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HOW TO COMPLETE THE PROFILE SECTION

You can start to fill in your profile section in UCAS Progress as soon as you have received your
username and password.

The profile section gives you a secure place to save information about yourself which will be used to
send applications to providers where you would like to study. It means that you don’t have to keep
writing the same information if you want to apply to multiple providers.

When you put your username and password into www.ucasprogress.com you will be able to access
your profile and send applications.

If you click ‘Profile’ along the top bar it will open the profile section and you will see each of the
sections that you will need to fill in before making an application.

N g s NiE N
Personal information ‘ Qualifications | Work history Personal statement | Contact details

Summary
This profile is where you enter information to be included as part View the
of your applications. entire proﬁle
How it works:

« You can enter and save information in each section using the tabs (Personal
information, Qualifications etc.).

« When you have finished working on each section save it or markit as
complete at the bottom of the page

* Complete as much information as possible within each section and ask
teachers or advisers for help if you are unsure of what is needed

_ You can view all of the sections
Sections to keep up-to-date together by clicking this button.

Contact details ’ H ot started

Sections to complete before you apply

( Personal information ’ I ncomplete

Qualifications ‘ H ncomplete
(" Work history ’ W ncomplete
(' Personal statement ’ W ncomplete

This profile is where you enter information to be included as part of your applications.
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How it works:
= You can enter and save information in each section using the tabs (Personal information, Qualifications etc.).
= When you have finished working on each section either click or mark it as complete at the bottom of the page.

= Complete as much information as possible within each section and ask teachers or advisers for help if you
are unsure.

= Once each section is complete these sections will become green on the summary page and will say ‘Complete’.

= At any time you can update any of the sections if you wish to change them or add more detail, however these
changes will only be reflected in applications that are sent after changes have been made.

Contact details

Home address details

These contact details will be used by the
provider to get in touch with you so it is
really important to keep them up to date.

House name or number

This field is required * ¢ g 17 or Barn Cottage

Street
This field is required * ¢ g Hgh Street

Locality

Town or city

This field is required * ¢

e.g. London

Postcode
This field is required *

7 letters and numbers. If you
an visit ww w.royalmail.com

and use their postcod

Contact details i .
You can insert a school email and home

email so you can access the system

Home telephone
wherever you are.

Mobile telephone

*You must include your home and/or mobile telephone number

Home enail
School ermail
*You must include your home andfor school email address
This is a drop down box and you can
brefered Tetod of conect z| «— select email or telephone.

contact you?
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Parent/Guardian details

First name

This drop down box allows you to select:
st ame Mother, Father, Guardian, Other family
v / member, Not specified.
Relationship  Not specified [=]

If you select ‘No’ it will open a number

Parent/Guardian address details of fields where you can add another
address.
Same address?
Yes
No

Parent/Guardian contact details

/ If you have put any details about your
parent or guardian it would be a good

idea to add a contact phone number.
This is not mandatory.

Home telephone
Mobile telephone

Home email

Personal information

Name and details

fikst i & Siroad Some details have already been added

Please contact y our teacher or adviser if this is incorrect SUCh as your name and date Of blrth |f
these are wrong please contact you teacher

Last name learner99 . .
or adviser and they will be able to help you.

Please contact y our teacher or adviser if this is incorrect

Date of birth * 2g/05/1997

Please contact y our teacher or adviser if this is incorrect

Gender Female
Male
Not known
@ Not specified ) . . )
You will receive your national insurance
number on or around your 16th birthday.
National insurance number Your national insurance number is your
own personal account number provided
by HM Revenue and Customs. This is not
mandatory.




What is y our ethnic group

White

Mixed / multiple ethnic group

Asian / Asian British

Black / African / Caribbean / Black British

Other ethnic group

Have you been a resident in

the UK/EU for three or more =
years?
J No
Please select the country you
have mainly lived in for the
last three years ©-g- Englan
Please select y our nationality
e.g. England
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In this section select the ethnic

English / Welsh / Scottish / Northern Irish / group that best suits you.

British
Irish
Gy psy or Irish Traveller

Any other White background

White and Black Caribbean
White and Black African
White and Asian

Any other mixed / multiple ethnic background

Indian
Pakistani
Bangladeshi
Chinese

Any other Asian background

African
Caribbean

Any other Black African / Caribbean background

Arab

Any other ethnic group

@ Not provided

If you have lived in the UK for more
than 3 years select ‘Yes’ here. If not
select ‘No’.

These two drop down boxes enable

Wales \you to select from a list of countries
and nationalities and choose the
—a— right one for you.




Personal Information continued

Education details

Name of your current or most STROUD COLLEGE OF FURTHER EDUCATION
recent school, college or
centre

When did you start?  ponth [&] Year =

When did you finish?  Month [&] Year [i]

/| Please select when you finished or check the box if
you are still there

Additional support

Do you consider y ourself to

have a disabiltiy ? =

@ No

| would prefer to be contacted
regarding this question

Do you consider y ourself to

have a learning difficulty ? Yes

No

| would prefer to be contacted
regarding this question

Do you feel that y ou need Additional support

any additional support if you Yes
were invited to an interview or
appointment? No Do you consider yourself to have

a disabiliiy?

Lo you consider yourself to have
a learning difficulty?

Hease select one or more of the
boxes below if you feel they
apply to you
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This section will be prefilled with your
school name.

You can fill in when you started at the
school here.

— If you have left the school you can put
that date or tick the box if you are

still there.

Additional support

Do you consider yourseff to have @ Yes

\

Please select one or more of the
boxes below if you feel they

Yes
@ Mo

| w ould prefer to be contacted
regarding this question

@ Yes
No

|w ould prefer to be contacted
regarding this question

| Moderate learning diffic ulty

| Severe learning diffic ulty

| Dyslexia

| Dyscalculia

| Other specific leaming difficulty
| Autismspecirumdisorder

| Muttiple learning difficutties

Cther

| Mot known/not provided

a disabiltiy?
No

I w ould prefer to be contacted
regarding this question

| Visual impairment
Rl o | Hearing impairment
Disabiity affecting mobility
| Other physical disability
| Other medic al condition (for
exanple epilepsy, asthma,
diabetes)
| Emotionalibehavioural difficulies
| Mental health difficulty
| Temporary disabiity after lness
(for example post-viral) or
accident
| Profound complex disabiities
Aspergers syndrome
Multiple disabilities
] Other

| Mot know ninot provided

If you tick ‘Yes’ to the
question about disability
or learning difficulty, a drop
down box will appear and
you can select from a list.
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Qualifications

This section allows you to add qualifications that you are working towards or have already completed. If you are not
sure what to put in this section ask your teacher or adviser and they will be able to help you.

N 7\ R A - Nl )
Summary ‘ ‘ Personal information | HONE{MEITNE ‘ Work history | | Personal statement | Contact details
r

Qualifications When you select the ‘Qualifications’
tab at the top of the summary page you
can start adding your qualifications by

Things t ber: .
Sk pressing the blue button.

» Enter all the qualifications you have or are working towards.
» |[fyou have any questions please ask your teacher or adviser.

You have not added any qualifications

Start adding your qualific ations

When you think you have added all of your qualifications, please click
the button below

| have added all of my qualific ations

N 3 R 1 - N~ Ry
Summary ‘ ‘ Personal information | MONEUNEIGHE] ‘ Work history | | Personal statement | | Contact details

7

Qualifications

AR After selecting the ‘Qualification type’

e.g. GCSE you can then add the subject
from a drop down list. If you can’t find
Sublect | Art & Design [+ your subject then you can add it in the

/ free text box.

Qualification type GCSE

If you can not find the subj
provided, please enter th

Completion date  ponth | June ]| Year |2012[&

Predicted grade

You can then add your predicted grade
or actual grade if you have already
completed the subject.

Actual grade (]

ion, please enter

e in the list

-~ Gick ‘Save ater ading each

qualification.
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Work history

This section enables you to add any work experience that you may have done or a part time job that you are still
doing. This can be work experience that you have completed with your school or any work outside of school such
as babysitting etc. If you have not done any work experience just mark the section as complete by clicking the blue
button ‘I have added all my work history’

Nl - N e N N
Summary I Personal information | | Qualifications | ALY ‘ Personal statement | | Contact details
| |

Work history

-~

o _ If you would like to add some work
ings to remember:

« Work history can include part time jobs, voluntary work and work experience experience CIiCk the blue bUtton ‘Start
« If you have nothing to put in work history then just mark this section as add|ng yOUr Work history’
complete

You have not added any w ork history

Start adding your w ork history

If you have not done any work or had work

Wh think h. dded all of k history, pl lick th . .
R R A R st experience, you can click ‘1 have added
. all my work history’ and move to the next
|
section.

|

N[ T B ) s
Summary ‘ ‘ Personal information Qualifications Work history Personal statement Contact details

Work history

7

Your work history can include any part time jobs, voluntary positions or work
experience placements. This information helps institutions to understand any
wider skills and experiences that you will have gained

You can now start adding your work history.
e You need to add the employer’s name
e e.g.Sainsbury’s, your job title e.g. Checkout
assistant and when you started and finished
Employer | Sainsburys the job, if you are still doing that job tick the
Please enter the name of the company or organisation bOX lsti” employedi.
Position/Job title  Checkout Assistant

Please enter the role or job title of the position held or currently

holding

Startdate  Month Jan [] Year 2012[&]
Please enter the date y ou started working for this employ er

Then the type of work e.g. part-time, work
experience

Enddate  ponth [

Lsel Year lw !

7| still employ ed
he date you f i working or check the box if
working for this employ er

Ty pe of work

@ Part time
Full time In the ‘Main duties’ section try and write
Work experience about the duties you performed whilst
Please seect f the positon s ful time, par time orvork working and what skills you needed. This
will be helpful if you are applying for courses
Main duties | ork at Sainsbury's on a Saturday on the till. My role where those skills will be useful.

includes scanning all of the customers items and taking
pay ment. This needs good skills with Maths and customer
service as | talk to customers and take pay ment

I am professional and am alway s on time.
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Work history

You will be able to see all of your work history
in date order under the ‘Work history’ tab.

Things to remember:
« Work history can include part time jobs, voluntary work and work experience

« If you have nothing to put in work history then just mark this section as
complete

If you wish to add more just click the blue
button.

Remove
Checkout Assistant at Sainsburys

I work at Sainsbury’s on a Saturday on the till. | Jan 2012Present day
My role includes scanning all of the customers Part time
items and taking pay ment. This needs good

skills with Maths and customer service as | talk
to customers and take payment. | am
professional and am alway s on time.

When you have added everything click the

blue button ‘| have added all my work history’

When you think you have added all of your work history, please click the
button below

I have added all of my w ork history

Personal statement

This section gives you the opportunity to tell the provider you are applying to all about yourself and what skills and
experience you have that would make you suitable for the course you are applying for. You can type this in a Word
document if you would prefer and then copy and paste it into the free text box. If you need help filling in this section
ask your teacher or adviser.

Personal statement

Things to remember:

T SR S T B T S This section could include information about what you would
It R SRR Rt SRR S A e biez a0 like to do as a career; any work experience that is relevant

7 T seleitsatihe persen Eadlng JoulshEMEREMSIC IS 12 Mo shott to the course(s), or skills that you have learnt that would be
S0 Reclc YoU IS RUNCICIONS and agkice ket youpersya beneficial, any achievements that you have such as Duke of
PRI LR T G2 Edinburgh, and any interests or hobbies that you have.

Remember that the provider you are hoping to go to will be
reading this so take care with spelling and grammar and try
and get someone to check through it with you such as a
teacher or parent/guardian.

You can save this statement at any time and come back to it.
If you think it is complete then click the ‘Complete personal

statement’ button. If you do this and want to make changes

you can go back and update your statement at any time.

Save section Complete section

When you have updated your When you think you have

personal statement as much finished your personal . . .

= ST S If you make a couple of different applications you can amend

utton below utton below . .

your statement if you want to change it because you are

: -
applying for a different course.

UCAS Progress Follow us on Twitter (g Find us on Facebook
08714 682 568 twitter.com/ucasprogress f facebook.com/ucasprogress

ucasprogress@ucas.ac.uk




