Guide to submitting an online application
for post-graduate programmes at the
University of Glasgow

Un1vers1ty
of Glasgow




€

University
of Glasgow

Submitting an Online Application

Applications for postgraduate taught and postgraduate research courses can be
submitted online:
http://www.gla.ac.uk/postgraduate/howtoapplyforatau ghtdeqgree/applyonline/

This step-by-step guide will assist you in submitti ng applications via our online
system.
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Getting started

Go to the online application page:
http://www.gla.ac.uk/postgraduate/howtoapplyforataughtdegree/applyonline/
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home > Postgraduate study > How to apply for a taught degree > Apply online

Postgraduate study Postgraduate Online Application System
Jraught degrees Applying onfine
How ta apply for a taught
egres

= Firstly, you will need to register your details. Once you are registered you may return to the system at anytime. You will

- need to remember your username and password that you created when registering.
'f;:f:g;ﬁg}w = You nead to make sure that each section has been completed before your application can be submitted. There are
= detailed help instructions throughout the system.
'f;‘qﬂ‘u‘ii';;:‘g:aﬂe » If you have already registered your details and created an account you can log back into the online application system to
S view any applications that you have slready submitted or have saved to complete later.
=Apply online

BGuidance notes for

Supporting documents
online applications.

Please ensure that you hava the following supporting information available before you apply online. Please upload as many
n5tart online application
of the supporting documents as possible with your application.

niwhat happens next? . -

R Information in english about your previous studies (copies of your degree certificates and transcripts of your
undergraduate o previous degrees showing full details of subjects studiad and arades/marks obtained);

= Two supporting reference letters on headed notepaper;

How to apply for a Applicants whose first language (or the languags of instruction for their first degree) is not English are required to

Ko sai e include evidence of their English Language ability

Research degrees

Frequently Asked

Click on
Start online
application

Qrestons: 1f you are sending further information in by pest you shauld include a cover sheet with the rest of your documents,
Financial matters including your name, the programme you are applying for, reference number stc.
—_—
-~ Start online
Earch d:] Ll
study
1=
Please note:

Registration packs cannot be sent out until you have an unconditional offer and have returned your acceptance
form.
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Create an Account
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Log In to Online Applicatiol

Create an account
If you are not registerad to use Online Applications, please click [RIaA TR NS <
<

Enter your User ID and Password:  only registered University of Glasgow staff and registered applicants

i you have forgotten your password, please click [ for new applicants

Applicants: To log in, enter the user id and password you selected
Password: | when you registered and click the ‘Log In’ button.

Staff: Ta log in, enter your central systems user 1D and passward and
click the 'Log In’ buttan. You will nat be able ta log in unless you have
applied for access to Online Applications.

o Standard style

« Dyslexia-friendly style
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You will be asked to create a user name and password - this will be done for each

individual applicant. Remember to keep a note of these details so you can log in
again later.

{ Create Account - Windows Internet Explorer provided by The University of Glasgow

G_@ + | &) hitps:Jjeppserv.nis gla.ac.ukfdoasjuserdForm.htm Y
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e Account Details

Please note that usernames and passwords are case sensitive and are a maximum of & characters, It is important
that you remember your user name and password so that you can return to your application at any point.

Enter the following details to creats your account:
username:| | {mustbe betwesn & and & characters long)
Password: I:l (must be between 6 and 8 characters lang)
Confirm Password:
Password Reminder: | {a question you can answer to remind you of your password)

Email: |

When you create an account with the online system you have 42 days to submit an application. If you do not
submit an application during this time, your account will be closed and you will need to create a new aceount if you
wish to submit an applicatian.

Log in to an existing account

If you have already created an account and want to log-in to add additional

information or to check on the status, enter your user name and password on this
screen:

G_@v i) heeps:jjappservz.mis.gh b 7

i File Edt View Favorkes Tooks Help

s ‘gﬁlamuw Grline Appiications Login Page: | |

BB B -

Log In to Online Applications

If you are not registered to use Online Applications, please click T T

. . Enter your User ID and Password:  only registered University of Glasgow staff and registered applicants
Log in to existing fite e e

applications

If you have fargotten your password, please click T

»

Applicants: To log in, enter the user id and password you selacted
Password: | | whenyouregistered and click the Log In’ button.

here

Staff: Ta log in, enter your central systems user 10 and passward and
click the "Log In’ buttan. You will nat be able ta log in unless you have
applied for access to Online Applications.

+ Standard style

« Dyslexia-friendly style

Please note that if the system is left inactive for more than 30 minutes, it will time
out and you will have to log in again.
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Start a new application
or

Continue an application

You can start a new
application

Completing the application

Umver51ty
of Glasgow

Or continue with an application
you started earlier

There are eight key sections in the online application as listed below.

1. My details
a. Personal Details

Correspondence Address
Permanent address
Qualifications
Background details
Academic Prizes/ Distinctions
English Language
Employment
Disability/ Special Needs

j.  Ethnic Origin Monitoring
Programme of study
Any other information
Finance
Referees
Source of Information
Criminal Convictions
Supporting Documents

T T@mooo0oT

NGO~ WDN
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Once you have entered details remember to click on save for later or save and
proceed to make sure that you do not lose any information that has been entered.

On the left hand side of the screen there are links which will take you to each of
these eight sections.

Remember to click

save for later or save \

and proceed once you

have entered the /

information

T

On the right hand of the screen there is a list which shows which sections have been
completed, when a section is completed it changes from red to green.

My details

This is where all the student’s details are entered.

Personal details
Enter the student’s name, date of birth, gender, country of residence and nationality.

Correspondence address
Enter your office details here.
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Permanent address
Enter the student’s home address.

Quialifications

Enter the student’s university details — please enter the name of the UNIVERSITY
and not the college. X and XII standard details do not need to be entered here,
however, certificates can be uploaded later.

Background details

This is only applicable if the student has studied at the University of Glasgow
previously or if they are applying for a medicine course and are a member of the
General Medical Council or if they are applying for a teaching course and are a
member of the General Teaching Council.

Academic Prizes/ Distinctions
If the student has received any academic prizes or distinctions, details can be entered
here.

English Language
Enter either TOEFL or IELTS score or the date when the test will be taken.

Employment
If the student is applying for an MBA please enter full work experience details here.
Relevant work experience for other courses can also be entered here.

Disability/ Special Needs
If the student has any disabilities or special needs details can be entered here.

Ethnic Origin Code
Please enter the ethnic origin code for the student eg 31 — India’
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Programme of Study

Select Taught or
Research degree

Select Faculty (this will

bring up a list of \

available courses)

Select course

Enter start date

Remember to click on save for later or save and pro  ceed before leaving this screen

Any other information

Enter any relevant information in support of the application. Please note that this
section can be left blank and a personal statement can be uploaded in the supporting
documents section.

Finance
Enter details of how the student intends to fund their course.
Referees

Enter as much information as possible about the student’s referees. Please note that
references should be uploaded in the supporting documents section.

Page 8 of 11



Source of Information/ Agent Code

Select
‘Educational
Agent’

Enter your
Agent

Reference s

If you do not have your agent reference number or it is not correct, please contact
Celine Reynaud — c.reynaud@admin.gla.ac.uk

Criminal Convictions

If the student has any criminal convictions, tick the appropriate box. The
Postgraduate Admissions Team Manager will contact you for more information. The
information the student provides will remain strictly confidential.
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Supporting documents

Sample of academic work is
only required for English

X —>
literature courses
Attach IELTS or
TOEFL certificate o
if available "
You must upload
—>

academic certificates in
order to submit the
application

Supporting statement

Attach the student’s personal
statement here (see below for
more details)

Detailed CV is

A

required for MBA

A

If the student has a funding
letter, attach it here

Upload two letters of
reference here

Attach a short statement from the applicant with additional information such as
evidence of previous academic or professional experience that qualifies them for the
course (projects; placements; voluntary work etc). The applicant should state the
reasons why they selected this course and what benefit they hope to achieve through
successful completion of the course. For Science subjects, the statement should
include information about lab techniques they have used. For MBA, they should
provide detailed information about their managerial experience (supervisory role,
project management; budgeting responsibilities, etc). The statement should not be

longer than an A4 page.
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Trouble shooting

Submitting the application

You have 42 days to complete and submit the application.
Remember to save each section that is complete.

Once you have completed the application, take note of the applicant number and
submit the application in order for it to be received and processed. If the application
is not completed within 42 days it will be deleted and you will have to start a new
application.

An automated e-mail will be sent out to you to confirm that an application has been
submitted successfully. The e-mail will include the applicant number that you must
guote in your correspondence with us.

Technical help

If you need technical help while using the system, contact the helpdesk at
doashelp@mis.gla.ac.uk . The helpdesk operates Monday to Friday, 9am to 5pm.
Please provide details of the page(s) you are having problems with and any error
messages you receive. PLEASE DO NOT EMAIL SUPPORTING DOCUMENTS TO
THE HELPDESK, as the

Additional supporting documents
Once you have submitted the application, you can upload additional documents.

Forgotten password

If you cannot remember your password, you can click on password reminder on the
log-in page and you will be given a reminder. If this does not help and you need
further assistance, please email the helpdesk doashelp@mis.gla.ac.uk and they will
help re-set your password.
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