

tion declaration

If you choose a subject, such as nursing, which requires you to have a DBS check (and so declare any criminal
convictions) you will then get this screen of questions. If your course doesn’t require this, this screen will not
appear. Only tick the box if you do have any criminal convictions or punishments that would show on a record.
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Your choices Search for courses

+ Add choice

Q Find courses and providers

Accounting, Business Finance &
Management with a Year in Industry (NN4F)
University of York (¥50)

Location: Mz

Start date: 0

Further details:

Point of entry: 1

Defered entry: Mo

Live at home while studying: Mo

“You can add up to 5 choices to your application. You can change your choices until you send your application to us. All sections must be marked as

complete before you can send your apglication to us.

Mark complete

Once you've added your choices, you'll see that they look like this on your application overview.

Once you have finished adding your choices, click on the blue *Mark complete” button under your choices—this
shows that this section is complete.
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Your Completed Application

UCAS APPLICATION

# | UCAS application

Application status

Centre information
Application linked to

Barnsley College Higher Education

Group

Business
PROFILE PERSONAL Reviewand
STATEMENT submit

You will know your application is complete when your application status looks like this.

Once you've reached this stage, and you're sure you're happy with your application, you will then be able
to click on the “"Review and Submit” button - to check through it again and pay for it to be sent to UCAS.
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What Happens Next?

After you have submitted your application, there are a few things that will happen:

Your tutor (or someone in your department) will check over it—they will tell you if there are any
changes to be made. If there are changes to be made, they will return the application to you so
that you can edit it. If there are no changes to be made, they will approve your application.

Your tutor (or someone in your department) will then add your reference and predicted grade to
your application.

Another tutor in your department will then approve this reference.

Once your application and reference have been approved by your department, it will then become
available for the Job Shop team to check over.

. If there are no changes to be made, the Job Shop team will send your application to UCAS.

. If there are changes to be made, they will return your application to you, with an email explaining
what needs changing. If your application is returned to you, you will need to make the changes,
then resend your application (you won't be charged twice!) and then your department will need to
approve it again.
This will then be checked again by the Job Shop team before being sent to UCAS.
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