
UCAS form 

Once you have registered for UCAS Apply and have established your username and password, you can log-
in to start filling in the different sections. 

 

UCAS Apply has five sections which need to be filled in. They are - 

Personal Details: Information about yourself such as home address and other contact details. 

Choices: Details of the university courses you are applying for. 

Education: Details of your educational qualifications and courses you are currently studying. 

Employment: Details of any jobs you have had. 

Statement: A short essay about yourself which will help the university Admissions Tutors decide whether 
to accept you for the course or not. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



Completing your application 
 
You and your referee should now complete all the sections listed to the left of this screen. Help screens are 
available for each page, and most questions will have additional help (click on the question mark next to 
each field). Please make sure that you read all relevant help text before completing your application. 
Further information is also on the main UCAS website.  
 
Your application does not have to be completed all at once, and you can leave a section partially 
completed. Until you complete the payment process, you can return to any section and change the 
information that you have entered. 
 
Please check that you have included all relevant information on your application. If important details are 
missing, it could delay your application. 
 
Each section listed on the left will need to be marked as complete, including a completed reference, before 
you can send your application to UCAS (or to your referee if you are applying through a school, college or 
other organisation). To do this, please tick the 'section completed' box at the bottom of each page and click 
'save'. A red tick will then appear next to each completed section. Applications can be sent from mid-
September. 
 
The Pay/Send link will become available once your application is complete. 
 
If the Pay/Send link is not available, please check that:  

1. each section of your application has been marked as complete (a red tick will be displayed next to 
each section)  

2. your reference has been completed by your nominated referee  
3. if you have entered an email address, it has been verified  
4. the date is after mid-September 2014.  

Please do not continue with this application if you have already submitted an application for the 2014 
entry cycle. This includes deferred entries that you are currently holding from previous cycles. All 
duplicate applications will be cancelled without a refund of the application fee. 

Beside each section, the status of that part of the application is listed. 

The progress of each section is listed in this manner. 

Not started - An empty box 

In progress - A box with green dots 

Completed - A box with a red tick 

To enter information into these sections, click on the links to them on the left section of the page. 

 

 

 

 



Completing the UCAS application form - Things to look out for 

Choices: You will be asked in this section whether you intend to live at home or stay nearer the university. 
If you select no, you will be sent details of university accommodation. Leave the point of entry box blank 
unless you have agreed with the university or college that they are willing to consider your application to 
start the course after first year. If you are planning to take a year out, click on the defer entry box. 

Choices: Most applicants are entitled to choose a maximum of five courses when applying to UCAS. The 
exceptions to this are applicants for dentistry, medicine, veterinary science or veterinary medicine who are 
restricted to a maximum of four choices in any one of these subjects. 

Applicants to Oxford or Cambridge cannot apply to both universities in the same year. 

Choices: When an applicant applies to a course that may require them to attend for an interview or 
audition or provide a portfolio of work, essay or other piece of work, a message will display the following 
information  

If you apply for this course you may be invited to attend an interview or audition or provide a portfolio, 
essay or other piece of work. 

Choices: If, after the application deadline (15th October, 15th January) has passed, universities and 
colleges have received enough applications for any of their courses, they will be able to close them. This 
prevents applicants who are making applications after the deadline has passed, from wasting one of their 
choices. 

Education: In this section, you MUST enter the details of a qualification you have already passed at 
Standard Grade, Intermediate 1 & 2 and Higher Levels. If you are yet to sit the exam, you MUST enter this 
and select 'pending'. You are also required to enter your exam candidate number in the box provided. If 
you do not know your candidate number, ask your guidance teacher. 

Personal Details: It is important that you select the correct fee code in the student support section. This 
indicates how you will be funded when you go to university. From the drop down menu, select 02 in the 
box below please select Student AA Scotland (SAAS). If you get this section wrong you will have to pay 
your fees yourself! 

Personal Details: Try to avoid using a silly, rude or potentially offensive email address when entering your 
contact details. Although you and your friends might find it funny, the universities you are applying to 
might not. In oversubscribed courses, where admission tutors are finding it difficult to decide who gets 
accepted, it might be a factor that counts against you. If you have an email address which might be 
offensive to others, consider setting up a new account for the duration of your UCAS application. 

Personal Details: If you are going to be away from home for a long period at a time, e.g. on a gap year, you 
can nominate someone who can make decisions about your application on your behalf. Enter their name 
and relationship to you in the Nominated Access section. (You will need to give your nominated person 
your login details so they can track your application) 

Submitting your Application:  Once you have completed all the sections of the UCAS apply form, click on 
the link Pay/Send. The next screen will display all your choices for university courses. Check the details are 
correct. Choosing one course will cost £13. Choosing more than one costs £24. Enter your credit / debit 
card details and click on the Make Payment button. 

 


