
UCAS application 

registration

How to fill out your 2022 application 



https://www.ucas.com/students

On your 

browser, 

open the 

UCAS 

website

https://www.ucas.com/students


On the sign in drop down, select students



Then click on the 

2022 section -

Create account

NB: You click 

create account for 

this first visit. 

Subsequent visits 

to add more details 

etc. you would use 

the Sign in section.



You will see 

this page



Enter your 

HOME email

Create your 

own password 

and make a 

note of it

Tick that you 

have read the 

terms and 

conditions



Now check your 

phone for you 

verification code 

and enter the 

code sent



After 

entering 

the 

code, 

and a 

whirring 

wheel, 

you will 

receive a 

welcome 

message



Choose the 

year you 

intend to 

go to 

university.

Deferred 

entries 

would be 

2023



Choose 

UNDERGRADUATE 



Tick the box if you want further information or leave 

blank if not



Enter your postcode



Select your preferences



Fill out your 

mobile phone 

number and the 

subject(s) you 

want to study. 

You can enter up 

to three or just 

one! This is to 

send you 

relevant links etc.

Made up mobile btw



Tick the box 

YES - you 

are still at 

school.

Find 

Gordano 

School by 

typing in the 

name and 

clicking on 

the school



Click on 

Create 

account



You are in 

to the 

hub!

Click on 

Go to my 

hub
Note the other 

things you can 

investigate and 

see on this 

page!



You can now start 

the application



Click select application type



The answer is YES



Click continue to confirm you are happy for us to 

have access to (and process) your application



Enter and then save the buzzword Gordano22 



Click 

YES



Find your CORRECT tutor group from the drop down



And you’re in!



You will add this later (unless you already know all of the 

courses and universities you wish to apply to!)



There 

are a 

number 

of 

different 

sections 

to fill out



We are going to focus on some key ones today



Let’s begin with:

This section 

is fairly self 

explanatory



When you are done, 

click, mark this 

section as 

complete.

NB It will only let you 

do that if you have 

completed ALL 

sections marked 

with a red asterix*



Progress Bar

On the left, as you complete a section, 

it will turn green and have a tick 

alongside it so you can see what you 

still have to complete on the application



Click on the next section to open it up



Enter a contact 

number and 

your HOME 

email

myemail.com



Search up your home 

address 

NB: Hermione lives in 

school - you do not!



If you want someone 

else to be able to speak 

to UCAS on your behalf 

(if you were away on 

results say for 

example), enter their 

name and details here



Fill out the 

residency 

details.

NB: 

Portishead is 

in North 

Somerset!



If you have a job, enter the details in the 

employment section. Leave blank if not.



You will need to 

know these details



Nationality Section - again fairly self explanatory



Remember that all red asterixed questions are 

compulsory



Fill out the 

compulsor

y parts on 

this section



Disabilities

Use this section to 

record any physical 

or mental health 

conditions you wish 

the university to be 

aware of. You can 

offer more details in 

this section. 

Universities provide 

a lot of 

support/additional 

funding for some 

conditions



Answer this question 

and tick complete



Note the 

correct entry 

from the drop 

down. 

This is for 

anyone wishing 

to receive a 

student loan -

that’s all of you 

(unless you 

have 

substantial 

private means!)



Don’t forget the student support arrangement - same 

as your residency area



The diversity section has a mixture of compulsory and 

optional questions. You have to answer the red asterixed 

ones!



If you have attended any summer schools, access to 

Bristol, HE+ etc. use this section to add the details



Answer this question



Answer these - use the drop down for the parental 

education and type in the job title 



Now the section that 

takes the most time -

Education





Click add place of education and then find Gordano





Put your dates in the school and other key details as 

they appear below. 

If you entered in year 7, the date is 

2015 - if you entered later, then 

you will have a different start date! 



Adding qualifications

After saving what you have done on that page, click add qualification

You then see a shortlist of 

qualifications you can click on to 

find your GCSES and other 

subjects



You will need to check 

the exam boards and 

levels awarded from 

your exam certificates -

see the separate sheet 



These buttons should help you find your different 

qualifications



Add in your GCSEs 

and other 

qualifications already 

taken 



Ignore the modules 

and click save and add 

similar until they are all 

entered



You also HAVE to add on the exams you are taking 

in 2022

Select GCE Advanced level (unless it is 

a BTEC level 3)

You should also add on the EPQ if you 

are completing one.



Enter the subject, 

board and year you 

will gain the 

qualification (August 

2022). From the 

grade drop-down, 

pick PENDING. If 

you fail to do this, 

your tutor will not be 

able to enter 

predicted grades!



Ignore the modules or 

units for A level exams 

- but you will need to 

enter these for BTECs



Continue adding subjects etc. until you have entered 

all of your exams both taken and pending. You can 

enter music exams, Duke of Edinburgh and dance 

qualifications too. 



Complete this section by selecting your highest level 

of qualification from Gordano. Leave the ULN blank



Tick complete and save.



This is where you will 

upload the statement 

you will draft on 

Unifrog! More on 

these in the linked 

session



And you are done!

● You can now go back in 

to UCAS at any point, 

using the log in details 

sent to you, and 

continue to add details.

● Make sure you click 

save when you update 

anything.


