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Manage Applications - Submit a new application
From the Main Menu select Submit a new
application from the Manage Applications
container.

Start by using the drop-down options to select
the Theme and Mode for the course you are
applying to.
As you make these selections, further options
will appear for Course and Entry.
Once you have completed all the details click
Next.

You will see a summary of the details for
confirmation. If you are happy to proceed,
then click Open Application.
If you need to make changes to your selection
click Change Course.
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The application form will open in a new tab /
window.
You will need to begin with creating a new
user account for your applicant.
Please enter their details carefully. We
suggest using the applicant’s email address
as their username.
Email address fields must be the
applicant’s email.
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Security questions need to be answered and
will be used to assist the applicant with any
login issues they might have.
We suggest that you confirm these details
with the applicant prior to starting an
application.
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You will start the application at the Checklist.
This details all of the sections of the form that
are available to complete and the status icons
will change as you progress through the form.
If you need to leave an application and return
later, you will see the Checklist again.
From here you can click Start Application,
which will take you to the initial Personal
Details section, however you can start go
directly to any section by clicking on the icon
or link.
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Completeting the application form itself is a straightforward and you will find help text and guidence throughout the tabs. You will also be
prompted if you have not completed a mandatory field.
The staus icons from the Checklist are also replicated within the section heading, so you can see at a glance what sections still need to be
completed.

As you will be completing the application via the Partner/Agent portal, you will see that your details are automatically populated under
the Agent section.
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You will get a confirmation on submission and
you’ll see the application reference number.

As the application will have opened in a new
tab / window you can now close this down
and return to the Main Menu.
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