
There are eight main stages to follow,  
we will explain each one and the steps 
you need to take to be able to make 
your application.

1.	 Searching	for	courses	and	providers	
You can use UCAS Progress to look for opportunities  
in your area. There are lots of courses that you can look 
through, find out more details and which providers they 
are delivered at. It is a good idea to think about and 
research the courses you might enjoy and what type of 
provider you would like to go to e.g. a college or work 
based learning provider etc. You will also be able to  
find out how far you will need to travel to get there.

2.	 Saving	courses	to	your	favourites	page	
While you are searching you can save courses that you 
like the look of on your unique favourites page. This 
means that when you log back in they will be saved  
there and you don’t have to search around the site for 
them again. You can favourite as many courses as you 
would like to at any time. You have also got the ability  
to save providers so if you like the look of a place you  
can save it without saving any courses.

3.	 Completing	your	profile		
You can start completing your profile at any time and it 
is a good idea to do this as soon as you can so you are 
ready to start making applications. There are five sections 
that you need to fill out which are: personal information 
(e.g. school details, support needs etc), qualifications 
(ability to add any subjects that you are working towards 
or have completed already), work history (if you have any 
work experience or currently have a part time job you can 
add it here), personal statement (gives you a chance to tell 
the provider that you are applying to a bit about yourself), 
contact details (allows you to add your contact details 
e.g. mobile number and email and keep them up to date 
throughout the application process).

You can save these sections at any stage and when you 
have finished can mark as complete. All five sections need 
to be completed before you can start an application.

4.	 Making	an	Application	
Before you can make an application you need to have 
saved the courses that you would like to apply for and 
completed all of the sections of your profile. When you are 
ready click the applications tab on your toolbar and select 
‘start a new application’. You will then be able to select 
the Provider you want to apply to and the courses you 
want to study from the list that you saved as favourites. 
This will then put your application into the ‘Not Sent’ 
category. You can then click the blue ‘view’ button and 
check over your application before you send it. When you 
are happy you can click ‘Submit your application’. If you 
have not completed all of your profile you will then see 
a message saying ‘Awaiting Profile Completion’ and you 
will need to go back and complete all of the sections of 
your Profile before you can send your application. You can 
send applications to as many providers as you feel is right 
for you.

5.	 Course	preferencing	
This must be completed before your application can be 
submitted. When you have saved the course you would 
like to apply for, and have completed your profile, select 
the ‘Applications’ tab and click ‘Start a new application’. 
After choosing the provider you would like to apply to, you 
are asked to ‘Change the order of your chosen courses’. 
You have the ability to move the courses up and down so 
you can show which is your first choice, second choice 
etc. Click the blue button ‘Confirm course preference 
order’ when you have finished. 

6.	 Application	In	progress	
As your application progresses you will be able to see 
what is happening at every stage by logging back in to 
UCAS Progress and selecting the ‘Applications Tab’. 
When you have sent your application it will move from  
the ‘Not sent’ column to the second stage ‘In Progress’ 
and your application will be marked as ‘Submitted’. 
When the provider receives your application they will 
acknowledge this and send you a message saying they 
have received it which will be marked as ‘Acknowledged’. 
You will then see any offers that you receive on this page 
as well. If you change your mind about your application 
at any time through the process you can send a message 
to the provider and either change the courses you are 
applying for or details on your form.
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7.	 Offer	preferencing	
Provider preferencing enables you to put your applications 
in the order in which you would like to go to them e.g. 
first choice, second choice etc. When you start making 
applications, the first application automatically becomes 
your first choice provider. When you make any more 
applications you then have the ability to change your 
preference. You can do this by going to your applications 
and then clicking the blue button ‘Change the order of 
your choices’, or using the ‘Change’ link against the 
provider.

8.	 Receiving	Offers	and	Making	choices	
If a Provider makes you an offer you will see this on  
your Applications page. You can receive Conditional  
and Unconditional offers through the system and if there 
are any conditions these will be visible. You have then  
got the option to accept or decline the offer. You can 
accept  as many offers as you would like to. When you 
have accepted an offer that application will move into  
the last column and be marked as ‘Accepted’.

Good	luck	with	your	Applications!


