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Why do I need to complete a 
UCAS application?  

If you are applying for a full time undergraduate course at a 
college or university then you will need to apply through UCAS, 
from the 1st September. If you are applying for a part time course, 
then you would need to apply directly to the college or university 
of your choice.

Remember:

•	 Don’t forget your password
•	 Keep the generated username safe
•	 You need to know the answers to all your security questions in future
•	 Keep your Personal ID Number safe.
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When applying for UCAS, you need to apply the year before you are intending to go. 

Go to the UCAS website (ucas.ac.uk), go into “Apply and track” and click on “start or 
continue an undergraduate application”.  You then need to follow the instructions to 
register.

Click to here to start 
the UCAS process



Initial details

How are you applying

This is where you will need to put your personal details.

Once you have inputted your details, you will get to a page where you need to think of 
a password. This Password needs to be kept safe, this is what you will use to log 
on to UCAS at a later date.

You will be given a username – write this down and keep it, you need this to log in.

You are now registered.

If you are not currently a student at a college, you will apply as an individual. 

If you are currently a student at college, you will be asked for a Buzzword, which you 
can ask for at the main reception.

Then the college address will come up, tick yes.

Tutor/application group – this is where you will need to look for your tutor group. If you 
are not sure, please ask, you do not want your application going to the wrong group.

You are then given a Personal ID number – this cannot be lost, this is how UCAS 
will recognise you.

You are now able to start your application form.

3



Personal details

Check your personal details to make sure they are all correct.
When	filling	in	this	section,	you	need	to	make	sure	every	section	is	filled	in	correctly.
When you see a side box “see list” you need to use this list to put the correct 
information in. Do Not type it in yourself.

Student Support
Fee Code – this will need completing depending on what you are applying for, for your 
Student Finance. 
If you are applying for Student Finance England it is option 2. And then the section 
under this is for the area you live in .e.g. Blackburn with Darwen

Nominated Access 
You can put down someone’s details, who will be able to speak on your behalf. (You 
don’t have to complete this section, if you don’t want to)

Disability/special needs
This section needs to be completed, even if you have no disability/special needs – use 
the see list box

Once you have completed this section, tick the completed box at the bottom. If you 
have not completed it correctly it will show you where you have done it wrong in green 
and you will be able to change it.

If it is correct, you will get a red tick on the left hand side.
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All the sections on the left need to be 
completed. They are only completed 
when they have a red tick in the box; 
if they have 3 green dots you haven’t 
completed that section correctly.



Additional information
Again, complete each section, and tick the completed box at the bottom.

Student finance
This	needs	to	be	completed	if	you	are	applying	for	student	finance.
Once completed tick the box at the bottom.

Education
This section needs to include all your education. When completing this section, you 
will	need	to	have	your	certificates	with	you.	You	will	need	to	know	the	awarding	body	
of	the	qualification,	the	grade	and	the	year	you	achieved	it.

You	will	need	to	include	your	GCSEs,	any	college	qualifications	from	entry	up	to	level	
3, and any functional skills you have or are taking.
When	putting	down	your	current	qualifications,	you	will	need	to	have	the	name	of	all	
the modules you have taken with grades and all the modules you will be taking. (This 
can be obtained from either Moodle or your tutor).

Once you have completed this section, tick the box at the bottom to complete.

Employment
You are able to put down 5 employer details; these can be paid or voluntary work.
Once you have completed this section, tick the box at the bottom to complete.

Choices
When completing this section, make sure you have researched all your choices.
You are able to apply for 5 choices, make sure that your 5 choices are from the same 
subject	area.	You	cannot	apply	for	4	similar	subjects	and	then	1	different	one.	You	only	
have one personal statement that needs to match all your choices.

When	filling	in	this	section,	make	sure	you	have	the	course	choices	information	with	
you .e.g.  Institution code, Course code, Campus code, Start date. 

Once you have completed this, tick the box at the bottom. If you only want to apply 
for	one	choice,	that’s	fine.	
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Statement
When completing your personal statement, you will need to write it in a word 
document	and	then	copy	it	over	to	UCAS	once	you	have	finished	it.

When writing your personal statement, follow the advice on the UCAS website.  If 
you are a current student of Blackburn College, you can use the guide on Moodle 
(The Hub – Personal Statement) this will help with the structure and content of the 
statement.
You can get your statement checked by The Careers Team or your tutor. 

If you want The Careers Team to check your statement, you can email it to  
careers@blackburn.ac.uk we will check for content/structure and advise you if 
anything needs changing or adding. 

When completing your statement you will have 47 lines or 4000 characters, if you 
go	over	this	UCAS	will	cut	it	off.	There	is	now	a	minimum	character	count	of	1000	
characters.

Once you have cut and pasted your statement into you application, you will need to 
preview your application and then tick complete.

References
If you are applying as an individual, you will need to provide the name and contact 
details of someone who would be willing to write you a reference.  It needs to 
be someone who can comment on your work and your ability to study at higher 
education level.  You could perhaps put down an employer or ex teacher, 
not a relative!  Make sure you check that they are willing to give you a reference 
before you put them down as a referee.  

UCAS will then email your referee asking them to provide a reference for you.  Once 
the reference is received by UCAS, you will then be able to complete your UCAS 
application by paying and sending.

View all details
This	is	your	opportunity	to	check	over	your	application,	before	sending	it	off.
Once you are happy, tick the completed box.
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Send and pay
Once	your	application	form	is	complete	you	can	send	it	off.	It	will	cost	you	either	£18 
for one choice or £24 for 5 choices.

Once you have paid and sent, if you are a current student, your application will go to 
your tutor for checking and for them to input your reference.

Once	you	have	sent	off	your	application	you	will	need	to	keep	an	eye	on	Track	to	reply	
to	any	offers	you	get.

Deadlines for on-time applications
• 15 October, 18:00 (UK time)  – any course at the universities of Oxford and 

Cambridge, or for most courses in medicine, veterinary medicine/science, 
and dentistry. Some course providers require additional admissions tests to 
be taken alongside the UCAS application. Find out more about these tests. 

• 15 January, 18:00 (UK time)  – for the majority of courses.  
•	 You can still apply up to the  30th June  as long as courses still have places 

available.  It is worth contacting the Admissions Tutor for the courses you are 
interested in to check whether there are still places. 

• 24 March, 18:00 (UK time)  – for some art and design courses. 
•	 All applications received after 30 June are entered into Clearing 
•	 If you’re applying through your school or college, sometimes they give you 

earlier	deadlines	to	fill	in	your	application	–	this	is	to	make	sure	they	can	
write your reference and send your application to UCAS on time.



Once you have sent 
your	application	off	you	
will need to keep going 
onto UCAS to track 
your application

What is UCAS Track? 

UCAS Track is a section on your online application that allows you to check  
the progress of your application once you have submitted it.

You	will	be	able	to	see	if	any	of	your	chosen	universities	have	made	you	an	offer	and
you will be able to reply to them.

When can i start using UCAS Track? 

You will be able to log on to the Track system once UCAS have processed your 
application and have sent you a welcome email. This email will contain your Personal 
ID which you will use to log onto Track along with your UCAS username and 
password.

It is very important to track your application as if you do not respond to an offer 
in a certain time period universities may withdraw your application.

If you are struggling with your UCAS application, please book 
in to see a Careers Guidance Officer in The Hub who will be 
happy to help to do this.

Either phone us on 01254 292929  
or email us on careers@blackburn.ac.uk
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thehubblackburncollegeThe Hub, 
Blackburn College @thehubbbcoll


