AGENT
POIAl --;

INSTRUCTIONS

N\
K >KOI

King's Own Institute

WWW.KOI.EDU.AU
CRICOS 03171A



KOI Agent Portal Instructions Version 5_July 2024
Table of Contents
HOW TO SET UP YOUR ACCOUNT .....cuceueeuieeireirissesieassesiessnssssssossnsssssssssassossnssssssnssnsssssssssassnns 2
HOW TO CREATE A USER ACCOUNT ....cueeeeieeiriresieecresinssnssssssassnssessssssossnssnssssssnssnsssssssssassnns 4
HOW TO MAKE NEW APPLICATION ......c..cueueeeirirenieecresinssnsissssessnsssssssssessnssnssssssnssnsssssssssassnns 7
Step 1: Fill student details .......cc.ucrreeeiiiiiiiiiieccrre e e s reea e s s rees s e s e na s e s senasssssenassssnennnsssrennns 8
Step 2: Select a appropriate course, year, intake and location. ........cccceerreeiiirieeciineenccereeeecenenen. 9
STEP 2.1: SEIECTEU COUISE.......oeiiieiiieeiiee ettt ettt e st e e ettt e st e e e s be e e e s sateeeseaateessabaeeeenabaeesnasteesssseeesnssaeesnnnes 10
Step 2.2: Select @ SChOIArSRIP .........cooiiie e et e e e e e sate e e s ere e e snbeeeesataeeeennes 11
Step 2.3: Apply for Advanced Standing (Credit transfer)...............cccooeeiii i 12
Step 2.4: APPlICANE DETAIIS ... s e e e e e et e e et e e e et e e eearaeeanbeeeennraeeeannes 13
Step 2.5: Educational BackgroUNd .................oooiiiiiiiiie ettt e tre e e stte e e e sate e e s atae e e sabaeeeentaeeeennes 14
STEP 2.6: REGUITEMENTES ...ttt e s s e e s et e e sesrne e s sneeesesnreeesannes 15
StEP 2.7: ABENT DETAINS ... et ree b e e nee e 19
STEP 2.8: SUMIMAIY ..ottt st e st e s s b e e e s e s e e e s aaba e e s s raeeseanre e e sanbneessnaeesesnranesannne 19
HOW TO SUBMIT THE GENUINE STUDENT FORM ........cuueeuieiiiieiieiiiisiieisicsssnssessssnssossssnssones 21
HOW TO ACCEPT OFFER LETTER. .....c.cueeeeieiieiiiieiieiiiisiieisiiesinsscsssssssosssssssosssssssossssnssassssnssanes 24
HOW TO MANAGE STUDENTS .....cueeiieiiiiiiiiiiiieiieiiiisiiesiessssassesssssssosssssssosssssssosssssssosssssssnnes 27
King’s Own Institute 1

CRICOS 03171A



KOI Agent Portal Instructions Version 5_July 2024

HOW TO SET UP YOUR ACCOUNT

You will receive a notification email about your username and reset password link.

@ KO! Marketing No Reply <norcply@hei ech su
@ omerieting v

Welcoma to the Agent Portal

Dear Linda, /
Please use your LEBAKHANHHAU@GMAIL COM emai address as your usemame 10 access the portal.
To begin, you need to set your password.

Click here i T J5011$S1_AGENT: TEVCQL JIML

Altornatively, copy and paste the following address into your browser:

te5t t1cloud com/T' 1SMS. AGENT 8007-4096-9390-

Powered by TechnologyOne
Enterprise Software, incredibly simple

JSWQ Y L C.

JISWQION Y c.

Input your new password

Complete registration

Please enter a password to complete registration.

Enter a new password

COUNSELOR1@KOI.EDU.AU
Password

Then, login with the Username and NEW password

Your password has been successfully set

Log on using your details

User name or email address

lebakhanhhau@gmail.com

Keep me logged on D Accessibility Mode [i]

King’s Own Institute
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Read the terms and conditions, then click “I accept”

Terms and Conditions

Welcome to King's Own Institute (KOI) Agent Portal. This portal is specifically for the authorised KOI representatives and must be
accessed by the intended user only. The Agent must ensure that all staff of the Agency and any Agents, along with their employees and
sub-contractors, and contractors of the Agency recruiting students for KOI are aware of the requirements of the ESOS Act and observe
the requirements set out in 3(a), (b), (c) and (d) of the KOI Agency Agreement (27 July 2020 V2.2).

tdomner aecept

This is the dashboard of KOl Agent portal with

e My Applications: make new applications and view existing application status
e My Students: check all students’ enrolment status and study progress
[ ]

My Organisation: view and update your company details, contacts, staff and agent
agreement. Admin account can create new user for staff or sub-agents.
e Forms: find KOI forms. E.g KOI Agent Agreement, Change of Details ...

Enterprise Search

Agent Portal Admin

@-— e ©
Forms

My Students My Organisation
Active Applications Just Mine

(%, 2 applications not submitted
v

[ o applications being assessed

[ 1 offer awaiting response

¥ Ooffers accepted or deferred

@ 0outstanding information requests

@ 0outstanding offer conditions
P View all applications

0 Assigned to me ~

King’s Own Institute 3
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HOW TO CREATE A USER ACCOUNT

If you are a principal agent account, you are able to create new users for your counsellors or
sub-agents.

To do that, you login to KOI agent portal.

Go to My Organisation

Agent Portal Admin \

B
MApplcatons % @
Forms

My Students My Organisation
Active Applications  ust Mine

(% 2applications not submitted

[3 0 applications being assessed

@ 1 offer awaiting response
 Goffers accepted or deferred

@ 0 outstanding information requests
@ 0 outstanding offer conditions

A2 view all applications

0 Assigned to me ~

Then go to Organisation Staff and click “Add” button

(DEMO) Agent Portal Training
Agent

N
Status Date = .
ounom L] o

‘1‘-5 # Narecords found. & e

3 Organisation

{551 Finance Details.

§, Organisation Contacts
‘ 0 Address Records.

0Phane Recards

Fill in mandatory fields:
- Contact type: select appropriate contact type (primary or sub-offices)
- Title, Given Name and Family Name
- Optional: position and department for your own reference

System Correspandence Reciplent

King’s Own Institute
CRICOS 03171A
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For “System Correspondence Recipient” which is applied for users who are
owner/director/manager and receiving all emails from KOl admissions regarding to
applications, only nominated email can be selected. KOl Marketing has already set it up for
your organisation. If you want to make changes, please send an email to
marketing@koi.edu.au. One of our marketing officer will support you.

For admin/counsellor staff, “system correspondence recipient” will not be applied.

Active

System Correspondence Recipient

Click “Save” after filling all the details. You will see the user is created on the left.

Y:I A 1 record. G oo

Mr. Jason Smith (Counselor) ACTIVE
Contact Type Primary Contact

System Correspondence Recipient View Q'

Now, click “View” and scroll down to add an email address (only one email for each user).
- Email type: MUST select “General”
- Enter email address and select “Active” status
- Must tick “Preferred Email Address” to enable the email function
- Click “save”

C x Organisation Staff » Organisation Staff
 Staff ance | B2

Create New Email

~ Details

Email Type *
General -

/ Active

() system Comespondence Recplent

Email Address *

~ Contacts

Preferred Phone
Secondary Phone

Preferred Location

~ Emails + Add
. 24
£ Norecords found a o

jason.smith@koi.edu.au

Comment

Status *
Active

Preferred Email Address

Note:

e You can create as many users for staff as you need.
e Only tick one system correspondence for a nominated user which is used for

correspondence with KOl admissions.

King’s Own Institute
CRICOS 03171A
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LAST STEP IS ACTIVATING THE AGENT PORTAL ACCOUNT FOR THE USERS.

Click “More Options” icon which is next to view button. View

Then select “Send Invitation”. =2

Note: If you want to remove the user, select “Deactivate”.

Send Invitation

Deactivate &

Once you click “Send Invitation”, system will ask you to choose the access level for the user.

- Agent Administrator - Full access: users are able to access everything on agent portal
including creating new users accounts, monitor and deactivate users. Full access users
can monitor every activity that a limited user account is doing including access to all
their applications, OLs and CoEs.

This full-access is recommended for all the owners, office managers and all your
important staff members.

- Agent - Limited access: users are able to send and manage the applications to KOI.
They will directly receive all the OLs, CoEs and other correspondence from KOI
Admissions. However, they cannot create or deactivate users. All their activities can
be monitored by Full Access account.

You must set this limited-access for all your offshore offices (in different cities) and
other third party associates.

Send Agent Portal Access Invitation .4

Profile Access Level

Agent- Limited Access

Agent Administrator - Full Access

¥=) Advanced search

Finally, you will see the label “Portal User” under username and email address which means
the agent portal for the user is successfully created.

Mr. Jason Smith (Counselor)

jason.smith@koi.edu.au

Portal Invitation Sent: 11-Apr-2023

H Portal User

King’s Own Institute
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HOW TO MAKE NEW APPLICATION

Login Agent portal, to create or view applications, click “My Applications”

Agent Portal Admin

View all applications

i

View only applications My Students My Organisation Forms
you have submitted. ‘\.“WM-

Z 2 applications not submitted

B 0 applications being assessed

[F€ 1 offer awaiting response

ShOFtCUt to VieW + 0 offers accepted or deferred
pe n d | n g a p p I i cat | ons © 0outstanding information requests

[} outstanding offer conditions

JO view all applications

0 Assigned to me ~

From application page below, click “Add application” to make new application.

e Applications tab: view all applications are under process
e Offers tab: view all applications which have Offer Letter.

—»| Make new application

| Applications | ores [ —> View applications which
<5
¥ 2 records. have KOI offer letter.

: 20019020 31Mar23 TEST
Vlew a “ Temporary Entry Permit

appllcations Application ID Application Last Updated

2250 31-Mar-2023

20018973 Test2025 TEST2025
Temporary Entry Permit

Application ID Application Last Updated
2206 23-Mar-2023

King’s Own Institute 7
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KOI Agent Portal Instructions

Step 1: Fill student details

Version 5_July 2024

Citizenship Type: for international students, must be “Temporary Entry Permit”
Applicant Email: student personal email
Agent Contact Email: who will receive correspondence from KOI Admission

Step 1
Create New Applicant

Create New Applicant

€ Please start by registering the new Applicant's Personal Details.

To create new applications for existing Applicants, use the 'My Applications' screen.

To find an existing Application, use the 'My Applications' screen.

To find an existing Student, use the 'My Students' screen.

~ Details

Family Name *

80

Given Name

Gender

Date of Birth *

Apart from “System correspondence”,
this agent contact email will also receive
correspondence from KOl admissions.

Create New Applicant

© Please start by registering the new Applicant's Personal Details.
To create new applications for existing Applicants, use the 'My Applications' screen.
To find an existing Application, use the 'My Applications' screen,

To find an existing Student, use the 'My Students' screen.

~ Details
Family Name *
Jones

Given Name
David

Gender
Male

Date of Birth * _
01-Jan-2023

Citizenship Type *
Temporary Entry Permit

Applicant Email *
david.jones@gmail.com

Agent Contact Email
Counselor1@koi.edu.au

Student Citizenship Type *
personal email - —
. : 4/| Applicant Email I
which will
2 Agent Contact Email
receive Counselor1@koi.edu.au —
correspondence
Next »
Step 1 Create New Applicant

Click “Next” button after filling in the details

King’s Own Institute
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Step 2: Select a appropriate course, year, intake and location.

In this step, you will see a lot of courses in different years, intakes and locations.

However, to search and find the course, there is a filter function which will help you to find
the course quickly.

To do it, click “filter icon”, then select course type, location, year and study period, you will
see the course you are looking for.

~ Select a Course l Filter
@~ a
e ¥ | A 156records.
~AVAILABLE _ ) /v Course name
show Avalable BA - Bachelor of Business (Accounting)
~ CURRICULUM TP 2023 Trimester 2 Intake| Newcastle Campus — > | Location

- Trimester 2 Intake \
Bachelor Pass 30 Start Date 03_Ju|_2023 Year & |ntake

Diploma (AQF)/Associate Dipl... 24

Graduate Certificate 32 Load category FU” Tlme
Graduate Diploma/Postgrad... 30 Attendance Mode Classroom Delivery with Online Component
Mastersby coursework 40 Study Mode Standard
Post Graduate 102 Selections Available
Undergraduate 54
] | .
Newcastie Campus »  BA-Bachelor of Business (Accounting)
Sydney Campus 78 2023 Trimester 2 Intake, Sydney Campus
— Trimester 2 Intake
20 ®  Start Date 03-Jul-2023
() 2024 90
‘ 202 Load Category Full Time
Trimester 1 Intake 30 Attendance Mode Classroom Delivery with Online Component
Trimester 2 Intake 64 Study Mode Standard
Trimester 3 Intake 62
A LOAD CATEGORY E Selections Available

Full Time 156

King’s Own Institute
CRICOS 03171A
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Step 2.1: Selected Course

After selecting a course, the page will take you to the Course Steps.
e In this selected course page, if you apply only one course, click “Next” and go to step

2.2.
e If you apply for package course (e.g Diploma of Accounting + Bachelor of Accounting),

click “Select another course”. Then, filter and add the second course.

20019026 - David Jones

Tomprary iy P | 1202023

Skt Couese

- Selctancthe course

2 1 rocard

=k

oo s e C=ma

[ T

oo e | 3 ]

After selecting another course, you can see two courses which are applied for the application.

Step Selected Courses
Selected Courses
@ Your selected courses are displayed below.

Step 2 Use 'Select another course' to apply for another course.

Use 'View selections' to see additional choices that are available, such as nominating a major or picking an elective,

Step 3 Use 'View course details' to see key dates for the course.
Select Advanced Standing
Use 'Remove’ to remove a course from your application.

Step 4 Use 'Next' to continue to the next step of your application.

Applicant Details Show less

~ Selected Courses

Step 5
| n:
- Search P
Step
Requirerr A 2records.
Step 7 DA (1) - Diploma of Accounting
sent Details 2023 Trimester 2 Intake, Newcastle Campus
Trimester 2 Intake
DA - Trimester 2 Intake
Step 8
Load Category Full Time
e Attendance Mode Classroom Delivery with Online Component
Study Mode Standard

n Preference B Selections Made - DA - Trimester 2 Intake

BA (1) - Bachelor of Business (Accounting;

2024 Trimester 2 Intake, Newcastle Campus
Trimester 2 Intake
BA - Trimester 2 Intake

Load Category Full Time
Attendance Mode Classroom Delivery with Online Component
Study Mode Standard

E Preference E Selections Made - BA - Trimester 2 Intake

King’s Own Institute
CRICOS 03171A
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Step 2.2: Select a Scholarship

To apply for a scholarship, make sure you select a scholarship with correct intake.
Click “Add to application”, then click “Next”

20019026 - David Jones ERIRECT e > |

Temporary Entry Permit | 01Jan-2023

Step @  Select a Scholarship

Selected Courses
Select "Next' to continue to the next step when you are finished searching for scholarships.
Show less

Step 2

Select a Scholarship ~ Select a Scholarship

Step 3 B | Gearch L
¥ A 3records.
Step 4 F—
KOl International Student Scholarship
Step 5 KOI International Student Scholarship (KISS) rewards commencing undergraduate & postgraduate international students who have demonstrated outstanding academic merit in prior studies.
Online Application Dates  Year Offered Bestowal Study Period Owning Organisation Unit
28-ul-2023 to 28-Jul-2023 2023 Trimester 2 Student Admissions
Step Description
§ KOl International Student Scholarship KISS
H srgivie Add to application
Step 7
5 KOI International Student Scholarship
KOl International Student Scholarship (KISS) rewards & students who have demonstrated outstanding academic merit in prior studies,
step 8 Online Application Dates wning Unit
2tep 24-Nov-2023 to 24-Now-2023 2023 Trimester 3 Student Admissions
5 — —
Description

KOl International Student Scholarship KISS

H eigivie Add to application

If you want to modify, there is an option for you to remove and add a new one.
Click “Remove Scholarship” button and add another one.

20019026 - David Jones > e 2N

Temporary Entry Permit | 01-Jan-2023

Step 1 ®@  Selected Scholarship
Selected Courses
(@) You've selected the maximum number of scholarships
If you wish to select another scholarship, first remove a scholarship from your selected scholarships.
Step 2 Show less
Selected Scholarship
~ Selected Scholarship

Step 3
@ [ o
Step 4 A 1record.
KOl International Student Scholarship
KO International Student Scholarship (KISS) rewards commencing undergraduate & postgraduate international students who have demonstrated outstanding academic mefilln prior stu..
Step 5
Online Application Dates  Bestowal Study Period Trimester 2

28-Jul-2023 to 28-Jul-2023

o Remove Scholarst
Step 6

Note: this is where you can request for a scholarship. KOl admission will access all academic
documents and issue outcomes on page 2 of KOI Offer Letter.

King’s Own Institute 11
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Step 2.3: Apply for Advanced Standing (Credit transfer)

If applicants want to have Credit Transfer, click “Add to application” button for all the
courses.

20019026 - David Jones 3 |[< Frevous

Temporary Entry Permit | 01Jan-2023

Step 1 @  Apply For Advanced Standing
Selected Courses
~ Apply For Advanced Standing

Step2 @
Selected Scholarship B |cearch pel
Step 3 A 2records,

Select Advanced Standing
BA (1) - Bachelor of Business (Accounting)

2024 Trimester 2 Intake, Newcastle Campus

Stepd Trimester 2 Intake
: Liability Category To be Assessed
Load Category Full Time
Step 5 Attendance Mode Classroom Delivery with Online Companent
Study Mode standard

Preference

Step 6
E DA (1) - Diploma of Accounting
2023 Trimester 2 Intake, Newcastle Campus
Step7 Trimester 2 Intake
Agent Det Liability Category To be Assessed
Load Category Full Time
— Attendance Mode Classroom Delivery with Online Component
i Study Mode Standard
[l preference

There is also an option for you to remove.
Click “Remove” button. Otherwise click “Next”.

20019026 - David Jones 3 |[< predous m
Temporary Entry Permit | 01-Jan-2023
Step1 ®@  Apply For Advanced Standing
Selected Courses snow less
Step2 @ ~ Apply For Advanced Standing
Selected Scholarship
- search el
Step 3
Select Advanced Standing A 2records.
Step 4 BA (1) - Bachelor of Business (Accounting) CONSIDERED
2024 Trimester 2 Intake, Newcastle Campus
Trimester 2 Intake
Liability Category To be Assessed
step> Load Category Full Time
Attendance Mode Classroom Delivery with Online Component
Study Mode Standard
Step & Preference
DA (1) - Diploma of Accounting CONSIDERED
Step7
L 2023 Trimester 2 Intake, Newcastle Campus
Trimester 2 Intake
Liability Category To be Assessed
Step 8 Load Category Full Time
Attendance Mode Classroom Delivery with Online Component
Study Mode Standard
W preference |
- .
King’s Own Institute 12
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Step 2.4: Applicant Details

Fill out all the mandatory fields, then click “Next”

Step 1 ®  Applicant Details
Selected Course

€) Your personal details are displayed below.

Step 2 @ Mandatory fields are indicated by a red asterisk, please provide a response to each n
Selected Scholarship Show less
Step 3 @ ~ Personal Details

Select Advanced Standing il
itle

Step 4
step Family Name *
Applicant Details
Given Name
Preferred Name

Middle Name/s

Date of Birth *

o . For address, if
onshore students,
please input Australia

~ Contact and Address Details reSId e ntla I a d d ress
‘ ‘ plus the offshore

Contact Details Address Details

Prone Counery . address under

20unz50gmail com —— | Citizenship Type

section.
— Note: if applicants are
from offshore, you
can input their
offshore address here
and below.
~ Citizenship Type and Cultural Details

Citizenship Type Details Cultural Details

Citizenship Type * Country of Birth *

Temporary Fr[ y Permit - an( entered - This is for Offshore

Main Citizenship Type Country Main Language * o

Not entered - Not entered - g

, = address

Dual Citizenship Type Country Aboriginal or Torres Strait Islander

Not entered - Not entered -

Country *

City/Town

State

King’s Own Institute 13
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KOI Agent Portal Instructions

Step 2.5: Educational Background

Version 5_July 2024

If you have all academic documents ready for attaching in the next step, you can skip this step
and click “Next”. However, it is recommended for you to fill out the Educational Background.

Step 1 @  Educational Background
Selected Courses
Showless
Step 2 @
Selected Scholarship ~ Previous Study Details
Item 1
Step 3 ®@
Select Advanced Standing Institution
Country
Nepal
Step 4 @
Applican Detalls Institution
crens Previous Institution Description
-~ Public Highschool
Educasional Background
Country Area
p
Qualification
st Description

High School Certificate

Effective From
01-Jan-2000

Institution Student 1D

English language instruction

First Year of Study

[

Last Year of Study
Qualification Type
Qualification scare
Qualification Score Type
Qualification Completion Level

[l Qualification completed

Qualification Notes

~ English Language Test Results

Test Type

IELTS

Listening Scare Reading Scare
6 6

Writing Score Speaking Score
6 6

TWE score Overall score

6

Incomplete test

[ Verified

This step is optional, however if you provide an answer where it applies to you this may help us assess your application faster.

Item 2
Institution
Country
Nepal

Institution

Previous Institution Description
Public College

Country Area

Qualification
Deseription
Diplama of Business

Effective From

014an-2019 a8

Institution Student 10

English language instruction

First Year of Study

0

Last Year of Study
Qualification Type
Qualification scare
Quallfication Score Type
Qualification Completion Level

Qualification completed

Qualification Notes
Not yet completed

Tested
01-Jan-2019 ]

King’s Own Institute
CRICOS 03171A
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Step 2.6: Requirements

All requirements have to be responded accordingly, before you can go to next step.

Requirements
@ select ‘Respond’ to answer each requirement marked as 'Mandatory’.

Once all requirements are marked as ‘Response Received’ or ‘Optional' you can proceed to the next step.
Requirements marked as ‘Optional’ may help us assess your application faster if you provide a response.

Show less
a-

6 records.

KOl International Student Scholarship(KISS)

provide all the suppo

MANDATORY

g documents for further assessment<br/><br/>

e provided

Master of Information Technology (Specialisation)

Ple he specialisation that would like to choose?

Passports, birth certificates, residency status,visa
Plea: .

Academic Qualification Document for Course Entry
Ple. mitall your ac

MANDATORY

MANDATORY

of passports (including the signatory page), birth certifica

MANDATORY

¢ documents, both the original and translated versions, as certified true copies. Additionally, include evidence of your English language proficiency. Please note that if you have any GTE+Financial supporting documents you can atiach her

Scholarship:

Answer the questions and upload documents (if required). Then click “Save”

Requirements

Requir

1t Details

~ KOl International Student Scholarship(KISS)

55 - KOl International Student Scholarship

4 provide all pporting for further
- Questions for KOI International Student Scholarship(KISS)

Answer yes/no question and

g o | select onshore/offshore.
Ofhers .
~ Documents for KOI Student Scholar

Please attach supporting documents

) Click “Add” to upload relevant
documents such as English
certificate and academic records.

King’s Own Institute 15
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KOI Agent Portal Instructions

Version 5_July 2024
Passport, birth certificate, residency status:

Answer the questions and upload passport with signature page. Then click “Save”

Requirement Details

~ Passports, birth certificates, residency status

Required for

Diploma of Accounting BA (1) - Bachelor of Busine:

Accounting)

(# Please provide certified copies of passports (including the signatory page), birth certificates, residency status

~ Questions for Passports, birth certificates, residency status

Response 1

Reguirement Response questions

Enter your passport number *

Input passport number and
123456789

D0 you have a copy of the documents? *

answer “yes” to upload it.

~ Documents

Please attach supporting documents

¥

General Document Attachment Type

Click “Add” to upload the
): Passport - Hung.pdf paSSport.

Academic qualification documents:

Requirements

Requirement Details

- Academic Qualification Document for Course Entry

Required for DA (1) - D

loma of Accounting BA (1) - Bachelor of Business (Accounting)

stamped REMOVE and INSERT or signed by a Justice of the Peace, Commissioner for Declarations, an approved KOl education agent or the issuing authority/institution, and be stamped with the certifier's
printed name, title/position, signature and date of certification. All documents not in English must be
Please provide both original and translated copies of the documents

[# Please provide certified copies of ALL your results including ATAR-UAI or equivalent (e.g. TAFE) and any post school studies. Certified English translations are required for documents in another language. Cey
by certified and

(fied copies must be
mp including the certifier's

English copies by an approved translator.
~ Questions for Academic Qualification Document for Course Entry

Response 1
Requirement Response questions

Do you have a copy of your Academic Qualifications *
Yes

~ Questions

Answer “Yes” and click “Add” to upload
supporting documents, then click “Save” .
Response 1

Internal Notes

~ Documents

Academic Qualification

Z Academic qualification includes certificate, testamur, transcript or similar evidence of academic achievement

£

General Document Attachment Type

A 20007641 20230321103539313.pdf

}: 20007641 20230321103539313 (1).pdf

King’s Own Institute
CRICOS 03171A
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Overseas Student Health Cover (OSHC):

Select OSHC types and then click “Save”

x
Requirement Details ‘ m

~ Overseas Student Health Cover (OSHC)

Required for DA (1) - Diploma of Accounting BA (1) - Bachelor of Business (Accounting)

(4 Please select the OSHC detals

~ Questions for Overseas Student Health Cover (OSHC)

Response 1
Requirement Response questions
Do you want KOI to arrange OSHC health Cover? *

Single Cover

Family Cover

Self Arranged

Student Declaration:

Read all the information, then answer “Yes” and click “Save”

Requirements ot

Requirement Details - ' m

- Student Declaration

Required for DA (1) - Diploma of Accounting BA (1) - Bachelor of Business (Accounting)

[# | understand that the information | provide on and with this form will be used to assess my application.
| declare that the information previded by me on this form is true and complete in every detail.
| acknowledge that KOI reserves the right at any stage to vary or reverse any decision regarding admission or enrolment made on the basis of incorrect or incomplete information.
| authorise KOI to obtain further information about me from educational and other institutions which | have attended and from Australian Government Authorities such as the Department of Home Affairs (DHA) and the Department of
Education, Skills and Employment (DESE).
| authorise KOI to supply any relevant official KOI records ta educational institutions to which | am seeking admission, to other relevant higher educational governing and examining bodies, and to relevant Australian Federal, State or
Territory Government Departments such as the DESE and DHA.
| understand that if | have chosen to arrange my own Overseas Student Health Cover (OSHC), | will provide evidence when enrolling.
| understand that once | am enrolled, KOI will communicate with me on a range of matters relating to my course of study at KOI.
| consent to KOI utilising any contact details | have provided for ications, including c i on services or products offered by KOI.
| acknowledge that KOI reserves the right to vary course fees, course content and structure and graduation requirements from time to time.

- Questions for Student Declaration

Response 1

Requirement Response questions

I have read and confirm the above statements
Yes o -

When you see all the requirements with the green “Response Received”, click “Next”.

Note: if one of the requirements is not responded, System will not allow you to go further.

King’s Own Institute 17
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KOI Agent Portal Instructions

Master of Information Technology (Specialisation)

Version 5_July 2024

If students select MIT course, students will need to select one of the specialisations: General,

Data Analytics and Cybersecurity. Then, click “Save”

Master of Information Technology (Specialisation)
Please select the specialisation that would like to choose?

1 question must be answered

MIT

Requirement Details
~ Master of Information Technology (Specialisation)

Required for MIT (1] - Master of Infermation Technology

[# Please select the specialisation that would like to choose?

~ Questions for Master of Information Technology (Specialisation)

Response 1

— [

Requirement Response questions

Specialisation

General (no specialisation)
‘ Cybersecurity Specialisation

Data Analytics Specialisation

King’s Own Institute
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Step 2.7: Agent Details

Agent contact email is the staff’s email who makes the application. System will send

correspondence to this email address (same email address from step 1) and also “System
Correspondence” email address.

Leave notes if any, then click “Next”

20019026 - Mr David Jones

Temporary Entry Permit | 01-Jan-2000

Step 1 ® | Agent Details

Selected Courses
~ Student-Agent Relationship

Step 2 (/)

Organisation
Selected Scholarship

ueckjeujncvyrvgagjkgbgupkdikqicuhfsvzghtqlytpmuik

Agent Status
Step 3 ® Active
Select Advanced Standing
city
Step 4 @ Country
Applicant Details
Agent Contact Email 234

Step 5 @
Educational Background

Counselor1@koi.edu.au

Notes

Step @

Reguirements

Step 7
Agent Details

Step 2.8: Summary
Review all information, then “Submit”

Note: make sure you check everything before submitting. Once you submit the application, you
cannot edit the application. If any changes, you will need to add another application.

> ~jea]
z

Applicatsan 10 22
[— Submitted Nt recerded

King’s Own Institute 19
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After submitting the application, you can see status changed to “SUBMITTED” in
“Applications” tab.

jel l =+ Add application

[ IR lsr:ur.}\

Applications Offers

‘YJ 3 records.
[===]

20019026 Mr David JONES

Temporary Entry Permit
Application Submission D... Application Last Updated
03-Apr-2023

Application ID
2259 03-Apr-2023 18:12:08

courses [fll schotarship B Advanced Standings

DEFER OR CHANGE A COURSE

If you want to defer or change a course, from the student applications, click and click “Add

application” to make a new application for the student.

Then you will need to choose the new course with new intake, response to all requirements

and submit it again.

B8 v Search - 0 + Add application d
I >

Applications Offers
?n 3 records.

20019026 Mr David JONES

Temporary Entry Permit
Application Submission D... Application Last Updated
03-Apr-2023

Application ID
2259 03-Apr-2023 18:12:08
courses [l schotarship [BJ Advanced standings View
‘ add appicaion

20019020 31Mar23 TEST

King’s Own Institute
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HOW TO SUBMIT THE GENUINE STUDENT FORM

From agent portal’s dashboard,
— find the “Forms” panel,
— click “Available”
— click “KOI_Genuine Student (GS) Assessment”

Agent Portal Admin

0 Agent User Guide o D%fi
o :\\JI::‘?(::O" My Students My Organisation

@ Forms @
Warnings Active Available _
I KOI_GENUINE STUDENT{GS]MSESSMENTI _

Request for Fee Payment Due Date Exte...

View all available forms
4 Draft forms ~

King’s Own Institute 21
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After you access the form, please read the “Terms and Conditions”

* ‘Your student visa application process with the Department of Home Affairs (DHA).

Note: Your response will be used to assess your elfgibility for admission and CoE at King's Own Institute (KOI)L
Instructions:

» Complete all four (4} sections and answer all questions.
* Useyour own original words, do not copy, or generate content from websites or other sources.

* Complete the declaration.

Guidelines on Genuine Student (GS) Test

The Australian government has introduced the Genuine Student (GS) requirement, effective for all student visa applications lodged on and after 23 March 2024. Further
details can be found at the . KOI conducts the G5 test to indicate whether & student is 8 genuine applicant for entry and that study-
ing in Australia is the primary reason for their student visa. The guidelines inform the applicant of how their application is assessed by the KOl admissions officer, as a
condition of offer to study in Australia a5 8 KOI student. An applicant is required to complete the G5 test (online), where applicable. These guidelines are to be read in
conjunction with KOlI's

Please read the guidelines carefully

1. ¥ou are asked to complete the G5 test and submit with your application. Alternatively, you will be asked to complete the G5 test as a condition listed in your Letter
of Offer (LoOLL In either case, 8 Confirmation of Enrolment {CoE) will only be issued to you after KOI determines that you meet the G5 assessment criteria.

2. Where KOl determines that you satisfy the G5 test, the result will remain valid for one year and can be reused if you choose to defer your start date at KOl (subject
to section 4.5 of KOI's ). However, if you apply to change to another course or provide further information that impacts the G5 as-
sessment, you may be asked to undergo further assessment at KOI's discretion.

3. If KOI determines that you do not satisfy the G5 test, KOl may not issue you with & LoO or may withdraw your LoO, on the basis that you have not completed the
G5 test satisfactorily (subject to section 7 of KOI's )

4. KOI reserves the right o vary these guidelines at any time. KOI will update the guidelines thereby providing reasonable notice to any applicants undertaking the
G5 test.

5. The G5 test is confidential, including the G5 assessment criteria and the result. KIOI shall not be under any obligation to disclose these details with you or to any
other third party unless required by law. However, KOI can choose to provide your G5 test result to its partners at its own discretion on a private and confidential
basis.

6. Providing false or misleading information is a serious offence under Australian law. If any information on the form is found to be incorrect, this will result in your
application being rejected and/or your enrolment being discontinued.

| have read the guidelines above and would like to proceed with completing the G5
test. *

Then answer “YES” under question below

| have read the guidelines above and would like to proceed with completing the G5

test. *

[ ] ¢

King’s Own Institute
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KOI Agent Portal Instructions

Version 5_July 2024

Complete all the questions below, upload supporting documents, sign and then submit.

I have read the guidelines above and would like to proceed with completing the G5

test. *

fes

Student Section
General Question 1
General Question 2
General Question 3
General Question 4
General Question 5
General Question 6
General Question 7
General Question 8
GS Visa Question1
GS Visa Question2
GS Visa Question3
GS Visa Questiond

G5 KOI Assessment

se

ssment For

Financial matrix and sponsor details

Source of funds

Sponsor income

~ ldeclare that | am a Genuine Student and that my intention to trawvel to Australia is for the purpose of study only. | declare that the information

King’s

Student Signature®

Clear

Own Institute

CRICOS 03171A
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HOW TO ACCEPT OFFER LETTER

After you receive KOI Offer Letter, you may have some conditions which need to be satisfied
prior to CoE issuance.

To accept KOI Offer Letter, you will need to login to KOI agent portal.
Go to “My Applications”, then go to “Offers” tab.

Agent Portal Admin

B
- yApicatons % @
Forms

My Students My Organisation
Active Applications  Just Mine

[# 2 applications not submitted

[ 0 applications being assessed

B4 1 offer awaiting response

+ Doffers accepted or deferred

@ 0outstanding information requests

@ 0outstanding offer conditions

P View all applications

0 Assigned to me ~

Search the application by student ID or student name which is indicated on offer letter. You
will see the application with status “Awaiting Response”, then click “View”

Applcations —

¥ 1 record.
itk 20019659 Mr Jason SMITH

Date Riased Lapse Date
18-Apr-2023 14:55:32 03-Jul-2023
BA (1) - Bachelor of Business (Accounting)

2023 Trimester 2 Intake, Newcastle Campus

Appl D
5 '.?EE;“ [l Freference [&] offered Unverified Conditions View

In this window, you will see the OSHC selection and Offer Conditions.

= —
€ Mh T Enterprise search Offer Response @ ~eentnomin

BA(1)- of
Lapse Date: 034ul-2023

Offer Offer

Awaiting Response

Lapse Date 03-Jul-2023

This offer is awaiting your response
Overseas Student Health Cover
Waiting Selection &

& What do | do now?

lef
sl

Offer Conditions ~ Instructions
Awaiting respense This offer is awaiting your response

Il oer information Please use the Accept button at the top of the screen to accept your offer, or the 'More' options menu to perform other activities such as deferral.

~ Course

Availability
2023 Trimester 2 Intake, Newcastle Campus

Status

Offered

Load Category Attendance Mode

Full Time Classroom Delivery with Online Component
Study Mode

Standard

King’s Own Institute 24
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Even though you select OSHC in making application requirement step, You still need to Click
OSHC to view and acknowledge the FEES and to select what cover is for the application such

as Single, Couple, Family or Self Arranged.

Offer Response @ seertadmin

Enterprise search

"

BA (1) - Bachelor of Business (Accounting)
Lapse Date: 03-Jul-2023

Offer Overseas Student Health Cover

Awaiting Response

Lapse Date 03-Jul-2023 © select a health cover option that suits your needs. Or, if you would rather arrange your own health cover, select the Self Arranged Cover optian.

Overseas Student Health Cover ~ Overseas Student Health Cover Options

4 records.
Offer Conditions
[ Awaiti
e AHM OSHC 2023 - Single 2.072.25  AHM OSHC 2023 - Couple/Single Pai..14.436.25  AHM OSHC 2023 - Family 29,786.75
[l offer information 39 Months 39 Months 39 Months
e g
Self Arranged

After that, you go to Offer Conditions to respond by uploading the required documents.

Note: please respond only to mandatory conditions. The optional conditions are just for your
information.

Offer Response @ seertadmin

BA(1)- of ing)
Lapse Date: 03-Jul-2023

Offer Offer Conditions
111 1 A 12 A1 AP G A2 122822 AR SRR SCAZAE 1 NS A 2
Lapse Date 03-Jul-2023 Show less
Overseas Student Health Cover B ceord QL
# 7 records.
Offer Conditions i
MANDATORY

I Awaiting response Eligible Scholarship

[l ffer Information
. Ongoing conditions for Academic scholarship applies.

1 supporting document must be provided
514 offer condition [ An_kiss [ ea
MANDATORY

Proof of Payment

Please provide praof of payment prior to CoE issuance.

1 supporting document must be provided

|13 offer condition [ an_kiss [ ea Sespend

KOI Student Scholarship Assessment check-list

KOI Student Scholarship Assessment check-list

D) offer information [ An_iiss | [ a Respond

King’s Own Institute 25
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When everything is responded, click “Accept” button on the top left and click “OK” to confirm.

Confirm Action X

= = ise se3
I Accept I More ¥ Select OK to confirm your offer response, otherwise select Cancel.
S
BA (1) - Bachelor of Business
OK Cancel
Lapse Date: 03-Jul-2023

Offer
Awaiting Response

Lapse Date 03-Jul-2023

Overseas Student Health Cover

Selection Made

Offer Conditions
n Awaiting response

Offer Information

Congratulations!

Upon accepting the offer, KOl admission team will be notified, and they will begin processing
your application. This process includes reviewing your documents, verifying your eligibility,
and preparing the necessary for the CoE.

King’s Own Institute 26
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HOW TO MANAGE STUDENTS

If you like to check your students’ progress, payment and timetable, you can go to “My
Students”.

Agent Portal Admin

..,
0 My Applications Forms (3] @ Agent User Guide Q ‘n'

Make an
Warnings . slatie Application
% 31 drah
My Organisation
1 Assigned to me 3 Draft forms

Then click search icon to see all the students.

Agent Portal Admin My Students My Students

<« P Agent Portal Admin My Students My Students Enterprise Search Q .

¥ > 10records. @&
Selectall

11901804 Mr cwkyfcwf MMAOBF Temporary Entry Permit
techonetest@koi.edu.au Student has no current courses

View student profile B
12001771 Ms gfsxsiljzqgozl KKGJLY Temporary Entry Permit
techonetest@koi.edu.au Student has no current courses

View student profile B
12203303 Ms dtgcwedcbykl ACR Temporary Entry Permit
techonetest@koi.edu.au Current Course

2022 - Bachelor of Information Technology

H 323¢enmolied [l sanction View student profile

King’s Own Institute 27
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e If you see the status “Student has no current courses”, it means students have not
enrolled to the course.

e If you see the status “Current course”, it means students have enrolled to the course.
Or you can see the status on under student name on the left.

12001771 Ms qfsxsiljzqqozl KKGJLY
techonetest@koi.edu.au ‘ Student has no current courses

12203303 Ms dtgcwcedcbykl ACR

techonetest@koi.edu.au Current Course

- 2022 - Bachelor of Information Technology
7 T323 Enrolled Sanction

On the right hand side, you will see “View student profile”. Click more option button, you will
see “View student finances, View student study, View student calendar and View student’s
application”.

Temporary Entry Permit

>

View student profile =

View student finances
View student study
View student calendar

View student's applications

King’s Own Institute 28
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To check the student contacts such as onshore address, email address and onshore mobile
number. Click “View student profile”

12203303 - Ms dtgcwedcbykl ACR
Temporary Entry Permit | 16-Jan-2004 (20)

Summary Summary

~ Student Details

:n:ar:ts S Student ID
ar ree
Brisbayne, NS, 4000 12203303 (Ms dtgewcedcbykl ACR)
AUSTRALIA Title
[@ techonetest@koi.edu.au Ms
f, 8724040056 Family Name
acr

You also can see the scholarships and also communications between students and KOI.

12203303 - Ms dtgcwcedcbykl ACR
Temporary Entry Permit | 16-Jan-2004 (20)

Educational Background Scholarships

_ _
B~ cearch

Sanctions
A

A 1 record.

Course related scholarship
Scholarships Course related scholarship

Start Date

01-Jan-2023

Communication

3 system-issued documents

King’s Own Institute
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To check student payments, click “View student finances”. In the “Summary” you can see the
outstanding balance or credits that students need to pay or have some credits in KOl account.

12203303 - Ms dtgcwedchykl ACR

Summary
Transactions l
Payment Receipts My _Details

Outstanding Balance
Preferences

2,162.50

000 50000 1,000 00 1,500.00 2,000 00 2,500.00

mUpcorming M Overdus M Credit

No payments are currently required.

Go to “Transactions”, you will individual subject fee. Students or you can make the payment

here for subjects or click “Make a general payment” on top right to input the amount
students/you need to pay.

12203303 - Ms dtgewedcbykl ACR Ms drgrwedcbyid ACR &

Plaase note that payments via the studant portal may take up to 10 minutes to be recardad in your actaunt. ‘ — B
Scam Aler:
KOI has received reports of students fallen victims to banking and credit scams. Please make Sure not to engage with any strangers who ask for your personal or student detalls and offer to pay your tution fee with an installment or a discounted rate. f you
suspect something might be 2 scam, do net respond or pay any money and report t the relevant authorities immediately.

Payment Receipts

fs)
Prefere 3 ?ﬂ & > 2records.
Select a
Tuition Fee SYD

OVERDUE - CENSUS DATE
D ="
_ ) =15 ]
D Tuition Fee SYD

OVERDUE - CENSUS DATE

Total Amaunt Payments Received / Adjus.. Census Date Due Date.
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To view student study progress, go back to “My students” and click “View student study”.

You will see the window below that is showing the course name, pass/fail subjects and

enrolled subjects.

12203303 | Ms dtgcwedcbykl ACR

Here's an overview of your study at King's Own Institute. Manage your Course from the options below.

Academic History

Courses

6 This page contains an cverview of your current and past study with us.

Use the Manage My Course button to select specialisations and electives, or to withdraw from a unit.

Use the Plan and Enrol button to plan your study and enrol.

BIT Bachelor of Information Technology #dmited pr—

Commmenced 2022, TTTESTET 3 Make
Course Grade Point Average - Course GPA of 2.46 (Last calculated 20-Oct-2023)

Study Period Grade Point Average - StudyPeriodGPA for Trimester 2 {2023) of 2.75 (Last calculated 20-Oct-2023)

BUS100 ‘

Professional Communication Skills
Core, Passed in 2022, Trimester 3, Sydney Campus, Distinction (79)

ICT101
Discrete Mathematics for IT
Core, Passed in 2023, Trimester 1, Sydney Campus, Credit (71)

ICT106
Data Communication and Metworks
Core, Passed in 2023, Trimester 1, Sydney Campus, Pass (51)

ICT200
Database Design and Development
Core, Passed in 2023, Trimester 2, Sydney Campus, Pass (59)

1€T201 -

Computer Organisation and Architecture

Core, Enrolled in 2023, Trimester 3 _
———

Passed

Passed

Passed

Passed

Enrolled

1CT100
Foundations of Information Systems
Core, Passed in 2022, Trimester 3, Sydney Campus

1CT102
Introduction to Programming
Core, Passed in 2022, Trimester 3, Sydney Campus

ICT104
Program Design and Development

Core, Passed in 2023, Trimester 2, Sydney Campus,

1CT204
Project Management
Core, Passed in 2023, Trimester 2, Sydney Campus

1CT203
Human Computer Interaction
Core, Enrclled in 2023, Trimester 3

, Credit (72)

, Pass (62)

o
o
w
7]
i

, Distinction (77)

If you want to view student timetable, go back to “My students” and click “View student

calendar”.

You might need to know the course commencement date. Then you can change the weekly
time on top left. After that, you will see the timetable of student.
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