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Initial Contact (Leads)
- web enquiry

- phone enquiry
CRM ➔ LEADSEnter in CRM

Admissions
Enrolment Process

Convert to Offer

Enter activity 
(Email, Phone, 
bulk Email etc)

5 Step Application 
online

Offers >> Apply 
online by Admin

5 Step Application 
online

Public portal direct 
application

5 Step Application online
Agent portal direct application

Application Process Start

Admissions/
Enrolment

Check Profile & 
Course  

information

Other relevant pre-
admission process

Approve and 
Generate Offer

Receive acceptance 
confirmation

Convert to 
Student

(Generate 
Student ID)

Admission Process 
completed

Student created
View using Student Profile Summary

Send mail to continue Application

Check Document 
Uploaded

Offer Management Process

Course 
Upfront Fee 

Setup

Offer ChecklistReserve ID
Offer 

Communication 
Log

Edit Course 
Details

Custom Fields 
data entry

Additional 
Services

Email
(Student/

Agent)

Email Offer

Generate 
Reserve ID

Generate COE 
(PRISMS – external 

SYSTEM)
- International 
Student ONLY

Add COE 
Number/

Upload COE



Online Application Process Workflow

5 Step Application 
online

Offers >> Apply 
online by Admin

5 Step Application 
online

Public portal direct 
application

5 Step Application online
Agent portal direct application

Application Process Start

Step 1
{new application or 

continue existing 
application}

Enter Personal 
Information details

{name, date of birth, 
gender etc.)

Enter USI number
{if available}

Enter Address and 
contact details

{main address and 
other address}

Step 2
Enter AVETMISS related data

{cultural diversity, language, prior 
education, employment etc.

Go to
Step 3

Go to 
Step 2

Step 3
Search and Select Campus,

Course and Preferred Intake/Start date
{can select multiple courses}

Go to 
Step 4

Application Preview 
Page

Review information provided
Go to

Final Step

Final Step
Upload Document

{based on document setup or general 
documents}

Submit Application
Application Submitted 
{Offer ID generated}

Step 4
Enter additional Request

Airport Pickup/Homestay/OSHC Request
Emergency Contact details

Go to
Application Preview Page

Auto Email to Student
Auto Email to Admissions Team

{based on Email Template setup}

Application Process Complete

For Continue application: need to 
enter the application reference ID



Go to
[Offer tab] >> 
Offer Manage

Manage Offer (Admissions) Process Workflow

Search Application 
{various search 

criteria}

Review Application
{icon : Edit 

Application details}

Review/Edit 
Applicant

Profile Information

Review
Document Checklist

(document 
uploaded)

Review 
Student Course 

Information

Review and Record
Offer diary/

Communication Log

Use Email to 
Communicate

(e.g missing documents)
{records to Offer diary}

Preview 
Offer Letter

Approve 
Offer {generates Offer letter 

in PDF and changes the 
status to ‘Offered’}

Send Email 
Confirmation to Student 

(and/or Agent)
{choose Email Template: if 

setup}

Confirmation
From Student
{Acceptance}

Generate Student ID
{icon to generate 

Student id}

Student created
View using Student Profile 

Summary

Ready to 
Confirm 

Enrolment

Yes

Convert to Pending
{icon to make 

application pending}

No

Course Upfront Fee
{change the 

payment plan}

Offer Checklist
{based on checklist 

setup}

Enter Custom Fields 
data {if setup}

Generate Reserve ID
{Provider Student 

ID}

Generate COE (PRISMS 
– External SYSTEM)

- International Student 
ONLY

ADD COE Number/
Upload COE

{International 
Student ONLY}(

Re-activate 
Application

Pending Applications – can 
be converted back to 

Offered or Reject/Delete

Campus, Course Intake, course 
dates, course tuition fees, Agent, 

enrolment fee, upfront fee, material 
fee, special condition

Follow Template Workflow to 
setup Email Template

Admissions Letter or Offer letter 
: Template/Ready to generate 
with Course enrolment 
confirmation

This will remove the 
application from Manage Offer 

Stage
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