Guidelines on how to apply to UCAS

Students must register on-line before they can apply for courses through UCAS.  (www.ucas.com)

The following are the steps involved for registration on-line.

1.
Registration

· Click on Apply button on the left of the page (homepage)

· Click on register/log in to use Apply
· Go down to where it says register and click the button.  Follow the instructions to register and enter your personal details.
· Choose a password, select four security questions and enter relevant answers (you may be asked these questions at random so make sure you remember the answer).
· Click next to complete the first part of your registration and to create a username.
· Make a note of your username and password, you will need them to start your application and every time you log in.
· Students must know the school buzzword if ----------(you can get this from Guidance Counsellor)

· Remember international codes 00353 -----
· Click on overseas/EU

2. Choices/Courses

· Should have courses picked before starting this section.

· Can change and delete courses anytime before sending to the referee.  (Guidance Counsellor- Ms Murphy).

· If codes are known then enter them directly.  If not use the drop down menus 

· Always check if a campus code is necessary by clicking? Beside box.

· Click save when finished entering courses and when the section is finished click finished.

3. Education

· You are required to enter the three most recent secondary schools, colleges and universities you have attended or are attending.  Also details of qualifications taken or will be taking.
· School should already be entered from earlier buzzword entry.
· Enter dates, then click on add another school or next to add qualifications.
· For centre number put in school roll number (--------).
· International EU–Eire Irish Leaving Certificate – enter date of Leaving Cert and school.
· Click add a module/unit

· Type subject, enter date of Leaving Cert, enter level and then click on add a module/unit to add another subject.
· When you have entered the last subject click back to subject (not add another module/unit).
· Click finished.
4. Employment

· Enter up to five different paid employment details, past or present, including weekend and holiday jobs or any relevant work experience.

· Enter job details if any, then click save and then click section finished.

5. About You

· Details you entered during registration are shown here.
· Enter further details here.
· Click save and then finished.
· Read over your details page and click on any item if you need to change it for e.g. fee code.
6.
Statement 

· Either type in your personal statement or paste it in from word document.
· N.B. font 12 and you can enter up to 4,000 characters (this includes spaces) or 47 lines of text (this includes blank lines).  

· Click save when the personal statement is done-then click preview.
· Click either edit to go back to change the statement or section finished.
7. View All

· Use this button on top to check all your information entered – if possible print and check.

· It there is a problem click edit application to go back or send to referee.

8. Send to Referee

· Accept terms and conditions-choose payment method (depends on initial school option).

· The application is now sent to the school section not UCAS.

· Send to Referee will only appear when each section of the form is marked finished.

