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Gaining Access to the Agent Portal

Register your Account

1. When you have been granted access to the agent portal for the first time, you will receive the
email below. Click the ‘Please create an account’ link to begin registering your account.

FIRST LOGIN OR NEW AGREEMENT WITH A NEW COLLEGE

r"i*w‘*'tl Demo

A New Account has been created for you on Ontario Colleges International Agent Portal!

Collarma 1 enm ranhEiiat Arac Fas
College 1 <no_reply@uat.ocasca>

» I Mary Nunez

) You forwarded this message on 2017-10-06 3:02 PM.

Dear Mary Nunez,

Demo College 1 has granted you access to the Ontario Colleges International Agent Portal!

Please create an account and follow the instructions in order to complete the registration of your account.

Once you have completed your registration, you will have access to submit and manage applications for this college.
This 1s an automated email. Please do not reply to this message.

Please contact Demo College 1 if you have any further questions or need help getting started.

Ontario Colleges 60 Corporate Court
Guelph, Ontario, Canada N1G 5J3 Email: Service@ocas.ca

2. Click the ‘Sign up now’ link under the ‘Sign In” button.

Register your email address

3. Type the email address of which you received the invitation into the ‘Email Address’field.

ontariocolleges.ca

INTERNATIONAL

Create a new account:

. ontariocolleges.ca

Sign in with your existing account

[Ewpr—

L —— Email Address

Send Vencation Code

[ =
New Password

" QOCAS

Verify your email address
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4. Click the ‘Send Verification Code’ button. When the email is sent, a new ‘Verification code’ field

will appear.

5. Check your email for the verification email. If your code does not come through, please check
your junk folder.

6. Enter the code into the ‘Verification code’ field, and click the ‘Verify Code’ button.

Verify your email address

Thanks for venifying your Nunsz@ocas.ca account!
g

Your code is: 314256 { )
-

_— S ontariocolleges.ca

OCAS Agent Accounts UAT
INTERNATIONAL

Create a new account:
Email Address
Wl nalmiasn

Verification code

I
.
g Verlty Code Send New Code

Create password and display name
7. Create a new password that has:
* Between 8 and 16 characters in total.
* At least three of the following:
* alowercase letter (a-z),
e anuppercase letter (A-Z),
e anumber(0-9),

e atleast one of these special characters:
@#S%N&*-_+=[1{}I\:', 2/ ~"();.

8. Enter a display name for your account.

9. Click the ‘Create’ button.
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Create a new account:
Email Address
Nunezijocas ca

Verfication code

Vienly Cooe Send New Code

Hew Passward

Confirm New Password

Display Name

Wary Test

b
[ 3 Create Cancel
e s 74

Log in to the Agent Portal
Follow the steps below to sign into an existing account.

If you have forgotten your password, refer to the section Reset forgotten password.

If you need to register a new account, refer to the section Register your Account

1. Go to https://international.ontariocolleges.ca/agent.

2. Enter the email address you supplied to the college to login and password you chose while
registering your account.

3. Click on the ‘Sign In’ button.
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Sign in with your existing account:
Email Address

A T

Fassword Fotaod v plgswin

D't P 0 RCCOUNE? S900 LD Fa0m

» GOCAS

Change my password
Access my account details

This guide shows you how to change your password after you have signed into the system. If you have
forgotten your password, please refer to the section Reset forgotten password.

1. Signinto the agent portal. If you are not sure how to do this, please refer to the section Log in to
the Agent Portal.

2. Click on the initial icon on the top right corner of your screen to access your account details

3. Click on the ‘My Account’ button.
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Account Test Agent 1
(testagent i@ mailmator.com)

Test Agent 1
testagentl@mailinator.com

Privacy Policy

Terms and Conditions

b

Change password when signed in

4. You will be redirected to a new page to manage your account. Click on the ‘Change Password’
link.

ontariocolleges.ca

INTERNATIONAL

Manage Account
htar!.age VOUr aCCound LiskE] Ihie !'CIICI'HII'IQ links

.
te Drafile ol |

N
" QPOCAS

|5

it

& >l':.|1 =

= Change Password 4

Verify your email address

5. Type in your email address in the ‘Email Address’ field.
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6. Click the ‘Send Verification Code’ button. When the email is sent, a new ‘Verification code’ field

will appear.
ontariocolleges.ca ontariocolleges.ca
Create a new account: Create a new account:

s Jds

Send Verdfication Code < _\l'l!lllc_l!‘lﬂﬂ code

Enter the verification code

7. Check your email for the verification email. If your code does not come through, please check
your junk folder.

Verify your email address

Thanks for veriying your NungziPocas.ca account!
|

Your code is: 314256 &
BT

J

Sincerely,
DCAS Agent Accounts LIAT

8. Enter the code into the ‘Verification code’ field, and click the ‘Verify Code’ button.

9. Click the ‘Continue’ button.
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Create a new account:
Email Address
bl nailmia i ttin

i\"l‘FITIWHOI‘I codé

314255

Venty Code Send New Cooe

— =
Continue Cancel

10. Create a new password that has:
* Between 8 and 16 characters in total.
* At least three of the following:
¢ alowercase letter (a-z),
* anuppercase letter (A-2),
* anumber(0-9),

e atleast one of these special characters:

@#S%MN&*-_+=[1{}I\:",2/"~"();.

11. Click the ‘Create’ button.
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Create a new account:

Email Address
MNunez@hocas Ca

Venfication code

Vel Oocke Send New Code

Niw Password

Canfirm New Password

Display Name

htary Test
> Create

Reset forgotten password
Change password when not signed in

Cancel

1. Go to https://international.ontariocolleges.ca/agent.

2. Enter the email address you supplied to the college to login.

3. Click on the ‘Forgot your password?’ link.
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Sign in with your existing account:
Email Agddress

NUNEZE0CES Ca

b
Password I \; FOrgot yiut pastwoid?

—

Sign In

D't Mave an 2CO0UNE? 5300 Wb ey

" @OCAS

You will be redirected to a new page to change your password.

4 First, type in your email address in the ‘Email Address’ field.
5 Click the ‘Send Verification Code’ button. When the email is sent, a new ‘Verification code’ field
will appear.

ontariocolleges.ca ontariocolleges.ca

INTERNATIONAL INTERNATIONAL

Password Reset

VEFNCalion code Nas DEEn Sent (o your inDox. Please copy 1o e input Box Dekow

Password Reset

Emall Address Email Address

festiBtest com

Verification eode
Send Vieification Code
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Enter the verification code

6. Check your email for the verification email. If your code does not come through, please check

your junk folder.

7. Enter the code into the ‘Verification code’ field, and click the ‘Verify Code’ button.

8. Click the ‘Continue’ button.
9. Create a new password that has:
1. Between 8 and 16 characters in total.
2. At least three of the following:
1. alowercase letter (a-z),
2. anuppercase letter (A-Z),
3. anumber (0-9),

4. at least one of these special characters:

@#S%BMN&*-_+=[I{}I\:",2/"~"();.

10. Click the ‘Create’ button.

Request a new Agent Portal Account, or Remove an Agent Account
Contact OCAS Service@ocas.ca to add a new Agent Portal account
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Creating and Submitting an Application

1. Logintoyouraccount. If you are not sure how to do this, please follow the section Log in to the
Agent Portal section.

2. From the Dashboard view, click the ‘New Application’ link on the left.

3. Next, click the ‘New Applicant’ button on the main screen

= Agent Portal

, New Application
ontariocolleges.ca

INTERMATIONAL

Is this a new applicant or an existing applicant that you have worked with in the past?

+: f"v:'- - :.
- Bt New Applicant L‘--.ri— EIE‘SUT'L Applicant
MNew Application ;
= List Views ~
Applicants

Applications

Offers

New Applicant Details

4. Fill out the Applicant’s personal information, including:

e First Name

* Last Name

e Date of Birth

e Email Address

e Current Status in Canada

e Primary Country of Citizenship
e Passport Number

14
ontariocolleges.ca

INTERNATIONAL



New Application

Is this a new applicant or an existing applicant that you have worked with in the past?

+® ®
- -
New Applicant Existing Applicant

New Applicant

Before we get started, tell us a bit about the applicant.
First Name
John
Last Name
Smith
Date of Birth
1998-11-29 ]
Email

AdhusDarsh@mailinator.com

Current Status In Canada @

No status in Canada v
Primary Country of Citizenship
India ~

Passport Number

J&349854

5. Click the ‘Continue’ button.

» Please enter the applicant’s name exactly as it is shown on theirPassport

> Itis possible to define only a first name or only a last name (in this case,
leave the other name field blank)

» Names written in either all capital or all lower-case letters will be
automatically corrected to the correct case.
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Handling a Duplicate Applicant
If the applicant already exists in the list for your Agency, it is possible that you will get a Duplicate
Applicant warning page as shown below:

New Application

15 this @ new applicant or an existing applicant that you have worked with in the past?

2
New Applicant
Duplicate Applicant

This applicant may already exist in the system. If the applicant appears in the list below, select the applicant to continue with the
application process. If you wish to proceed with creating a new applicant, click Continue.

Existing Applicant

Adhisvara Darsha
& AdhisDarshi@mailinater.com & Born: May 9, 1996
L +91 05112341 234 ? India

Applicant #X1185944 Last Activity: Apr 4 207 Cragted: Ape 4 2017

If a matching applicant name (and information) is found, select this Applicant from the list in order to
continue. Select Continue if you wish to proceed with creating a new applicant profile.

If a matching applicant is not found at your Agency, it is possible that the following Duplicate Applicant
warning may also appear:

Duplicate Applicant

This applicant may already exist in the system. Please confirm
that the applicant does not already have a record with
International ontariocolleges.ca.

CANCEL CONTINUE

If this happens, ask the applicant whether they have applied to college with another agency or on their
own.

e If the applicant confirms they have already started an application or if they don’t know, ask the
applicant to contact the college and Close any previous applications. The applicant can also
request a Change of Agency for any Open applications. The applicant must contact the College in
order to process this request.

e If the duplicate is an error, please click the ‘Continue’ button.
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slow down the application processingtime.

@ » Duplicate Applications create challenges for college admissions staff and
Please avoid creating duplicate applications wherever possible.

Select a College
1. You will see a list of Available Colleges for this applicant. Click on the college you would like to
apply to.

= Agent Portal

Select a College for Yep Abbott

ontariocolleges.ca

_invsanavienaL
Available Colleges

% Dashboard Which Ontana college would you like to apply to?

B New Application
7P TestCollege 1
B ListViews o

applicants ‘-,;." Test College 2 <\

Applications

Offers

You will only be able to view the colleges using our system that you have a current agreement with.
If you would like to apply to a college you don’t currently have an agreement with, please contact that
college’s International department to learn more.

Personal Information
The next step in the application process is the Personal Information page, as shown below

17
ontariocolleges.ca

INTERNATIONAL



Basic Information

1. Enter the Applicant’s legal name as it appears on

their official documentation.

2. Enter the Applicant’s Title (for example: Mr, Dr,
or Miss) if it appears on their official
documentation.

. Enter the Applicant’s First Name, also known as
Given Name.

. If needed, enter the Applicant’s Middle Name;
use the ‘Add Another Middle Name’ button to
add any additional Middle names if they appear
on their official documentation.

. Enter the Applicant’s Last Name, also known as
Family Name or Surname.

. If needed, enter the Applicant’s Suffix.

w

IS

2]

()}

Application for Yep Abbott D

Personal Information

Basic Information

Flease provide your legal name as it appears on your official documentation

Title (optional)

elect a title,

First Name

Middle Names (optional)

+ Add Another Middle Name

Last Name

Abbott

Suffix (optional)

JR

> Please enter the applicant’s name exactly as it is shown on their Passport
> Itis possible to define only a first name or only a last name (in this case,
leave the other name field blank)

7. Confirm that the name is the same as what appears on legal documentation. We recommend physically
checking the Applicant’s official documentation. Once this information is correct, click ‘Yes’.

Legal Name: Yep Tobias Maximus Abbott

The above name is the same as what appears on my legal documentation.

18
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8. Confirm the Applicant’s Date of Birth that was
previously entered.

9. Select Applicant’s Country of Birth.

10.  Select the Applicant’s Gender identity.

11.  Select Applicant’s First Spoken Language
(Mother Tongue)

Citizenship

1. Confirm the applicants Current Status in Canada
Status in Canada:

¢ Select No Status in Canada if the applicant
intends on applying for a visa/study permit

¢ Select Study Permit if the applicant is already
in Canada on a Study Permit (A copy of the
applicant’s study permit will need to be
required)

¢ Select other options as necessary

2. Confirm the Applicant’s Citizenship information
that was previously entered.

3. Confirm Applicant’s Passport Number

Date of Birth
1998-11-29 o}
Country of Birth
India 4

Gender

O Male
Female
Other Gender Identity

First Language Spoken (Mother Tongue)

Hindi K

Citizenship

Current Status In Canada @

Study Permit e

® You will be required to provide proof of yc

Primary Country of Citizenship

India L

Passport Number

J8349854

Applicant’s Address

Address

Please provide the applicant’'s malling address in the same order as it appears on their passport
Do not use all uppercase (capital) letters or all lowercase letters.
An example of a valid address is provided below:

Street Address: HNO 329 Block 16 Hauz District
Apartment # (Optional): B6
City: Mumbai

1. Enter the Appli iling address. You may
be required to ional information such as

State. Enter information for all fields that appear

Street Address

Street Address

Apartment # (Optional)

red in color. Verify with the Applicant that they
can obtain mail that is sent to thisaddress.

2. If the Applicant currently lives at this address,
select the ‘Yes’ button to the question ‘Is your
current address the same as your mailing
address?’.

3. If the Applicant lives at a different address, select
the ‘No’ button and enter their current address.

Apartment #
Ccity
City
Country
Select a country. v
Postal / ZIP Code (Optional)
Postal / ZIP Code
Is the applicant's current address the same as the applicant's malling address?
Yes E
Please provide the applicant’s current address.
Street Address

Street Address

19
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Contact Information

Phone

Applicant’s Contact Information

Email

1. Enter at least one phone number forthe

applicant.
2. You may enter any additional phone numbers or o
email addresses where the Applicant would

prefer to be contacted.

3. Enter all needed details for an Emergency
Contact for your Applicant.

4. Click the ‘Save + Continue’ button.

» If any information is missing or incomplete, you will be returned to the
Personal Information page and missing fields will appear red incolor.
Fill out all fields that are red. Once all fields are filled out correctly, you will
proceed to the next step.

Provide Agent
1. Click the ‘Yes’ button under the question ‘Are you working with an Agent?’

2. Your Agency will be pre-selected from the dropdown.

3. Review the Authorization statement with the Applicant.
With their acknowledgement, check off the “I hereby authorize my agent to act on my behalf in
all matters concerning my application” statement.

4. Click the Save and Continue button.

20
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Application for Yep Tobhias Maximus Abbott &
Agent

Agent Detaila

:\ Are you working with an agent?

Which agency does your agent work for?

e : K
8 d
\> [B | nereby authorize my agent 1o act on my behad! in all mt
7
<
1
P

,/:
b

TR CONCRMInG My application for admession to Teat College 2

Program Selections
1. Select the option that best describes the Applicant’s English proficiency.

Application for Yep Tobias Maximus Abbott €53

Program Selection

Choose the option that best describes youwr proficsency in English

:) 8 | have complatéd an English Language Proficiency test {8 9. TOEFL, IELTS). | will pravide my test scores at the Supporting Documents step
.."‘.,- 1wl b completing an English Language Proficiency lest {e.g. TOEFL. IELTS). | will providie the expected completion date at the Education step
hava comphetéd, or will be completing, an English Study Program at & private / partner language school T will submita better or certificate of completic
1wish 1 apply for an Englésh for Academic Purposes [EAF/ ESL) program and postsecondary programish
1 'wish to-apply foran Englsh for Scademic Purposes (EAP ¢ ESL) program only.
My first fanguage is English. ¢ None of the abave options apply to me

Once selected, the ‘First Program Choice’ box will appear below.

First Program Choice

Term

Select aterm.. v
Credential Type

Any Credential Type v

Program Name

Select a program... v

2. Select the Term when the Applicant would like to begin study. Be certain to account for time to
acquire visas and relocate to the program destination, if applicable.
e Fall: Programs that start between August — November
*  Winter: Programs that start between December —March
* Spring: Programs that start between April —July

21
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Select the Credential Type the Applicant prefers.

e Any Credential Type: Select this to view all programs.

e Degree: Either semesters (four years) or study.

e Ontario College Diploma: Four semesters (two years) of study.

e Ontario College Advanced Diploma: Six semesters (three years) of study.

e Ontario College Certificate: Two semesters (one year) of study.

e Ontario College Post-Graduate Certificate: Require previous post-secondary certificate or
diploma for admission: Length varies

e Other: Length varies.

Select the Program Name of the program the applicant would like to applyto.

Once a program is selected, its availability at various campuses will be shown below. Select the

desired campus and start date for the program. If the selected program is offered at multiple

campuses and start dates (referred to as an intake), you will see multiple options; place a check

mark v beside the desired campus and start date combination.

First Program Choice

Term

Winter 2018 Y

Credential Type

Any Credential Type v

Program Name

Global Hospitality Management v

Select a campus and start date:

Campus Start Date Availability
O @ Main Jan. g 2018 Open
O @ South Campus Jan. 9, 2018 [€) waitlisted

Open or Waitlisted availability. You may not apply to a Closed intake for a

@ > You may select a program only if it has a Campus + State Date with an
program.

If the Applicant would like to add another program right away, you may click the ‘Add Another
Program’ button and follow the same steps to add additional programs.
Once you have added at least one program, click the ‘Save + Continue’ button.
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First Program Choice

Term

Wimter 2018 v

Credential Type

Any Credential Type ¥

Program Mame

Global Hospitality Management ¥

Select a campus and start date:

Campus Start Date Availability
-] % Main Jan.8,2018 Open
9 South Campus Jan.9,2018 [@ Waitlisted

| + Add Another Program

Education
1. In the Schooling section, click the ‘Add School’ button

> You must define at least one school item for the applicant, in order to
submit the application.

Application for Yep Tobias Maximus Abbott G

Education

Preasa provide details of your past and present high school, college and / or universily education

English Praoficiency Test Scores

Pleaze provide your Englieh proficiency test scones

23
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1. Inthe pop-up window, fill out the details of the
Applicant’s previous and current schooling. The
following is a description of Credential Received
options:

o Secondary options are Senior Secondary /
High School Graduation Diploma
o College options are Diploma, Certificate,
Graduate Certificate, or Degree
o University options are University Degree,
Master, Doctorate, Bachelors, or other
2.Click the ‘Done’ button.
3.Use the ‘Add School’ button to include any
additional schooling information. We recommend
including all relevant education background.

4.You may use the ‘Edit’ or ‘Delete’ buttons to the
right of each school to modify details or remove
schooling information from the Applicant’s
account.

New Schoaol

Please provide as much detail as possible about this
school

School Type

Sacondary

School Name

Saimt Elizabeth Secondary Schoo

Country

United Kingdom

Program (optional)
Status

Credential Received (optional)

Semor Secondary

High School Graduatic

Schooling

Please provide details of your past and present high school, college and / or university education

Zchool

Zecondary. Saint Elizabeth Secendary School

Country Status

United Kingdom Comgpieted s

If English Proficiency Test Scores are available, enter
them using the following steps.

1. In the English Proficiency Test Scores section, click
the ‘Add Test Score’ button.

Application for Yep Tobias Maximus Abbott €23

Education

Schooling

Piease provide detalls of your past iand presedt high school, college and | of uniyersity sducation

Add Sehos
English Proficiency Test Scores

Fiease provide your English proficiency test scores
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. In the pop-up window, fill out the details of the
Applicant’s test scores. If the applicant has a test
date booked for their English Proficiency test,
provide this in the Date of Completion field.

. If available, add a detailed breakdown of test scores
for Listening, Reading, Writing and Speaking.

. Click the ‘Done’ button.

. Use the ‘Add School’ button to include any
additional schooling information.

. You may use the ‘Edit’ or ‘Delete’ buttons to the
right of each school to modify details or remove
schooling information from the Applicant’saccount.

New Test Score

Fiease provide a5 much detall 3s possible about this tast
=COrE

Test Type

Date af Completian

wia plense eriarthe espected dive of compierse

Seore (Dptiansl)

Can you previde sub-scores for Listening, Reading, Writihg
and Spaaking?

-8
Listering
Reading

Writing

Speaking

_ |

d
o, [

English Proficiency Test Scores

Please provide your English proficiency test scores

+ Add Another Tesi Score

Test Score

IELTS:T

Date of Completion Sub-Scores

Aug B, 2017 ] 7

7. Click the ‘Save + Continue’ button to move on
to the next step.

Toar ‘Application for Yep Tobias Maximus Abbott G
w COLLEGE  Educstion
28

"2

Date ot Compttion

®

» Check each college’s admission requirements to ensure that the college
will accept the specified English Proficiency test type andscores.
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Supporting Documents

Proof of Citizenship
You must provide supporting documentation as evidence of the Applicant’s citizenship.
Please make sure scans or photographs are of good quality and are easily readable.

1. Inthe ‘Proof of Citizenship’ section, click the type of document you will submit
2. An upload window will appear. You may drag and drop a document from your computer onto
the upload window, or you may click the ‘Select files(s)’ area to select a document forupload

Application for Yep Tobias Maximus Abbott &

Supporting Documents

Proaf of Chiizenship G Open x

Plesse provide the necessar
You may upload Up to 10 fle:

Passport

Uploada copy of your Passport

& Oownlosds
[+ B tusic
St i) = picues
pihe B videss

v >

Finame prsporgn N ] e -
[+ ot o vt —

3. Use the ‘Add Another Document’ button to upload all relevant documents. Documents in
accepted formats will appear in green. Documents in unaccepted formats will show an error.
Make sure that all the documents you upload are accepted by thesystem

Application for Yep Tobias Maximus Abbott

Supporting Documents

Proof of Citizenship

Please provide the necessary files as proof of citizenship.
You may upload yp to 10 files per document. Ensure the size of each fileis 50 MB o less.

Passport
Upload a copy of your Passport

“ [+

passport.pdf

Added. Nov 8 2017, 1:33:17 PM or diop them here

145K8

Birth Certificate
Upload a copy of your Birth Certificate

: o

ificate, pdf Select fite(s)

26 PM or drop them here

> | + Add Another Document

» A Passport must be provided as a Proof of Citizenship
document.
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Academic Documents

You must provide supporting documentation as evidence of the Applicant’s previous schooling.
Please make sure scans or photographs are of good quality and are easily readable. Note that
you must declare the education before you are able to upload supporting documents.

1. Inthe ‘Academic Documents’ section under the relevant establishment, click the type of
document you will submit.

Academic Documents for Kings' College, Lagos

Please provide one or more of the following academic documents for this school,
Final Transcript / Marks
GCE/GCSE Examination Certificate
Midterm Transcript / Marks
Secondary / High School Graduation Diploma

Senior Secondary/Intermediate Examination
Certificate

WAEC/MECO Examination Certificate

WAEC/NECO Scraich Card Information

2. An upload window will appear. You may drag and drop a document from your computer onto
the upload window, or you may click the ‘Select files(s)’ area to select a document forupload.
3. Use the ‘Add Another Document’ button to upload all relevant documents.
Documents in accepted formats will appear in green. Documents in unaccepted formats will
show an error. Make sure that all the documents you upload are accepted by the system.

Final Transcript / Marks

Upload a copy of your Final Transeript / Marks

or -.'Ir:}[_‘ them here

| > ‘ + Add Another Document
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English Proficiency Test Scores
You may provide supporting documentation as evidence of the Applicant’s English Proficiency test score
results. Please make sure scans or photographs are of good quality and are easily readable.

1. Inthe ‘Test Scores’ section with the relevant test score name, click the type of document you
will submit.

2. An upload window will appear. You may drag and drop a document from your computer onto
the upload window, or you may click the ‘Select file(s)’ area to select a document forupload.

3. Use the ‘Add Another Document’ button to upload all relevant documents.
Documents in accepted formats will appear in green. Documents in unaccepted formats will
show an error. Make sure that all the documents you upload are accepted by the system.

English Proficiency Test scores

Upload a copy of your English Proficiency Test scores

N O

| /,> Select file(s)
¥ or drop 1 1

Visa Document

You may provide supporting documentation as evidence of the Applicant’s visa status.
Please make sure scans or photographs are of good quality and are easily readable.

1. Inthe ‘Visa Documents’ section with the relevant test score name, click the type of document
you will submit.

2. An upload window will appear. You may drag and drop a document from your computer onto
the upload window, or you may click the ‘Select file(s)’ area to select a document forupload.

3. Use the ‘Add Another Document’ button to upload all relevant documents.
Documents in accepted formats will appear in green. Documents in unaccepted formats will
show an error. Make sure that all the documents you upload are accepted by the system.
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Study Permit
Co-op Work Permit

Upload a copy of your Study Permi

Salect file(s)

Visa Approval Letter

Visitor Visa | + Add Anather Document

Other Documents
You may provide any other supporting documentation relevant to the Applicant’s application.
Please make sure scans or photographs are of good quality and are easily readable.

1. Inthe ‘Other Documents’ section, click the type of document you will submit.

2. An upload window will appear. You may drag and drop a document from your computer onto
the upload window, or you may click the ‘Select files(s)’ area to select a document forupload.

3. Use the ‘Add Another Document’ button to upload all relevant documents.
Documents in accepted formats will appear in green. Documents in unaccepted formats will
show an error. Make sure that all the documents you upload are accepted by thesystem

4. Click the ‘Save + Continue’ button to move on to the next step.
Visa Documents (Optional)
If possible, please provide one or more of the following visa documents:
Co-op Work Permit
Study Permit

Visa Approval Letter

Visitor Visa

Other Documents (Optional)
If possible, please provide one or more of the following documents:

Portfolio
Proof of Deposit / Tuition Payment

Resume / CV

Save + Continue
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Is the Applicant Missing Required Documents?

» The application can be saved as Draft state; this allows you to return to the
Agent portal at a later date/time and upload the remaining documents,
then Submit the application at that time.

> It’s also possible to provide additional supporting documents after the
application is submitted, such as Final Academic Transcripts or English Test
Scores.

Referrals

If an applicant was referred by either a student at the college or an exchange partnership school they will be
able to declare that on this page, which will allow the application fee to be waived.

Exchange Partnership School

1. If the applicant was referred through an exchange with a partner school lick the “Yes”
button.

2. Select the name of the school the applicant is associated with from the drop down menu
and click “Save + Continue”

Refer a Friend

1. If the applicant was referred by a student at the college through a “Refer a Friend” program,
select “Yes” under that section.

2. Enter the name of the referring student, their student ID and email address.
Click “Save + Continue.”

Application for Lonie Rath &B Contact College | Application #X1485033

TEST
ﬁg? COLLEGE Referrals
#1

Referral Details
0 Personal Information .

Enter personal information
Exchange Partnership School

0 Agent Are you associated with a Conestoga College exchange/partnership school?
Provide agent details

| Referrals Yes

Provide any referrals
¥ Which school are you associated with?

: exchange school
0 Program Selection Selectan g =
Choose your programs
Refer a Friend

Education GConestoga’s International Refer-A-Friend Program has been designed to reward current students and Conestoga alumni
Describe your education for referring new international students to Conestoga College (Alumni referrers must verify graduation from Conestoga
i College.) This only applies to the first application received by the International office regardless of the date of that
application. Note: Sponsored students cannot be referred as part of the Refer-A-Friend program.

“

Are you applying through the Conestoga College Refer-a-Friend program?

Please provide the following details relating to the current Conestoga College student

Name of Conestoga College student
Student ID of Conestoga College student

Email address of Conestoga College student
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Existing Student Information

If the applicant attended the college previously they can enter that information here.
1. Click the “Yes” button.
2. Enter the applicant’s college student ID and college email address.
3. Click “Save + Continue.”

Existing Student Information

Are you an existing student at Test College 1?

College Student ID

College Email

Payment of Application Fee

Review Order Summary and Apply Coupon Code
1. Review the Order Summary with the applicant.

If there is an active Fee Waiver (as part of the agreement the Agency has with the particular
college), then you will see the appropriate fee waiver reduction amount. No payment is required
if the full application fee is waived.

2. If you have a coupon, enter the code in the Coupon Code box and click the ‘Apply Coupon’
button to receive a discount.

Order Summary

Review your order to ensure it is correct.

?
Dy i it Have a coupon? Apply one now to receive your discount
Application Fee $100.00
Amount Owed $100.00

€ Refresh Order Summary

Initiate Payment

1. When you are ready to pay for the application, click the ‘Pay Now’ button.

2. On the pop-up window, click the ‘Continue’ button. You will be redirected to an external
payment provider, Flywire, to complete the payment.
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Pay Application Fee x

Review your order to ensure it i carrect

e pmount  Have @ coupon? Apply one now to receive your discount. Once you have completed your payment through our external
'ment provider, select Continue to proceed with your
stsonres oo [ | I fymatp " d
application.
Amount Owed $100.00
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Make Payment through Flywire

3. If the applicant has a flywire account sign in to complete the payment. If not, register a new
account.

4. Complete and confirm the relevant payment information and click the ‘Continue Payment’
button.

5. |If applicable, follow the instructions to complete the payment and click the ‘Return to OCAS’
button.

Flywire -

Confirm Your Payment Information

o i B0 N i 4 D v Bamh Trauter 1 Inclan Bupsed +- Gntarsa Sasage gyhasrien Farvite
1BEAR) Ht reorer 190,98 €AD

Contatt informaton

Payer Irformat

: o b A e A g e @ Rareinses T Pay Before Mivermbes 44, 1017

6. Once the payment has been made, Flywire must process it before you can submit the application.

Application for Ken Uatest & Contact College | Application #X1527666

Payment

Order Summary

Review your order to ensure it is correct.

Description Amount
Application Fee $100.00
Flywire - OCAB856982351 (Payment -$100.00
Pending)

Amount Owed $0.00

C Refresh Order Summary

Your application payment is being processed. Processing times vary depending on your payment method. Bank and
wire transfers may take up to several days to process. Refer 1o the Flywire tracking ID provided above for details on
your payment status. You will receive an email receipt when your payment has been processed.

NOTE: You MUST return back to this page, and click "Save and Continue’, then "Submit" in order for the college to
receive and process your application.
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7. When Flywire has processed the payment, the payment status will be changed to Guaranteed and
you will be informed by email. Likewise, if the payment has been cancelled for whatever reason

you will also receive an email notification.

TEST
COLLEGE
#2

Dear Agentone Untest,

The following is an important update regarding your application to Test College 2, Application ID: X1527667.
The payment of your application fee has been Cancelled on Flywire. As a result. Test College 2 has not yet received your application.

You must retum to the OCAS Intemational partal in order to retry your peyment More details on the Flywire payment status sre also available in this portal

NOTE: Test College 2 will only process your application once the payment of the application fee has been recerved. and you have Submitied the apphication on OCAS lmemational
I you are working with an Agent, and your Agent has created the application snd initiated the payment, your Agent will also reccive an cmail with these instructions

[Custom PaymentCancelled college paragraph here]

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do einsmod tempor incididunt ut labore ot dolore magna aliqua Ut enim ad minim veniaim, quis nostrud exercitation
ullameo laboris nist ut aliquip ex ea commodo consequat

Duis aute wure dolor in reprehendent in voluplate velit csse cillum dolore cu fugiat nulls
mollit anim id est laborum.

tur. Excepteur sint protdent, sunt in culpa qui officia deserunt

We thank you for yeur interest in stodying at Test College 2.
Sincerely,

Luternational Admissions Team
Test College 2

wawerasestThis is an avtomated email. Please do not reply to this email, == #¥** sk

Payment for your application to Test College 2 has been Cancelled (Application ID: X1527667). Please refer to the provided instructions for important next steps.

Payment has been received for yaur application to Test College 2. Your application Is ready to be submitted.

TEST
COLLEGE
#2

Dear Agentone Uarest,

D: X1527667.

The following 15 an umportant update regarding vour to Test Collage 2, Appl.

The paymeat of yous application fee hes been received!

Please logan to the OCAS International portal, retneve vour application, snd procoad voith subsmitting the applestion

1f you are workiag with an Agent, and your Ageat has created the application and indtiated the payment, your Ageat will also receive an email

with these instructions and your Agent must submit the apphication
NOTE: Test College 2 wall only process your application once you have submiited the apphicanon on OCAS Ioternetional.
[Custom PaymentGuaranteed college paragraph here]

Larem 1psum dolar sit amet. consectetur adipiscing clit. sed do csmod tempor meididont ut labore ot dolore magna aliqua. Ut enum ad
manim Vandam, gqus nostrad exercitation ullameo libaris ais ot aliquip e ea commodo consequat

Duis aute inwe dolor in reprehendenit in volugtate velit esse cillum dolore ca fugiat nulls pariater: Exceptew sint occaccat cupidatat non
proident, sunt in culpa gui officta deserunt mollit anim od est laborum.

We thank you for your interest i studying at Test College 2
Smncerely,

Interational Admissions Team
Test College 2

#ussseskssThiz isan automated email Please do not reply to this cmail =+s*eesbes

8. After the payment status has been updated to Guaranteed, click ‘Save and Continue.’

Application for Agentone Uatest
Payment

Contact College | Application #X1527667

Order Summary

Review your order to ensure it is correct.

Description Amount
Application Fee $500.00
Flywire - 0CA603999142 (Payment Cancelled) $0.00
Flywire - 0CA651741688 (Payment Received) -$500.00
Amount Owed $0.00

Q Your application fee payment has been received. Click Save and Continue to proceed with submitting your application.

Save + Continue

Review and Submit
1.

Review the information to ensure accuracy and completeness and use the [Change] button at

the top of each section to go back to an earlier section in order to make revisions orcorrections.
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2. Scroll down this page to review the provided Program Selections, Education, English Proficiency,
and Supporting Documents.

3. At the bottom of this page, check the box to agree to the terms and click ‘Submit Application’
button

Submit

o Furnse v the mihormaban Sl b m ompeseen s
If everytiung in comect, you may proceed to sebmi yoor spphcation so Test Colege 3

Comabenen

Selected Programs

Cantral University of Himachal Pradesh

#1-Other 3
Term Fall 2019
taea Othes 2
“omzied
Personal Information m English Proficiency Scores

CEFR

Citizenship

Sramin mCamace o statusin Ganscla

Insin

Acadumic Documents far S5 Xavier?s High School, Hanso!
Wi Transoigt | Mk

Emergency Contact Academic Documents far Central Unsveraity of Mimachal Pradesh
T sk Barmars Priniioal Celleiss
4 Test Scores for CEFR

| ety mat the geusded isharmamoe i tue and Compee tabae o st o
uppart of ey apbcston My sabdate my spokcation b Tes Clvge 1

Lipere s the ey st g

3. You will see a confirmation message on the next page.
4. Click the ‘Done’ button to return to the Applicant dashboard

Application for Davey Smith €& Contact College | A

f*\ Confederation

COLLEGE

Your application to Confederation College has been successfully submitted. Thank-you!

Accessing your Application(s)

You and your specified Agent (if provided) can track your application via the self-service online portal
Through this portal, you can:

View the status of your application(s)

Upload additional documents (as requested by the college)

Update your personal information

Accept or decline offers of admission

View and print letters of acceptance (required in order to apply for your Student Visa)
Notify the college when you paid your tuition deposit (and upload a copy of the receipt)
Notify the college when you have received your student visa (study permit)

You will need to register to the portal for full access. Registration instructions were sent to your specified email address when you created your account.

What's Next?

Please visit our websits for details on the next steps of the application process.
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How do | manage applicants?

View List of Applicants
1. Loginto your account. If you are not sure how to do this, please follow the Logininstructions.

2. From the Dashboard view, click the ‘Applicants’ link under ‘List Views’ on theleft.
3. The list of Applicants will be displayed to the right.

List Applicants

ontariecolleges.ca

Filter
Filter By Term
A Doshboard Any Tetm
Filter By College gumpraet
=ar a
Yep Abbokt
Offers
& vepisbars T
. v i
Sort
Sort By
© Name Yep Toblas Maximus Abbott
Cauntry |y aat: il 2 Born e
1,84 LR 4K
Last Activity Date
Craanion Date
R Alf Ankunding
B | YBCAYRORY ZXITHSOR0Em afrator com & Bown Jan 19, 1992
© Ascending b : @ Phllopinn
Deacending

Search for an Applicant
4. At the top of the list, enter the Applicant’s name, email address or applicant number.

5. The search results will appear below as the search term is being entered.

. List Applicants
ontariocolleges.ca

Filter 15N 4
Filter By Term £
Ary Term .-

Filter By College gurpreet
WA frmalen . & Houm: Feli 10,1

Filter By Country

Yep Abbott
L~

Creation Date

Sart Direction

Alf Ankunding

Filter the List of Applicants
6. Select the filter you would like to apply from the dropdowns to the left of the list. Applicants can
be filtered by term, college or country.
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List Applicants

ontariocolleges.ca

Filter

Filter By Term ,el

ants
A Dashbosrd Any Tem . 4 J

B NewAnglication Filter By Callege

'*urpn.el
B Lis Views - PR . )

Applicants

Filter By Country )
Applications /|

Offers Any Gauntry v
Sl s Fomailnate com
WL +1{519) sETi2

Sort

Sart By
O Name Yep Tobias Maximus Abbott
. repAbaL_scame AR Caim

Country N
538 4587 P

Last Activity Date

Creation Date

Sort Direction Alf Ankunding
. .

© Ascending

Descending

Sort the List of Applicants
7. Select how you would like the list to be sorted from the options to the left of the list. Applicants
can be sorted by name (last name), country, last activity date or creation date and the list can be
sorted in ascending or descending order.

. List Applicants
ontariocolleges.ca
Filter
Filter By Term
# Dashboard Ary Term
B New Application Filter By College gurpreet
BE List Views A Any Collage = ?:.., : i .,I_ ator o :.. | 18,199
Appbeants
Filter By Country
Applications
offera Ary Cauntry i
w vapAbbAGTeitks Ao o & Botn Dec 17, 200
5 9 United Kingdam
™ ’
l &N
S Yep Toblas Maximus Abbott
W Vephbibat_ocastest@mallnatorcom &3 Bar Dec 17, 200

[ ) Sart Direction

O Ascending

Oeacending

View and Edit Applicant Information

1. Loginto your account. If you are not sure how to do this, please follow the section Log in to the
Agent Portal section.

2. From the Dashboard view, click the ‘Applicants’ link under ‘List Views’ on theleft

3. Click on the Applicant that you would like toview.
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List Applicants

ontariocolleges.ca

Filter

Filter By Term
#  Dashboard Any Term R
B New Application Filter By College gurpreat
B List Views ~ A any College .

Applicants

Yep Abbott
= YagAbbot_ocasigEmannatazcom B Boen: Dog T 3500

Sort

Sort By

O Name Yep Tobias Maximus Abbott
Country & Ve eaeiviigmaingta

Last Activity Date

Crnation Data

4. On the applicant dashboard click on the ‘View Profile’ button.

Yep Abbott (A<
b |

Test College 1
;&P Eap Program 1 (Fall 2016)

5. The applicant’s profile information will be displayed on the next page.

Yep Abbott

¢ Applicant Dashboard |

Personal Information

Yep Abbott
Dec 17, 2000
Male

Citizenship

6. Click the ‘change’ button at the top right to edit the Applicant’sinformation.
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Yep Abbott

< Applicant Dashbosrd
_.f":-.
Personal Information Change I
\'\ 1
o
Leg Yep Abbott

Dec 17, 2000

Gander Male

Citizenship
S1aius in Canads Mo status in Canada
Country Unlted Kingdam

SHOW MORE

A

__z"n_
Education Change

=

g, E—

£ 3 -
Lincoln International Academy

University

Taxation
Received Other
United Kingdam

Sl Completed

Each applicant will be assigned a unique ID. This will appear in the List Applicants page and is also a
searchable field.

How do | Manage Applications?

View List of Applications
1. Loginto your account. If you are not sure how to do this, please follow the section Log in to the

Agent Portal.
2. From the Dashboard view, click the ‘Applications’ link under ‘List Views’ on theleft.
3. The list of applications will be displayed to theright

List Applications

ontariocolleges.ca

Filter
Filter By Term
A Dashboard Any Term
B NewAppiication Filier By College Peng Jinguo (D
GIP  mboite|ZSEEAIIGEOE (NCaORE G (winter 2024) - e
at Any College
Apalicants
Applications Antika Nayak ()
Offers & E
o o
Filter By Status
Any Status
Sort Heena Pandian (GEIED
g EepF %
Sort By gf

© Last Activity Date
Submitted Date
Applicant Name

Sort Direction.

© Ascending
Descending

Search, Filter, and Sort the List of Applications
4. At the top of the list, enter the Applicant’s name, email address, program or applicationnumber.

5. The search results will appear below as the search term is being entered
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ontariocolleges.ca List APp[ICatIDrIS
e
Filter By Term
# Dashboard Any Term
B New Application Filter By College
B ListViews -

Any College e
Applicants
Filter By Country
Applications
Offers Any Country

Filter By Status.

Any Status

Sort
Sort By

© Last Activity Date
Submitted Date

Applicant Name

Sart Direction

O Ascending
) Descending

6. Select the filter you would like to apply from the dropdowns to the left of the list. Applications can be
filtered by term, college, country or status.

7. If the ‘Review’ status is selected, applications can also be filtered by program status

i List Applications
ontariocolleges.ca
it
Filter By Term
A Dashboard Any Term

B New Applicetion S o koo

B List Views % Ary Collage
Applicants
e Filter By Country
Ofters

Filter By Status

Sort
Sont By

© Last Actiity Date
Submitted Date

Applicant Nami Kovida Chetlapalli

Sort Direction

O Ascending
Descending

8. Select how you would like the list to be sorted from the options to the left of the list.
Applications can be sorted by last activity date, submitted date or applicant name and the list
can be sorted in ascending or descending order.

List Applications

ontariocolleges.ca
Filter
Filter By Term

A Dashbosrd Any Term

B New Application

Filter By College

' Lz 24)
| Liot Views - o,
Applicants
Filter By Country
Applicationa
Offers Any Cauntry

Filter By Status

Any Status

Sort
Sort By
© Last Activity Date

Subrmitted Date

Applicant Name
Sort Direction
© Ascending

Descending
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The Filters and Sort direction can be Rest to defaults by pressing the Reset All button as shown below:

List Applications
Filter
Filter By Term

Winter 2018 A
Filter By Country

India v

Filter By Application Status

Review ¥
Filter By Program Status
Any Status A4

View and Edit Application Information
1. Log in to your account. If you are not sure how to do this, please refer to the instructions, section Log
in to the Agent Portal.

2. From the Dashboard view, click the ‘Applications’ link under ‘List Views’ on the left.

3. Click on the application that you would like to view

List Applications

ontariocolleges.ca

,
Filter
Filter By Term
A Dashboard Any Term
B Now epicatioy Filter By College Peng Jin-guo (D
B UstV [ ZOEaNe4ORED
st View

Any College

-
Applicants
Offers ekl d

Filter By Status

Any Status

Sort

Sort By

© Last Activity Date

4. When the application is in ‘Draft’ status, sections of the application can be updated by clickingthe
‘Change’ button at the top right of each section.
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TEST Application for Justi Suman @D
COLLEGE Submit
#2

Please review the information below for accuracy and completeness.
Personal Information If everything is correct, you may proceed to submit your application to Test College 2!

Enter personal information
Selected Programs
Agent
Provide agent details #1- Other 3
Ter call 2
Program Selection Fall 2019
Choose your programs Credential Other
Education
Personal Information
Deseribe your education

Supporting Documents Justi Suman

Upload your documents

Aug 31,1983
Female

Payment
Pay spplication fee Citizenship
Stetus in Canedar

No status in Canada

VOoOoOoooo

Submit
India

Raview and submit

Adding another Program Selection to an Application

» When the application is in ‘Draft’ state, you can make any changes to the
program selections.

> Once the application is in ‘Review’ state, the program selections cannot be
modified and the program selections cannot be re-ranked.

@ » A new program may be added to the application, however only after

o The college has made a decision of Declined or Waitlisted on an
existing program selection; or
o An Offer has been made on a program selection, and the Offer state is
at Offer Revoked, Offer Declined, or Withdrawn Acceptance
o The application has only 1 or 2 program selections
> When the application is at ‘Closed’ state, no new program selections can
be added

Each application will be assigned a unique ID. This will appear in the List Applications page and is also a
searchable field.

The applicant’s Personal information, Education, and Supporting Documents can be modified after the
application is submitted. Select the [Change] button to load the appropriate page and make the
modifications then click Save.

Responding to Applications that “Need More Information”

During the initial review of the application, the college may find errors or require additional information.
When this happens, the state will be set to “Needs More Information” and you and the applicant will
receive an email notification. Follow the steps below to provide the corrections or missing information.

Locate the Application
1. Logintoyour account. If you are not sure how to do this, please follow the section Log in to the
Agent Portal.

2. Click the ‘Applications’ link under ‘List Views’ on the left.
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3.

Filter by Application Status = ‘Needs More Information’ as shown below.

= Agent Portal

List Applications

Filter

Filter By Term

ontariocolleges.ca

INTERMATIONAL

# Sashboord T | B 0 smons
B HourpgRcation Fiter By Golege Raj Singh
= List Views ~ #1 - Gomputer Applications Development (Winter
== Any College v §
st mited U
Applicants
Filter By C
Applications el
offers Any Country v

Filter By Application Status

Needs More Information v
Any Status

Closed

Draft

Needs More Information
_ Review

() submitted Date
() Applicant Name

Sort Direction

© Ascending
() Descending

4. Enter the applicant’s name or the application ID into the search bar, in order to find the

appropriate applicant. Select this item from the list.

Review the Instructions
On the Application Details page, you will see a section at the top, ‘Additional Information
Required’, along with the notes and instructions from the college. The college may request

1.

corrections to: Personal Information, Education, or Supporting Documents.
The example below shows corrections for Supporting Documents

= Agent Portal J

Application for Raj Singh Contact College | Application #X1506664

ontariocolleges.ca

Application Fee Status

&

-
VI o ¢ | = Ameunt Owing: §0.00
Dashboard DE Q ;l . ,. P 1 = iR e i
COLLEGE i 3 y

f
B New application

= LUstViews ~
Additional Information Required
Applicants
Applications Supporting Documents
Offers University of Delhi transcript is incomplete. Please upload missing page and Resubmit

o application,
|

‘ Resubmit Application ‘

Selected Programs

#1 - Computer Applications Development

Term Winter 2019

Preferences Main - Jan, & 2019

Ontario College Advanced Diploma
Na Decision

Read the instructions carefully, then click the ‘Change’ button.
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Make the Necessary Corrections

1. The appropriate page in the application will appear —the example below shows the Supporting
Documents. Following the instructions provided above, locate the necessary Supporting
Document that requires the missing information.

= Agent Portal

ontariocolleges.ca Academic Documents for University of Delhi

Please provide the necessary files for this school
You may upload up to 10 files per document. Ensure the size of each file is 50 MB or less.
A& Dashboard

o Final Graduation Diploma / Certificate %
New Application

Upload a copy of your Final Graduaticn Diploma / Certificate

= ListViews ~
Applicants i a X n
Applications
Demo-Secondary-School1.png Select file(s)
Offers Added: Jun. 19,2018, 10:43:38 a.m or drap them here

+ Add Ancther Document

Test Scores for IELTS (Optional)

If possible, please provide cne or more files for this test.
You may upload up to 10 files. Ensure the size of each file is 50 MB or less.

Upload a copy of your English Proficiency Test scores

[+

2. In the ‘Academic Documents’ section under the relevant establishment, click the type of document
you will submit.

3. An upload window will appear. You may drag and drop a document from your computer onto the
upload window, or you may click the ‘Select files(s)’ area to select a document forupload

4. Scroll to the bottom of the page and click ‘Save’ button to save changes.

Re-submit application
1. On the Application Details page, click on ‘Resubmit’
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= Agent Portal 4]

it " Ap pIiCBtiOI"I for R_aj Smgh Contact College | Application #X1506664
ontariocolieges.ca
i § f Application Fee Status
2 "
/) ;
- | - Amount Owing: $0.00
A Deshboerd DEMO 1 . Ji2E * : )
COLLEGE ? - | & oS B view Payment Detalls
New Application 7 o L e | 1 o
= List Views -
Additional Information Required
Applicants
Applications Supporting Documents
Offers University of Delhi transcript is incomplete. Please upioad missing page and Resubmit
application
‘ # Change

Resubmit Application

Selected Programs

#1 - Computer Applications Development

Term; Winter 201%

Preferences Main - Jan. 8 2019

Credental Ontario Cellege Advanced Diploma
State: No Decision

After Resubmit, the application state will change to ‘Resubmitted’

View Application Status
1. From the Dashboard view, click the ‘Applications’ link under ‘List Views’ on theleft.
2. The application status is displayed next to each application in the list. Applications can either be
in ‘Draft’, ‘Review’ or ‘Closed’ status.

ontariocolleges.ca

# Dashboard

B New Application

= List Views ~

Applicants
Applications:

Offers

List Applications

Filter [Resetan]
Filter By Term

shawing 12 of 12 appiications (I
Spring 2017 ]

Filter By College Kovida Chetlapalli (a0
{Fall 2018) - Offer
207)

£5L Progras
D
Any Callege 3 “ #1- Other 3 (5p

Filter By Country
Any Country . Nikita Spinka - (QEEE)

Filter By Status

Any Status

Sort

Sort By

© Last Activity Date
Submitted Date

Applicant Name

The College will make a Decision on one or more Program Selections included on the application:

e Waitlisted can be issued when there are no seats available in the program. Thereis no
guarantee that the college will issue an offer when the applicant is put on the waitlist.

e Declined may be used when there is no intention to further pursue that program selection on
the application. Furthermore, in some cases, Declined may be used to indicate when a decision
has been made on other programselections

e  Pre-Admitted, and

e Offered
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Withdraw or Cancel an Application

1. From the Dashboard view, click the ‘Applications’ link under ‘List Views’ on theleft.
2. Search for the application you wish to withdraw or cancel and click on the application.
3. At the top right of the screen click the ‘Contact College’ link and contact the relevant college

through the contact details provided in the pop-up window.

4. Provide the appropriate Application ID (and Applicant’s Name) to the college, for the application

you would like to Close.

Application for Heena Pandian G

ontariocolleges.ca

TEST
2 COLLEGE
' #2

Selected Programs.

Eap Pregram 1

#1-Degree 2

Test College 2

DONE
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How do | Manage Offers?

Search, Filter, and Sort the List of Offers
1. From the Dashboard view, click the ‘Offers’ link under ‘List Views’ on theleft.
2. The list of offers will be displayed to the right.

List Offers
ontariocolleges.ca
Filter
Filter By Term
& Dashbaard Koy Terrn e
B New Application Filter By College Vep Abbott (R
B UstViews - Ariy Callegi .'.«P Eup Program 1 (Fall T016) st Mab, Full-Time - Offe
Applicants
Applications Maximius Saryu
i OIP  Graduste Cortifeats 2 (Fall 2010} 4 Mainy Fulf Tiena - Offe
Focaut Kata (D

Aniy Status . NP st rogram 2 b 2078 st bhain, Fulk Tisn- Oy
Filtes By Type .

Ay Type . Mibri Volsin (TR

Sort ;
i Zou Jun
© Offer Expirstion Date FIP ceifionts 3 (Fall 2076) al Maiss, Full Time - Conditionad Ol
Offered Date es degd Ofvred. Jum 345
Program Start Date
Agplicant Nams Braden Zhi-pen,
LI coriicats 5 (Fal 2918) 1t f
Sart Direction e g B 14
© Asconding
il Helkkinen
iy p ek @D
A, Cap Program 2 {Fall 2014) at Main, Full-Tame - Offe

3. Atthe top of the list, enter the applicant’s name, email address, program or applicationnumber.
4. The search results will appear below as the search term is being entered.

. List Offers
ontariocolleges.ca
Filter
Filter By Torm
heowing 15 o8 €3 b
#  Dashboard Any Term
B New Application Filter By Colloge Yep Abbort (i
JP £ag Piogram 1 (Fall 2086) at Main, Fall-Fima - Offer
B st Views - Any Cobage WE e o 2
Applicants
Applications it s Maximus Saryu  (CEEIED)
oy . O crsdute Cartibate 2 (Fall 2116} st Main, Full Trme - Offe
Gifers Any Country A diait tificate 2 (Fall 2015 a o

™
Filter By Status

Focaut Kota
O E5t Piogram 2 (Fad 20161 a Main, Full Timea - ffer

Filter By Type

Any Type . Mitri Voisin - (R
PP gbsomaeceliaedBwiohis Braph (Fall 7016) ut Se

Sort
EELEY Zou Jun (CEED

O Offer Expiration Date DIP  conticata 3 (Fall 2016) at Masm, Full Tiems - Canditnsd Gffe
Offered Date '

Program Start Date

Applicant Name Braden Zhi-peng (IR
_-"E Cartif - 1) 2018} ot Secont
Seort Direction
© Ascending
il n
Descending Emil Helikinen (CIEED
m 2 {Fall 2016} at Main, Full-Tame - Offer

o ek

5. Select the filter you would like to apply from the dropdowns to the left of the list. Offers can be
filtered by term, college, country, status or type.
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List Offers

ontariocolleges.ca

Filter
Filter By Term
# Dashboard
B New Applicstion Filker By Coiegs ep Abbort (IR
Fall 2016) an Msin, FuS-T
B UstViewa L
Appliconts

Filter By Country
Applicstions
Offers Aoy CoLeiry

Filter By Status

Filter By Type

Sort ———
Sort By Tou Nin
O Offer Expiration Date WP Curtscatn 3 (Fall Z016) o4 i, Full-Tine - Bondaioeial Biar

Offered Dete
Program Start Date

Apphbcant Name

Braden Zhi-peng (D
Costificaty & {Fall 2016} at Seconda

A ¥
Sort Direction
© Ascending

Descending -

6. Select how you would like the list to be sorted from the options to the left of the list. Offers can
be sorted by offer expiration date, offered date, program start date or applicant name and the
list can be sorted in ascending or descending order.

List Offers
ontariocalleges.ca

Filter

Filter By Tarm

homng 1
A  Dashboard Any Term
B New Application Filter By Cofloge Yep Abbort  (TEE
== I . o PIP oo Program 1 {Fall 20165 at Main, Full Tima - Giffa
Applicants

Filtar By Country

Applications
Country

Otfers A €

Filter By Status
Focaut Kota

s S esipogam2Fazo

Filtes By Type

Any Typa

Maximus Saryu

Zou Jun
Braden Zhi-peng
[P cortibeats 5 (Fall 1018) st Sucondary, Eull-Tena - Offat
Sart Direction 2
0 Ascending
i Emil Helkkinen (D

View Offer Status

WP Eax Piogram 2 Falt 2016} at Main, Full Time - €

1. From the Dashboard view, click the ‘Offers’ link under ‘List Views’ on theleft.
2. The offer status is displayed next to each offer in the list. Offers can either be in ‘Pre-Admitted’,
‘Offered’, ‘Accepted’, ‘Declined’, ‘Paid’, ‘Pre-Registered’, ‘Revoked’ or ‘Withdrawn’status.
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ontariocolleges.ca

#r  Dashboard

B New Application

B List Views
Applicants
Applicstions

Dfiers

The college may issue an offer on:

List Offers

Filter
Filter By Torm

Any Term
Filter By Callege
7y Colege
Filtes By Cauntry
Ay Courtry
Filter By Status
Any Status

Filtes By Type

Sort

Sort By

Q Offer Expiration Date
Offered Date

Yep abbon (e
Maximis Saryu (D
S coaduste canicata s (Fall 2016} at M

Focaut Kats (D
£5L Frogram 2 (Fal 2 h

Mityri Voisin (RSN

O igsioinosaellasdiWiBAABWITRGh (Fall 7016) st Socondary, Full Tene - Offm

Zou Jun
BWP  Cortifeste 3 (Fall 2018) at Main, Fisl- Time - Conditianal 0F

* A program selection that was included on the application
¢ An Alternate Offer (different program, or different intake)
*  An ESL/EAP Program (English Proficiency)

Some colleges may also include a “Future Program / Intake” details on the Letter of Acceptance.

View Letter of Acceptance

1. From the Dashboard view, click the ‘Offers’ link under ‘List Views’ on theleft.
2. Select the offer you wish toview

ontariocolleges.ca

INTERNATIONAL

#A Dashboard

B New Application

B ListViews ~
Applicants

Applications

Offers

3. On the offer details page, click the ‘View Letter of Acceptance’link.

List Offers

Filter

Filter By Term
Any Term
Filter By College

Any College

Filger By Country
r By Status
Any Status
Filter By Type
Any Type
Sort
Sort By

© Offer Expiration Date
Offered Date

Focaut Kota 4
S

Yep Abbott (IR

AW Eap Program 1 (Fall 2016) st Main, Full Tims - Offe

Maximus Saryu

te2 (Fall 2016} at Main, Full-Time - Offer

gram 2 (Fall 2016) at MARGEIT- 3 - VS

Mihri Voisin

Zoudun

SIP Cortficate 3 (Fall 2016) at Main. FulF-Time- Gonditional Ofar

4. If a previous letter of acceptance was received, a ‘View Previous Letters’ link willappear.
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Offer for Focaut Kota G&=D

ontariocolleges.ca

| inremnationar
TEST

# Dashboerd ﬁ C{]I_LEGE

Mew Applicatien

= List Views ~ -
Applicants
Applicatons Offer Details
Offars

This affer will expine on Aug 22, 2016

Oct 24, 2017, 41733 PM

ESL Program 2
i Main | 86 Bratile St Cambridge
Taiis Fall 2016
rt Dare Sep 1, 2016
Full-Time
Ciaop / intermshap Optional
Beferting Agency _Test Agency 1

& View Lotter of Acceptance (v oun Lethers)

Offer Conditions

NeConditions

Offers with Future Intakes

Issue “1 + 1 (or English + Future Program)” in the cases where the Offer Letter contains an offer on one
program, and a “consideration” for a second or future program, based on successful completion of the
first program. This is commonly used when the student must complete an English Proficiency Program
(EAP) as a condition of starting studies in their full-time program selection

Accept a Pre-Admittance

Some colleges may issue a “Pre-Admitted” letter before a standard Letter of Acceptance (Offer Letter) is
provided. The applicant must satisfy the specified conditions in the Pre-Admit letter before they receive
a standard Offer Letter. The conditions could be a deposit payment or completion of specified English
Proficiency or Academic requirements.

The Pre-Admit Letter looks similar to the standard Offer Letter, however with one main distinction:
Across the top, there is an indication “THIS LETTER CANNOT BE USED FOR VISA PURPOSES”. The
applicant cannot use this letter to apply for a visa/study permit. However, the content and format of
the letter is adequate to allow the applicant to apply for financial aid (such as a bank load) to assist with
their application. A sample of the Pre-Admit letter is shown below.
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LETTER OF ACCEPTANCE ' DEMO 1

*THIS LETTER CANNOT BE USED FOR VISA PURPOSES* p COLLEGE

Date of Issue: April 02, 2018

PERSONAL INFORMATION

Family Name: CAQ:

Hai-xia No

Given Name: Student’s Full Mailing Address:

Ling Floor No. 8 No 8 Haidian Central Street
. #92

Date of Birth: Beijing , Beijing

March 14, 1984 419101, China

Applicant ID #: Referring Agent (if applicable):

X1186224

_Demo Agency 8 China-Beijing

INSTITUTIONAL INFORMATION

Name of Contact: Demo College 1, Name, Demo
Coliege 1, Title
Phone: +1 888 555 5555

Email: demo.college1@mailinator.com

Full Name and Address of Institution:
Demo College 1

123 Main St

Cape Canaveral, Florida

The status will show as “Pre-Admitted” in your Agent Portal. A Pre-Admit letter can contain conditions,
just like an Offer Letter. Once the applicant has satisfied the conditions of the Pre-Admit letter, there is

an option to convert the Pre-Admit state to a standard “Offer”
Offer Letter to facilitate the rest of their application.

1. On the List Offers page, Filter by Status = ‘Pre-Admitted’
2. Select the item from the List that contains the ‘Pre-Admitted’ state

= Agent Portal

3 List Offers
ontariocolleges.ca
| insenuationat ] .
Filter
Filter By Term
A Dashboard Any Term ¥

B New Application

Filter By College

B UER Ve Any College v
Applicants
Applications Filter By Status
Offers Pre-Admitted v

jiimy Status
Offered
Accepied
Declined
Paid
Pre-Registered
Revoked
Withdrawn
TAPEUOTI T
Issued Date

") Applicant Name
Last Activity Date

Sort Direction

© Ascending
Descending

offers F‘dumin-niu x

Bala Srivas

outhCampus (Winter 2018) at :‘lu‘"\ba'npu

, and the applicant will receive a standard

& - Pre-Admitted

3. Onthe Pre-Admittance details page, click the ‘Accept Pre-Admittance’ button.
4. A confirmation message will appear. Read the information provided and click the ‘Continue’

button.
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= Agent Portal

Pre-Admittance for Bala Srivas

ontariocolleges.ca

INTERMATIONAL

Lr
(% 1
#  Dashboard

DEMO 1
e > COLLEGE

Applicants

— Lt - { =+
Applications
Offers Pre-Admitted Details

This pre-admittance will expire on Sep. 1, 2018.

Issugd Date Jun, 18,2018, 411:04 pm
Frogram Business - SouthCampus
Campus: South Campus | 123 Chestnut St, Guelph

Term Winter 2018
st & Jan 82018
Full-Time.
_Damo Agency 2 India Punjab
Co-op Optional

4 View Pre-Admit Letter

Pre-Admitted Conditions

#1 - Proof of English proficiency

Accept Pre-Admit X

Please confirm that you wish to accept this pre-admit. You
cannot undo this action.

Please refer to your Pre-Admiit Letter for details of the
necessary conditions that you must satisfy.

CANCEL [N pgIN]S <:|

Once the college acknowledges that the necessary conditions of the Pre-Admit have been addressed,
the college will issue a standard Offer (with an updated Letter of Acceptance).

Accept an Offer
1. On the offer details page, click the ‘Accept Offer’ button.
2. A confirmation message will appear. Read the information provided and click the ‘Continue’
button to confirm acceptance of the offer
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Offer for Focaut Kota

ontariocolleges.ca

e )

f
# Doshboard m C-OLLEGE

Mew Application

B List Views - .1

Applicants
Applicationa

Offers

Oct 24, 2017, 4:17:33 PM

ESL Program 2

Main | E6 Brattle St Cambridge
Fall 2016

Sap1, 2016

Fulk-Time

Optional

Hefeming Agency _Test Agency 1

£ View Letter of Acceptance
+ Aceept Offer

Offer Conditions

No Conditions

Accept Offer X

Please confirm that you wish to accept this affer. You
cannot unda this action

In grder to hold your seat in the programy you must pay

your depasit. For more details_check the payment
instruciions in your Letter of Acceptance from the college

CAMCEL CONTINUE:

Both the Agent and Applicant can Accept an Offer, Decline an Offer, or Withdraw Acceptance of an
Offer.

Withdraw an accepted offer

1. From the Dashboard view, click the ‘Offers’ link under ‘List Views’ on theleft.
2. Select the offer you wish toview.
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List Offers

ontariocolleges.ca

Filter Paset Al
Filter By Term

# Dashboard Any Term i ’

B Newapplication Filter 8y College Heena Pandian

o ertificate 2 (Fall 2017) at
B Lst Views A -
Applicants
Applications

Oifers Any Country

Filter By Country Dudha Trusha (D /L
B OFP Diptoms (Sprmg 3018} \*r—'—* W Time - Oifer

3. On the offer details page, click the ‘Withdraw Acceptance’ link.

offer.

Offer for Dudha Trusha @D

P
f COLLEGE
NE

Offer Details

Jun 26,2017, 4:00.00 PM
Jul 2, 7017, 8,00.00 AM
017, 3:00:00 FM

® View Letter of Acceptance

thisoffer and ehoose Viss Declinad a3 the resson

f the spplicant was unable to obisin their vise,

Decline an Offer

A confirmation message will appear. Read the information provided, select the withdraw reason
from the dropdown and click the ‘Continue’ button to confirm withdrawing acceptance of the

Withdraw Acceptance of Offer X

Please indicate why you are withdrawing acceptance of

this offer.

Withdraw Reason

Select a reason

CANCEL CONTINUE

1. On the offer details page, click the ‘Decline Offer’ button.
2. A confirmation message will appear. Read the information provided and click the ‘Continue’

button.
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Offer for Focaut Kota

ontariocolleges.ca

i TEST I ”’
s / P COLLEGE /|
New Apalication ﬂ #1 F

= List Views - — _'
Applicants
Applications Offer Details

Offers
Thiz offer will expire on Aug 22, 2076,

Oct 24, 2017, 41733 PM

ESL Program 2

Main | B6 Brattla St, Cambridge
Fall 2016

Sep1, 2016

Fulk-Time

Optional

Test Agency 1

& View Letter of Acceptance

No Conditions

Upload Documents for Conditional Offers
1. From the Dashboard view, click the ‘Offers’ link under ‘List Views’ on theleft.
2. Inthe ‘Filter by Type’ dropdown select ‘With Conditions’ to view all conditional offers and select
the offer you wish youview.

. List Offers
ontariocolleges.ca
i ]

Filter By Term

A Dashboard Ky Vi
HawAnplicstion Filter By College
A:::;\:mum; Filter By Country )
Sort

3. On the offer details page note the offer conditions at thebottom.

4. Click on the Applicant’s name at the top to go to the Applicant dashboard page.

5. On the Applicant dashboard page click the ‘View Profile’ button.
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Heena Pandian

Offer for Heena Pandian ¢
TEST
m COLLEGE
#1

Offer Details

Open Offers

Test College 1 (@D

BIP  centificate 2 {Fall 2017) a1 Main, FullTime - Conditional Offr

6. On the Applicant profile page, scroll down to the bottom and click the ‘Change’ button at the top
right of the ‘Support Documents’ section.

Supporiing Documents

Proof of Citizenship

Birth Certificate
& mage jpg

Academic Documents for Central University of Himachal Pradesh
Previsional Cortifecate

B

Academic Documents for Sacred Heart High School, Dharamshala

Previsional Certificats

Test Scores for CEFR

7. Intherelevant section, click the ‘Add Another Document’ button then select the relevant file from
your computer to upload.

Academic Documen ity of Himachal Pradesh Final Graduation Degree / Certificate

Upload a copy of your Final Graduation Degree / Certificate

Select filo(s)

o

+ Add Another Document

View deposit/payment receipt

Once the college receives the necessary payment (deposit amount or tuition amount as defined in the
Letter of Acceptance), the Offer state will change to “Paid”. A payment receipt is available for download
in the portal in order to assist with visa/study permit application.
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1. From the Dashboard view, click the ‘Offers’ link under ‘List Views’ on theleft.

2. Select the Offer you wish to view. Note: the offer status must be ‘Paid’ or ‘Pre-Registered’ to view

deposit receipt.

y List Offers
ontariocolleges.ca
e
Filter By Term
#t Dashboard Any Term

New Application Filter By College

I List Views A Any College
Applicants

Filter By Country
Applications

Offers Any Country

Reset All
Showing 2of 2offers (IRl

Heena Pandian (@I
1 2017) a Main, FullTime - Conditional Offer

Dudha Trusha

G Diploma 2 (Spring 2018) at Secomgry. Full Time

3. On the offer details page, click the ‘View Deposit Receipt’ link.

Ul

Offer for Dudha Trusha

TEST
COLLEGE
#1

)

Jun 26, 2017, 4:00:00 FM
Jul 2, 2007, B:00:00 AM
Date Jul 6, 2017, 3:00.:00 PM

Erograrm Diploma 2
Campl Secondary | 86 Chestnut 51, Guelph
Tarm Spring 2018
P May 1. 2018
Full-Time
Ge-ap / Intemship Optlonal

Tefernng Agency

_Test Agency 1

& \View Letter of Acceptance
* View Deposit Receipt

+ Visa Received = Withdraw Acosptance

IF the applicant was unable to obtain their wiza, piease withdraw acceptance of this offer and choose Visa Declined’ as the reason.

Upload Visa/Study Permit

When the applicant’s Visa/Study Permit application is approved, notify the college through the portal
following the steps below.

1. From the Dashboard view, click the ‘Offers’ link under ‘List Views’ on theleft.
2. Inthe search box enter the name of the Applicant you wish to find and select the offer you wish
to view.
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List Offers

ontariocolleges.ca

- =)
Reset al
Filter - Heena
Filter By Term
M Dashboard Any Tesm
B New Application Filter By College
B/ List Views & Any College
Applicants.
Filter By Country
o Any Country
Filter By Status
Ay Status

3. On the offer details page click the ‘Visa Received’ button.
4. A confirmation message will appear. Read the information provided and click the ‘Continue’
button to confirm that you have received the necessary visa documents for theoffer.

Visa Received X

Please confirm that you have received the necessary visa
documents for this offer, You cannot unde this action

)

Offer for Heena Pandian G2
Engure that you have uploaded a copy of the study permit

TEST
m COLLEGE
#1
o your profile. If the program includes co-op work, you

must slso upload a copy of the wark permit
Offer Details

17, 1001110 AN

et ol Gelloge grogarm

5. A message will appear at the top of the screen prompting you to upload a copy of the Applicant’s visa
documents.

6. Click the ‘Upload Visa Documents’ button to go to the Applicant’s profile page.
Offer for Heena Pandian

_—

, COLLEGE
L I .»

You indicated that the applicant has received their visa documents, but you have not uploaded a copy 1o their profile. Please upload a copy of the study
permit as scon as possible for the college to review. If the offered program includes co-op wark, you must also upload a copy of the work permit.

t Upload Visa Documents
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7. On the Applicant profile page, scroll down to the ‘Visa Documents’ section and select the visa
document that you wish to upload.

Visa Documents (Optional)

If possible, please provide ene or more of the following visa documents
Co-op Wark-Permit
‘:“> Study Permit
Visa Approval Letter

Visitor Visa

8. Select the relevant file from your computer to upload.

Study Permit X

Upload & copy of your Study Permit

r
H :
; [+ ;
- Selact file(s) i
H sl '
H drop them hare 1

+ Add Another Document

9. Click the ‘Save + Continue’ button.

The Offer status will update to “Pre-Registered”.

Visa Declined
In the event the Applicant’s Visa/Study Permit application is Declined (or not received on time for the
start of classes), the Agent or Applicant should notify the college using the Withdraw Acceptance button

in the Offer Details page.

1. From the Dashboard view, click the ‘Offers’ link under ‘List Views’ on theleft.

2. Inthe search box enter the name of the Applicant you wish to find and select the offer you wish
to view.

3. Select Withdraw Acceptance and the following window will appear:
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Withdraw Acceptance of Offer X
Please indicate why you are withdrawing acceptance of
this offer.

Withdraw Reason

Visa Rejected v

Do you want to request a deferral to a future term?

CANCEL CONTINUE

4. Inthe Withdraw Reason, select “Visa rejected”. You will then be asked if you want to
request a deferral, if you say “Yes” you will be taken to the deferral request page when
you click continue, if you select “No” you will see a question asking if you want to request a
refund.

Withdraw Acceptance of Offer X

Please indicate why you are withdrawing acceptance of
this offer.

Withdraw Reason

Visa Rejected v

Do you want to request a deferral to a future term?

-

Do you want to request a Refund?

CANCEL CONTINUE

5. If you select “Yes” you will be taken to the Request Refund page when you click continue.
If you select “No” the offer state will be changed to “Withdrawn” and you will have the
option to request a refund or deferral later as shown below:
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= Agent Portal
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Dashboard

L >

Search Programs

[+

New Application

Applicants
Applications
Offers

Offer Revoked

List Views A

Offer for OCAS Demo (XD

¥

DEMO 1
COLLEGE

Offer Details

Acceptance of this offer was withdrawn as of Feb. 12, 2019, 11:37:57 a.m.
Reason: Transfer to Another Institution

Issued Date: Feb. 11,2019, 4:12:00 p.m.

Accepted Date: Feb. 11,2019, 4:12:33 p.m.

Deposit Paid Date: Feb. 11,2019, 4:21:43 p.m.

Program Developmental Service Worker (0632)
Campus: South Campus | 123 Chestnut St, Guelph
Term Spring 2019

Program Start Date:  Apr. 2, 2019

Delivery Option: Full-Time

Referring Agency: _Demo Agency 1 IDP India Gujarat
Student ID: OCASTest123

Internship / Work Not Available

Practicum:

4 View Letter of Acceptance

#* View Payment Receipt  (View Previous Payment Receipts)
- Request Deferral - Request Refund

Offer Conditions

No Conditions

A College user may Revoke the offer for various reasons.

e Acceptance Deadline Passed

* Applicant Did Not Show Up

* No Seats Available in the Selected Intake
¢ Payment Not Received

¢ Visa Not Received

ontariocolleges.ca
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e Other (enter user-defined reason)
Both you and the applicant will receive and email notifying you if an offer has been revoked.

No further actions are available when an offer shows as ‘Revoked’.
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How do | Stay Informed?
The Dashboard provides a quick “at a glance” overview of critical information for your Agency. The

Dashboard consists of the following sections:

e Summary Counts of Applicants at Key Stages
e Enrollment Funnel Chart
e Offers Expiring Soon

Track Offers, Acceptance, Payments, and Pre-Registrations
1. From the Dashboard view you can see the funnel of applications from offer through to
acceptance, payment and pre-registration
2. Atthe top, you can see the number of visas in progress, accepted offers, new offers and
applications with no decision. Each box can be clicked on to see furtherdetail.

< Dashboard
ontarlocolleges.ca
Sotig2018 7| | AnyCollege g
- [ Aocepted Ciers New Offers e\ No Decision
El v * 1 19
B New dpplcation
W ListViews - ;
R Spring 2018
ants
A Offers n
Oifers Accepted

Change Dashboard View
1. The dashboard view can be changed to see the information by term orcollege.
2. To change the view select the relevant option from the dropdowns at the top of thepage.

1 Dashboard
ontariocolleges.ca
x Visas In progress Accepted Offérs New Offers e\ No Discision
51 v * 1 19
Spring 2018
Offers
Secapted
Paid
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Frequently Asked Questions

Q: Who has access to make changes to the application?

A: If the applicant created their profile, and selected your Agency during the application steps, then both
the applicant and any Agent assigned to your Agency will have read and write permissions to the
application. This means you can both Accept or Decline offers, and make updates to the Applicant

Profile.

Q: Who receives email notifications?

A: Both you and the applicant will receive email notices.

Q: When are email notifications sent?

A: Automatic email notifications are sent after the college receives the submitted application, when the
college issues an Offer (or Pre-Admit).

Application Statuses

Draft - Any user can start an application, save as Draft and return later on in order to complete
and submit. A college will not see Draft applications created by an Agent or Applicant. Once the
application is submitted, then this goes into Review

Review - An application that a college is currently reviewing/processing will be in Reviewstatus
Needs More Information - During the initial review/screening of the application, if its determine
that more information is required, or there are corrections needed in the application, then the
state Needs More Information can be used. The Agent/Applicant will see this state along with
indication of what needs to be fixed. Once the information has been corrected/provided by
Agent/Applicant, the status goes back into Resubmitted and processing may proceed. See_
Triggering the “Needs More Information” for more details.

Resubmitted - Once the necessary updates have been made to an application in the Needs
More Information state, the application status will be changed to Resubmitted.
Closed - A College Admissions Officer can Close an application when they are no longer actively
processing. Typical scenariosinclude
o The application is a duplicate (same applicant applied through multiple Agents)
o College has Declined these program selections: applicant does not meet the Admission
Requirements for any of their program selections
o Agent/Applicant has Declined an Offer, or Withdrawn Acceptance to an Offer (and
indicated they are no longer interested in pursuing the application)
o College has Revoked an Offer (for example, Acceptance deadline passed/offer letter has
expired)
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@2 >

Dashboard Any Term v

Mew Application

Filter By Country
List Views Any Country =
Applicants
Filter By Status
Applications y
Offers Closed v
Any Status
Reports e
b=
Configure ~ Draft . )
Meeds More information
Review

®

» When the application is “Closed”, the Agent/Applicant still has view access
to the program decisions and their profile, however they can no longer
add/remove program selections or re-rank.

» An Agent/Applicant may submit a second application (to the same college)
only once the previous application has been set to “Closed”.
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