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Introduction 
 
What is the Partner/Agent Portal?  
 
The portal is a secure platform that allows users to: submit new applications and manage those 
applications on behalf of applicants. It also provides a high-level view of application numbers for 
your agency, which includes those linked to you but submitted directly by the applicant.  

Accessing the portal 
 

Requesting access 
 
Access needs to be setup for you by Cranfield. If you don’t yet have an account please email 
recruitmentagents@cranfield.ac.uk for more details. We will verify your agent agreement status 
and ask you to complete an access request form.  
 

Guidance on account setup 

It is mandatory that user accounts are issued on a per-person basis, and under no 
circumstances should they be shared among multiple individuals. Each person must have 
their own dedicated user account to maintain accountability, security, and confidentiality of 
information. 
 
Furthermore, user accounts must be created using unique email addresses for each 
individual. This practice ensures clear identification of users and facilitates effective access 
control. Shared email addresses compromise security measures and hinders our ability to 
resolve any access issues and trace actions back to specific individuals.  
 
Failure to adhere to these guidelines may result in access restrictions. It is imperative that all 
agent portal users staff members comply with this policy to uphold the integrity of our systems 
and safeguard sensitive data. 
 
Any requests for access providing generic user information and/or shared email 
addresses will not be processed. 

 
Levels of access 
 
There are two levels of access to the portal: 
 
Standard access – As a standard user you will be able to see and update just the applications 
you have submitted from your user account. Will not be able to see applications submitted by 
your colleagues or make any updates to them.  
 
Manager access – As a manager you will be able to see applications across your agency and 
will be able to make updates to all applications submitted in the portal.  
 
There are some key differences in how you will use the portal depending on your access level 
and these will be highlighted throughout this guide.    
 

mailto:recruitmentagents@cranfield.ac.uk
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Logging in 
 

 
Go to https://eve.cranfield.ac.uk, enter your Username and Password and select Log in. 
 
Your username will have been sent you when your account is created. If you are logging in for 
the first time your Password will be your date of birth in the format DD/MM/YYYY.  
 
Check your login details carefully as your password is case sensitive. If you have forgotten your 
password, use the Agent ID: Forgotten password? button to set a new one, you will be asked 
for your date of birth and answers to your security questions.  
 
If you are still unable to get logged in you can contact us via our report issues form and we will 
investigate for you. 
 

Main menu 
 

 
 
You can navigate to the various functional sections of the portal from the tiled main menu 
navigation. 
 
We will now go through each of these functional sections in more detail. 
  

https://eve.cranfield.ac.uk/
https://forms.office.com/e/gfBnvC8h5A
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Manage Applications 
 

Submit a new application 
 
You’ll start the process of submitting an application for an applicant here, but before you get to 
the application form itself you will need to choose the course being applied for. 
 

 
 
Use the drop-down options to select the Theme and Mode of Study for the course. 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.  
 
 
 
 
 



 6 

 
 
The application form will open in a new tab / window. 
 
You will need to begin with creating a new user account for the 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.  
 

 
 
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. The 
questions are: 
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- Date of Birth 
- Mother’s first name? 
- Town of birth? 
- First school attended? 

 
Once you have answered the above questions 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 go directly to any section by clicking on the icon or link. 
 
 

Icon guide 

  All mandatory fields are not yet complete - This page has not been started 

  
All mandatory fields are not yet complete - Outstanding information required for 
mandatory fields 

  All fields complete - All mandatory information has been provided 
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Completing the application form itself is straightforward and you will find help text and guidance 
throughout the tabs. You will also be prompted if you have not completed a mandatory field.  
 
In desktop mode the 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 Your Route to Cranfield section.  
 
You will get a confirmation on submission and you’ll see the application reference number: 
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As the application will have opened in a new tab / window you can now close this down and 
return to the Main Menu. 
 

Log in as applicant 
 
This feature will allow you to log in as an applicant you have submitted an application for. For 
submitted applications you should see the Proxy login to Portal link, which allows you to login 
as the applicant with a single click and act on their behalf.  
 
Note: Logging in as the applicant will log you out of your Partner/Agent Portal session.  
 

 
 
The list will include applications you have not yet submitted and you’ll see the from the 
Registration Status which these are. You cannot return to an application from this area of the 
portal, but this is possible in our next section.  

View My Applications 
 
My Pending Applications 
 
You might not complete an application from start to submission in one go. Any applications you 
have started and not yet finished will appear in this section for you to return to.  
 
Use the highlighted radio button to select the application you want to continue with and then 
click on Continue. 
 

 



 10 

You will see this screen with advice on the proxy login feature. Click on Proxy Login to return 
to the application. 
 
Note: Logging in to the application will log you out of your Partner/Agent Portal session. 
 

 
 

Manager access features 

Users with Manager access can see applications in progress across their agency and 
therefore complete/finish an application on behalf of their colleagues.  
 
You will see the below options when opening the pending applications list. This allows you to 
choose whether you want to see all applications or focus just on applications you have 
submitted yourself.    
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My Submitted Applications 
 
Here you can see a list of submitted applications, view summary applications forms, contact 
Admissions and log in as the applicant. 
 

 
 

Manager access features 

Users with Manager access can see applications in progress across their agency.  
 
Managers will be asked whether they want to see all applications or just their own.  
          

  

 
Summary - This feature allows you to see a overall summary of the application form as it was 
submitted. You need to be logged in as the applicant to see the summary and will therefore see 
the proxy portal advice page before you progress, and this will log you out of your Partner/Agent 
Portal session.  
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Contact Admissions – This feature allows you to send a message directly to Admissions about 
the application you have selected.  
 
You’ll see the email address linked to your user account by default, but you have the option to 
change this if you would like responses to be sent to another email address.  
 
There is also the option to upload documents you want Admissions to review in relation to the 
application. 
 

    

Application Summaries 
 
The summary views provide top level lists of applications in the various statuses throughout the 
applicant lifecycle. These are divided into the following lists/sections. Note that applicants might appear 
in more than one list at the same time: 
 

- Submitted Applications 
- Applications with Interviews  
- Applications with Offers  
- Accepted Offers 
- Rejected Applications 
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Clicking on the headings will expand or collapse that list. The columns and data are largely the same, 
but the last column changes to add appropriate context based on the section; the Application Status in 
the Submitted Applications section for instance. 
 

Applications linked to me 
 
The list views in this summary section will focus just on the applications submitted by you.  
 

Applications linked to your agency 
 
All applications submitted for your agency will be visible in this summary view. 

My Account 
 
Change Password 
 
You can change your password at any time, but 
you must change your password at least every 
12 months.  
 
We will remind you by email 30 days before your 
password is due to expire. 
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