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These notes are a guide to completing UCL’s online graduate application form. We advise that you keep this document open as you work through the form. 
You can save your application at any point and return to it later. If you choose to save your application you will be emailed a link allowing you to log back into your account to continue.
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Before you begin

Before starting your application please make sure that you have the following mandatory documents ready to upload.
· A copy of your passport. If you do not currently have a valid passport please complete the no valid passport form found in Appendix 1.  You will be required to upload either a copy of your passport or the no valid passport form in the Personal Details section of the application.  

· An official interim/final transcript. We consider official documents as those that have been issued to you by your University on letter headed/watermarked paper with an official stamp/signature that verifies its authenticity. Student downloaded HEAR, Digitary or GradIntel reports will suffice for our purposes. Screen shots of your results are not acceptable.

You have the option to upload a CV, personal statement, research proposal (for applications to research programmes) and relevant additional documents. These documents are not mandatory unless stated on the programme page of the Graduate Prospectus [http://www.ucl.ac.uk/prospective-students/graduate].

Getting Started (Application: Section 1)
Finding your programme
To begin you need to read each section of the Apply Online checklist [http://www.ucl.ac.uk/prospective-students/graduate/apply] carefully to ensure you understand it. Once read you should click the submit button to start your application.

You will then need to select the programme you wish to apply for by using the search facility to which you have been taken. The search facility allows you to search for your course using a number of different criteria. 
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You can search using a keyword, as in the example above. However, you should not enter the type of programme, i.e. MSc, into the keyword search. Similarly, you can refine your search by selecting from the department, programme type, full-time/part-time/modular or start year drop-downs. 
Once you have found the programme you are looking for on the results list you should check that the result that you will select is for the correct mode of study (i.e. full-time, part-time or modular/ flexible studies). Additionally, if you are applying for a research degree you also need to make sure that you select the correct year. After identifying the correct result, you should select the ‘apply now’ button on the right hand side.

Your account

You will now have proceeded to the log in page of the application system. The details of the programme to which you are applying are listed at the top of this page. You should check that these are correct. If you have selected the wrong programme, year or mode of attendance, you should return to the search facility and start again. 
You now have the option of creating a new account or logging in as a returning user. 
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If you have started or submitted an application using this system previously, you should log in as a returning user using the same username and password. There is a password reset option if you cannot remember your password. 

If this is your first time using the UCL online application system, please use the new user option and complete all the below details carefully.
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Please enter your personal details carefully and check they are correct before proceeding. If you do not proceed beyond this screen and confirm your personal details your account will not be created and you will need to begin a new application when you are ready to proceed. After you have confirmed your details
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Please enter your email address carefully. This will be your username for the system and if you enter it incorrectly you will not be able to change it later. 

At this stage, if you choose to cancel the details you have entered they will only be stored for a few hours before being permanently deleted. After that, you will need to re-enter your details if you wish to continue at a later date.

To continue with your application you should select ‘Proceed’. You will be asked to confirm your details a final time. Please make sure that all details entered are correct. 


Personal Details (Application: Section 2)

Personal details required

This screen requires you to provide the following additional personal details:

· Title

· Date of Birth

· Sex (Gender)

· Nationality

· Second Nationality (if applicable)

· Country of Ordinary Residence

· Country of Birth

· Passport Details for applicants requiring a visa to study in the UK 
· Disability declaration

· Ethnicity declaration

Nationality and residency information

You must enter your nationality into the required section. 

If you hold a second nationality, you must enter the country in which you hold your second nationality. 

In the “Country of Ordinary Residence” field please enter the country in which you have been living for the last three years, unless where you have been living has been for the main purpose of receiving full-time education. If you are in this situation, you should list the country in which you reside when not conducting your education. 
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Passport information

If you require a visa to study in the UK you need to enter the details of your passport now. If you state that you do require a visa the questions about the details of your visa become mandatory. Additionally, you will be required to upload a copy of your passport. 
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* Passport Number
Ifyou do not currently have a valid passport please state "o valid passport” in this
field and enter the current date in the Passport Issue Date and Passport Expiry
Date fields. Where prompted below to upload a scanned copy of the personal
details page of your passport, please substitute a biank Word document.

* Name as on Passport:

* Passport Issue Date (dd/mmlyyyy)

* Passport Expiry Date (dd/mmiyyyy)

* Please upload a scanned copy of the personal details [ Choose File | No file chosen Upload
page of your passport





If you do not have a current passport please select ‘No’ for now and send us your updated passport details when they are available.

Address Details

Please enter your full address. The first and third lines are mandatory

If your address is in the UK you can enter your postcode and then use the look up functionality –[image: image8.png]Lookup (UK only)



to complete the address. 
All UK postcodes have 2, 3 or 4 characters followed by a space followed by 3 more. E.g. SE12 3XY not SE1 23XY or SE123XY. 

If your correspondence address is the same as your permanent address, you can tick the following box and it will copy your address for you. 
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If your correspondence address is different, you will need to enter it manually.
Start month and proposed supervisor selection (research applications only)

If you have applied for a research programme with a programme code beginning with “R” you may have the option of commencing your studies in any month of the year. Please select the appropriate start month and note the corresponding deadline for submitting your application (usually two months prior to the start month).
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If you have had preliminary conversations with a potential supervisor regarding your research please also enter their name in the box below. This is not mandatory but will be helpful when your application is being considered. 
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Applicants wishing to study as visiting research students (carrying out a period of research at UCL whilst being registered on a research degree at an overseas institution) must also specify an end month in the additional drop-down. This may be between 3 and 12 months from the proposed start month.
Education History (Application: Section 3)
Entering qualification information

This section requires you to provide the details of your degree level qualifications starting with the most recent.
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You should enter the start and end dates using the pop-up calendar to ensure you use the correct date format.

When entering the overall class/grade or GPA of your qualification, you should use the format used by your institution. Do not try to convert this to the UK or any other system. If your degree is still being undertaken please enter the overall class or grade you expect to obtain.
If you wish to add another qualification please use the tick box below. You can add up to six qualification records.
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Once you have selected the country, the page will allow you to choose your current or previous institution. 
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If you cannot see your institution you should choose “Other” and a further free text box will appear into which you should type the name of your institution. Please only use this option if you are certain that your institution is not listed on our system.
Uploading your academic transcript

It is mandatory for you to upload one transcript document (in uploaded transcript 1). However you are provided with the option to upload a second transcript document if you wish to. 
Before you upload your transcript please note the following: 

You are required to provide scanned or digital copies of official University issued degree transcripts. We consider official those documents that have been issued to you by your University on letter headed/watermarked paper with an official stamp/signature that verifies its authenticity. Student downloaded HEAR, Digitary or GradIntel reports will suffice for our purposes. Moodle or online result screen shots are not acceptable.

If your documents are not in English, we must receive a translation carried out by an accredited translator (e.g., the British Council) as well as the document in its original language. Do not translate the documents yourself.

Please ensure that scanned documents are clear and legible. Failure to do so will result in delays to the processing of your application. You should also scan the reverse of your transcript if your mark scheme is explained there.

If you have many, or large files then you may find a website offering a PDF compression service helpful in compressing and merging your documents to satisfy UCL’s 2MB maximum file upload limit.
Use the ‘Browse’ button to find the document required and then the ‘Upload’ button once you have the file path appear in the box.
[image: image15.png]Upload transcript 1 No file chosen





Once a document has been successfully uploaded it will appear like this with the options to view or delete it.
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Upload additional information
This application allows you to upload any other document as requested by the programme you are applying to (such as a research proposal if you are applying for a research programme). Please check the prospectus and the departmental web pages to see if anything specific is required. You should not use this section to upload a personal statement.
English Language information

If English is not your first language, please choose the appropriate option from the radio buttons. 
If you say that you have taken an English test further options will appear so you can select the type of test and enter the scores.
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Once you select which test you wish to use further options to complete will appear.
Note for MSc Economics applicants
Applicants whose studies for their undergraduate degree have been undertaken wholly or mainly at a university located outside the UK must supply GRE General Test scores. The quantitative GRE score must be 161 or above (post-August 2011 scores).

Employment (Application: Section 4)

Employment History

You can add the details of up to four different employers. You also have the option of adding a CV (resume) if you wish. It is not mandatory to provide any employment details if you do not believe any to be relevant.

GMC/ GDC/ GPC Membership information

Some programmes require confirmation of your registration with the General Medical Council (GMC), General Dental Council (GDC), General Pharmaceutical Council (GPhC) or Qualified Teacher Status (QTS). If you hold registered membership of one of these bodies, please enter your membership number in the relevant section.

Other Details (Application: Section 5)

The questions under the tab labelled “Other Details” are not mandatory but will be helpful for us when considering your application. 

If you are considering applying for or have been awarded, a studentship or scholarship a further set of questions will expand allowing you to enter the necessary details.
Applicants for affiliate study – wishing to spend a period of study at UCL whilst registered on either a postgraduate taught or research degree at an overseas institution – will be able to specify the scheme of study under which they wish to attend UCL: independent, Erasmus exchange or other exchange.

Supporting Statement (Application: Section 6)
You can supply a personal statement in one of two ways:

· Complete the relevant text/word box in the application form. Please note that this box has a 3,000 character limit (including spaces).

· Attach your personal statement as an additional document.

If you choose to upload your personal statement as an attachment then please note that, in general, there is no fixed word limit, however, we would expect your statement to be typed and no longer than two sides of A4 paper. 

Some programmes do however have specific requirements which differ to those outlined above, where this is the case, these requirements will be clearly listed on the relevant course graduate prospectus page.
The personal statement is a necessary and important part of your application to study at UCL and is an opportunity for you to express your motivations and suitability for the programme you are applying to.

You should consider the following questions when writing your personal statement:

· why do you want to study this particular programme?

· why do you wish to study at UCL?

· what educational experience do you have?

· what are your academic interests and strengths?

· do you have any relevant work experience?

· have you completed any extracurricular and voluntary activities relevant to the programme?

· what are your career aspirations?

You can either choose to type a personal statement in the box provided (limited to 3000 characters, including spaces) or upload a document containing your personal statement (no character limit, but we suggest that you do not exceed 2 A4 pages). Your personal statement should address the following:
· Your academic interests and reasons for applying.

· Your career objectives and any relevant non-academic achievements as well as any publications. Outline any other relevant experience including attendance at specialist workshops or short courses.

· Applicants for taught programmes, in particular flexible programmes, should indicate, where appropriate, the options/modules in which they are likely to be interested.

Referees (Application: Section 7)

You are required to enter the details of two referees who have known you in an academic capacity and can comment on your academic abilities. 

Once you have submitted your application these referees will be emailed with an invitation to provide references for you online. Please ensure you have spoken to your referees and that they are happy to provide a reference for you online. We do not accept references provided by applicants themselves.

Please ensure you have spoken to your chosen referees prior to entering their details so that they are expecting the invitation and are happy to provide a reference for you online. You should use your referee’s professional or academic email account rather than a generic account such as @163.com or hotmail.com as we are unable to verify the authenticity of such accounts.
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Dr John Smith

Lecturer

Department of History

University of Nowhere

Nowhere

XX00 0YY

+44 01234 56789
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Professor Jane Doe

Personal Tutor

Department of History

University of Nowhere

Nowhere

XX00 0YY

+44 9876 543210
(include country and area, eg +44(0) 123 456 7890)

Jane doe@nowhere ac uk

Jane doe@nowhere ac uk




Please enter the email addresses carefully. Any incorrect characters or spaces will mean that your referees will not receive their emails and this will cause a delay to your application.
Declaration (Application: Section 8)

You are required to complete both sections of the Declaration page. Failure to do so will mean that you are unable to proceed with your application. 

Checklist (Application: Section 9)

When you get to the Checklist tab, you will be notified if any of the mandatory fields are missing information. You can use the tabs along the top of the page to navigate to any that show missing information.
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Once all fields are complete, the final step is to submit your application.

If you are at all unsure that you are ready to submit please use the Save & Return Later option instead.
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Appendix 1: No valid passport form
UCL Application: Passport Information

Please complete the following form if you meet both of the below criteria:

· You do not currently hold a valid passport

· You will require a visa to study in the UK  

Your forename: ……………………………………
Your surname: ……………………………………..
Your date of birth: ……………………………….
· I understand that, if I am offered a place at UCL, I will need to hold a valid visa to study and therefore am required to be in possession of a valid passport. 
· I understand that if an offer is made to me which I would like to accept I should apply for a passport as soon as possible. 
· I understand that I should email a copy of my passport to studentvisa@ucl.ac.uk as soon as I receive my new passport. 

☐ Please tick this box if you have read and understand the above declarations and the actions you will need to take in regard to them.

 

Appendix 2: Missing Transcript form
UCL Application: Missing Transcript

Please complete the following form if you are not currently in possession of an official transcript

Your forename: ……………………………………
Your surname: ……………………………………..
Your date of birth: ……………………………….

· I understand that, once I have submitted my application and both references have been received my application will be placed on hold until an official transcript has been received. 
· I understand that UCL only accepts official transcripts from the office who issues my final academic degree (e.g. Academic Registrar’s Office).  
· I understand that once I have submitted my application and received my transcript I should send it to admissions@ucl.ac.uk. 
· All documents must be in one of the following file formats; .doc, .docx, .jpg or .pdf and be less than 2MB in size. 
· I understand that UCL will accept a hard copy of my transcript if my university does not issue transcripts directly to students, but that a hard copy transcript should only be sent once I have submitted my application.
☐ Please tick this box if you have read and understand the above declarations and the actions you will need to take in regard to them.

 
Appendix 3: Further information on uploading documents

Please note that you are only able to upload documents less than 2 MB in size and in the file formats .doc, .docx, .jpg or .pdf.

If you are unable to upload a document it may be that you are using an invalid file format or that the item is too large. 

Once you have navigated to where the document you want to upload lives you must also press the Upload button. If you have found the document but not uploaded it it will appear like this:
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Once you have uploaded it the display will change to:
[image: image22.png]Upload transcript 1 My transcript docx





If you get as far as the checklist and are told you have not uploaded the mandatory transcript document, but think you did, please check that you have used the ‘Upload’ button and that it appears as in the second example above.
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Note: 


All documents must be in one of the following file formats; .doc, .docx, .jpg or .pdf and be less than 2MB in size. 


To convert or reduce the size of your document we advise that you use an online converter such as www.ilovepdf.com.








Note: 


“Forenames” means the names that were chosen for you and “Surname” means your family name. Please ensure you enter these in the correct boxes.








Note: 


At this point you should add postgtraduate-admissions@ucl.ac.uk to your email addresses ‘safe list’ to ensure you do not miss any communications from us�.








Note: 


From this point onwards, all fields that are highlighted pink are mandatory and must be completed before proceeding to the next page. 








Note: 


All UK addresses must include the postcode. �


Entering your address incorrectly may mean that any letters we send may not reach you. 














Note:


If you have graduated and are in possession of your degree certificate, we suggest that you upload� a copy of your certificate to the ‘Upload transcript 2’ section. 








Note:


If you have taken the test you will be asked to provide all the scores from all three sections. If you have only just taken the GRE so you only have the raw scores and not the percentile scores then you need to wait until you have the percentile scores before completing your application.








Note:


You should arrange to supply two academic references (from tutors who have taught you at university) as part of the application process. Where, due to the amount of time passed since completing university level education, it is no longer practical to request an academic reference you may supply two professional references, one of which must be from your most recent employer. 





We ask that if you have graduated within the last 2 years you provide the details of two academic referees. If you have gradated more than two years ago we ask, where possible, you provide the details of one academic and one professional referee. 








Note:


Please note that after you do this you will not be able to alter your application. Please do not press submit until you have checked your application carefully and are happy with it.








Note: 


All UK addresses must include the postcode. 








Note: 


All UK addresses must include the postcode. 








Note:


You should now upload this file to the ‘Please upload a scanned copy of the personal details page of your passport’ section. 








Note: 


All UK addresses must include the postcode. 




















Note:


You should now upload this file to the ‘Upload transcripts’ section.





Note: 


All UK addresses must include the postcode. 








Note: 


All UK addresses must include the postcode. 














Note: 


All UK addresses must include the postcode. 























PAGE  
12

_1345022410

