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Conventions Used in this Document

The International Application Service Agent Portal User Guide has been updated for the October 2022

release.

The following conventions are used to indicate new and updated content in the guide:
New in the October 2022 Release
Updated in the October 2022 Release

Also, screenshots have been updated to reflect changes in the Portal user interface.
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Access the Agent Portal

Register Your Account

When you have been granted access to the agent portal for the first time, you will receive an email
with information about registering for the Agent Portal.

Click the Click here to create an account link to begin registering your account.

Login to the Agent Portal

Follow the steps below to sign into an existing account.

e Ifyou have forgotten your password, refer to the Reset Forgotten Password section of this user
guide.

1. Goto https://international.ocas.ca/agent.

2. Enter the email address and password that you chose when registering your account.

Sign in to the OCAS International
Application Service (IAS) Agent Portal

€ testagentl@test.ocas.ca

Enter password

! Remember Me

Farpnt woward?

ROt P&

3. Click Signiin.

Change My Password

Reset Forgotten Password

1. Go to https://international.ocas.ca/agent.

2. Enter the email address that you used to create the account and click Next.

3. Onthe nextscreen, click Forgot password.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



https://international.ocas.ca/agent
https://international.ocas.ca/agent

QOCAS

Sign in to the OCAS International
Application Service (IAS) Agent Portal

€ testagentl@test.0cas.ca

Enter password

=

Remember Me

Contact Us

4. On the Forgot Password page, click Reset Password.
5. Check your email for an Account Assistance message.

If you don’t see it, check the Junk folder.

ACCOUNT ASSISTANCE

Fergot your usecname?
Your semmame e testapert 1 Stest ccan.ca
Hoed 10 reset your password?

1 you've forgottan wour Sousmer

Flemse note: Your passwird zan oely be reset snce using this drk. 0t sl renain srthen
enitll your passwerd Nas Succassfully 2ado raser, IF pou wish B8 reset yaur pacsword 3gan
you T need £ reguest 2 hew sl

Nend mors hwlp? Contact Us

For Caradun apsteams
T T T ——

For Istarsatiznat aphcants
B LASS 2325516 | o ptarmatienslSecaica

For Cul.;- Fariners, Mgh Scoocl Partrars, and ab uthe wers
B LASS2A2.5516 | ™ zenicefome .

6. Click the link to reset your password.

7. Onthe Password Reset page, create a new password that satisfies the following criteria:

. Between 8 and 16 characters in total

0 This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.




o At least three of the following:

e alowercase letter (a-z)

e anuppercase letter (A-2)

e anumber (0-9)

o atleast one of these special characters:
@#S%MN& - _+=[]{}\:",?2/ " ~"();.

8. Click Create.

Change Password When Signed In

This section of the user guide shows you how to change your password after you have signed into the
system. If you have forgotten your password, please refer to the Reset forgotten password section.

1. Signinto the Agent Portal.

2. Click on the icon with your initial in the top right corner of the screen to access your account
details.

= Agent Portal T

A ’ Yot Agort1
PP Y swmiim  \Nelcome to the OCAS International Apphcauon Service! HGLAQRT] fitest St CO
International ... ... : s s o ok

by QOCAS What's New {October 2

anss! WIth e apotc win

N Wekonme

3. Click My Account. You will be redirected to the account management page.

4. Inthe navigation pane on the left, click Change Password.
& ~ A C
SOCAS

Home

Account Activity
Change Password
Manage Email

Change Security Questions

5. Onthe Change Password page, enter your current password.

g This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



6. Create a new password that satisfies the following criteria:
o Between 8 and 16 characters in total

o At least three of the following:

a lowercase letter (a-z)
e anuppercase letter (A-Z)

e anumber (0-9)

at least one of these special characters:
@#S%MN&*-_+=[1{}\:",2/" ~"();.
7. Confirm the new password and click Save.

You will be logged out and prompted to log back in with the new password.

Add a New Agent Portal Account or Remove an Agent Accounts

Agency Managers can see who from their agency has access to the IAS. This is done by navigating to
the Configure > Agents page.

On this page, the Agency Manager can see agents in the following statuses:
e Activated - Currently have access to the IAS
¢ Invited - Registration email has been sent but the agent has not completed their activation

e Deactivated - No longer have access to the IAS

= Agent Portal T

APy s Agents
International

by DOCAS ST

A Witome Test Agen 2
M ELATITD § T katir o
Q  Saaend "
New Apptication
a ot Test Agent2
B Lut Ve - o ilaguai2 g tant ok rn
9  Conhgum
Agiis Test Agent2
[P ISP Rt S0 (O
Qonn Tester
e lopar_ngect_vrtes) @ teet ocms 1
gsisl hoshisl
0IITTIQens cam 23

Test Agent 1
SeELaper i) g 1as

Dann Tester Agent
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On this page, agency managers can invite other agents from their agency to the IAS. Selecting the
green “Plus” icon in the bottom right of the screen will direct the agency manager to the Add an Agent
screen. They can then add the new agent’s details. Upon clicking save, a registration email will be
sent to that agent.

= Agent Portal T

PPy s e Add an Agent
Internatlonal

AR Mew Agent Detads
N W .
0O, Soachf
8 Hew Apghcation £mal
B Lo Ve
0 Centgum - 15 Ths KRN AN 2QENCY MaNsger?
Agetts G No

steutiors

Save CANCEL

If an agent does not receive their registration email, the agency manager can the registration email for
that user. This is accomplished by scrolling to the “Invited Agents” section of the Configure > Agents
page and clicking the “Resend Registration Email” for the correct agent.

Dan Ayson
daysenBQa 008s s Hesend Registration Email

Contact Name e S
Resend Reglstration Emall

1517 _testagentl@qa ocas ca

The agency manager can also remove an agent’s access to the OCAS IAS by clicking Remove Agent
Access. This moves the selected agent to the Deactivated Agents section of the page.

Activated Agents

Test Agent 2

festngent2 @mailinator cam

Test Agent2

testagent2ftest ocas ca Remave Agent Access
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Creating and Submitting An Application
1. Logintoyouraccount.
2. From the Dashboard view, click the ‘New Application’ link on the left.

3. Next, click the ‘New Applicant’ button on the main screen.

New Applicant Details

Fill out the Applicant’s personal information, including:
e FirstName

e LastName

e Date of Birth

e Email Address

e Current Status in Canada

e Primary Country of Citizenship

e Passport Number

New Application

I this 3 new applcent o an edlsting apphcant Mat you have workad with In 2he past?

o k2
- -
New Applcant | Existing Applican
New Applicant
Selore we get stared, tell Ls 3 it about the appicam
First Name
1251 Neerwe
Date of Birth
=

Ermail

Current Status in Canada @

Primary Country of Citlzenship

Click Continue.
Note: Please enter the applicant’s name exactly as it is shown on their Passport.

It is possible to define only a first name or only a last name (in this case, leave the other name field
blank).

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.




Names written in either all capital or all lower-case letters will be automatically corrected to the

correct case.

Handline a Duplicate Applicant
If the applicant already exists in the list for your Agency, it’s possible that you will get a Duplicate

Applicant warning page, as shown below.

New Application

15 this & new applicant of an exisong appicant That you Rave worked with i the past?

d .
- -
New Applicant Doating Appicant
Duplicate Applicant
n This appicant may already exist in the system If the applicant appears in the list below select the appicant 10 continue with the
oeboaon process. M you wish 10 Ceocesd with creating & new applicant, ciick Continue

Adhisvara Darsha
LR " o =
L 12304 L
SIS

If a matching applicant name (and information) is found, select this Applicant from the list in order to
continue. Select Continue if you wish to proceed with creating a new applicant profile.

If a matching applicant is not found at your Agency, it is possible that the following Duplicate
Applicant warning may also appear.

Duplicate Applicant

This applicant may already exist in the system. Please confirm
that the applicant does not already have a record with
International ontariocolleges.ca

If this happens, ask the applicant whether they have applied to college with another agency or on

their own.

e |Ifthe applicant confirms they have already started an application, or if they don’t know, ask the
applicant to contact the college and close any previous applications.

The applicant can also request a change of agency for any Open applications. The applicant must
contact the college in order to process this request.

o Ifthe duplicate is an error, click Continue.

Note: Duplicate Applications create challenges for college admissions staff and slow down the
application processing time. Please avoid creating duplicate applications wherever possible.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.




Select a College
You will see a list of Available Colleges for this applicant. Click on the college you would like to apply
to.

You will only be able to view the colleges using our system that you have a current agreement with.

If you would like to apply to a college you don’t currently have an agreement with, please contact that
college’s International department to learn more.

PPy e 12 Select an Institution for Ted Martin Appficam FX2303842

|nternat|onal
by QOCAS

Wekiome Available institutions

Search Progams
Which Fmiimon 00 you wish % ooy o)

"
Q
B ow Aolessnn
W Ut Yews ) 5P TestCalloge 1

Apgbic
TR \y TestCollege 2 >

Ay e

Y Tost College 3

The Pre-Application Checklist for the new applicant opens. This page includes a welcome message
to the applicant, and a list of instructions and things to review before continuing with the
application.

Here’s an example:

Agent Partal

PPy s Pre-Application Checklist for Ted Martin Appicam FX2303847
Internatlonal

by QOCAS
TEST
A Welcome coLLEGE

B Mew Applicinon
B U Vows
Ajclicants Welcoma 1o the Teit Colege | ntamationa] Siuden AsplCation foms 'We an pheaied that you hve decided 20 spply 1o Test Colege 11 This farm 1S 10 be
fosheimont w TRmEtional sSnadents to spply deactty tn Tes' 1. It you s & Canadan Otizen o Parmanart Residur (PR) of Canata, 40 mot use this 1oem
and vzl Mg Yontamccolisges ca for information oo b o angly
Otters
5 YN At EOCOUIRON 10 ML & COMPOTA ARDICSION 10 Arsune Quick (rocessing THOUGNOWE INe apppcanon ferm, thers will e a0 cpOOrTUMIY 10f ¥ou 10
Oetrrmals PR S Of your SOCIMBITE SHChOnC Ml PRats ivyws e checkisl Delow Dutive pracisding
Refunda
¢ Pick up to 3 peogram
Q Contgire - o \der#y when they start ond if they ore stifl ogen then cheos start date and ottt
Lpents + Repew the admieson regutemer
i o Save slectionic cophes 0 the SppAcants Vansisted M0 cetified scademic documents

o Gy slecr Lopimes 0F e Iogt 2a0e OF B applicants passgort

o Progars to pay sppication fee of $95 00 CAD {optiang VISA Maatiw Cad Bank Treaten)

Start My Agpdcation!

Click Start My Application.
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Personal information

The next step in the application process is the Personal Information page, as shown below.

" TEST Application for Ted Martin Contact Cotege | Application #X2820164
a COLLEGE Personal Information
o #2
= Basic Information
@ Personal Informuation
b+ \ Erte pereonat aeemance
Ploane provide yout legel same i It SpOSGTE 00 your officid Sooumentation
Thle (Optomal)
Firat Name

Mutdie Names (Optienal)

* Add Another Miadie Name

Last Name

Marth

Sutex (Optional)

1003l Namw: Ted Martin

Tha abiove name (s the same s whal appesrs o0 my legal documentation

You must enter the following details before proceeding to the next step in the application.

Basic Information

Enter the applicant’s legal name as it appears on their official documentation.

1. Enterthe applicant’s Title (for example: Mr., Dr, Miss, or Mx) if it appears on their official
documentation.

2. Enterthe applicant’s First Name, also known as Given Name.

3. Ifneeded, enter the applicant’s Middle Name; use the Add Another Middle Name button to add
any additional middle names if they appear on their official documentation.

4. Enterthe applicant’s Last Name, also known as Family Name or Surname.
5. If needed, enter the applicant’s Suffix.
Note: Please enter the applicant’s name exactly as it is shown on their Passport.

It is possible to define only a first name or only a last name. In this case, leave the other name field
blank.

6. Confirm that the name is the same as what appears on legal documentation. We recommend
physically checking the Applicant’s official documentation. Once this information is correct, click
Yes.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.




10.

11.

If the Applicant has a casual name that they use, click Add Casual Name, enter the details, and
click Done.

Confirm the applicant’s Date of Birth that was previously entered.
Select the applicant’s Country of Birth.
Select the applicant’s Gender identity.

Select the applicant’s First Spoken Language (Mother Tongue).

Citizenship

1. Confirm the applicant’s Current Status in Canada:

e Select No Status in Canada if the applicant intends on applying for a visa/study permit

e Select Study Permit if the applicant is already in Canada on a Study Permit (A copy of the
applicant’s study permit will need to be required)

e Select other options as necessary.

2. Confirm the applicant’s Citizenship that was previously entered.

3. Confirmthe applicant’s Passport Number. That was previously entered.

Applicant’s Address

1. Enterthe applicant’s mailing address.
You may be required to add additional information such as State.
Enter information for all fields that appear red in color.
Verify with the applicant that they can obtain mail that is sent to this address.

2. Ifthe applicant currently lives at this address, select Yes to the question Is your current address
the same as your mailing address.

3. Ifthe applicant lives at a different address, select No, and enter their current address.

Applicant’s Contact Information

1.

2.

3.

Enter at least one phone number for the applicant.

You may enter any additional phone numbers or email addresses where the applicant would
prefer to be contacted.

Enter all needed details for an Emergency Contact for your applicant.

Click Save + Continue.

Note: If any information is missing or incomplete, you will be returned to the Personal Information

page and missing fields will appear red in color.

Fill out all fields that are red. Once all fields are filled out correctly, you will proceed to the next step.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.




Provide Agency

In the next section of the application, you can add the following details for the applicant:

Agency Details

1. Click Yes under the question Are you working with an Agent.
Your Agency will be pre-selected from the dropdown.
2. Review the Authorization statement with the applicant.

With their acknowledgement, check off the “I hereby authorize my agent to act on my behalf in all
matters concerning my application” statement.

3. Click Save + Continue.

Referral Details

If an applicant was referred by either a student at the college or an exchange partnership school, they
will be able to declare that on this page, which will allow the application fee to be waived.

Exchange Partnership School
1. Ifthe applicant was referred through an exchange with a partner school, click Yes.

2. Select the name of the school the applicant is associated with from the drop-down menu and click
Save + Continue.

Refer a Friend

1. Ifthe applicant was referred by a student at the college through a “Refer a Friend” program, click
Yes under that section.

2. Enter the name of the referring student, their student ID, and email address.

3. Click Save + Continue.

Existing Student Information

If the applicant attended the college previously, they can enter that information here.
1. ClickYes.
2. Enterthe applicant’s college student ID and college email address.

3. Click Save + Continue.

0 This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.
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L TEST Application for Pat Roberts @D Contact Cofleos | Asprheation AXIH29164
Q COLLEGE  Agency and Referrals

5 #2

= ) Agent Detnils

o || @ S

The fakowing Apmacy will be inked to this sppicaton ot the e of usmizscn

. Apoacy and Rederrals lent Acetcy 1
im

* MY & e

Toe s icant merwtny matharges thes Ageney t 3t on theie batial 11 sl matiens conceming the mrpdeason for ssmresteny to Tes College 2

Redurral Detadis

Exchange Partrmrship Schos

Aew you sazozbted with » Tect College 7 sachange | partershp schoall

Existing Student Indoomation

Ade you & £0I0g S1u0ent  Test College 27

Program Selections
1. Select the option that best describes the Applicant’s English proficiency.

& Apply Admn - International

L
L
=
L]
2
-]

Appllcalion for Eﬂ‘ BQ_QQ_OS @D Sormact Catkgn | Apolcamon FXZ025162

! DEMO 1 Program Selection
COLLEGE

Poous the aption (el best Bescrites poait proficiency 1 Eogiet

Q Fresonal Intermation ) hane

arreten

¢ 0 TOEFL, IELTHEL | witl [oonide iy test soares
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MNOIA | A WG sshost

Q Agerrcy anl Nedarrals

ESpor——
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Once selected, the First Program Choice box will appear below.

2. Select the Term when the applicant would like to begin study. Be certain to account for time to
acquire visas and relocate to the program destination, if applicable.

o Fall: Programs that start between August - November
o Winter: Programs that start between December - March

. Spring: Programs that start between April - July

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.




3. Select the Credential Type the applicant prefers.

. Any Credential Type: Select this to view all programs

o Degree: Either semesters (four years) or study

. Ontario College Diploma: Four semesters (two years) of study

. Ontario College Advanced Diploma: Six semesters (three years) of study

. Ontario College Certificate: Two semesters (one year) of study

° Ontario College Post-Graduate Certificate: Require previous post-secondary certificate

or diploma for admission: Length varies
. Other: Length varies
4. Select the Program Name of the program the applicant would like to apply to.
5. Once a program is selected, its availability at various campuses will be shown below.

Select the desired campus and start date for the program. If the selected program is offered at
multiple campuses and start dates (referred to as an intake), you will see multiple options.

Click the check box beside the desired campus and start date combination.
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Save + Contine

Note: You may select a program only if it has a Campus + State Date with an Open or Waitlisted
availability. You may not apply to a Closed intake for a program.

6. Ifthe applicant would like to add another program right away, click + Add Another Program and
follow the same steps to add additionalprograms.

7. Onceyou have added at least one program, click Save + Continue.

u This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



Education
1. Inthe Schooling section, click Add School.

Note: You must define at least one school item for the applicant, in order to submit the application.
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2. Inthe pop-up window, fill out the details of the Applicant’s previous and current schooling.

The following is a description of Credential Received options:

. Secondary options are Senior Secondary / High School Graduation Diploma

. College options are Diploma, Certificate

o Graduate Certificate, or Degree

. University options are University Degree, Master, Doctorate, Bachelors, or other
3. Click Done.

4. Use Add School to include any additional schooling information. We recommend including all
relevant education background.

5. You may use the ‘Edit’ or ‘Delete’ buttons to the right of each school to modify details or remove
schooling information from the applicant’s account.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.
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Adding English Proficiency Test Scores
If English Proficiency Test Scores are available, enter them using the following steps.

Note: Check each college’s admission requirements to ensure that the college will accept the
specified English Proficiency test type and scores.

1. Inthe English Proficiency Test Scores section, click Add Test Score.

New Test Score
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You might see a message reminding to you provide the required supporting documentation.
2. Inthe pop-up window, fill out the details of the applicant’s test scores.

If the applicant has a test date booked for their English Proficiency test, provide this in the Date of
Completion field.

3. Ifavailable, add a detailed breakdown of test scores for Listening, Reading, Writing and Speaking.
4. Click Done.
5. Use the ‘Add School’ button to include any additional schooling information.

6. You may use the ‘Edit’ or ‘Delete’ buttons to the right of each school to modify details or remove
schooling information from the Applicant’s account.

Supporting Documents

Now that you’ve added the applicant’s education and English proficiency details, the next, step is to
upload the supporting documents.
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The Supporting Documents page is organized into groups, based on the following document
categories:

e Proof of Citizenship
Note: A passport must be provided as a Proof of Citizenship.
e Academic Documents for each school entered on the Education page

e Test Scores for the type of English Proficiency reported

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.




You must provide at least one supporting document for each set of test scores entered on the
Education page.

If the test is not yet completed, provide a document that shows proof of enrollment or proof of the
scheduled test date.

e Visa Documents

New for October 2022 release: The Custodianship Declaration Form has been added to the list of
Visa documents. This document is sometimes required by IRCC when the applicant is considered a
minor (under the age of 18).

e Program Specific Document Requirements
Examples: Portfolios, Proof of Deposit or Tuition Payment, Resume, or CV

The following steps explain how to add a Passport as Proof of Citizenship. The process is the same for
each type of supporting document that you need to add.

1. Inthe Proof of Citizenship section, click Passport.

Application for Pat Roberts @D Contact Cefleas | Applization #X2629164

Supporting Documents

Proof of Citizenship

Mense provide one of more of the Tollowing documents 85 prood of stiesmshe You st provide sl least ane passport docyrment

2. Click the Select file(s) area to select the document to upload or drag and drop a document from
your computer onto the upload window.

Proof of Citizenship

rovicw The secesairy Rles a8 prool of citizensivg, You et prowide gl least one pesspant document
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Note: The scanned documents or photographs that you upload must be of good quality and easy
to read.

The Passport document is added to the application. Documents in accepted formats will appearin
green. Documents in unaccepted formats will show an error.

Proof of Citizenship

Please provide the necessary files as proof of citizenship. You must provide at l€ast one passport document

You may upload up 1o 10 files per document. Ensure the size of each file is 50 MB or less
Passport X
Upload a copy of your Passport

) S

Sample Passport for IASon U Seloct file(s)

Acdded Oct

After you upload a document, the system checks for duplicate files, based on the file name and
size. If an uploaded file matches one already in the system, a warning message is displayed. You
must remove the duplicate file before continuing with the application.

3. Ifyouwantto add another Proof of Citizenship document, click +Add Another Document and
repeat the steps.

To add another type of document, scroll down the Supporting Documents page to the appropriate

section, click the type of document that you want to add, and repeat the steps.

Is the Applicant Missing Required Documents?

The application can be saved as Draft state; this allows you to return to the Agent portal at a later
date/time and upload the remaining documents, then submit the application at that time.

It’s also possible to provide additional supporting documents after the application is submitted, such
as Final Academic Transcripts or English Test Scores.

Review

1. Review the information to ensure accuracy and completeness and use the Change button at the
top of each section to go back to an earlier section in order to make revisions or corrections.

2. Scroll down this page to review the provided Program Selections, Education, English Proficiency,
and Supporting Documents.

3. Atthe bottom of this page, click Continue.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.
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Personal Information

Basic Information

Pay and Submit

Review Order Summary and Apply Coupon Code
1. Review the Order Summary with the applicant.
If there is an active Fee Waiver (as part of the agreement the Agency has with the particular

college), then you will see the appropriate fee waiver reduction amount. No payment is required if
the full application fee is waived.

2. Ifyou have a coupon, enter the code in the Coupon Code box and click the ‘Apply Coupon’ button
to receive a discount.
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Initiate Payment

3. Whenyou are ready to pay for the application, click Pay Now.

4. On the pop-up window, click Continue. You will be redirected to an external payment provider,
Flywire, to complete the payment.

Pay Application Fee x ‘

You will be redinscted to owr external paymen provider. Once you

have pad the aoplication fee return 1o 1hes window 1o sub s your

CANCEL CONTINUE !

Make a payment through Flywire

5. Ifthe applicant has a flywire account sign in to complete the payment. If not, register a new
account.

6. Complete and confirm the relevant payment information and click Continue Payment.
7. If applicable, follow the instructions to complete the payment and click the Return to OCAS.

Once the payment has been made, Flywire must process the payment before you can submit the

application.
App"cation fOI" Ken UatE§t m Contact College | Application £X1527666
Payment

Review your order 10 engure it Is correct

Description Amount
Application Fee $100.00
Flywire - OCARSE982351 (Payment 31000
Pending)

Amount Owed $0.00

MY
o Your appicanon payment is being processed. Proceseing tmes vary depending on your payment method Bank and
wire transfers may 1ake up 10 several days 10 process. Refer to the Flywire tracking 1D provided above for detalls on

yout payment status. Your will receive an amail receipt when your payment has been procesaed

ROTE: You MUST retum back 1o this page. and click “Save and Comirue’, then “Subma® in oeder for the college %0

receive and PIOCess YO ADRECATON

When Flywire has processed the payment, the payment status will be changed to Guaranteed and
you will be informed by email.

If the payment has been cancelled for whatever reason, you will also receive an email notification.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.




8. After the payment status has been updated to Guaranteed, click Submit.
You will see a confirmation message on the next page.

9. Click Done to return to the Applicant dashboard.

How Do | Manage Applicants?

View a List of Applicants

Each applicant will be assigned a unique ID. This will appear in the List Applicants page and is also a
searchable field.

1. Logintoyouraccount

2. From the Dashboard view, click the Applicants link under List Views on the left.

The list of Applicants will be displayed to the right.
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Search for an Applicant

At the top of the list, enter the applicant’s name, email address, or applicant number.

The search results will appear below as the search term is being entered.

Filter the List of Applicants

Select the filter that you would like to apply from the dropdowns to the left of the list. Applicants can
be filtered by Term, Institution, or Primary Citizenship.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.




Sort the List of Applicants

Select how you would like the list to be sorted from the options to the left of the list. Applicants can be
sorted by Name (last name), Country, Last Activity Date, or Creation Date. The list can be sorted in
ascending or descending order.

View and Edit Applicant Information

1. Loginto youraccount.

2. From the Dashboard view, click the Applicants link under List Views on the left.
3. Click on the applicant that you would like to view.
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4. Onthe applicant dashboard, click View Profile.
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The applicant’s profile information will be displayed on the next page.
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5. Click Change at the top right to edit the applicant’s information.

How Do | Manage Applications?

View List of Applications

1. Logintoyouraccount.
2. From the Dashboard view, click the Applications link under List Views on the left.

The list of applications will be displayed to the right.

9 This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.
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Search, Filter, and Sort the List of Applications

1. Inthe search bar, select a search parameter from the following:

. Applicant name

o Applicant email address

. Applicant ID

o Student ID

° Program title or program code

2. Typeinyoursearch term and click Enter.

The search results will appear below.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.
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3. Select the filter you would like to apply from the dropdowns to the left of the list.
Applications can be filtered by Term, Institution, Primary Citizenship, or Application Status.
The list can be sorted in ascending or descending order.

You can reset all the filters and sort order by clicking Reset All in the Filter pane.

View and Edit Application Information

1. Logintoyouraccount.
2. From the Dashboard view, click the Applications link under List Views on the left.

3. Click on the application that you would like to view.

g This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.
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4. When the application is in Draft status, sections of the application can be updated by clicking the
Change button at the top right of each section.
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Adding Another Program Selection to an Application

e When the application is in Draft state, you can make any changes to the program selections.

e Oncethe application is in Review state, the program selections cannot be modified, and the
program selections cannot be re-ranked.

e Anew program may be added to the application, however only after:

o The college has made a decision of Decline or Waitlist on an existing program
selection and

° The application with the college doesn’t already have the maximum allowed program
choices

e When the application is in Closed state, no new program selections can be added.

View Application Status

From the Dashboard view, click the Applications link under List Views on the left.

The application status is displayed next to each application in the list. Applications can either be in
‘Draft’, ‘Review’ or ‘Closed’ status.
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The college will make a decision on one or more program selections included on the application:

e Waitlisted can be issued when there are no seats available in the program. There is no guarantee
that the college will issue an offer when the applicant is put on the waitlist.
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P

Declined may be used when there is no intention to further pursue that program selection on the
application. Furthermore, in some cases, ‘Declined’ may be used to indicate when a decision has
been made on other program selections.

Pre-Admitted

Offered

Responding to Applications that “Need More Information”

During the initial review of the application, the college may find errors or require additional

information. When this happens, the state will be set to “Needs More Information” and you, and the

applicant will receive an email notification.

Follow the steps below to provide the corrections or missing information.

Locate the Application

1.

2.

3.

Log in to your account.
Click the Applications link under List Views on the left.

Filter by Application Status = Needs More Information as shown below.
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4. Enter the applicant’s name or the application ID into the search bar, in order to find the

appropriate applicant. Select this item from the list.

Review the Instructions

1.

On the Application Details page, you will see a section at the top, Additional Information
Required, along with the notes and instructions from the college.

The college may request corrections to: Personal Information, Education, or Supporting
Documents.

The example below shows corrections for Supporting Documents.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.
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2. Readtheinstructions carefully; then click Change.
Make the Necessary Corrections

1. The appropriate page in the application will appear; for example, Supporting Documents.
Following the instructions provided above, locate the necessary Supporting Document that
requires the missing information.
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2. Inthe ‘Academic Documents’ section under the relevant establishment, click the type of
document you will submit.

3. Anupload window will appear. You may drag and drop a document from your computer onto the
upload window, or you may click the ‘Select files(s)’ area to select a document for upload.

4. Scroll to the bottom of the page and click Save.

Re-submit application

g This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.




G

1. Onthe Application Details page, click on Resubmit.
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After Resubmit, the application status will change to Resubmitted.

Withdraw or Cancel an Application

1. From the Dashboard view, click the Applications link under List Views on the left.
2. Search for the application you wish to withdraw or cancel and click on the application.

3. Atthetop right of the screen, click the Contact College link and contact the relevant college
through the contact details provided in the pop-up window.

How Do | Manage Offers?

Search, Filter, and Sort the List of Offers

1. From the Dashboard view, click the Offers link under List Views on the left.
The list of offers will be displayed to the right.
2. Atthetop of the list, enter the applicant’s name, email address, program, or application number.

The search results will appear below as the search term is being entered.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.
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3. Select the filter you would like to apply from the dropdowns to the left of the list. You can filter
offers by Term, Institution, Primary Citizenship, Status, or Condition Type.

4. Select how you would like the list to be sorted from the options to the left of the list. Offers can be
sorted by Expiration Date, Issued Date, Application Name (last name), and Last Activity Date.
The list can be sorted in ascending or descending order.
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Viewing Offer Status
1. From the Dashboard view, click the Offers link under List Views on the left.

2. The offer status is displayed next to each offer in the list. Offers can either be in ‘Pre-Admitted’,
‘Offered’, ‘Accepted’, ‘Declined’, ‘Paid’, ‘Pre-Registered’, ‘Revoked’ or ‘Withdrawn’ status.
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The college may issue an offer on:

e Aprogram selection that was included on the application

e AnAlternate Offer (a different program, or a different intake)
e An ESL/EAP Program (English Proficiency)

Some colleges may also include a “Future Program / Intake” details on the Letter of Acceptance.

View a Letter of Acceptance

1. From the Dashboard view, click the Offers link under List Views on the left.
2. Select the offer you wish to view.

3. Onthe offer details page, click the View Letter of Acceptance link.

g This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.
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If a previous letter of acceptance was received, a View Previous Letters link will appear.

Offers with Future Intakes

Issue “1+ 1 (or English + Future Program)” in the cases where the Offer Letter contains an offer on one
program, and a “consideration” for a second or future program, based on successful completion of
the first program. This is commonly used when the student must complete an English Proficiency
Program (EAP) as a condition of starting studies in their full-time program selection.

Accepting a Pre-Admittance

Some colleges may issue a “Pre-Admitted” letter before a standard Letter of Acceptance (Offer Letter)
is provided. The applicant must satisfy the specified conditions in the Pre-Admit letter before they
receive a standard Offer Letter. The conditions could be a deposit payment or completion of specified
English Proficiency or Academic requirements.

The Pre-Admit Letter looks similar to the standard Offer Letter, however with one main distinction:
Across the top, there is an indication “THIS LETTER CANNOT BE USED FOR VISA PURPOSES”. The
applicant cannot use this letter to apply for a visa/study permit. However, the content and format of
the letter is adequate to allow the applicant to apply for financial aid (such as a bank load) to assist
with their application. A sample of the Pre-Admit letter is shown below.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.




LETTER OF ACCEPTANCE DEMO 1

*THIS LETTER CANNOT BE USED FOR VISA PURPOSES* COLLEGE

Date of lssue: April 02, 2018

PERSONAL INFORMATION

Family Name: CAQ:

Hai-xia No

Given Name: Student’s Full Mailing Address:

Ling Floor No. 6 No 68 Haidian Central Street
#92

Date of Birth: - ;

March 14, 1984 419101',81;3:9

Applicant ID #: Referring Agent (if applicable):

X1186224 _Demo Agency 8 China-Beljing

INSTITUTIONAL INFORMATION

Name of Contact: Demo College 1, Name, Demo Full Name and Address of Institution:

Coliege 1, Title Demo College 1

Phone: +1 888 555 5555 123 Main St

Email: demo college’’ @mailinator.com Cape Canaveral, Florida

The status will show as “Pre-Admitted” in your Agent Portal.

A Pre-Admit letter can contain conditions, just like an Offer Letter. Once the applicant has satisfied the
conditions of the Pre-Admit letter, there is an option to convert the Pre-Admit state to a standard
“Offer”, and the applicant will receive a standard Offer Letter to facilitate the rest of their application.

1. Onthe List Offers page, Filter by Status = Pre-Admitted.

2. Select the item from the list that contains the Pre-Admitted state.
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9 This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.




3. Onthe Pre-Admittance details page, click Accept Pre-Admittance.
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4. A confirmation message will appear. Read the information provided and click Continue.

Accept Pre-Admit
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Once the college acknowledges that the necessary conditions of the Pre-Admit have been addressed,
the college will issue a standard Offer (with an updated Letter of Acceptance).

” This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.
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Accept an Offer
1. Onthe Offer details page, click Accept Offer.
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2. Aconfirmation message will appear. Read the information provided and click Continue to confirm
acceptance of the offer.

Accept Offer
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Both the agent and applicant can Accept an offer, Decline an offer, or Withdraw Acceptance of an
offer.

Withdraw an Accepted Offer

1. From the Dashboard view, click the Offers link under List Views on the left.
2. Select the offer you wish to view.

3. Onthe offer details page, click Withdraw Acceptance.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.
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4. Aconfirmation message will appear. Read the information provided and select the withdraw
reason from the dropdown.

Withdraw Acceptance of Offer
Plaase Indicate why you are withdrawing scceptance of
1his offee
Withdraw Reason
Accepted Anothes Otfey -
Do you want 10 request a deferral 10 a future term?

|

v

CANCEL CONTINUE

5. If you wish to request a deferral, click Yes. When you click Continue you will be taken to the
deferral request screen.

If you select No, you will be asked if you wish to request a refund.

g This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.




Withdraw Acceptance of Offer

Please indicale why you are withdrawing acceptance of
this offer
Withdraw Reason
plred Ancther Offer v
Do you want to request a deferral to & future term?

- |

Do you want 1o request & refund?

CANCEL CONTINUE

6. Ifyou select Yes, you will be taken to the refund request screen when you click Continue.

7. Ifyou selected ‘No’ for both options, the offer status will be changed to ‘Withdrawn,” and there will
still be the option to request a deferral or refund later from the offer screen.

Decline an Offer

New in the October 2022 release: If an agent or applicant decides to decline an offer, they must
provide a reason.

1. Onthe Offer details page, click Decline Offer.

2. Aconfirmation message will appear. Read the information provided and select a Decline Reason
from the list.

Decline Offer

Please confirm that you wish 1o decline this offer for List
Application Program (Spring 2027). You cannot unde this

action

Decline Reason

Select & reasor v

Available reasons for declining an offer include:
o Accepted Offer of Another Institution in Another Country
Agent or applicant may provide the country.
. Accepted Offer of Another Canadian Institution

Agent or applicant may provide the name of the Institution.

g This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



o Financial Problem

. Family Problem

. Other (Enter a reason)
3. Click Continue.

The Offer page opens, and the Declined status and reason are displayed at the top of the page.

Offer for Brennan Wolff

P
4 COLLEGE
‘A‘ LA

Offer Details

)

Crignal lzsued Cate Sep. 19,2022, 8:58:31 p.m

1041 B o Date - Sep. 19,2022.85831 pm
Program List Application Program (LAF)
Credantial Degree

Main

Request a Deferral

In a case where the acceptance of an offer has been withdrawn after a payment is made, the agent can
request a deferral.

1. Onthe Offer details page of a withdrawn offer, click Request Deferral.

Request Deferral for Lisa Simpson Moetate 111006

2. Onthe Deferral Request page, you can submit documents to support your deferral request.

3. Inthe Deferral Request Details section, select a Term, Credential Type, and Program Name from
the lists.

4. Inthe Additional Requests text box, provide additional information to support the deferral
request; then click Save.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.
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Request a Refund

If you have withdrawn acceptance of an offer but the applicant doesn’t wish to defer, you can request
arefund instead.

1. Onthe offer details page of a withdrawn offer, click Request Refund.

Request Refund for Lisa Simpson Sadodnn 7K} 6040

Abssael Henmeits

B o Q

2. Inthe Refund Request Details section, upload documents to support the request.

3. Inthe Additional Requests text box, provide additional information to support the refund
request; then click Save.

Refund requests can be tracked in the Refund list.

Upload Proof of Payment

After an offer or pre-admission has been accepted, a proof of payment can be uploaded to show that
the payment condition of the offer has been met.

1. Click Upload Proof of Payment.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.
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2. Upload the digital receipt and click Save + Continue.

After a document has been added, it will show up at the bottom of the Offers page, in the Proof of
Payment section.

Upload Documents for Conditional Offers

1. From the Dashboard view, click the Offers link under List Views on the left.

2. IntheFilter by Type dropdown, select With Conditions to view all conditional offers and select
the offer you wish you view.

3. Onthe offer details page, note the offer conditions at the bottom.

Offer Conditions

F1 - Provwde Proviglonal Cenlificate or Ofcial Gracuation Certificate

4. Click onthe Applicant’s name at the top to go to the Applicant dashboard page.

App’y—;:- Offer f !crllc Tyrcck Hiln Cantayst Cutlege | Apwhsam £X25T141)
International o
by COUAS /] "’,
TEST '

A Viwcone ? COLLEGE

! S d 3 ‘ _

B New Agpivany

Offet Details
B Ut Yews

Acods ot astndy e cotxiurs of pour offer Mtter by May 10 2000 11 32592

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.




5. Onthe Applicant dashboard page, click View Profile.
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6. On the Applicant profile page, scroll down to the bottom and click the Change button at the top
right of the Support Documents section.
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7. Intherelevant section, click + Add Another Document, then select the relevant file from your
computer to upload.
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View Deposit /| Payment Receipts

Once the college receives the necessary payment (deposit amount or tuition amount), as defined in
the Letter of Acceptance, the Offer state will change to Paid. A payment receipt is available for
download in the portal in order to assist the visa or study permit application.

1. From the Dashboard view, click the Offers link under List Views on the left.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.




2. Select the Offer you wish to view.
Note: the offer status must be ‘Paid’ or ‘Pre-Registered’ to view deposit receipt.

3. On the Offer details page, click View Payment Receipt.
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Upload Visa / Study Permit

When the applicant’s Visa or Study Permit application is approved, notify the college through the
portal.

1. From the Dashboard view, click the Offers link under List Views on the left.

2. Inthe search box, enter the name of the applicant you wish to find and select the offer you wish to

view.

3. Onthe Offer details page, click Visa Received.
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4. You will be brought to a page where you must upload Visa or Study Permit information.

g This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.
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5. Click + Add Another Document and select the type of document you wish to upload.
6. Select the relevant file from your computer to upload.

7. Click Save + Continue.

Visa Declined

In the event the Applicant’s Visa/Study Permit application is Declined (or not received on time for the
start of classes), the Agent or Applicant should notify the college using the Withdraw Acceptance
button in the Offer Details page.

1. From the Dashboard view, click the Offers link under List Views on the left.

2. Inthe search box enter, the name of the applicant you wish to find and select the offer you wish to
view.

3. Select Withdraw Acceptance and the following window will appear.

g This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



Withdraw Acceptance of Offer

Please indicate why you ame withdrawing acceptance of

this offer

Withdraw Reason

LEMPS Chang2 K
Financial
Health

anguage Difficulty
ot able to meet conditions of Offe NTINUE

4. Inthe Withdraw Reason, select Visa Rejected. You will then be asked if you want to request a
deferral. If you say Yes, you will be taken to the deferral request page when you click Continue.

If you select No, you will see a question asking if you want to request a refund.
5. Ifyou select Yes, you will be taken to the Request Refund page when you click Continue.

If you select No, the offer state will be changed to Withdrawn and you will have the option to
request a refund or deferral later.

The offer state will be changed to Withdrawn and the reason will appear at the top of the Offer details
page.

Offer Revoked

A college may Revoke an offer for various reasons.
e Acceptance Deadline Passed
e Campus Change
e Did Not Show Up
e No Seats Available in the Selected Intake
e Payment Not Received
e Program Change
e Transfer to Another Institution
e VisaDelayed
e Visa Rejected

e Other (Enter areason)

g This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



Both you and the applicant will receive an email notifying you if an offer has been revoked. No further
actions are available when an offer shows as ‘Revoked’.

How Do | Stay Informed?

The Dashboard provides a quick “at a glance” overview of critical information for your Agency. The
Dashboard consists of the following sections:

o What’s New lists the key new features in the current release

e Summary counts of applicants at key stages: Visas in progress, Accepted Offers, New Offers, and
No Decision

e Funnelchart showing the number of applications at each stage of the process: Offered, Accepted,
Paid, and Pre-Registered

e Offers expiring soon

By default, the Dashboard data is filtered for a single term. You can filter the data by term or by
institution.
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Viewing College Information

Agency Managers can view a list of colleges that they have an active agreement with, including the
college’s basic contact information, agreement information/details and commission information. This
menu allows managers to quickly find information about their college partners.

The agency manager can find the information under the Configure > Institutions menu.
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Frequently Asked Questions
Q: Who has access to make changes to the application?

A: If the applicant created their profile, and selected your Agency during the application steps, then
both the applicant and any Agent assigned to your Agency will have read and write permissions to the
application. This means you can both Accept or Decline offers and make updates to the Applicant
Profile.

Q: Who receives email notifications?
A: Both you and the applicant will receive email notices.
Q: When are email notifications sent?

A: Automatic email notifications are sent after the college receives the submitted application, when
the college issues an Offer (or Pre-Admit).

Application Status

e Draft- Any user can start an application, save as Draft, and return later on in order to complete
and submit. A college will not see Draft applications created by an Agent or Applicant. Once the
application is submitted, then this goes into Review

e Review - An application that a college is currently reviewing/processing will be in Review status

¢ Needs More Information - During the initial review/screening of the application, if it’s determined
that more information is required, or there are corrections needed in the application, then the
state Needs More Information can be used. The Agent/Applicant will see this state along with
indication of what needs to be fixed. Once the information has been corrected/provided by
Agent/Applicant, the status goes back into Resubmitted, and processing may proceed.

e Resubmitted - Once the necessary updates have been made to an application in the Needs More
Information state, the application status will be changed to Resubmitted.

e Closed - A College Admissions Officer can close an application when they are no longer actively
processing. Typical scenarios include:

. The application is a duplicate (same applicant applied through multiple Agents)

. College has Declined these program selections: applicant does not meet the
Admission Requirements for any of their program selections

o Agent/Applicant has Declined an Offer, or Withdrawn Acceptance to an Offer (and
indicated they are no longer interested in pursuing the application)

. College has Revoked an Offer (for example, Acceptance deadline passed/offer letter
has expired)

ey
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Note: When the application is “Closed”, the Agent/Applicant still has view access to the program
decisions and their profile, however they can no longer add/remove program selections or re-rank.

An Agent/Applicant may submit a second application (to the same college) only once the previous

application has been set to “Closed”.

g This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.
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