
 
 

 

 
 
 

 

User guide for 
Sheffield Progress 

 
Sheffield progress is the website used for Post 16 applications in Sheffield and surrounding areas. 

 

 

 



 
Useful information.  
 
The law requires all young people in England to continue in education or training until at least their 
18th birthday, although in practice the vast majority of young people continue until the end of the 
academic year in which they turn 18. 
 
You have 3 main options available to you and the end of year 11: 
 
6th Form – Academic Courses 
College – Vocational Courses 
Apprenticeships – Learning on the job 
 
Careers is here to support you! 
 
One – Two – Ones: 
 
At King Edward VII School we offer all students a 1-2-1 to discuss their options.  
 
 
Expectations: 
 
All students in year 11 will need to make applications using Sheffield progress by the deadline date.  
  
King Edward VII Schools Policy is all students make a backup application, we hope you will never 
need you back up but, in our experience, it is considerably less stressful on results day.  
 

• If you applying for 6th form this will require a backup application to college or an 
apprenticeship. Sheffield council only allows you to receive one 6th form place therefore 
another 6th form will not be considered a backup.  

 

• If you applying to college this will require you also applying for another level of qualification 
(e.g. level 2 as well as 3. Levels explained on the next page) 

 

• If you are applying for an apprenticeship this will require you also applying for a college 
course or 6th form. We will do everything we can to support all applications but bear in mind to 
enroll in an apprenticeship course will also need to find an employer.  

 
Deadline: 
 
The deadline for applications is Wednesday 25th January 2023. This is set by the council and 
cannot be changed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Levels: 
 
The table below explains the levels referred to in some course descriptions.  

   
   
   
   
   
   
   
 
 
 
 
 
 
 
**Some courses will have 
subject-specific requirements** 
 
 
Level 3  
(General requirement: 5 x 4-5 at 
GCSE) 
 
 
Level 2  
(General requirement: 4 x 3-4 at 
GCSE) 
   
   
Level 1  
(General requirement: 2 x 1-2 at 
GCSE) 
   
 
Entry Level  
(No GCSEs required) 
  



Section 1: 
Looking at courses and saving to My Favourites  
 
This guide will show you how to look at all the course available and how to save these courses to My 
Favourites, any course you wish to apply for must be saved in My Favourites.   

 

 

The first step is to log 
in to your account 

 
 

Once you have 
signed in you will 
see this page. 

Click on 
Opportunities to 
start looking at all 
your options.  

If you know the 
course you wish to 
apply for Search for 
opportunities.  

 



  

 

 

If not select full time 
courses and you can 
search by: 

By Provider – Where 
you would attend. 

By Sector – Area of 
study e.g. Arts, Media 
and Publishing or 
Health, Public 
Services and Care. 

By Qualification – 
What course you wish 
to study. 

By Area – The area 
of Sheffield or 
surrounding area you 
wish to study in. 

 

 
 

Course 
Information  

Look at course 
information and 
entry 
requirements, 
start to think about 
how you can 
achieve the 
required grades. 



  

 

 

Any courses you are 
interested in Add to 
Favourites.  

 
 

Your Favourites  

You can look at all 
the course you 
have added to 
favourites by 
clicking on the 
favourite’s icon at 
the top of the 
page. 



 Section 2: Completing My Profile Template  

Step by Step instructions for creating My Profile Template Sheffield Progress, this needs to be 
completed before you can make any applications.  

 
 

 

 

The first step is to log 
in to your account 

 
 

Once you have 
signed in you will 
see this page. 

You need start by 
completing ‘Your 
profile’ 



 

 

Your Profile is made 
up of 5 easy to 
complete sections.  

This page allows you 
to access all the 
sections of your 
application and 
indicates your 
progress in each 
section. 

You will only need to 
complete this once as 
the details are saved 
and used for each 
application made.  

 

You can work in any 
order but we will start 
with clicking on 
Personal Details. 

 
 

 

Personal Details 
Fill in any details that 
are missing, and check 
any data pulled through 
from your profile 
template. 



 

 

Personal Details 
continued. 
 
Once you have filled in 
all the fields Click 
Save and Continue to 
save your changes. 

 

 

Address. 
 
Once you have filled 
in all the fields Click 
Save and Continue 
to save your changes. 

 
 
 
 
 
  



 
 

Health. 

 

Once you have filled in 
all the fields Click Save 
and Continue to save 
your changes. 

 
 

Parental Information 

Here you need to enter 
your parent/ 

carer/ 

guardian’s details.  

 

Once you have filled in 
all the fields click Save 
and Continue to save 
your changes. 



 

 

Qualifications 
Your qualifications 
have been/ Will be 
loaded by the council 
based on your most 
recent review, you will 
not be able to amend 
them – so you can 
skip this section. 
 

 

 

Work Experience 
This section should 
include details of any 
work experience or part 
time jobs you have had.  
 
If you haven’t 
completed any work 
experience you can tick 
the checkbox to insert 
the comment for you. 
Click Save and 
Continue to save your 
changes. 
 



 

 

Personal Statement 
This section gives 
you an opportunity 
to promote yourself 
and your 
achievements. 
 
Key things you must 
include: 
٠Personal skills and 
qualities. 
٠School 
experiences. 
٠Life outside school. 
٠Hobbies and 
interests. 
٠Future aspirations. 

 
Click Save and 
Continue to save your 
changes 

 

 

My Profile Template 
should now be 
completed with all 
sections showing 
green.   

 
 
 
 
 
 
 
 
 
 
 



 
Section 3: Making an Application on Sheffield progress. 
 
This is a step by step guide to sending your application on Sheffield Progress. 

 

 
 

If you return to the 
main page you now 
need to ensure Your 
next step has been 
completed, you can 
not apply for a course 
unless it saved Your 
favourites.  
 
See section 1, looking 
at courses and saving 
to favourites if you 
have not completed 
this.  
 
If you are ready to 
apply click on your 
Applications. 

 

 

 Your Applications 
 Create a new application. 
 



 

 

Create Your 
Application 
You know have 2 extra 
sections to complete. 
Start by selecting 
course choices.  
 

 

 

Course Choices.  
As mentioned before 
any courses you want 
to apply to must be 
Your Favourites, if 
you wish to add any 
more please refer to 
See section 1, looking 
at courses and saving 
to favourites. 
 
   



 

 

Course Choices 
continued 

 
Some providers allow 
you to make multiple 
applications 
to them, if they don’t 
then the favourites will 
be greyed out with a 
message to let you 
know why. 
Press Add Course on 
the course you wish to 
apply for. 

 
If you can add more 
than one course you 
can order them by your 
preference by dragging 
and dropping them or 
clicking the up/down 
buttons. 

 
Add an explanation why 
you would like to do the 
course(s) and click 
Save and Continue to 
save your changes. 

 

 

Review & Send 
Your 
Application 
This final page allows 
you to review all the 
sections in one go, you 
can edit any of the 
pages by clicking the 
Edit button in each of 
the sections. 

 
The provider may have 
some questions for you 
to answer, these are at 
the end of the page. 

 
Complete any 
additional fields or 
checkboxes and click 
the Send 
Application button to 
send your application. 



 
 

Finally, please give 
Sheffield Progress 
some feedback on how 
you think the process 
went by clicking on the 
appropriate face. 

 

 

Your application will 
now be at the next 
status (Sent, Sent 
Pending Reference, 
Schools Hold etc.) 
You can monitor the 
status by visiting this 
screen. 
The schools Careers 
department checks all 
applications before 
they are sent.  
If it’s all ok we will 
send onto your chosen 
provider. If we notice 
any issues we will be 
in touch to resolve 
before sending.  



 

 

If the provider, your 
school or tutor has sent 
you a message about 
the application, you can 
click the envelope icon 
on the left of the 
application to read it 
and reply. 

 

 

When your application 
has been processed by 
the provider and they 
schedule your guidance 
meeting or choose to 
send you an offer, you 
can accept or reject it in 
this screen. Click on the 
Accept/Reject or Your 
Offer button to view the 
meeting/offer and make 
your choice. 

 
 
Once 
accepted/rejected, the 
status of your 
application will change. 

 
 


