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1.0 Application Portal Overview 

1.1 Important Information for Agents 
 

The Agent Portal provides agents with access to manage applications from 
submission to enrolment. The following activities are managed via the portal 

• Application Submission 
• Application Status monitoring 
• Supporting document upload 
• Access to conditional and full offers 

Agents will access the portal with their registered email address and Agent Code. 
On login, agents will receive an OTP (one time password) to their nominated 
email address. 

From the portal agents should access for application submission or application 
status tracking from the header.  

 

Agents will also have the ability to manage and maintain approved email 
addresses that can represent the agent through the portal. Each representative 
will be required to be setup as a contact on the agent record, as access to the 
portal will require validation via OTP. The passcode will be emailed to the address 
of the individual registered contact for the agent code. 

Access to the Agent Portal is also available from UOW Malaysia website. 

 

 
 

 

 

 

 

 

. 

 

 

https://uowedu.appianportals.com/agent-uowm-apply
https://uow.appianportals.com/uowm-apply
https://uow.appianportals.com/uowm-apply
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2.0 Application Submission 

2.1 Terms and Conditions 
 

Agents should select Application Form from the header Menu (note that the portal 
will default to this selection)  

 

 

Select Agree and Apply 

 

2.1 Agent Details 
 

 

Registered agents are provided with an agent code, and linked email address to 
submit applications and access agent portal.  
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Note: Agents can assign multiple registered email addresses for agents authorised to access on 
behalf of the agency. (See section on Maintaining Agent Details. 

Agents are required to Validate their email address and agent code prior to 
proceeding. The system will check for validation based on the code and email 
address entered. 

 

 

2.2 Applicant Details 
 

Once validated the system will prompt for Applicant Details. 

 

 

Note: Applicants are also able to monitor their application status via the direct applicant portal 
using the applicant Email address entered. It is important that Agent ensure that the applicant 
email address is correct. The system will also check for any other applications within the system for 
applicant and will restrict for more than one active application. The following message will be 
displayed if application already exists in system. 

 

 

Enter applicant details and select to Continue 
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Provide personal details of applicant, including the uploading of Identity 
document. If the applicant does not yet have a visa, select “I don’t have any visa” 
from the drop-down list, otherwise select visa type and upload visa 
documentation. 

Select Next to continue. 

2.3 Select Programs 
 

Applicants can submit two program choices, with Program Choice 1 indicating 
their first preference. 

 

Select Next to Continue 
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2.4 Add Qualifications 
 

 

 

Note: Up to 3 documents can be uploaded per academic qualification. 

If the applicant has not completed qualification and does not want to provide supporting 
documentation, select the X to remove the document upload line. 

 

3 Academic Qualifications can be added for applicants. To add additional Academic Qualifications, 
select the Add Academic Background button. 

 

 

Select Next to Continue 
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2.5 Review and Submit 
 

Review the information entered for the application. Sections can be 
expanded to review details. 

 

 

The system will provide confirmation of successful application submission 
including application number. 
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3.0 Application Status Tracking 

3.1 Access 
 

Select Application Status from the header menu 

 

 

Enter Agent Code and registered email address attached to agent code. Click 
Send OTP (One Time Password) and an OTP will be sent to the email address. 

Enter OTP and login 

 

 

Once logged in a list of applications submitted under the Agent Code will be 
displayed. 

 

Other information available for the agent include: 

1) Agent contract status 
2) Contract expiry date 
3) Access to contacts list for authorised representatives for agent (only 

available for main agent contact only) 
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3.2 List View  
 

Agents can search on applications by status be selecting status from the drop-
down menu: 

 

For each application, the missing documents column will indicate any supporting 
documentation required for the application. 

 

 

3.2 Application View  
 

A detailed view of the application can be access via the application hyperlink in 
the Application ID Column. 
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Missing documents will be displayed in the right corner of the screen. Agents are 
able to upload missing documents on behalf of applicants. 

 

The Qualifications section can be expanded to view qualification details provided 
on application submission. 

 

The Offer Section provides the following details of offers (if issued). 

• Offer ID 
• Offer type – conditional or unconditional 
• Offer Date 
• Offer Programme 
• Offer Session 
• Offer Status 
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By clicking on the view button in the offer tile, additional details can be accessed 
including offer conditions and offer letter 

 

Click View Offer Letter to view offer letter. 
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4.0 Maintain Agent Representative List 

The main agent contact is able to maintain a list of approved agent 
representatives with their email login into the portal. Agent contacts under each 
agent code will be either primary or secondary with primary contact being 
responsible for maintaining the representative list. For the primary agent contact 
the option of “Show My Agents” will be visible. 

 

A list will be displayed including their current status. 

 

Representatives with a status of Active of Under Review can be deactivated by 
the Primary Agent by the link in the actions column of this table. 

It is the Primary Agent’s responsibility to ensure that this list of agent 
representatives is maintained and current. 

The Primary Agent can nominate for an additional representative to be added to 
their agent account by the “Add New Contact” button. 

 

 

Following submission, the contact will be in a status of Under Review. UOWM 
Staff will update status to Active after review. 


