
 
 

 
 
 
 
Agent Portal Training Manual 
 

October 2017 
 

 
 
 
 



 

StudyLink Connect – Agent Portal Training Manual  
 Page 2 of 20 

  

 

Table of Contents 
1	 ACCESSING	THE	PORTAL	..............................................................................................................................	3	

1.1	 HOW	TO	LOGIN	.................................................................................................................................................	3	
2	 SYSTEM	MENU	.............................................................................................................................................	4	

2.1	 MY	ACCOUNT	...................................................................................................................................................	4	
2.2	 PREFERENCES	...................................................................................................................................................	5	
2.3	 SUPPORT	.........................................................................................................................................................	5	
2.4	 TERMINOLOGY	..................................................................................................................................................	6	

3	 DASHBOARD	................................................................................................................................................	7	
3.1	 START	NEW	APPLICATION	....................................................................................................................................	7	
3.2	 ITEMS	TO	ACTION	..............................................................................................................................................	7	
3.3	 UPCOMING	INTAKE	DEADLINES	.............................................................................................................................	7	
3.4	 LATEST	NEWS	...................................................................................................................................................	7	

4	 PROSPECTS	..................................................................................................................................................	8	
4.1	 BASIC	PROSPECT	DETAILS	....................................................................................................................................	8	
4.2	 DUPLICATE	CHECKING	.........................................................................................................................................	9	
4.3	 COMPLETE	PROSPECT	RECORD	..............................................................................................................................	9	
4.4	 ADDING	PROSPECT	DOCUMENTS	.........................................................................................................................	10	
4.5	 VIEWING	PROSPECT	RECORDS	............................................................................................................................	10	
4.6	 VIEWING	PROSPECT	DETAILS	..............................................................................................................................	10	

5	 STARTING	A	NEW	APPLICATION	.................................................................................................................	12	
5.1	 APPLICATION	FORM	.........................................................................................................................................	12	
5.2	 SUPPORTING	DOCUMENTS	.................................................................................................................................	13	

5.2.1	 Required	documents	...........................................................................................................................	13	
5.2.2	 Additional	documents	.........................................................................................................................	13	

5.3	 SUBMITTING	THE	APPLICATION	...........................................................................................................................	14	
6	 APPLICATIONS	...........................................................................................................................................	15	

6.1	 VIEW	ACTIVITY	................................................................................................................................................	15	
6.2	 SEND	DOCUMENTS	..........................................................................................................................................	16	
6.3	 DOWNLOAD	PDF	............................................................................................................................................	17	
6.4	 CANCEL	AN	INCOMPLETE	APPLICATION	.................................................................................................................	17	
6.5	 SEND	A	MESSAGE	............................................................................................................................................	18	

7	 INBOX	........................................................................................................................................................	19	
8	 RESOURCES	................................................................................................................................................	20	



 

StudyLink Connect – Agent Portal Training Manual  
 Page 3 of 20 

  

 

1 Accessing the Portal 

1.1 How to Login 
StudyLink Connect Agent Portal can be accessed from any web-enabled device by opening a web browser 
(e.g. Chrome, Mozilla Firefox, Safari, Internet Explorer) and navigating to: https://customer.studylink.com 
 
 

 
 
Once the login page loads, enter your username and password and click ‘Sign In’: 
 

 
 
You will be logged in to the Agent Portal and you’ll see that the dashboard has loaded: 
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2 System Menu 
 
 The following system menu appears in the top right-hand corner of all screens within the Agent Portal: 
 

 
 

2.1 My Account 
 

 
 
Your login details are unique to your branch office – it is important to keep them safe. We recommend that 
you regularly change your password and update it when key staff leave your organisation. 
 
To change your password, enter your current password, and then enter your new password in both the ‘New 
Password’ and ‘Confirm Password’ fields, then click ‘Change Password’: 
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2.2 Preferences 
The Preferences Tab allows you to manage your preferred Date and Time settings and Application Ageing 
indicators.  
 
Select your preferences and then save your selection by clicking ‘Save My Preferences’: 
 

 

2.3 Support 
We all need help from time to time, and using StudyLink’s in-built support features will get your query 
answered as quickly as possible.  
 
When a member of the StudyLink Support team is available to help you immediately, you’ll see the ‘Live 
Support’ icon appear on the right-hand side of the screen, like this: 
 

 
 
Clicking on ‘Live Support’ will open a window where you can get chat with one of our support team who’ll be 
able to assist with your enquiry or issue: 
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If we can’t answer your query immediately or need you to send us some more information we might ask you 
to send an email to our Support Help Desk, you can do this by clicking in the ‘Support’ link in the top right- 
hand corner: 
 

 
 

 
The StudyLink Support Team can only help you with questions about how to use StudyLink 
Connect – they aren’t able to provide any admissions advice, so if your query is about 
courses, fees, admissions processes or progress, it’s best to contact the Institution directly – 
you can send them a message from within your portal. 
 

2.4 Terminology 
Let’s all agree on a couple of key terms that are used through the StudyLink Connect Agent Portal: 
 
AGENT (OR AGENCY) 
That’s you! When we talk about an Agent in StudyLink Connect we are talking about an Education Agent 
that manages the application process on behalf of a prospect.  
 
PROSPECT 
A record for a person that contains information such as their name, date of birth, address, contact details 
and more. You can create prospect records for the purpose of managing your relationship with the prospect 
prior to them choosing to commence an application to an Institution.  
 
APPLICATION 
An application form that has been commenced on behalf of a prospect, for a particular institution and course 
(or courses).  A prospect might have multiple applications if they have asked to apply to different institutions.  
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3 Dashboard 
3.1 Start new application 
Get started quickly by selecting the ‘New Application’ button. 

3.2 Items to action 
This is where you’ll find information about applications that need your attention.  
Review this section when you log in to make sure that you don’t miss important application updates. 

3.3 Upcoming intake deadlines 
Get reminded of upcoming intake deadlines for the Institutions you represent so that you don’t miss a single 
opportunity. 

3.4 Latest news 
Institutions might post news or updates directly to the agent portal. If they do, you’ll be able to see them in 
the ‘Latest News’ section on the right-hand side of the dashboard.  
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4 Prospects 
If you want to create an application for a new student, you first need to create a prospect record (remember 
that a prospect is someone that the application belongs to). If you’ve selected ‘Start new application’ from 
the Dashboard or the ‘New Application’ tab, you’ll first be taken to the ‘Add New Prospect’ screens 
automatically. 
 

 
 
 
 

4.1 Basic prospect details 
The first step is to type in the prospect’s basic personal details to check whether or not they are already in 
the system. Once you’ve entered the basic prospect details, click ‘Next’. 
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4.2 Duplicate checking 
If there are possible duplicate records you’ll be asked to confirm whether you want to create a new record, 
or choose to use an existing prospect record. 
 

 
 

4.3 Complete prospect record 
 
Information entered on the prospect record can often be mapped to the fields on the application form, but it’s 
up to you how much information you want to enter at this stage. The only mandatory fields are name, 
citizenship, date of birth and email. Once you’ve entered the required information, click ‘Next’. 
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4.4 Adding prospect documents 
 
The second step is to upload the prospect’s documents. When you save documents to the prospect record 
they will be available when completing the application form using the ‘Choose Existing’ option. 

 
If the student wants to submit multiple applications to different institutions, entering more 
information and documents on the prospect record will mean less data entry as information will 
be automatically copied to any subsequent application forms.   
 

4.5 Viewing prospect records 
The prospect tab shows you a list of all of the prospects that are associated with your Agency: 
 

 
 
 
You can search through prospect records in two ways. You can either enter an email address, first name or 
last name and click ‘Search’ or choose ‘Advanced search’ to enter multiple criteria.  
 

 
 

4.6 Viewing prospect details 
You can look at a prospect record by selecting ‘View Prospect’ from the Actions list. The prospect detail 
page will be displayed, which includes the following sections: 
 

• Prospect summary 
• Edit prospect (Edit the prospect information that was previously entered) 
• Attach documents (Save additional documents against the prospect record) 
• View applications (See all of the applications for the prospect) 
• Add note or View notes (These notes are only visible to your Agency, they cannot be seen by the 

student or institution) 
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5 Starting a New Application 
 

5.1 Application form 
Now that you’ve added a prospect record, find the prospect in the Prospects tab, now you are ready to begin 
the application process! Select ‘New application’ from the Actions list to get started.  
 

 
 
You can search by country, institution or course to find the course that the prospect wants to apply for.  
Select the course to apply for by clicking ‘Apply’  
 

 
 
The application form will be displayed, and relevant information from the prospect record will be pre-filled. 

Complete the remaining application form fields as required. Mandatory fields are indicated with a   
 

 
 
Once the application form is complete, click ‘Next’. 
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5.2 Supporting documents 
 
The last step in the application process is to ensure that all required documents are included.  
 

5.2.1 Required documents 
 
The ‘Required documentation’ table will show the questions from the application form that require a 
document to be uploaded. 
 

 
 
The Action list gives you three different options for selecting a document to save against the question. 
 

 
 

1. Upload Now will allow you to upload a new file from your computer. 
2. ‘Included in Combined attachment’ allows you to indicate that the document is included in a single 

file. (See Option 1 below for how to upload a combined attachment).  
3. Choose existing... will display a list of the prospect’s documents that you have already uploaded to 

the prospect record. 
 
 
You can choose to upload the prospects documents in a single combined PDF. To do this, scroll down to 
Option 1 and choose a file to upload: 
 

 
 

5.2.2 Additional documents 
You also have the option of attaching additional documents, either by uploading new documents or selecting 
from existing documents.   
 
To upload new documents, scroll down to Option 2, click ‘Upload’ and select the file for upload. 
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To include existing documents (saved to the prospect’s record), scroll down to Option 3, select the file from 
the drop-down list and click ‘Add’. 
 

 
 
Once you have attached relevant documents, click ‘Next’ to proceed. 
 

 
 

5.3 Submitting the application 
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6 Applications 
The application tab provides a summary of the most recent incomplete, submitted and offered applications. 
You can view all the applications for a particular stage by clicking ‘All’. 
 

 
 
From the application page, you can view the actions that you can select for each application. Options may 
include: 

• View Activity 
• Send Additional Document 
• Download PDF 
• Cancel an incomplete application 
• Send a message 

6.1 View Activity  
 
The activity page shows you the following information about the application: 
 

• Application summary 
• Activity history 

This section shows a list of the statuses that the Institution has moved the application through while 
processing.  

• Messages  
This section shows a list of all messages that have been sent between the Institution and the 
Agency in regard to the application. There are also options to ‘Send Message’ and ‘Send Document’: 
 

 
 

• Provided documents 
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6.2 Send Documents 
Sometimes an Institution might ask you to send them some more documents to assist them in processing 
the application. To do this, you can either choose ‘Send Document’ from the action menu on the application 
list, or you can choose ‘Send Document’ on the Activity page. Either way, you’ll see the following screen 
where you can upload a document and notify the Institution: 
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6.3 Download PDF 
When the application is submitted, StudyLink Connect creates a PDF version of the application form. You 
can access this form by choosing ‘Download PDF’ from the action menu on the application list, by clicking 
the ‘Download Application’ shortcut on the Activity page or by selecting ‘Application PDF’ in the ‘Provided 
documents’ section on the Activity page.  
 

 
 
 

6.4 Cancel an incomplete application  
If an application has not yet been submitted to an Institution, you can choose to cancel it by selecting 
‘Cancel’ from the action menu. You’ll be asked to confirm the cancellation:  
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6.5 Send a message 
You can send a message about an application to the Institution from within StudyLink Connect by selecting 
‘Send message’ from the action menu on the application list, or you can choose ‘Send message’ on the 
Activity page.  
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7 Inbox 
When an Institution sends an email to your Agency about an application the email will appear in the ‘Inbox’.  
 

 
 
From here you can read, reply, forward or delete the email: 
 

 
 
To help with keeping track of application activity, the email will also appear in the ‘Messages’ section of the 
application’s Activity page: 
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8 Resources 
The resources tab is where you will find links or documents that the Institution has made available to their 
Agents. Typically, Institutions will include information like forms, brochures, marketing information and 
course and fee details, although each Institution can choose what they’d like to make available.  
 
When you click on the ‘Resources’ tab you’ll see a list of the Institutions’ that your Agency works with: 
 

 
Click on an institution to view the Resources that they’ve made available:  
 

 
 
 


