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When I login, why can’t I see the 
students I’m supporting?

My details aren’t appearing as a 
referee, how can they be added?

One of my students has said they 
have linked to us, but I can’t find 
them?

How do I delete an application?

Why am I unable to approve or 
send an application to UCAS?

I didn’t tick the qualifications 
checked box, what should I do?
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Setting up staff to have 
access to the Adviser Portal
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When I login, why can’t I see 
the students I’m supporting?
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My details aren’t 
appearing as a referee, 
how can they be added?
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One of my students has said 
they have linked to us, but I 
can’t find them?
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▪ Create groups – remember students can pick the group at 
the point of application

▪ Set your unique buzzword for students to link*

▪ Set/review the application fee payment options

▪ Review and ensure your qualification shortlist is correct

▪ Check group permissions for individual staff members

▪ Keep your contact details up to date

*REMEMBER - it matters where the student inputs the buzzword 
to be linked automatically without having to accept individual 
requests

2025
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Supporting your students and their 
applications



36
Public



37
Public



38

Why am I unable to approve or send an application to UCAS?

Public

I didn’t tick the qualifications checked box, what should I do?
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How do I delete an application?
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▪ Return to applicant message – use the space provided

- Students receive an email containing your message and a 
prompt to sign in to their application

- Your message is also on their application when they sign in 

- Save your message in the ‘Adviser Notes’ to refer to them

▪ If changes are made by applicant in the education section, 
predicted grades will need to be added again. 

▪ Check regularly for applicants that have linked after registering in 
the 'Application summary' tile.
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• Check the Adviser progress 
status bar for every student.

• Once everything has been 
ticked, it can be sent to UCAS.
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▪ Applicant Status Report – by using the filters on screen you can tailor 
your ASRs.

▪ ASRs have full conditions of offer as well as your students’ predicted 
grades.

▪ Adviser Guide outlines abbreviations and symbols used by providers 
in their summary offers.

▪ Bulk download your applications in one cohort.

05 March 2025
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https://www.ucas.com/file/698526/download?token=tbWU_Va4
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Don’t forget!

If you can’t view your students in 
the tracking area of the Adviser 
Portal, they may have opted out of 
sharing data.

Students can change this 
themselves in their application.
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When I login, why can’t I see the 
students I’m supporting?

My details aren’t appearing as a 
referee, how can they be added?

One of my students has said they 
have linked to us, but I can’t find 
them?

How do I delete an application?

Why am I unable to approve or 
send an application to UCAS?

I didn’t tick the qualifications 
checked box, what should I do?
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UCAS’ Adviser Help Team
0345 123 8001 
adviserhelp@ucas.ac.uk

Digital Learning Team 
training@ucas.ac.uk 

Professional Development Platform 
https://pdp.ucas.com

mailto:adviserhelp@ucas.ac.uk
mailto:training@ucas.ac.uk
https://pdp.ucas.com/
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