




The profile is the main part of any 
application and will be attached to 
different courses for each college 
application

It is really important that every 
part of your profile is completed 
accurately, especially contact 
emails and phone numbers after 
leaving the school.

Your qualifications will be 
uploaded by the school so there 
are 7 areas of your profile that 
must be completed before an 
application is sent on.



At a glance 

Shows the progress of your 
profile – a green tick = 
complete, a red cross = 
incomplete.
You can go back and change 
any part of your profile up until 
it is sent by the school.



It is really  important 
that you click yes on 
the health section to 
make sure you 
identify any issues.

Colleges need to know 
this information in 
advance so that they 
can support you once 
enrolled.

This information will 
not influence your 
application in any way.



When you have completed your profile and destination section it is time to make your applications.

Next step is at the bottom of your profile page, and it gives you some options.  If you are undecided, then take time 
to  to look through the courses on eprospectus and start to favourite the ones you are interested in.

If you know the courses you want to apply for then go straight to create an application







The filter can be used to specify 
your search.

In this example all the geography 
courses on the prospectus can be 
viewed.



Each course will have the same 
information sections.

To make an application you 
must favourite courses that 
you are interested in. Click the 
blue heart.
These can be deleted and 
added to as you go along.

Or you can click apply and it 
will go straight into a draft 
application.



As you start to 
favourite courses, the 
system stores them 
under the colleges.

The favourite section 
can be used to add or 
delete courses 
following advice and 
guidance.



When you are ready to make the first application go to Your Account – Create an Application



Once a provider has been selected from the drop-down, all the favourites for that provider will appear

At this point more 
courses can be added, 
any can be deleted, and 
all courses can be 
prioritised



Your favourites 
are grouped by 
provider and will 
come up on the 
list when you 
make your first 
appliciaton.



Your favourited  courses have been added but can be changed at any time up to sending.



This section flows on from the course choices and will form, the application to be sent- you can
 choose how this is presented.



Once an application has been sent to schools’ hold, it can be reviewed by going back to applications
 at the bottom of the page

Messages can be sent and received by clicking on the envelope at the side of each application. An email alert will
Show when a message has been sent.



At the end of the application 
review process, you will be asked 
to preference your course choice 
with 1 being first.

You will also be asked to state 
your application preference.
First choice college, second 
choice and so on.



You will be asked to 
give consent for 3 
aspects of the 
application.
1. That you agree to 

sending your data 
to the colleges etc

2. That  you agree to 
your school asking 
the college for any 
information on 
your progress.

3. That you are happy 
with your choices



 When you press the send button your application will not be 
sent to the college or sixth form.

 It will go into ‘schools hold’ and remain in the school system.

 This is to allow your form tutor to add a reference and for the 
staff at school to check that your application is accurate.

 All applications will be sent by your school.

 As you get responses to your applications you will be notified 
via email of any messages that need to be responded to about 
your application.



As you get responses to your applications you will be notified via email, 
and these can be seen in your messaging centre, in the tools section of 
your account



When applications have been made, they can be viewed in the application section, and if there
is a message connected to the application, the envelope on the right-hand side will indicate this.
An application can be withdrawn at any time, but only if you are sure, that you do not want the application to 
go to the provider. 
Don’t withdraw an application if there is just a change of course etc., as the post 16 centre can do this for you 
If you message them with the details.  Only one application per provider.

In conclusion……
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