
APPLICATION 
GUIDE FOR 
AGENTS 
STEP 1:
Fill in the Agent Details. 

STEP 2:
In the Keyword Search box,  
enter the name of the applicant’s desired 
course  

(For example, the packaged first program—
Foundation or Diploma. 



STEP 3:
Choose the start date and select  
the Bachelor course from the dropdown list.

STEP 4:
Fill in the applicant’s personal details, citizenship 
information, contact details, including your email 
address, phone number and home address. 

All * mandatory fields. 

STEP 5:
Fill in the applicant’s previous studies. After 
selecting the country from the dropdown menu, 
search for and select the institution. If the 
institution is not listed, please select ‘Other’.

STEP 6:
Provide English Proficiency. 

Note: Uploading the English proficiency 
document here is not mandatory.  
You may upload all required documents  
at the end of the application process.

NOTE:
•	 Fill in the mandatory fields only with 		
	 *next to the question.

•	 If you see a red exclamation mark at the top 
	 of the screen, as shown in the screenshot 
	 above, please click it to return to the page 
	 and complete the required fields.

STEP 7:
Select ‘No’ under Financial Information.

STEP 8:
Overseas Health Cover –  
select the option that best suits the applicant’s 
OSHC needs. If they are arranging it, choose  
‘I am organising my own OSHC’.

STEP 9:
Under 18 – Applicants under the age of 18 must 
provide their parent or guardian’s details.

STEP 10:
Read and agree to Privacy and  
Applicant Declaration.

STEP 12:

Upload required documents such as  
passport copy, academic transcripts  
and English proficiency. 

STEP 13:
Submit Application.

STEP 11:
Save and Continue
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