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UCAS

INPUTTING GRADES

« Students should enter all qualifications they'll have achieved by the time they start studying. All certificated qualifications,
including GCSEs and any ungraded results (such as a ‘U’ grade at A Level), must be included in the application.

« This applies to the international equivalent of these qualifications. Students must also include any failed modules in the education
section, even if they plan to retake.

 |f there's a good reason why the classes were failed (e.g. poor health or change of staff in your school) this is something that
could be noted, by you as an adviser, in the reference.

* The qualification date is the date of award, not the date the exam is sat.

« UCAS cannot add your modules or grades after you've submitted the application — anything you want the university to be aware of
must be added at the point of application.

« ‘Grade’ means the grade/score/result/mark earned, not the grade of school the student took the class in.

« Any course results they're still waiting for should be selected as ‘pending’ (where there is a drop-down box) or left blank (if a free
text box).
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https://www.ucas.com/advisers/help-and-training/guides-resources-and-training/writing-references/ucas-registered-centre-linked-applications-undergraduate-references

UCAS

INPUTTING GRADES

- |If the student hasn’t formally completed the qualification (like a high school diploma, but they have the grades achieved in
freshman, sophomore and junior year), this is something that should be included on the application. You only need to enter the
ones that relate to the course being applied to.

« This is particularly relevant where your students are studying many subjects (e.g. under the US system). Where a smaller number
of classes are taken (e.g. A Levels, IB or SXII) how many to input is at your discretion. Your students may wish to include grades
from relevant classes in earlier years to show academic progression.

« |t's important that pending qualifications are entered accurately — UCAS will match a selection of awarded qualifications to the
applicant, so universities and colleges can make confirmation decisions. Before universities and colleges have these, they'll use
pending qualifications to make decisions. Some universities will email to ask for interim transcripts for certain qualifications.

« We receive results for most Level 3 qualifications delivered in the UK, and we send results for the International Baccalaureate and
some international A Levels. For most other international qualifications, the students need to send these to the university, college
or conservatoire themselves once completed.

« Part of the role of an adviser is to add predicted grades for pending qualifications where possible.

« |fyou're a UCAS Registered Centre, make sure to use your qualifications shortlist to support your students with picking the correct
qualification.
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REGISTERED GENTRES — uons
SETTING UP A QUALIFICATION SHORTLIST

Centre manage
UCAS TEST

UCAS centre number: 99999

* Loginto your Adviser Portal and select ‘Centre
Management'.

« (o to ‘qualification shortlist’.

Centre and reference details

« Remember, you should add all the qualifications your

school offers. Contacts
- If you're an agent or independent education adviser, you Centre linking (buzzword)
may wish to add the most common qualifications in your Sualifeation shortiet
country. ——
Groups

* You can check the qualifications with the exams officer -
this’ll likely speed up the process and ensure all changes
are updated.

Application fee payment

methods
Referee contact detalls

Reference template
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REGISTERED GENTRES — uons
SETTING UP A QUALIFICATION SHORTLIST

* Click on ‘Add new’ « Type the name of your qualification, then tick the box and
save

Qualification shortlist - Create qualification shortlist @

Add the gualifications your centre offers. This list will be shown to applicants when they are completing the 'Education’ section of the application, making it easier to select the right qualification.

Search by name or group:
Qualifications can be added and removed at any time during the cycle. Click ‘Add new' and tick all that apply.

huik

EXPANDALL COLLAPSEALL

Found 1 qualification

¢ Alevel, AS and EPQ 1 qualification

Qualification group Qualification name
» BTEC between 2016 and present 4 qualifications
International qualifications China - Senior High School Exam (Huikao)
» International qualifications 1 qualification

Make sure you're searching the official qualification name, not the subject name.
For example, search A Level (exam board), not History.
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UCAS

HOW TO INDIGATE DUAL ENROLMENTS

* There are various reasons students might be » |t'simportant to include all institutions your students are
attending two different educational institutions — taking qualifications at, as this’ll give a well-rounded
these next few slides will talk you through how to picture, and can help to support an admissions decision.

represent that.

g g
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UCAS

DUAL ENROLMENTS — TWO PART-TIME SCHOOLS

 |f you're working with a student who's enrolled at two different educational institutions part-time. You should represent this as
seen below.

« This is normally applicable if a student is attending two different schools that come together to form a complete educational
experience (e.g. in traditional school in the mornings and a specialised art or technical school in the afternoon).

specialised Art School , Birmingham, United Kingdom ++s More

August 2023 - July 2025
Part time

* You should enter the qualifications against the
institution that they will be awarded from

Add qualihcation

* The system will not permit you to add two places of
Mainstream High School , Birmingham, United Kingdom sss More education both as ‘full-time’

September 2027 - July 2025
Part time

Add qualification
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UCAS

DUAL ENROLMENTS — FULL-TIME PLUS PART-TIME

 |f you're working with a student who's enrolled at two different educational institutions — one is part-time, and the other is full-
time. You can represent this as seen below.

« This is normally applicable if a student is enrolled at a standard school and taking top-up classes elsewhere.

« Examples of this could be a student is enrolled in an online (credit awarding) university class or attends evening classes at a
community college as well as their high school.

Community College Top-Up, Birmingham, United Kingdom ses Mare

August 2023 - July 2025
Part time

© The details you have entered show that you have attended two or more different
schools or colleges at the same time. If this is correct, please ignore this warning

f— * You should enter the qualifications against the institution that
Add queticsser they'll be awarded from

» The system will not permit you to add two places of education both
as full-time’

Mainstream High School , Birmingham, United Kingdom ses More

September 2021 - July 2025
Full ime

© The details you have entered show that you have attended two or more different
schools or colleges at the same time. If this is correct, please ignore this waming

message.

Add qualification
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UCAS

CANTFIND YOUR QUALIFICATION?

« We'd always recommend you try to find Fiter by
o fro . . other Qualifications in Turk
your exact qualification from our list. ) ( D,
ThiS helps US proceSS the application Ve also found these gualifications (Showing 23 of 1945)
quickly and the university to know
I . Access (other)
exaCtIy Wh at yOU re StUdylng. BMAT (Bio-medical Admissions Test) and other admissions tests

CACHE Other Level 3 qualifications
City & Guilds (other than NVQs)

» There may be a few qualifications o e e
which we don't currently have listed. In LNAT (Natons Lo Aceion T other s st
these instances, you should use the A (o et el Lo 1ot et e et
lo.t h e r.l free'teXt bOX. MSAT (Medical Selection Admissions Test) and other admissions tests

Other (International EU Qualifications)
Other (International Non-EU Qualifications)
Other (UK Qualifications)
» Make sure you pick the right category. Other Courses (Scottish)
Other English Proficiency
Other Group Awards (Scottish)
PAT (Physics Admissions Test) and other admission tests

O Please |e'[ us knOW by emailing SEG Level 3 Certificate in Canine Hydrotherapy
. . i STEP (Sixth Term Examination Papers) and other admissions tests
adwserhelp@ucas.ac.uk if you cant TSA (Thinking Skills Assessment) and other admissions tests
find your qualification. AT (Gl A Tot) et kst

Other (International EU Qualifications) Add Other (International Non-EU Qualifications)

Cther (Intermational Non-ELU Qualifications)
Subject/title * Qualification date* Awarding organisation *® Country * Result

ﬂ’ﬂ‘lt‘!l [UI'I: ﬂ“ﬂllﬁ‘ﬂﬂtlﬂ]ﬂ} High School Certificate 0g ~ ‘ 2025 ~ || LEA Glbraltar
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UCAS

— FINDING QUALIFICATIONS

« |f you linked the qualifications to your , you can find them in a few
different ways:
 |If your school is based in the United States of America, click and the list should be

automatically filtered by qualifications in the United States of America.
 |f your school is not based in the United States of America, click all qualifications, remove the filter for the
country your school is based in, then search

Search for your qualifications

Search for keywords from your Qualification title or Country to narrow down the list. If your gualification isn't listed,
Filter by use the "All qualifications” filter and search there. Still no results? Try removing any country filters and searching

Oualifications in United States of Amei “Cther” under "All gualifications”.

We also found these gualifications (Showing 10 of 1945 (QUHHfCETiD”S in TJFkE}“)

Filter by

‘ 2 = aleo found th alifications (Show af 7047
Pearson BTEC Entry Level 95-GLH Award in Workskills (Entry 3) M d ke sure you Seéd rCh U SA Ve 2lseToundrinese quaifications (Showing £ o204
SAT - reasoning text (redesigned from 2016)

USA - SAT nOt ‘United States' When USA - SAT (redesigned from 2016)

USA - SAT (pre-2016) ° o e o USA-Advanced Placement Test
USA-Advanced Placement Test (AP) I OO kl n g fo r yo u r q u a I Ifl cat I O n s USﬂ'ﬁmEfiFﬂ" College Testing Program (ACT)
USA-American College Testing Program (ACT) USA-Associate Degree

USA-College Level Examination Program (CLEF)
USA-High School Graduation Diploma

USA-SAT Reasoning Test
USA-High School Graduation Diploma USA-SAT Subject Test

USA-SAT Subject Test

USA-Associate Degree
USA-College Level Examination Program (CLEP)
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— ADDING

QUALIFICATIONS GENERAL ™
ADVICE

@ The details you have entered show that you have attended two or more different

schools or colleges at the same time. If this is correct, please ignore this waming

MESSage.

— under modules you should only draw out the USA-Advanced Placement Test (AP) in Chemistry
ones most relevant to the course you're applying to (e.g. bertte Gmde  Ouslifcation dat
Biology for a Medicine degree). You may also wish to list Chemistty  Pending  May202€
your Math (e.g. stats/calculus) and English, as these can
often form part Of decisions. USA - High School Graduation Diploma

Qualification date  Module(s)

These can be entered v Modulele
S e p a rate Iy- Module tithe Qualrfication date
Biology (Junior Year) 3. May 2025
 |f the university needs to see your full transcript, they'll
request this via email or upload. USA - SAT in Math

Title Score  Awarding organisation  Qualification date

-
e = M

* You can add multiple qualifications which will be listed Vahson Colees
under the place of education
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UCAS

— ADDING THE RIGH SCHOOL DIPLOMA

« Complete all fields marked with a red asterisk.

« Make sure the qualification date is the

— under modules you should only draw out the ones most relevant to
the course you are applying to e.g. Biology for a Medicine degree.

« You may also wish to list your Maths (e.g. stats/calculus) and English as these can often form part of decisions.
« Make sureto of any modules you include.

 If the university needs to see your full transcript, via email or upload.

Edit USA-High School Graduation Diploma

Cualification date*  Grade

05 ~ | 2026 ~ || Pending
Universiies and colleges may find module/unit information useful if there are specific subject requirements for the courses you choose.
Module title Qualification date Grade

3iology (Junior Year) 05 ~ | 2025 ~ || 3.8
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UCAS

— ADDING THE ACT

« Complete all fields marked with a red asterisk.

« |If the qualifications are still in progress (e.g. booked but not yet sat),

« Make sure the qualification date is the , not the ‘examination sat’ date.

« Each ACT section , including Composite Score, Math, Science etc.

 You should select the exam board.

Add USA-American College Testing Program (ACT)

Subject/uitle * Qualification date*  Awarding organisation * Grade

I.---.- -..--.I
cENE vl | S3ve and add ancther | Cance
M o
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— ADDING APS
(ADVANCED PLACEMENT) How quafication appears ance etere

« Complete all fields marked with a red asterisk. USA-Advanced Placement Test (AP) in Chemistry

Subject/title  Grade Qualification date

 |f the qualifications are still in progress,

— g —
LA o
e [l 1 o e e

« Make sure the qualification date is the , hot the
‘examination sat’ date.

 |f there are multiple variations of an AP, make sure you type

out the full name Qualification entry page

Subject/title * Qualification date* Grade *

World History H 07 ~ | 2025 ~ || Pending +

If you're taking the AP (Advanced
Placement) from outside the USA, search
(AP) with brackets as this’ll help you find

the qualification.

."-l-.- ---".
Save qualifications JEEEEVEERGERERFGE S
M -

Public




— ADDING THE SAT

Qualification entry page

« Complete all fields marked with a red asterisk. Add USA - SAT

» Make sure the qualification date is the , ot the Qualfcation ate*_ Avacingorganisation Score
‘examination sat’ date. S

« |If the qualifications are still in progress (e.g. booked but not
yet taken),

« Each SAT section , including

Composite Score, Math, Science etc. e a
How qualification appears once entered

 You should select exam board

USA - SAT in Math

Title Score  Awarding organisation  Qualification date

L A g e g
"
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UCAS

— ADDING SAT SUBJECT TESTS

« Although this test cannot be taken anymore you can still add this if you achieved one historically.
« Complete all fields marked with a red asterisk.

« Make sure the qualification date is the , not the ‘examination sat’ date.

« Subject can be selected from a list —

* You should select awarding organisation

Subject/title * Qualification date* Awarding organisation * Grade

History 05 ~ | 2021 ~ || CB ~ 700

.-"- -"-.
: : ;o \ .
Save [|I.JEI|IﬁEEtI[Jﬂ5 It adivic dNd ddd anotner Jll LdNCe
'-.___ ___.-'
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— ADDING COLLEGE _ Finding the qualiatr
CREDITS

( Scottish qualifications ) ( International and EU ) ( Baccalaureate ) ( Apprenticeships )
(Access to HE) (Technical (not including ETEC}) ( Core maths) ( HMC, HND, and Degrees)
(F'erfcnrmance, Art, and Design ) ( More UK Dualiﬂcatiﬂns) ( All qualifications )

Search for your qualifications

YWOIdS TROm Yyour Qualification title or CSJ“I’;."IS narrow down the list. If your gualification isn't listed
qualifications” filter and search there. Still no resu '.S?T"‘J-' removing amny Coumny Tiers and searcning

Other” under “All gualifications”.

Filter by

» There's no category for college credits in the education CCTTD
section currently, so select “all qualifications’, untick your
country, search ‘other ' and select ‘Other (International non- R
EU Qualifications)’, then ottt e £ otetons

Other (UK Qualifications)

- H - - S
gy g |y ;-\.ac..\_hh;-\....a;- T A
L LY Cations | =noy -\.I-\.- ar LUas

« Complete all fields marked with a red asterisk.

Entering the credits

« Make sure the qualification date is the

Subject/title * Qualification date*  Awarding organisation * Level *

College Credits H 05 « ‘ 2025 « || Com Coll H College

* Anything incomplete can be

Jniversites and co |EQE: may find module/unit information useful if there are specific SUDject requirements 10r the Courses you choose

Module title Qualification date Grade

Introduction to Statistics ‘DE v | 2024 v || 3.0
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— ADDING COLLEGE
CREDITS

» Make sure the qualification date is the

Community College Top-Up, Birmingham, United Kingdom

Pl

5 e . - C
_I_-’-J-.J-:'- _'_-_:' = _-I_I _II o

=t + R

© The details you have entered show that you have attended two or more different
schools or colleges at the same time. If this is correct, please ignore this waming

Mainstream High School , Birmingham, United Kingdom

» Make sure the educational institute the qualification is listed o
under is the one which awards the credit e

L]

™, 5 ™ I ™5, 0L
- Ll
L'—'— Tl 1 L‘-’—‘—'
-

© The details you have entered show that you have attended two or more different
schools or colleges at the same time. If this is correct, please ignore this waming

message.

« See how to indicate dual enrolment

« |f a full associates will be awarded, please see section on
how to enter an associates degree.

* This should be used where you have taken standalone
credits, not where you've attended university and
dropped out.
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Pick your qualification type

o "
- .

MGOSET TNE T O =l TS0 VWOl WGLED S
i =
" L | ] -

= w2l Vod Call SZalll For E:E:'—: = fications within each L=dE
AlLevel, AL EPO, and T Level GCSE and equivalent
acottish qualifications |': Irt=mational and EL :’l Apprerticaships

Access to HE Technical {not including BTEC) HNC, HMD, end Dagrees

» Select bubble on the qualifications (A quaications |
page

search for your qualifications
» Select

« |f the filter is applied, the .
Associate degree option should be visible —— _

Pearson BTEC Entry Level 95-GLH Awand in Workskalle (Emtry 3)
SAT - reasoning text (redesigned from 201 6)
USA - SAT

If you've completed a full degree or a few - SAT e 201t et 2
college credits, but not been awarded a U Amerien ColegeTsin Progra ACT)
qualification, see here for instructions. sk Clege Ll Eamitin g (159

USA-SAT Subject Test (last awarded 2021)
United States of Amenca - Advanced Placement Test (AP
United S5tates of Amenca - SAT
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— ADDING AN ASSOCIATES DEGREE o

« Complete all fields marked with a red asterisk.

« Make sure the qualification date is the

 List the overall title of your associates degree, as the modules you've taken, if relevant.
* Anything incomplete can be

« Make sure to clarify which semester the class is,

Add USA-Associate Degree

Subject/title * Qualification date* Grade

2025 ~

‘ Computer Science H 05 ~

Universities and colleges may find madule/unit information useful If there are specific subject requirements for the courses you choose,

Module tritle * Qualification date Grade

39
e

2025 v

‘Dilv

Y151 Basics Of Comput

Public




	Slide 1
	Slide 2: inputting grades
	Slide 3: inputting grades
	Slide 4: Registered Centres –  setting up a qualification shortlist
	Slide 5: Registered Centres –  setting up a qualification shortlist
	Slide 6: How to indicate dual enrolments
	Slide 7: dual enrolments – two part-time schools
	Slide 8: dual enrolments – full-time plus part-time
	Slide 9: Can't find your qualification?
	Slide 10
	Slide 11: USA – Finding qualifications
	Slide 12: USA – adding qualifications general advice
	Slide 13: USA – adding the high school diploma
	Slide 14: USA – adding the act
	Slide 15: USA – adding Aps (Advanced placement)
	Slide 16: USA – adding the sat
	Slide 17: USA – adding sat subject tests
	Slide 18: USA – adding college credits
	Slide 19: USA – adding college credits
	Slide 20: USA – finding an associate degree
	Slide 21: USA – adding an associates degree

