
Agent Portal Guide - Agency Managers

The agent portal is designed to make it easier for you to manage your students’ applications from one
place and each member of staff will have their own account and log in details to access the portal.

‘Agency staff’ will have access to manage applications and applicant linkage. Agency Managers will have
the same features as ‘agency staff’ but with the added ability to manage the agency details and staff
accounts.

The instructions you will find on this document relate to the Agency Manager account type.

Please be aware that the images in this document are provided as examples of what the portal will look
like. We have used test data to demonstrate what certain pages will look like on the portal, however you
will notice that some details have been blocked out for data protection reasons.

How to use this guide:

This guide should be used for reference only. As we are still developing the portal, things may change
and be updated as we receive feedback so please ensure that you always follow the instructions on your
screen.

To find information about a specific task within the portal, please see the contents on the next page and
click on the relevant link.

There is also a link at the bottom of each page which will take you back to the Contents page.

Questions/Problems:

If you have any issues with the agent portal or would like some further information, please contact us on
international-agents@york.ac.uk

mailto:international-agents@york.ac.uk
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Log-In:
To log in to the portal, please use this link:
https://evision.york.ac.uk/urd/sits.urd/run/siw_lgn?htv=agent

You will have received your login details via email. If you have not received these, please email
international-agents@york.ac.uk

The log in page should look like the screenshot below:

When logging in for the first time, please use the credentials that were provided in the email. You will be
directed to a page to reset your password. After you have changed your password, you will be directed to
the agent portal.
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‘Agency Management’ Navigation Tab

Agency Details
Here you can see the address and contact information for your agency.
To request a change to the agency information, click on the ‘Request Update’ button.

Once you have clicked on the ‘Request Update’ button, you will be taken through to the form to update
the details:
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Update the required information and then click the ‘Submit’ button. You will then be taken to a
confirmation page to confirm that your request was submitted successfully.

The request should now be visible in the ‘Agency Update Requests’ section of the dashboard. To review
any request made, click on the ‘View Request Details’ link in the table:

The information submitted in the request can be reviewed here but no changes can be made. You can
click the ‘Back to portal’ button to return to the manager dashboard.
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Manage Staff
This section of the dashboard contains the functionality to manage the members of staff within an
agency.

Current Staff
Within the current staff table there is a link for each staff member. By clicking on their name you can
review the information about that particular staff member:
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Within this page you can edit the agent’s details by changing the information in any of the fields and
clicking on the ‘Submit’ button, or you can click the ‘Back’ button which will take you back to the manager
dashboard.

After submitting the changes you will be taken to the confirmation page. Click the ‘Return to main page’
button to go to the manager dashboard.

Deactivating a Member of Staff

If a member of staff no longer works for your agency, you will need to ‘deactivate’ them on the portal.

Click on the name of the staff member in the ‘Current agents’ table and then click the ‘Deactivate’ button
at the bottom of the page. You should then be taken to this page:

From here you can confirm you wish to deactivate this staff member.
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By clicking ‘Yes’ this will stop the agent from logging into the portal from now on and disable their
records. They should now appear in the ‘Historic Agents’ table:

Historic Agents

Any agents who have been deactivated will appear in this list for information purposes.

To deactivate a member of staff please see ‘Deactivating a Member of Staff’.
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Create New Agents
Clicking on the ‘Create new agents’ button will take you to this page:

To create a new agent, you need to fill out the form and click the ‘Submit’ button.
Please check the information is correct before clicking Submit.

Once submitted you will see the confirmation page where you can return to the manager dashboard by
clicking the ‘Return to main page’ button:
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The new agent should then be visible in the ‘Current Staff’ table:

The email address that is entered in the form will receive an email that contains the login details for the
agent that has just been created. It will have their username and password included and will provide
instructions on how to finish setting up their account.

The staff member will need to follow the link in the email and use the log in details provided.

After they have logged in for the first time, the staff member will be directed to a page to reset their
password:

After creating a new password, the new member of staff should then see the relevant agent dashboard.
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The ‘Applications’ Tab
When you log in to the portal, you will see the list of current applications that are linked with your agency.

You can search for individual students using the search bar. You can also sort the list by any of the
categories in the headings by clicking on them to sort into ascending/descending order.

Historic Applications
This section allows you to view historic applications from previous years. As with the current students
section, you can use the search bar to search for a particular student or course etc.

You will not be able to edit or view any specific information about these applications, they are here for
your reference.
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Start New Application

After clicking on the ‘Start New Application’ button you should be directed to a new page that looks like
this:

For UG or PGCE/MASW courses, you will need to click the link to the UCAS website to start an
application.  You will then need to use the ‘Applicant Linkage’ section of the portal to request the link to
be made. Please ensure that your agency name is included in the ‘Nominated Access’ section of the
UCAS application to avoid delays in processing your linkage request.

For Teacher Training, you will need to click the link provided to apply through GOV.UK

For PG courses, you need to select the correct course from the drop down list.

Once you have selected the course, please wait until you see an option appear to select a course start
date (occurrence):
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After clicking the ‘Submit’ button, you will be taken through to a page to create an account for this
application. Please check that the course name and start date are correct at the top of the form.

The login details entered on this page need to be unique and different from your agent portal login.

Once you click on the ‘Create User’ button, you will be taken through to the application form to complete.

Please note that you should select your agency from the drop down box on the application form
before submitting the application, it should then appear in the portal within a few days. If you did
not select your agency then you will need to use the 'Applicant linkage' section of the portal to
request the link to be made. If you have started a new postgraduate application but not yet
submitted it, you will not be able to access this through the portal. Instead, you will need to use
the login information you entered when starting the application and follow the instructions
provided in the email you received with your login details.
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Current Applications

To view a list of current applications that are linked to your agency, click on the ‘Current Applications’
button in the ‘Applications’ section of the portal.

You can use the search box to filter the list by any of the column headings provided including student ID
number, student name, offer status and course name.

To view more detailed information about a particular application, click on the student’s ID Number in
order to view their applicant summary.

Student Application Summary
Once you have clicked a student ID number in the ‘Current Students’ section, you will see the application
summary page:
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The blue text box provides information about the offer status. Once you accept or reject an offer, the text
should update here.

Any conditions of the offer will show in this section and it will also display whether the condition has been
met or if it is still pending (as shown above).

For a postgraduate application, you can also view the application form that was submitted by clicking the
‘View application form’ button. The form should open in a new tab and contain all the information taken
from the application form:
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View/Edit Applicant Personal Details
In order to view and edit the applicant’s contact details, you should click on the ‘View/Edit applicant
details’ link. This will lead you to a new page:

To edit any of the personal information at the top e.g. name, date of birth etc, you will need to contact us
via email as we will need to see proof of ID to make these changes.

To edit the applicant’s home or contact address details you can click on the ‘Edit’ buttons for either of
these.
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You will see this screen to change or add any information:

Once you have made a change to any of the fields you can click ‘Save changes’ or click ‘Cancel’ to go
back to the applicant dashboard. Please check that the details are correct before clicking submit.

IMPORTANT: Please ensure that the ‘Home Address’ details are those of the student and NOT the
agency details. The email address in this section MUST belong to the student.
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Responding to a PG offer/Change Offer Response
To respond to a postgraduate offer or change an offer response, click on the button on the right which will
either say ‘Change offer response’ or ‘Respond to offer’.

You will then be taken to this screen which provides you with the information you need to read before
responding to an offer:

If you choose ‘Accept’ and click ‘Send Response’ you should be taken to a page to disclose any criminal
convictions, please see below for further information.
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Supply Criminal Conviction Information

When you choose to ‘accept’ a postgraduate offer, you will see this page asking to declare any criminal
convictions.

From the drop down box, please select either Yes or No.
If you select ‘Yes’, a pop up box will appear to confirm your response is correct.

If you select ‘No’, this pop up will not appear and you will be taken back to the applicant summary.
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Responding to a UG Offer

To respond to an undergraduate offer, please click the link that says ‘Respond to offer via UCAS Track’.
This will take you directly to the UCAS website to respond to an offer.

Supply Criminal Conviction Information
Undergraduate applicants must supply their criminal convictions information separately. To do this click
on the ‘Supply Criminal Conviction Information’ button which will show as an option on the applicant
summary.

Please read the information on this page carefully.

From the drop down box, choose either ‘Yes, I have a relevant unspent criminal conviction’ or ‘No, I don’t
have any relevant unspent criminal convictions’.

If you select ‘Yes’ there should be a further pop-up box that checks you have selected the correct answer
and then you can either change your answer or continue with your answer and submit:
If you select ‘No’, this pop up will not appear and you will be taken back to the applicant summary.
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Manage Tier 4 Visa
On the applicant summary page, click on the ‘Manage Tier 4 Visa’ button and this will take you to the
CAS request task, which should look like this:

From here you can select the correct programme from the drop down list at the top and click ‘Submit’.
You should then be taken to this page:
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Underneath this information, you will be able to see the current status of the CAS.

To request an applicant’s CAS you need to click on the ‘Request your Tier 4 Visa Confirmation of
Acceptance’ button.

This will lead you to this form to complete:
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Once you have completed this form and clicked ‘Save and continue’, you will then be asked to upload a
Passport image.

To do this click on the ‘Choose File’’ button. A new window will open to allow you to choose a file, once
selected click ‘Open’ and the file name should appear next to the ‘Choose File’ button. Then click the
‘Upload’ button:

Once uploaded, the document can then be previewed, deleted or a new document can be added. To
preview the document click the ‘Preview’ link and to delete select the tick box and click the ‘Delete
Selected Files’ button:

Now that you have uploaded the document you can click ‘Save and Continue’ to go to the next step.
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Please answer the questions on this page and then click the ‘Save and Continue’ button:

The next page will ask if you want to upload a SELT certificate. You an either click the button to upload a
document or check the ‘I do not have a SELT certificate’ option and click ‘Save and Continue’

The last step is to review and confirm the details you have entered by selecting the tick box and clicking
the ‘Submit’ button.
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Once submitted you will see this screen. Please click finish to go back to the CAS request task:

Once you are back you can check the request you have submitted by clicking on the ‘View Tier 4
Confirmation of Acceptance Request’.
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Supply Sponsorship Information
In order to supply the sponsorship information, you can click on the ‘Supply Sponsorship Information’ link
on the applicant summary.

To view the current year’s tuition fees, you can click on the first link.

The second link allows you to submit the sponsorship information:
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Fill out all the fields and click the ‘Continue’ button.
You will then be asked to confirm the details and click the ‘Continue’ button.

The next step requires a document to be uploaded. First select the dropdown to choose how many
documents you want to upload and then click on the ‘Choose File’ button.

Please select a document and add a description.

Once complete click on the ‘Continue’ button.

This is the final step which shows you that the information has been submitted and you can now click the
‘Applications’ tab to take you back to the applicant portal.
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Book onto a Visit Day
For undergraduate applicants, students are invited to book onto a visit day. To start this process, click on
the ‘Book on this visit day’ button on the applicant summary page.

Select the correct visit day and continue to fill in the required information and either click ‘Cancel’ to go
back to the previous page or ‘Book’ to book a place on the visit day:

Once you have selected ‘Book’, you should be taken to a confirmation page where you can click ‘Finish’
to go back to the applicant dashboard:
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Responding to a Pre-sessional Offer
To respond to a pre-sessional offer, click the applicant ID to open the application summary page.
Click the ‘Respond to offer’ button at the right-hand side.
Please read the information provided and select an option from the drop-down list.

If you select ‘Decline’ from the dropdown and click on the ‘Submit’ button you will be taken straight back
to the applicant dashboard and will see the updated status on the summary page.

If you choose ‘Accept’ and click submit, you will be taken to a page asking you to pay for the
pre-sessional course and will need to follow the instructions provided to make the payment.
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Correspondence
Each email or document generated for the applicant will be shown here. To view each one click on the
‘View’ link.

You should be taken to a new page where all the information is shown:
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Supporting Documents
In this tab, documents can be reviewed that have already been updated by clicking on the ‘View’ link and
new documents can be uploaded by clicking on the ‘Upload a document’ link:

After clicking on the ‘Upload a document’ you should be taken to this page where it clearly states which
application you are uploading the document to and it allows you to choose a document type. Once you
have selected the type click on the ‘Upload document’ button:
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The next step allows you to upload the specific document by clicking on the ‘Choose File’ button and
once selected, click the ‘Upload’ button to upload the document:

Once uploaded, the document can either be viewed by clicking on the ‘Preview’ link or deleted by
selecting the tick box and clicking on the ‘Delete Selected Files’ button:

The next step after the ‘Save and continue’ button is clicked shows a confirmation of the document
uploaded and a link to return to the applicant dashboard:

The document should now be in the list of uploaded documents.
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References
If a referee was included in the application form, the request for the reference can be tracked in this tab.
If the reference has been received, you will see the date it was submitted in the status column.

Please note that a status of ‘received’ does not mean that the reference has been assessed and
approved.
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The ‘Applicant Linkage’ Navigation Tab

Current Applicant Linkage Requests

To review existing requests that you have submitted, you can click on the ‘View Request Details’ link and
be taken to this page:

Within here all of the information can be reviewed but not changed. To go back to the previous page you
can click the ‘Back’ button.
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Historic Applicant Linkage Requests

All of the historic requests that have been processed can be viewed here and the link will be available to
view the information.
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Create New Request
In order to submit this request, you will need to fill out the whole form and click the ‘Submit’ button:

Please ensure that before clicking on the ‘Submit’ button that you have the full consent of the student to
represent them and that you have selected the correct level of support.

Once submitted, you should see a confirmation page that says the request has been successfully
submitted. From here you can click on the ‘Return to dashboard’ button to go back to the applicant
linkage dashboard:
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Forgotten Password

If you have forgotten your password, you can request another by clicking on the ‘Forgotten your
Password?’ link on the Agent Portal Login page:

After clicking the link you should be taken to this page where you can submit your information which
includes your username, surname and date of birth:

Once you have filled out the fields click the ‘Go’ button. You will then be sent an email to enable you to
reset your password.
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