
 
 Log onto the internet 

 www.ucas.com 

 Quick links to "Apply”" 

 Register/Login to use Apply 2015 & wait for whole page to display 

 The first time you need to register – click on the word/link <register> 
 Follow the online form to completion 

o Register through a "school or college" 

o Buzz word "charliebrown5" (all lower case) 

o Complete the personal details requested in order to set up you own personal 

user and password details to use in the future.  If you have a UCAS card 

then you can use the card number to allow UCAS to automatically use the 

details you have already given them to save time.   

 IMPORTANT: Please keep a note of your username and password, 

write it below on this guide and put it in your phone.  We do not have 

access to UCAS to get these back if you loose them, you will have to 

call UCAS direct. 

 

 

 
 

USER NAME_______________________________ PASSWORD _________________________________ 

UCAS APPLICATION 

 
A GUIDE TO COMPLETING YOUR 

UCAS APPLICATION 

 



College buzzword is ‘charliebrown4’ 

Please make sure 

you keep a note 

of your username 

and password this 

is very important. 

This is initial registration to give you a username 

please keep a note of the username safe as you will 

need this. 



Check the address is 

correct 

Enter your house number 

and postcode 

Make sure you fill in 

your contact details and 

tick to make clear how 

you would like to  

receive your  

correspondence 



After you have completed the registration pages it will give you your username– please make 

sure you keep a note of this and your password somewhere safe as we are not given a list of 

these to refer back to.  

You will need this if you lose your username/

password or if you have to get in touch with 

UCAS direct so please note down your answers 

to the security questions 



Tick through school/college and 

enter the buzzword on the next 

page which is  charliebrown4 

Ensure you have selected the correct 

school and tick yes.  This will then take 

you through to your UCAS application 

where you can see your personal number 

and details ready to start filling in.  

Please make sure at some point you 

verify your email address so that  

correspondence from UCAS gets 

through. 



Do not worry about 

reference numbers 

these will fill in au-

tomatically when you 

have finished the 

form 

Make sure all the  

information is filled in 

correctly .  Please use 

an email address that is 

appropriate for an  

official University  

application...try to  

avoid nickname emails 



Fee Code is  

always 02  

Student Finance 

England 

You do not have to  

nominate anyone 

but could be useful 

if you are planning 

to be away for a 

long period of time. 

These can include the HE 

Trip to Loughborough    

University or  any Open 

Days you have attended 

Make sure once you have filled 

everything in you tick the 

‘section complete’ box and 

then click save. 



This is where you enter your university choices. They can 

be entered in any order as the system puts them alphabet-

ically when you have completed the section.  

Always use the ‘see 

list’ button when 

entering your 

courses as it will 

make it easier and 

quicker for you to 

find the courses 

and uni’s you want 

to apply to. 

Very Important section. You will need your GCSE and AS 

results with the exams boards to fill this in correctly 

Check you have  

entered the  

correct dates. You 

will need to enter 

the year you start-

ed at GCC and the 

date you leave will 

be June 2014 



Make sure you use the right section for 

the right qualification 

A2 Subjects 

AS Subject 

Any other qualification not listed ie. Music grades 

GCSE Double Award—English and Double Science  

GCSE Short Course—RE and Citizenship 

GCSE  

BTEC qualifications 

When you start to enter your qualifications you will need to fill in a qualification date.  This can either be 

the date you took the exam or the date you got the results.  Either one is acceptable it is the year that is 

important.  If you put in a date in the past , for an exam you have already taken and got a result back for, 

then you need to make sure you fill in the grade section with the correct grade you achieved.  If you are 

entering your A2’s then the date will be in the future. In these cases the grade will need to be put in as 

‘pending’.  What this will do is open up boxes in your reference that can then be filled in with your predicted 

grades from your most recent reports.   

 

You do not have to enter all of your modules for each subject if you do not wish to this is your  

decision.  

 

If you have any problems entering your qualifications then please see Michelle Wood for assistance. 
 

 



Please include all of your paid part/full time work 

in this section.  Do not put work experience or vol-

untary work in here they  should be included in 

your personal statement. 

Remember that a copy of your first draft needs 

to be given to your tutor by the end of October 

at the latest. 

Please refer to your ‘ Guide to writing a 

Personal Statement’ which is in your H E 

Pack 



When you have completed your application you can Pay/Send it off.  The application has to be 

paid online using a credit/debit card. The application will then be sent to the UCAS Coordinator 

Michelle Wood who will then check the application to make sure everything has been done cor-

rectly and read your Personal Statement.  If there are mistakes or things missing Michelle will 

then send it back you with a note telling you what needs correcting. Please check your emails 

regularly during the UCAS process for notification if your form has been returned to you. You 

then make the correction and send it back...Do not worry you will only pay once no matter how 

many times it gets sent back to you.  When the application is completed it will be approved and 

your predicted grades will be added and your reference requested from your tutor.  Once your 

reference is on the application will then be sent to UCAS.  Once it has been sent to UCAS they 

can not be altered in any way so please make sure you have included everything you need to and 

check what you have entered is correct. 

 

Please make sure you keep in touch with your tutor regarding your personal statement and your 

reference.  You can request to read your reference before it goes onto your application so if 

you want to read it please ask your tutor for a copy. 

 

Any problems you have please come and see Michelle Wood. 

The Pay/Send option will 

not become available until 

you have completed all of 

the other sections.  Make 

sure after finishing a 

section you tick the sec-

tion complete box.  Once 

all of the boxes on the 

left hand side of the page 

have red ticks in them 

you will then be able to 

Pay and send your appli-

cation. 

Fee will change for 2014 to be 

confirmed 


