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Overview of Agents via Applicant Portal 
 
This functionality enables Agents to use the Callista Applicant Portal (AP) and undertake a number of 
activities, such as creating accounts for applicants, creating, maintaining and submitting applications on 
applicants’ behalf. This functionality also allows institutions to create and maintain Agents, create and 
maintain Agent’s portal account, transfer applicants and applications between different Agents. 
 
List of Agent’s Tasks: 

• Login to Agent Applicant Portal 

• Create Applicant accounts.  

• Create, maintain and submit applications.  

• Filter and view all current applications and statuses of those applications.  
• View the Agency applicants and applications (created by other Agents in same Agency). 

 
How to Login to Applicant Portal 

 
1. Click on the portal link https://apply.ecu.edu.au/connect/agwebconnect and the following screen will 

display 

 
 

2. Enter the login id and password and click the Login button 
3. Agent Application List page will display 

 

https://apply.ecu.edu.au/connect/agwebconnect
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How to Create an Applicant Account 
 

1. Click on ‘Create Applicant’  and Create Account screen will display 

 
2. A red asterisk denotes mandatory fields 
3. Enter the Applicant details on this screen and press the ‘Submit’ button 

 



 
 

Edith Cowan University 
SSC Quick Reference Guide – Agents via Applicant Portal 

4. If the email address is not entered a message box will display 
 

 
 
5. Click OK to continue or Cancel to enter the email address. 
 
6. Applicant will be created and Agent Application List will display.  Agent and Applicant will be 

notified of the applicant login details via email. If there is not email for applicant then only Agent 
will get the email notification 
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How to Create a Course Application 
 

Hints and tips: 
• Course application is a 5 steps process, from Applicant Details (step 1) to Review & Submit 

Application (step 5).  
• Move between steps using the Save and Continue and Previous buttons: 

 
• Qualification in step 3 will allow multiple records to be entered.  Use the Add button  
• Records can be deleted in step 3 using the Delete button as in this example: 

 
• Uploading the required documents is critical for the application to be assessed.  Please ensure that 

all relevant documents are certified and uploaded with the application. 
• Bulk Submission button may be used to submit multiple applications:  

 
 
Creating Course Application 

 
1. Click on the Agent Application List to select the relevant applicant  
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2. Select the applicant you wish to make a course application for 
 

 
 

3. Select ‘Start a course application’ to start step 1 of 5 of the course application process. 
4. Applicant details page will display with the applicant details already entered while creating the 

applicant. 
5. Mandatory fields (with red asterisk) must be completed. Enter any missing fields i.e. email address 
6. Enter the details and press ‘Save and Continue’ 
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7. Step 2 of 5, enter the course code or keyword of the course the applicant wishes to apply for. Click the 
‘Search’  
button.  

 
 

8. A list of available course offering will be display. Select the preferred option and click on ‘Save and 
Continue’ 
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9. Options for Expected Commencement will be displayed. Select the expected commencement period 
and select ‘Save and Continue’. 

 
 

10. Options for Course major selection will be displayed (where applicable). Select a Major if known or 
Select ‘I do not wish to select a major at this point’ and select ‘Save and Continue’ 

 

 
 

11. Course details summary will be displayed. 
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12. You can ‘Edit’ or ‘Delete’ the Course Details at this stage by selecting the relevant Actions. 
13. Select ‘Save and Continue’. 
14. Course details additional questions will be displayed. Red asterisk mark the mandatory fields 
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15. Select the options for additional questions and ‘Save and Continue’ 
16. Step 3 of 5 requires you to enter the applicants Tertiary, Secondary or Other qualifications. English test 

(e.g. IELTS, TOFEL etc.) results are entered in the Admission Test area. Use the add button to add 
details and click ‘Save and Continue’ when complete. 

17. Multiple records can be entered using ‘Add’ button. 
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18. Enter the qualification and admission test details and click ‘Save and Continue’. 
19. Step 4 of 5 will require you to upload documents supporting your application. You must submit items 

marked as mandatory to proceed and submit the application.  
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20. You will need to upload all mandatory forms including, where applicable 
a. Student Financial Declaration form  
b. Agent Portal Application Declaration via Other 

21. Select the Document Type and then the Browse button to select the file and click the Upload 
Document button to upload the documents. 

22. Comments for each document can be entered using comments field.  Uploaded documents will display 
in Document Previously Uploaded block at the bottom of the page. 

23. Uploaded documents can be deleted by clicking Delete button next to each document.  Documents 
cannot be deleted once the application has been submitted. 

24. Once all relevant documents are uploaded click ‘Save & Continue’ to move to the next step. 
25. You will be unable to proceed with the application if the mandatory forms are not completed, and if no 

documents have been uploaded. 
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How to Submit a Course Application 
 

1. Step 5 of 5 allows you to review your application prior to selecting 'Submit' 
2. Click on the ‘Edit’ to edit/update any section in application. 

 
3. Press ‘Submit Application’ button to submit the application 
4. Application receipt number will display 
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5. Clicking the ‘View My Applications’ button will allow you to view the applicant’s application, withdraw 
application or apply for a new course. 
 

How to Filter a Course Application and View Agency Course Applications 
 

1. Select ‘Agent Applicant List’ from the menu on the top right corner of the screen  
2. Click on Agency Applications button to see all the applications for that Agency 
3. On the Agent Applicant List Screen you are able to filter applications by Agent name, Applicants name 

and Submission Status, simply by using the filter section.  

 
4. Click on ‘Agent’ column to sort the applications by agent. 
5. Click on the ‘My Applications’ button to go back to Agent Application List 

 
Bulk Submission: 

 
1. On Agent Application List screen, click on ‘Bulk Submission’ to submit applications in bulk. 

 
 

2. Mark the check boxes for the applications you want to submit and press the submit button. 
 

Creating accounts and password resets  
 

Email international.partnerships@ecu.edu.au to create an agent account.  
Email admissions@ecu.edu.au to reset your password. 
 

mailto:international.partnerships@ecu.edu.au
mailto:admissions@ecu.edu.au

