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What is the agent portal? 

The agent portal has been designed for agents to use when supporting students 
applying to UK higher education. For 2019, this will initially be for applications made 
through the UCAS Postgraduate service, expanding to incorporate undergraduate 
applications in 2020. 

The portal will allow agents to make new applications on behalf of a student, or to 
link their agency to an application which has already been started. 

To be able to use the agent portal for 2019:

>	 you must be working with a UCAS Postgraduate higher education provider
>	 your agency must have been set up with access by UCAS

About this guide

This guide will explain the key steps you need to follow to get started using the new 
agent portal. It will also outline the key features of the portal, and demonstrate how 
to navigate through the portal.

Throughout this guide, we refer to the following individuals:

>	 Agent portal key contact – the named individual at an agency who UCAS  
	 communicates with.
>	 Agent – any member of staff at an agency who has access to the agent portal.
>	 Student – an individual intending to apply to study at a higher education  
	 provider.
>	 Applicant – an individual who has applied to study at a higher education  
	 provider.
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From 2019, users of UCAS’ different services will be able to access all these services with the same 
online sign in details. 

To use the agent portal, you will need to register for the single sign on, even if you have already 
used other UCAS services. Once you have registered, you will use that email address and password 
whenever you sign in to use the agent portal.

1.1	 Register as a new user

To register, go to www.ucas.com.  

Click ‘Sign in’ in the top right-hand corner, and choose ‘Advisers/agents’ (see Fig. 1). 

Choose the agent portal option (see Fig. 2).

When you reach the sign in page, you will need to click ‘Register here’, if you don’t already have an 
account (see Fig. 3).

Fig. 1: Registration sign in Fig. 2: Registration sign in

Fig. 3: Registration sign in
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You will then be taken through a five-step registration process (see Fig. 4). 

Fig. 4: Registration process
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1.2	 Passwords

Account passwords need to be secure, and must contain at least eight characters (no more than  
30 characters), upper and lowercase letters, at least one number, and one special character, such as  
a dollar symbol ($) or exclamation mark (!).

If you forget your password, you will be able to reset your account by using the ‘Forgotten password’ 
link on the sign in page. UCAS is not able to reset account passwords for users.

1.3 	 Verify your account

Once you have registered, you will be sent an email to complete the registration process. You will 
need to click the link in the email to activate your account (see Fig. 5).  

You may have already registered to personalise your use of our website. If so, an information 
message will appear advising you that the email address is already in use (see Fig. 6). If you have 
forgotten your password, click the link to the ‘Forgotten password’ page to reset it, then sign in. 

1.4  	What should I do if I haven’t received the activation email?

Check your spam or junk folder, as the email should appear within a couple of minutes of the 
registration being completed. 

If you haven’t received it, you may need to ask your IT team to whitelist the email address it was sent 
from (mail-service@gigya-raas.com).

Fig. 5: Verification email Fig. 6: Email in use message
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2.1	 Agent portal sign in

Following initial registration to sign in to the agent portal, go to www.ucas.com/advisers/sign-in,  
and select the agent portal. Sign in using the details you registered with (see section 1). 

2.2 	 Your dashboard

Each time you sign in, you will land on your user dashboard. The agent portal is accessed by 
navigating to the ‘Agents’ tab on your dashboard, and clicking ‘Go to agent tools’ (see Fig. 8).

All users will have access to the following additional tabs on their dashboard:

>	 Postgraduate – where you view, update, and manage your own personal  
	 postgraduate applications. 
>	 My courses – where you will find any courses you have shortlisted from  
	 UCAS’ search tool.

Following the launch of the new application management service (AMS) in 2020, you will manage 
both postgraduate and undergraduate applications through the agent portal.

Fig. 8: Dashboard

Fig. 7: Agent portal sign in page
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2.3 	 For agencies that are also registered centres 

If you are also a registered centre, managing undergraduate applications, you will have access to 
the new adviser portal, which will be available from the end of March 2019. This can be accessed by 
navigating through the ‘Advisers’ tab on your dashboard (see Fig. 8). 

Your dashboard will be where you access both the agent portal and the adviser portal for 2020 entry 
applicants. When you sign in, your dashboard will automatically open to the adviser portal tab. To 
use the agent portal for postgraduate applications, simply switch tabs. For 2021 entry applicants, 
you will manage all applications through the agent portal. 

2.4 	 Summary of the agent tools 

There are three management areas in ‘Agent tools’: 

>	 Application management is where you view and manage applications, including adding new 	
	 and existing applicants.
>	 Agent management is where you view and manage agent access and permissions, including 	
	 adding new users.
>	 Agency management is where you view and manage agency details and your code word.

To return to your dashboard, it is best to use the navigation tools at the top left of each page,  
rather than the back button in your browser (see Fig. 9). 

Fig. 9: Agent tools

Agent portal 2019  Guide to getting started    10



SECTION 3: 
SETTING UP  
IN THE AGENT  
PORTAL   

REGISTER ON UCAS.COM AGENT PORTAL SETTING UP IN 
THE AGENT PORTAL

APPLICATION 
MANAGEMENT

HOW TO ADVISE 
STUDENTS AND 

APPLICANTS



REGISTER ON UCAS.COM AGENT PORTAL SETTING UP IN 
THE AGENT PORTAL

APPLICATION 
MANAGEMENT

HOW TO ADVISE 
STUDENTS AND 

APPLICANTS

3.1 	 Agent portal key contact 

As part of the agency set up process, UCAS will create access permissions for the agent portal key 
contact only.

The agent portal key contact is responsible for setting up the agent and agency management details 
in the portal, before you are ready to start managing applications. Your setup check list includes:

>	 checking agency details are correct 
>	 setting the agency code word
>	 adding new agent users (if required)
>	 setting permissions for new users at their agency

3.2 	 Agency details 

Agency details can be found in ‘Agency management’. This page shows you a read-only view of 
your agency address and contact information (see Fig. 10). 

Your UCAS agency number is shown in the top right of every page. This is a unique number that is 
used to identify your agency – you will need it should you wish to speak to UCAS.  

If you need to edit any details on this page, please call our Schools Team between the hours of  
08:00 – 18:00 (UK time), Monday to Friday: 

>	 Phone from the UK – 0345 123 8001
>	 Phone from outside the UK – +44 330 333 0239
>	 Email – adviserhelp@ucas.ac.uk

You will only be using the agency tools to support and manage postgraduate applications at present. 
If you are also a UCAS registered centre, you will continue to manage applications for undergraduate 
courses separately for the 2019 and 2020 intakes. 

Fig. 10: Agency details
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3.3	 Agency code word

The agency code word is needed to give consent to your agency to manage an application on behalf 
of a student, or to link to an existing applicant. 

A code word will be randomly generated when your agency is first set up by UCAS in the agent portal. 
We recommend you change this to something more memorable for your agency and your students 
when you first start using the portal. 

You should share the code word verbally, not transmit it electronically. This is to reduce the possibility 
of anyone gaining access to personal details.

You can change your code word at any time, and as often as you like (see Fig. 11). If you decide to 
change your code word, the existing code word used will expire 30 days after the change has  
been made. 

3.4 	 Adding a new agent user

To add a new agent, go to ‘Agent management’ (see Fig. 12).
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Fig. 11: code word

Fig. 12: Agency management
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Click ‘Add agent’ on the right-hand side of the screen (see Fig. 13), and enter the email address of 
the person you would like to add (see Fig. 14).

3.5	 Setting new agent permissions 

Decide what you want to allow a user to do by selecting appropriate permissions for 
them (see Fig. 14). The permissions are as follows:

>	 Manage agents at this agency – allows a user to manage other agents at your 	
	 agency, including adding other users and setting permissions.
>	 Manage this agency’s details – allows a user to view and manage agency details, 	
	 and set the code word.
>	 Manage applications – allows a user to register applicants, link to existing 		
	 applicants, and create, manage, and submit applications.

Fig. 13: Add agent

Fig. 14: Agent email and permissions 
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Once you have selected appropriate permissions, click ‘Add agent’.

A new user does not receive an automated email to notify them they have been added to the agent 
portal. If you add a new user, you must inform them so they can register (see section 1) and sign in 
(see section 2).

The new user must register with the same email address that was used by the agent portal key 
contact, when setting them up in the system.

3.6	 Agent list 

A new user will automatically appear in the ‘Agents list’. Their ‘Account status’ will indicate if any 
action needs to be taken by the new user (see Fig. 15).

The statuses are as follows:

>	 Unregistered – you need to tell the new user to register on ucas.com, and verify their account 	
	 (see section 1). 
>	 Unverified – the new user has registered but not yet verified their account. Ask them to check 	
	 their email inbox, and follow the activation link in the verification email they have been sent.  
>	 Verified – a new user has registered and verified their email account, so they are now able to 	
	 sign in and access the agent portal. 

Fig. 15: Account status
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3.7	 Manage agent access and permissions 

The search box at the top of the ‘Agent management’ screen allows you to search through the 
agents at your agency. You can search by first and last name, and email address. To delete a user, 
click ‘Remove’ under ‘Actions’.

To manage a user’s permissions, click the ‘View’ option under ‘Actions’. This will show the 
permissions currently assigned to that user. These can be amended by checking/unchecking the 
relevant permission box (see Fig. 17). 

Fig. 16: Agent list actions

Fig. 17: Permission management
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This is where an agent can:

>	 add new applicants 
>	 add existing applicants
>	 view and manage applications

4.1 	 Add a new applicant

To add a new applicant, who you would like to create and manage applications for,  
click ‘Add applicant’ (see Fig. 19).

Fig. 18: Application management   

Fig. 19: Add applicant
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You will then have the option to add a new applicant or link to an existing applicant (see Fig. 20). 

If you ‘Add a new applicant’, this will create a UCAS account for them, and allow you to start 
applying on their behalf. You should only choose this option if the student has not already registered  
with UCAS. 

You register students by entering their first name, last name, and email address.

Clicking the ‘Add applicant’ button sends an email to the student, notifying them they have been 
registered. The email outlines the steps the student needs to follow to confirm you can manage 
applications on their behalf (see section 5). 

If you are adding a new applicant, you can start creating applications straightaway on their behalf. 
You cannot submit an application until consent has been given by the student. 

If you try to create a new applicant record using an email address that is already in use, you 
will receive an error message. In this case, you should link to the applicant following the existing 
applicant process.
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Fig. 20: Add a new applicant

Fig. 21: Register new applicant  
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4.2 	 Add an existing applicant 

To link to an applicant who already has a UCAS account, you must choose to ‘Add an existing 
applicant’ (see Fig. 22). 

Once you have completed their details (see Fig. 23), the applicant will be sent an email notifying 
them you have registered to link to their UCAS account. The email outlines the steps the applicant 
needs to follow to confirm you can link to their account, and begin managing applications on their 
behalf (see section 5). 

If you are linking to an existing applicant, you cannot start new applications until consent has  
been given.

4.3 	 Applicant list 

This is the central area from which an agent will manage applications. A student will appear in the 
‘Applicant list’ as soon as they have been added by an agent.

You can search the applicant list by using the text boxes, or sort by using the grey chevrons at the top 
of each column (see Fig. 24). 

You will not be sent an email notification if there is a change to an account/application. If there is a 
change, you will see the following: 

	 Grey icons indicate a change to an account status.

	 Red icons indicate a change to an application status, or a change to the course.
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Fig. 22: Add an existing applicant  Fig. 23: Register existing applicant  
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4.4	 Account status and consent 

The ‘Account status’ tells you whether an applicant has given consent for your agency to manage 
applications on their behalf. The statuses are as follows:

>	 Waiting for consent – you have added the applicant, and they need to respond to the consent  
	 request email (see section 5). 
>	 Consent given – the applicant has received the consent request, and has agreed for you to 	
	 manage applications on their behalf. 
>	 Consent declined – the applicant has received the consent request, and has not agreed for 	
	 you to work on their behalf. If an applicant has declined in error, you can resend the  
	 consent email. 
>	 Consent removed – the applicant has revoked consent for your agency. 
>	 Expired – the consent link that was emailed to the applicant has expired. This will happen after 	
	 30 days. If a consent link has expired, you can resend the email. 

If you need to resend a consent request email, for example, if consent has been declined in error 
or the link has expired, this can be done from the applicant list by clicking the blue dots at the end of 
a row (see Fig. 24). 

To comply with UK data protection laws, consent from an applicant must be sought. Students can 
withdraw their consent for you to manage applications on their behalf at any time.

Students can leave the applications completely up to you (the agent), or they can complete 
registration and manage any of their application details themselves as well (see section 5). 

Fig. 24: Applicant list  
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4.5	 Application filters

To help you manage applications, you can use the ‘Application filters’, which enable you to sort and 
filter your applications by provider (a free text box) or application status. You can select as many of 
these filters as you would like, by ticking the relevant boxes (see Fig. 25). 

4.6	 View applicant details 

To view an applicant’s details, click their name in the applicant list. This will bring up a summary of all 
current applications (see Fig. 26). From here, you can:

>	 start new applications on their behalf
>	 edit current applications
>	 submit applications (if consent has been given)
>	 view decisions on current applications 
>	 reply to offers on behalf of the applicant

Fig. 25: Application filters

Fig. 26: Applicant Details
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4.7	 Completing and submitting an application 

By clicking ‘New application’ (see Fig. 26), you will automatically navigate to UCAS’ search tool. 
Once you have selected the appropriate course option, click ‘Apply’ then ‘Start application’ to begin 
an application on behalf of a student. 

All application details are completed using AMS for UCAS Postgraduate. You must still complete the 
‘Your agent details’ for each application (see Fig. 28).

If adding a new applicant, you can start new applications on their behalf immediately. You will not 
be able to complete applications for an existing applicant you are linking to, until consent has  
been given. 

In all cases, completed applications can only be submitted once student consent has been granted. 

Fig. 27: Applicant Details

Fig. 28: Your agent details
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4.8	 Responding to decisions 

As an agent, you will be able to accept course offers on behalf of an applicant, should you wish 
to do so. Before accepting an offer, you must wait until you have received all decisions from any 
applications made, and secure agreement from the applicant. 

If you would prefer an applicant to make any decisions or accept offers, they must have registered 
for their own account (see section 5). 

Remember, you will not be sent an email notification if there is a change to an account/application. 
If there is a change, you will see the following: 

	 Grey icons indicate a change to an account status.

	 Red icons indicate a change to an application status, or a change to the course.
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To assist you in giving the most appropriate advice to students and applicants, we are including 
information on what the student/applicant will experience when their application is being managed 
in the agent portal. 

5.1	 New applicant

A student will be sent an email notifying them you have registered them. They will need to click the 
‘Verify your account’ link in the email (see Fig. 29).  

They will then need to enter your agency’s code word (see Fig. 30). If the student does not know your 
agency’s code word, they are prompted to contact you. 

Remember, as a security measure, the code 
word should be shared verbally with the student, 
not transmitted electronically. This is to reduce 
the possibility of anyone gaining access to 
personal details. 

Once the code word has been entered, they 
will be asked to give their consent for you to 
manage applications on their behalf  
(see Fig. 31).   

The student will then be directed to complete 
their registration, if they would like to do so  
(see 5.4). If a student chooses to decline access, 
you can no longer start new applications for  
them, or be able to access any applications  
you have already created for them.

If a student has declined consent in error, or the  
link has expired, you can resend the consent email  
from the application management list (see 4.4). 
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Fig. 29: New applicant email Fig. 30: Enter code word

Fig. 31: Verify account
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5.2	 Existing applicant

The applicant will be sent an email notifying them you have registered to link to their UCAS account 
(see Fig. 32). They will need to click the ‘Allow access’ link, then sign in to their UCAS account. 

The applicant will need to enter your agency’s code word, and give permission for you to manage 
applications on their behalf (as above). This will confirm access for your agency (see Fig. 33). 

To link an existing application to your agency, the applicant must sign in to their account and update 
the agent details section on an existing application (see 5.3).

You will not be able to create or submit applications until the applicant has given consent.
If an existing applicant has declined consent in error, or the link has expired, you can resend the 
consent email from the application list (see 4.4).
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Fig. 32: Existing applicant email

Fig. 33: Confirming agent access
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5.3	 Linking an existing application
 
To link an existing application to an agent, the applicant must sign in to their account and update 
the ‘Your agent details’ section on any existing applications, to show they are now using an agent 
for the application. The applicant will then need to select the agency from the drop-down list  
(see Fig. 34). 

5.4	 Revoking agent access

If an applicant wishes to unlink an application from an agency, and revoke access to an application, 
they need to sign in and select the ‘Manage agents’ tile on their dashboard. The applicant will see a 
summary of the agencies managing their applications, and click ‘Remove’ to revoke access. 

The applicant will be asked to confirm they understand this means the agent will no longer be able 
to create, edit, or submit applications on their behalf, and the agent’s details will be removed from all 
applications they are currently managing.  
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Fig. 34: Linking an existing application

Fig. 35: Revoking agent access

Agent portal 2019  Guide to getting started    28



5.5	 Completing registration

Once a new applicant has given consent, they will have the option to complete their registration  
(see Fig. 36). It is not mandatory for an applicant to complete registration, and the agent portal 
enables you to manage their full application. 

However, some students may wish to:

>	 view and edit their applications
>	 create new applications 
>	 remove an agent’s access 
>	 submit their applications

To do this, they will need to complete the registration process. If you wish them to have their own 
login, it is advisable to complete registration at this time. Once they have set a security question and 
password, registration is complete (see Fig. 36). They will then be able to sign in to their account. 
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Fig. 36: Complete registration
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If an applicant does not complete their registration at the time of granting consent, but 
subsequently decide they would like to register, they will need to:

>	 go to student sign in on ucas.com 
>	 select ‘Postgraduate’ 
>	 choose to ‘Sign in’ 
>	 select ‘Forgotten password’

Once the applicant has selected ‘Forgotten password’, they will need to enter their email address – 
this needs to be the same as the one used when they were added to the agent portal. The applicant 
will be emailed a link to reset their password. They can then sign in, and will be able to complete the 
registration process.

Fig. 37: Student sign in

Fig. 38: Forgotten password reset
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If you are an agent or adviser and need to contact us, our Schools Team is here to help.

Normal opening hours are Monday to Friday 08:00 – 18:00 (UK time). 

>	 Phone from UK – 0345 123 8001*
>	 Phone from outside the UK – +44 330 333 0239 (international call rates apply)
>	 Email – adviserhelp@ucas.ac.uk 

*Calls will be charged at your standard network rate.
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