
Starting your UCAS 
application - My 
Application
Registering for an Undergraduate application



There is a new look to the 
applications this year.  
You apply through The Hub at 
UCAS.com. 
Some of you may already have an account 
for this but if not…



Registering for an account.
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Head to 
ucas.com 

Select Sign in 
from the 
drop-down 
menu. 

Registering for an account
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Select students and 
‘Create account’ within 
the  2022-entry option…
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Complete the short form. 

Make sure the password is 
memorable. It is better to 
register with a sensible 
personal email address rather 
than your school one.  

Registering for an account
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You will then be emailed a 
code to verify your email 
address, so UCAS know 
they’ve got the right details.

Registering for an account
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Once you’ve registered, you will 
be asked a few questions like 
when you want to start 
studying, where you live and 
what you’re interested in so 
UCAS can tailor the information 
you see.  

Make sure you choose the 
correct study year, 2022 if you 
want to start next year. 

Registering for an account
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Choose the correct level 
of study, it's 
Undergraduate. 

You can choose to get 
information on 
apprenticeships and 
conservatoires here too. 

Tell UCAS where you live 
so they can direct you to 

the right information. 

Registering for an account
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Choose if you want to get 
tailored information about uni, 
college and apprenticeship 
options.

Select the subjects that you are 
interested in – you can change 
these at any point in your 
preferences. 

Then scroll right to the bottom 
to Create account.

Registering for an account



Starting your application.
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To start your UCAS 
application click on the 
Your application tile.

Starting your application 
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Then select 2022 in 
answer to the question 
In which year do you 
want to start your 
studies?

Update your preferences

If you need to change 
the application cycle to 
show the Your 
application tile for 2022, 
click on Preferences from 
the main menu.
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Select Yes that you're 
applying with the help 
of your school, college or 
centre and enter our 
Buzzword.  This is 
5ackVille.

Linking to your school, college or centre
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Once your application has been 
linked, you will be asked to select 
a group for your application. This 
will be the one which has your 
form tutor’s initials next to it. 

Linking to your school, college or centre



Completing the application. 
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There are several sections of the 
application to be completed. 

The tiles give you an overview; if a 
section is complete, in progress, or 
you need to start it. 

You don’t need to complete the 
application at once, you can log in 
and out at any time until you're 
finished. 

All sections must be marked as 
complete to send to UCAS.

Application overview 



Education
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Here you’ll add details of all 
qualifications you’ve already 
achieved and those you’re 
studying towards.

First you need to add details of 
where you’ve studied, or are 
studying, then add qualifications. 

Start by clicking Add place of 
education.

You’ll be asked for a Unique 
Learner Number – if you don’t 
have one leave the question 
blank. 
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Type the name of where you 
studied. Once you find your 
centre, click on the name and 
the Exam centre number will 
automatically populate. 

If an exam centre number 
doesn’t appear that’s ok, it’s 
because we don’t have it. 

Add when you started and 
finished, and if you’re still 
studying there add the month, 
you’re due to finish. 
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Once you’ve added where you 
studied you can enter the 
qualifications. 

Click the Add qualification 
button and search for your 
qualification. 
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The qualification dates you 
can select are based on those 
you entered when you set up 
the centre. 

If you know which awarding 
organisation it is, enter it here – speak 
to your  tutor if you’re not sure. 

If you haven't finished the 
qualification or had your result, then 
you must choose Pending.


