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Accessing the Agent Portal
The Agent Portal can be accessed at:

https://dap.qub.ac.uk/dapprd/agents/

When you access the Agent Portal please enter your Agent ID and Password in the space provided.

Welcome to the Queen's University Agent Portal

Enter your Agent D 2nd Pas
b

4 then cic the Log In busan. #fyou
fosaw elp lin:

eese
Agent Portal
50005279
Sign In Help

FOrgOMtEn your password of AgentID? GELheI

The first time you log in to the Agent Portal you will be asked to change your password. Please enter your
Current Password and then enter a New Password of your own choosing. You will be asked to re-enter the
New Password for validation purposes.

Agent Portal

RUSSELL
GROUP

Home | Log Out | Resel Password
o

Your first login to Agent Portal

As this is your first time logging into the Agent Portal you must reset your password

Please enter th passward you have been supplied with You should then select your own password and enter it twice in the spaces provided. Passwords shouid be between 8 and 20 characters and should not include special characters

Reset Password

Surrent Password

Queerfs University, Belfast



https://dap.qub.ac.uk/dapprd/agents/

Agent Portal Homepage

The first time you enter the Agent Portal there will be no application records.

; seen's University RUSSELL
GROUP

SRS

Password successfully updated

Your Messages - you have 0 unread messages

Welcome to the Agent Portal

The Agent Portal will allow you to manage your applications to Queen's University Beffast

Create New Applicants
Click the ‘Create New Applicant buttan above. You will be asked to complete a registration page for the applicant. After completing the registration page the applicant will be added to yaur Active Associations kst - you will then be able to add applications
forthe candidate

Associate with Existing Applicants
¥ you have provided assistance as an Agent to an applicant who has submitted their own application you may use this feature to associate the appicant with you. Ciick the 'Associate Existing Applicant butian above. You will require the applicants email
address. The applicant will b asked to confirm that they wish to be associated with you. Whilk we are awaiting their reply they wil be listed under Pending Assaciations

Manage Existing Applicants

Apphcants you have already created are listed below under Active Assaciations. The 'Log In’ button will open the candidate’s application. The 'View Summary’ bution allows you to see summary information about an applicant, any applications they have, the
current Decision-Reply status, reply to offers and any messages sent to the applicant. The *Archive’ button allows you to archive old applicants. You can view archived applicants by scroling to the bottom of this page and clicking the "View Archived
Associations' button

We hope that you find this service helpful but if you have any problems or suggestions for improvement we would be happy to hear fram you. Please email us at infl student@aub ac uk

Quearr's University, Belfast

In the top right hand corner there are three links. These links appear on all pages in the Agent Portal and
allow you to navigate to the Agent Portal homepage, log out of the Agent Portal or reset your password.

From the Agent Portal homepage you will be able to:

e Create New Applicants

e Associate with Existing Applicants

e Manage Existing Applicants

e View all Messages sent in relation to applicants you are associated with

e Archive old applicant records



Create New Applicants

To create a new applicant click the ‘Create New Applicant’ button.

USSELL
INTERNATIONAL
EXCELLENCE
GROUP
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Password successfully updated

£ Your Messages - you have 0 unread messages

Welcome to the Agent Portal
The Agent Portal will allow you to manage your applications to Queen's University Belfast

Create New Applicants

Click the 'Create New Applicant button above. You will be asked to complete a registration page for the applicant After completing the registration page the applicant will be added to your Active Associations st - you will then be able to add applications
forthe candidate

Associate with Existing Applicants

¥ you have provided assistance as an Agent to an applicant who has submitted their own application you may use this feature to associate the appicant with you. Ciick the 'Associate Existing Applicant butian above. You will require the applicants email
address. The applicant will b asked to confirm that they wish to be associated with you. Whilk we are awaiting their reply they wil be listed under Pending Assaciations

Manage Existing Applicants

Apphcants you have already created are listed below under Active . The "Log In' button will open the candidate’s application. The View Summary’ button allows you to see summary information about an applicant, any applications they have, the
cument Decision-Reply status, reply to offers and any messages sent to the applicant The *Archive’ button allows you to archive old applicants. You can view archived applicants by scroling to the bottom of this page and clicking the "View Archived
Associations' button

We hope that you find this service helpful but if you have any problems or suggestions for improvement we would be happy to hear fram you. Please email us at infl student@aub ac uk

Quearr's University, Belfast

100% -

You will then be asked to complete a registration form for the applicant. Please enter the applicant’s
details carefully as these will be used in official correspondence from the University. Please enter the
applicant’s email address in the ‘Email’ field. When you have completed the form click the ‘Complete
Registration’ button.

s University RUSSELL
INTERNATIONAL
EXCELLENCE
sROUP

Create New Applicant
To create a new applicant please complete the registration form below. Fiekds marked with an asterisk (*) are mandatory and must be compleled before you can creale a new apphcant

When entering the applicants details please use mixed case (ie enter Peter not PETER or peter) and type your answers exactly as you wish them to appear. Names should be entered exactly as they appear in the applicant's passport This is alsoimportant
for address details as the information will appear as you entered it on any official correspondence sent by the University.

When you are happy that the registration form is carectly completed click the ‘Complete Registratior button and you vill be retumed o the Agent Portal Homepage. The applicant will be listed in your ‘Active Associations' list You will now be able to add
application choices for the applicant

Each of the questions an this page has help associated withit. By clicking on the "7 icon adjacent to the question help will be displayed

@ First Name Soden 1 .

@ Madie Name

@ Sumame/Family name/Last  Seagant 1 .
name

@ Tive " =P

@ Date of Birtn W~ Febnary =~ 1885 = *

@ ena student! student1@qub ac uk -

@ Previous Student ~Yes @ No

© Previous Student Number

@ Frevious Applicant Yes @No *
@ Frevious UCAS Yes ®No *
@ Previous Other Undergraduate @ Yes @ No *
@ Previous Postgraduate o Yes @ho *
@ Previous Open Leaming Yes[@No *
(]

Qusan's Universty, Bafast

H100% -




After you have clicked the ‘Complete Registration’ button you will be returned to the Agent Portal
homepage and you will see that the applicant has been created under ‘Active Associations’.

‘Active Associations’ are applicants you are currently representing.

s sity RUSSELL
GROUP
Agent Portal Home | Log Out | Reset Password

Applicant successfully created

Your Messages - you have 1 uread message

Welcome to the Agent Portal

The Agent Portal wil allow you to manage yow applications to Queen's University Belfast

Create New Applicants
Click the 'Create New Applicant’ bution above. You will be asked to complete a registration page for the applicant. After completing the registration page the applicant will be added to your Active Associations list - you will then be able to add applications
for the candidate.

Associate with Existing Applicants
f you have provided assistance as an Agent to an applicant who has submitied their own application you may use this feature to associate the appicant with you. Cick the ‘Associate Existing Applicant butian above. You will require the applicants email
address. The applicant will be asked to confirm that they wish to be associated with you. While we are awailing their reply they wil be-isted under Pending Assaciations

Manage Existing Applicants

Appicants you have already created are listed below under Active Assaciations. The 'Log In' butian will open the candidate’s application. The View Summary bution alows you to see summary information about an applicant, any applications they have, the
current Decision-Reply status, reply to offers and any messages sent to the applicant. The ‘Archive’ button allows you to archive oid applicants. You can view archived appiicants by scroling to the boltom of this page and ciicking the "View Archived
Assaciations’ button

We hope that you find this service helpful but if you have any problems or suggestions for improvement we would be happy to hear from you_ Please email us at infl student@aub ac uk

Active Associations

Student 1, Student 1 studentt student @qub ac uk 13032012 1746

Archived Associations

Queen's Unwersdy, Belfast

100 -

To create applications for the student you can click the ‘Log In’ button which will take you to the Direct
Application Portal. Please refer to the section on the Direct Application Portal later in this document.



Associate Existing Applicants

If you have provided assistance as an Agent to an applicant who has submitted their own application you
may use this feature to associate the applicant with you. Click the ‘Associate Existing Applicant’ button.

RUSSI

i ELL
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“ Your Messages - you have 0 unread messages

Welcome to the Agent Portal

The Agent Portal will allow you to manage your applications to Queen's University Beflast

Create New Applicants
Click the 'Create New Applicant button above. You will be asked to complete a registration page for the applicant After completing the registration page the applicant will be added to your Active Associations st - you will then be able to add applications
forthe candidate

Associate with Existing Applicants
¥ you have provided assistance as an Agent to an applicant who has submitted their own application you may use this feature to associate the appicant with you. Ciick the 'Associate Existing Applicant butian above. You will require the applicants email
address. The applicant will be asked to confirm that they wish to be associated with you. While we: reply they under Pending

Manage Existing Applicants
Apphcants you have already created are listed below under Active A . The "Log In' button will open the candidate’s application. The View Summary’ button allows you to see summary information about an applicant, any applications they have, the
cument Decision-Reply status, reply to offers and any messages sent to the applicant The *Archive’ button allows you to archive old applicants. You can view archived applicants by scroling to the bottom of this page and clicking the "View Archived
Associations' bution

We hope tha you find this service helpful but if you have any problems or suggestions for improvement we would be happy to hear from you Please email us at inflstudent@qub ac uk

Quearr's University, Belfast

R100% -

Enter the applicant’s email address and then click the ‘Find Applicant’ button.

(}J(wm University
GROUP

Request To Associate With Existing Applicant

¥ you have provided assistance as an Agent o an applicant who has submitted their own application you may use this feature to associate the apphcant with you as an Agent

Enter the applicant's email address and click the 'Find Applicant’ button. The applicant will be sent an email asking them to confirm that they wish to be associated with you.

While we are waiting for the applicant’s reply the request will be shown in your 'Pending Associations' st I the appiicant confirms the: they will be added to your ‘Active * and you will be able to manage their appiication

¥ the applicant does not reply and you wish to remove the requested association chick the "Delete Request’ button in your ‘Pending Associations’ st

Email address student2 student2@qub.ac.uk

Quear's Unwersity, Belfast

®0% - |




If the Agent Portal finds a match the applicant’s name will be displayed. You will be asked to confirm that
this is the correct applicant and the applicant has given you permission to act on their behalf. Click on the
‘Confirm Association’ button to complete the request to be associated with the applicant.

_,.\. s University RUSSELL

GROUP

Agent Portal Home | Log Out | Reset Password
Confirm Association
Below is the name of the applicant who matches the email address you provided.
Please click the ‘Confirm Association’ button to confirm that you would like to represent this applicant and that the applicant has given you permission to act on their behalf

Applicant Found:

Student 2, Student 2

Queen's Universiy, Befast

You will be returned the Agent Portal homepage and the applicant will be added under ‘Pending
Associations — Awaiting applicant reply’. The applicant will be sent an email asking them to access the
Direct Application Portal to confirm that they wish to be associated with you as their Agent. You may also
find it helpful to contact the applicant to let them know that you have made this request.

Agent Portal Home | Log Out | Reset Password

Applicant successfully associated

Your Messages - you have 1 unread message

RUSSELL

GROUP

Welcome to the Agent Portal
The Agent Portal will allow you to manage your applications to Queen's University Beffast

Create New Applicants

Click the ‘Create New Applicant buttan above. You will be asked to complete a registration page for the applicant. After completing the registration page the applicant will be added to yaur Active Associations kst - you will then be able to add applications
forthe candidate

Associate with Existing Applicants
¥ you have provided assistance as an Agent to an applicant who has submitted their own application you may use this feature to associate the appicant with you. Ciick the 'Associate Existing Applicant butian above. You will require the applicants email
address. The applicant will be asked to confirm that they wish to be associated with you While we are awaiting their reply they wil be listed under Pending Associations

Manage Existing Applicants

Apphcants you have already created are histed below under Active Associations. The ‘Log In” button will open the candidate's application. The View Summary’ button allows you to see summary information about an applicant, any apphcations they have, the
current Decision-Reply status, reply to offers and any messages sent to the applicant. The *Archive’ button allows you to archive okd applicants. You can view archived applicants by scroling to the bottom of this page and clicking the ‘View Archived
Assaciations' button

We hope that you find this service helpful but if you have any problems or suggestions for improvement we would be happy to hear fram you. Please email us at infl student@aub ac uk

Pending iations - Awaiting reply

Student 2, Student 2 A stusent2 student2@qubac uk 130312012 17:51
Active A 1S

Ty T— a Agpicantid v N a Account Action w

Student 1, Student 1 WA student student1 @quB ac uk 13003/2012 1746 e

Avabivind Annnsinbicma

The applicant will be listed under ‘Pending Associations — Awaiting applicant reply’ until they reply. If the
applicant does not reply within a reasonable period you may delete the request by clicking the ‘Delete
request’ button.



If the applicant confirms the association then their name will be added under your ‘Active Associations’.

).n- s University RUSSELL
GROUP
Agent Portal Home | Log Qut | Reset Password

(7]

Your Messages - you have 3 unread messages

Welcome to the Agent Portal

The Agent Portal will allow you to manage your applications to Queen's University Belfast

Create New Applicants
Ciick the ‘Create New Applicant button above. You will be asked to complete a registration page for the applicant After completing the registration page the applicant will be added to your Active Associations kst - you will then be able to add applications
for the candidate

Associate with Existing Applicants
¥ you have provided assistance as an Agent to an applicant who has submitted their own application you may use this feature to associate the appicant with you. Click the ‘Associate Existing Applicant’ button above. You will require the applicant's email
address. The applicant will be asked to confirm that they wish to be associated with you While we are awaiting their reply they will be listed under Pending Assaciations

Manage Existing Applicants
Appiicants you have already created are listed below under Active Associations. The "Log In’ button will open the candidate’s application. The "View Summary’ button allows you to see summary information about an applicant, any applications they have, the
current Decision-Reply status, reply to offers and any messages sent 1o the appcant. The ‘Archive’ button allows you 1o archive old applcants. You can view archived apphcants by scroling to the bottom of this page and chcking the 'View Archived
Associations' button.

We hope that you find this service helpful but if you have any problems or suggestions for improvement we would be happy to hear from you Please email us at intl student@aub ac uk

Active Associations

wwrer A Lasthame v A Appicantid w A Emal w & Account Action w

e T e T T
—

NA student2 student2@qub ac.uk 13/03/2012 17.52

Quesn's Urwersity, Belfast

R100% -

If the applicant is associated with another agent or the Agent Portal does not find a match an appropriate
message will be displayed. In these circumstances you are asked to email the University at
intl.student@qub.ac.uk quoting the applicant’s name, email address and why you believe that the applicant
should be associated with you. An email link will be displayed on the page to allow you to email us.



mailto:intl.student@qub.ac.uk

Direct Application Portal

When an applicant is associated with you as their Agent you will be able to access the Direct Application

Portal to submit and manage the candidate’s applications.

If you are accessing the Direct Application Portal for the first time you should complete the ‘My Details’ and
then ‘My Applications’ sections. On each page of the Direct Application Portal a “?’ icon is displayed in the

top right hand corner of the page. If you click on the ‘?" icon help associated with that page is displayed. In
addition a “?” icon is displayed alongside each question. If there are any questions you are uncertain of click

the “?” adjacent to the specific question and help text associated with that question will be displayed.

You can quickly return to the Agent Portal homepage by clicking on the appropriate link displayed in the

top right hand corner of each page.

Direct Applications Portal

Weicome Student 4,
@ "y petais

@ Complete your personal detais

@ ™y Applications

@®ror @ ' cocuments

Queen's University Beltast Homepage You have not uploaded any documents
Frequently Asked Questions.
Contact s

Guidance Notes

You need to complet the personal detaits
‘section before creating an application

"% -



Managing Your Applicants

You can manage your applicants under Active Associations. The list is sorted alphabetically by
Surname/Family Name and then First Name. You can change the sort order by Applicant ID, Email and
Account Action (this is the last action date on an applicant record). You can use the upward and downward
triangles to sort the list in ascending or descending order.

,‘ s University RUSSELL
GROUP

Agent Portal Home | Log Out | Reset Password

Your Messages - you have § unread messages

Welcome to the Agent Portal
The Agent Portal wi allow you to manage you applications fo Queen's Uriversiy Bellast

Create New Applicants
Click the ‘Create New Applicant button above. You will be asked to complete a registration page for the applicant. After completing the registration page the appicant will be added to your Active Associalions kst - you wil then be able to add applications
for the candidate

Associate with Existing Applicants
¥ you have provided assistance as an Agent o an appiicant who has submitted their own application you may use this feature to associate the appécant with you. Cick the ‘Associate Existing Applicant button above: You wilrequire the applicants email
address. The applicant willbe asked to confirm that they wish to be associated with you. While we are awaiting thir reply they will b isted under Pending Associations

Manage Existing Applicants
have already created are listed below under Active As: see summary information about an applicant, any appications they have, the

y scroling to the bottom of this page and ciicking the 'View Archived

en the candidate’s appication. The View Summary’ button alows you

n-Reply status, reply 1o offers and any messages
Associations’ button

ows you 0 archive oid appiicants You can view archived app

We hope

ou find this service helpful but f you have any problems or suggestions for improvement we would be happy 1o hear from you Please email us at inll student@qub ac ul

Active Associations

a AccountAction v

wcarer. & Lasthiame w

a AopscantiD v

Student 1, Student 1 A student1 student! @qub ac uk 1300372012 17.46

Student 2, Student 2 na

Student 3, Student 3 NA Student3 stucent3@qud.ac uk 13/00/2012 17.58

Student 4, Student 4 na studentd studenta@qud ac. uk 13003/2012 17.59

Archived Associations

For each applicant there are three possible actions:
Jriversity !fl‘x\liL
 Agent Portal e g 0 s asemrs |
(2]

You Messages - you have § uead messages [ Create iew Avpicant [ Associale Exstng Appicant

Welcome to the Agent Portal
The Agent Porialwil alw you 1o Manage your appicatons to Queen's Universdy Befast
Create New Applicants

Cick te New Applicant button above. You willbe asked to compiete a registration page for the applicant. Afier completing the registration page the appicart will be added fo your Active Associations list - you wil then be abie to add appications
for the candidate

Associate with Existing Applicants
¥ you have prowded assistance as an Agent to an applicant who has submitted their own appli

ick the ‘Associate Existing Applicant buston above You wil require the apphcant's emai

associate the applicant w

address. The applicant wil be asked 10 Corhm that they wish 1o be associated with Ibe ksted under Pen

Manage Existing Applicants
Apphcants you have alrea:
D ply st

d are fistec
0 offers a

inder Active Ass

We hope that you find this service helpful bus if you have any problems or suggestions for improvement we would be happy 10 hear from you. Please email s at infl student@aub ac.uk

Active Associations

[m-‘unu-mv A Applcant ) v & Emat v A Account Acton W

o e

Student 1, Student 1 N stugentt stu

@ ac
studant 2. stucent 2 A sgen o :
stucent s, student4 a E T — 1s0vz0r2 1740  Log n | Vew summary [ Aichive]

Archived Associations

e H100% ~

1. LogIn
The 'Log In' button will open the candidate's application. Please refer to the section on the Direct
Application Portal.

2. View Summary
The 'View Summary' button allows you to see summary information about an applicant, any
applications they have created/submitted, the current Decision-Reply status, reply to offers and view
any messages sent to the applicant. You can also access the candidate's application from this page.

3. Archive
The 'Archive' button allows you to archive old applicants. You can view archived applicants by
scrolling to the bottom of the Agent Portal homepage and clicking the 'View Archived Associations'
button.



View Applicant Summary Page

This is the main page to manage a candidate’s application(s).

Agent Portal

RUSSELL
NTER )
LENC
GROUP

Home | Log Out | Reset Password

Applicant Details
Student 1 Student 1 Email studentt student1 @qub.ac.uk

14 February 1985 pplican A

Student 1's Applications

This is a ist of this 3 s if any. T

click the "Log In to Applications Portaf button above. The current status of any existing applications is displayed

Created Applications.

These are applicatians which have either been created but not yet submifted ta the University or applications which have been refumed for amendment. You may Log In o the appication portal to complete and submit the application of to withdraw the
appiication - click the 'Log In to Applications Portal button abave

Submitted Applications

These are applications which have been submitted to the University. The curent Decision-Reply status of the application will be displayed. Ifthe Decision is Unconditional - No Reply’ or 'Conditional - Mo Reply’ you can reply to the offer by clicking the 'Log n
o Applications Portal button above

PGT Aceounting and Finance [Master of Science)

13th Mar 2012 05:00per Subrmitted

PGT Finance (Master of Science in Finance) 13th Mar 2012 0:00pem Submitted

Student 1's Messages

This contains all messages sent to this applicant. The messages are arranged in date order with the most recent at the top

¥ you have any queries about this applicant click the 'Contact Admissions’ buttan abowe to send us a message. Please quote the appiicant's name, email address and if available Applicant ID.

Applicant Partal Application Submitted 1300312 6:13pm
Applicant Portal Application Submitted 130312 6:13pm
Applicant Fortal Wekcome to the Quean's Application portal 13012 546pm

“100% -

From this page you can:

1. Login to the application portal for this applicant - please refer to the section on the Direct
Application Portal.

2. Review created applications which have not yet been submitted - please refer to the section on the
Direct Application Portal.

3. Monitor the progress of submitted applications.

4. View all messages sent in relation to this applicant.

r.u RUSSELL
GROUP
Agent Portal Hame | Log Out | Reset Passward
Applicant Details

Student 1 Student 1 student1 student1 @qub ac.uk

14 February 1985 40091554

Student 1's Applications

This is a list of this candidate's applications if any To add new applications click the "Log In to Applications Portal’ button above The current status of any existing applications is displayed:

Created Applications

These are apphcabions which have either been created but not yet submitted to the University or appkcations which have been retumed for amendment. You may Lag Into the application portal to complete and submt the application or to withdraw the application - click the
‘Log Into Applications Portal’ button above.

Submitted Applications

These are apphic ations which have been submitted to the University. The current Decision-Reply status of the appécation will be desplayed If the Decision is “Unconditional - No Reply’ or ‘Gondibonal - No Reply’ you can reply ta the offer by clicking the ‘Log In to Applications
Fortal’ button above:

Par Human Fights and Criminal Justice Cross Border (Master of Laws) 270 Mar 2012 01:000m Crastea -
Por Accounting and Finance (Master of Science) 130 Mas 2012 08:00pm Submited Condtionsi - Offer Declinet
Por Fingace (Master of Scince in Finance) 130 Mas 2012 06.00pm Susmited Uncondlional - Ot Accapled

s contains all messages sent to this applicant. The messages are ananged n dale order with the most recent at the op

you have any queries about this applicant click the ‘Cantact Admissions’ button above to send us a message. Please quate the applicant's name, email address and if avalable Applicant ID.

[ a

#pplicant Portsl The offer for application 00232602 hars been accepted 130312 :33pm
Appicant Portzl The offer for application 00232603 has been deciined 130312 6:320m
Admissions Ofice Update to Application No 00232603 130312 E:30pm
i s Ofice Update to Application No 00232602

120312 5:27pm
#amissions Omce Appiication No 00232603 -has passed initial check

130312 523pm

= -



When a decision is made on an application it will be displayed on the applicant summary page. You can
view the decision by clicking the ‘Log In to Applications Portal’ button.

Queen's University RUSSELL

Belfast INTERNATION
EXCELLENC
GROUP

Applicant Details
Hame Swdent 1 Student 1 Email Student] student! @qub ac uk

D.08 14 February 1085 Applicant 1D 40031564

Student 1's Applications

This is a st of this if any. To ad click the 'Log In ta Applications Perlar button above. The current status of any existing applicaions is displayed:
Created Applications
These are applications which have either been created but not yet submitted ta the University or applications which have been refurmed for amendment You may Log In fo the application portal to complete and submit the application or to withdraw the

application - click the 'Log In to Applications Portal button above:

Submitted Applications
These are applications which have been submitted to the University. The current Decision-Reply status of the application will be displayed. Ifthe Decision is Unconditional - No Reply’ or ‘Conditional - No Reply’ you can reply to the offer by clicking the 'LogIn
to Applications Portar bution above

PGT Accounting and Finance (Master of Science) Submited

43th War 2012 06 00pm

Condiianal - na reply

PGT Finance (Master of Scienca in Finance] 13th Mar 2012 06:00pm Submitted Unconitional - no raply

Student 1's Messages
This contains all messages sent to this applicant The messages are arranged in date order with the mast recent at the top

¥ you have any queries about this applicant click the 'Contact Admissions’ buttan abowe to send us a message. Please quote the appiicant's name, email address and if available Applicant ID.

Admissions Office

Admissions Office
Admissions Ofice
Admissions Office

Applcant Paral

Update to Application Ho D0212603
Update to Application Ho 00232602

Application No 09232603 - has passad initial check
Application Ho 00232602 - has passed Initial check
Application Submitted

130312 6:30pm

112 627pm
130312 6:23pm
130312 6:23pm
130312 6:18pm

“100% -

After clicking the ‘Log In to Applications Portal’ button the candidate’s application will be opened and under
‘My Applications’ a link to view the decision and reply to an offer will be displayed.

Welcome Student 1,

To apply you should complete Wy Detads’ and then W
it 80 3 lates date

Aller you have completed your first appication you can subm
‘addtional applications by visiting My Applications

You wil bo ablo 1o accept/deciing ofers in the My Applications
section

Far applicants who receive offers you will find it helpful to
wisit the Hew Students website at www.qub.ac uklnew.

students!.

Applications’. You can save your application and retum to compiets

@ My Dewils

@ Your personal details are now complote

More b

. My Messages

@ You have 6 new messages

Wore

. My Applications.

You have 0 pending applications

You have 2 submitted applications

A You have new offers
Repiy Now

More b

@ Hep
Queen's University Beifast Homepage
Fraquently Asked Questions.
Contact Us
Guidance Notes

@ Wy Documents

You have not uplosded any documents

Mors b

AGENT: Liam Barton Global Visions Agency

RUSSELL

Coars Uity Bt

0% -




If you follow the link the following page is displayed. Click the ‘View Decision’ button to see the decision.

Submitted

This will open a new page (see below). This page will show the decision, and if the offer is conditional it will
show the condition(s). You can then decide to accept, decline or reply to the offer later.

My Applications > Reply to Offer 9

If you choose to accept the offer you will be asked to provide a copy of the applicant’s passport. This is
required so that we can prepare a Confirmation of Acceptance for Studies (CAS) which is required for
international (non-EU/EEA) students wishing to study in the United Kingdom.

The preferred option is that you upload a copy of the applicant’s passport at this stage. However, if this is
not possible you can indicate that you will provide a copy of the passport later. You should forward a copy
of the applicant’s passport as soon as possible. You should forward a copy of the passport by email
(preferred) to intl.student@qub.ac.uk or post it to the Admissions and Access Service.



mailto:intl.student@qub.ac.uk

If you reply to an offer(s) the applicant summary page is updated accordingly. You may accept more than
one offer on behalf of an applicant but we would ask you to advise us which offer(s) the applicant finally
wishes to accept and decline as soon as the applicant has finalised their plans. This will ensure that the
applicant is provided with the correct information on their CAS.
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Applicant Details
ame Student 1 Student 1 Email Student! student! @qub ac uk
1 14 February 1085 pplican 40091554

Student 1's Applications

This is a st of this if any. T click the 'Log In ta Applications Perlar button above. The current status of any existing applicaions is displayed:
Created Applications
These are applications which have either been created but not yet submitted ta the University or applications which have been refurmed for amendment You may Log In fo the application portal to complete and submit the application or to withdraw the &

application - click the 'Log In o Applications Prtal button above

Submitted Applications

These are applications which have been submitted to the University. The current Decision-Reply status of the application will be displayed. Ifthe Decision is Unconditional - No Reply’ or ‘Conditional - No Reply’ you can reply to the offer by clicking the 'LogIn
to Applications Portar bution above

nd Finance (Msster of Seience) 121 Mar 2012 06 00pm Submited nal - Ofer Declined
Finance [aster of Science in Finance) 13 Mar 2012 06 00pm Submitted Jncondiianal . O%ar fccoied

Student 1's Messages | Contact Agmissions |

This contains all messages sent to Ihis applicant. The messages are aranged in date order with the mast recent at the top

f you have any queries about this applicant click the ‘Contact Admissions’ button above to send us a message. Please quote the appiicant's name, email address and if available Applicant ID.

Applicant Pansl The offer for application 00232602 has been accepted 1310312 6:33pm
Applicant Fortal The offer for application 00232603 has been declined 10312 6:32m
Admissions Ofice Update to Application Ho D0232603 1300312 6:30pm
Admissions Office Update to Application Ho D0Z32602 1300312 6:27pm
Admissions Ofice Application Ho 00232603 - has passed initial check

130312 6:23pm

a0x -

All messages in relation to an individual applicant are also displayed. You can view messages by double

clicking on the subject of the message. You can also reply to messages — please refer to the section on
‘Your Messages’ later in this document.

RUSSELL
NTER A
NC

LE
GROUP

Home | Log Qut | Resel Password

Applicant Details
Student 1 Student 1 Email studentt student1 @qub.ac.uk
14 February 1985 pplican 40091554

Student 1's Applications

This is a ist of this 3 s if any. T click the "Log In to Applications Portaf button above. The current status of any existing applications is displayed:

Created Applications.

These are applicatians which have either been created but not yet submifted ta the University or applications which have been refumed for amendment. You may Log In o the appication portal to complete and submit the application of to withdraw the
appiication - click the 'Log In to Applications Portal button abave

Submitted Applications

These are applications which have been submitted to the University. The curent Decision-Reply status of the application will be displayed. Ifthe Decision is Unconditianal - No Reply’ or'Conditional
o Applications Portal button above

|- No Reply’ you can reply to the offer by ciicking the "Login

PGT Accounting and Finance (Master of Science) 13th Mar 2012 06 00pm Submitted Decision Pending
PGT Finance {Master of Science in Finance) 13th Mar 2012 06-00pm Submitted Dacision Pending

Student 1's Messages
This contains all messages sent to this applicant The messages are arranged in date order with the mast recent at the top

¥ you have any queries about this applicant click the 'Contact Admissions’ buttan abowe to send us a message. Please quote the appiicant's name, email address and if available Applicant ID.

Admissions Office

Application Ho 00232603 - has passed initial check 1300312 6:23pm

Admissions Office

130312 6:23pm
Applicant Portal Application Submitted 130312 6:18pm

Applicant Ponal Application Submited 1310312 6:13pm

Applicant Panal Welcome 1o the Queen’s Application porial 1310312 5:46pm




Your Messages

From the Agent Portal homepage there is a link to allow you to view all messages in relation to your active
applicants. It will also highlight if you have any unread messages.
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I Your Messages - you have 3 unread messages I

Welcome to the Agent Portal

The Agent Portal will allow you to manage your applications to Queen's University Belfast

Create New Applicants
Chck the 'Create New Applicant’ button above. You will be asked to complete a registration page for the applicant. After completing the registration page the applicant will be added to your Active Associations kst - you will then be able to add applications
for the candidate

Associate with Existing Applicants
¥ you have provided assistance as an Agent to an applicant who has submitted their own application you may use this feature to associate the appicant with you. Ciick the ‘Associate Existing Applicant’ bution above. You will require the applicant's email
address. The applicant will be asked to confirm that they wish to be associated with you. While we are awaiting their reply they will be listed under Pending Assaciations

Manage Existing Applicants
Appiicants you have already created are listed below under Active Associations. The "Log In’ button will open the candidate’s application. The "View Summary’ button allows you to see summary information about an applicant, any applications they have, the
current Decision-Reply status, reply to offers and any messages sent 1o the appkcant. The ‘Archive’ button allows you 1o archive old applcants. You can view archived apphcants by scroling to the bottom of this page and chicking the ‘View Archived
Associations' button

We hope thal you find this service helpful but f you have any problems of suggestions for improvement we would be happy o hear from you Please email us at intl student@aub ac uk

Active Associations

wnrer A Lasthame v a Appicantid w A Emal v a Account Action w

Student 1, Student 1 N student1 student1 @quo ac uk 1303/2012 1746

Student 2, Student 2 N student2 student2@qub ac.uk 130372012 17:52

Archived Associations

Queen's Unwersity, Belfast
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Messages are arranged in date order with the most recent appearing first. To view a message double click
on the subject of the message.
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Your Messages

This page contains a list of all messages sent to your Active Associations. The messages are sorted by date with the most recent at the top. To view a message double chick on the subject of the message

You can distinguish between Unread and Read messages as the former are in bold. In addition, Unread message show an unopened efvelope on the left hand side of the date while the Read messages have an opened envelope

¥ you click on the 'View Applicant Summary’ button you will see the status of this applicant, a list of their applications (if any) and all of their individual messages

20120343 17:52:47 Student 2, Student 2 Welcome to the Queen's Application portal

20120343 17:58:43 Student 2, Student 2 Request from Agent to be Associated with you

20120313 17:46:42 Student 1, Student 1 Welcome to the Queen's Application portal

Queen's Unwersty, Belfast

0% -

You can distinguish between read and unread messages as unread message are in bold. In addition, for
unread messages an unopened envelope icon is displayed to the left of the date of the message. For read
messages an opened envelope icon appears.



After reading a message you can then click the ‘Return to previous page’ which will return you to the ‘Your
Messages’ page. If you opened the message from the applicant summary page you will be returned to the
applicant summary page.

If you have a query in relation to a message you can reply to the message by clicking the ‘Contact
Admissions about this message’ button.
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& you have completed the My Details section the informatian you have entered will be used for each of yous application choices (18 you will not have Lo enter this information again)

After you have completed the My Delails section you sheuld go to My Applications fram the homepage 1o ereale an appiication. When you have completed your application you wil be asked ta review it before submitiing the application

if you have any queries about completing the application help is provided on each page. Alongside each question there is a question mark icon (7) - click an the questian mark icon for help. Each page aiso has its awn help - click the guestion mark icon (7)in the top right hand comer.
You can track the progress of your application after you have submitted it by rstuming to the application portal and checking the My Applications section

if you are made an affer you will ind it helpful 1 visit our New Studerns website

hitp:i/www qub ac uk/new-students/

Shaukd you have problems camplating the application plaass contact the Admissions and Access Senica for assistance.

Postgraduate Admissions

Admissions and Access Senice
Lanyon Nosth

Queen's Unnersity Bellast
Beffast

Tel- +44 (D) 28 9097 5081
) 28 9097 5151

pg.apply@aqub ac uk

Queen's Universiy, Belfast

ax -

If you are contacting Admissions about an applicant please quote the applicant’s name and email address.
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Contact Admissions

F you are conlacting us about an Applicant please quote their name and email address

Enter subject

Enter message

Quear's University, Belfast
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Archiving old applicants

This will allow you to manage your applicants over time as you can archive old applicants. From the Agent
Portal homepage click on the ‘Archive’ button against the applicant you wish to archive.

@ jeen's University RUSSELL
INTERNA
EXCELLEN

GROUP

Your Messages - you have § unread messages

Welcome to the Agent Portal
The Agent Portal will allow you to manage your applications to Queen's University Belfast

Create New Applicants
Chck the ‘Create New Applicant” button above. You will be asked to complete a registration page for the applicant. After completing the registration page the applicant will be added to your Active Associations kst - you will then be able to add applications
for the candidate

Associate with Existing Applicants
¥ you have provided assistance as an Agent to an applicant who has submitted their own application you may use this feature to associate the appiicant with you. Click the 'Associate Existing Applicant’ button above. You will require the applicant's email
‘address. The applicant will be asked to confirm that they wish to be associated with you While we are awaiting their reply they will be listed under Pending Associations b

Manage Existing Applicants
Applicants you have already created are listed below under Active Associations. The 'Log In’ button will open the candidate's application. The 'View Summary’ button allows you to see summary information about an applicant, any applications they have, the

current Decision-Reply status, reply to offers and any messages sent to the applicant. The ‘Archive’ button allows you 10 archive okd applicants. You can view archived appicants by scroling to the bottom of this page and cicking the ‘View Archived
Associations’ button

We hope that you find this semvice helpful but if you have any problems or suggestions for improvement we would be happy to hear from you Please email us at intl student @aub ac uk

Active Associations

wcnrer & Lasthiame w  AppicantiD . A Email v a Account Actin v

Student 1, Student 1 student? student1@quo ac uk 130372012 17:46

Student 2, Student 2 7 student2 student2@qub ac uk 120372012 17:52

Student 3, Student 3 stugentd studenta@qub ac uk 13/03/2012 1758

Student 4, Student 4. studentd studentd@qubd.ac. uk 13/03/2012 1759

Archived Associations =

You will be asked to confirm whether or not you wish to proceed.
ieens University ‘R\u‘slsl‘w . |
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Are you sure you want to archive the associafion with Student 4, Student 47

Quean's University, Belfast

H100% -




If you wish to see a list of ‘Archived Associations’ or re-activate an archived applicant scroll to the bottom
of the Agent Portal homepage and click the ‘View Archived Associations’ button.

Your Messages - you have § unread messages

Welcome to the Agent Portal
The Agent Portal will allow you to manage your applications to Queen's University Belfast

Create New Applicants

Chck the ‘Create New Applicant’ button above. You will be asked to complete a registration page for the applicant. After completing the registration page the applicant will be added to your Active Associations kst - you will then be able to add applications
for the candidate

Associate with Existing Applicants

¥ you have provided assistance as an Agent to an applicant who has submitted their own application you may use this feature to associate the appicant with you. Ciick the ‘Associate Existing Applicant’ bution above. You will require the applicant's email
address. The applicant will be asked to confirm that they wish to be associated with you. While we are awaiting their reply they will be listed under Pending Assaciations. :

Manage Existing Applicants
Applicants you have already created are listed below under Active Associations. The 'Log In’ button will open the candidate's application. The 'View Summary’ button allows you to see summary information about an applicant, any applications they have, the

current Decision-Reply status, reply o offers and any messages sent to the apphicant. The ‘Archive’ button allows you to archive old applicants. You can view archived appicants by scroling to the bottom of this page and ciicking the 'View Archived
Associations' button

We hope that you find this service helpful but if you have any problems or suggestions for improvement we would be happy to hear from you Please email us at intl st

Active Associations

Student 1, Student 1 NA student1 studenti @quo ac uk 130372012 1746
Student 2, Student 2 NA Student2 student2@qubac.uk 1300372012 17:52
Student 3, Student 3 NA stugentd student3@qub.ac uk 13/03/2012 17.58
Student 4, Student 4 A Studentd studenta@qub.ac uk 1303/2012 1750

Archived Associations

#100% -

On the ‘Archived Associations’ page you will see a list of Archived Associations arranged alphabetically by

Surname/Family Name and then First name. If you wish to re-activate an applicant click on the ‘Activate’
button.

RUSSELL
INT C

Archived Associations

Below is a list of archived applicants. The kst is sorted alphabetically by Sumame/Family Name and then by First Name.

You can reactivate an archived appicant by clicking the ‘Activate' button. The applicant will then be added to your ‘Active Associations” list

Archived Associations

Student 4, Student 4 NA studentd student4@qub ac uk 130032012 17:59

Queen's Unwersty, Belfast

K10% -




You will be asked to confirm whether or not you wish to re-activate the applicant. If you confirm that you
wish to re-activate an applicant their details will be added under your ‘Active Associations’ list on the Agent
Portal homepage.

m Queers University RUSSELL
Belfast INTERNATIONAL
EXCELLENCE
GROUP

Are you sure you want to re-activate the associafion with Student 4, Student 47
[ |

Queer's University, Bolfast
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Resetting your Password

From the Agent Portal homepage you can reset your password.

;,.. RUSSELL
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Agent Portal

Password successfully updated

Your Messages - you have 0 unread messages

Welcome to the Agent Portal

The Agent Portal will allow you to manage your applications to Queen's University Beffast

Create New Applicants
Click the ‘Create New Applicant buttan above. You will be asked to complete a registration page for the applicant. After completing the registration page the applicant will be added to your Active Associations st - you wil fhen be able to add applications
forthe candidate

Associate with Existing Applicants
¥ you have provided assistance as an Agent to an applicant who has submitted their own application you may use this feature to associate the appicant with you. Click the ‘Associate Existing Applicant button above. You will require the applicant's email
address. The applicant will be asked to confirm that they wish to be associated with you. Whilk we are awaiting their reply they wil be listed under Pending Associations

Manage Existing Applicants

Apphcants you have already created are listed below under Active Associations. The 'Log I’ button will apen the candidate’s application. The View Summeary bulton allows you to see summary information about an applicant, any applications they have, the
cument Decision-Reply status, reply to offers and any messages sent to the applicant The *Archive’ button allows you to archive old applicants. You can view archived applicants by scroling ta the bottom of this page and clicking the ‘View Archived

Assaciafions’ button

We hope that you find this service helpful but if you have any problems or suggestions for improvement we would be happy to hear fram you. Please email us at inll student@aqub ac Uk

Quearr's University, Belfast

100% -

Please enter your Current Password and then enter a New Password of your own choosing. You will be
asked to re-enter the New Password for validation purposes.

If you share this Password with other users please advise them of the updated password.

ris Universit RUSSELL
GROUP

Agent Portal Home | Log Out | Resst Password

Reset Password

Please enter your curment password. Yau should then choase a new password and enter it twice in the spaces provided. Passwords should be between 8 and 20 characters and shoukd not inchude special characters

¥ you share this Password with other users please advise them of the updated password.

Quaen's Unwersity, Baltast

e -




Help

In the top right hand corner of all pages in the Agent Portal and the Direct Application Portal a “?’ icon is
displayed. If you click on the ‘?’ icon help associated with that page is displayed.

Your Messages - you have 0 unread messages

Welcome to the Agent Portal

The Agent Portal wil allow you to manage yow applications to Queen's University Belfast

Create New Applicants
Click the ‘Create New Applicant buttan above. You will be asked to complete a registration page for the applicant. After completing the registration page the applicant will be added to yaur Active Associations kst - you will then be able to add applications
forthe candidate

Associate with Existing Applicants
¥ you have provided assistance as an Agent to an applicant who has submitted their own application you may use this feature to associate the appicant with you. Ciick the 'Associate Existing Applicant butian above. You will require the applicants email
address. The applicant will b asked to confirm that they wish to be associated with you. Whilk we are awaiting their reply they wil be listed under Pending Assaciations

Manage Existing Applicants

Apphcants you have already created are listed below under Active Associations. The "Log I’ button will apen the candidate’s application. The View Summary' bution alows you to see summary information about an applicant, any applications they have, the
cument Decision-Reply status, reply to offers and any messages sent to the applicant The *Archive’ button allows you to archive old applicants. You can view archived applicants by scroling to the bottom of this page and clicking the "View Archived

Assaciafions’ button

We hope that you find this service helpful but if you have any problems or suggestions for improvement we would be happy to hear fram you. Please email us at infl student@aub ac uk

Quearr's University, Belfast

“100% -

On the ‘Create New Applicant’ page, and throughout the Direct Application Portal a ‘?” icon is also displayed
alongside each question. If there are any questions you are uncertain of click the ‘?’ adjacent to the specific
question and help text associated with that question will be displayed (see below).

RUSSELL
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Create New Applicant

To create a new applicant please complete the registration form below. Fiekds marked with an asterisk (*) are mandatory and must be completed before you can creale a new applicant

When entering the applicant's details please use mixed case (ie enter Peter not PETER or peter) and type your answers exactly as you wish them to appear. Names should be entered exactly as they appear in the applicant's passport. This is also important
for address detalls as the information will appear as you entered it on any official correspondence sent by the University.

When you are happy that the registration form is correctly completed click the 'Complete Registration’ button and you will be retumed to the Agent Portal Homepage. The applicant will be listed in your "Active Associations' fist. You will now be able to add
application choices for the applicant

Each of the questions on this page has help associated with it By clicking on the 2" icon adjacent to the question help wil be displayed.

Student 1 -

Student 1

" .-

W~ Febary v 1985 v *
studentt student1@qub.ac uk .

Yes @ No

Yes @No *

Previous Applicant

Piaase indicate # you have p

5) you have appliedto

Yes @ No *
Yes @ No *
Yes @ No *

3 Yes @ No * -
jvascopt: showkelp( help 8514 0% -

If you cannot find the help you require please do not hesitate to contact the Admissions and Access Service
at intl.student@qub.ac.uk.
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