
How to sign up and complete for Sept 2021 entry



 Completing UCAS Apply is much the same for 
ex-students as current students, with a few 
changes to entering dates and grades.

 We can check your personal statement / UCAS 
Apply form – please email 
ucasreferences@bhasvic.ac.uk if this would 
be helpful to you.
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Register and write down 
your user name and 

password! (make a note 
on your phone?)

You will be logging in 
quite a few times before 
your application is sent.

2021 entry even if you 
decide to defer entry to 

2022



Register and 
write down 

your user name 
and password! 
(make a note 

on your 
phone?)

You will be 
logging in quite 

a few times 
before your 

application is 
sent.



Tick terms and 
conditions

The 
information 

you give must 
be official – e.g. 

match your 
passport/birth 

certificate

And also your 
college 

enrolment 
information.

You don’t have to 
use your college 

email address – use 
the one you use 

regularly



Set up your security 
information and save it.

You will need to use it 
multiple times.

Make a note of your 
username – you will need it!



Apply ‘As an 
individual’

This is how we 
attach your 
reference to 

your 
application.



Click on 
‘Options’

Then choose 
‘Link your 

application to 
your school, 

college or 
organisation’



Use the bhasvic 
buzzword

bhasvic21



Yes it’s correct!



Please email 
ucasreferences@

bhasvic.ac.uk
advising 

BHASVIC of your 
application so 

that we can 
accept your 

application. If 
you do not email 
your application 
will not be sent 

to UCAS
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Make a note of 
your personal 
ID with your 

user name and 
password.

You will need 
this if you need 
to contact any 
universities or 
institutions, or 
anyone needs 

to on your 
behalf, later on.



Also verify your 
email address

Much easier to do it 
now!

Enter the code sent 
to you on your email



 Complete all sections.
 These are your university choices. You can 

enter 1 - 5. 
 Top Tip: You can send off your application 

with less than 5 choices & add up to 5 
until 15/01/21.

 You must enter in all BTECs, AS and A 
levels under BHASVIC and ALL GCSES 
under your secondary school.

 Any paid employment. Voluntary goes 
into your personal statement.

 Your Personal Statement
 Pay online; this is not sending it to UCAS, 

but it is ready for BHASVIC General Office 
to send your application to UCAS



 The ticks show 
that you have 
saved and 
completed a 
section.

 The three dots 
show that you 
have partially 
completed a 
section.

Logging Out – always click LOG OUT when 
coming out of the apply form. Do not use the X 

in the right hand corner.



 Enter all your middle 
names and your name 
should be as it is on 
your passport / birth 
certificate and match to 
our details on BHASVIC 
Central.

 You can enter a 
preferred name

 Not born in the UK? –
make sure your correct 
details are entered 
here.



 You MUST enter your 
ULN (Unique Learner 
Number).

 This 9 digit number is 
allocated to you 
throughout your 
education. 

 You will find it 
through logging in to 
your Student 
Advantage/Student 
details and checking 
your personal details.

You may well not be able to access these details as an ex-student. Email 
ucasreferences@bhasvic.ac.uk and we can provide you with this information.
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 Your fee code is 02. This 
is for a student loan. 
You  apply for a loan 
separately - it is unlikely 
you can afford to pay 
for it yourself!

 You also need to put in 
your fee code area. This 
will be Brighton & 
Hove, East Sussex or 
West Sussex depending 
on where you live.

 Receive and share 
information – you won’t 
be spammed but you 
may get offered money 
or services!



 Nominated access is 
surprisingly important. 
If you ever need anyone 
else to access your 
UCAS details (when you 
are on holiday in 
Thailand on results day) 
or talk to UCAS on your 
behalf then you MUST 
add a name to this.

 Please give correct info 
on any study support 
needs to unis. They 
want to help



 Please enter 
additional 
information

 Activities might 
include Progression 
day at Sussex Uni -
Sponsor University of 
Sussex), any other 
Progression Day 
activities or any 
taster days or 
summer schools you 
have attended in any 
HE institute

 Useful information. 



 You DO NOT have 
to complete all 5! 
You can add 3 or 4 
and another by 
15/01/21 –
national UCAS 
deadline date

 Enter info for your 
uni choices

 Get the course 
code correct!

 And start date –
are you thinking 
of deferring?



 WP for those of you who have been active in the Widening 
Participation scheme whilst at BHASVIC

 We have arrangements with our local universities that benefit our 
students

 If applying for University of Brighton or Chichester write COMPACT
(Compact Plus for those of you active in the Widening Participation 
scheme)

 If applying for University of Sussex write ACCORD

Important!



 You will add BHASVIC and separately your 
secondary school

This is the section to enter 
your education so far. 

This is the trickiest section 
and crucial you get it right.



Search for Brighton, Hove 
and Sussex Sixth Form 

College

NOT BHASVIC



When did you 
start

Please put correct 
dates

Will you receive 
any qualifications

Yes



The highest 
level of 

Qualification

Below honours 
degree level 
qualification



Add Advanced 
levels if that is 
what you are 

studying.

You must make 
sure you get 

the exam 
boards right.



Add the 
subject, 

qualification 
date

And the 
grades you 

achieved

Important
To save time –
save and add 

similar



Add in any BTECs

MAKE SURE YOU 
HAVE THE RIGHT 

BTEC 
QUALIFICATION

Certificate
Subsidiary 
Diploma or

Diploma

EPQ - Extended 
Project (level3)

EPQ (Extended 
project level 3) –
put a brief 
summary title of 
what you are 
writing



Add your 
secondary 

school

And your 
GCSEs

You will 
probably need 

to do this at 
home and use 

your 
certificates for 

your exam 
boards



If you intend to retake 
any exams you will need 
to enter BHASVIC again 
as you will be effectively 

a part-time student in 
June coming in to take 

exams

Make sure you enter correct dates 
(June 2021) and also check as part 

time



It should look like this.

Then add only the 
subjects you intend to 

retake as ‘pending’



So BHASVIC is entered 
twice.



Enter any 
PAID work.

Voluntary 
work can be 
added into 

your personal 
statement



Make sure it’s 
correct on word 
before copying 
and pasting in.

You have 4000 
characters –
make them 

count.

You should 
enter as a 

whole text –
don’t leave 

lines in 
between as 
they count!

You will need to save a preview 
and then save again



 It is your job to get your uni choices right 
and also your GCSEs

 BHASVIC General Office will check your 
application and email you if there are any 
alterations required.

 Check your emails regularly.
 BHASVIC General Office will attach your 

reference once your application is complete 
and paid for and send it off to UCAS who will 
send it to your uni choices



 Then the offers will roll in…………………..

 Make sure you think of your choices as

 1 or 2 as aspirational
 2 or 3 as solid 
 1 or 2 as insurance

 All of them you should be happy to go to –
don’t feel you have to fill all 5 – you can add up 
to the UCAS deadline 15/01/21


