
Applying to University?

Our guide will help you to complete 
the UCAS forms.



Go to the UCAS website:
www.ucas.com

Click ‘Apply and Track’



Click the ‘Register/Log in’ button 
(your date will be different)



Click the ‘Start and undergraduate 
application’ button 



Click the ‘Register and apply’ button 



Click the ‘Register’ button 



Read the information and click ‘next’



Read the terms and conditions, if you 
agree to them, tick the box and press 

‘next’; if not, you may struggle to apply…



Complete the boxes marked with an 
asterisk ‘*’.  If you are unsure what a box 
refers to, click the ‘?’ button next to the 

box.  Click ‘next’ once the boxes are 
complete.



Click the appropriate box for 
your postal address.



You only need your house number and 
postcode, the system will (most likely) 
find your address from this.  If not, the 
next page in the process allows you to 

enter the address manually.



Check the address is correct 
and click ‘next’ if it is.  This 
should be your home postal 

address.



This section outlines how UCAS can get in 
touch with you.  For most students, 

providing their e-mail address and mobile 
number is key because they can receive 

offers and information from their 
University choices via e-mail and text. 
Feel free to read the UCAS terms and 

conditions and data protection statement. 
Click ‘next’ when this section is complete.



You must create a password to enable you 
to log back in to UCAS.  You will be 

researching Universities and courses so 
will need to log back in in order to apply. 
Make sure you read the instructions on 

setting up a password

Complete your 4 security questions so 
UCAS can retrieve your password if you 

mentally mislay it.  Click ‘next’ when this 
is complete.



Once this is complete you will 
be given a username which 
you must write down as it is 
not displayed later. Once this 
is done, click ‘log in now’ and 

follow the instructions.



Once you have logged back 
in to UCAS, you will be 

asked how you are 
applying.  Make sure you 

click ‘Through my 
school/college’.



The ‘Buzzword’ identifies where you are 
applying from.  This year (2016), our 

Buzzword is allsummerlong.



Once you have put the buzzword in and 
clicked next, you will be asked if the 

school you are applying from is correct.  If 
it is like the example above, click ‘yes’ and 

‘next’.



Use the drop down menu to select your 
form group and select ‘next’.



You will then be given a 
Personal ID number and you 

will be registered, your 
application can begin.

The next step is to complete the 
‘Education’, ‘Employment’, ‘Choices’, and 
‘Statement’ sections. You do not need to 

do this straight away.


