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Introduction

WHAT IS THIS GUIDE FOR?

This guide is designed to help you set up and manage your training provider and programme
information using our online system web-link. It aims to answer most of the common
gueries that you may have, using text and screen shots to help you to complete tasks. We
recommend that you read it together with the UCAS Teacher Training Admissions Guide
before you start to set up your details.

In this document you will see reference to GTTR which was the previous application
scheme offered by UCAS. From 2014 this was replaced by UCAS Teacher Training. Some
references do remain so please note that these sections do refer to this scheme.

To use web-link, you’ll need your relevant administrator usernames and passwords. We will
have sent these to you once we received your completed joining form. If you’ve lost your
password please see I’'ve lost my administrator password. What should | do? for further
advice.

TOP TIPS FOR USING WEB-LINK

To help guide you through the system, please read the following top tips.

e Make sure you check all the information you have entered for each training programme.
Once you have saved it, allow time for it to be processed. Be patient — it is sometimes
slow. Do not submit it twice.

e After you've updated information you will receive either an Update successful message
to confirm this or it will show an Error message to show that this has not been processed.
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e When navigating through web-link, please do not use the browser’s back and forward
buttons. Web-link has its own navigation trail at the top of the page, this can take you to
the previous section. A link to exit the system is also provided on each section.

e Check each section before saving and before exiting the system. You must enter all the
information for a new training programme; you can add more training programmes when
you log back in.

e Remember to verify your email before continuing through the set up process.

Large training providers may want to consider setting up Read-only accounts. This can be
created for users requiring limited access to web-link. You can read more about this later in
the Set-up guide.

WHAT IS INSTITUTION DATA IN WEB-LINK
FOR?

You will use web-link to:

e set up and manage your training provider and training programme information
e close training programmes

e reopen training programmes for late vacancies

e maintain training programme vacancy status, including how to discontinue training
programmes

The information is published on our UCAS Teacher Training search tool, found at
www.ucas.com/ucas/teacher-training/find-training-programme and will be used when
applicants make their applications.

WHERE DO | GO TO LOG IN TO WEB-
LINK?

From www.ucas.com click on the Providers tab at the top of the screen. Click on the Login
to web-link button.

Alternatively use this direct link to web-link:
https://update.ucas.co.uk/netupdate2/Welcome.htm.
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The URL will take you to a page labelled Log in to web-link. Click Access institution data and
log in with your web-link username and password.

If you already use web-link for a different admission service (e.g. UCAS, UCAS
Conservatoires, UKPASS), enter your existing login details. Once logged in you'll be taken to
the system menu, where you can select any of the schemes available to you. If you use only
one admissions system, you'll be taken directly to the main system menu.
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Use applicant data to:

= view and manage applications
= complete Record of Prior Acceptances or Overseas Partnership Forms

= view and maintain offer abbreviations

> Access applicant data

Use institution data to:

= maintain your provider details, postgraduate or UTT courses/training programmes

= manage web-link user accounts
= access Application/Decision Tracker

C) Access institution data )

HELP AND SUPPORT

You'll find help and advice throughout web-link.

e Online help at page level, by clicking on the Help link at the top of each screen.

e Online help at field level, by clicking on the ‘I’ symbol next to individual fields.
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Using web-link for administrators

WHAT DOES A WEB-LINK ADMINISTRATOR
DO?

The web-link system needs an administrator at each training provider to set up and manage
the user accounts for that training provider. This is often the same person that is
responsible for managing the training programme details for their training provider, but it
doesn’t have to be. You will have been given a web-link Administrator username and
password when joining the UCAS Teacher Training scheme, and you will use these details to
access the Administrator section for the first time. Make sure you log in to the Access
institution data section.

The log in to web-link is on the providers' page: www.ucas.com/providers

UCAS Adwvisers Providers Cor ate Comnmect
At the heart of Next event: West Wales higher education conv
connecting people CAmactm A3 010 TNy
to higher education s .
Services Groups and forums Undergraduate Conservatoires Teacher Training Postgraduate

& You ove currently logged in Log out

UCAS' Corperate Strategy for 2015-2020
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-
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farums
- i Teachar Traming Entry
Training 3NG40 poNders UCAS Teachear Traming Entry
Change Steenng Grow Profiles 2015
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If you don’t have an administrator username and password see I've lost my administrator
password. What should | do?

Alternatively use this direct link to web-link:
https://update.ucas.co.uk/netupdate2/Welcome.htm.

Choose the Access institution data button and log in.
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Use applicant data to:

= view and manage applications
= complete Record of Prior Acceptances or Overseas Partnership Forms
= view and maintain offer abbreviations

> Access applicant data

Use institution data to:

= maintain your provider details, postgraduate or UTT courses/training programmes
= manage web-link user accounts
= access Application/Decision Tracker

C) Access institution data )

Then log in using your administrator’s username and password.

webdink

UCAS

Login

Username school2015
Password ssesesss

{ EI-I.‘J. Oun

If you have: forgotien your usemame and/or password you shoukd in the first instance contact your Web-dink
Administrator &t your nstitution who will be able to assist you

05 July 2013 1135 AM
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HOW DO | REGISTER A NEW WEB-LINK
USER?

From the main Administrator Options Main Menu, an Administrator will be able to register
new web-link users, for staff who require access to the web-link system, and view existing
users. So that an Administrator can manage their training provider and programme data, or
view and manage applications, they should also set themselves up as a web-link user.

= wn -
G . t s X .;..g—v.—-v'vrw e
UCAS Teacher Training Partnership UCAS
Administrator Options
Resneander £ you. the sdmwrwstiaor, need access 10 e mam wreas of web ok, you must sl Up & Second usey

record for yourse® In addton 1o being the admanestrator, you will need o user record with an appropeiate authorty
evel (W appvoves, egior or read-only)

Enter details for each member of staff who requires access to web-link, before clicking on
‘Submit details’. Each user will have a unique username, determined by the training
provider Administrator. The system will alert the Administrator if the username has already
been allocated to another user, in which case an alternative should be entered.

The system will generate an automatic email containing a confirmation number, which will
be required for the user to gain access to the web-link system for the first time and will be
used to confirm the user's email address. If you change your email address you will need to
repeat this process. This automatic email will be sent to the first email address nominated in
the screen below.

ﬁom: NetUpdate \

Sent: 10 April 2015 08:39

To: JBushell@emmbrook.wokingham.sch.uk
Cc: swoodhull@piggott.wokingham.sch.uk
Subject: UCAS web-link email check (152)

The UCAS email confirmation number for Julian Bushell is 321.

The first time you log on to web-link you will be asked to enter this number in

Qder for us to check that we have a valid email address for you. J
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You should let each user know that if they do not receive this email they should check their
spam filters before calling the UCAS Data Collection Team.

The second email address is not mandatory; it can be used if another person needs to
receive notification.

«III» <l weblink

UCAS Teacher Training Partnership UCAS

Register a new user for web-link
Enter the new user's iufl name, usemame and emall address  Other fields are optional

The first email address s for commumication with the new user The second email address will recewve a copy of
changes made by the new user

Please Note: On completion of registenng a new user, an automatic emal containng the confirmation number will
be sent to the new user, and copied 1o the admunistrator. If an invahd user email address is prowded the
undelivered mad 1S ikely 1o be returned 10 the admestrator

Full name: Rose Hill
Username (min 6 letters, max 10 letters):  rhill
Emall address: rainng@ucas ac uk
Second email sddress: admin@ucas 8¢ uk
Telephone number: B4 384 1T
Department or faculty: Test Team

_ Submd deimis |

UCAS

UCAS Teacher Training Partnership 15Q

Assign the appropriate level of authority for each user from the drop-down box.

e Read-only access allows a user to view, but not update, data in the areas allocated to
them.

e An editor has authority to update data in the areas allocated to them. Each editor should
have an individual username so that individual changes can be tracked.

Select the areas of permission from the list on the left-hand side of the screen.

e GTTR permission allows a user to set up and manage training provider info and training
programmes.

e Applicant data permission allows a user to view and manage applications.

To select both areas from the list, hold down the <Ctrl> key before selecting each area from
the list.
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g NEWINST L USER LIST_ZRE EXIT__g

UCAS

User List ——> User Details

User Permissions

Set user permission levels for

Select authority level Authority...
Select desired option from the list: Editor -
Read-only

Select area permissions Editor
Specify the area permissions you wish this user to have access to, from the left-hand list.

'‘Add >=>' all permissions if you wish the user to have 'Full Access'.
(To make multiple selections, hold down the <ctri> key)

Access to...

| Add >> ] GTTR

Applicant Data

<< Remove

[ Save Changes ]

The password for each web-link user is set and managed by the Administrator. Enter and
confirm the nominated password in the appropriate box - make sure you remove all the
dots before creating the password. The password should be between 6 and 20 characters
long and can include letters or numbers.

&

= 3
‘ (_7;7..,!|- httoy fiatwcas.con. £ = & X | [l Register new user X [ l

| I - webink

UCAS Teacher Training Partnership UCAS

Register a new user for web-link
Security options for user. rhillt

E=8 I
ok

5 ko

Add a password for this user

The password shouid be kept secure as it allows course data at your institution to be edited online. it should be
between & and 20 characters long and can include letters or numbers. UCAS will not reveal passwords, so if one is
forgotten it must be changed by the local administrator. Insert the password twice for confirmation

Password

Confirm password

As the Administrator you will see that we have already set your user permission to access
Applicant Data and GTTR.
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I"VE LOST MY ADMINISTRATOR
PASSWORD. WHAT DO | DO?

If you lose your Administrator password you need to contact the Data Collection Team at
UCAS. You can call them on 01242 544864 or email coursesdata@ucas.ac.uk.

ONE OF MY USERS HAS LOST THEIR
PASSWORD. WHAT DO | DO?

If one of your users loses their password or it needs to be changed, the Administrator can
let them have their details.

¢ wab-ink

UCAS

Administrator Options

Remember: if you the administrator. need access to the man areas of web-link, you must set up a second user record
for yoursef in addition to being the administrator, you will need a user record with an appropriate authonty level (i
approver, editor or read-only)

« I > web-ink

UCAS

View all users

Clck on a users name 10 view/edt their detalls, check their password, or remove them from the system

Area permissions
Full name | Aymority GTTR| Applicant Data | Lastlogin
level
AOMIni s ator Fri20 Way 15 (10:55)
Edor v v Mon 18 May 15 (17:17)
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ra— UCAS

Iy i ==>

Change user details or remove user

Please note: Changing Email 1 will generate an automatic emad containing a confirmation number which will be
reguired for the user to re-enter the system

To view the currently saved password for this user, click on the ‘view password' ink below

Full name ;
User name
Password : LTI
Confirm Password : wennne
Emall 1: @
Email 2 : @
Telephone -
Department/Faculty : Teacher ¥aining recrumn
Permissions - GTTR
(change pe s) Appicant Data
(Editor)
Low IP address A e 2
High IP address
Start time (HH:MM, like 09:30)
End time (HH:MM, like 17:30)
Allow access at weekends Yes «
[_Savechanges )| Cenceichanges || Removeuses |

Optinsal addnona! securry
Communcaton with the UCAS database i profecied by 12804 SSL tectnalogy ¥ you wrsh you tan specty the
followmy exTa checks when a user logs m feave blank £ not requered)

DO | NEED TO SET UP ADDITIONAL
SECURITY

You do not need to complete this information to set up a user account.

OPTIONS?

Optional additional security allows an Administrator to limit a user’s access to web-link to a
particular IP range or time (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.

[1 31 1P dsronnae

AN alterrpt 19 oG 1 S outsde fhe gven range of ¥ addeesses will be repecied Thes coukt e used %o enmure
el snyure who loge o1 1o thes sccow is dong »o froms the malitan. K maey not be possile to srgiement n

| me Cases

|

|Low P addiwss s e .08 LMo

‘m’ﬂ'mdm— m

"

m .n J1
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Register 3 new user ror the web-link system,
Securily options for user TestUses

Optional additional secus ity

Commurscation with the UCAS database 15 protected by 126-bit SSL 1echnelogy. If you wish you can specify 1he
following extra checks when a user l0gs in (lawve blank ¢ not regusred)

'I Jolt P adidiossas

An attempt 10 log n from outside 1he gaven range of IP sddresses will be rejected This could be used 10 ensure
that anyone who logs = to this accoynt 15 doing so “om this insttution. X may net be poswble to implemant in

SOme cases

Low IP addess A 3 2
(High I adidress

| . . .

lI Mol Thows s vl
An attempt 10 Jog in cutgide the grven hours, or at weokends, will be ispected (Use the 24 hous clock 0 specify

tenag)

STt thne (HHRII, Mo 09:30) :
el tinnve (HHIA, koo 17:30) 5
Alow access o waeketils Tos he

HOW (e pas s ol i 10 thes tset

The password should be kegt secure as 4 abows course data al yout mstitution to be edasd onling B should be
batwean 6 and 20 characters fong and can include latters or numbers. UCAS will not reveat passwords. so  one
ig forgolton & must be changed by the local administiator. Add the patwword twace for confirmation

Password esssenne

Confam password

Cordem Security Ophons

Once confirmed, the new user’s registered details will be displayed. Click on Main Menu to
return to the main Administrator’s screen.

OrI> el web-ink

UCAS Teacher Training Partnership UCAS

New user registered

Usier rhill! has been successiully registered

Before they can use the system they must recese a confiernation number from UCAS by emiad, 1o check that the
email address is correct. This number (s entered once, the first tme they log oo There may be a short delay
before the emad anwves

Uswr clotnlln

Full mame: Rose Hl

User name: rhillt

Emall 1 traning@ucas ac uk
Emalt 2 -

Tok: 0844 984 1111

Department¥aculty: Test Team
Usar permissions: GTTR

Applicant Data
(Editor)

Low P addioss:

High I’ addross:

Start Thma:

End Time:

Weekend Access: Y

UCAS
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HOW DO | MANAGE WHO HAS ACCESS
TO OUR DATA?

From the Administrator’s Main Menu, click on View all users to view the users currently
setup on web-link, together with their authority level, area permissions, and an audit of
their last login. Clicking on an individual user will show all of their registered details.

aaSe> -G

UCAS

Web-link User List
Administrator Details
[Full Nome Usermame | Password Depart/F aculty Yel. No
Usar Detalls
Fall Name Usemame |Password DeportFaculty Tel. No
Teaching Schools
Teaching Schoal
Teaching School

The screen below allows the Administrator to change or update user details or to view a
user’s password — if it’s forgotten.

Changing a user’s Email 1 address will generate an automatic system email containing a
confirmation number, which will be required for the user to re-access the web-link system.
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) main meny iR EXT g i

UCAS

Administrator Menu —-> User List

Change user details or remove user

Please note: Changing Email 1 will generate an automatic email containing a confirmation number which will be
required for the user to re-enter the system.

To view the currently saved password for this user, click on the 'view password' link below.

Full name :
User name :
Password : XTTTTY view password
Confirm Password : ssssse
Email 1: c @
Email 2 : = @
Telephone :
Department/Faculty : ?eachertai;ling recruitn
Permissions : GTTR
change permissions) Applicant Data
(Editor)
Low IP address
High IP address - o —
Start time (HH:MM, like 09:30) X
End time (HH:MM, like 17:30) i

Allow access at weekends Yes v

[ savechanges H Cancel changes ][ Remove user

Page 16 of 62




UCAS

Teacher Training

Important:

Keeping personal information secure

It is really important that we all work together to make sure that personal data
provided by applicants as part of the admissions service is kept secure, and is only
accessed by the people that should be able to see it.

So that you remain compliant with the Data Protection Act, you must make sure:
e multiple users do not share a single user account or use someone else’s

o that when someone leaves your training provider, or changes jobs and the
user account is no longer required, it must be removed immediately

e that only people who work directly for your training provider are set up
with access to your account. Where your training programme is accredited
by another provider they will be able to access all application details for

programmes they accredit through their own UCAS account. They should
not be set up as a user on your account

>

assword top tips

e The password must be a minimum of eight characters.
e The password must be changed at least once every 90 days.

e The password should not be written down or shared with anyone

\ other than the intended user. J
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Accessing institution data: for all users

HOW DO | LOG INTO WEB-LINK?

Once set up, users access the web-link system through the same web-link URL with the login
details provided by their Administrator.

From www.ucas.com click on the Providers tab at the top of the screen.

If you are access web-link for the first time, check you have your confirmation code. You can
find this in your verification email.

Click on the Log in to web-link button

At IhL heart of Noxt ovent: West Wales 'n;'sl sducation conv
connecting people Cormarthert 15 Age 2010+ Wars ever
to higher education V :

Services Groups and forums Undergraduate Consecvaloires Teacher Traimng Postgraduste

& You are currerstly logged i Log out

UCAS' Corporate Strategy for 2015-2020

Find out more
-

Services Groups and forums | Training and events

Contact us Advisory Qroups and ol groues CONYENUONS and exiDimans
Our products and systarms Fandeng groups and regonal Lonferenceu

fotuse
framing Tranng for provicers

Change Steering Uroup
Qualdications Agvertiang apportualies

Syntam avaliaieny

Then select Course and Institution data (Net.update)
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-l -l web-ink

i UCAS

Link Menu

O Applicant Data
O Course and Institution data (Net.update)

O Application / Decision Tracker System
O Postgraduate Admissions

Next click on Access institution data button

Use applicant data to:

= view and manage applications
= complete Record of Prior Acceptances or Overseas Partnership Forms
= view and maintain offer abbreviations

> Access applicant data

Use institution data to:

= maintain your provider details, postgraduate or UTT courses/training programmes
= manage web-link user accounts
= access Application/Decision Tracker

C) Access institution data )

Now log in using the username and password provided by the Administrator at your training
provider.
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I"VE LOST MY USERNAME AND
PASSWORD

If you’ve lost your username and password, contact your web-link Administrator. They have
administrator access to let you have your details.

UCAS

Log in

Username school2015
Password sesscene
Erter | Cloa

¥ you have forgotien your usemame and/or password you should in the first instance comtact your Web-link
Administrator 3t your instaution who wil be able to assist you

05 July 2013 1135 AM

When first accessing web-link, a new user will need to confirm their email address by
entering the confirmation code — emailed to them by UCAS (NetUpdate). This is only done
once unless the user changes their email address, in which case you will be emailed a new
number to confirm the new email address.

ﬁom: NetUpdate \

Sent: 10 April 2015 08:39

To: JBushell@emmbrook.wokingham.sch.uk
Cc: swoodhull@piggott.wokingham.sch.uk
Subject: UCAS web-link email check (152)

The UCAS email confirmation number for Julian Bushell is 321.

The first time you log on to web-link you will be asked to enter this number
in order for us to check that we have a valid email address for you.
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web-link

UCAS

Email confirmation

Your email address needs 1o be confirmed

You should have received a confirmation number n an email from UCAS Please enter this number below and
press ‘Submat’

UCAS email confirmation number. 127

Submit

This has to be done each time the main emall address is changed, to ensure that reports are sent 1o a valid email
address  The confirmation number 1s not 3 password and 1s only used once

In case of problems, check your account details with your local administrator, or C ol

"M LOCKED OUT OF WEB-LINK. WHAT
CAN | DO?

If you lock yourself out of web-link you need to contact the HEP Team. Call 01242 545 734 and select
the option to discuss a technical matter, or email hepservicedesk@ucas.ac.uk

ONCE I’'VE LOGGED IN, WHERE DO | GO
TO SET UP MY TRAINING PROVIDER
DETAILS?

From the Access institution data button, click Continue to Link Menu and choose Course
and Institution data (Net.update).
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- - web-link

el UCAS

Link Menu

O Applicant Data
O Course and Institution data (Net.update)

O Application / Decision Tracker System
O Postgraduate Admissions

To manage your training provider and training programme details, select the appropriate
year from the drop-down box and UCAS Teacher Training (formerly GTTR) to access the
Teacher training menu.

m o web-ink

UCAS

Main Menu

©) Select the year of entry you would like to view or edit: Sefect v,

Solact

Trainng programmes staring n year 2014
Training programimes starting n year 2015

O UCAS Institution & Site Details (_J UCAS Publications

© UcAs Course Details
O UCAS Entry Requirements O UCAS Teacher Training (formerly GTTR)
(O UCAS Entry Profiles O UcAs Clearing

Emall UCAS with any problems or comments,

If you click on the wrong year — don’t use the back button - Click on Select Year will allow a
user to navigate back to the Main Menu in order to select an alternative year of entry.
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@ ¢ update
e UCAS |"A t
Teacher Training \ g r
2015
Teacher training menu

O Training providar, training Jocabion and ¢ us delails

O Training programme details

O GCSE or equivalent qualificatons at ime of aoplication

O Repont

WHAT ARE TRAINING PROVIDER
DETAILS?

The ‘Training Provider’ link will allow users to manage and maintain information relating to
their training provider.

These details are seen by potential applicants. The ‘Contact’ field is intended for a job title
or department. Names can also be used, but they regularly become out-of-date as people
move to other jobs, so a job title should also be included. Do not include information where
a specific field is provided elsewhere on the address / contact screen, e.g. do not enter a
postcode in Address 4.

Some training providers are known by a different name or an abbreviated version of the
name that was used to register with the NCTL to bid for training places. In these cases, you
can include the abbreviation or alternative name in the field Address 1.

The telephone number and email address fields are published for applicants to use to
contact you. Use the 'add/edit or delete...” link to add/edit up to four telephone numbers
and email addresses. Each telephone number and email address can have an associated
text; this could be Admissions or Primary, for example:
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The Website field allows you to enter your web address, making this available in the search
tool for applicants to find further information.

CAN | USE AN ALTERNATIVE NAME TO
ADVERTISE MY PLACES ON UCAS
TEACHER TRAINING?

There are some cases where, as a training provider, you may want to use an alternative
name to advertise your places on the UCAS Teacher Training search tool.

When you requested your bid for allocations with the NCTL, you will have been given the
option to include your agreed UCAS advertising name during this process. You will not need
to take any further action.

If you didn’t request to use an alternative name during the allocations process then you will
need to contact the NCTL at ITT.ALLOCATIONS@education.gsi.gov.uk in the first instance.
Once you have agreed the name you want to use to advertise your training programmes on
the search tool, the NCTL will inform us and we will make this change for you.
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HOW DO | SET UP AND MANAGE MY
TRAINING PROVIDER DETAILS?

Once you have set up the administration and have your users of the system
in place, you can create and manage your training provider details and
training location / campus information for your training programmes.

Selecting the Training provider, training location, and campus details link will navigate
users to a page with sub-menu links.

-l > net.update

LIVE UC /\S Formerly
Academy Teacher Training g t t r

2015 Select Year

Teacher training menu

O Training provider. training location and campus details

O GCSE or equivalent qualifications at time of application
O Report

WHAT IS THE TRAINING PROVIDER
CONTACT LIST?

The ‘Training provider contacts’ screen shows the staff contacts that are set up on the
system. Select a contact to edit their details, or select ‘Click here’ to add a new contact.

Page 25 of 62



UCAS

Teacher Training

G -] futucansn.. £« G X | [l Wan inastuton Deta

2014

Training provider contacts
No costacts cutrently buted

10 200 2 new contact

You must enter the details relevant to an individual contact, and click on the Contact Group
boxes to assign a contact group to that contact. As a minimum, the following Contact
Groups are required.

e UTT Correspondent — this person will receive important correspondence, such as key
information about deadlines for making decisions and managing training programmes, in
our fortnightly bulletin.

Only one UTT Correspondent is permitted; it is their responsibility to forward the
information on to relevant staff at their training provider.

e UTT Output — this person will receive email alerts to notify of new applications.

e 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.

e Fraud Correspondent — this person will receive alerts to any fraudulent activity such as
similarity detection for the personal statement.

e web-link Correspondent — this person will receive key updates for any disruptions in
service or planned outages and changes to our systems.

e UTT Finance Contact — we will invoice this person for payment of capitation fees.

For each category you can add the same person or individuals.

Make sure you have a contact for all these contacts; application processing during the cycle
will be disrupted if they are not in place.
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WHY DO | NEED A CONTACT FOR
ADDRESSEE FOR GT12 REPLIES?

Once you confirm an applicant’s place on one of your training programmes they will receive
a GT12 Confirmation letter. You have the option to modify the text in the letter with one of
the following statements:

GT12 Confirmation letter:

[Training provider name] will assume that you are taking up your place, and will be sending
you joining instructions before you start your training programme.

GT12B Confirmation letter:

To confirm whether or not you intend to take up this place, you must contact the training
provider at [GT12 reply email or URL].

If you are replying to the training provider's email address, you must include your:
e full name

e Personal ID

e training programme code

e reason for not taking the place (if applicable)

GT12E Confirmation letter:

To confirm that you intend to take up this place, you must contact the training provider at
[GT12 reply email or URL].

If you are replying to the training provider's email address, you must include your:
e fullname

e Personal ID

e training programme code

If you do not intend to take up this place, no action is required.

GT12N Confirmation letter:

If you do not intend to take up this place, you must contact the training provider at [GT12
reply email or URL]
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If you are replying to an email address, you must include your:
e fullname

e Personal ID

e training programme code

e reason for not taking the place

Once you have chosen the letter that you want your applicants to receive you need to set
up your Addressee for GT12 replies and provided the GT12 Reply Email or URL.

The Addressee for GT12 replies is set up on the Training provider contacts page (You can
leave Contact Position blank) and the GT12 Reply or URL on the Training provider
requirements page.

[New Ul | appiication alerts NO, not required -
‘Type of GT12 required Notcoming |~/ |
I . T ‘Select = =] l

Coming / Enrol
ComingorNot o =

No response
rrr—

k Update

Setting the GT12 Reply or URL select:

e Coming/Enrol for the GT12E Confirmation letter
e Coming or Not for the GT12B Confirmation letter
e No response for the GT12 Confirmation letter

¢ Not coming for the GT12N Confirmation letter
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Training provider Contacts

Update the detals and click ‘Update contact. To delete a contact. click on the 'Deieta contact’ button. if saving this
contact affects another address on your contact ist, please delete It ana re-aad It

Ms - Contact Group:

I[M:
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/GT12 Reply Email or Ut
!

Last updated:

30110/2013

Upsiata contact | | Duluta contact

WHAT DO YOU MEAN BY MY TRAINING
PROVIDER REQUIREMENTS?

This is where you set how you receive and view your data.

These are the important options to complete in the training provider requirements menu.
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e Format preferred for data download - select whether or not you want to receive
applicant data that includes extended character sets. These are European characters,
such as 3, &, 0, that are not in the English alphabet. You choose one of the following.

- ASCII DATA — you only want to receive one set of data without European
characters.

- Unicode data — you only want to receive one set of data that includes European
characters.

- ASCII DATA AND UNICODE DATA - you want to receive two sets of data; one with
and one without European characters.

e If you use web-link to view your applications we recommend that you select ASCII DATA
AND UNICODE DATA.

e Outstanding Decision Lists (ODL) — training providers can choose whether or not they
want to receive an ODL sequence list. The drop-down list offers a sort choice of the list
data. ODLs are available online in the Applicant Data section of web-link. You’ll find ODL
in web-link which shows all applications awaiting a decision.

- On-Demand ODL - a list of applications that are still awaiting a decision from you.
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- Weekly ODL — a list of applicants who will be rejected by default over the next
seven days. This covers applications in both Apply 1 and Apply 2.

- Confirmation ODL — a list of applicants who have accepted conditional offers, but
awaiting Confirmation decisions (see the ‘Replies and Confirmation’ section for
more info) in the Admissions Guide.

Star J required flag — the Star J provides HESA return details for each accepted applicant
at your training provider. It contains personal information (such as forenames, surname,
ethnicity and disability) as well as qualifications data and can be downloaded from the
Applicant Data Section of web-link (Main Menu, Management Information, Export Data,
Applicant Data 3). It is available after the end of the cycle.

Star X required — the Star X gives extra statistical information for each applicant to your
training provider. It contains information that can be used for statistical purposes, such
as social class and national identity. It does not contain personal information such as
names and addresses which are not included in this transaction. It can be downloaded in
the Applicant Data section of web-link (Main Menu, Management Information, Export
Data, Applicant Data 2).

New UTT application alerts — use this to opt in to receive an email alert whenever a new
application has been sent to you.

Require copy forms — Your copy form preference should be set to Yes, required. This,
together with the copy form setting on each training programme record, will enable PDFs
to be created of your applicant’s applications. You might not need to download those
PDFs, but as they cannot be created retrospectively it is better to have them available in
case you need to do this later.

Type of GT12 required — you must make a selection because it determines which type of
Confirmation letter we send to applicants who hold a confirmed place at your training
provider. The selection will be applied to all your training programmes. The following
table explains the different GT12 Confirmation letters:

Setting in web- Letter  Required action by Required action by training
link applicant provider
Coming/Enrol |GT12E |You want applicants to Enter an email or website
email only if they are taking | address for your Addressee
up the place. for GT12 replies in the
training provider contacts
section.
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Coming or Not |GT12B |You want applicants to Enter an email or website
email you to confirm address for your Addressee
whether or not they will be |for GT12 replies in the
taking up the place. training provider contacts

section.

No response GT12 You do not want to receive |No action required.
any email confirmation from

applicants.

Not coming GT12N |You want applicants to Enter an email or website
email only if they will not be|address for your Addressee
taking up the place. for GT12 replies in the

training provider contacts
section.

The training provider requirements screen has a number of requirement types that you do
not need to complete. They are relevant to one of the other admissions schemes provided
by UCAS.

e ABL listings

e Course analysis

e Ethnic sequence list

e June lists

e New applicant labels required

e Number of new applicant labels required
e Copy form sequence

e Weekly movements lists

e June labels ordering

e Require one audition for secondary instrument study

WHAT ARE TRAINING LOCATIONS /
CAMPUSES?

Every training provider will have a Main Site campus created by default on web-link. For the
majority of providers, this will be the only campus required, as it relates to the training
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¢ Training location / campus address — enter the address of the training location. If you
are setting up the details of the main site, and run School Direct training programmes,
please enter the name of the lead school in the first line of the address. If the location is
an area, simply repeat the area description — e.g. Birmingham.

e Planned intake — the number of trainees you plan to take for the year of entry — shown in
the top left hand corner of the screen. Planned intake should be grouped into the age
categories — Primary, Middle Years or Secondary. Use the 'add/edit or delete planned
intake' link to change the planned intake (up to four numbers and associated text).

This information is not displayed anywhere to the applicant.

Note that these details only apply to the training location / campus area you're working in.
Click on ‘view training programmes at training location / campus’ to view or manage any
training programmes already set up at existing sites.

HOW DO | ADD A TRAINING LOCATION /
CAMPUS?

You can create additional training locations /campuses. We strongly recommend that this is
done where the training provider offers training over a wide geographical area, so that the
applicant can specify a preference for where they want to train. Up to 36 training locations
/ campuses can be created. If you have more sites than this, you will need to group some of
your training locations together under a single training location / campus record, such as all
locations within a town, county or region, and indicate the specific locations available within
your Entry Profiles.

If you wish to place your applicants in the most appropriate training schools or locations,
then you should not create new training locations / campuses.

If you wish to give the applicants the ability to state which school or location they wish to
train at, then you will need to set up new training locations / campuses.
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¢ Training location / campus code — each campus has to have a unique training location /
campus code which you can create. Provide either a capital letter or single-digit number
to uniquely identify a training location, or training provider campus. Once a code has
been assigned it cannot be changed.

¢ Training location / campus name — enter the name of the training location / campus e.g.
Cheltenham, or UCAS Training School, or Gloucestershire. The field accepts a maximum
of 100 characters. It is not possible for you to change the name attached to an existing
training location / campus.

¢ Training location / campus region — all training locations / campuses must be allocated

to a region. To allocate the region for this training location / campus select the region
from the drop-down list and click save.
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Managing training programmes

HOW DO | SET UP MY TRAINING
PROGRAMMES?

Now you have set up your training provider information, including training
locations / campuses, you are ready to set up your training programmes.

You must have all the information about each training programme before you begin
entering it. You cannot enter some data and return at a later date to complete your entry
once the programme has been published.

The main training programme menu allows users to add new training programmes and view
existing training programmes once set up.

e UC/\S | ”"g’ttr

Teacher Trammg

m

2015

Training programme menu

O Training programme lists

O Add new training prograimme

O Acoradited training programmes
ONotes

OVacancies

Click on 'Add new training programme' to add details of a new training programme that
you have bid for or intend to offer during this year of entry.
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HOW DO | ADD A NEW TRAINING
PROGRAMME?

You must have all of the information about the training programme to hand before you
begin entering it on web-link. You cannot enter some information and return at a later date
to complete your entry.

You will need:

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

e the age range to be taught (e.g. Secondary, Middle Years)

e for School Direct programmes, whether it is a School Direct (salaried) or School Direct
training programme

e for School Direct training programmes, the name of the accrediting provider (e.g. Thames
SCITT, University of Worcester)

e the modular status of the programme — your accrediting provider will be able to tell you
this

e the training programme outcome — the highest award possible that students are able to
achieve when they complete the training programme

e GCSE entry requirements in English, mathematics, and for primary programmes, science.
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Add new training programme

Mandatory fields are marked with an astensk(*). A training programme cannot be saved If any of the asterisked boxes (") are blank.

Training Programme Detalls
Training Provider:

Training programme code:
¥ Training programme title:
¥ Programme type:

¥ Accrediting provider:

) Age:

) Mode of study:

¥ Modular:

% Start Month:

) Training programme outcome:

1% Receive applications from:

) Training location/campus:

Spacific Entry Requirements
¥ English Required:

) Maths Required:

1) Sclence Required:

161

The training programme code will be generated automatically when you have completed all
mandatory fields and the new training programme has been saved

Higher aducation programme .
N/A

Primary v
Middle "
Secondary Waining programme ~
September «

Recommendation for QTS -

Please select  ~

Please select one or more
Main Site

NA ~
NIA ~
NA ~

The notes below explain what individual fields mean.

e Training programme code — this unique code will be allocated to your training
programme by UCAS once you have completed all mandatory fields and the new training
programme has been saved. You cannot change it.

e Training programme title — Your title must match exactly your NCTL allocation bid. This
is the title of the training programme the applicant will be applying to study and teach.
For example, a training programme in Secondary English should only be titled English.
Please do not include the following in the training programme title as they are specified
elsewhere.

- the age range

- the name of your school or provider

- whether the training programme is salaried or non-salaried
You should also follow these guidelines:

- use both upper and lower case

- use capital letters at the start of each word, except for words such as ‘and’ and
‘with’
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- donot include the qualification award, e.g. PGCE in...
- donot include the duration of the training programme
- donot put a full stop at the end of the training programme title
e Programme type — this is the type of training programme.
- higher education programme — only HEPs should use this option
- School Direct training programme — only lead schools should choose this option

- School Direct (salaried) training programme— only lead schools should choose this
option

- SCITT programme — only SCITTS should choose this option

You will not be able to change the programme type once the training programme has been
published online. When the training programme is published, the training programme
‘publish’ field will show 'Yes' and you will see the programme type displayed as a read-only
field. You can change this at any time until the programme has been published by UCAS.

e Accrediting provider — all School Direct training programmes must have an accrediting
provider associated with them. You must choose the accrediting provider from the drop-
down list for all School Direct training programmes. If the accrediting provider is not in
the list you should contact the HEP Service Desk on 01242 545734 or
hepservicedesk@ucas.ac.uk and they can arrange for the provider to be added to the list
for you. You can then allocate the accrediting provider to your training programme. You
will not be able to change the accrediting provider once the training programme has
been published for that application cycle. You can change this at any time until the
programme has been published by UCAS.

e Age —indicates Primary, Middle Years or Secondary. If you are setting up a further
education programme select ‘Secondary’ on this screen, you will be able to modify this
on the training programme details screen (see next step). This cannot be changed after it
has been saved.

e Mode of study — the mode of study can be either full-time, part-time or both.

e Modular - indicates whether the training programme is modular or not. 'Modular' or
'non-modular' can be selected. Most training programmes are not modular. If you are not
sure contact your accrediting provider.

e Start month - identifies the month only (not the year) when a training programme starts.

e Training programme outcome — You must select one of the following four options for the
outcome of each training programme:
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This should be selected if the student will NOT receive an
academic teacher training qualification upon successful

Recommendation for QTS )
completion of the programme.

This should be selected if the student will receive a
Professional Graduate Certificate of Education (offered at
Level 6) or Professional Graduate Diploma in Education
(PGDE), with no credits or modules at postgraduate
(Master’s) Level 7 upon successful completion of the
programme.

Professional

This should be selected if the student will receive a
Postgraduate Certificate of Education (PGCE) or other
qualification which includes at least one module or some
credits at postgraduate (Master’s) Level 7 upon successfully
completing the programme.

Postgraduate

This should be selected if the student has the option of
taking at least one postgraduate (Master’s) Level 7 module
or obtaining some postgraduate level credits as part of the
programme.

Both professional and
postgraduate

If you are unsure of the training programme outcome, please ask your accrediting
provider. You can provide more information about the outcome of your training
programme in your Entry Profile or programme information.

You will not be able to change the training programme outcome once the training
programme has been published online. When the training programme is published the
training programme ‘publish’ field will show 'Yes' and you will see the training
programme outcome selected as a read-only field.

e Receive applications from — select a date from the list from when you want to start
receiving applications for this training programme.

We recommend you take the following into account when deciding which date to select.
- availability of staff for interviews
- holidays
- time to make your decisions

You will not be able to change this date once the training programme has been
published.

¢ Training location / campus — select the training locations / campuses where this training

programme will be available. To select multiple locations hold the <Ctrl> button down on
your keyboard and click on each location you want to select to highlight them.

Page 42 of 62



UCAS

Teacher Training

If the training programme is only available at your Main Site location, or if you have not
set up any additional training locations / campuses, please just select Main Site.

If you wish to place your applicants in the most appropriate training schools or locations,
then you should not create new training locations / campuses.

If you want to give the applicants the ability to state which school or location they want
to train at, then you will need to set up new training locations / campuses.

Specific Entry Requirements — Government legislation dictates that every applicant must
have a set of standard GCSE grades A — C or equivalent exams in England (A — B or
equivalent in Wales) prior to beginning their training programme. These general
requirements are for maths, English and, where appropriate, science. For each training
programme you must also set up your own unique requirements.

Use the three Specific Entry Requirements fields to set your general qualification
requirements for English language, maths and science GCSEs or equivalent by selecting
1, 2, 3 or 9 (see key to codes), and then click the Save button.

) Training location/campus: Please select one of more
Main Site

Specific Entry Requirements
) English Required: 1 v

) Maths Required: NA F

) Science Required:

O W A -

£

/Key to codes \

1* = Must have — You want the applicant to have already achieved the
qualification at the time of applying.

2 = Taking — You will consider applicants that expect to achieve the necessary
gualifications before the training programme begins.

3 = Equivalence test — You are able to offer applicants an equivalence test.

9* = You do not require an applicant to hold GCSE grades A — C or equivalent. This
code can only be used for further education or post-compulsory education
courses.

N/A = Not applicable.

(Qualification based on the country where the programme is offered. /
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You can edit these values after the training programme has been created through the
‘GCSE or equivalent qualifications at time of application’ option from the Teacher
Training menu.

WHAT DO | NEED TO INCLUDE IN MY
TRAINING PROGRAMME DETAILS?

Once added, a new training programme will be allocated a training programme code by
UCAS, and will be available to select from the Training programme menu, under the
Training programme lists option. New training programmes will need supplementary details
added for each training location / campus running the training programme.

e Training programme title — See How to add a new training programme for details of
what to include.

e Subject classification — all training programmes must have at least one subject
classification; a maximum of 10 can be selected. Without a subject classification the
training programme will not be listed on the UCAS Teacher Training search tool. Select
the appropriate subject from the drop-down menu.

e Handbook title — leave blank as no longer used.

e Age information — to add or edit the age bracket and age range click Add/edit age
bracket and age range. Select the age bracket and age range from the drop-down lists.

e Mode of study — this can be either full-time, part-time or both. Select the appropriate
option from the drop-down menu.

e Modular — this is used to show whether the training programme is modular or not. Select
the appropriate option from the drop-down menu.

e Start month — this is used to show which month (not year) the training programme
starts. Select the appropriate month from the drop-down menu.

¢ Training location / campus name — Select the training locations / campuses where this
training programme will be available. To select multiple locations hold the <Ctrl> button
down on your keyboard and click on each location you want to select to highlight them.

If the training programme is only available at your Main Site location, or if you have not
set up any additional training locations / campuses, please just select Main Site.

If you want to place your applicants in the most appropriate training schools or locations,
then you should not create new training locations / campuses.
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If you want to give the applicants the ability to state which school or location they want
to train at, then you will need to set up new training locations / campuses.

To receive copy forms for applications to this training location/campus select Yes from
the drop-down list.
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Teacher Training
2015 ) Yes: -—> Tt ) MEtn) —-> Teaing ¢ T p—— —
Training programme details
Traiwing Pyvgrammm Indurmasion
Traiming Provider ics
O Tralnlng psogramma coda: 20G2
O Traini ,
'm.r:. nimg programme Boiogy
1 Subject classifications: Binlogy v
v
[Secondary v
[Please sefect ~
‘Dlerazerse&crc} v
F':S:e_ﬁ:rlreicl v
Plosze salect v
_Elqs:e select v
Pleaze select v
Please select : v
) Programme type: ~
) Accrediting provider; v
Handbook title- ¥
Age Inforimstion
0 hge: Secsndary
) Age bracket:
) Age range (years).
Pttt Tenioding Progimmime lssoometion
) Mode of study: Full tme v
O Modutar: r'khwf;v:\:!'ux:";a;v;-r; pé{::mmu v
0 Start Month: "September v
1 Training programmea "
ouwtcome:
1 Recsive applicatons from: v
This traiming progy runs at the following traming locaton/campus
Training Location/Camgus Name c*""“"mw 1 Publish 1) Ssatus Copy Form
Enoots - Brmingnam 8 Yas v Runmng v (Yes v

Making sesndenants (0 the trainng programme detalls will update U mning programme al ths traming ocatun/campus only. To update othes mslances of
the trainng programma at ather tramng kRcatens/campuses please chck om the Ik 1o the appeopnate traning locatan/camgus belaw

| save |
nstances of ths tramng progranune alsa run @ the fallovang taneg locations/campuses

Training Location'Campus Name  Troining Location/Campun Code

" oo

Before leaving the page click Save to save the details you have added.
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HOW DO | MAKE MY TRAINING
PROGRAMME LIVE?

Once all the information has been added it’s time to publish the training programme.

e Publish — when a new training programme is added to the scheme it will not be
published automatically in the online search tool. You must select Yes from the Publish
drop-down list in the training programme details section when you are ready. Making
changes to Publish allows you to control when applicants can see your training
programme information.

If you submit a new training programme for publication before the cycle starts, it will be
published at the start of the cycle.

If you publish a training programme after the cycle has gone live, UCAS will make it live
within four working days. For example, if you add a new programme, or change the
status of an existing programme from 'New' to 'Running' when you have had your places
confirmed by the NCTL on a Monday it will be live by the following Friday.

All School Direct training programmes are first published by UCAS. Setting the status of
the training programme to ‘Running’ will notify UCAS that you are ready for the training
programme to be published.

Status — the status of a programme, together with the setting in Publish, determines
whether it is displayed in the search tool. Your options are Running, Discontinued,
Suspended or New.

Running means the training programme is running and you are ready and able to
receive applications. If combined with Yes as the setting in Publish, the training
programme will appear in the search tool.

New is used for a new training programme. The default is set to No in Publish and so
will not appear in the search tool. If you are ready to start receiving applications then
you should change the setting to Yes in Publish.

Discontinued means that the training programme is no longer available or perhaps
set up incorrectly.

Discontinued training programmes will not be rolled over to the next application
cycle in May each year.

Suspended means that you will not be running your training programme in the
current cycle, for any reason, but may run it again the future. The programme will
not be displayed in the search tool for applicants to research.

Suspended training programmes will be rolled over to the next application cycle in
May each year.
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Q [l fetoamce. D~ CX B ez srozremme seek

Training Progiamsss =formation

Training Provides: 150

) Training programme code: 2z

-.0 Training programme Primary Esgiish

fitle: =

¥ Programme type- Schocl Deect [salzned) kanng programme =
O Accreditiog peovider: Usrsarsty of Poasmoy -
Handbook title:

Age Irdoommaton

5 Age- Pamary

) Age bracket Genessl Pamary

) Age sange [yearsk 51

Farther \’u’nhqmu:mm'

0 Mode of study- Flire =
O Bodulsr: Nee-modda! Jamng progranms > =
) Suart Month: Septamber v

::u]'r-inir_q P p— Recommendston for OTS ».

% Receive applications kom: 6AUG2 -

Thas tranng pragramme nuns 3t the biowng taming ocalan'cCampus

Training LocationCampes Name :_ra:é:od ! Pablish /' Status Copy Form
Brstol Campes 8 Funnrg i No =~
Cesconinwed
Suspended

Makng ameadments 1o the taning programme detzds will updste e Iranng pragramee 3, -

Other nstasces of
tivs Caming programme & other framng locaonscampusss please dick on the ink 30 the approprate ramwng locabov/tampus beloa

fon'campus only  To upcats

o=

Remember — When setting up new training programmes, or waiting for the new application
cycle to begin, you must have confirmation from NCTL that you have received an allocation
before you publish your training programmes. Once you have confirmation that a training
programme has been allocated places please check that you have your training programmes
set to both Running and Yes in Publish so that applicants can apply.

Before making changes to training programme information you must refer to the UCAS
Teacher Training Admissions Guide, paragraph 5.8.
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Q .- ftasmsen. P+ O % !'-.L,»nr.—-:.n« B — — - AT
¢ o update
e UCAS ’
UCAS Teacher Training Partnership TCOChET Tf(llﬂlﬂg gtt r

2014 - >

Training provider training programmes

Under by 299 Grcver by |rmnng Progiamme | de

Traumng Taining Mode of  Taining Modular Stan S

Pro Tide W Code  Swdy  lecationcmmpin Sonth e
25 Full teme Septermber Pramary  New
281 Fultme B8 Septermber Primary  Running
27K2 Fultere W Septerrber Pramary New
2752 Fultere | Sopternber Prmary  New

h 2503 Full e Septernber Secooday Ruvieg

2253 Fultme € September Secondary Running

Making amendments to the training programme details will only update the training
programme at the training location / campus indicated. Additional training locations /
campuses that the training programme also runs at are identified at the foot of the screen.
To update other instances of the training programme at other training locations / campuses,
click on the appropriate option. Other training location / campuses can be added by clicking
on ‘Add this training programme at another training location / campus’ and selecting the
appropriate option from the drop-down list.
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3 Programme type:
& Accrediting provider: Urnversity of Portsmost -
Handbook title:

Age ndoematiun

O Age Prirary

4 Age bracket: Generz Prmary

) Age range fyeass) 59

f witer Treming Progiomme Information

© Wode of shudy Ful tme -
O Modulas: Noec-moduiz Fainng programene

3 Start Moath: Sepember -

» 1r$-:q rR— Aecommendasion for JTS -
¥ Receive applications from DAUGHT] v

Ths tameg programme runs & the Silomng traning locshonicampus

Training Locatioa/Campus Name Dmining Location! 1\ parss <t Suma Copy Form

Usr S2s - New * No *

dmeots to the traning programme datais wil update Se Samng progamme 3t ths Saneg lcaco'campus only To updats
s of

pyFEmme & cther ranng lecations'canmpuses piease chok o the ink to the appapsas tanng iocshonitampus below

says
An mstance of hes Uanng programme 350 ans: 3t the bfowng Yameg locatoa’'canpus

Training Locatica/Campus Name Training Lecation/Campes Code
C

HOW DO | SET OUR GCSE OR
EQUIVALENT ENTRY REQUIREMENTS?

The GCSE or equivalent qualifications required by all applicants at the time of application
are set when adding a new training programme. The requirements can subsequently be
edited after the training programme has been created through the ‘GCSE or equivalent
qualifications at time of application’ option from the Teacher Training menu, by selecting
the appropriate training programme to edit.

This should only be done after careful consideration, as it can cause considerable
confusion to applicants who have already researched these requirements. It may also
have implications for applicants who have already applied to the training programme. If
you are changing the entry requirements to allow a specific individual to apply, please be
aware that any other applicant who meets the new criteria will also be able to apply and
you must give them the same consideration.
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: = o o
¢ T T [ Jrepe—
UCAS Tascher Training Partnarship yog:{}rusmmg ’ gtt r

2014 -

Qualification requsrements (GC SE or equivalents) at ime of application

Frulning
Traiing Fragramms  Code  Moduler Programne F*0lish Matha Scimocn
Tirke Yot | anguage

Foman Englan prdid Pomany 1 1

B 2090

Programee Eat 720

Allocate your general qualification requirements for English language, maths and science
GCSEs or equivalent by selecting 1, 2, 3 or 9 (see key for definition of codes) and then use
the 'Save’ button to update.

ay to codes \

1* = Must have — You want the applicant to have already achieved the
qualification at the time of applying.

2 = Taking — You will consider applicants that expect to achieve the necessary
qualifications before the training programme begins.

3 = Equivalence test — You are able to offer applicants an equivalence test.

9* = You do not require an applicant to hold GCSE grades A — C or equivalent. This
code can only be used for further education or post-compulsory education
courses.

N/A = Not applicable.

wecessary qualification based on the country where the programme is offered. /
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2ozl |ﬁ
G | et Batucanco... 2 - & X {| I Fotry Rerpiiverment YN
-l <Ii update
S UCAS
UCAS Teachwer Training Partnership Teacher Tfﬂ’mng \ gtt r
2014

Specific qualification requirements (GCSE or equivalents) at time of application

Tralning  Tralning Tralning
:"'_""'"' P Location/Campun Modular P !;"'“?" !"M . 5“"'.“,

f
NAMO Codw  Codw Ty a
Socondary English  22K3 Socondary 1 v . NA

Secondary English #2131 | Secondary 1 v 1 - NA

| Save |

e  Status

Your new training programmes will appear on web-link with the status of New. When you
have had your allocated places confirmed by the NCTL, you will need to change the status of
each programme that you have been awarded places for to Running.

e Copy Form

The copy form preference should be set to Yes. This, together with the global copy form
setting in the training provider requirements section, will enable PDFs to be created of your
applicant’s application forms. You might not need to download those PDFs, but as they
cannot be created retrospectively it is better to have them available in case you need to do
this later.

WHAT DO | DO IF MY ACCREDITING
PROVIDER WITHDRAWS FROM TEACHER
TRAINING?

Training programmes that have the publication flag set to yes cannot then be amended. If
your accrediting provider withdraws from teacher training, you will need to change the
status of those affected programmes to Discontinued, and then submit a new programme
record for each subject with the new accrediting provider details. The new training
programmes will have different application codes to the original training programmes.

Please note, if you have current applications in progress you must contact your
Relationship Manager at UCAS to discuss how to manage this change.
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HOW DO | ADD A NEW VENUE TO AN
EXISTING TRAINING PROGRAMME?

Follow this route to find the section where you can add a new venue

Main menu — select the year the training programme will start and click UCAS Teacher
Training (formerly GTTR) = click Training programme details = click Training programme
lists = select the training programme that the venue is to be added.

Handhook titfe; Prmary

Age lubsimation

O Age: Primary

4 Age bracket: Generai Primary
O Age range tyomsh; 51

Fatrthnr Training Pragramme nfoomvation

O Mode of ssudy: Full litne v

O Modular: Non-modular traireng programme

O Stan Menth: Saptember *

O Training programme =
outcome!

O Receive applications from: v

This trainng programme runs ot the Gilowng training lecation/camps

Training Lecation/Cainpis Name Diauing LoCMIS |\ puklish | Stanas Copy Feira
Cosimafon A Yes ¢ F‘..rmng . Yen *

Making smendments Lo the aming programme detals will update the traning programme sf Hos trainmg Bestion/campus onfy. To update oiher matances of
this training programme 51 other Irsining Jocstons/Campuses plasse click on the Snk 10 the appropriale tramng location/campus below

e

An instance of this training progracene alse runs 3l the foflowing traming location/csmpus

Trabning Lecation Campim Name  Tralning Location Campas Cade
"

At the bottom of the screen click on Add this training programme at another training
location/campus
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2014

Add training programme at additional training location/campus

Modern Foreign Languages
R9X1

Sedect the new Yaimng location/campus that s iraining programeme 15 svailable Al lowed by “save”. Afler saving you wil be taken 10
e training programmae desalls of e newly addad Fainng programme at ha traming locaonicampus selected

Main Sile

savw

From the drop-down list select the training location/campus to be added.

HOW DO | SET OUR VACANCIES FOR
TRAINING PROGRAMMES?

When one of your training programmes is full you must change its vacancy status. This is
often referred to as "closing" a programme.

Follow this route to find the section where you can change your vacancy status.

Main menu — select the year the training programme will start and click UCAS Teacher
Training (formerly GTTR) = click Training programme details = click Vacancies.

WHEN SHOULD | CHANGE MY VACANCY
STATUS?

If you discontinue a training programme you must set the vacancy status to No vacancies.
This will prevent applicants from applying for a discontinued training programme.
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Vacancy Status
Update
alning Training
Training £ Mode of
Vacancies Programme Modular [location’ |Errors
Programme Name Code Study 4,
No vacancies A Art and Design WIX1 Ful-time [Non-
modular
Fulltime vacancies ¥ Biology cii Fulktime  |Non-
modutar
Fulktime vacancies v Biology cx1 Fulktime |Modular
Fulklime vacancies v Chemistry FX1 Fulbtims (Modular
Fulltime vacancies ¥ Chemistry F1x1 Fulktime  |Non-
modidar
Beth Ful-teve and Part-time vacancies v | |Community Qa1 Bath tull-  |Modular
Languages brne and
parn-tme
Fulktine vacancies ¥ Design and WWEXY Fulktims  [Non-
Technology modular
Fulktime yacsncies ¥ Design and VW1 Ful-time  |Modular
Technology (flexible
routs)
No vacancses v Orama Va1 Fulktime |Non-
modular
No vacancies v Enalish Q31 Ful-titme |Nor-
modular
No vacancwes v English (Modular) QX3 Fulktirme  |Modular
Fulktime vacancies ¥ French R1X1 Fulkime  [Non-
modidar
Fulktime yacancies ¥ General Science FO1 FulHime |Non-
modufar
Both Ful-tama and Part-time vacancies * | |G€neral Science FX01 Both full-  {Modular
(Modular) time and
part-tame

The options available depend on the mode of study set up for the training programme; this

will be full-time, part-time or both.

Mode of study Vacancy options
) Full-time vacancies
Full-time
No vacancies
Part-time Part-time vacancies

No vacancies

Both full-time and part-time

Full-time vacancies

Part-time vacancies

No vacancies

Both full-time and part-time vacancies

To change the vacancy status select the status in the vacancy list and click Update to save.

Page 54 of 62



UCAS

Teacher Training

The vacancy status cannot be changed until 14 days have elapsed from the date you set to
receive your first application for that training programme. If 14 days have not elapsed, you
will see the following error message:

- T update
UCAS | "Gtr
Teacher Training
2015 i —e> | af Iralrng merny -~> Trameng progearnme Meny
Vacancy Status

One or more training programmes could not be saved. Please address the errors identified below.

Fulltne vacances

No vacancies

Fulktme vacances

Full-tme vacances

Fulltme vacanoes

Full-tene vacanses

Full-tme vacancies

Ful-tme vacances

Taining Programme of  Modular location) Errors
Programme Name  o,4e Study campus
« Art and Design 2JNK Full.  Non- .
fime modular
~ Biology 2JN8 Full-  Non- -
time modular
» Chemistry 2JNG Full-  (Non- -
time modular
» Chemislry 2NMZ Full-  Modular R This training programme can
fime not be marked as tull for
applications until the
minimum period for tnmlng
pProgrammes ramaining cpen
{14 days) has been met
~ Chemistry 2NMZ Full-  Modular |-
time
» Computer Science 2JMQ Full-  |Non- -
fime modular
«» Computer Science  2JM6 Full-  Non- -
ime  moduilar
« Design and 2JNG Full-  |Non- i
Technology tme  modular
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Appendix 1 — web-link and search tool comparison

These diagrams show you where the data that applicants see in the search tool are managed in web-link.

AGE RANGE

Temsing progeameme code; The raining programma code will be Qenerated audomatically wisen youl have complated
Al manaMmory Nelds and the new Iraining programma has been saved

3 Tratvmg programene Utle

0 Programeme type: Higher education programme .

3 Accrediting providet: N/A

0 Agu: Pomary -

—— = = = e

£ Mode of study: v
Middie

¥ Modutar: Secondary | aining programme

UCAS ‘ '”"g‘ttr

I Teacher Training
I ow o apply
el
| Yo
I "E
I e search for training programmes :
| Our saarch tool holds thousands of traning programmes, 50 we recommend that you use
muttiphs search crtena. Refreng your saarch wit gve you 3 Mt of tha Uramng programmes
I most relavant 1o your récuaremants,
I Tha search tool hat the latust vacancy information gvan by tramng provars. Thay can
I Update thes nformanon 3t any tima,
| Planse selact from the followng sasech criteriy:
I————————-—————)vlua-vsm .

3 subjects -

o tramng programmes, with and withowt vacanoes «

M raneng programme typas .

# outcomes .

Search for u braming provider O sebect » regios

r the tairing prosider st of ke
»e ¥ prossder ende
.0, Bristol or NW10 or Green Lane ak reguons -

[ nsarch |

or rufine your search Axthar

B e S

Sedact GCSEs pascad AY.C England, A" 8 Waled «

redred anarch

Key:
Red arrow: From the Add new training programme page in web-link.
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VACANCY STATUS

2015 olect —=> Teacher frainir -] programme )
Vacancy Status
Update J
Nemcics Training Training Modeof o Taiming o
| 2 Programme Name Programme Code  Stady : location/ campus
Fulkime vacancies - BWV 20GZ Ful-time Non- B
modular
Fullime vacancies « Biology 20GY Fultime Non- P
modular
Fulltime vacancies ~ |Biology 2CQY Ful-time  Non- L
modular
i
|
|
: UCAS |"gtt
I Teacher Training | g r
1 Pow I 009y
1
1 T
I P search for training programmes .
| Our search tool holds theusands of traning programmes, 5o we recommaend that you use
I multiphs search crtena. Refreng your saarch wit gve you 3 Mt af tha ramng programmes
most relavant 1o your récuaramants,
I Tha search tool hat the latust vacancy informabion gvan by traming proveders. Thay can
1 update this informanton 3t any fima,
I Planse relact from the following sasrch criteny:
|
I ol ppe ranges -
| & subgects -
I —— o mm mm mm me mm omm omm == == Pt M tranng programmes, with and without vacanoes ©
W raning programme types -
# outcomes .

Search for a traming provides O selact & regios,
the tairing prosier zert of ke

Erter tha

wéchunn of & 9 prosdder eode

£ Bristol or NWID or Green Lane ak regons -
|_nearch |

or rufine your search Axthar
selnct Gegres clans hald «
Sedact GCSES pascad AY.C England, A™.8 Wales «

redned anarch

Key:
Green arrow: From the Vacancy Status page in web-link.
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PROGRAMME TYPE

Trowving programme code: The training programmae coda will be genesated automatically whan you have completed
all manexory Neids and the new BaINING programme has been aaed
O Trniniesg progrmmene ttle:
r = = [=0Programme type: Higher educalion programme lwl
1 O Accrediting provider:
| |Sehool Diect raeing programme
I O Age: ‘ Séﬂ:tral Duect (salaned) saming programme
SCI rogramme |
| ) Mode of study: AN
|
|
| A Fiotmesly
[ oot 16 looit tt r
I Teacher Training
om0 apply
I "ol
I e
" morer
1 hos search for training programmes :
|
Our saarch tool holds thousands of trarng programmead, 50 we recommend that you use
I mdtiple search critana. Refining your search wil gree you 2 bst of tha travng programmes
I most relevant to your raguyaments
I Thes search tood has the latest vacancy niformation given by trarang providers. Thay can
update thas nfomation at any tme.
|
I Plasse selact from the folowing aearch chtuna
| ol 9= ranges .
I S subjects -
|
I ol trann programmes, with andd wthout vacanoes v
I T ) Hl Eraniny peogramime types -

ol cutromes .

Samrth for » trairing provider DN sedect 2 reglan
Criet the narma of the traing orovider, part of ita
sddrens or raming sronter tode

=9 Bostel of NWI10 or Green Lare A regeons -
[ soaech

or refie your ssarch further

sulect dogres dam held =

Selact GCSEs passed A™.C England, A™.B Wales ~

refined search

Vw140

Key:
Red arrow: From the Add new training programme page in web-link.
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TRAINING PROGRAMME OUTCOME

Traming programme code: The ¥aining programme code wil be generated aulomal
3l mandatory 8edds @nd the naw ¥ainng programme ha

3 Training programme tithe:

3 Programme type: Highar educabon programme -

) Accrediting provider; NA

) hga: Prienary -

¥ Mode of study: Full ime v

¥ Modutar: Non-modulss trainng programme

) 5tan Moath: Seplembet

_—— == = = = = = = = = = = = =0 Trining programme outcomes RocommondabonfélQTS [vl

) Recewe spplications from:
Professional

) Trainng location/campus: Poslgraduste
|Both professional and postgraduate

Uers, [ gttr

e

"0 aneres
o search for training programmes :
Our saarch tool holds thuusands of trarng programmas, 50 we recommend that you use
medtiple search critona. Refining your search wil gree you & bst of tha tavng programmes
most relavant Lo your raguyaments
Thes search todd has the latest vacancy niformation given by trarng providers. Thay can
updata thas nfommation at any tme
Plasse selact from the folowing aearch chtena
ol 9= ranges .
Al subjects -
ol tranry) programmes, with andd whout vacanoes v
| Eraniny peogramme types -
—e— e = = = o e o e e e e e o= e om= == |l cutromes .

Samrth far » trwiiing rovider OF sedect & regian
Crtar the nama of the raking arovider part of i
sdtress e raming sronter tode

=9 Brstol of W10 or Green Lare Al regers -

Lzoaech )
or refirw your ssarch further
wulect dogres dass hakd «

Selact GCSEs passed A™.C England, A™.B Wales «

| refined pearch

Verwon 140

Key:
Red arrow: From the Add new training programme page in web-link.
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TRAINING LOCATION/CAMPUS REGION

2015 ! - | > \ >
Training location/campus detalls for ARK Schools - Birmingham
Tralinbeg 10camon!ymmijns duleis
O Tradning locstlon/campus code [
O Name! AR Schonly - Bamngh
Atdhiwes Comybare Spumt
Highgute
Bummngham
Poscode! B0
O Teeglom — e A e .
0 Tolephone | 2031106363 ARK Schorss Tracher Trmeing helpdesh
1 Jeals
Fax: |
O Lmail I InpchermnngfDamonioe ary AN Schaots Teachar Traming helpdes k
O Planned intare |
O Tralning locationfampes status:  Live -

G UCAS,, | attr

Teacher Tralning

b 3 Bpudy
e

[

search for training programmes

Owr soarch tool holds thousands of trarng programmus, 50 we recommend that you use
Mlogde search crrsela. Refnm) your seach will give you & IET of the Lraveng progr ammas
most releyant to your regursments

This seorch tool has the latest vacency informaton givern by tranng providers. They can
updats this mfonmabon at any hme

Plaman swiect fram the following ssarch critens

ol 300 tangen -

al sutpects .

ol raning programenes, with and without vacandes «
A0 RN PIOQraTG LYpes -

ol cukomes .

Bwarth bur o rwiving provider ON sabect o regan
Ervier the name of the e ing provwde, pet of e
SEISAE a1 AN Srnsiier cade,

________________-e'rl"!lommlﬂlmm___>$l:c~)-,v|e .

| 9earsh |
ur refne your search further
Sedect degree daws held =

Select GUSEy passed A*-C England, A* 0 Wales

Tl beareh
Key:
Black arrow: From the Training location/campus details for [......] page in web-link.
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© UCAS 2015

All rights reserved.

UCAS is a registered trade mark.

UCAS, a company limited by guarantee, is registered in England and Wales number: 2839815

Registered charity number: 1024741 (England and Wales) and SC038598 (Scotland)

We have made all reasonable efforts to ensure that the information in this publication was correct at time of publication.

We will not, however, accept any liability for errors, omissions or changes to information since publication. Wherever
possible any changes will be updated on the UCAS website (www.ucas.com).

Copies of this publication can be downloaded from www.ucas.com/providers/teacher-training/guides-and-resources.

For further information about the UCAS Teacher Training application process for providers go to
www.ucas.com/providers/teacher-training.
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