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Head to ucas.com and select Sign in. 

Public 

http://www.ucas.com/
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Complete the short 
form. Make sure the 
password is 
memorable.

We recommend you 
use a personal email 
address so you 
always have access to 
updates.
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Weôll email you a code to 

verify your email 

address, so we know 

weôve got the right details.
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Once youôve registered, 

youôre ready to get started. 

Weôll ask you a few 

questions like where you 

live so we can tailor the 

information you see.
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Weôll ask you a few questions about yourself; 

your level of study is Undergraduate if 

youôre still at school/college.

You can choose to get information on 

apprenticeships, conservatoires, finding a job 

or gap years. 

We also want to know when youôre interested 

in starting a course, so that we show you 

relevant courses in your search results. You 

can change this at any time, and you can use 

the Hub before you are looking to apply. 
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If you want to you can connect to 
your school or college. This is so 
UCAS can share your UCAS 
Hub activity with your school, 
college, or centre, so they can 
support you. 

Youôll also need to enter your 
school or college buzzword 
when you start your application 
so they can support you with 
applying. 

Our school is listed as Otley Prince 
IŜƴǊȅΩǎ DǊŀƳƳŀǊ {ŎƘƻƻƭ
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Choose if you want to get tailored 

information about uni, college and 

apprenticeship options.

Select the subjects, locations or 

industries that you are interested 

in ïyou can change these at any 

time in your preferences.
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If youôre interested in apprenticeship 
opportunities, we can match you to 
potential employers if you sign up to 
smart alerts. 

Youôll get these directly to your 
inbox. Itôs totally optional.
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There are a few questions to answer 
to make sure the information youôre 
sent is useful. 

You can update this at any time in your 
óPreferencesô.
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Itôs important your contact details are 

kept up to date throughout your 

application.

We recommend using a personal 

email address as your primary email, 

rather than a school/college one, so 

that you have access to it throughout 

your application journey. 

To update your email address, go to 

óEdit your accountô from drop-down, 

where you can change your email. 
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If you would prefer to view your application, along 

with the help text and receive communications from 

us in Welsh, you can update your language 

preferences. The application needs to be 

completed in English. 
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Choose the year you want to 

start your studies, level of study 

(it's Undergraduate if you are 

still at school/college) and type 

of application you wish to 

make. 

Make sure you choose 2026 if 

you want to start next year, 

including if you want to defer 

entry. 
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Click on the pink arrow to start your 
application
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Select óYesô.

You will then need to enter 

the Buzzword.

Your buzzword is Legend
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Enter the buzzword, and 

confirm the details are correct.

This will link your application to 

school, so we can track your 

progress and provide support, 

including adding your reference.
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Once your application has 

been linked, you should then 

select your FORM GROUP 

or if you are applying after 

your results select 

LEAVERS
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Your óApplication statusô 

helps track your progress.

The percentage complete 

updates each time you mark 

a section as complete.

You donôt need to complete 

the application straight 

away; log in and out at any 

time until you're finished.
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The application form is responsive to 

make it easier to complete. 

Once youôve completed óWhere you liveô if 

your permanent residence is in the UK, 

youôll also see the óDiversity and 

inclusionô and óExtra activitiesô sections to 

complete.

All sections must be marked as 

óCompleteô to send to your school or 

college that you may be linked to for 

review. You must complete all mandatory 

questions to mark a section as complete 

(they have a *).
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The list on the left of each 

section will show which 

sections are completed (with a 

tick), which are in progress 

(with a half-moon), and which 

have yet to be started (no 

icon).

Click on the throughout for 

help text to provide advice 

about what to put.
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Your name should already 

show, but you'll need to add 

your title and complete the 

other mandatory fields 

(marked with a *).

Once youôve completed a 

section you must remember to 

mark the section as 

complete and save it at the 

bottom of each page.
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Make sure your name and date 

of birth is entered as it appears 

on any official documents (e.g. 

passport, birth certificate). 

Use preferred name to let us 

know what we should call you in 

our communications.
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Your nationality is associated with the country 

that would issue you a passport for 

international travel. If you don't have a 

passport, it is usually the country in which you 

were born.

This is not your ethnicity. Ethnicity refers to 

your cultural identity and ancestry. UK 

resident applicants are asked about ethnicity in 

the diversity and inclusion section.

Additional questions may appear based on the 

information you provide.
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You can add two nationalities, list the 

nationality of the passport youôll be using to 

travel to study first. Include any UK or Irish 

nationality. 

This helps universities determine your fee 
status and assist with visa applications. 
Relevant fields will appear based on your 
answers.

Select to see our help text with advice 
about this.
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Remember, everything with 

a red asterisk must be 

answered. 

Donôt forget to read our help 

text. Just select to bring 

up advice on how to 

complete the questions. 
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If you select that you have pre-settled 

status you will be asked for an expiry 

date. 

If you select that you will need a visa, 

youôll alsobe asked for 

your passport details.

If you have a passport, we ask you for 

your passport number, valid from and 

expiry dates; and place of issue.

Select to see our help text with 

advice about this.
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You must add three years of residency 

history between 1 September 2023 and 1 

September 2026.

Your current address should be added 

first, once this has been added it can 

only be edited not deleted. 

Then add your previous addresses until 

September 2023. 

Select to see our help text with advice 

about to help with this section.
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Use the look up for UK 

addresses.

BFPO addresses can be added 

using the address type. 

For each address tell us why 

youôre living there; for example 

you may have two permanent 

homes if your parents are 

separated and you spend some 

time at each parentsô house.
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International applicants can 

add a non-UK address by 

using the address type drop 

down.

All addresses must be written 

using the English alphabet.
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Until the required duration of 

address history is reached, youôll 

see the óAdd previous addressô 

option.

Gaps in the address history will be 

flagged for you to fill in so that a full 

history is provided.

Overlapping addresses are allowed.

Select to see our help text with 

advice about this.
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Once youôve added addresses to cover 

the required date range, youôll need to 

confirm your home address.

This can be selected from the list of 

addresses you entered, or a new one 

can be added.

You need to select your area of 

permanent residence and residential 

category. 

Remember to use our help text . .
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Your email will be used by both UCAS 

and your university and college choices. 

If you're using a school or college email 

address, make sure you can always 

access it, so you donôt miss anything 

important.

We would advise using a personal 

email address, which can be updated 

in the Hub preferences.  Aim for a 

professional email (not 

barbiegirl69@...!) and use one which 

you will check regularly
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If you want someone else to be able to act, 

or speak on your behalf e.g. a parent, 

relative, or guardian you need to enter their 

details. This is called nominated access. 

If you are using an agent; you can choose to 

enter their details.

You'll only see the fields to add the 

nominated contact details if you 

answer Yes to the question.

This is useful if you might be travelling on 

results day and needs somebody at home to 

talk to universities, or you find talking on the 

phone stressful and may want a parent to 

do some of this for you.
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All questions are 

mandatory (*), but you 

have the option of

Á I don't know

Á Prefer not to say.
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You will be asked further questions 

in finance and funding if you select 

UK, ChI, IoM or EU Student 

Finance Services. 

Most of you will select this option if 

you intend to apply for a tuition fees 

or maintenance loan. 

We'll ask you for your current local 

authority under óStudent support 

arrangementsô.  For most of you this 

will be Leeds, but some might be 

Bradford or North Yorkshire ï

whoever your parents pay council 

tax to in your main residence.
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Youôll only see these questions if 

you have a UK home address.

There are two mandatory fields(*), but 

you have the option to respond with I 

prefer not to say.

This information is only shared with 

universities or colleges once you 

have secured a place, it does not 

influence any decision making. Itôs 

used to ensure applications are 

treated fairly.
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Growing up in care means you are 

entitled to a range of practical support; 

for example, during your application, 

financial assistance, year-round 

accommodation, or help with 

managing your health and wellbeing.

When you give this information, you 

are letting the university or college 

know that you may need additional 

support during your studies. They may 

get in touch to tell you more about the 

benefits and options available, if you 

want it.
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You can select I prefer not to say

for the parental education 

question.

For the occupational background, 

you must type at least 3 letters 

into the response field, and then 

select an option from the menu 

that appears below it.

If you prefer not to give this 

information, please enter óI prefer 

not to sayô.
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You can share any individual needs or circumstances, such as a disability or health condition. 

Sharing this information helps the university connect you to the right support ïthey may send you more information or 

contact you to discuss what would help you succeed. See our support on individual needs for more advice. 

If you don't have any conditions to report, you select "No disability" to mark the section as complete. 

https://www.ucas.com/applying/applying-university/individual-needs

