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Introduction

After the end of the 2014 cycle we will no longer be printing copy forms on your
behalf. However, you are now able to view and, if required, print copy forms locally.

It works like this: at the end of each day, during the application period, we will
collate every application made, create pdf versions of each one, and then upload
them to web-link where you can download and print them, as required.

This guide explains the following:

1. How to access and print pdfs of copy forms

2. How to switch off the requirement for UCAS to print your copy forms

3. How to flag each training programme to show whether you want access to digital
copy forms

4. FAQs
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1. How to access and print pdfs of copy forms

Step 1

Log in to UCAS web-link using your usual user name and password.

[File Edit View History Bookmarks Tools Help

Login x

€ ) @ https://weblink.ucas.com/ucaslinkauth/login.do | |B- Google Pl & & =

Log in

Please enter your web-link username and password below to log in.

Username:

Password:

Step 2

Select the application system you want to access (UCAS or UTT).

[File Edit View History B

System Menu

€ @ hitps/weblink.ucas.com/ucaslink/AccessServietfunctionname=chooseSys ¢ | |8 - Google AP aBE & A=

System Menu

Please select the required Application System:

UCAS
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Step 3

Select the option ‘Training Provider Information’ from the menu.

UCAS

Teacher Training

Main Menu

Please select the required option:
Outstanding Decisions List
Management Information

Reference Information

Irai

g Provider Information

Change System

Step 4

Select ‘Copy Form batch details’ from menu.

Training Provider Information Menu

€ @ hps as.com/u c||B- coogle Al B 3 A =

e | gt

Teacher Training

Main Menu Help Log Out

Training Provider Information Menu Main Menu
Choose the required option:
Own offer abbreviations

Standard offers

Copy Form batch details
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Step 5
You will see the list of the digital copy forms.
Step 6

You can download files containing individual PDFs by choose the ‘Individual PDFs’
link.

If you want to download a single PDF, with all copy forms in a single file, choose ‘PDF
for Printing’.

"File Edit View History Bookmarks Tools Help
'Cupy Form Eatch Details

€ | @ htips//weblink.ucas.com/ucaslink/InstitutionlnfaServlet?functionname=capyforms | B~ Google

® 2014 -

Main Menu Help Log Out

COpy Form Batch Details Main Menu ——> Training Provider Information Menu

The tables below detail the production of copy application forms for your institution. The batch date indicates the production date of the
copy forms; we would normally expect you to receive the forms within 3 working days of production. If you have not received the forms
within this period please contact 01242 544626

UCAS Teacher Training UCAS
Batch| Individual PDF for . """:fbe' Batch| Individual PDFfor | .. "“':fbe'
No PDFs Printing No PDFs Printing ©
Forms Forms

5206 |PDFs for 5206 |PDF for 5206 |29-05-2014
5204 |PDFs for 5204 |PDF for 5204 |25-05-2014
5202 |PDFs for 5202 |PDF for 5202 |27-05-2014
5200 |PDFs for 5200 |PDFE for 5200 |26-05-2014
5188 |PDFs for 5198 |PDFE for 5198 |22-05-2014
5196 |PDFs for 5196 |PDF for 5186 |21-05-2014
5182 |PDFs for 5192 [PDF for 5192 |19-05-2014
5180 |PDFs for 5190 [PDF for 5180 |16-05-2014
5188 |PDFs for 5188 |PDF for 5188 |15-05-2014
5182 |PDFs for 5182 [PDF for 5182 |12-05-2014

5205 |PDFs for 5205 |PDF for 5205 |29-05-2014 (12
5203 |PDFs for 5203 |PDF for 5203 |286-05-2014 |9

5201 |PDFs for 5201 |PDF for 5201 |27-05-2014 (13
5199 |PDFs for 5199 |PDF for 5199 |26-05-2014 (22
5197 |PDFs for 5197 |PDF for 5197 |22-05-2014 |10
5195 |PDFs for 5195 |PDF for 5195 |21-05-2014 (20
5193 |PDFs for 5193 |PDF for 5193 |20-05-2014 |11
5191 |PDFs for 5191 |PDF for 5191 |19-05-2014 |22
5189 |PDFs for 5189 |PDF for 5189 |16-05-2014 |14
5187 |PDFs for 5187 |PDF for 5187 |15-05-2014

WA | N[W =] =]W|=|==

-
w
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Step 7
If you choose ‘PDF for Printing’ you will get a simple PDF which you can save.
If you choose the ‘Individual PDFs’ option follow steps 8 to 12.

Step 8

e Download the zip file and ‘Save’ the file.
e Toview the files, open the folder you saved them to and double click on the

zip file.
e You will then see a list of the applicant forms. You can only view the files in
this way.
Step 9

e To print the individual files you have saved, open the folder you saved the
files to.

el s e L ‘2"@
@@vl . « DDD » Downloads » v |$, li| Search Downloads ,O(
Organize v Sharewith v Bum  New folder = v 0 @
7 Favorites — Documents library ooty Bk
Bl Desktop -| Downloads
! .ﬂ» Downloads | | Name Date mod‘ified
| Recent Places
| ‘ii 131031110153443_UCAS _13_4767_ALL_HO03 04/11/2013 10:42 ||
! .~ Libraries
SJ Documents
|
o' Music
s ]
! =/ Pictures
' Hadd
| - < i P |
|
= — — = i
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Step 10

Right click on the zip file and select ‘Extract All’ from the dialogue box.

Organize = 4 Open = Share with + E-mail New folder =+ A ®
7 Favorites Documents library Arangeby: Folder =
Bl Desktop Downloads
=
& Downloads Name Date modified Type Size
1l Recent Places
[JETEET Open 04/11/2013 10:42 Compressed (zipp... 1,188 KB
i Libraries Open in new window
@ Documents
: Extract All...
J’ Music
[ Pictures Scan with Sophos Anti-Virus
B videos Open with...
Share with 3
1% Computer Restore previous versions
& Local Disk (C:)
Send to 3
53 charliek (\\Filebox3\
5 customerstrategyun Cut
L PADE Digital Docum Copy
¥ DDC_Project Board 1 S
DDD (-
= bE Delete
5 process (W\fileswrl\fu
Rename
cj Network Open folder location
Properties
131031110153443_UCAS_13_4767_ALL_HO3 Date modified: 04/11/2013 10:42 Date created: 04/11/2013 10:42
i Compressed (zipped) Folder Size: 115 MB

U | 1) Extract Compressed (Zipped) Folders

Select a Destination and Extract Files

Files will be extracted to this folder:
harliek Documents\ DDDNDownloads\131031110153443_UCAS 13 4767_ALL _ Browse...

Show extracted files when complete

[ Extract ][ Cancel
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Step 11

Choose ‘Browse’ and you will see a list of files to print.

_i. v Charlie Karunaratne » Downloads » UCAS 5043_ALL_B70

Organize + Extract all files

- Favorites = bims Type
Bl Desktop 7| UCAS_5043_004G_1102201137_James_Holmson Adobe Acrobat Documen
& Downloads T UCAS_5043_course_report Adobe Acrobat Documen
=] Recent Places T UCAS_5043_header Adobe Acrobat Documen
Z UCAS_5043_JG94 1100379191 _James_Potter Adobe Acrobat Documen
4 Libraries -E UCAS_5043_JG94_1111106557_Thomas_Wallis Adobe Acrobat Documen
@ Documents T UCAS_5043_summary_report Adobe Acrobat Documen
J? Music 3
[E=] Pictures
B videos

- Computer
&, Local Disk (C:)
5# Unit-Data-&-Statistics (\\filesvrl\ppa) (F
“# Course Collect (\\fileswrl\futuresprograr b
5 Personal Drive (U]
S customerstrategyunit (\\fileswrl) (V:)
® PADE Digital Document Collection (\\file
5% DDC Project Board 1 20131015 (\\filesvr: ™ ¢ il s
j & items

£
i.

Step 12

Right click on the files you want and select ‘Print’ from the menu.

Notes

If you are using Windows 7, 8 or Vista you can only print 15 copies at a time. This is a

safety mechanism introduce by Microsoft. If you want to print all the copies choose
the ‘PDF for Printing’ option.

e Naming convention of the PDFs (see previous screen print).

Scheme

Batch number

Training programme code
Person ID

First name

Last name
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2. How to switch off the requirement for UCAS to print
your copy forms

Please note that if you are a member of the UTT scheme and not the UCAS scheme
the steps below are sufficient to stop receiving hard copy forms from UCAS.

Step 1

Log in to UCAS web-link Institution data using your usual user name and password

UEile Edit Yiew History Bookmarks Lools Help

/\ Login Page

ittps://update. ucas.co.uk/cgi-bin/hsrun.hse/NetUpdate/ e s HsLoginPage.run B - Googie
& hitps://upd k/cgi-bin/hsrun hse/NetUpdate/) L j <2 HsLoginPag ¢ | |B-~ Goog p

web-link

UCAS

Login
Username |
Password

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

Email UCAS
Thursday, May 15, 2014 11:20 AM
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Step 2

Select the year from the drop down and click on UCAS Teacher Training (formerly
GTTR)

"File Edit View History Bookmarks Tools Help
/\ Main Menu

€ | @ htps;//update.ucas.co.uk/cgi-bin/hsrun.hse/NetUpdate/netupdate2/Stateld/EgDFmI1yAMXNLNW6a3bmWLDT Cx6al-UrMX/HAHT page/netupdate2. Hsh v C | | [~ Google A B $ A

-l > web-link 1

UCAS

Link Menu

Main Menu

elect...

| Select...

' Training programmes starting in year 2013

Iraining programmes starting in year 2014
SAS Pupicato

© Select the year of entry you would like to view or edit:

n

O UCAS Institution & Site Details O
O UCAS Course Details

O ucas Entry Requirements UCAS Teacher Training (formerly GTTR)

O UCAS Entry Profiles O UCAS Clearing

Email UCAS with any problems or comments.

Step 3

Click on Training provider, training location and campus details

"File Edit View History Bookmarks Tools Help -
/\ Teachertraining menu

Alers 3 A=

€ | & https;//update.ucas.co.uk/cgi-bin/hsrun hse/NetUpdate/netupdate2/Stateld/EgDFmILyAMXNLNW

WLDTC:6al-UrMX/HAHTpage/netupdate2Hsh v C | | [~

- AT net.update

e | Oty

2014 Select Year

Teacher training menu

< O Training provider, training location and campus details >
O Training programme detalls

O GCSE or equivalent qualifications at time of application
O Report
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Step 4

Click on Training provider requirements

TEile Edit View History Bc
A Menu

€ @ hitps//update.ucas.co.uk/cgi-bin/hsrur

LT T
LIVE

2014

eld/EgDFmI1yAMXNLNW623

net.update

Teacher Training

UCAS gtt r

Select Year ——> Teacher training menu

Training provider menu

VLDTGxbal-UrMX/HAHT page/SmaliSystems

O Training provider details

O Training provider contact list

O Training provider requirements
O Training locations/campuses
O Training provider notes

O Training provider name change (internal only)

Step 5

Pl B & A

Scroll down to the Require Copy Forms, select the option “No, not required” and

click on Update.

[File Edit View History Bookmarks Tools

/\ Institution Preferences

€ | @ https;//update.ucas.co.uk/cgi-bin/hsrun.hse/NetUpdate/SmallSystems/Stateld/EgDFmO1yAMXNLNW6 a3

Preferences currently recorded for your Training provider are listed below.

NOTE: These settings apply to all the schemes you belong to.

WLDTC:6al-UrMX/HAHTpage/SmallSystems

Type

Preference

ABL Listings

ABL Course / Surname v

Format preferred for data download

ASCII AND UNICODE DATA ~

Course Analysis

Fortnightly in course order ~

Ethnic Sequence List

Alphabetic -

June Lists

Alphabetic -

New Applicant Labels Required

Yes, requir;d -

Number Of New Applicant Labels Required

One Label Required ~

Outstanding Decision Lists (ODL)(all) Alphabetic =

Copy Form Sequence Alphabetic -
Require copy forms No, not required ~ “Ynoose which courses...
Star J required flag Select -

Star X required Select... -

Type of GT12 required Coming or Not ~

Weekly Movement List Alphabetic v

June Labels Ordering Select... -

Require one audition for Secondary Instrument Study

No, not required ~

gr——

@
S

Fliee $ &
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3. How to flag each training programme to show
whether you want access to digital copy forms

Following the transition to DDD digital copy forms for individual training
programmes will be controlled by selecting either yes or no for each training
programme. If a programme has been set to receive no copy forms then DDD will
not generate the pdfs of applications to this programme so this should only be done
if you do not want to see digital copy forms for applications to particular training
programmes.

Step 1

Log in to UCAS web-link Institution data using your usual user name and password

"File Edit View History Bookmarks Tools Help

/\ Login Page

€ | @ hitpsy//update.ucas.co.uk/cgi-bin/hsrun hse/NetUpdate/netupdate2/netupdate2 pdate2.HsLoginPage.run c | B~ coogie A B 3 @

web-link

UCAS

Login
Username |
Password

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

Email UCAS

Thursday, May 15, 2014 11:20 AM
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Step 2

Select the year from the drop down and click on UCAS Teacher Training (formerly
GTTR)

[File Edit View History Bookmarks Tool

/\ Main Menu

€ | @ https://update.ucas.co.uk/cgi-bin/hsrun.hse/NetUpdate/netupdate2/Stateld/EgDFm31yAMXNLNW6a3bmWLDTCx6al-UrMX/HAHTpage/netupdate2.Hsh 7 C | |~ Google P B 3+ A

I

-l -l web-link

UCAS

Link Menu

Main Menu

elect...
| Select...
' Training programmes starting in year 2013
Training programmes starting in year 2014
USAS PUD atio

© Select the year of entry you would like to view or edit:

m

O UCAS Institution & Site Details O
O UCAS Course Details

O ucas Entry Requirements UCAS Teacher Training (formerly GTTR)

O UCAS Entry Profiles O UCAS Clearing

Email UCAS with any problems or comments.

Step 3

Click on Training programme details

[File Edit View History Bookmarks Tools

\ Teacher training menu

€ | @ https://update.ucas.co.uk/cgi-bin/hsrun.hse/NetUpdate/SmallSystems/Stateld/EgDFm91yAMXNLNW6a3bmWLDTCx6al-UrMX/HAHTpage/SmaliSystems 7 C* | [}~ Google P B ¥+ A
-l Ei> net.update

UCAS

Teacher Training

Formerly

gttr

2014 Select Year

Teacher training menu

O Training provider, training location and campus details
O Training programme details

O GCSE or equivalent qualifications at time of application
O Report
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Step 4

Click on Training programme lists and then select each training programme in turn.

"File Edit View History Bookmarks Tools

/\ Training provider training pro...

€ ) @ https://update.ucas.co.uk/cgi-bin/hsrun.hse/NetUpdate/SmallSystems/Stateld/EgDFm91yAMXNLNW6a3bmWLDTCxbal-UMX/HAHT page/SmaliSystems v & | | [~ Google
-l «E> net.update

i UCAS gtt r

Teacher Training

PlaB ¥ A

2014 Select Year ——> Teacher training menu

Training programme menu

O Training programme lists
O Add new training programme

O Accredited training programmes
O Notes

O Vacancies

Step 5

After clicking into each training programme and change the copy form drop down to
“No” and click on save.

"File Edit View History Bookmarks Tools Help

/\ Training programme details

€ ) @ hitpsy//update.ucas.co.uk/cgi-bin/hsrun hse/NetUpdate/SmallSystems/Stateld/EgDFmO1yAMXNLNWEa3bmWLDTCx6al- UM/ HAHT page/SmaliSystems = € || B~ Google Al BEa 3 &=
Handbook title: i
Age Information
O Age: Primary
) Age bracket:
© Age range (years):
Add/edit age bracket and age range
Further Training Prog Inf il
© Mode of study: ‘Full tme =
© Modular: Modular training programme -
© Start Month: ‘September +
?u'tl'(r:zimni;g programme Both professional and postgraduate L
O Receive applications from:” 21-NOV-2013

This training programme runs at the following training location/campus:

L " Training Location/ "
Training Location/Campus Name Campus Code 1 Publish 1! Status
First Federation Schools 4 Yes - Running E

Making amendments to the training programme details will update the training programme at this training location/campus only. To update other instances of
thi ining programme at other training locations/campuses please click on the link to the appropriate training location/campus below.

Instances of this fraining programme also run at the following training locations/campuses

Training Location/Campus Name Training Location/Campus Code
lisham 2 of F Academy a =
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4. FAQs

Will the digital copy forms differ from the ones you currently send to us?

No they are exactly the same. You can decide whether to view or print them as
individual items or as a whole batch. The header sheets and reports are also
included in the pdf.

Can | access older copy forms electronically?
No, we are not converting previous copy forms into PDFs, so older forms will not be
available as part of the digital copy form facility.

Can | use the existing print and pdf views from the applicant overview screen in
web-link?

Yes you can. The print form options for ASCIl and Unicode printing along with the
PDF versions are still available from the print links on the Applicant overview in web-
link. They are generated separately from the digital copy forms and will be available
regardless of your copy form settings at provider and/or training programme level.

How can | open and view downloaded files?

To download your digital copy files, go to the institution data/institution level
section in web-link and switch off the requirement for copy forms.

To view them you need to be able to open PDFs. The most popular way of doing this
is to use Adobe Reader which is available to download free of charge from the
Adobe website.

What size will the digital copy forms be when printed?
The size will be determined by your printer settings, which you can change as

required.

How long will the digital copy forms be kept on the UCAS system?
25 montbhs.

Can electronic notes be made on the digital copy forms?
To do this you will need to have access to a PDF Editor programme on your PC,

laptop or device you are using to access the digital forms.

Are new log in details required for DDD?
No, use your existing web-link user name and password.
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What is a zip file?
It is a method of grouping (batching) multiple files and compressing them so they
take up less storage space.

How big will the files be?

The average file size (for each PDF copy form) is 65KB, so the total space will depend
on the number of copy forms you receive. Ask your IT team if you are unsure about
where to save your digital copy forms, and to make sure there is enough space to
accommodate the files on your system.
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