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1. INTRODUCTION

web-link: applicant data is your application
management support tool, and holds important
details about your provider or school, for UCAS
Undergraduate, UCAS Conservatoires and
UCAS Teacher Training.

web-link: institution data (formerly known

as Net.update) allows UCAS Teacher Training
providers to manage their training programmes.
UCAS Undergraduate and UCAS Conservatoires
also use this section to update institution,
campus, and contact information. Application
Tracker and Decision Tracker (for UCAS
Undergraduate providers) is also accessed
through web-link: institution data.

web-link was first released in 2005 and has been
enhanced many times. This document

describes most of the functional requirements
for it, and contains some business rules
governing its functionality. Any future changes
will be incorporated into this working document,
to capture definitions and precise functionality —
to aid development and support processes.

Please note: example screen shots are used
throughout this document.

Only test applicant details are shown.

L L 1|
[ 1 | V]
(L | 1]

L
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2. QUALITY OF DATA

web-link: applicant data works in real-time — when transactions are submitted, the system is
updated dynamically and applicants can view any changes in Track. It is, therefore, vital to ensure
your transactions are correct before submitting them.

Points to remember:

> Do not press submit twice if the system response seems slow, just press once and wait for
the transaction to process.

> Do not navigate to another page while a transaction is in progress. Always wait for the
transaction process to finish before moving on. A ‘transaction successful’ or error message
(if unsuccessful) will appear when the process has completed.

> Do not use the browser's back and forward buttons for navigation. Always use the system’s own
navigation links to move between screens.

> Check saved data before moving on. Larger providers or schools could consider setting up read-
only accounts for users requiring access only to contextual sections of applications, e.g. personal
statements or references.

> Do not refresh the page at any point. If you wish to check for new data, navigate away from
the page and then return to it.

> Javascript needs to be enabled to use the search — check with your IT provider if you need help.

> To optimise your query, be as specific as possible when searching.

web-link — user gquide 6.




3. SUPPORT

The following is provided to assist efficient usage of web-link:

>
>
>
>
>

web-link: applicant data — click the help link in the top bar on any screen for guidance
control over the areas to which users have access

control over the permissions granted to each user

training is available by phone, email, or in person, by contacting your relationship manager
help and support is available from the HEP/Schools Team on 0344 984 1111, or

at hep_team®@ucas.ac.uk

A provider or school's web-link administrator needs a username and password, which is provided
by UCAS when joining the relevant scheme.
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4. NAVIGATION AND ACCESS

Access to web-link is from_www.ucas.com/providers or www.ucas.com/sign-weblink.

web-link has two parts — applicant data and institution data.

web-link: applicant data allows UCAS Undergraduate, UCAS Conservatoires,
and UCAS Teacher Training users to:

> view and manage applications

> complete Records of Prior Acceptance

> complete Overseas Partnership Forms (UCAS Undergraduate only)

> view and maintain offer abbreviations

web-link: institution data allows UCAS Undergraduate, UCAS Conservatoires,
and UCAS Teacher Training users to:

> maintain your provider or school details

> maintain training programme details (UCAS Teacher Training only)

> manage web-link user accounts

> access Application and Decision Tracker

web-link: institution data works best in Internet Explorer.

Once signed in to the applicant data section, you cannot navigate to institution data.
To do this you need to go back to the web-link sign in page.

There are static links at the top right of the screen giving the option to:
> sign out of the system (applicant data)

> return to the main menu (Institution data)

> access the online help text for the current screen (applicant data)

Individual applications can be printed from web-link, using the print button on your browser.

When adding, deleting or changing data, click the relevant button (e.g. ‘save changes’) before
navigating to a different screen. If you do not save the new details before leaving the screen,
you'll need to re-enter them.
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5. ACCESS TO ADMINISTRATOR OPTIONS

The administrator is an individual designated by the provider or school, who has responsibility for
setting up and maintaining user accounts. There is one administrator at each provider or school.

If the administrator also needs to read or edit applicant or course data, they must set up a new user
account for themselves, with a different user name than the one used in connection with their role
as administrator. The administrator sign in details only give them the choice of adding a new user, or
editing or removing an existing user.

When a provider or school first registers to use web-link, an email is automatically generated
containing a confirmation code. This code will verify the email address entered is correct and must be
entered by the administrator when they first sign in.

Unlike all other users, access to the administrator options screen is made by signing in to web-link:
institution data.

5.1 Add new user

There are three stages to setting up a new user.
Stage 1 - register new user

The username must be between ten and fifteen characters (numbers are not permitted). An
existing username cannot be used to register a new user. To ensure security, and effectively manage
access, all accounts must be unique and assigned to a named individual, and not shared between
colleagues.

We recommend the username reflects the user’s name and not a generic username. If the user’s
name is under the minimum requirement of ten characters, we recommend adding their department
or provider (for example, emmacoleucas).

Sign in to web-link: institution data using the administrator sign in details.
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web-link

UCAS

Login

Username |EI'I‘I'I13€D eucas |

Password |l.l.l.'l'...'l |

[Ee [coa1

If you have forgotten your username and/or password you should in the first nstance contact your VWeb-link
Administrator at your institution who will be able to assist you

Email UGAS

Thursday, April 18, 2018 01:02 PM

o NEw insT L USERUST _JIL  EXT g

Tering n UCAS

Click toregisteranewusef—— — — — — — ——

Register a new user for the web-link system

The email address should be valid and it will be used for communication with the user. The full name, user name
and email address fields are mandatory, other fields are optional and can be left blank.

Full name |E'T|ma Cole |

User name [min 10 letiers, max 15 letiers) |em'na|:l:-|eucas

Email address |e.m|e@q:as.ac.uk |

Telephone number | |

Department or faculty |UC."‘wE |

Submit details

UCAS
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Stage 2 - set up user permissions/authority level

p nevinsT_JiiL USERLIST _JiR EXT

Training Uni UC/\S

User Permissions

Set user permission levels for emmacoleucas.

Salert antharity leual Auitherity

Selec| desied vplion fum ihe lisL ETE -

Select area permissions
Specify the area permissions you wich this user to have access o, from the lefi hand list.
‘Add == all parmiggions if you wigh the uger to have 'Full Accegs’.
(T make mulliple selections, hold down the <ctri> key)
Access to...

| Add >» | Application/Decision Tracker
GIIR
Applicaimn Dala

== Remava

Submit detsils

The administrator can select one of two levels of authority for applicant data, and for training
programme data (UCAS Teacher Training only).

1. Editors have authority to: update data in their permitted area(s)
2. Read-only users have authority to: view data in their permitted area(s)

To give the user the relevant permissions, select the area to which the user needs access, and only
use the default ‘all areas’ if absolutely necessary. Review periodically to ensure access remains
necessary.

Stage 3 - set up new password

The password must be between nine and 20 alphanumeric characters (spaces not allowed). It must
be entered twice to confirm it. The minimum complexity of this password is one uppercase, one
lowercase, one number, and one special character (= [ "#$%&()*+,\-./;<=>?@[\\\]*_"{}~]).

If necessary, enter optional additional security details.
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«XETe «CElDe -

UCAS

Register a new user for the web-link system.
Secuwity Oplions for usSr emmacoleucas

Optional additional secur
Comrrunication with the UCAS datsbase ks encrypted. I you wish you can specify the folowing eira checks whan
 wser login (eme: hilark # ot sequired)

Limit IP addrossss
A Attt b b in frrm ok sicke the given range of IP addrecses will be repeten. This e be visedd o ensaine
it ampona who logs in to this 3ccount is doing =0 fram s instituton. it may not be possitie to implement in
SO CIES

LW IF 500REsE [ i i A |

High IP address | | 1

Limin howes aaikade

A atlampt 10 log in outside the given howrs, or 3l weekends, wil be rejected (Use the 24 hour clock o specly
trmoc)

Seart timee (HHML, like 0510
End wime HH:MM, Bke 17:30)

Allow picass 81 woekends Yas V|

bove Atk 2 pastword To7 s wes

The: password shoud be kept secure 25 & allows course daka 3t your insttuion fo be edited onine. & shouid be
between B and 20 characters lomg and must inchude alleast one character, aumber and special character UCAS
will not revesl pesswards, so f oss is forgetien i must be changed by the ocal administrator

Caccumed

Confirm password

Confion Sacuaty Opbors

Optional additional security allows an administrator to limit a user’s access to weblink to a particular
IP range or time (for example denying access at weekends). Your local IT support should provide
administrators with IP details, which are entered in the screen above. If you want to limit access to
web-link to a defined range of computers in a specific location, such as the training provider’s training
locations and campuses, your local IT support will provide you with the details.

Once security options are saved, confirmation will be displayed that a new user has been registered in
web-link. Check the details — if you need to make changes, refer to 5.2 ‘Update user details’.

The new user will automatically receive email confirmation. However, the username and password
must be provided securely to the user by the administrator. The sign in details must not be given to
anyone, except the user.

Important points for administrators:

> Make sure you have a process to delete web-link accounts when employees leave the
organisation, or change roles and no longer require an account.

> Review web-link accounts regularly to monitor this process, and delete any missed accounts.

> Create individual user accounts — accounts must not be generic.

> Consider suspending web-link accounts if employees are under investigation, or subject to
disciplinary proceedings.

> Don't use passwords that can be easily linked to an individual, or set the password as your
provider name or department.

> Do not write passwords down.
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5.2 Update user details

The ‘View all users’ screen shows authority levels and area permissions for all users and the date
they last signed in. web-link uses different colours to identify the different authority levels, including
administrator. To view/edit a user’s detail, click on their name.

On the ‘Change user details or remove user’ screen, all details except the username can be changed.
If you need to change the username, a new user must be set up and the existing user deleted.

To change user permissions (area access and/or authority level), click the ‘change permissions’ link.
The permissions attached to the administrator user record cannot be changed.

If an email address is changed, a confirmation code is emailed to the new address to verify it.

5.3 Delete user details

To remove details of a user, click on the user's name.

It's particularly important to update the user records of people moving to other jobs. If they are
staying at the provider or school, it may be appropriate to:

> amend the authority level (e.g. by reducing it to ‘read only’)

> restrict the area(s) to which they have access, instead of deleting the user record
Users leaving the provider or school must be deleted as soon as possible.

If a user is accidentally deleted, the administrator will need to re-establish them by adding them
as a new user again.

5.4 Verifying web-link accounts

New accounts are set up by the web-link administrator, but will need to be verified and activated by
users within 40 days. If they don't, their account will be deleted automatically for security reasons.

Users will be emailed a three-digit verification code to activate their account. Once they receive this,
they'll need to follow these steps:

1. Visit the web-link sign in page, and click ‘Access institution data’.

2. Signin to institution data using the username and password provided by your web-link
administrator — you don't require access to institution data to be able do this, and will not be
able to view institution data unless your weblink administrator has granted you access.
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web-link

UCAS

Login

Usermame | |

Password | |

Enter | Clear

If you have forgotten your username and’or passvord you should in the first instance contact your Web-link
Administrator &t your instituion who will be able 1o assist you

Email UCAS

Wednesday, June 27, 2018 0428 PM

3. Enter the three-digit verification code when prompted to verify your account (see below for
an example)

web-link

UCAS

Email confirmation
Your email address needs to be confirmed.

You should have received a confirmation number in an email from WCAS. Pleass enter this number below and
press 'sSubmit’.

UCAS email confirmation number: ﬂ

This has to be done each time the main email address is changed, to ensure that reports are sent to a valid email
address. The confirmation number is not a password and is only used once

In case of problems, check your account details with your local administrator, or contzct HCAS

weturn to start page

Any accounts which have not been verified will be deleted by UCAS after 40 days.
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6. WEB-LINK: APPLICANT DATA ACCESS

6.1 Sign in page

g 1

Firasr o0 p0 i well bl uaername med Bas Tmeet bel 6 iog

liog im

Click Access applicant data’ on the ‘Sign in to web-link’ page, and enter the username and
password provided by your web-link administrator.

Each user must verify their account by entering the verification code into institution data, even if the
user only needs access to applicant data (see section 5.3).

Any accounts which have not been verified in institution data will be removed by UCAS.
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1. APPLIGANT DATA - UCAS UNDERGRADUATE,
UCAS TEACHER TRAINING, UCAS CONSERVATOIRES

7.1 System menu

If your provider or school is a member of more than one admissions service (UCAS Undergraduate,
UCAS Teacher Training or UCAS Conservatoires), the required system must be chosen by clicking on
its name. You will then then be directed to the main menu for the chosen scheme.

If you are a member of only one scheme, this screen is bypassed completely and you will be taken
directly to the relevant main menu.

UZ0 - Bmmaco- FUll Access

Parzonzl e :
v - o
Id/NamanpP R I: 2 net (2 Al | 2047 Year coce

Main Menu
Fleese 3zlectthe required ophiom:
Outstancing Decisions List

Maragemant | rhormahan
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Choose one of the following main menu options:

> Outstanding Decisions Lists (ODLs): lists of applicants where no decision has been received, or
are awaiting confirmation. Select different lists, depending on which system has been accessed and
the stage of the application cycle.

> Management Information: lists of applicants sorted by status, including reject by default (RBD)
and decline by default (DBD) lists; also allows users to export data.

> Reference Information: lists of codes and abbreviations used in connection with the application
and decision-making processes.

> Institution/School/Conservatoire Information (this heading will depend on the system
accessed): lists of abbreviations available for making offers.

> Non-European Union RPA: allows submission of details of applicants who are recruited directly as
unconditional firm (UCAS Undergraduate/UCAS Teacher Training) or GU1 (UCAS Conservatoires).

> European Union RPA: allows submission of details of applicants recruited directly as unconditional
firm (UCAS Undergraduate/UCAS Teacher Training) or GU1 (UCAS Conservatoires).

> Overseas Partnership Form (OPF): the link will display if your provider has joined the Overseas
Partnership Scheme (UCAS Undergraduate only).

> Change System: this option displays and navigates you to the system menu if your provider is
a member of more than one scheme (UCAS Undergraduate, UCAS Teacher Training or UCAS
Conservatoires). If you click ‘log out’, you will be asked to close the window. The link menu window
remains open, and you can return to the applicant data section without having to sign back in.

7.3 Applicant search

At the top of the main menu screen, you can search for individual applicants who have either applied
to your provider/school, or applied elsewhere in the same scheme and are ‘visible'.

You can search for applicants in the current cycle, the previous cycle (if deferred as UF to the current
cycle), and for unplaced applicants from previous cycles.

Additional searches are available for ‘primary study’ and ‘course code’ (UCAS Conservatoires only).

Searches can be made on Personal ID, surnames, forenames, and area of permanent residence
(APR). Wildcards can be used if unsure of the spelling (a symbol used to replace or represent one or
more characters). For example, if searching for names starting with ‘Will' — enter ‘Will%" and this will
return all names beginning with ‘Will' — such as Williams and Williamson.

To optimise your query, be as specific as possible with your search. Applicant details will be returned
based on the search criteria entered, and the following details are displayed:

surname, forenames

Personal ID

Application Scheme Code

applied on date

application processed date

overall status (this is the overall status of the applicant, which may not be the status of
the applicant at your provider, depending on the scheme. Access the applicant record for
more details)

date of birth

first line of address

VvV V. V VvV Vv VvV
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¢
e
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I
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The search results can be reordered by clicking on any of the column titles. Clicking an applicant’s
name will take you to the overview screen —where all the application details can be accessed.

If an applicant name is not highlighted as a link (preventing users from accessing the overview
screen), the applicant has not applied to that provider or school. Applicants who become eligible

for Extra or Clearing (UCAS Undergraduate only) will automatically become available to view at the
appropriate time.

Applicant search is available from all screens with applicant data.
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Personal This |
KameAPR: st 0 A (2017 | Yearcods [Fing]

U20 - EmmaCo - Full Access

OVERVIEW __ ' CATIONS E J o PLC T = " REFEREE
= PNEVOUTS
Tite & Forenames
Surmname: -Flrml o
Prenacus Surnam &
Prefemed Arst name;
Address: Application Scheme Code
Unigue Leamer Num ber:
154 Number.
TOERL Numbed:
PoStToce: |IELTS Number:
Country: Application source:
FReturned Post
Gander: Date Applied
Date of Birth: P COba
Age at 15t September: Student Support A mangem ents.
Mobsle Hum bar Area of Permanent Residence:
o Humber. Fies wiential Category.
Emai:
Scoftish Candicate Number, Criminal Comactons:
BTEC Registration Number: Disability/s pecial Nesds:
Correspondence in Welsh Country of Birth:
Progress ke (UK Oniy rationatey:
InCare: Dual Matenshty:
InCare Duraton: LivedWorked in EL:
Parent HE Atwrcance: Parents pouse EU National
Application Processed: Entered UK
Last Change: Post 18 Jar
$choo; Last wducaronal o3t bisnment.
POLARZ Scorec Seotteh index of Multsie Deprration
POLARD Scorec Wales Communtms Frst
Student Visa Required: Student Visa Study LK
Passport Number: Passport Issue Date:
Passport Expiry Date: Pataport Pace of U
o na ted Hame: Hominated Redatonshgp:
GCE(A+AS] | VCE [A+AS+Dble) saA Winter A | Previous summer | Previous summer Key Skitls
expected &x pected levels Alewveds AS levels
Other educational Prevepus other educational
Vocational | BTEC | LC AICE| 1B qualcations qualifcations
oo oo Manuaal Dip Prad PrL
Y
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0 02-01 1301 1.3
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2077
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2017

|Dveran Appizan Stams: RemreEd | menuetm ant State 1 |

More information about the overview section is available in Section 12 — Applicant overview.

7.4 Outstanding Decisions Lists (ODLs)

7.4.1 UCAS Undergraduate

Personal - O This - Al
el am elAP R: e 7 =

U320 -EmmaCe - Rull Aecese

207

* Yearcode Find

Blezse ekt the equired oplion

on me 2071 - 3P ANES WND 2PRIET BY (8 onOr De0%E) 15 Januany
Pesti15Jan: | -FPPIICANTS W no ADRIED ANeT 15M Januany
Confirmation - applicants st awzitng confimm atien decisions (TN
Confirmation - applicants st awziting confirmllen decisions (CF)
Al Applicants =0 - UpECants wih ouistanang decksons

This screen allows selection of an ODL with specified criteria, depending on the scheme:

On time — applicants who applied by (i.e. on or before) 15 January
Post 15 Jan — applicants who applied after 15 January

vV V. V Vv VvV

Confirmation — applicants still awaiting Confirmation decisions (conditional insurance)
Confirmation — applicants still awaiting Confirmation decisions (conditional firm)
All Applicants — applicants with outstanding decisions (regardless of when they applied)

Dates (or guidance, where applicable) by which decisions must be made for applicants in each
of the above ODLs can be found can be found at the top of the ODL screen and in the UCAS

Undergraduate Admissions Guide.

All ODLs show ‘real-time’ data for the selected criteria. Applicant records can be accessed, and

decisions made, via the ODL.
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Having selected an ODL, the system displays a list of applicants whose status matches the selection.
The following details are displayed:

choice (this does not indicate the applicant’s preference)

surname, forenames (if the name is highlighted this gives a link to the overview screen)
Personal ID

Application Scheme Code

course code

campus code

faculty code

vV V.V V V Vv vV
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> DEC (decision) —if there is a * in the right-hand box under ‘DEC’, you can enter a new decision,
view more details (such as why an application was withdrawn), or change the current decision.
Clicking on + generates a pop-up window, where you can select from a list of valid codes and
other options, if applicable.

If there is an X" in the right-hand box under ‘DEC’, the current decision cannot be amended.
reply

RBD date

applied on (date)

start date

vV V. VvV VvV

The search results are initially ordered by Personal ID, but can be ordered by any of the above
columns, by clicking on its title. Results may be downloaded as a pipe delimited (1) or .csv file for
internal use, if required.

7.4.2 UCAS Teacher Training

Outstanding Decisions List Menu

Plegse selectthe required oplion:

Weakly ODL = | 2076 - apDilcans Wnin 7 days of Meir RBD dake
Confirmation 2017 | 2016 -applicants still awaiing confimm aton decision=
On-Demand COL 2017 | & - QDL for all applicants althis point inlima

Weekly ODL — applicants within seven days of their RBD date.
Confirmation — conditional firm (CF) applicants still awaiting Confirmation decisions from the
training provider.

> On-demand ODL — all applicants currently with outstanding decisions.

Dates (or guidance, where applicable) by which decisions must be made for applicants in each of the
above ODLs can be found in the UCAS Teacher Training Admissions Guide.

All ODLs show ‘real-time’ data for the selected criteria. Applicant records can be accessed, and
decisions made, via the ODL.
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The search results are initially ordered by Personal ID, but can be ordered by any of the above
columns, by clicking on its title. Results may be downloaded as a pipe delimited (1) or .csv file for
internal use, if required.

Having selected an ODL.,, the system displays a list of applicants whose status matches the selection.
The following details are displayed:

round number —round 1 refers to Apply 1 and round 2 refers to Apply 2

choice number -1, 2, 3 refers to Apply 1, and 4 onwards refers to Apply 2

surname, forenames — if the name is highlighted, this gives a link to the overview screen
Personal ID

Application Scheme Code

training programme code

campus code

modular

part/full-time

DEC (decision) — of there is a # in the right-hand box under ‘DEC’, you can enter a new decision,
view more details (such as why an application was withdrawn), or change the current decision.
Clicking on + generates a pop-up window, where you can select from a list of valid codes and
other options, if applicable.

Depending on the status of the application and the stage of the application cycle, a message
may be displayed to indicate that it is the wrong time of year to process a transaction.

If there is an X" in the right-hand box under ‘DEC’, the current decision cannot be amended.
interview date

RBD date

applied on (date)

VvV V V V V V V VvV Vv vV
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7.4.3 UCAS Conservatoires

Please select ihe rediired ophion
Main ODL Al applizants with decisiens outs@nding
COnA rmaticn EANPICANTS ST CCominnAl (=0 00ve)

> Main ODL — all applicants with decisions outstanding.

> Confirmation ODL — all applicants still conditional, GC (guaranteed conditional), or VC (reserve
conditional).

Dates (or guidance, where applicable) by which decisions must be made for applicants in each

of the above ODLs can be found can be found at the top of the ODL screen and/or in the UCAS

Conservatoires Admissions Guide.

All ODLs show ‘real-time’ data for the selected criteria Applicant records can be access, and decisions
made, via the ODL.

{Page1aid)
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Choice ey THIOMIN  SCheme Instrument1 L, DEC Repy Applisdon  STrtdate Cuts rding
& AP £

The search results are initially ordered by Personal ID, but can be ordered by any of the above
columns, by clicking on its title. Results may be downloaded as a pipe delimited () or .csv file for
internal use, if required.
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Having selected an ODL,, the system displays a list of applicants whose status matches the selection.
The following details are displayed:

choice (this does not indicate the applicant’s preference)

surname, forenames — if the name is highlighted, this gives a link to the overview screen
Personal ID

Application Scheme Code

campus code

instrument 1

audition location

DEC (decision) — of there is a + in the right-hand box under ‘DEC’, you can enter a new decision,
view more details (such as why an application was withdrawn), or change the current decision.
Clicking on + generates a pop-up window, where you can select from a list of valid codes and
other options, if applicable.

Depending on the status of the application and the stage of the application cycle, a message
may be displayed to indicate that it is the wrong time of year to process a transaction.

If there is an X’ in the right-hand box under ‘DEC’, the current decision cannot be amended.
reply

audition date

applied on (date)

start date

overall fee outstanding

vV V. V V V VvV Vv vV

vV V. VvV Vv VvV
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8. MANAGEMENT INFORMATION MENU

This area allows the selection of a list of applicants depending on their decision/reply status in the
currently selected scheme.

All lists show ‘real-time’ data for your chosen criteria. Decisions can be made and applicant records
viewed by accessing these management lists.

You can select any of the lists to view or export them, if you use web-link: applicant data as
your main UCAS application management tool. To do this, choose ‘Export data’ to download
the files locally.

8.1 UCAS Undergraduate

‘:"W' - :': AR 2017 v |Yearcode [Fn:]

A0 EmmaCo Full Access

r.1anagemem Information Menu

FO0A& ME N0 View

Apphcants - invited to nterview |

Applicants . Declined interview request 2017

Applicants - Awailing response (0 interv iew requast T | 2016
Apphcants - Requesting alternative interview date

Applcants . Unconditional offer, no reply |
Applicans - Unconditional offor, firm roply . |
ADPPECANTS - URCORIMSNA] OITEr, TIFM reply (RIPA)
Applicants . Unconditional offer, insurance reply 2017 |
Applicants . Unconditional offer, declined 201
Applicants - Conditional offer, no reply 12016
Apphcants - Condibonal offer, frm reply <01/ | 201
Apphcants - Conditional offer, insurance reply |
Applicants - Conditional offer, dechned 2017 |2
Appiicants - Dolayed Contirm auon Docisions . 1201
Apphcants - Full Decision 201 7 | 201

Apphcants - Reject 201

Applicants - Withdrawal 2017 | 201

Applicants - Doclingd 2017 | 201

Apphcants - Cancelled Applcations :

Applicants - Completely Withdrawn 2017 | 201
Applicants . Movement List 2

Applicants - RED Stop List

Apphcants - UF regestered for Adustment
Apphcants . Placed elsewhere in Adjustment 7 2
Applicants - Acgquired through Adjustment 2 | 201

Apphcants - Clearing accept 201/ | 701
Applicants - Outstanding Clearing Decisions |2

Applicants - By Country (APR) < 201

RAD List
DBD List 2
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Having selected an item from the management information menu, the system displays a list of
applicants whose status matches the selection. The following details are displayed:

oyl Gk All ™| Year code | Find
R ma L | TR A
U20 - Emmaco - Full Access
[aow nicad | 1
7481 records bund Displaying 100 recomds per pag
(Page 1 of 78)
w1
2 colur : 1e = Dy tnat
Appiication
Surname, Course Campus Faculfy Applwd Year of Start DED
Cho Persona
“® Forenames e :’cm. code code code UoC NP o, Application date Date

choice (this does not indicate the applicant’s preference)

surname, forenames — if the name is highlighted, this gives a link to the overview screen
Personal ID

Application Scheme Code

course code

campus code

faculty code

DEC (decision) — of there is a + in the right-hand box under ‘DEC’, you can enter a new decision,
view more details (such as why an application was withdrawn), or change the current decision.
Clicking on * generates a pop-up window, where you can select from a list of valid codes and
other options, if applicable.

Depending on the status of the application and the stage of the application cycle, a message
may be displayed to indicate that it is the wrong time of year to process a transaction.

If there is an X’ in the right-hand box under ‘DEC’, the current decision cannot be amended.
reply

applied on (date)

start date

V V.V V V VvV VvV VvV

web-link — user guide  27.




8.2 UCAS Teacher Training

UCAS . | Gttr

Management Information Menu Rin Menu
Chaoge he list to view

Applicants - Intersew decisions 2017 | 2016
Applicants - Conditional offer. moreply 2017 | 2018
Applicants - Uncondmonal offer, no reply 2017 | 2018
Applicants - Condifional offer, firm reply 2017 |
Apglicants - Unconditional offer, firm reply 2016
Applicants - Unconditional offer, firm reply (RPA) 2017
Applicants - Declined 2017 | 2016

Apphicants - Delayed Confirmation Decisions © |
Applicants - Full Decision 2017 | 2C

Apglicants - Cancelled Applications - | 20
Appiicans - Completely Withdrawn 2017 | 2078
Applicarns - Movement List ]

Appiicants - For Accredred Programmes 2077 |

RBDList 2017
DR | et

ot Dats

L, |'gttr

ADE ints yndit
[oow ricaa: | (| | 1
14 records found

(Chck On a Column Ned dNg 10 OrDer resURS Dy Tat column)

Apphcation
Rouna Cnoce Surmame, Traming Trareng
Mo. No.  Forenames bl Progr L Mod Rl ﬁelmm

i
!
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Having selected an item from the management information menu., the system displays a list of
applicants whose status matches the selection. The following details are displayed:

> round number —round 1 refers to Apply 1 and round 2 refers to Apply 2

> choice number—1, 2, 3 refers to Apply 1, and 4 onwards refers to Apply 2
> surname, forenames — if the name is highlighted, this gives a link to the overview screen
> Personal ID

> Application Scheme Code
> training programme code

> campus code

> modular

> part/full-time

> DEC (decision) — of there is a + in the right-hand box under ‘DEC’, you can enter a new decision,
view more details (such as why an application was withdrawn), or change the current decision.
Clicking on + generates a pop-up window, where you can select from a list of valid codes and
other options, if applicable.

Depending on the status of the application and the stage of the application cycle, a message
may be displayed to indicate that it is the wrong time of year to process a transaction.

If there is an X" in the right-hand box under ‘DEC’, the current decision cannot be amended.
reply

entry month

entry year

interview date

applied on (date)

VvV V. V Vv V
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8.3 UCAS Conservatoires

Management information Me
Choose he istio view

REBD List

B0 List

ReserveList

ADDICANTS STATUS LIST |

Applicants - Delayed Confirm ation Decisions
Applicants - Reject

Applicants - Daclinad

Applicanis - Cancelled Applications
Appiicants - Completely Withdrawn
Applicants - Movement List |

Or Applicants

QJ Apgicants

@ Applcants (RPA)

VC Applicants

VU Apphcants
AF Applicants

RBD list

DBD list

Reserve list (VC and VU applicants with replies)
Applicant status list (a full list of applicants, with their current status)
Applicants — reject

Applicants — declined

Applicants — movement list

GC applicants (quaranteed conditional)

GU applicants (guaranteed unconditional)

GU applicants (RPAs)

VC applicants (reserve conditional)

VU applicants (reserve unconditional)

AP applicants (audition pending)

vV VV V V V V V V V V V.YV

g e
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Having selected an item from the management information menu., the system displays a list of
applicants whose status matches the selection. The following details are displayed:

choice (this does not indicate the applicant’s preference)

surname, forenames — if the name is highlighted, this gives a link to the overview screen
Personal ID

Application Scheme Code

course code

instrument 1

audition location

DEC (decision) — of there is a + in the right-hand box under ‘DEC’, you can enter a new decision,
view more details (such as why an application was withdrawn), or change the current decision.
Clicking on + generates a pop-up window, where you can select from a list of valid codes and
other options, if applicable.

Depending on the status of the application and the stage of the application cycle, a message
may be displayed to indicate that it is the wrong time of year to process a transaction.

If there is an X’ in the right-hand box under ‘DEC’, the current decision cannot be amended.

> reply

> applied on (date)

> start date

>
>
>
>
>
>
>
>

The following management information lists are available for all schemes:

8.4 RBD lists — all schemes

Applicants who have not been given a decision from your provider or school before the deadline are
rejected by default (RBD). They will appear on this list prior to the next RBD taking place.

8.5 DBD lists — all schemes

Applicants who have received a decision from your provider or school but have not replied by their
deadline are declined by default (DBD). They will appear on this list prior to the next DBD taking
place.
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8.6 Export data — UCAS Undergraduate

This screen enables you to choose the data files to be exported. This is only available to providers
who use web-link: applicant data as their main application management tool.

P"“:"FE [ . l‘:: an |zo17 ~ Year code [rind |
C42 -EmmacCo - Full Acoess
Piease selert the requinred opiion
Applicant Data 1 General applicant aata [select csv] pips| 1
Al =20l Dala 2 APPIICENT DEC kground dala |seseCT | ]
Applicant Data 3 HESA Student Retum details [select | | ]
[available aner the end of cytie]
Applicantcoded informat on [select csv| | ]
Applicant choices infom ation [select | ]
Applicant qualificaions and [saiact | ]
addiional 231 information
Mpplicant Acliviies [sedect | ]
ABL match oetails [sedect =5 v| 1
ABL resulk [sedect == | 1
: Clearing details on prevous applicants [select | 1
ApplicantData 11 Cancelled and substivied applicants [select | 1

Ales available for dowmload (Note: These .csvand pipe files are contained in zip files see Help)

File number {HE name File Created Flle format

Holles avadable for downioad

Ales not yet completed

Rie Dater d }Flefm’nat |0puns

g
Holles requested

Files can be downloaded either in .csv or pipe-delimited (1) format. Clicking one of these options

will generate a file request, the status of which can be viewed under ‘files not yet completed'. The
‘options’ column will either show ‘processing’ for files that are in progress, or ‘cancel’ to give you the
option to delete the request.

The system will not allow multiple requests for the same data file and format, if these have not yet
been processed.

Data file requests will be regularly processed throughout the day, in ‘date requested’ order. Once a file
has been processed, the entry will be removed from the ‘files not yet completed’ section and a new
link will appear under ‘files available for download'. Files in this section can be saved to a local PC, by
clicking on the file name and following the prompts. The .csv or pipe delimited files are contained in
zip files.

Note: files will remain available for collection until they are replaced by a new version of that file.

This facility is restricted to providers or schools with fewer than 10,000 UCAS applicants.
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8.7 Export data — UCAS Teacher Training, UCAS Conservatoires

This screen enables you to choose the data files to be exported. This is only available to providers
who use web-link: applicant data as their main application management tool.

Export Menu 2in Menu --» M

Flease selact the requined opaon

General applicant data

Applicant bac kground data

HESA student relumn detalls [avallabie after fhe end of cytie]
Applicant ended infam ation

Applicant cholces |nformation

Applicant qualifications and additonal st iniormation
Gancelled and substiuted appicants

Appl icant other languages

Appd lcant schnol and work experience

Export Menu 3
Please selecl the required oplion

General applicant data
Applicant background
HESA siudent reurm d
Applicant coded informmation

Applicani choices and offer details

Applicant qualifications and additional testinformalion
Applicant examination match stalus

Applicant examinalion match stalus and resuls
Cancelled and subskiuted applic ants

Applicant educ ation inform ation

[available after he end of cycke]

A description of all the fields contained in the selected file is displayed by clicking on the required
item in the list. Also displayed is the size of each field, and the number of records that will be returned
in the exported file.
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cant File 6 > >
This fie provides you with applicant’s qualifications and audifonal kst information for applicans who have applied lo you
Wumber of records In file = 684

fdow nicad: | 1

The file formatis shown below

Descripion of field contents Sue
Parannal Il 10

Application Scheme Code

Cuahfication ID 10

| estamp of lastchange Date/Tme:
Guaincalion Type 280

Aur arding Body 10

Sulby ectunitim odu leom ponent name | 100
Grade 20
[Practcal aroce 20

Month ofQualifcalon result

Year of Qualifcalion resuit

Applicant File 9

This Me provides you w ith cancelied dand subsUiued applicants . wil a redson i he cancel aton, for appicants who nave appiled o
you

Humber of records in file = 20

[cownioad: csv | pipe]

The file formal s shown below

Descrpuon of held coments | Size
Parzonal I 10

Application Seheme Code 4

Timestampof lasichange CaleTime
Y - SuUbs iuieq 1

¥ - Cantelien 1
Date Cancelled Date
Reas on for Canceliation 20

You can download the information in .csv or pipe-delimited format.
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9. REFERENCE INFORMATION MENU

This screen enables you to choose the data files to be exported. This is only available to providers
who use web-link: applicant data as their main application management tool.

Pearsonal This | I
T — o S AN (2017 | vearcede [Find]

A20 - EmmaCo - Full Access

Reference Information Menu
Note: To download each setofdata in csv or pipe-delimited format, click on the ‘download’ link on each screen

UCAS standard aobreviations and iext (used in gmers
Inclitution’'e o'wn abbroviaions and toxt iuced in offore
Exam gubjact codos and names
Listofd re'grence cam last amended
Ajea of Permanent Residence (domicie) codes
Awarding bodies’ codes and names
Care codes and names
Care durafion codes and names
Country of birth codes and names
List of UCAS courses
| List of criminal convictons declarabon codes and names
¥ Draabibty codes and et
L Emor codes and text (used in transaciona)
| i ent Estabhshmentoroup codes and text
Et Ethniz ongin codes and text

Exa Exam levels and descriptions

I Faa CO06s and WX

Highest ex . " aleen Highest expacied qual feation codas and et

Highes fica pltainedier pecled Highest qualific ation allainedfexpecied codes and text

lifes as < Identifes as ransgender codes and texi
st List of insftutions
List of insfitutions recomied as Joint Admissions Enfilies for certain courses
M National ty codes
Crher aducational qualification codes
Subject abbreviat ons and tex (useg in offers)
P t Higher tion Afte »  Parent Highar Education Atendance codes and test
Pa sccupation SOC 200 Parental occupation SCC 2000 codes and text
Paren - P Parental occupation BCC 2010 codes and text
R Region cotes and text
Rell VE | Relgion/Baliaf codes ano taxt
’ Residential cakegornes
List of schodls
List of school contacts
School typs codes and text
School y=ar codes and text
Sexual onentation codes and text
Sotio-economit codes and fext
Sponsor typa codes and text
LICAS apnlicant stats codes
Feam qraneaa and rarfacnres

As well as being displayed on screen, each list (or data set) can be downloaded in .csv or pipe-
delimited format.

> Abbreviations — general: (all schemes) UCAS standard abbreviation codes/ descriptions to
be used in offers. Indication is given whether a code is valid for use in unconditional offers,
withdrawal decisions, release into Clearing (not applicable to all schemes), and Tariff offers.

> Abbreviations — own: (all schemes) provider or school’s own abbreviations/ descriptions to use in
offers.

> ABL subjects: (UCAS Undergraduate, UCAS Conservatoires) ABL codes for all exam subjects
matched by UCAS as part of the Confirmation process.
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Amendment dates: (all schemes) dates when reference data was last amended.

APR: (all schemes) area of permanent residence (domicile) codes, descriptions, and LEA

flag awarding bodies (UCAS Undergraduate, UCAS Conservatoires).

Awarding bodies: codes and names of awarding bodies.

Conservatoires: (UCAS Conservatoires) details of conservatoires, if applicable.

Care codes: (UCAS Undergraduate) care codes and descriptions.

Care duration codes: (UCAS Undergraduate) codes and descriptions.

Country of birth: (all schemes) descriptions of country of birth codes.

Courses: (all schemes) course data.

Criminal convictions declaration: list of codes for criminal convictions declarations and their

descriptions.

Degree subjects: (UCAS Teacher Training) degree subject codes and descriptions.

Disability: (all schemes) codes and descriptions.

Error: (all schemes) error codes and text used in transactions.

Establishment group: (UCAS Undergraduate, UCAS Conservatoires) establishment group codes

and descriptions.

Ethnic origin: (all schemes) codes and descriptions.

Exam levels: (UCAS Undergraduate, UCAS Conservatoires) exam levels and descriptions.

Fee: (all schemes) fee codes and descriptions.

Highest expected qualification: (all schemes) highest expected qualification codes and text.

Highest qualification attained/expected: (all schemes) highest qualification attained/expected

codes and text.

Identifies as transgender: (all schemes) identifies as transgender codes and text.

Institutions: (UCAS Undergraduate) all providers in the UCAS Undergraduate scheme.

Instruments: (UCAS Conservatoires) all instruments for which courses may be available through

the UCAS Conservatoires scheme.

> Joint admissions entities: (UCAS Undergraduate) all providers that are recorded as joint
admissions entities for certain courses. For more information, please refer to the relevant section
in the UCAS Undergraduate Admissions Guide.
Nationality: (all schemes) codes and descriptions.
OEQ: (UCAS Undergraduate, UCAS Conservatoires) other examination qualifications codes and
descriptions.

> Offer subjects: (UCAS Undergraduate, UCAS Conservatoires) subject abbreviations and
descriptions (used in offers).

> Parental Higher Education Attendance: (UCAS Undergraduate, UCAS Conservatoires)
codes and descriptions.

> Parental occupation: (UCAS Undergraduate, UCAS Conservatoires, UCAS Teacher

Training) codes and descriptions.

Regions: (UCAS Undergraduate, UCAS Teacher Training) codes and descriptions.

Residential: (all schemes) residential category codes and descriptions.

Schools: (all schemes) alphabetical list of schools, colleges and careers offices with contact details

and addresses.

School contacts: (all schemes) all school contacts.

School type: (all schemes) codes and descriptions.

School year: (UCAS Undergraduate) codes and descriptions.

vV V VvV VvV VvV V. .V V VvV Vv V v Vv

vV V. .V Vv VvV

v Vv
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> Socio-economic: (UCAS Undergraduate, UCAS Conservatoires, UCAS Teacher Training) codes
and descriptions
Sponsor type: (UCAS Undergraduate) codes and descriptions.
Status: (all schemes) applicant status codes and descriptions.
Tariff: (UCAS Undergraduate, UCAS Conservatoires) Tariff scores and the equivalent exam levels
and grades.

> Training providers: (UCAS Teacher Training) all training providers in the UCAS Teacher Training
scheme.
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10. PROVIDER, CONSERVATOIRE, OR TRAINING
PROVIDER INFORMATION MENU

Here you can view details of codes and abbreviations used in making offers, and view copy form
batch details.

Personal = M
T ———— © m% O am 2017 | Yearcose [Find]

U20 - EmmaCo - Full Access

Institution Information Menu

CNoose e requireda opnon

There are two lists of offer abbreviations, each showing the code or abbreviation and the text
(generated by it) which will display in Track to the applicant.

Own offer abbreviations — displays a list of your current own offer abbreviations.

4] I ® e O mn (2017 V| veareedo [fina
L20 - Emmats - Full A
Own offer abbreviations Main Menu - Institution Inform ation Menu
Chck on a code o vewiediacie an omer lefier abbrevaton tex ek here 10 add a new ofer abbrav aton
Code | Ofrer iettertext Last updated
1 nfinal year moauies 28-11-2006
exciuding Common Skilis 26-11-2000
or 28-11-2006
4 Al HIgner Leye 2B-11-2006
05 Successiul completon for Year 1 enry 20-11-2006
n e approgriaie Sclence modules 29-11-2006
for enr)-mm inaly=arwa lhcgng Course 01-12-2006
8 Foundafion Access Course 04-12-2006
with 04-12-2006
alleast 04-12-2006
or above 03=12-2006
2 or Grade C at Ordinary Level 06-12-2006
BF PASS In Quantiiatve Methods and Communicaton SHils 06-12-2006
or PASS in Comm unic alion Skills 06-12-2006
5 orf MERITin Quantitative Methods and Communication Skills 06-12-2006
GGSE atgrade GG orabove In 07-12 2006
17 2 lurther subjects 11-12-2006

The ‘click here’ link adds a new abbreviation to the list. Offer text is a maximum of 250 characters,
including spaces and punctuation.
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s Itl | 8 g O MI 2017 V| Year code |Fd
UZ0 = Emmaco = Full ACcess
Code: fid ord
Descrptom

260 characlers remaining

Add

Clicking ‘add’ takes you to the ‘Edit own offer abbreviation screen’, and will display ‘insert successful’
at the top of the screen. A new code (e.g. 08) will replace the *new record” text shown previously.

(This screen can also be accessed by clicking on the required code to the left of the offer letter text in
the main ‘Own offer abbreviations screen’).

Once in the ‘Edit own offer abbreviation’ screen, the non-editable offer code (e.g. 01) and the current
description is displayed — this can be edited or deleted.

Pt sunal 1 - This - 07 W

Wi teunenph: | . (L A vean cose [Fn]
A4 - philly - Full Aceeas

I
" nsort s
(=
DescIpton| vou did non send your porfolio co us in Cime

205 ot ret r
Updote Delzte

Standard offers — displays a list of your current standard offers.

mMonal“[ ] 0 m: Al 2017 | Yearcode [fina)

U20 - Emmacy - Full Accwss

Ny stancdard affers frund I add noe

The ‘click here’ link adds a new standard offer. Standard offer text is a maximum of 100 characters,
including spaces and punctuation.
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H‘;::::J:R [

20 - Emmace - Full Aceest

- Al | 2007 | Year code | Find

Please ersune fnse form alberdis enclosed in doubke guokss

Code:

* new reeon ¢

Nam g

Offer text |

100 CRATCETS rem aming

[ada|

Clicking ‘add’ takes you to the ‘Edit standard offer’ screen, and will display ‘insert successful’ at the
top. A new code (e.g. 01) will replace the *new record” text shown previously.

O A il v e code [Fnd]

Pesonal | rpy This
EiMane AIR: T et
ABO . phil . FUll Recees
dit sta rd of
i
(Narne: [Bionsvenn a
(el T} oo BEo Part 1 vith an overall everage of B
ineludirng a § in all Faths medales™, 4K
16 chara e s
| Upciate | [ Delets |

(This screen can also be accessed by clicking on the required code to the left of the offer letter text in
the main ‘Standard offers’ screen).

Once in the ‘Edit standard offer’ screen, the non-editable offer code (e.g. 01) and the current
description is displayed — this can be edited or deleted.

Copy form batch details (UCAS Undergraduate, UCAS Teacher Training) allows you to view
production details of application copy forms for your provider or school. The batch date indicates
the production date of the copy forms. It is normally expected that forms are received within three
working days of production.

web-link — user guide ~ 40.




I/NameAPR ——— * Inst

U20 - EmmacCo - Full Access

AN 20T ' Yeareode Find

The tables below detail the procuction of copy applicatonforms Ir.r'_..'“.-l.r insthtution The baich date ind cates the production a2

lhe copy foms, we would norm ally expecl you lo receive e omMs within 3 working days of produclion. Il you hawe nol received the

fomm s within his period please contact 01242 544626

UCAS

Batch|  Individual memr | oo ”"'";W
No PDFs Printing Forms
E26 | PDEs for 6626 | or 662 16-01-2017 |42

6624 |PDFs for 6624 |PDF for 6624 |15-01-2017 |33

6622 |PDF:s v 6622 |PDF D[ 6622 fr‘l-lCl' 2017 |124

6620 | PDES ©or 6620 FDE Br 662 13-07-2017 1103
518 |12-01-2017 |68
6616 |10-01-2017 |37

POF re614 |10-01-2017 |35
POFbre612 |06-01-2017 |26
PDF r6610 |05-01-2017 |33

PDF Dresos 04-01-2017 |9

POF for 660 :',':LU‘-,' 1T |9

POF for 6604 !::“ 01-2017 |2
' & .

POF ©r 6600 2
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11. RECORDS OF PRIOR ACCEPTANGE (RPASQ)

AND OVERSEAS PARTNERSHIP FORMS (OPF

11.1 RPAs (UCAS Undergraduate, UCAS Teacher Training, UCAS Conservatoires)

Applicants are encouraged to apply within published timetables, through schools, colleges and
careers offices. However, we recognise that a number of applicants may not do so. The RPA was
introduced to keep as complete a record as possible of those accepted into higher education, and to
assist providers and schools in compiling their databases and avoiding fraud.

There are two types of RPAs you can use for applicants who are already qualified, or who have been
subject to your own checking process, and confirmed as ‘new’ applicants.

> The non-EU RPA is intended to facilitate overseas applications.
> The RPA for EU and UK applicants, is intended for use very late in the application cycle.

These are available at predetermined points in the cycle (see the relevant Admissions Guide for these
dates).

The applicant consents to us processing the information by accepting the UCAS terms and
conditions.

RPAs are only accessible via the applicant Data section of web-link. But there is an opportunity to
print a copy when processing the data.

When received, the acceptance is recorded as UF at choice 1 (GU1 for UCAS Conservatoires), and
electronic records are sent to the provider or school.

The RPA collects the minimum amount of data required, so a number of fields (for which data has
not been collected during the application process) will show default data when electronic records are
made available to the provider or school.

A PDF version of the RPA is available to download via web-link. This allows you to collect the data
(including the applicant’s signature), and submit the information at a convenient time.

The processing of RPAs begins every weekday at approximately 08:45. Those entered after
this time will appear in web-link after 09:30 the following day.

web-link does not automatically check if an applicant is already live in the system. You need
to check this before using an RPA, by doing a name search at all providers. We will cancel
any duplicate records.
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11.2 Non-European Union RPA

Rereonai ® me Al (2017 ¢ Yearcods [Fuu
20 « EmmaCn = Full Access
Mot can Unlon RI

Please note this RPA must not be wsed for EUApclicants. Any received by USAS will be cancelled. The EU RPA will be available in

Fabnary.

Plaazs nole that the pracezsing of R AS bagine suanyweed
0 a.m. on the following day.

web-link afier 8:

WieE-Irk o
anRPA

Y Appl CANT infiomm ation

atappmmataly O-45 a m

25 hose anerad aferthis tma will appaarin

il Al ol in e sysken before wsing

1

Tithe Please Selecd v

[Forenames

Surnama or family
nam e

Gender Please Select. v

Date of barth 1 ddEnmAYy

Address lioe 1
—

Addreas line 2*

Aodress line 3

Address line 4"

Courtry (a2t | ease select. v

Postoode (UK Only)

11.3 European Union RPA

20 - Adl Aecass

O (2017 | Yearcode [ring

European Unlon

Piease noke hatthe p
web link afer 030 am. on e following day

ants am not aircady lve | n the
ate reconds will be canced ad by L

Mondatory appiisant infarm ation

Tite Please Select. ™

gins everyweekoay at appoamately 845 am

S0

mer ihis tme will 3ppearin

m_ Please ensue apphcant are not n e sysiem before using

1 I 1

| Forenames

;F.‘urmm-nrruniy
|nama

| cander

|Date of birth eq cdmmiyy

|nadress ine 1

|Acdress ez

| Address ine 3

|Address mne 4

| Country (Overseas

|ony) Hlease Salect. b

|Posteade K Only)
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11.4 OPFs (UCAS Undergraduate only)

We recognise that some of our providers, either singly or as part of consortia, have partnership
arrangements with overseas colleges, where, on completion of the overseas element of the
programme, the student progresses either to the single UK provider, or one of the providers of a
consortium. In these circumstances, submitting an application through the usual procedures may not
be appropriate.

Therefore, providers are asked to notify us of the details of these arrangements, using an Overseas
Partnership Notification statement, which can be obtained from the HEP Team. This information will
not be shared with third parties, but used to verify overseas partnership records and help resolve any
difficulties during Confirmation and Clearing.

Capitation fees are waived for students accepted through these arrangements. There are no
applicant fees associated with OPFs.

Once we have processed a completed Overseas Partnership Notification statement, the OPF facility
becomes available to providers who have agreed to use it from the main menu of web-link: applicant
data. You can print a copy when processing the data. The applicant consents to us processing the
information by accepting the UCAS terms and conditions.

When received, the acceptance is recorded as UF at choice 1, and electronic records are sent to the
provider.
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https://www.ucas.com/providers/services/contact-us#hep

12. APPLICANT OVERVIEW

This screen shows an overview of the information supplied by the applicant. The record may be
printed, if needed, using the ‘print this applicant’ link near the top right of the screen.

Personal This [
= _u,kl ] il st o A 2017 v | Year cooe Find|

OVERVIEW ATION
s ppe

< oL

Tide & Forenames:

Surnam e Personal IB:

Prwdous Surname.

Prefemed First name:

Address: | Application Scheme Codec
Uricpuse Learmmer Number
I1SA Number:
TOERL Number:

Postcoce: IEL TS Murm b

Country: ARPIGATION SCUrce:

Returned Post

G Dlatw & pplied.

Date of Birth: Fee cooe

Age at 15t Seplem ber: Student Suppaort Arrangem ents -

Mobile hurm ber: Arwa of Permanent Res dence:

HOM & NumBer: Retidental Category:

fmae | I

Scottish Cancidate Mum ber: Crim inal Somvic tions:

BTEC RegIstration NumDer: IS ADET)/SPeciAl Neecs:

Correspondence m Welsh: Country of Barth:

Progress file (UK Snly): | Nationaliy:

There are links to take you to other screens containing further information:

supp info: (UCAS Conservatoires) supplementary (personal) information

further choice details: (UCAS Undergraduate) the information, if any, supplied by the applicant in
‘further details’ in the choices section of the application. Applicants only provide this if indicated
to do so by the provider (by a course note or footnote attached to the course record)
qualifications: (all systems)

education: (all systems)

exam results: (UCAS Undergraduate, UCAS Conservatoires) including unit grades if the

provider or conservatoire has opted to receive them

employment: (UCAS Undergraduate)

personal statement: (all systems)

work experience: (UCAS Teacher Training)

referees: (all systems)

fees: (UCAS Conservatoires)

Clearing: (UCAS Undergraduate) this is only shown if Clearing has started and the applicant

is eligible

vV V.V V V V V VvV VvV

The overview is split into three areas: personal data, qualifications summary, and course choice(s).
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12.1 Personal data

Most items are self-explanatory. Those requiring additional comment are:

Clearing number — only shown if applicant is eligible for Clearing (UCAS Undergraduate only)

Application Scheme Code — indicates whether the applicant has previously submitted another

application (in a previous cycle)

application source — for details, go to reference information menu

fee code — for details, go to reference information menu

residential category — for details, go to reference information menu

disability or special needs — for details, go to reference information menu

post 15 Jan — Yes’ means application received post-15 January; ‘No” means application received

on or before (UCAS Undergraduate only)

> late — (UCAS Conservatoires) ‘Yes' means the application was received after the on-time deadline
for applications. ‘No” means the application was received on or before this date

v

VvV V. .V Vv V

There is no late application date for UCAS Teacher Training.

12.2 Qualifications summary

GCE (A+AS)| VCE(A+AS+Dble) SOA Winter A | Previous summer | Previous summer Kev Skills
expected expected levals Alavels AS levels ¥
N
Nl aTEC e acel ® Omgr enl._rcatlonal P revlaus_mher educational
qualifications qualifications
oo 002 Manual Dip Pro-U PrL

> The number of qualifications expected to be passed are shown for GCE (A+AS) and (A+AS+Dble).
The maximum value is nine.

> SQA codes are:
— 1: applicant is taking Highers, Advanced Highers, Intermediate 2, Core Skills
—or HNC/HND
— 2: applicant holds previous Highers, Advanced Highers, Intermediate 2, or CSYS taken in 19995,
or later. Or applicant holds an HNC/HND
— 3: any combination of these

> Winter A levels indicates the number of GCE A+AS exams being taken during the November —
April period in the current application cycle. The maximum value is nine.

> Previous summer A levels indicates the number of GCE A levels achieved in the summer preceding
the current application cycle. The maximum value is nine.

> Previous summer AS levels indicates the number of GCE AS levels achieved in the summer
preceding the current application cycle. The maximum value is nine.

> Key Skills/Essential Skills Wales/Functional Skills — Y/N indicates if the applicant is taking any Key
Skills qualifications.

> Vocational/BTEC fields indicate if the applicant will complete their qualification by the summer of
the current application cycle. This covers:
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1. HNC/HND
2. NC/ND/Ext Diploma/90 Credit Diploma
3. Foundation Art/Design
4. National Award/Subsidiary Diploma
5. BTEC Level 3 Certificate
6. BTEC Level 3 Award
> ILC (Irish Leaving Certificate — only taken in Eire) indicates if the applicant will complete their
qualification by the summer of the current application cycle.
> Code Y under AICE indicates the applicant is taking the Advanced International Certificate of
Education: a university entrance level exam (equivalent to AS) offered abroad by UCLES.
Code Y under IB indicates the applicant is taking the International Baccalaureate.
Pre-U indicates the level of the Pre-U qualification being taken by the applicant (1: Certificate, 2:
Diploma).
PrL indicates if the applicant is taking Principal Learning.
0Q1 codes are:
— A: CACHE (Council for Awards in Children’s Care and Education) qualifications taken in the
current year
S: IFS (Institute of Financial Services) qualifications taken in the current year
> 0Q2 codeis:
— M: current music exams at Level 6,7 or 8 through ABRSM (Associated Board of the Royal
Schools of Music), GSMD (Guildhall School of Music and Drama), LCMM (London College of
Music and Media), Rockschool or Trinity College London
> Other educational qualifications include:
No qualifications
1 UK graduate
2 Commonwealth graduate
3 EC graduate (excluding UK)
4 Other overseas graduate
5 See list under ‘Previous other educational qualifications’
6 Partial degree credits
7 See list under ‘Previous other educational qualifications’ on or before (UCAS Undergraduate
only)
8 See list under ‘Previous other educational qualifications’
9 Baccalaureate (excluding International Baccalaureate)
J Other qualifications UK
K Other qualifications overseas
L Access
P Foundation
Q See list under 'Previous other educational qualifications’
R Scottish vocational — lower
T Scottish vocational — higher
> Previous other educational qualifications include:
1 UK graduate
2 Commonwealth graduate
3 EC graduate (excluding UK)
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4 Other overseas graduate
5 BTEC HND/HNC

6 Partial degree credits

7 Certificate of Education
8 BTEC ND/NC

9 Baccalaureate

J Other qualifications UK
K Other qualifications overseas
L Access

P Foundation

Q GNVQ

R Scotvec — lower

T Scotvec — higher

12.3 Choices — UCAS Undergraduate

In order to maintain ‘invisibility of choices’ between providers in the UCAS Undergraduate scheme,
the choices displayed are restricted to your provider. Applicants other choices are displayed only
when they have reached what is sometimes referred to as a final state’ — they have no decisions
outstanding and have replied to all offers received (if any). The ‘invisibility” status is shown
immediately above the course choice section.

For each choice displayed, you can view the following information:

> Clearing number — only shown if applicant is eligible for Clearing (UCAS Undergraduate only)
> Application Scheme Code — indicates whether the applicant has previously submitted another
application (in a previous cycle)

|F~ﬂm|l¢ﬂ Processed; 1301-2017 Emered UK
Last Change: 13.01-2017 Post 18 Jan: No
School: Agply Cniine UK Last sducational estabilshm ent: AD006
POLARZ Se6re i EEofHSR Ingéx oF MU BIE Déprmation:
POLAR] Score: 4 ‘Wales Communities Arst
Student Visa Required: Student Visa $tudy UK
Passport Number: Passport lssue Date:
Fassport Expiry Date: Passport Flace of lssue
Mom inated Name: Mom inated Relations hip:

OCE (A+AS] | VCE(A+AS4Dble) | .. | Wintera | Prewous summer | Prevous summer | -

supactea s pecwa Ievde Al A5 leveis iy
| In

+
Other educational | Previous other educational

Vecational | BTEC | LC AICE| 1B

Loy | it a i | qualifeatmem
| | [
| o | oaz | wmamal | Dp | Preu | P
| | v |
1151041 Ty appilics

Sum ] Crim
nst Entry sant |Referral| Decision Last
Cnoice|Pret|Rnd| | Course| Camp| Fac | Dacision| Reply | of portd "™ ee oate  |oane smsummmcw
Conds | declared
| | 01 14301 13-01
1 ! 1] 40 1 F i a- | 017 17
2017 |2 . :
4 V20 |B740 M 1EF | 9 f.-._.‘l'_{," | lqit'
a7 |”
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choice (this does not indicate the applicant’s preference)

Pref (relates to Route B — no longer applicable)

Rnd (relates to Route B — no longer applicable)

institution or school code

course code

campus code

faculty code

DEC (decision) — of there is a + in the right-hand box under ‘DEC’, you can enter a new decision,

view more details (such as why an application was withdrawn), or change the current decision.

Clicking on * generates a pop-up window, where you can select from a list of valid codes and

other options, if applicable

Depending on the status of the application and the stage of the application cycle, a message

may be displayed to indicate that it is the wrong time of year to process a transaction

If there is an X" in the right-hand box under ‘DEC’, the current decision cannot be amended

> reply —if you have sent an ‘invitation’ transaction, the applicant’s reply will be displayed here (see
above). If an offer has been made and the applicant has accepted it, this will be shown here

> sum of conds (summary of conditions) — can be expressed in grades or Tariff points —
automatically generated from the coding used on the offer screens

> Entry point (indicates which year of the course the applicant would join, for example “1" means

the first year of the course, ‘0" means a foundation year leading onto year 1 of a degree course)

VvV V.V V V VvV Vv vV

> Home — indicates whether the applicant be living at home while studying

> start date

> referral date

> decision date — the date the decision was entered, or the date of the reject by default,
if applicable

> substituted — the date a substitution was made, if applicable

last change — date of the last change to the data affecting this choice
the applicant’s Adjustment status is also displayed — N /A, registered for Adjustment, or
acquired in Adjustment
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12.4 Choices — UCAS Teacher Training

To maintain ‘invisibility of choices” between providers in the UCAS Teacher Training scheme, during
Apply 1 the choices displayed are restricted to those for your training provider or school. The
applicant’s other choices are displayed only when if they reach the Apply 2 stage.

Apply 1 screen:

Application Processed. 13012017 Entened UK:
Last Change: 13-01-2017 Post 18 Jan No
Schoel: Apply Online UK Last educational estabiis hment 40006
POLAR2 Score: 4 Scottish Index of Multiple Deprivation:
POLARZ Score: 4 Wales Communities RArst
Student Visa Required: | Student Visa Study UK
Passport Number: Passport lssue Date:
Passport Expiry Date: Passport Place of lssue:
MNomina ted Name: Mominated Relations hip:

GCE(A+AS] | VCE(A+AS+Dble) saA Winter A | Previous summer | Previous summer -

expected expected levele A levels AS levels i)

H
. Other educational Frevious other educational
Vocational | BTEC | LC AlCE| 1B
o qualifications qualifications
0q1 002 | Manual | Dp Prey [ pr
Y ]
INVI5 1041 Ty Applies
sSum | Crim
Inst Entry Start | Referral Decision Last
Chotce| Pref| Rd| .y Course| Camp| Fac | Dectsion{ Rerwy (of | . | Home) oo,y (ouie Substtuted /0 |conv
L ; & 13-01 13-01
1 UZ0 |B7a '] F |REF N 9- |- el )
2017 |%0 e

4 vzo |s7d0 [m  |F |REF > |In ] . el e

round number —round 1 refers to Apply 1, and round 2 refers to Apply 2

choice number —1, 2, 3 refers to Apply 1, and 4 onwards refers to Apply 2

train code (training provider code)

training programme

campus

modular —Y = course is modular; N = course is not modular

part-time — P = part-time study; F = full-time study

DEC (decision) —if there is a + in the right-hand box under ‘DEC’, you can enter a new decision,
view more details (such as why an application was withdrawn), or change the current decision.
Clicking + generates a pop-up window, where you can select from a list of valid decision codes
and other options, if applicable

Depending on the status of the application and the stage of the application cycle, a message
may be displayed to indicate that it is the wrong time of year to process a transaction

If there is an X" in the right-hand box under ‘DEC’, the current decision cannot be amended

> reply —replies are recorded in real-time; blank indicates reply outstanding or not required,
depending on the type of decision made

VvV V. V V V VvV VvV VvV
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> decision date — the date the decision was entered, or the reject by default (RBD) date, if
applicable

interview date

cycle year

referral date

last change (date of the last change to the data affecting this choice)

vV V. VvV VvV

For all schemes, at the bottom of the screen is a summary of the applicant status, e.g. referred,
placed, awaiting confirmation reply.

12.5 Choices — UCAS Conservatoires

There is no invisibility in the UCAS Conservatoires scheme, and you can view all the applicant’s
choices. However, you can only use the DEC + option on your own choices.

Earhest start date: 01-08-2017 Country of Birth: unied Kingdom
Degree awarded date: 0106100 Natonality: -L K nationa
Application Processed: 11-11-201 Emterad UK:

Application source:

Unavailable Interiew dates Natonal Identity 1: [Engist

Late: No Natonal identsty 2: 'I'._::é.‘: o ableM ot 'lt‘f.L""'Z':d
Passpon Number: Passport lssue Date.

Passport Expiry Date: Passport Place of ssue:

Student Visa Reguired:

Prof sKills 1est registaraa: | o4 POt SKills 18T risg no:

I..l‘hugj_ Fntdih 20-07-2016 !i.mural:l! test date m:'.!‘.].l 7201
LDmer LanQuages (InCiuang Welsn and asiic

Mo detils]

English Maths sclence Degree Subject Class

NS IDehTy Apodies |

| ™ C
Round w”]lnn Traming o Part| Reply Decision |Interwew Cycle |Referral |Last o
|eoas rAmma me Dats Dats Year |Date Cha
prog |campus - mur-ﬂr
1 +
‘r 126 |2m0v N IF |rerF l l 24T "I_" C:’.’I 12
Iowrnll Apphcamt Statum: Heterred ]

choice (this does not indicate the applicant’s preference)

cons code — conservatoire code

course code

instrument 1

instrument 2

study type (main, secondary, joint, or alternative)

audition location

DEC (decision) —if there is a + in the right-hand box under ‘DEC’, you can enter a new decision,
view more details (such as why an application was withdrawn), or change the current decision.
Clicking + generates a pop-up window, where you can select from a list of valid decision codes

and other options, if applicable.

vV V.V V V VvV Vv vV
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Depending on the status of the application and the stage of the application cycle, a message
may be displayed to indicate that it is the wrong time of year to process a transaction
If there is an X’ in the right-hand box under ‘DEC’, the current decision cannot be amended

> reply —replies are recorded in real-time; blank indicates reply outstanding or not required,

depending on the type of decision made

> sum of conds — (summary of conditions) can be expressed in grades or Tariff points,automatically
generated from the coding used on the offer screens

> POE - (point of entry) indicates which year of the course the applicant would join, e.g. 1 means
the first year of the course, 0 means a foundation year leading onto year 1 of a degree

12.6 Timestamp reset

This option enables you to reset the timestamp
for a specific applicant record. It will update
the timestamp on the following data fields:

Applicant’s Address

Applicant’s Choice (at your institution only)
Applicant Name and personal data
Coded information

The timestamp will be set to the current date/
time (SYSDATE) when the functionality is run
in web-link.

Making this update will mean that the data

is made available in your next import from
odbc-link and/or xml-link into your student
record system. It will only update applications
in the current cycle (i.e. not those already
flagged as ‘OLD’).

You may want to do this for a number of
reasons including to re-import the data
following an accidental deletion or update

or to fill in any gaps detected in the overall
applicant record in your own system.
Remember to consider any potential impacts
on your student record system before resetting
a timestamp as it is likely to over-write the
existing data held in it. Please contact your
own student record system administrators if
you are unsure of the impact.

@ Timestamp Confirmation - Google Chrome - (]

Only use this reset option if you are sure that you want the timestamp in the applicant record to be

updated to the current date and time.

The update is likely to cause the record to be redmported into your student record system which may
OVErwrila any changes Mat have been made SInce (F was Nrst downloaded. If you are unsure, please

Check with your own student recond System adminisraners.,

Ta reset the timestamp click 'Go'. To retum to the applicant record overview, click 'Back.’

Gol

& Timestamp - Google Chrome

Timesiamp update successiul for the Personal ID - 1150000818

M'“m'_l'..‘u:;m: | O AN 2022 v | Yearceds [Fed)

|Appicason Scheme Code:

| Uicpane Liaimr Murmibsir:
154 Humibir:

Livare [TOIFL Rembar:
Dateada: L1 o IELTS Numbae:
Country: A DplACaTON SOUCE:
Returmed Poat: Mo
[ G | Ciate Applied 0712202
Date of Dirth: (e V0 Fee cose: [Frovate fance
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13. MAKING DECISIONS

13.1 Submitting decisions transactions — all schemes

Transaction screens can be reached by clicking the + link in the decision box of the choice details.

nWs101Iky appli€s |
—_—

Sum Crim
; Inst 2 Entry Start | Referral| Decision : Last
Choice Pref|Rnd Course| Cam m:n*mnmm .~ | Hom Substituted conv
code| p' Pomt Date Date Date Change |
< 01- |
1301- 12-01-
5 \ 4 1 00-
{ U20 |B740 M F |REF 1 N :51? 2017 2017 U
v
01- 14944 13-01
4 V20 |B740 |M F |REF | 2 N Eg-ﬁ_ 2017 2017

Clicking + and then opening the displayed drop-down menu will bring up a list of applicable options
—these will depend on the state of the applicant and the time of year.

For example, an applicant in the UCAS Undergraduate scheme whose choice is REF (referred to
provider), the drop-down list will show the following options:

FASSPOM MUMDer: | FASSPON ISSUS Late:
Passport Expiry Date: ]ranwn; Place of lssue:
Nominated Mame: [Nominated Relations ip:
GCE(A+AS) | VCE(A+AS+Dble) | o, | WinterA | Previous summer | Prewious summer Koy Skills
expected | expectsd AS levels
(2 Select.. - Intemnet Explarer
vocational | BTEC | LG ACE| I e
What do you want to do? ~
| oo 0a2 | Mamwal | Dp
| ¥ LD Unconditional Offer
| LD Conditional Offer |
| LC Course Comection
Inis ibl ity applies] LD imatation V]
pl Il LD Course Ful e
st LD Reyection oy
Ghoics| Pref|Rnd| =~ [c Camp] Fuc | DoSY LD Withdrawal e — Crange |S°™
" n
13-01 13-01
|1 V20 |B740 M F |REF |# 1 M 09- |ony :
2017 |2017 2017
o
| . . . ) : 13-0- 13.01- |,
4 Uz20 |B/40 |Mm F |REF | 2 N J*J 2017 2017
2017
| Overall Applicant Status: Reterred ]Aqutmmt Status: MNIA ]
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In the example below, ‘LD conditional offer’ has been selected. Clicking ‘Go’, brings up this transaction
screen (if the user is unable to view it, this maybe because pop-ups need to be enabled on the PC).

Clicking 'submit changes’ after entering conditional offer text takes you to an interim screen, to check
any offer text before it is sent to us:

Expanded Offer Text

Please check the expanded offer be ow is correct, before selecting ‘0K,
Choose "Cancel'to close this window and re-edit the offer.

Thi= offer i=s subject to you obtaining
A minimum of 240 UCAS Tariff points

See www,ucas.com/students/ucas_tariff/index.html
for Tariff notes

Once the expanded offer text is checked, clicking ‘OK’ submits the offer. You should then receive
confirmation that the transaction has been successful:

In Can e AEnswited | Entered UK:
I Can & D ation: ‘ ._I T Schaok ::::_' |‘:4.<.' &S HOM
Prar erit HE Attoiulance: 5‘; et not o Last aduic atsomal o otabli sl 17108
Applc atwon P ocessed: M-11-Z2009 Post 15 Jaic
Lasr C s 04-11-2008
GLE (A+AS) | VCE (A+AS +Dbbe) - Whiter A | Presdous surmaner | Previous sumeme
axpacad axpacted SaA nole A hrsols AN lewvals Key Sidis
1 !
= - v Miven aducations Pravicaes oflsan sdmicational
a C
Vecational | BTEC | ILC ACE| B quaNRCaTions I s
o 0G2 Bwwal | Dip Pied) Prl
Ay W raJil
THON 51 -
Irsdsiniliy Byp! e
[T e Fuliy Slat |Referral |Decision Last
I P14 |Fadl code LSS | Camn [Fac | DCision | Reply :"“-“ Point Homne Date  [Dute Dt D ST Change
20 |=sar 5 | 240 |1 N 2108 0411 |0%-11- 08-11=
1010|2008 200§ 2008
It'M-t.l AppRcant Staus: R afene |.ﬂ-l'|~.lm--|i' SHatus: Ns J

‘REF” in the decision box has now changed to ‘C for a conditional offer. To view the conditions of the
offer, click +, select ‘view current decision’ from the drop-down list, and click ‘go’.
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What do you want to do?

Select v

Select
View Current Decision
LA Amend

Application Scheme

A icant Name Personalid |
pplican m ar Code

Choice |[Couwrse |Campus | Start date | Point of
Code Entry

Text | This offer is subject to you obtaining

If an offer needs amending, an error message is displayed. In the example below, valid summary of
conditions have not been included in the offer text:

Expanded Offer Text

The offer is incorrect and zannot be expanded. Please close this window and correct
the offer texd.

tError: (E4031) Summan code must be between 1 and 6 characters in length.

Note: Free text must be placed within "double quotes”
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13.2 Submitting invitation transactions - UCAS Undergraduate and

UCAS Teacher Training

To invite an applicant to an interview (both schemes), or submit a portfolio/other piece of work
(UCAS Undergraduate only), select the invitation transaction from the standard ‘available decisions’
drop-down menu and click ‘go’

What do you wait to do?

_ Select... v

Select...
LD Unconditional Offer
LD Conditional Offer

LD Invitation

LD Course Full
Invitation to attend HEI Applicant Name [Personal id Application Scheme
Code
Mr John Onoc 0034840828 |UCO1

Choice |Course |Campus |Start date  |Pomnt of
Code Entry

i Bo00 2010-00-21 |4

Please anter tha datails helaw ahnutthe inditation to attand the HEI

Ivitation Date e g ddimmiyyy

Inwvitation Time Hour » |- Mins »

Comments

Please provide any
additional details
abown the imvitation

250 characters remaining

[ SubmitChanges |

An invitation date is mandatory, and a time should be entered, if appropriate. If no time is entered,
this defaults to 00:00. Other details can be entered in the free text box to support the invitation.
Once all details have been entered, click ‘submit changes'.

Please note: courses must be flagged as requiring an interview/portfolio to enable this transaction to
be made.

web-link — user guide  56.




13.3 Auditions — UCAS Conservatoires

To invite an applicant to an audition, select the audition pending transaction from the standard
‘available decisions’ drop-down menu, and click ‘go’:

What do you want to do?

Select. -

Select
View Current Decision
Transaction: Audition pendi

Decision: Guaranteed Conditional (GC)
Decision: Guaranteed Unconditional (GU) |
iDccisior‘: Reserve Conditional (VC) |
Decision: Reserve Unconditional (VU)
|Decision: Unsuccessful (R]
1Decision: Withdraw Choice (W)

Pleasze enterthe details of the Audition Pending transaction

Audition Location Select -

Audition Date e.g. da'mmiyyyy

Audition Time: Hour » - Mins =

Fee Transaction Cukas collecting fee on behalf of consenatoire ~

Conservatoire
web link

Comments

If you do not enter
an audition
dateltime the
apphicant wil
receive the
following
information:
‘Conservatoire will
send date and time
of audition’

250 characters remaining

[ Submit Changes |

An audition date and location is mandatory, a time can be entered, if appropriate. Other details can
be entered in the free text box to support the invitation. Once all details have been entered, click
‘submit changes'’.
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14. AMENDING DECISIONS — UCAS UNDERGRADUATE
AND UCAS CONSERVATOIRES

As a general rule, it should be possible to make any changes to decisions without contacting us. The
LA amend function allows changes to decisions, e.g. from REJ to a conditional offer.

For details of valid amendments and decision processing, please refer to the relevant scheme’s
Admissions Guide.

Contact UCAS'’ Professional Development Team if you would like training on decision processing and
offer-making, on 01242 545 712, or at training@ucas.ac.uk.
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15. INSTITUTION DATA — MANAGING PROVIDER
AND TRAINING PROGRAMME INFORMATION
(WELSH UCAS TEACHER TRAINING PROVIDERS)

English Teacher Training Providers

As you're aware, we have recently been working with the Department for Education (DfE), to transition
course management for all English based providers from web-link on to the DfE’s Publish service.

This transition is now complete, so all English based providers need to manage their course information
through the DfE’s Publish service, instead of web-link.

Please note, these changes will not affect Apply, and providers will continue to manage applications
through UCAS.

If you have any questions about this, please contact the DfE at becomingateacher@digital.
education.gov.uk, or speak to your relationship manager.

Welsh Teacher Training Providers

To manage your training provider and training programme details, sign in to web-link: institution data and
select course and institution data (Net.update).

Link Menu

© Applicant Data

O Course and Institution data (Net.update)
O Application / Decision Tracker System
O Posigraduate Admissions

Select the appropriate year from the drop-down menu and UCAS Teacher Training (formerly GTTR) to
access the teacher training menu.

2017 Main Menu --> Select Year

Teacher training menu

© Training provider, fraining location and campus details

O Training programme details

© GCSE or equivalent qualifications at time of application
O Report

If you select the wrong year, don't use the back button. Click ‘select year’ to navigate back to the main
menu, and choose the correct year of entry.
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15.1 Training provider, training location, and campus details

The training provider, training location and campus details opens up a list of links where you enter
provider details, contact list, training provider requirements, locations/campuses, and notes. The
training provider name can also be changed by contacting UCAS.

Training provider menu

O Training provider details
O Training provider contact list

O Training provider requirements

i

O Training locations/campuse

Q Training provider notes

Q Training preovider name change (internal enly)

Use the ‘training provider details’ link to manage and maintain information about your training
provider. These details are seen by potential applicants and it is important they are kept up-to-date.

As a minimum, the contact groups below are required. Application processing will be disrupted if they
are not in place.

UTT Correspondent — receives important correspondence, such as key information about deadlines
for making decisions and managing training programmes, in our monthly bulletin. Only one UTT
Correspondent is allowed — it is their responsibility to forward the information on to relevant staff at
their training provider.

UTT Output — receives email alerts to notify them of new applications.
Addressee for GT12 replies — this contact is used for Confirmation letters only. If no contact is set
up, applicants will not receive their Confirmation letters.

> Fraud Correspondent — receives alerts to any fraudulent activity, such as similarity detection for
the personal statement.

> web-link Correspondent — receives key updates about any disruptions in service, or planned
outages and changes to our systems.

> UTT Finance Contact — we will invoice this person for payment of capitation fees.
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15.2 Training programme details — managing training programmes

The main training programme menu allows you to add new training programmes, and view existing
training programmes.

2017

Training programme menu

O Training programme lists
O Add new training programme

O Accredited training programmes

O Notes

OVacancies

Click ‘add new training programme’ to add details of a new programme you have bid for, or intend to
offer during this year of entry.

Make sure you have all the details of the training programme before you begin adding it. You cannot
enter some information, and return at a later date to complete it. The details you need are:

the subject area to be taught (e.g. English, biology)

the age range to be taught (e.g. secondary, middle years)

for School Direct programmes:

—whether it is a School Direct (salaried) or School Direct training programme

—the name of the accrediting provider (e.g. Cardiff Metropolitan University)

the modular status — your accrediting provider can tell you this

the training programme outcome — the highest award possible students can achieve
GCSE entry requirements in English, mathematics, and, for primary programmes, science.
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Add new training programme

Mandatory heids are marked with an astensk(”). A traming programme cannot be saved f any of the astensked boxes (*) are

blank

Training Programmao Dotalls
Training Pyovice: :

Tralning [IOgTanmime Code:

¥ Traming programme fithe:

O programme typa:
VACCIediting provides

O hge:

) Mode of study:

Y Modular

(F Siary Monih:

1 Trammng programme outc ome
) Racene apphcatons from

) Traming lccabon'campe

Speciic Entry Hoquiromaonis
(VEngish Required

H Maths Reguired

) Science Reguied

1EX

The Waining programme code will De generaled &utomalically when you heve compeed
all mandatory feids and the new rsining programmes nas besn saved

Highe education progiamme o

ety W
Full tme hl
Non-modular iaining programime |
Saplember W

(ecommendaboniordl S »

lcase sc

Please select one or more

MNowark Hill Academy A
Waoodvale Primary Academy
Skogby Junior Acadory

NA W
NIA W

NIA W
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16. INSTITUTION DATA - MANAGING PROVIDER

AND COURSE INFORMATION — UCAS UNDERGRADUATE,
WELSH UCAS TEAGHER TRAINING PROVIDERS,
UCAS CONSERVATOIRES

To manage your provider and site details, such as contacts, and institution requirements, sign in to
web-link: institution data and select course and institution data (Net.update).

Link Menu

© Applicant Data

© Course and Institution data (Net.update)
O Application / Decision Tracker System
O Postgraduate Admissions

data — managing provider and course information — Select the appropriate year from the drop-down
box and UCAS institution & site details to access the menu.

Man Menu

Institution Menu

C Institution contacts

O Institution details (Switchboard)

O Institution requirements
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16.1 Adding institution contacts

Click institution contacts, to view a list of the contacts registered at your provider. These are
important contacts for when we need to contact you.

A large number of contacts that can be added — please add as many as possible. Those mandatory
for the smooth running of the scheme are:

UCAS Undergraduate
11 — Primary UCAS Correspondent
571 — Addressee for AS12 replies
61 — General institution address

UCAS Conservatoires
00 — CUKAS Correspondent
61 — General institution address
62 — Email addressee for CU12 replies

UCAS Teacher training
20 — Addressee for GT12 replies
47 —UTT Correspondent
61 — General institution address

Click on the name to edit a contact.

To add a new contact, follow the ‘Click here’ link and follow the instructions.

16.2 Switchboard details

Click institution details (switchboard) to update.

This feeds through to your information on the search tool, and should be the general number for
your provider.
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16.3 Institution requirements

Opening the institution requirements menu displays settings you need to choose, depending on your
preferences.

A number of the questions on this page are no longer relevant, due to changing systems and services
at UCAS. See below for the questions which still need to be answered.

Type Preference
481 Lisings B ecd
Unit Grade Required Selact v

- Method of receming Unit Grades [ v
.Fcu"nat preferred for data download | Select v:
.Course Analysic [selaet ~
[Ethnic Sequence List | Seloct v
.June Lists ._ Select.. v
"New Applicant Labels Required ._ Select.. v R
.Number Of New Applicant Labels Required | Salact v
Outstanding Decision Lists (ODL)(all) .Se ect.. “
"Typc of AS12 requred (*) I Me resgponse (Standard AS12) -
Ct.)py Form Ri.ql-lun['.:r - . Select.. . e
Require copy forms E
.Sla' J required flag m
Star X required [Soloct.. v
New UTT application alerts Select v:
Type of GT12 required [Select v
.wccldy Movement List Select.. w
June Labels Ordering Select... v
' Update '

Please ensure you answer the following questions:

> Type of AS12 required — this specifies the Confirmation letter shown in Track to applicants:
—AS12B —if you want applicants to email you to confirm whether or not they will be taking up
the place
—AS12N —if you want applicants to email you only if they will not be taking up the place
—AS12 —if you do not want to receive further email confirmation from applicants

> New UTT application alerts — if you want us to email you when you have a new application, select
this feature

> Type of GT12 required — this specifies the Confirmation letter your applicants will receive (UCAS
Teacher Training only)
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