
How to complete your UCAS 
application

(in really easy steps with pictures!)



Application process

The process is quite simple; however, the 
application form requires information to be 
entered in a specific way. The following slides 
will give you a step by step guide to registering 
and completing the application.



Registering

In order to use apply to HE you will need to 
register with UCAS. You will need a valid email 
address and the college ‘buzzword’ in order to 
register. Your tutor will be able to provide you 
with these (the buzzword is on this 
presentation). Along with personal information 
you  will be required to complete four security 
questions. Once this is completed your UCAS 
username will be shown. You will use this every 
time you log in, keep a safe record of it!



Website

Go to www.ucas.ac.uk

http://www.ucas.ac.uk/


Step 1
Click 
this



Step 2
Choose 
Undergraduate 
registration



Step 3

Click here. 
2018 entry



Step 4



Step 5

If you don’t tick the box 
you cannot progress



Step 6

You must use your 
official name, even if 
this is not the name 
you are known as in 
college. Use full 
names eg Matthew 
not Matt.



Step 7



Step 8



Step 9



Step 10

Use an email 
address you can 
easily access, 
you all have 
college email 
addresses. If you 
have an 
unsuitable 
address make a 
new one



Step 11

Deselect if you do not 
want to receive 
marketing 



Step 12

Security questions 
are compulsory, 
make sure you can 
remember your 
answers

Choose a 
password you will 
remember. It will 
not be shown 
again, write it 
down if you need 
to



Step 13
Write your username down, you 
will need it every time you log in. 
College cannot access your 
usernames, it is your 
responsibility



Step 14



Step 15

Cowley18



Step 16



Application Form

You have now successfully registered with UCAS, 
make sure you have given a copy of your 
username and password to your tutor.

Next Step

Start to complete the 6 areas of the application 
listed on the left.

All questions with a red asterisks are 
compulsory.



My Application
Sections to be 
completed. Click 
on Personal 
Details



Personal Details

If a field has a ‘see 
list’ button you 
must select your 
answer from the 
list. Do not type 
answers. 



Personal Details
Select fee code 02

Select the local 
authority you live 
in



Personal Details
Select how you wish to 
be contacted

You must tick this box at 
the end of each section. 
Then click on Additional 
Information on the left of 
the screen



Additional Information – this information is 
not seen by college or universities



Additional Information



Additional Information

You must select a 
national identity. 



Additional Information

Please select an answer

Select the occupation which 
best matches that of the 
parent/step parent in your 
home who earns the most 
money. This does not affect 
your application to student 
finance



Choices

Do not complete choices yet. You must only 
enter your 5 choices once you have firmly 
decided on your chosen universities and course. 
This section can be completed later. 



Education



Education If you came from another 
school enter it here. You 
will need to add Cowley as 
a second school

Enter the 
dates that 
you 
finished/ 
will finish 



Education

You will need to enter 
all Level 2/GCSE 
qualifications plus 
subject studied in 6th

Form. AS and A2 must 
be entered as separate 
qualifications if you 
have taken AS exams

Select 
below 
honours 
degree level



Education 11-16

Choose 
qualification you 
want to enter



Education 11-16

Grades are 
available on 
your results 
statements.
A list of 
Exam 
boards is on 
the 
Common 
Drive in 
‘sixthform’ 
folder



Education

Select Level 2 
for 11-16 
qualification

Select Level 3 
for 6th Form 
qualification

Make sure you 
have chosen 
the correct 
Btec title for 
the course.
A guide is on 
common in the 
sixthform
folder



Education 16-19

Results should be 
entered at pending. 
You can add AS grades 
in September. It is not 
necessary to enter 
modules unless you 
feel it will benefit 
your application

BTEC’s are 
2 year 
courses

You do not 
need to 
enter 
modules 
unless you 
feel it will 
benefit your 
application



Statement

You will be given guidance and advice on writing 
your statement. Guides are available on the 
Common drive in ‘Sixthform’. Do not complete it 
at this time. Statements should be drafted in a 
Word document first.


