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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.

unaeETgrauuaie app TOmMsS TOT ULAS
Bt 8 e ; registered centres
For 2019 entry
¢
Postgraduate Altemnatives Careers Q Signin 2 4 —_——
= For 2020 entry

F T —————
! /

Students

e Trean mervices aen for UCAS ragrarerad contras only Fed oot maes abedn
Advisers / Agents
Postgraduate applications for agents

tu re Providers < i ’

C )

sity, and more

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

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).

Sign in

Pease S0 in Delow uaing the Gelsis you used 1o regler.

Dan't have an account yer, Register here

Emall sddress *

Password *

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

Register Register

o 0—©0

Registering with UCAS enables us to tailor our content Enter your email address
to enhance your experience

This is whiat you will wse to sign in to UCAS.
“
Eirstnams Email address *

Last name

Register Register

O—0©° o—0—90—90

Enter your password Security

Your password must be between 8 and 30 characters long and contain all of the following: I you lose or forget your usernanme o password and need to call us aboul Becessing your

Uppercace, lowercase, number and special charscter (e.g. '£8%4). account, we will use thes security question to identify you
It mmpartant you can remember the answer 1o the security question and it cannet be easl

Password * 4 i i
guessed by others.

I l Do not use an answei thal might cause offence.
Confirm pas: d ¥ »
n et | First albuwm you bought b

L L=

Register

Please tick the boxes below and click 'Register'

D | have read and understood the Tems and conditions and Privacy policy

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).

UCASHiE: mosmam 90

Registering with UCAS enables us to tailor our content
Email verification to enhance your experience

Hi James, A This emai address i already in use. You can signin of use the forgotien 4

pizsmword page bo el your password

Thank you for registering with UCAS,

You now need o sclivate your account using the link below. First name*

claire
Activate account L

‘When you click on this link you'll be taken to a new page where you should enter your Last name
password o complete the activation of your UCAS account,

Please note: this link is only available for 72 hours. After this time, you will need to

request another link. @

If your didd not register wilh UCAS and have received this email by mistake, please delele
it

Fig. 5: Verification email Fig. 6: Email in use message

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).

Agent portal 2019 Guide to getting started 7
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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).

UcAS S PR S s

Sign in for advisers and agents

FUTURE- FINANCE

- u?
ol 7]
A wnartes vy b0 babdge
Undergraduate applications for UCAS your funibing gap
registered centres m. - ?"f"m S
For 2019 entry el —

Postgraduate applications for agents

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).

Fig. 7: Agent portal sign in page

Agent portal

Agent tools

Fig. 8: Dashboard

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.
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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).

U CAS Further education Undergraduate Postgraduate Alternatives: Careers Q Account n

€ Backto my dashboard

Agent tOOIS UCAS agency number: 71010
Training Agency 9

Application management Agent management Agency management

Here you can view and manage applications Here you can view and manage your agents Here you can view and manage detads about your agency >

Fig. 9: Agent tools
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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)

VvV VvV Vv VvV

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

Agency management

Tre q Agency
Training Agency 9

CAS sgency mumber TI0R0

Agency details

Ay ode e 1 s v b et e O s g, e 48 i B’ Toarn Ltrwes S s o 68 00 = TH00 (LK bovwd Moodan bo Fraday

Fig. 10: Agency details
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.

Agent portal 2019 Guide to getting started 12
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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.

Agency management

Training Agency 9

UCAS agency number: 71010

Agency detalls Agency Code Wol'd

Agency ende ward
After you regster an applicant, they will nead to anter your code word to allow your agency 1o manage their applications

You can update your code word at any time. Once updated, the previcus code word will expie after 30 days
Please do not emall your code word to applicants.

Set a new code word

| Strawherry

Fig. 11: code word

3.4 Adding a new agent user

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

l l' AS Further education Undergraduate Postgraduate Alternatives Careers q Account n

< Back to my dashboard

Agent tools UCAS agency number: 71010
Training Agency 9

Application management Agent management Agency management

Here you can view and manage applications Here YOU Can view and manage your agents > Here YOU Can View an d manage & etails about YOur agency >

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).

Agent management

UCAS agency number: 71010
Agents list for Training Agency 9

<%
[ :| | Addagem )
S
4 Email address & First name % Lastname Account status Actions
e smith@mailinator.com & Uncegistered '\f_ )l( )
2 de gonesErmalmston com L Unsegistered () (o)
jones Mrer )N Foe )
Fig. 13: Add agent
Add agent UCAS agere b 12076

Test Agency

1 this 5eCtioN, YOU CON MANIGE BOENts’ permissions - thes atfects what they can access.

Please allocate at least one pemission ba each agent

o Enter the email addness of the person you wish ta add a5 & new agend. This will not send them an email

[Email addiress

stare, snd et their

Fig. 14: Agent email and 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.

HOW TO ADVISE

STUDENTS AND
APPLICANTS

Agent portal 2019 Guide to getting started
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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.

e Added agent: resehill@mailinator.com

& Emall address % First name % Lastname Account status Actions

a.g.patel@mailinator.com 2 Unregistered
J-e.smith@mailinator.com Jonathan Smith = Verified
rosehill@mailinator.com & Unregistered
T.rainer@mailinator.com & Unverified

Fig. 15: Account status

Agent portal 2019 Guide to getting started 15
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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’.

Agent management
Agents list for Training Agency 9

UCAS agency number: 71010

[Senhtocues (o]

« Email address % First name + Lastname Account status Actions

a.g.patel@mailinator.com = Unregistered
j-e.smith@mailinator.com Jonathan Smith 2 Verified
rasehill@mailinator.com & Unregistered
Trainer@mailinator.com & Unverified

Fig. 16: Agent list 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).

Agent details

~ UCAS agency number: 71010
Training Agency 9

Emall address

j-e.smith@mailinator.com

First name

Last name
Jonathan Smith
Agent management Agency management Application management
Manage agents at this agency Manage this agency's details Manage applications

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

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

Ut AS Further education Undergraduate Paostgraduate Altermiatives Careers Q Account n

€ Backto my dashboard

Agent tools

Training Agency 9

UCAS agency number: 71010

Application management Agent management

Here you

Agency management

Here you can view and manage your agents > Hefe you can view and manage detadls about your agency >

and manage apg

Fig. 18: Application management

41 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).

Application management

2 UGCAS agency number: 71010
Applicant list for Training Agency 9

You will need to be granted applicant consent before you can submit applications on their behalf.

application st

where you can see the apphcations you're managing for that applicant, alongséde the status of each

> Application filters

% First name ¥ Last name % Email address % Account status ¥ Current ¥ PID = Last updated

applications

Select -

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.

Add an applicant

UK Applications inc.

Sebect whether you wish to fegister an ccount 1or an sppicant, of Ik to an appleants existing
sccount [UCAS Postgradunte).
@ Add @ new spplecant

w allh

Fig. 20: Add a new applicant

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.

Register new applicant
Training Agency 9
fou will need to be granted applicant consent before you can submit applications on their behalf,

Fiist narmes)

Condim email address

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.
Add an applicant Registar existing opplicent
UK Applications inc. ou will need to be granted applicont consent before you can submit applications on their behalf.

Salact whether you wish to register an account far an applicant, of link 19 an applicant’s existing Foeat el

account (UCAS Postgraduate).

O Add @ new eppicent Last mame

Confitm smail sddvess.

@ Adid an existing applicant

applications until the applicant Fas Goven thes conaent

N

Fig. 22: Add an existing applicant Fig. 23: Register existing applicant

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:

u Grey icons indicate a change to an account status.

o Red icons indicate a change to an application status, or a change to the course.

Agent portal 2019 Guide to getting started 20
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Application management R s e i
Applicant list for Training Agency 9

You will need to be granted applicant consent before you can submit applications on their behalf.

leens will be displayed next fo the First name’ column o alert you fo significant changes. Grey wons (square speech bubbile) mdicafie a change fo an account slatus, and red scons (circle] indicate s change fo an apphcation slafus of a changs
0 the cowrse

‘Account statiss’ is visible in the table below. Click theough 1o she ‘Applicant details’ page 1o view the apalication status. where you can see the applicalsons you're managing for that applicant, alorgside the status of each

»  Application filters

£ First name % Last name % Email sddress. # Account status £ Current 2 P = Last updated
applications
Select w
L] Sarah e 5.de jones@madinator com Revaked 0 0000017970 2019-01-11 15.38
a singh@mailinator com Waiting for consent 0 DODOD18047 2090111 1530 | **°
[ 1] Ross Hil rhi@maidinaice com Consent given 1 0000018038 20190111 1526
] Hatry Haf s .canvenBucas seuk Congent declined 0 0000000303 20190111 1515

Fig. 24: Applicant list

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:

>  Wiaiting 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
arow (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).

Agent portal 2019 Guide to getting started 21
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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).

I ¥ Application filters

Application status
ar filters
D Other status D Decision status D Reply status D Confirmation status
Provider
D Awaiting Decision D Interview D Accepted Conditional D Accepted
D Draft D Unconditional D Accepted D Rejected
Unconditional
D Archived D Conditional
[:I Declined Conditional
D Withdrawn by learner [:I Unsuccessful
D Declined Unconditional
D Withdrawn by UCAS D Withdrawn by provider

Fig. 25: Application filters

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
Rolss Hi.“. PSS
A rilcart et —

Aecount stat Co st e

Sahs

UnconditionalOffer o)

Pravtdes name Gourse e . . -
University of UCAS Biology with Xylophone Studies BlOIOgY WIth xYIOPhone Siudles Your persanal 1D is D000018038
;Il:;;:r':ﬁ Research - MRes :"‘::r Il;ll:l;lmgh

e i

Unconditional offer

Yau e been offened & Hiace o s Course

B View decision and desils

Application details Things to keep in mind

Thes wvtormetson wil Griy be used for B appboation o Dol SUBFIITING Jous sOERCABON i B FOOAMT

T TR

Provider question(s) Parsonal statement
e e 0 v il Wl yous e B ey O b
Reference Your agent's detalls
oI BRI Of yOUT e ) Dumsin of B Paes B3Ny Ralping ¥ou BEDly >

b,

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.

Direct example Primary =D &

with QTS (Lower Primary)

(Taught) . N Pmlu'.lderinlntmallllnn

oo Confirm applicant ——

Aamoecded Ly Undvedsity of Wkt Trimity Saint Davidl [Prifysgel Cymiu ¥ Drisd

Training Agency 9 —

2019 - 2020 . 1 vonr cvese v st et 1 o e comest betere vt e scpkcaten
Provider code: 190
Courne code: 2123 i ¢
v PO course provides a popular ioute o high quality gradastes Applican
£ a0 infense, FHmLabng and shallengng course, desgned 1o 0 AT
sity and achool besed modues. shudenty) P OO
= priary #ge range o Consest gheen
Course
Proviten e ot 1ol Bt date
University of UCAS Biclogy with Xylophone Studies: October 2019
Duabdcatens [T Lot Ep—
Master of Research - MRes 1Years Edinburgh Campus Full-time

Fig. 27: Applicant Details

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

Direct example Primary with QTS (Lower Primary) Your agent's details

N . oud*
Your perscaal I0 Is 0000018038 lrmmwmu g

ot W ager e s 2 managn yuwr appiates

Draft P of sqancycompary
.

Application details Things to keep in mind Poamn of et olacL.

s st il oy b i P e
Provider question(s) Prersonal statement gt code
" » e »
At prcrs mester
Reference Your egents detali
]

Finance and funding Eriminal convictions
P g 1 o Piemnt 150 2 which yme o4 s yewd bar 42 et

Fig. 28: Your agent details
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.
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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:

u Grey icons indicate a change to an account status.

o 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.

Can Kunal Agency 1 act on your behalf?

Hi Joao Paulg,

Kunal Agency 1 has created a UCAS account for you, so they can croeate
and manage your apphcation to sludy m the UK. Belore they can conlinue,
you need to confirm you're happy for them to act on your behalf If you
don'l, they won'l be able lo handle your apphcabon.

Venly your accounl.

You will need the codeword your agent has given you to do this, Only give
your consent if you'vae instructad the agent to act on your hahalf

Kunal Agency 1 will agree lo our privacy pelicy and terms of use for you
You can remove your consenl al any lime.

Good luck with your apphcation!

Fig. 29: New applicant email

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).

Enter your code word

To access your account, please enter the code word your agent gave you.

H you don't know your code word, or experience problems, please contact your agent

What is a code word?
= A code word can be made up of letters and numbers - your agent should have

given you your cede word,

Why do | need a code word?
= We need this 1o confirm you have had contact with the agent creating your accoum

- it also protects the personal data in your application.

Code word: *

Fig. 30: Enter code word

Verify your account
Training Agency 9

You nied 10 give your permission Tor your agent 1 scl of yous behald, 5o they can mansge your applications.

By Qiving your permission, you're agreeng to allcw your agent 1o
* updale your personal details
* create ang send your apphcations

sities.

* reply to olfers from

‘You can remove your agent from your UCAS account ot any tame.

By allowing your agent to send applicatians on your behalf, they are agresing fo our terms of Lse and privacy policy fos you
Do you give permission for this agent %o manage your applications?

(D) es - alhow sgent b manage my spphcaticns

() Mo dacline agert access

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.

-

Can Kunal Agency 1 link to your UCAS account?

Hi Joao Paulo,

Hunal Agency 1 has asked to link to your LUCAS account, so they can
manage your apphcation to study in the UK — we nead your permission o
do this. If wou don't i permission, they won't be able to handle your
applicabion or creale new apphcabions.

ABDW BCORSS.

By allowing access to your UCAS account, Kunal Agency 1 will 3gon 1 our
privacy policy and terms of use Tor you Only allow access to your UCAS
account if you have instructed the agent to act on your behall

You can remove this access at any time

Good luck with your application!

UCAS

What is UCAS?

f ’ @ yiew online | unsutiscribe

Piease ge nat reply 12 this amel

Sender: UCAS, Rooshis, New Ram Lans,
Faratinos Twistnr WERITET Chelerbam, GL52 ILT

Fig. 32: Existing applicant email

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).

Confirmation complete!

Thank you for confirming your agents access. Trzining Agency 9 can continue with

your gpplication to study ot a UK university,
To access your account, you need to complete your registration then sign in

Once you'te signed in, you can

= View and edit your application

= Create a new application

= Remove agent access

Want to remove agent access?

If you want to renove an agent's access fo your account, you need to sign in and

select Manage agents’ on your dashboard 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).

Direct example Primary with QTS (Lower Primary)

Your agent's details

Your personal D Is 0000018038

Are you using an egent for this application? *

£

Draft

Application details

This i nemrartion wil aevly he used for this applieation

Things to keep in mind

* Before submathng yoor appbeaton. f i mpatant
st you e o 00 uederstood the terms of
Provider question(s) Perzonal statement st well oy s o sl s ton el s e 16

+ Mandatory felds are marked with o * Thase fieida
st b cormpletie befors oo can subent your

Reference Your agent's details Epplicanion, and con NGt Be Femoy

Provsedetuls of yoor seferens > >

i ik ey PG 1 apphy

e thés point

« Sorme of your personsl details are shared between

yous apokicalions, 50 you miy not be able o e

t b roquinad by anoiher applicalion you have

Finance and funding 5 Criminal convictions 5 alwdy mimitiod
Tl wss By by your sy

Hame of agency/compeny *

| Training Agency 9 -

Fig. 34: Linking an existing application

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.

Sarah's dashboard

Postgraduate applications

My profile Apply My application(s)
HO0 Yo BN W 31 YRGS B InforTiation Hota you an 206 80 cownss. Use e Fore you can view nd manage your draft and
UEAS bkt abonst yoes s o0l 1 168 s which Couras you w10 ittt appSeatom
sl for. then Sk the oo bUtln 1 Ihe

couse delais poge

i i ™

oo my s ) (soro ey ) .f\_‘.-.. eny appicar j

Manage agents g g

Harw e £ st et of wry oot ws This section lists arry agents who you've ogreed can manasge your applications for you, including any you have removed
e Maraging ou' acpicabons. and change

thet access

. iy

»  Training Agercy 9 ' "y

1 application

Fig. 35: Revoking agent access
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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

VvV VvV Vv VvV

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.

Confirmation complete! Complete registration

Thank you for confirming your agent's access. Training Agency 9 can continue with First album you bought i |

your application to study at a UK university.

i *
To access your account, you need to complete your registration then sign in. Sacurity ansiver

Once you're signed in, you can; |
« View and edit your application
y PRl D By allowing this agent to act on your behalf, they are agreeing te our terms of
= Create a new application useand privacy policy for you
= Remove agenl access
Password *
Confirm password *

Want to remove agent access?

If you want to remove an agent's access 10 your account, you need to sign in and
er
select 'Manage agents’ on your dashboard.

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’

VvV VvV Vv VvV

UCAS Student sign in

Please select an education scheme.

Advisers Undergraduate

e yo u r fut L Providers

ap| ) UNi nd more Conservatoires

L

Postgraduate

Fig. 37: Student sign in

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.

Forgotten password UCAS st pinEce@

to higher education

Please enter the email address you registered with and we will send you an email 50 you can

resel your password
Bl sddebia Password reset
| chris.white@mailinator.com| Hi Chris

We have received a request to resel the password for your UCAS account
Back 10 sign in page
@ if you made this request, please click the link below to reset your password
Resel password

When you click on this link you'll be taken to a new page where you can create a new
password

Flease note: this link is only available for 72 hours. After this time, you will need to
request another flink

If you did not make a request to reset your password, please delete this email

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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