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Getting started 
Introduction to Application and Decision Tracker 
There is now a Getting Started video on UCAS.tv. All you need to do is click the link below and then choose HE Staff – Application and Decision Tracker from the list on the right of the screen.
· UCAS.tv 

Logging in to Application and Decision Tracker 
· Accessibility
· Username and password
· Quick log in steps

Accessibility 
Application and Decision Tracker can be is accessed any member of staff within your HEI, as long as they have a username and password set up by your web-link administrator. Your data is not be visible to any other institution or organisation (The Data Insight Team can view all data for monitoring purposes).

Username and password
Before you can log in to web-link you will need a username and password. Your designated administrator has responsibility for setting up and maintaining web-link user accounts.  If you forget your password or username, please contact the web-link administrator at your institution. (The Data Insight Team does not have access to individual log in details).   If you are unsure who your administrator is please email ADT@ucas.ac.uk

Quick log in steps  
1. Go to www.ucas.ac.uk

2. Click on the HE Staff section from the top navigation bar

3. Click on > web-link

4. Click on Access web-link

5. Click on the Log In link 

6. type in your username and password and click  

7. Click on the Open Application Tracker / Decision Tracker link.  






Step 1 www.ucas.ac.uk
Step 2
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Your subscription
· Terms and conditions for the licence of UCAS data
· Reporting periods
· Competitor listing changes
· Data available
· Data extraction
· New – Daily Decision Tracker
· Downloading 2012 Application and Decision Tracker reports
· Service Disruptions
Terms and Conditions for the licence of UCAS Data
All subscribers are sent standard ‘Terms and Conditions’ via email. You can also find the ‘Terms and Conditions’ at www.ucas.com/documents/stats/UCASdata_terms.doc  in brief:

· Publication of the application listing is prohibited as is the provision of data to third parties 
· There is a requirement to anonymise data for publication purposes and to suppress where the identification of individuals is probable. 

Reporting periods
The first reporting week of Application Tracker 2012, will commence 26th September 2011 and will be known as Report 1. Report 1 will include all applications from the start of each cycle until the dates listed in the table below:-
	Component
	Report
	Data Extractions From
	Data Extractions To

	Decisions
	Report 1
	Start of 2012 entry cycle
	26th September 2011

	Decisions
	Report 1
	Start of 2011 entry cycle
	27th September 2010

	Decisions
	Report 1
	Start of 2010 entry cycle
	28th September 2009



Thereafter, and for subsequent reports, data is extracted for the previous week, every Monday morning at 00:05. The system will continue to update current entry cycle data until the beginning the 31st July 2012, thereafter; data will remain static until the end of September enabling you to download archived reports as required. 

Downloading 2012 Application and Decision Tracker reports 
2012 Application Tracker and Decision Tracker will continue to update 2012 entry cycle data until 31 July 2012. Data will then remain static until mid-September enabling you to be able to download reports until then.

Data available
Decision Tracker 2012 provides 2012 entry application and decision figures, benchmarked against data at the same point in time for the previous two application cycles 2011 and 2010. Depending on your level of subscription, your own data is available at five levels of aggregation: Institution, Faculty, Subject Group, Subject Line and Course Code.  
Data extraction
For the current cycle 2012, Decision Tracker extracts data from the ‘live’ system at 00:05 on a Monday morning and simultaneously processes data from the 2010 and 2011 entry cycles (for the same point in time) to produce comparative year-on-year data which can be displayed either through the web portal or output as a PDF, HTML or CSV report.

A lookup table which provides a list of dates for all data extractions over the three year period is available on request. Please contact the HEI Team on 0844 9841111 or email hei_team@ucas.ac.uk.


New! Daily Decision Tracker is now included 

Level 1 of Daily Decision Application Tracker is included in level 2 and 3 of 2012 Application and Decision Tracker.

Daily Decision Tracker is a useful tool that enables you to keep track of your institution’s applications and acceptances during confirmation and clearing. You will be sent email reports daily between August until mid September.

Competitor listing changes for 2012 Application Tracker
A simple change to your competitor group can be done on request and will not be charged, however additional work thereafter will be charged if changes are more involved at subject line level.

Service Disruptions
All UCAS member institutions will receive a communication if there is a planned weekend deployment that involves an outage that may impact on web-link or Application Tracker. The deployment window for these release is from 07:00 on the Saturday to 08:00 on the following Monday. Any disruption or problems we are made aware of that are disrupting the service will be dealt with as quickly as possible.


Faculties
· Overview
· to create a new faculty
· to change a faculty name
· to change faculty course selection
· to delete a faculty
· Faculty set-up request form 
· how to download data into Excel
Overview

The ‘Faculty Setup’ section enables you to create faculties / departments that mirror those already in existence within your own institution.  Once created, course data will automatically be aggregated into faculties on a weekly basis and will help you to view: -

· Tabulated decisions at faculty and course code level for the current entry cycle only
· Comparison tables showing decision trends over a three year period for entry cycles 2009, 2010 and 2011 and available at faculty and course level
· Flowcharts showing the conversion of applications into the various decision states and over a two year period at faculty and course code level 
· Demographic profiles of decisions at faculty and course code level.

Please note: we can set your faculties up for you. All you need to do is let us know the faculty name you want to see on Application Tracker and the relevant courses (and codes) to go under each heading. Faculty forms will be sent to you with your Welcome Pack.

To create a new faculty
1. From the main menu bar, click the Faculty Setup link.  This will route you to the Faculty Setup page as shown below: 
[image: ]
On the right hand side of the page, click the Create Faculty button. [image: ]This will route you to Faculty Setup (Update) page:
[image: ]
2. Click inside the Faculty text box and type in your chosen faculty name. 
3. In the Available courses section, you can either click your required courses one by one or click the Select All button. This will automatically select all courses for you.  
4. To undo your selection either un-tick individual courses or click the Clear All button to clear out all your course selections. 
5. Click the Add Courses button, once you are happy with your course selection.
6. To change your course selection, either a) un-tick individual courses in the left-hand Available courses section or b) click the Clear All button, next click the Add Courses button to update your course selection.
7. Click the Save button.
8. Click the << Back link to return to the main Faculty Setup page. 

Tip: Click the Undo Changes button if you need to undo all changes made to the web page in your current session. To view your newly created faculty, click the Faculty link from the main menu bar.
[image: ]
To Change a Faculty Name:
1. From the Faculty Setup page shown above, click on the Faculty that you would like to change. This will route you to the Faculty Setup (Update) page:
[image: ]
2. Click inside the Faculty text box and change the name of your faculty as required. 
3. Click the Save button. 
4. Click the << Back link to return to the main Faculty Setup page. 
To Change your Faculty Course Selections:- 
1. From the Faculty Setup page, click on the Faculty that you would like to change. This routes you to the Faculty Setup (Update) page.
[image: ]
2. To change your course selection either :-
· Click the Clear All button to un-tick all courses at once
· Un-tick individual courses that you no longer require
· Tick new courses that you would like to add to your faculty
· Click the Select All button to select all courses at once. 
3. Click the Add Courses button once you are happy with your course selection.
Tip: If you make a mistake, click the Undo Changes button. This will undo all changes that you have made to the page in your current session.
4. Click the Save button. 
5. Click the << Back link to return to the main Faculty Setup page. 
Tip: To view your amendments, click the Faculty link from the main menu bar.
[image: ]
To Delete a Faculty
1. From the main menu bar, click the Faculty Setup link.  This will route you to the Faculty Setup page as shown below: 
[image: ]
[image: ]

2. Click the Dustbin[image: ]icon to the left of the faculty that you wish to delete.  The following pop up box will appear:

[image: ]

3. Click OK to continue with the deletion or Cancel.

4. Click the menu bar to come out of this page.  

Faculty set-up request form  - click here to request a form 
How to Download Data into Excel
You now have the option of downloading data contained in the main data tables (at faculty and course code level).  To do this:
1. Click the [image: ] icon which appears top right hand corner of the page.  (A pop up box will appear which gives you the option of either opening the file in Excel, saving the information to your own directory or cancelling this option).
2. To download the data into Excel, click the Open button.  An Excel window will open.  Click the maximize button top right hand corner and then Save the Excel file in the formal way.
3. To save the information to your own directory, click the Save button.  Rename the file in your own directory as required and click the Save button.
4. To cancel the download, click the Cancel button.


Communications/updates
Downloading 2012 Application and Decision Tracker reports - 2012 Application Tracker and Decision Tracker will continue to update 2012 entry cycle data until 31 July 2012. Data will then remain static until mid-September enabling you to be able to download reports until then

FAQs
What are the Selection Criteria for Application Tracker 2012?
For the ‘Applications’ component of Application Tracker 2012 the selection criteria is as follows:-
· Application entry cycles 2010, 2011 and 2012.
· All UCAS applications and decisions (excluding cancelled applications).
· All UCAS Route A applications (and Route A and B applications for 2010 entry cycles). 
· Main scheme application choices 1 – 5 used for all ‘total’ application and decision counts. (Choices made via Extra, Adjustment and Clearing are excluded from ‘total application’ and ‘total applicant’ counts as per UCAS business rules). 
· All RPAs and OPFs (for 2011 and 2012 entry cycles only).
· All subject groups, subject lines and courses relating to the 2010, 2011 and 2012 application cycle. 
· All deferred applicants who are accounted for during the entry cycle in which they apply (For example, an applicant who applies in the 2012 entry cycle for entry in 2012 appears in 2012 entry data only). 

How are the decision classifications grouped?

· Table 1 – Explanation of Decision Groupings
	Decisions (Long title)
 
	Decision
Abbreviations
	UCAS Classifications
	UCAS Descriptions

	Unconditional Firm
	UF
	UF
UCCF
RPA
OPF
	Unconditional Offer,  Firm Reply
Unconditional Change Course Offer, Firm Reply
Record Of Prior Acceptance
Overseas Partnership Form

	Unconditional Insurance
	UI
	 UI
 
	Unconditional Offer, Insurance Reply

	Conditional Firm
	CF
	CF
 DCF
	Conditional Offer, Firm Reply
Delayed Confirmation (New for 2012)*

	Conditional Insurance
	CI
	CI
 
	Conditional Offer, Insurance Reply

	Unconditional – Pending Reply
	UP
	U_
UCC_
	Unconditional Offer, Awaiting Reply
Unconditional Change Course, Awaiting Reply


	Conditional – Pending Reply
	CP
	C_
 
	Conditional Offer, Awaiting Reply

	Outstanding Decisions
	OUT
	REF
INV


RBD STP
 
Other
	Referred
Invitation to Applicant to attend interview or produce portfolio work or additional piece of work or an additional test is required  (New for 2011)
Rejected By Default, Stop (Awaiting Confirmation Decision)
Unclassified Decisions

	Unconditional Decline
	UD
	UD
UDBD 
UCCD
UCCDBD
	Unconditional Offer, Declined
Unconditional Offer, Declined By Default
Unconditional Change Course Offer, Declined
Unconditional Change Course Offer, Declined By Default

	Conditional Decline

	CD
	CD
CDBD
	Conditional Offer, Declined By Applicant
Conditional Offer, Declined By Default

	Unsuccessful
	REJ
	REJ
RBD
F
	Unsuccessful
Rejected By Default
Course is Full (New for 2011)

	Withdrawn Choice
	W 
	W
 
	Withdrawn Choice

	Cancelled / Completely Withdrawn
	CNC / W
	NEW CNC 
REF CNC
 
 
 CWD
	Cancelled Route B Choice Awaiting Send Off 
Referred Choice Cancelled (When Applicant Made Replies)
 
Whole application is completely withdrawn.



· 
· *The new Delayed Confirmation Decision is new for entry 2012 and allows an institution the ability to delay a confirmation 
· decision where the applicants results will not be available until after August 31.

How are Competitor Groups created?
Your Competitor Group is defined as the six HEIs to which your applicants most commonly also apply. This is determined at institution, subject group and subject line level, so your competitors will vary between subjects. This selection is based on the position as at the 30th June deadline for the 2011 entry cycle. The selection algorithm excludes HEIs which have since withdrawn from the UCAS scheme; it takes account of code changes in the period 2010 to 2012 and requires that the same six institutions are present across the three years. For more information about the derivation of competitors, please contact the Data Insight Team at ADT@ucas.ac.uk.

Can I change my competitor listing for 2012 Application Tracker?
A simple change to your competitor group can be done on request and will not be charged, however additional work thereafter will be charged if changes are more involved at subject line level.

What if I forget my password or username?
If you forget your password or username, please contact the web-link administrator at your institution. The Data Insight Team does not have access to individual log in details.

Can anyone else access my Decision Tracker data?
Your data will not be visible to any other institution or organisation. Only those members of staff within your HEI, set up by your web-link administrator can view Application Tracker. The Data Insight Team can view all data for monitoring purposes.

I am a little confused as we have a course – Business and Management which has a code of N201 but is listed under N1 – Business Studies.
The letters and numbers used for the JACS course codes do not always match those used in subject lines.  The reason for this is that the system requires a 3-digit number after each letter (N1##) and, due to  the quantity of courses available, there simply aren’t enough numbers for some of the more popular subjects. We, therefore, use the course information supplied, to allocate the closest JACS number that is still available. 

For example, N201, which we presumed would be an N2 course, is actually an N1 course but there were no N1## numbers left. We appreciate this is not ideal.

JACS codes 
JACS is the Joint Academic Coding System, developed by UCAS and HESA in partnership, and owned by both organisations. JACS2 was reviewed in 2010/11 and version JACS3 is now in use for courses with entry dates in the 2012 cycle and beyond. It is anticipated that JACS4 will be a radical change from the existing format, and that a review of JACS 3 will begin sometime in 2012.

JACS codes are all constructed in a letter-number-number-number format.  
JACS consists of a code, a title, and a description of what the code and title relate to. 

	P301
	Television   studies
	The study of communication between people through television. May involve study of the television industry, technical innovations and the role of audiences. Concentrates on business, management and financial aspects and not on the production of the artwork and ideas themselves.




Example - Due to the above courses can’t be found in the analysis section, why is this?
The courses are assigned to groups by the institutions so they will always show in the group they require.
It’s often presumed that because the course code is B1234, it will show under group B1 and when they can see it they don’t search the other groups. This is usually just a matter of searching through and finding which group the course is in, usually they are combined courses and are in the Y group.

I cannot see some of my previous week’s report, why is this?
Certain reports accumulate week on week to build an exact picture. The first reporting week for Decision Tracker 2012, will be 26th September 2011, thereafter data are extracted for the previous week, every Monday morning at 00:05 until Monday 30th July 2012. It is recommended that if institutions want to monitor changes the reports are saved each week.

Can we move courses between groups mid-cycle?
Unfortunately no. As the institution sets the groups at the beginning of the cycle, so they are correct according to the individual who set up. If this is a real issue, we can replicate the subject group using the faculty set up facility, but include only the desired courses. In this case, you will not get the competitor reports but it does give the application numbers and historical data.
Some figures don’t match!
If you are comparing Tracker data with the situation report there can sometimes be slight variance between the two due to the slightly different times the two systems update each week. If you are finding a difference between Application/applicant numbers between Application Tracker and Decision Tracker, this can be caused by students withdrawing or changing courses. 
Can you provide bespoke or additional reports?
If there is some data or an additional report that you require, we always try and help you to find the data if it’s available. There is a charge for any bespoke work undertaken.

Help/who to contact
· General sales and product queries  
· Your current subscription and payment queries  
· Changes to competitor groups and requests for additional reports 
· Information on the derivation of competitors and data extractions 
· Renew your subscription 
 
Sales and Payment Queries
Data Insight: email: datainsight@ucas.ac.uk   Telephone: 01242 544957

Technical and Product Queries
If you have a query relating to your current subscription, have an invoice query or you would like to renew your subscription please contact Annie Robinson:  email:  ADT@ucas.ac.uk  Telephone: 01242 545700 

Changes to competitor groups and requests for additional reports 
A simple change to your competitor group can be done upon request, there is no charge for this initially but additional work will be charged accordingly. Please contact Annie Robinson:  email:  ADT@ucas.ac.uk  Telephone: 01242 545700 

Information on the derivation of competitors and data extractions



Email:  ADT@ucas.ac.uk.

To renew your subscription – please click here  






Help us make improvements 
We would like to explore your views and usage of UCAS’ Application and Decision Tracker. If you do have any suggestions, please email us at ADT@ucas.ac.uk.
Top tips

Help icon	Tip: To find out more about the different types of reports, their purpose and data that is included in each report, click on Reports and then Help from the main ‘Applications’ menu bar.   

Reports	For more information on the reports that you can download from Application Tracker, click here 

Do you have a top tip you want to share, if so click here and we will include it in updates of this guide.
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