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1. Introduction  
 
Anyone wishing to apply to a university in the UK must apply via UCAS, using the UCAS 
online system at www.ucas.com . 
 
The deadlines for application for 2017 entry are:  
 
15 October 2016  For applications to Oxford or Cambridge and applications to degrees   

in medicine, veterinary medicine or dentistry. 
 
15 January 2017        For all other applications.  

This is the deadline likely to be relevant to SWAP applicants. 
 
Your college will probably require you to complete your application much sooner than the 
UCAS deadline to leave time for your tutor to write your reference before sending the 
application on to UCAS.  
 
The UCAS application fee is £24. A reduced fee of £13 is payable if you are only only 
applying for one degree programme (not something we’d recommend). Payment is online by 
debit or credit card.  

 

2. Registering with UCAS under SWAP   
 
The first step is to register with UCAS. You can do this any time but please make sure that 
you register as a SWAP East student.  All SWAP students should apply to UCAS via 
SWAP.  This helps flag to admissions officers that you are a SWAP applicant and so eligible 
for a SWAP offer.  It also means that SWAP can monitor your application and check that 
everything is progressing as it should.   

 
Step 1 Go to www.ucas.com . Click on the Undergraduate Tab & the red ‘Register’ tab 

on the top right hand corner of the homepage 

 

  

http://www.ucas.com/
https://www.ucas.com/ucas/undergraduate/register
http://www.ucas.com/
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UCAS Registration: Step by Step Guide  
 

Step 2 Click on ‘Register and apply for 2017 entry’.  Click on ‘Register’, followed by 
‘Next’.  

 

 

 
 

 

                  

 
 

 
Step 3  You will be asked to accept the UCAS Terms and Conditions.  

Step 4 You will be asked to enter personal information – name, address, date of birth, 
contact details.  Complete the various forms and hit Next.  
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Step 5 You will be asked to make up a password (which must be 6-14 characters long, 

have at least one lowercase and one uppercase letter, and one number). You’ll 
also need to choose to answer 4 security questions.  
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Step 6 You will be given a Username.  Make a note of your username and 
password.  You will need these when you want to log-in again.  Click ‘log in 
now’ 

Step 7 You will be asked how you are applying.  Select ‘Through my school / college’.  

 

 

 
Step 8 You will be asked to enter the buzzword.  Type in swapeast2017. Next confirm 

that you are registering through the Scottish Wider Access Programme East.  
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Step 9 Select your college and SWAP programme from the list.  

 

 

 
 

 
Step 10  You will then be given a UCAS ID number.  Keep a note of this as you will 

need it in any correspondence with UCAS.  
Step 11 Lastly you will need to verify the email address you have supplied - you 

should see a link which says ‘Please click here to verify your email address.’    
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3. Completing the Application Form 
 
The UCAS application is made up of the 7 sections listed on the left hand side of the 
webpage:

1. Personal Details 
2. Choices 
3. Education 
4. Employment 

5. Personal Statement 
6. View All Details 
7. Pay / Send 

 
 

 
 
 
You can work through the sections in any order you like but the Pay/Send option is 
only viewable once all of the other sections are marked complete.  You can log in and 
out of the UCAS system as often as you like – don’t forget to save any work you have 
done before you logout.   
 
Most sections of the application are fairly straightforward / self-explanatory. Detailed 
guidance on completing the form can be found on the UCAS website and it’s a good 
idea to have a look at that before you start.  These guidance notes aim to help with 
those sections of the application SWAP students should complete in a particular way 
or that they may find more complicated. 
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3.1 Personal Details  
 
This section gathers information on your personal circumstances, including were you 
live and how your studies will be funded. It is generally self-explanatory however you 
might find it helpful to know that… 
 
ULN (Unique 
Learner Number)  

This only applies to applicants in England and Wales. Unless you have 
studied previously in either of these parts of the UK you won’t have a 
ULN and should just leave this blank. 

Nominated 
Access  

This enables you to nominate someone else to speak to UCAS on your 
behalf.  There may be some circumstances where this is useful e.g. if 
you are going to be in hospital or in a remote location at a crucial time.  
Generally, however, universities much prefer to deal directly with the 
applicant.    

Disability / 
Special Needs 

This allows you to provide details of any disabilities which may impact 
on your university studies. Please don’t worry about being honest in 
this section.  The information is sought to help enable universities to be 
ready to make adjustments required for new entrants and any details 
you include here will NOT be taken into account by admissions officers 
when they consider whether to offer you a place.    

Criminal 
Convictions  

You are asked to declare any unspent criminal convictions.  If you are 
unsure whether you have any unspent convictions, consult the online 
UCAS advice or speak to UCAS.  Having a conviction will not 
necessarily exclude you from being made an offer, but you should be 
truthful from the beginning. If a conviction is uncovered at a later date 
your offer may well be withdrawn or you may be asked to leave if you’ve 
already started the course.  

 

3.2 Choices  
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This section is where you list the degree programmes you want to apply to. You can make a 
maximum of 5 choices. It is a good idea to use all of five choices if you can, especially if 
you are applying to subjects which are in very high demand e.g. education, psychology, 
law, physiotherapy, occupational therapy, social work. You should also consider applying 
to at least one SWAP East partner university in order to maximize your chance of success.  
University admissions staff only see what you have applied for at their institution and don’t 
see what you have applied for anywhere else.   
 
Remember to research the entry requirements for all of the courses you are applying to. You 
can find these out via the progression route search on the SWAP East website at 
www.scottishwideraccess.org/east . If you can, try to have at least one choice with lower entry 
requirements as this could provide you with a back-up plan if you don’t get the grades you are 
aiming for. 
 
The order you list your choices in is not important because the UCAS system will automatically 
arrange them in alphabetical order. Do check that you have inserted the correct title and UCAS 
course code as some programmes at the same university have very similar titles and codes.  
 
   

3.3 Education  
 
This section can be tricky for SWAP applicants. It’s very important that you complete the 
education section in as much detail as possible, making sure to include details of all of the 
units you are studying on your SWAP Programme as well as details of your educational 
history BEFORE the access programme.   
 
Before starting this section you should make sure you have a list of all of the units you 
are studying this year, including their title, SQA code, SCQF Level, and credit value.  
Ask your SWAP tutor if you are unsure where to find this information.  
 

 
 

http://swapsurvey.org/progression/east
http://www.scottishwideraccess.org/east
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STEP ONE: 
You should start by indicating that you are on a SWAP Programme:   

 Click on ‘Add new school/college/centre’. You will see that the School/College/Centre 
space is greyed out.  

 Click on ‘Find’.  Type in SWAP.  A messages will appear ‘0 matches found’.  

 Click on the link below which reads ‘My school/centre is not listed here’. You will then 
be permitted to type in your school/centre name.  

 Type in Scottish Wider Access Programme East. You will be asked to type in the 
SWAP East Centre Number: S75367T  

 Type in your start and finish dates (usually August 2016 and June 2017). Indicate that 
your programme is Full-Time and that you will receive qualifications from the centre.  
An automatic warning will pop up stating, ‘as you have entered a finish date which is 
in the future, these details must be for the school or college you are currently 
attending.’ You can ignore this and click save.  

 

 
 

STEP TWO:  
Next you need to list all of the units you are taking this year.  It’s not enough just to 
insert the name of your SWAP Programme.  Admissions officers will need to know exactly 
what you will be studying. To add your units: 

 Click on ‘Add a Qualification’. You will see a link for ‘National Units Scotland’ under 
the heading Popular Qualifications.  Click on the link.  
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 You should now be able to input details of each of the units you are taking. See notes 
below: 
 

Note: 
Qualification Date: you should put the date when you will finish the qualification (usually 
June 2017).   
Level: refers to the SCQF Level of the unit. Your units will usually be either level 5 or 6 but 
check with your tutor if you aren’t sure.    
Result: As you have not yet achieved the qualification you should select ‘Pending’ from the 
drop down list. 

 

 

 You should also add any college-based units you are taking and / or Preparation for 
HE.  Type in the title of the unit. You don’t need a code since it is not an SQA unit.  
For the awarding organisation, type in ‘college’ in the ‘other’ box.    The Level is 
usually SCQF Level 6.  

 

STEP THREE: 
If you are taking external exams such as Highers or National 5s, these are added 
separately: 

 Click on ‘Add Qualification’. 

 If the Type the qualification type into the search box e.g. National 5 or Higher. It 
should then appear in a list. Click on the relevant exam type. 

 Select the subject from the drop-down menu, enter the date you will take the exam, 
and choose ‘Pending’ for the result.  You DO NOT need to enter details of the 
individual units again here.  
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When you are finished you should be able to see all of the units you are taking this year 
listed, as well as any external exams you need to sit in June. 

 
NOTE: The screenshot below is just an example. All programmes are different and 
you will need to make sure you list the units relevant to your programme.  
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Adding Previous Qualifications 
Input details of any educational qualifications you achieved before you started the 
SWAP Programme, even if these were achieved a long time ago.  Click on ‘Add a New 
School / College / Centre’ to add details of any prior qualifications.  If you achieved 
qualifications at more than one school or college, you will need to add each separately.  Most 
UK schools and colleges are already listed on UCAS and will appear automatically when you 
type the name into the search box.  

 

 
 
 
You should now see that school / college listed on the summary screen below the SWAP 
entry.  Click on ‘Add qualifications’ to enter details of any qualifications you achieved at school. 
If you didn’t achieve any qualifications at this school or college then just leave blank.  Once 
complete, you should see a full list of everything you are taking this year AND all of the 
qualifications you already have. 
 
If you have lost or forgotten details of previous qualifications, the relevant Qualifications 
Authority / Awarding Body may be able to help (e.g. SQA for Scottish qualifications). If you do 
get a place at university, you may well be asked to supply copies of educational certificates 
and so it is important to make sure that you are inputting accurate information.  
 
The screenshot on page 15 is example of what your final education summary page 
might look like.  Every student’s will be different since it depends on their access 
programme and their own educational history. 
 

http://www.sqa.org.uk/
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International / EU Qualifications 
If you have studied previously outside of the UK, your school/college is unlikely to be listed 
and you will need to type in the name (follow STEP ONE) and then add any qualifications.  
Leave the Exam Centre No blank.  

 
Overseas qualifications are listed alphabetically under the name of the country they were 
taken in. When you have added details of your school or college, click on ‘add qualifications’. 
In the search box type in the name of the relevant country e.g. France or Spain.  This will 
being up a list of qualifications from that country. If your qualification is not listed, go back to 
the education home page and type in ‘Other’ in the search box.  Then choose from the 
options listed e.g.  

Other (International Non-EU Qualifications) 

Other (International EU Qualifications) 

 
Below is an example of the choices that appear when you enter ‘France’ in the search 
box.  
 
 
 
 
 

https://2017.undergrad.apply.ucas.com/ucasapply/EducationServlet?functionname=qualification&mode=add&from=fromEducationQualShortList&edeId=2&qualId=0&qualKey=IOTHER&id=17c8d66b321c88714593e1da90d1&ran=1daowim5p49aj
https://2017.undergrad.apply.ucas.com/ucasapply/EducationServlet?functionname=qualification&mode=add&from=fromEducationQualShortList&edeId=2&qualId=0&qualKey=IOTHEREU&id=17c8d66b321c88714593e1da90d1&ran=1daowim5p49aj
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Below shows the choices that appear when you enter ‘France’ in the search box.  

 

3.4 Employment  
 
This section is only for details of paid employment.  Details of any voluntary work, work 
experience, work shadowing etc. should be included in your Personal Statement.  
 
 

3.5 Personal Statement  
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3.5 Personal Statement 
 
This is your key opportunity to demonstrate to university admissions officers that you deserve 
a place at their university.  You are aiming to show that you are committed to your chosen 
subject(s), that you have relevant skills and experience, and that you have the skills 
and commitment to succeed at university. 

 
There is no right or wrong way to write or structure a personal statement.  You need to find a 
way that suits you.  It is important to keep it clear, concise, relevant and interesting.  
Admissions officers read thousands of UCAS applications so you need to aim to make yours 
stands out, and for the right reasons. 
 
You are allowed a maximum of 4000 characters in 47 lines (including spaces and blank 
lines).  This may sound like a lot but it isn’t.  It’s a good idea to work on the application in MS 
Word or similar, and then copy and paste it into the online form once you’re happy with it.  This 
means you can count characters and check spelling and grammar etc. as you go along, and 
also means you won’t risk being ‘timed out’ and losing your work.  
 

What should your personal statement cover?  
 
It is a sensible to highlight that you are a SWAP student. You should aim to cover the 
following four areas: 
 

WHY: 

 Why do you want to go to university? 

 Why have you chosen the subject(s) and degree programme(s) 

 How you demonstrate enthusiasm for education / commitment to academic work (it’s 
especially important for mature students to show they will cope) 

 
CHOSEN SUBJECT(S)*: 

 What areas/aspects of the subject(s) are you most interested in and why? 

 What are your expectations of the degree?  What are you hoping to learn more 
about? (NOTE: make sure you have researched what the degree actually offers) 

 How might you use the skills and knowledge you will gain? (E.g. do you have a 
particular career aspirations? Don’t worry if not). 

* If you are applying to more than one subject, you should try to cover all of them.  Not 

always easy!  
 
SKILLS / KNOWLEDGE / EXPERIENCE: 

 Any relevant study / qualifications? How has this developed your knowledge or 
passion?  

 Any relevant work / placements / volunteering?  What skills did these develop? How 
will these benefit your studies?  

 Any experiences which helped to develop your transferable skills (e.g. organisational 
            Skills, communication skills, analytical skills, team-working etc.) 

 
NOTABLE ACHIEVEMENTS & PERSONAL ATTRIBUTES: 

 Have you done any activities or hobbies which might be relevant to your studies? 

 Are there any notable personal achievements which are worth a mention? 

 What are the qualities which set you apart from other applicants? 

 How will you contribute to university life? 
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 Any examples you when you have demonstrated commitment, determination, 
reliability etc.?  

 
University admissions officers are looking for evidence of maturity, ability, commitment & 
knowledge.  
 
Advice on writing your personal statement can be found on the UCAS website.  You might 
also find it helpful to have a look at the UCAS Personal Statement Mind Map - a version of 
this is included at the end.   
 

 

Personal Statement: Dos & Don’ts 
 

DO DON’T 
Make a plan Leave it to the last minute. 

Draft and redraft. And redraft some 
more. 

Think you can get it right first time. 

Aim to be clear and concise and have 
an enthusiastic, professional tone. 

Waffle, repeat yourself, or use long 
sentences. 

Be careful with humour, quotes or 
anything too unusual. 

Use slang, colloquial (spoken) language 
or clichés. 

Give examples of achievements and 
say what you learned from them. 

Just list your skills and attributes. You 
need to show evidence and relevance. 

Have a strong introduction and 
conclusion. Just a sentence for each is 
fine. 

Start randomly or end suddenly. Or 
both! 

Be honest about your skills and 
achievements. 

Copy. UCAS uses plagiarism detection 
software to screen applications. It will 
flag up any similarities with other 
statements (past or present). 

Read over what you have written and 
get someone else to check it too. 

Forget to check for spelling and 
grammar mistakes. 

Mention that you are a SWAP student Mention universities by name unless 
you are only applying to one.  

Submit it in good time so that your tutor 
has plenty of time to write a reference 
for you. 

Expect your tutor to write a reference 
the day before the UCAS deadline. Or 
to check that you have filled the form in 
correctly or made appropriate choices – 
that is your responsibility.  

 
  

https://www.ucas.com/ucas/undergraduate/apply-track/writing-personal-statement
https://www.ucas.com/sites/default/files/personal-statement-mind-map.pdf
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4. What happens next? 
  
When you have completed all of the sections and are happy that your personal statement is 
as good as it can be, you are ready to submit it to your tutor. You’ll only be able to do this if 
you have paid the UCAS fee.   Once the form is with your tutor you won’t be able to make 
any changes.  If you need to change anything you’ll need to ask your tutor to send the form 
back to you. 
 
Your tutor will then insert your reference and, provided they are happy with the rest of the 
application, they will submit the application to UCAS. Once the application has been 
submitted to UCAS no changes can be made.  

 

When will I hear back from my choice?   
It depends on the university and the subject.  Some universities process applications very 
quickly and others take a lot longer.  Most universities will aim to decide by end of March but 
the final deadline for their response is 5 May. Some of your classmates may hear back 
before you.  This does not necessarily mean that you have been unsuccessful. It just means 
you have to have more patience.   

 
How long do I get to decided?   
If you hear back from ALL of your choices by the 31 March, you have until the 4 May.  If you 
don’t hear back from ALL of your choices until after 31 March, you have until 8 June to 
decide.  If you don’t reply by the deadline all of your offers will be declined 
automatically.  

 

What if I get no offers from any of my choices?   
You can use UCAS Extra to add an extra choice.  If you’ve used all 5 choices and have had 
no offers or have declined all offers, you are eligible to use UCAS Extra. See Adding Extra 
Choices on the UCAS website for info: 

 

What if I don’t get what I need to get into either my firm or insurance choice? 
You may still be able to find a suitable place via the UCAS Clearing system.  UCAS 
Clearing opens in July.  Not all universities will enter clearing and there will only be places on 
a few programmes.  Check what’s available and contact the relevant university directly if you 
see anything of interest. See the Clearing section of the UCAS website for info. If all else 
fails, your SWAP qualification is valid for another year and so you could apply again next 
year.  Or you could look for alternative routes available via a HNC / HND at college.  
 

5. Help and Advice 
 
Your college is likely to have Guidance or Student Support staff who can advise on UCAS 
application.  Your tutor will be able to point you in the right direction.  Lots of hints and tips 
can be found the UCAS website www.ucas.com .  If you encounter any technical problems 
or need to make a change to your application once you’ve submitted it, you should contact 
the UCAS Helpdesk on 0371 468 0468.   
 
SWAP East is happy to help with any queries or problems relating to your UCAS application. 
We can be contacted on 0131 650 6816 or 0131 650 6685 or by email to 
swapeast@ed.ac.uk . 
 
A list of useful links for university applicants is included at the back.  

https://www.ucas.com/ucas/undergraduate/apply-and-track/track-your-application/extra-choices
https://www.ucas.com/ucas/undergraduate/apply-and-track/track-your-application/extra-choices
https://www.ucas.com/ucas/undergraduate/apply-and-track/results/no-offers-use-clearing
http://www.ucas.com/
mailto:swapeast@ed.ac.uk
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5. UCAS Process 
 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
  

Hopefully you will receive at least one offer.  Any offers are likely to be CONDITIONAL (C).   
You’ll need to meet these specific conditions to be given the place.  The university will tell you 
what these are when it makes the offer.    
 

You decide (by a specific date) whether you want to accept or decline your offers. You can 
accept two offers – one as your FIRM choice and one as your INSURANCE choice. You are 
committed to taking up your Firm choice if you meet the entry conditions.  Your Insurance 
choice should be your back up plan in case you don’t and so ideally should have lower 
conditions of offer.  
 

In June you’ll be given your final SWAP Profile Grades by your college tutor. SWAP East will 
send these on in early July to those universities for which you have offers.   
 

If your offer is conditional ONLY on achieving specific Profile Grades, the university will then 
either change your offer to unconditional if you’ve got the Grades you need, or retract it if you’ve 
not got what you needed.  If your offer is also conditional on external exam grades, the university 
will wait until it receives your exam results from the SQA in August before taking any decision.  
 

If you’ve got a university place you’ll get written confirmation from UCAS and you can then 
start sorting things out for university. If you’ve not managed to get a place, you can still see if 
there are any suitable spaces available through the UCAS Clearing system.  
 

After the 15 Jan deadline, universities start to consider applications and will decide whether to 
make you an offer.  This may take months so you’ll need to be patient! For some subjects (e.g. 
primary education, nursing, social work) you may be invited to an interview.  
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6. Help and Advice 
 

5.1 Useful links for university applicants  

Researching Degrees and Universities  
http://swapsurvey.org/progression/east  
Search degree progression routes at SWAP East partner universities  

www.UCAS.com    
University and Colleges Admission Service: The online system for applying to any UK 
university. Also provides details of all degree programmes at UK universities.  

www.thecompleteuniversityguide.co.uk/  
Information on UK universities and degrees 

https://unistats.direct.gov.uk/  
Compares UK universities and degree courses on the basis of performance in the annual 
National Student Survey. 

http://www.thetimes.co.uk/tto/public/gug/  
The Times Good Universities Guide 

 
Researching Future Careers 
www.myworldofwork.co.uk    
Help and advice on careers  

www.prospects.ac.uk/  
Careers information for graduates 

 
Fees & Funding  

www.saas.gov.uk/  
Student Awards Agency Scotland. Information on tuition fees and student loans. 

www.scottishwideraccess.org/east-students  
Funding information for SWAP East students  

 
Writing A UCAS Personal Statement  
www.ucas.com/how-it-all-works/undergraduate/filling-your-application/your-personal-
statement  
UCAS advice on how to tackle the personal statement  
http://university.which.co.uk/advice/your-ucas-personal-statement-10-more-things-to-put-
in  
Helpful hints from Which University on what to include 
www.telegraph.co.uk/education/universityeducation/9565872/Personal-statement-Ucas-
guide-to-the-personal-statement.html  
Advice from a Director at UCAS 

 
UCAS Extra & UCAS Clearing   
www.ucas.com/how-it-all-works/undergraduate/tracking-your-application/adding-extra-
choices  
Information on how UCAS Extra works  
https://www.ucas.com/ucas/undergraduate/apply-and-track/results/no-offers-use-clearing  
Information on how the UCAS Clearing system works 

http://swapsurvey.org/progression/east
http://www.ucas.com/
http://www.thecompleteuniversityguide.co.uk/
https://unistats.direct.gov.uk/
http://www.thetimes.co.uk/tto/public/gug/
http://www.myworldofwork.co.uk/
http://www.prospects.ac.uk/
http://www.saas.gov.uk/
http://www.scottishwideraccess.org/east-students
http://www.ucas.com/how-it-all-works/undergraduate/filling-your-application/your-personal-statement
http://www.ucas.com/how-it-all-works/undergraduate/filling-your-application/your-personal-statement
http://university.which.co.uk/advice/your-ucas-personal-statement-10-more-things-to-put-in
http://university.which.co.uk/advice/your-ucas-personal-statement-10-more-things-to-put-in
http://www.telegraph.co.uk/education/universityeducation/9565872/Personal-statement-Ucas-guide-to-the-personal-statement.html
http://www.telegraph.co.uk/education/universityeducation/9565872/Personal-statement-Ucas-guide-to-the-personal-statement.html
http://www.ucas.com/how-it-all-works/undergraduate/tracking-your-application/adding-extra-choices
http://www.ucas.com/how-it-all-works/undergraduate/tracking-your-application/adding-extra-choices
https://www.ucas.com/ucas/undergraduate/apply-and-track/results/no-offers-use-clearing
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See also https://www.ucas.com/sites/default/files/personal-statement-mind-map.pdf  
 

 

 

  

https://www.ucas.com/sites/default/files/personal-statement-mind-map.pdf

