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Introducing APPLY

How you benefit
o Flexibility-use apply anywhere with internet access

e Accuracy- automatic checking prevents mistakes

e Help available- full instructions and on-line help

e Save as you go-automatic saving and storage

e Making changes-applications can be changed before sent
e \/iewing your application-view and print at any time

e Pay on-line- credit card payment accepted

e [Faster processing

e Up-to-date information-latest updated e.g. course codes

e Presentational quality- improved



Telephone numbers
e Liz Reed Humanities/Access 01384 363589
e Rose Raybould (not available all week) 01384 363223
e \al Monk (not available all week) 01384 363286
e Somia Shafait Mons Hill 01384 363101
e Susan Smith Castle View 01384 363641
Coordinators ext. 01384 363319
e Sarah Baker (not available all week)
e Sheila Wallbank (not available all week)
e Jennifer Walton — term time only



YOUR TUTOR WILL

Book a 1 hour slot in the RBL for your tutor group to register.
Check on your progress

Help you with your personal statement etc

Book RBL slots to allow you to complete forms

Direct you for additional support if required

Write a positive reference.

Check your qualifications and approve your application

LEARNER SERVICE WILL SUPPORT YOU

Your Tutor can be assisted in registering you
Guidance staff have APPLY user status and are familiar with APPLY
You can arrange an Interview with Guidance staff if you are unsure of your career
direction.
Guidance staff can offer support to you on university choices
Help with content of personal statement you can have individual help by booking an
appointment or using drop in facility. Group talks will also be given.
If you are already registered for additional support for literacy you may use this to support
your grammar and spelling in this application
Ex students can log on and be assisted
Finance talk (usually February/ March) and information packs
Drop in RBL SESSION Wednesday 1.15-2.45pm, Broadway to support students
REACH students will have an opportunity to have extra support from September to
October
Castle View and Mons Hill Sites tutors can book support during tutorial sessions
by arrangement.

NEW for 2009

5 choices as last year, 4 choices Vet/Med/Dent/ Oxford or Cambridge
Student fee - £17.00 (two choices or more), £7.00 (one choice)
No application number , only personal ID (allocated in welcome letter)
Feedback on reason for reject decision available through Track



Registering with APPLY

ALL students who are considering an application to university should register; you are not
committed at this stage.

Www.ucas.ac.uk
Click apply 2009 www.ucas.ac.uk/apply/index.html

www.ucas.ac.uk/apply/index.html click student login

Click register, your buzzword will be dudley2009

Complete registration process (next page) with your tutor in RBL, you will choose a
password and receive a user name unique to you.

Input your user name and password

= Change password to make user friendly, see below.
= Consider your method of payment if you are paying by CASH or cheque please PAY NOW
at FINANCE COUNTER, you can be refunded if you decide not to pursue your application.



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

Using APPLY

User Name: Your user name is usually your initial, surname and a number e.g. Joe Brown,
may be ‘jorown22’

Password: you will be given a strange password by the system e.g. ‘pd45th’ please change
it to something memorable, including a number e.g. ‘catch22’

Write your password/username down somewhere safe.

UCAS Student Registration Process

WWW.ucas.ac.uk

Click orange word ‘APPLY’ on left hand side of screen

Click student 2009

Click Register

Read information click next

Read information click accept

After you have been asked your security questions and been given a user name and
password, re-enter apply.

Enter school/college

Enter buzzword dudley2009, click next

Choose tutor name, click next

You will now have a user name and password, keep these safe.

If you lose your user name or are locked out of the site please see your administrator
Pay for your UCAS application £17.00 for 6 choices or £7 for one choice. You can pay
by credit card or at finance desk. Receipts must be shown to your administrator
Deadline for Route A 15 January 2009

Deadline for Route B 15 March 2009

Change password to make user friendly REMEMBER Close down through LOG OUT
rather than X in top right hand window. The X in top right hand window will lock you out
of the system for 1 hour.
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Working with your form

You may want to complete a paper-based form before going on line (so that you will have all
the information available to complete your on-line application).

Every applicant has five sections to complete:

= Personal details

= Choices

= Education

= Employment

= Personal Statement

A member of staff at school / college will then complete:

= Reference

Click on the section you wish to look at and enter information.

Personal Details:

= Your personal details, many of which will have been entered when
you registered.

Choices:

= Use On line help for specific codes.

= Choose places you want to go to

= Choose entry qualifications that you may attain.

= Choose one university that you still like but offer a lower entry as an
insurance choice, e.g. HND, or 200 pts, D, E, E passes!

Education:

= |nput name of College

= Input current course, usually there are lists of choices. Remember
your result is not finalised so put pending under result.

= Input name of school

= Input all previous qualifications, you need your certificates to ensure
your details are correct.

Employment:

Input previous employment paid or voluntary

Personal Statement:

You should write this on a WORD document and spell/grammar check before cutting and

pasting onto your UCAS form.

Use the KEY BOARD shortcuts



Hold Ctrl -Tap C to COPY from Word Doc, swop onto UCAS doc, place curser then hold Ctrl-
Tap V to PASTE

The admissions department in most university will select applicants with the correct
qualifications and then Course Tutors or admissions staff will read your personal statement
to help them decide on whom to accept on the course.

Student Services has a detailed booklet that can help you to write this statement, you can
also have a talk in your tutorial period.

Your statement should include some/all of the following:

= Why you want to go to university

Particular reasons you wish to study your subject

What you have enjoyed in your current course

Hobbies

Personal qualities

Strengths and Weaknesses

Work experience/ attributes gained

Travel

TSRS e e -
e A,

T e

Your tutor can see a similar layout and monitor your form:

e YOU MUST SEND YOUR FORM ON LINE TO TUTOR- PAY & SEND

e |f your tutor is happy with the contents they Click approve, if not they will return to
applicant and talk to you about the changes you require.
¢ Your form will not proceed if you have not paid for your application

YOU MUST ATTEND AT LEAST 3 RBL SESSIONS
WITH YOUR TUTOR TO COMPLETE YOUR FORM.
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Reference Content

1. Some general information may be included e.g.
‘Dudley College is a large general FE college situated in the West Midlands. A wide range of
academic and vocational courses is offered at post 16 and HE level. The college has a
comprehensive and well resourced tutorial system which includes the allocation of personal
tutors for all learners Dudley College has a long tradition of students progressing into
university education.’

2. Information from all the lecturers involved with teaching the student will be used to
make up the reference.

3. Your reference is positive, discusses potential for university, probable grades, aptitude
and attitude in class, personal qualities etc.

4. Your reference is unique.

5. If your tutor has only known you for a short time they will put a note at the foot of your
reference, which suggests that the university contacts the tutor for more information at
the time of the receipt of the application.

6. Your Tutors Line manager will approve your reference.

7. You can ask your tutor to view your reference.

2009 Fees = £3100approx

There is a BURSARY selector on course search
please remember to print the outcome as it's not able to save.
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UCAS who does what...

Coordinators: Sarah Baker  Sheila Wallbank  Jennifer Walton
e Train the tutors, student services and administrators

e Ensure staff are registered and given appropriate permissions
e Support new tutors in registering student groups
e Check tutor groups on APPLY
e Support tutor groups who have absent staff or staff problems
e Check students progress on APPLY
e Check those forms awaiting approval
0 References
0 Students application
e Check forms that are waiting to be sent
e Check statistics
¢ Receive ongoing information on UCAS developments etc.
e Support students individually with complex UCAS issues

Tutors
e Request effective in class support
o Talk
0 Support with aspects of application, usually in RBL
e Arrange visits or visiting speakers to enhance university preparation
e Support the financial aspect of application to university by encouraging students to attend special talk
and referring students to Sunita or David ion Student Services.
e Register student groups
e Train students
e Help students to complete form
e Prepare students for personal statement content
o Refer students for additional one-to-one student service support
0 Personal statement content, intranet form available
o Choices of university
e Check and Approve forms
e Write references and input on system
e Check students progress on APPLY
e Check payment receipts
e Give information on deadlines
e Ensure administrators are notified that candidates /references are ready
e Continue to monitor students on APPLY and TRACK
e Look at offers
11



Administrators

Arrange permissions and staff access

Administrators do not have any knowledge of inputting data onto the form, any concerns should be

sent to the tutor or student services.

Inform tutors of deadlines

Advertise deadlines

Inform tutors of forms that appear ready

Check references for basics/ sometimes input references
Show references to head of Division for approval

Check payment receipts

Approve References

Send off forms

Inform Coordinators of tutor/administrator absences

Student Services

RBL support session Wednesday 1.15-2.45pm
REACH support session TBA
Provide additional one-to-one student service support
0 Personal statement content, intranet form available
o Choices of university
Register individuals who have not done so with a tutor group
Provide research opportunities
Support Access research modules
o Talks to groups
0 ResearchinB25
Support the financial aspect of application- Sunita or David

Answer student more complex UCAS enquiries
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MY APPLICATION

This form is designed to assist students who may be the only university applicant in a tutor
group or an ex student applying to University.

Tick each stage

Step1

Register on UCAS APPLY in Learner Services; get your password and user name.
Step 2

Access your student information pack- student intranet

Step 3

You must inform your tutor that you will require a reference and that your tutor should
contact Sarah Baker, Jennifer Walton or Sheila Wallbank for assistance

Step 4

Choose payment method and Pay on line or at finance desk.

Step 5

Follow the information in your student pack and complete your form. Inform your tutor that
you have finished your form. Your tutor has to look at your form and approve it.

Step 5
Ask your tutor if your reference is complete and has been approved
Step 6

Check with your administrator that your form has been sent.

PLEASE DO NOT ASSUME ANY
STAGE IS COMPLETE.
CHECK-CHECK-CHECK & CHECK AGAIN!"

Please print this sheet and use it as a checklist.
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MY APPLICATION IS SUBMITTED WHAT NEXT?

TRACK
You can track the progress of your application on line.

You should start to get offers from your university choices:
¢ Rejection- no place offered
¢ Conditional offer- a place based on certain grades achieved
¢ Unconditional offer- a place offered on existing qualifications

WHAT TO DO?

If | get offers:
Choose ONE firm choice and ONE insurance choice
If | get no offers:

ADD ONE CHOICE at a time in UCAS EXTRA- February 2009

If | still have no offers wait for Clearing and see what is available

14



Common problems

Candt be found on the system

Solution:

Registered as an independent student- contact UCAS

In wrong tutor group- transferred by an administrator or coordinator

Lost user name/password

Usually the system has inbuilt helps- student service staff should be able to assist/ contact UCAS
Personal Statement

Content- tutor refers to Student Services with new referral form

Literacy- has to be assisted within literacy support sessions.

Form not sent

Check on line- Administrator or Coordinator

Check payment/approval/reference/tutor group- refer to administrator/coordinator

Letter needs to be sent to each university if the delay has been because of some internal difficulty.
Wrong university choice or change of choice

If within two weeks of choice being made i.e. firm or Insurance, you can change your mind on the system
Late changes have to be made with the agreement of the universities in question.

Additional choices- through TRACK

If a candidate has made less than 5 initial choices they can add new choices in Route A until the June deadline
If all offers are declined an Extra offer can be taken in February, contact the university first to check
availability.

Cannot make a firm or insurance choice

All universities need to have made offers and you need to decline all offers except your firm and insurance
choice

If you have an unconditional offer....

Delayed or late application

Check on system- refer to coordinator or administrator

If you need further help with UCAS APPLY please refer in the
first instance to your administrator who may be able to help.

Sarah Baker, Jennifer Walton or Sheila Wallbank UCAS
Coordinators based in B25 will also be able to assist.

Student Services, B25.
SAB/07/08
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