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How do I register?

First thing you need to do is register with UCAS. 

Go to https://www.ucas.com/ Go to the “Sign In” tab on the right and 
click on “Student.”

▪ Click on “Undergraduate” and then 
“Apply” on the 2021 Entry Apply. 

▪

https://www.ucas.com/


Click on “Register.”

When you have clicked on “Register” it will take you through a series of pages which takes around 15 minutes to 
complete. You will be asked to enter your personal data such as name, address, contact details etc, a valid email 
address (extremely important: USE YOUR PERSONAL EMAIL ADDRESS – DO NOT USE YOUR SCHOOL ONE) and a 
password to secure your account. 

When you have completed this section, it will generate a USERNAME for you, which you MUST make a note of. You 
can then click on the red tab at the bottom left of the page “Log in to UCAS” which will then display the page below:

IMPORTANT. Select “Through my school or college.” 
You will be asked for the “Buzzword” in order to link
your application to the school. The buzzword for Entry 2021 

I is summer6.
Once you have completed the remaining two 
questions (including selecting your Tutor Group)
You will be given a user ID number which you
must make a note of. 



Remember…
• Go to www.ucas.com to register 

• You must put in a valid email address that you check regularly. DO NOT use your 
school email address

• Make a note of your username, your personal ID number and the password you have 
used

• Your application must be linked to the school

• The buzzword for Entry 2021 is summer6

• The process takes around 15 minutes and must be done by you and NOT the school. 
You cannot make an application to UCAS until you have registered. 

http://www.ucas.com/


Completing the application
• Watch the video below which briefly explains the application form:
https://www.ucas.com/undergraduate/applying-university/filling-your-ucas-undergraduate-
application

• When you are ready to start your application, your screen should like this this:

You need to go through each section. When each section is 
finished, you must tick “Section Complete” at the bottom of 
the page. This will then display a red tick in the box on your 
front page for the section you have just completed.

You MUST verify your email address. You will not be 
able to submit your application until this is done. This is 
because ALL correspondence from UCAS is sent to your 
email.

• For each section you need to complete, UCAS have uploaded a video which gives a basic online tutorial. 
Speaking from experience, it is definitely worth watching the tutorials for “Education” and “Choices” as these 
are the two sections that students often don’t complete correctly!

https://www.ucas.com/undergraduate/applying-university/filling-your-ucas-undergraduate-application


What Happens Next…
• When your application has been completed, each of the five boxes, up to “View All Details” 

should display a red tick. This means that you have entered everything you need to and are 
ready for the final step.

• When all the boxes are ticked in red, you must then make an appointment with the Sixth Form 
Office so that we can finish your application together. This session will allow us to:

• Check your entire application with you
• Pay the UCAS fee (£26)
• Add your Tutor Reference (which you will get to read before we upload it)
• Add your predicted grades
• Send it off to UCAS

• When you attend your appointment, you must bring with you a credit/debit card. For 2021 
Entry, UCAS will be charging £26 in order to process your application. 

• If we are still having to follow the social distancing rules in October, then your meeting will be 
virtual with the Sixth Form Office. We will still be able to do exactly what we would normally 
do.  



Things to remember….
• Check with the university if you are unsure about when your application should be submitted by.

• You have up to five subject and/or university course choices. For medicine and dentistry courses, you can only 
make four choices, but you can use your fifth choice for another subject (including dentistry if you apply for 
medicine or medicine if you apply for dentistry).

• Fee Code (Personal Details Section) is “02” for the majority of students – especially if you are going to apply 
for student loans to cover your tuition fees.

• In the “Education” section, you must add in ALL YOUR GCSEs (and any other exams you took in Year 11) 
along with the grades achieved.  You also enter the courses you are currently taking at Sixth Form. You will 
not know your final grades for your A level/BTEC  courses, so you need to put “pending”  when it asks for 
your grade. If you do not do this, then we are unable to add your predicted grades to your application.

• When making your university choices, it is advisable that you put in at least one safe choice. 

• You only make an appointment with the Sixth Form office to send off your application when ALL the boxes 
have red ticks.

• UCAS charge a fee of £26 to process your application so make sure you have a credit/debit card. 

• Your predicted grades and tutor reference are added by the school and not by yourself.



Key Dates from UCAS….

NOW

Entry 2021 is NOW 
OPEN and you can 

register and start your 
application 

straightaway

8 Sep. 
2020

Completed 
applications can be 
submitted to UCAS

15 Oct. 
2020

Deadline for 
applications to the 

universities of Oxford 
and Cambridge, and 
for most courses in 

medicine, dentistry, 
and veterinary 

medicine/science.

15 Jan. 
2021

Deadline for 
applications for the 
majority of UCAS 
Undergraduate 

courses unless you 
had a deadline of 15 

October 2020.

25 Feb. 
2021

Extra opens. If you've 
used all five choices, 

and you're not 
holding any offers, 

you can add another 
choice using Extra.

5 May 
2021

If you receive all your 
offers by 31 March 

2021, you must reply 
by 5 May 2021 or your 

offers may be 
cancelled.

3 June 
2021

If you receive all your 
offers by 6 May 2021, 
you must reply by 3 

June 2021 or your 
offers may be 

cancelled.

17 June 
2021

If you receive all your 
offers by 3 June 2021, 
you must reply by 17 

June 2021 or your 
offers may be 

cancelled



What happens next?.....
• Once your application is submitted to UCAS, you will receive an email within 24 hours, which 

welcomes you to UCAS and gives you access to TRACK. You will only be able to access TRACK 
once your application has been initially received and processed by UCAS.

• Track is an online system developed by UCAS that allows you to check the progress of your 
application once you've submitted it. You can see whether any of your chosen 
universities/colleges have made you an offer and TRACK is where you accept/decline your 
offers. 

• Every time your TRACK is updated, you will receive an email from UCAS to your verified email 
address.

• Below is a quick tutorial from UCAS on how you accept/decline your offers:

• https://www.ucas.com/undergraduate/after-you-apply/types-offer/replying-your-ucas-
undergraduate-offers

https://www.ucas.com/undergraduate/after-you-apply/types-offer/replying-your-ucas-undergraduate-offers


Admissions Test….
• Admissions tests (also referred to as 'entry tests') are another way to help universities distinguish the top 

applicants, particularly for competitive courses. This will be particularly relevant if you are applying to Oxford 
or Cambridge. How you do in these will be taken into consideration, along with other things like your 
personal statement, interview etc. 

• Get to know exactly which university admissions test (or tests) you'll be required to take, so the deadline 
doesn't fly by you. Some admissions tests are only available to take once a year; miss them and you'll have to 
wait a whole year to sit them (and apply to university).

• Specific courses/universities require you to sit specific tests, such as UKAT, BMAT, STEP, ELAT to name a few.  
It is your responsibility to find out which tests need to be taken for which courses, and the deadline of when 
these tests need to be taken. For some of these courses, there is a fee, which you will need to pay. 

• Teddington School is a registered test centre for only CERTAIN pre-admission tests, so you must check with 
Mr Campbell AND the Examinations Officer at school to check if you can take the test at school or if you need 
to find an alternative test centre.  You must allow yourself plenty of time to arrange this. DO NOT LEAVE THIS 
UNTIL THE LAST MINUTE. 



Adjustment

What is Adjustment?

▪ Adjustment is a chance for you to reconsider where 

and what to study. If you've had a conditional firm 

choice accepted – and therefore made into an 

unconditional firm choice – you could potentially 

swap your place for one on another course you 

prefer.

▪ Adjustment is available from A level results day until 

31 August. It's entirely optional, and a lot of 

competitive courses will be full – but other 

applicants might have missed their conditions or 

swapped a course too, so it could be worth seeing 

what's available. 

▪ https://www.ucas.com/ucas/undergraduate/apply-

and-track/results/ucas-adjustment-if-youve-done-

better-expected

https://www.ucas.com/ucas/undergraduate/apply-and-track/results/ucas-adjustment-if-youve-done-better-expected


Clearing

What is Clearing?

Clearing matches applicants to university places that 

are yet to be filled. It’s available to anyone who has 

made a UCAS Undergraduate application and 

doesn’t hold any offers. Running from 5 July to mid-

September, you’ll be eligible for Clearing if:

▪ You apply after 30 June

▪ You are not holding any offers from universities or 

colleges you’ve applied to

▪ Your place is not confirmed after you receive exam 

results.

▪ https://www.ucas.com/undergraduate/results-

confirmation-and-clearing/what-clearing

https://www.ucas.com/undergraduate/results-confirmation-and-clearing/what-clearing


Finally..a
short clip on 
your personal 
statement…..

You will be receiving lots of help and advice 

on writing your personal statement. The short 

clip below gives useful advice on what 

universities look for…it also tells you about 

“CopyCatch” which is software that 

universities use to check that your statement 

is your own work and not copied from 

anywhere else. 

Do not put anything on your statement that 

you are unable to back up, such as an EPQ, 

Duke of Edinburgh etc. 

https://www.youtube.com/watch?v=_8hFkMA

jW-I

https://www.youtube.com/watch?v=_8hFkMAjW-I

