
A2 UCAS 
Checking your UCAS Apply 
form

Week 5



We are now going to do some basic 
checks on your UCAS form so it is 
correct ready for your Guidance 
Manager to check



Helpsheet Resources

• Remember, you will find all the 
info you need on the Completing 
your UCAS Apply Form along 
with lots of other UCAS 
resources.

https://bhasvic.sharepoint.com/sites/BHA_Subjects_TUT/SitePages/Completing-your-UCAS-Apply-Form.aspx?csf=1&web=1&e=BllPpf&CID=0eb15cf8-432a-4aed-86e4-f4b9ae6ead2b


The UCAS Hub

• Log in



Dashboard

You should have 1 choice and your personal statement will be added 
as soon as it is checked by your tutor

Check your tutor group is correct tell your tutor and they will email 
general office to change it
It should be linked to BHASVIC which means we can see it on our portal 
If not link it using the buzzword bhasvic26.



Your profile:

We will now go through some of the sections 
and check and correct some of the common 
errors that are easy to do – and easy to fix.

*Universities will not be aware of info about 
you unless it is added to your application.



Sections
Once you enter your 
application you will see 
the menu

All sections in the end 
will need to be marked 
as complete and saved

As we go through make 
sure they are all green 
ticks



Common Errors – full name
In the Personal Details section 
enter your full name including 
your middle name(s) – as it 
appears on your Passport. It 
should match CEDAR exactly. 
If CEDAR is wrong pop into 
CIS and talk to them asap.

SAVE



Addresses
Please make 
sure your 
addresses are 
full addresses 
and include your 
town and county.

Like this

SAVE



Where you live – Permanent 
Residence In the Where you Live 

section
Add your correct area of 
permanent residence
This will be Brighton & 
Hove (including West 
Saltdean and Portslade
OR West Sussex 
Southwick to the West
OR East Sussex East 
Saltdean to the East
SAVE



Contact Details – mobile phone
Your email address 
should come up as the 
one you are registered 
with (NOT BHASVIC)

Check you have added 
your correct mobile 
number

SAVE



Contact Details – Nominated Access
You can add a sensible adult to 
contact unis / UCAS on your 
behalf (useful if travelling on 
results day). Not a staff 
member.

Saying NO means only you can 
contact unis.

A nominated access person is 
useful – even if you never use it

SAVE



Finance & Funding – Source of 
Funding This is REALLY important to get 

right (it is where your student 
finance comes from).
Always the second option UK, Chl 
or EU student finance services 
(not any other option).
And Brighton & Hove, East or 
West Sussex. Wherever you live 
and people at home pay council 
tax.

SAVE



Diversity & Inclusion– Parental 
Education/Occupational Background

You do need to complete this section although you 
can choose to prefer not to say. It is helpful for unis 
to know who their students are though!

Parental background is very important – if the 
parent you live with has no university degree say no. 
It may well entitle you to a contextual (lower) offer 
as a First Generation Scholar.

Also try and put your parents occupational 
background if you can.

SAVE



More About You
Health 

Use this section to disclose any 
physical or mental health impairments 
or learning difficulties.

It is very important that unis support 
you.

Add in the free text Extra Time %, 
Study Support on your timetable and 
anything else unis need to know to 
make your studies successful. This 
info should also be in your reference.
SAVE



More About You
Caring Responsibilities 

Complete the rest of this 
section.

Caring responsibilities – you 
are a Young Carer if you have 
someone in your household 
that has a mental, physical 
health condition or an 
addiction.

SAVE



More About You – Free School 
Meals/Free College Meals 

This is very important.
If you have EVER had Free 
school meals at ANY time in 
secondary or Free College 
Meals – vouchers or 
otherwise, please say YES.

You will get your UCAS 
application for free this year 
(saving £28.95). 

SAVE



Education section This is the most complex section 
which is really important to get 
right.

Any wrong grades or qualifications 
missed means you may well not get 
offers.

It is too tricky to explain on slides –
start it but use the helpsheet to 
double check you have got it right.
Add BHASVIC as a place of 
education.

SAVE



Education section
Check you’re a levels are 
correct for Classical 
Civilisation,
Mathematics (Just 
Mathematics), History (Just 
History) Business (not 
Business Studies) and the 
visual arts are in the right 
format like this.

SAVE



Education section
You must add all your qualifications though

Qualifications at the end of your course 
whether A levels or BTECs are all pending 26.

Some BTECs need entering twice for 25 and 
26. Health & Social Care, Computing, Applied 
Law, Business are all National Corticate 2025 
+ grade, National Extended Certificate 2026 
pending

SAVE



Education section
And Crim is also twice like this.

EPQs try to put a subject area.

SAVE



Education section
Check your Combined 
Science choose Add 
qualification Double 
Award.

It is a tricky one and easy 
to get wrong.

SAVE



Education section – BTEC Number & 
ULN BHASVIC BTEC? You need your BTEC 

number. Message Your GM – they have it.

On the Education page (the bottom of it) add 
your ULN (Unique Learner Number).

You can copy and paste your ULN from your 
CEDAR personal details. This is critical to 
your application as it is how unis link to your 
results on results day. Easy to miss on the 
end of education – add it now.

SAVE



Checking your application
• Don’t forget you can use the helpsheets 

available 

• *It is your responsibility to add qualifications 
and check GCSE grades are correct. Also to 
add all relevant details*.

• Also, when you are ready to go please check 
your teams messages as you may need to 
make changes (please do them as quickly as 
you can as we want to sign you off).



Assignment Week 4

• Before next week make sure your apply form is complete.

• Add 1 choice (it should be a definite one) Remember you can 
add up to 5 before the national deadline 14/01/26 6pm 
through track.

• Next week we will be looking at Finalising your Reference and PS 
questions.


