PS16 applications —
External Students




Go to —www.pslé.co.uk/reqgister

To create a PS16 account,
visit
www.pslé.co.uk/reqister

Login

©

Local account

You currently attend an
Education or Training
organisation (school,
academy or pre 18 training

Click local account

provider) and live in the UK.

+'Positivé Steps @1s

D

Out of Area/
Educated at
Home

You do not currently attend
an Education or Training
organisation (school,
academy or post 16 training
provider) and live in the UK.

Sign Up

Choose from one of our accounts below to find the one that's right for you and register.

P

Overseas / Non
UK

You are an international
student and your home
address is outside of the
United Kingdom.

International account


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

Setting up

~'Positive Steps @

Click the drop down box and
choose ‘Out of Area or not listed’

Login sign Up

se your current school or provider

+'Positivé Steps e

Login Sign Up

Click ‘'Create a new account?

Choose your current school or provider

Out of Area or Not Listed v

Follow the set up instructions




What nexte

. . . Welcome back,-
Before you begin any applications you need — wwsome
to complete information within ‘Your Profile’ Apply | | | Ata glance...

Your profile Your next step Your Applications
. . . . . Your Profile
a Applications
Updale your details > Change destination Create or Review applicalions T I
Tools
Thig ic il ochelit
Message centre Your favourites
O mew messages.
Creale a new message e
Wiew your inbox > Mamage your list (0]

Privacy & personalisation

T T T T T T
Account Settings Privacy Settings
Wiew your oplions bl Wiewy wour oplions



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

his is all about you,-

Personal Details Address Health Parental Information

fill in ALL the missing information. e e e &
EOCh SeCﬂOH W”l TUrn greeﬂ OfTer YOU’Ve fl”@d UT O” Qualifications Work Experience Personal Statement Equality and Diversity
of the necessary information. Once they are dll | |

green, you can click ‘back to your account’ ————— ——— ——— ———

**Your predicted grades will be automatically
uploaded into the Qualifications section**

What's next?

Print your profile Add courses to Create an application
*Once your personal statement has been checked o fovourites "
by your form futor, copy and paste it into the > Jf oo couma > [ v coptcaion :

Personal Statement section™*



Your next step

Welcome back,-
Once ‘Your profile’ has been completed

(and turned green), click ‘Change
destination’ in the Your next step section

Apply At a glance...
o Ewangthing yau need ha

You need 1o ully complete both your profile and next steps bedore you con make on opgolication

Your profile Your next step Your Applications

n one handy place
. Your Profile

a Applications

Updale your details » Change destination Create or Review applications > I I
Tools
Thig iz wi oxcddil

Message centre Your favourites

O mizw miessages.
Credle a new messoge »
Wiew your inbox > Manage your st (0}

Privacy & personalisation
Account Settings Privacy Settings

» ur oplions



Your next step

Click in the drop down box and you will see
the following options listed —

Full fime education - different school or FE
College

Full time education — same school
Job - Definite place
Job — No definite place
Not set

Select whichever optionwyou are choosing and click

Other destination ‘Save and continue’.
Traineeship or study programme
Training/Apprenticeship — Definite place Once you've done this, click ‘Back to your account’

Training/Apprenticeship — No definite place



How to find courses

~"Positivé Steps @1 |
Firstly, you need to click intfo T S

‘Opportunities’

Your account

Get the most out of all the PSIB services you use.

Welcome back (D

What do you want to do today:

Apply

You need to fully complete both your profile and next steps before you can make an application.

Your profile Your next step Your Applications
A Taao ST VOUEIRTOMTGNE S e— ARG St . Your Profile

0 Applications
Update your details > Change destination > Create or Review applications > ‘ :



How to find courses

+"Positive Steps @

Home  Opportunities News Events Help & Guidance

Next, click info ‘Full time Opportiiniies
courses’ e i s e

Search for courses

Full time courses

Full time courses Employer
r ‘ apprenticeship
vacancies




How to search for courses

You can search for courses in a number Sl e A g
of ways.

Type the course in the search bar .
Full time courses

Click Course finder
By provider
By Sector
By Qualificatio Wgrch for courses
gy Level =
y Ared \\
NoT oSa SuTeEEEysuta looking for or where to start? Try searching...

By Provider By Sector By Qualification By Leve By Are




Courses by provider

All of the providers in PS16 are listed
here. Click info whichever provider
you want to investigate further

(For this guide/example, we will look
at St Paul’s)

-~ Advance d Football Beauchamp City Sixth Fori m O Beauchamp College

m— Development Academy 0




How to search for courses

Full time courses
Course listing

Showing 20 out of 30 avalable coursss

Once you've clicked into your chosen
institution you will be shown a list of courses
offered by the provider.

Filters

5t Pauls Catholic School
Spencefield Lons, Lecestar , Leicester, Leics, LES 64N
@

A Level: Applied Science

c Bchioal

Some providers will have lists of more than 100
courses. You can filter them down more by
using the filters here. — o

Eact .
= d Science
Level 4]

L Pauls Coat - I

caw A Level: Art and Design
Apply fitters | ‘_’ A‘_I 5% Pouls Cotholic Schoal
b B E&JA Equs t B

<35 A Level: Art and Design - (Photography)
I‘,‘ ’;,‘I 5% Pouls Cotholic Schoal

= | @ oocEala Equi t B



Choosing Favourites

ﬁpiffflf ;Ap[?lled Science A Level: English Literature
S s Catholic : choo . = St Pauls Catholic School

el Bisinas e - Once you've clicked info @ S S———
L V@l course you're interested in, ,,;;;"‘ L SR
you will find all the important u"“"“j
information such as course o i e H‘Z;"'L ’
summary, course details, entry il AR
requirements etc.

R AL O 7

You can add as many
subjects to your favourites as
you want.

You can do this for as many —
providers as you choose. P —



Adding Favourites

Ale

Added to favourites

vel: Applied Science has been agd

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

. . Your account
So now you've found the providers and subjects ot i e s ot o e e

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

Welcome ban:k-

To start a new application, or continue with a
previous one, you need to click ‘Create or Review
applications’ in the *Your Applications’ box.

Apply

au necd 1o fully eomplete both your profile and next steps badore you con make on apolication

Your next step Your Applications

Tools
Thiis i wi ochdit
Message centre Your favourites
0 new messages.
Creals a new message »
Wiew your inbox > Manage your fist {3)

Privacy & personalisation



Starting your application

Your appllcatlons
You've already completed Step 1 and T L A R

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)

HEEID ou've got this!

To create an application follow these steps.

When you are ready to create an
application, click ‘Create a new
application’

pplications



Choose your provider

Choose a provider

Selact the provider for this application.

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 Sove e contioe
Leicestershire that accept applications

via PS16.

-let's pick the provider you're applying to.

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 |k
the boxes here, have all been completed and are
showing green

Are you ready-

Address Health Parental Informans
TO Odd your Course ChOiceS for The OppliCOTion C”Ck Work Experience Personal Statement Equality and Diversity
‘Add/remove courses’ _ — - —

Course Choices Review & Send Your
Ho cowrse chosen. Application
L]
L]
Add/remove courses >

Send application >



Adding courses to your application

Here you will see any courses you have Course f:h?if:)es
‘favorited’ for your chosen provider

You need to now add your chosen courses
your application (the list here can be longer
depending on how many courses you have
added to your favourites for the particular Stpouls o
provider.

It is time to choose...

5 ke 1o inckadea in It Opt stion

urse from your favourites list.

When you have decided which courses you
want to submit, click ‘Add course’

A A F
J U L

2. Double-check your choice and order by preference.

Until you add ot least one course, you cannol progress with your application



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’

Add Course

Are you sure you want to add & Level: Applied
Science?




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.

1. Add a course from your favourites list.

5t Pauls Catholic School

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 s e — | |

5t Pauls Cathelic School

& Level: Applied Science (Level 3)

o

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

3
L3

A Level: English Literature (Level 3)

Logieh [laysl 2)

o

You will need to write a short paragraph/couple of 3 Wiy have youchosen the course(?

sentences here to explain why you have chosen the e R
course/s — this is where you can be more specific foward
the provider and courses you have applied to. Don't

forget to click Save and continve! S ——————————(EE -

ol Lo study these courses al 5L Paul's o in the future | want Lo be a beacher and these will help me achieve the course | would like o take ol University




Reviewing and sending your

application

Once you have added your course choices
fo your application, you will return to your provourcac QD
application page.

Al This appicotion Nos not Deen Sant el
|f you Ore hOppy Wi-l-h your Choices Ond -I-hO-I- Personal Details Address Health Parental Information
you have added all of the necessary (and N P— N P— N P— :
missing) information, click ‘Send application’

Qualifications ‘Work Experience Personal Statement Equality and Diversity

in the Review & Send your Application box

2 Update details 2 Update details > Update details >

Review & Send Your
Application

Add remove courses



Review your application

Firstly you will be taken through your application. S R
Take some time to review all of the information you

have added - this is your chance to make sure
everything is correct. Review your tetails

Personal Details

Scroll through each section. If you need to make -
any changes, there is an edit button at the end of Lol
each of the sections. S —




Submitting your application

After you have reviewed all of your information e
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 15t, 2nd or 319 choice — even if you are only
submitting one application overall, you need to

state it is your 15t choice. /
If you need additional support for your college B

Additional support

Wil you need support ot your Collegse interviee?

interview, change this to ‘Yes’ oo i smin
You will now need to read and tick the two
consent boxes. T e

Finally — once you are happy with your s —— T -
application, click ‘Send your application’



