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HOW TO SET UP YOUR ACCOUNT 
 
You will receive a notification email about your username and reset password link. 
 

 
 
Input your new password 

 
 
 
Then, login with the Username and NEW password 
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Read the terms and conditions, then click “I accept” 
 

 
 
 
 
This is the dashboard of KOI Agent portal with  
 

• My Applications: make new applications and view existing application status 

• 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. 

• Forms: find KOI forms. E.g KOI Agent Agreement, Change of Details … 
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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 

 
 
Then go to Organisation Staff and click “Add” button 
 
 

 
 
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 

 

 

1 

2 
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For “System Correspondence Recipient” which is applied for users who are 
owner/director/manager and receiving all emails from KOI admissions regarding to 
applications, only nominated email can be selected. KOI 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. 
 

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

 
 
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” 

 

              
 
Note:  

• You can create as many users for staff as you need. 

• Only tick one system correspondence for a nominated user which is used for 
correspondence with KOI admissions.  

mailto:marketing@koi.edu.au
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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. 
 
 
Then select “Send Invitation”.  
Note: If you want to remove the user, select “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. 
 

 
 
 
Finally, you will see the label “Portal User” under username and email address which means 
the agent portal for the user is successfully created. 
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HOW TO MAKE NEW APPLICATION 
 
 
Login Agent portal, to create or view applications, click “My Applications” 
 

 
 
 
 
 
 
 
 
 
 

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

• Applications tab: view all applications are under process 

• Offers tab: view all applications which have Offer Letter.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
  

View all applications 

View only applications 
you have submitted. 

Shortcut to view 
pending applications 

View applications which 
have KOI offer letter. 

View all 
applications 

Make new application 
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Step 1: Fill student details 

 
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 
 

 
 
 

 
 
Click “Next” button after filling in the details 
 
 

Student 
personal email 
which will 
receive 
correspondence 

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

 
  

Location 

Course name 

Year & intake 

Filter 
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Step 2.1: Selected Course 
 
After selecting a course, the page will take you to the Course Steps.  

• In this selected course page, if you apply only one course, click “Next” and go to step 
2.2. 

• 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.  

 

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

 
 
 
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. 
 

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

 
 
 
There is also an option for you to remove.  
Click “Remove” button. Otherwise click “Next”.   
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Step 2.4: Applicant Details 
 
Fill out all the mandatory fields, then click “Next” 
 

 
 
 

 
 
 
 

 
 
 

For address, if 
onshore students, 
please input Australia 
residential address 
plus the offshore 
address under 
Citizenship Type 
section. 
 
Note: if applicants are 
from offshore, you 
can input their 
offshore address here 
and below. 

This is for offshore 
address 
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Step 2.5: Educational Background 
 
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. 
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Step 2.6: Requirements 
 
All requirements have to be responded accordingly, before you can go to next step.  
 

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

 
 
 
 
 
 
 
 

Answer yes/no question and 
select onshore/offshore. 

Click “Add” to upload relevant 
documents such as English 
certificate and academic records. 
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Passport, birth certificate, residency status: 
 
Answer the questions and upload passport with signature page. Then click “Save” 
 

 
 
 
Academic qualification documents: 
 

 
 

Input passport number and 
answer “yes” to upload it. 

Click “Add” to upload the 
passport. 

Answer “Yes” and click “Add” to upload 
supporting documents, then click “Save” . 
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Overseas Student Health Cover (OSHC): 
 
Select OSHC types and then click “Save”  
 

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

 
 
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. 
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Master of Information Technology (Specialisation) 
 
If students select MIT course, students will need to select one of the specialisations: General, 
Data Analytics and Cybersecurity. Then, click “Save” 
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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” 
 

 
 
 

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.  
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After submitting the application, you can see status changed to “SUBMITTED” in  
“Applications” tab. 
  

 
 
 
 
 
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.  
 

 
 
 
 
 
 
 
  

1 

2 
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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” 
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After you access the form, please read the “Terms and Conditions” 
 

 
 
 
Then answer “YES” under question below 
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Complete all the questions below, upload supporting documents, sign and then submit. 
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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. 
 

 
 
 
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”  
 

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

 
 
 
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. 
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When everything is responded, click “Accept” button on the top left and click “OK” to confirm.  
 

 
 
 
Congratulations! 
 
Upon accepting the offer, KOI 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.  
 
  

1 

2 
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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”.  
 
 

 
 
 
Then click search icon to see all the students. 
 

 
 
 
Now, you can see all your students listed below. 
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• If you see the status “Student has no current courses”, it means students have not 
enrolled to the course.  

 

• 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.  

 

 
 
 
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”.  
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To check the student contacts such as onshore address, email address and onshore mobile 
number. Click “View student profile”  
 

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

 
 
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.  
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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.  
 

 
 
 
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. 
 

 
 


