
PS16 applications –

External Students



Go to – www.ps16.co.uk/register

To create a PS16 account, 

visit 

www.ps16.co.uk/register

Click local account 

http://www.ps16.co.uk/register


Setting up

Click the drop down box and 

choose ‘Out of Area or not listed’

Click ‘Create a new account’

Follow the set up instructions



What next? 

Before you begin any applications you need 

to complete information within ‘Your Profile’

Click into ‘Update your details’



Information Required

You need to work through each of the sections to fill 

in missing information about yourself – start in the 

Personal Details section and work through each one. 

Some of the information is already preloaded Please 

fill in ALL the missing information.

Each section will turn green after you’ve filled out all 

of the necessary information. Once they are all 

green, you can click ‘back to your account’

**Your predicted grades will be automatically 

uploaded into the Qualifications section**

**Once your personal statement has been checked 

by your form tutor, copy and paste it into the 

Personal Statement section**



Your next step

Once ‘Your profile’ has been completed 

(and turned green), click ‘Change 

destination’ in the Your next step section



Your next step

Click in the drop down box and you will see 

the following options listed –

Full time education – different school or FE 

College

Full time education – same school

Job – Definite place

Job – No definite place

Not set

Other destination

Traineeship or study programme

Training/Apprenticeship – Definite place

Training/Apprenticeship – No definite place

Select whichever option you are choosing and click 

‘Save and continue’.

Once you’ve done this, click ‘Back to your account’



How to find courses

Firstly, you need to click into 

‘Opportunities’



How to find courses

Next, click into ‘Full time 

courses’



How to search for courses

You can search for courses in a number 

of ways. 

Type the course in the search bar 

Click

By provider

By Sector

By Qualification

By Level

By Area



Courses by provider

All of the providers in PS16 are listed 

here. Click into whichever provider 

you want to investigate further

(For this guide/example, we will look 

at St Paul’s)



How to search for courses

Once you’ve clicked into your chosen 

institution you will be shown a list of courses 

offered by the provider.

Some providers will have lists of more than 100 

courses. You can filter them down more by 

using the filters here.



Choosing Favourites

Once you’ve clicked into a 

course you’re interested in, 

you will find all the important 

information such as course 

summary, course details, entry 

requirements etc.

You can add as many 

subjects to your favourites as 

you want.

You can do this for as many 

providers as you choose.



Adding Favourites

After you’ve added a 

subject to favourites, 

click OK.

Once you added your 

favourite subjects from 

all of your  chosen 

providers, click back to 

Your Account.



Starting your application

So now you’ve found the providers and subjects 

you want to apply for, you need to create a new 

application.

To start a new application, or continue with a 

previous one, you need to click ‘Create or Review 

applications’ in the ‘Your Applications’ box.



Starting your application

You’ve already completed Step 1 and 

Step 2 by choosing your favourites. If you 

want to add more you can also access the 

course search facility by clicking here

(and following the previous steps)

When you are ready to create an 

application, click ‘Create a new 

application’  



Choose your provider

The first step will be to choose which 

provider your application will be sent to. 

By clicking here

you will be presented with a list of 

providers within Leicester and 

Leicestershire that accept applications 

via PS16.

If you do not see your chosen provider 

here, contact Mrs McDonagh.



Adding courses to your application

For the purposes of this guide, you need to imagine that 

the boxes here, have all been completed and are 

showing green

To add your course choices for the application click 

‘Add/remove courses’



Adding courses to your application

Here you will see any courses you have 

‘favorited’ for your chosen provider

You need to now add your chosen courses to 

your application (the list here can be longer 

depending on how many courses you have 

added to your favourites for the particular 

provider.

When you have decided which courses you 

want to submit, click ‘Add course’



Adding courses to your application

For each course that you are 

adding to your application, you will 

need to confirm for the course to 

be added by clicking ‘Add course’



Adding courses to your application

Once you have added all of the courses you would like to 
submit to the provider in your application, you will see 
they have moved.

You can now double check your choices and order them 
in preference – this is particularly important when you are 
applying for more than 3 A levels due to you not being 
too sure of your final decisions.

You can also remove a course if you change your mind 
by clicking here 

You will need to write a short paragraph/couple of 
sentences here to explain why you have chosen the 
course/s – this is where you can be more specific toward 
the provider and courses you have applied to. Don’t 
forget to click Save and continue!



Reviewing and sending your 

application

Once you have added your course choices 

to your application, you will return to your 

application page.

If you are happy with your choices and that 

you have added all of the necessary (and 

missing) information, click ‘Send application’ 

in the Review & Send your Application box.



Review your application

Firstly you will be taken through your application. 

Take some time to review all of the information you 

have added – this is your chance to make sure 

everything is correct.

Scroll through each section. If you need to make 

any changes, there is an edit button at the end of 

each of the sections.



Submitting your application

After you have reviewed all of your information 

and scrolled to the bottom of your page, you will 

come to the preference box. You need to state 

whether the application you are submitting is 

your 1st, 2nd or 3rd choice – even if you are only 

submitting one application overall, you need to 

state it is your 1st choice.

If you need additional support for your college 

interview, change this to ‘Yes’

You will now need to read and tick the two 

consent boxes.

Finally – once you are happy with your 

application, click ‘Send your application’


