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Welcome Screen - dŚĞ�ĨŝƌƐƚ�ƐĐƌĞĞŶ�ǇŽƵ�ǁŝůů�ƐĞĞ�ŝƐ�ƚŚĞ�͚Welcome͛�^ĐƌĞĞŶ͘��dŚŝƐ�ŝƐ�ǁŚĞƌĞ�ǁĞ�

ǁŝůů�͞ƚƌŝĂŐĞ͟�ĞŶƋƵŝƌĞƌƐ͘ 

 
 

Hello, welcome to the University of Bolton you are speaking to [YOUR NAME], how can I 

help you today? 

At this point, also find out whether they are Home or International. If they are International, try to 

put the applicant through to the International Officers to discuss the caller’s eligibility to study 

with us (ext3110).  If they are not available please take a name and number and pass to the 

international team for a call back. 

 

Callers will probably ask whether we offer the course or area of study that they are interested in.  All 

callers should have been on our course finder to ensure that their area of study is offered here 

before calling. - If they aren't sure of a course direct the caller to www.bolton.ac.uk/clearing   

 

IMPORTANT:  Any courses that have been closed for Clearing will be listed on the whiteboard in 

the room you are in.  

 

[AFTER RESPONSE FROM CALLER] OK, are you eligible for clearing - that means you're not 

holding an offer from another university?  [If not holding any offers] great we can carry on. 

 

[If holding an offer] no problem we can carry on with the call and if we can make you an 

offer in principal today we will send you an e-mail explaining how to get yourself released 

from your current institution. 

 

 [If not sure] 

https://evision.bolton.ac.uk/urd/sits.urd/run/siw_yclr.start_url?3a02529c7f904854wxnbkqolyunaln2pfpkua6so6gthxyukdkk0bs9ddknaeyieb4kycue3yi6hqqljirehbhckajni0xedams-tkatyc1hpn71w9plj6otqf8leaa9dfyvpjuoxhlmtds8ddnohx29ptdtjukd_0kefwzym7sc7noj5q5t_cueny5cakpoeqyyhucmukxspfraqi68ka-qe-a6lobbimih5-9xmpgvs8pa83tqm_mizzw5cyz5lhykovjp--sfgen4q-e8g_9kflhkli0hp9q7lcss7_wiaoybxzfurrz-hci#1






Qualifications 

/Ŷ�YƵĂůŝĨŝĐĂƚŝŽŶƐ͕�ǁĞ�ƚĂŬĞ�ĚĞƚĂŝůƐ�ŽĨ�ƚŚĞ�ĐĂůůĞƌ͛Ɛ�>ĞǀĞů�ϯ�or relevant qualifications. 

Press the Add Qualification button to make the options appear. 

 

For each qualification: 

¶ Search for the qualification ʹ if it suggests a match, click it to populate (You will need the 
hyphen in A-Level, A Level will not work). All popular Level 3 qualifications are included, so if 
ǇŽƵ�ĐĂŶ͛ƚ�ĨŝŶĚ�ŝƚ͕�ƉůĞĂƐĞ�ĂƐŬ�ǇŽƵƌ�WŽĚ�^ƵƉĞƌǀŝƐŽƌ͘  

¶ BTEC qualifications are a little complex so most have included the relevant number of grades 
next to the description, ie 1GD, 2GD, 3GD etc 

¶ Please note, if you click the suggested Qualification, it will change to display the code on 
the left, in this case “NTA”.  

 
 
 

 

¶ If the Qualification does not show, tab to continue to Subject. 

¶ Search for the Subject ʹ again, if it suggests a match, click it to populate (this will populate 
the code as above). If the Subject does not show, tab to continue to Grade.  

 

¶ If you have used a suggested Qualification you can select a Grade from the dropdown list 
and points will be added automatically. 

 
 

 

¶ If you are adding a bespoke Qualification, you can enter the grade manually ŝĨ�ŝƚ�ĚŽĞƐŶ͛ƚ�
display. You may wish to add any notes to the Note field if they seem relevant. 

¶ To add another Qualification click the Add Qualification button. 

¶ Once complete, click the Course Search tab. 



 

 

Course Search 

EŽǁ�ǇŽƵ�ŚĂǀĞ�ŝŶƉƵƚ�ƚŚĞ�ĂƉƉůŝĐĂŶƚ͛Ɛ�ƋƵĂůŝĨŝĐĂƚŝŽŶƐ͕�the Course Search page will show you which 

courses they are eligible for. 



 



 

Each course will have a different course code depending on whether they are UCAS or Direct. Please 

ensure you select the correct course. A UCAS course will end in ʹU, and a direct course will end in ʹ

D.  

 

 

The example above shows an applicant who would qualify for a course, with both direct and UCAS 



Questions 

On Questions we must ask the applicant a series of standard questions before we can continue with 

their application. All questions are mandatory 

 

Q4 - Should they answer No to the question regarding if they will be 18 or over on 1st September, 

please advise them that any recommendation of an offer is subject to a risk assessment. Admissions 

will contact them with further information. Please continue with the questions. 

Q5 - Should they answer Yes to the question regarding Criminal Convictions, please advise them that 

any recommendation of an offer is subject to our Criminal Conviction checking process. The 

Admissions Team will contact them with further information.  

Once the final Question has been populated, press tab in order for the ID & Address option to show 

in the navigation bar. Click the ID & Address tab to continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



ID & Address 
 
On ID & Address, we must collect accurate contact details for the applicant. Some may be pre-
populated depending on whether the applicant is UCAS, or if they have applied to us previously. 
 

 
 
 

¶ Recheck the applicant's names 

¶ Recheck their date of birth 

¶ /Ĩ�ƚŚĞ�ĂƉƉůŝĐĂŶƚ͛Ɛ�ĂĚĚƌĞƐƐ�ŝƐ�ŵŝƐƐŝŶŐ�ƚǇƉĞ�ƚŚĞŝƌ�ƉŽƐƚĐŽĚĞ�ŝŶ�ƚŚĞ�ƉŽƐƚĐŽĚĞ�ďŽǆ͕�then click 
Lookup. This will launch the Address Lookup. Select the appropriate address from the list 
and click on it. It will auto populate the address fields. 

 
Please ensure all details are current ʹ they may have changed for UCAS applicants or if they have 
previously applied. 

Mobile number and email address fields are mandatory so please recheck the spelling of the 
email address. This is extremely important information ʹ without it we will not be able to contact 
the applicant and they will not receive any instruction on how to refer. 
Landline numbers should be input into the alternative contact number box. 
 
All orange fields are mandatory, but please try to collect as much information as possible! 
 
 





 

Actions



 
 
Summary 
 
You will now be presented with the Summary screen. This may change depending on the action 
selected on the previous screen. 
 

 
 
 

Click the Submit tab to continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

Submit 
 
The Submit screen is the final part of the call. 
 

 
 

 
 
 

Please press the orange Submit button or the information 
will not be stored. 

 
The confirmation box should appear to advise the record has stored: 
 

 
 
Close this, and press to start a new call. 
 

 
Please see next page for information on UCAS track. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 




