QUEEN'’S

UNIVERSITY
BELFAST

Queen’s Portal

Undergraduate Direct and Postgraduate
Application Guide



Table of contents

» How to register

» How to sign in after registration
» Viewing applications

» How to start a new application

> How to review/process a submitted application

Pages
3-5

6-7
8-9
10-25

26-31



How to Register

Agents who have received an email from us, with an invitation to register, can register and sign in
to Queen’s Portal, for the purpose of submitting Undergraduate Direct and Postgraduate
applications. Please do not share your email to register with other email addresses. Contact
agent@qub.ac.uk if you wish to receive an invitation to register.

Go to home page https://myportal.qub.ac.uk/ and click SIGN IN on top right corner

QUEEN'S
UNIVERSITY
BELFAST

HOME SIGN IN

This page will appear:

Click: the SIGN IN button beneath “l do not have a Queen's email address”

| have a Queen's email address

If you are a student, alumnus, or work at Queen'’s University Belfast, you can sign in using your existing Queen’s account.

| do not have a Queen's email address

If you do not have a Queen'’s email address, you can register and sign in using your personal or business email address.
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mailto:agent@qub.ac.uk
https://myportal.qub.ac.uk/

Click “Sign Up Now”

73 QUEEN'S
>€ UNIVERSITY
7 BELFAST

Sign in

Sign in with your email address

kmall Address

‘ Password

Sign in

Don't have an a:cuunt?

Forgot your password?

——
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The following screen will appear:

[J 1 have read and understand the Privacy Notice

Please ensure that you have checked the Privacy Notice box
before providing registration details.

[ Email Address ]
Send verification code

First Name

Last Name

New Password

Confirm New Password

e Tickthe “I have read and understand the Privacy Notice”

e Enter your agency email address (the email address we have contacted you on)

e Click “Send Verification Code”

e Enter the code which has been emailed to you and click Verify Code




e THEN fillin your details and password
e Click“Create”

You have now successfully registered and can sign in.



How to Sign In (after registering)

Go to home page, https://myportal.qub.ac.uk/, and click Sign In on top right corner

QUEEN'S
()€ UNIVERSITY
€A BELFAST

Welcome to Queen's Portal
- ’ W -

HOME | SIGNIN

This page will appear:

Click: the SIGN IN button beneath “l do not have a Queen's email address”

| have a Queen's email address

If you are a student, alumnus, or work at Queen’s University Belfast, you can sign in using your existing Queen'’s account.

| do not have a Queen's email address

If you do not have a Queen'’s email address, you can register and sign in using your personal or business email address.



https://myportal.qub.ac.uk/

This will bring you to the following page:

Enter your email address and chosen password and click Sign In

L) QUEEN'S
M UNIVERSITY
End BELFAST

Sign in

Sign in with your email address

[ Email Address

Password

Don't have an account?  Sign up now

Forgot your password?

—
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Once your account has been created, you may use the email address and password to sign into
Queen's Portal to manage applications.

Your web browser may remember your credentials and automatically input your email address
when you go to Sign In. Click Send verification code and then enter the verification code received

to complete the sign in process.

Once signed in, the navigation bar will display your name and provide access to the
Admissions area.

Click ADMISSIONS and then UG Applications or PG APPLICATIONS:

HOME |  aAoDmassors - | A MOTIFICATIONS o | AGENT MAMLC

HOME | ADMISSIONS ~ |

UG APPLICATIOMNS
PG APPLICATIONS




Viewing Applications

Both the Undergraduate Direct Applications and the Postgraduate Applications pages display all
current applications submitted by the agency.The list can be filtered tofind a specific
application.

Undergraduate Applications

The Undergraduate Applications service is for international applicants who wish to apply directly, and only, for an undergraduate course at Queen's, and for agencies or
partners who wish to apply on behalf of an international applicant. Non-international applicants must apply via UCAS.

Please select a Status and click Filter to show only specific applications in the list below.

Status Full Name Email Address Account Name Owner

bl
<

Y  All Applications v ¥ 4 ¥ .

My UG Applications

Search Application n ENTRY CLOSED FOR SEPTEMBER 2024

Qsis Admit

Application application Applicant Account Choice Term Created Modified
Id 1D Name Name Course Type ? ? Status Date Date Creator Owner Actions

Postgraduate Applications

The Postgraduate Applications service is for applicants who wish to apply for a postgraduate course at Queen's, and for agents who wish to apply on behalf of an applicant.

For all Postgraduate applicants, please;

1) Check before applying that you meet, or expect to meet the academic and, if applicable, English language requirements for your programme.
2) Be mindful that if applying for funding, there could be an application deadline, so please take note of the course closing date (if applicable).
3) Be prep to upload ipts for any Uni ity / Higher Education courses plus certificates (if course is complete).

For Postgraduate Research applicants, you may find the following links useful before applying:
- Find a PhD landing page

- A-Z of Research Subjects

- A-Z of Research Opportunities page

Please select a Status and click Filter to show only specific applications in the list below.

Status Full Name Email Address Account Name Owner

-
<
-
<

¥ Al Applications v A ‘ Y ‘

Status: filter by the status of the application; the status updates as the application
moves through the processing stages.

Full Name: filter by the applicant's full name.

Email Address: filter by the applicant's email.

Account Name: allows headquarters to filter by a specific branch.

Owner: filter by the owner of the application, who is the agent who last processed
it.

The creator and owner will be the person who was signed into the Queen’s Portal when the
application was filled in and submitted.



If another member of the agency will be responsible for any further processing of the application,
they should assign the application to themselves by clicking the Actions arrow and selecting

Assign to me.

Any further communications will be sent to both the creator and the owner of the
application.



Starting a New Application

To create a new application, from the Undergraduate or Postgraduate Applications page, click on:

+ Start a new application

Each section of the application is shown in a different step, and you should move through each
in sequence. Any field marked with an asterisk * is mandatory and must be completed to move

on.

Steps:

Step description

Applies to

Applicant Details

UG Direct and PG

Personal Details

UG Direct and PG

Address Details

UG Direct and PG

Course Selection

UG Direct and PG

English Language

UG Direct and PG

Experience PG only

Funding PG only

Education UG Direct and PG

Equality Postgraduate Research only
Disability UG Direct and PG

Referee Information UG Direct and PG
Documents UG Direct and PG

Review Information UG Direct and PG
Submission UG Direct and PG

Note that applicants may have differing characteristics, which will take you through slightly
different questions, or require different types of evidence as part of the application.

Undergraduate scenario examples

Scenario \Application Journey

Applicant is interested
two different courses

in

If an applicant has both a first and second choice course, their
first choice is considered their primary application and the
second choice their secondary application.

Both applications are considered independently, and the
applicant and agent will receive an update on both once
processed.

Applicant has a disability

Queen's offers additional support to students who have a
disability. An applicant may provide details of the disability if they
wish or can indicate that they consider themselves to have a

disability without providing additional information.
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Postgraduate scenario examples

Scenario Application Journey

Some applicants may not need to provide details of
an English language qualification, for example if they
are from a predominantly English-speaking country or
have completed a degree taught in English.

English Language Qualifications

There will be different funding questions depending
on whether the applicantis applying for a

Funding Postgraduate Taught or Postgraduate Research
degree.
Equality Monitoring questions are applicable to
Equality Monitoring applicants for Postgraduate Research degrees but are

not asked more than once per annum.

Support with Application

As you progress through the application, you will see a Need Support? button at the bottom of
the screen.

o lAu -t [ o nw
hod

Confirmation ®
Need Support? |::>

O What are you having difficulty with? *
Please Salect A
Please explain the problem *

Someone from Queen's University Belfast will be in touch with you to discuss
your application. Please note that this is not a submission, and Queen's
University Belfast cannot capture detail on your behalf.

By clicking on the confirm button | grant permission to Queen's University
Belfast for support with completing my draft application.

Clicking Need Support? displays a dialogue form where you can provide details of the issue
and make the draft application available to the Admissions team. Someone will contact you via
email to offer advice on completing the application.

Once you have received advice from Admissions, or you wish to retract a request for help, return
to the draft application and click the Don’t Need Support? button.

11



Don't Need Support?

Confirmation

By clicking on the confirm button | wish to revoke permission to share my draft

application with Queen's University Belfast.
| contm_

Applicant Details

The Applicant Details section allows you to record the applicant's details, including name and
date of birth. Note that the applicant’s own email address must be provided; the form will not
accept your email address. All communication relating to the application will be sent to both
the applicant and the agency. Clicking Save and next will save the information recorded and
move to the next step.

Applicant Details

Tithe * Last Name *

Flaase Saloct v

First Name * Preferred Name
If you have 3 preferred name that is different to your first name. please record it below
Middle Nama Date of Birth *
DOMMM/YYYY =
Previous Last Name Pluce of Birth *
Applieant Email Address * Country of Birth *

Plese ermure you are entening the apphcant’s personal email sddress below. All commuracation vwill be sent to both the spplicant’s

Piease Select
and the agent's email address.

12



Personal Details

The Personal Details section allows you to provide further details from the applicant,
including gender, nationality, and country/region of domicile. To return to a previous step
of the application, click the Previous button.

Appacars Desis m P T———

'
The Higher Education Statistics Agency (HESA] is the official agency for the collection, snahrais and o

Thiss informaticn is Not used as pent of the webrers g

Personal Details
R —
fP—
o o Sax -
[re.
Conaen -
Mot
Nationaty
fr—p—
Eonmtry ¢ Pagian o Bomicis *

Lmited States

Start of Resisence s EW 0f apolicasie]

1

) DI AR Y Y

I

Bra of Resnsences i UK (1 sl sbie)

DAY N

FPassport Information

Fasspart Mumber

Pasapart Expiny date
DAY Y

Crsrrecstiy or pro oty studed in the UKT ©

fo:g Segree programme. Shor course, Study sbeoad. H yes. you will Be asked 10 provade further detai s iransonpt
Foaae Seact

Hatdl o wima for shudy i the UKT *

Pease Seact

L

Address Details

P et e a1 4
Addrass Detalls

Home Address Sormespandence Address

b

Course Selection

The Course Selection section allows you to indicate the course to which the applicant wishes
to apply along with additional information. You can search for a course by typing the name or
filter the list of courses by choosing the school or subject area first. Selecting the course first
will automatically populate the correct subject area and school.

13



R ——— .mmmm.m bl G ok fosly ey feewhorsa (ounes e orsin S

is providad.

Course Selection
Course Information

e oty
Plssa St

QUBSchasl®
Subject eea

Name of Course *

Espacisd Coure St D

Ateconce Node ™

Pl St

Hove i ou o sbaut ths course?
Ploua St

Need Support?

English Language

In the English Language section, applicants are asked to provide proof of an English Language
qualification where English is not their first language. If an applicant does not currently hold
a qualification, you may indicate whether they intend to complete one.

English Language

In the English Language section, applicants are asked to provide proof of an English Language qualification where English is not their first
language. If an applicant does not currently hold a qualification, you may indicate whether they intend to complete one.

Bppicart Datails  Personsl Detak  Address Detads  Course Seiection [URTIRS

International studsnts wishing to apply to Quesn's University BeWast (and for whom English is not their must be able e itten and spoken their course ly EEA and
non-EEA require a 2 udy for periods of 6 months or more. Details may be sccepted by versity to degree ‘our English Languag s

English Language

sente nate hat for umdergradante admission, o3 apgicants (home or mtermationsl) myst satsty the Gonaral Entrance Requiroments, mchdng GCSE Engish Language with § maimum grade of Cid, or siemmats quablication scceptable 10 the Unwersiy

Tha should be comparabie to GCSE English Language Grade C/4 standard feg. IGCSE,IELTS Academic TOEFL bL. o an acceptable schook-lenving qualfcation)

ves

Mame of Qualification / Test *

s -
Overall Results | Grade * Date cbtained -
o wn2020 ]

14



Education

In the Education section, if the applicant is currently or has previously been enrolled at a
University / Higher Education institution, indicate Yes then click the Add button. Enter the
details in the dialogue that is displayed then click Submit. Repeat for each enrolment, noting
only one enrolment may be listed as current. If they have never been enrolled, indicate No.

o A

Phease give details of sttendance snd sxaminations st Quesn's or other Universities. Plaase note that you will be required to provide a copy of an officlal scademic transeript of the courses taken to date

Education

University /| Higher Education

Are you currently enrolied or have you preveously bees enroled, at

-
There are na records 1o dspizy. _l
School | College Education
Name of Schosl / Colloge
Date started Lna @ste / ewpected end date
AN Y . =
) e B
b v, O
University / Higher Education
urrent Higher
e ~

15



& Create

University / Higher Education Institution Name *

Please type here to search

Currently enrolled at this University / Higher Education Institution? *

Please Select W

Type of University / Higher Education Stucly *

Please Select w

Mame of Degree *

Please enter the degree name / title of the qualification you have completed / intend to complete.
Far example, ‘Bachelor of Science in Applied Chemistry', 'Master of Engineering in Electrical
Engineering'.

Have you completed this degree? *

Please Select w

Date of Enrolment *

DD/MMMAYYYY

End Date / Expected End Date *

DD/MMMAYYYY

Documents

Certificate *

Before uploading the document, please ensure that the file name is in the following format: 'Name
of Degree - Certificate’.

Choose Mo file selected
File

Transcript *

Before uploading the docurment, please ensure that the file name is in the following format: ‘Name
of Degres - Transcript’.

Choose Mo file selected
File

Save

16




Expe rience - Postgraduate Applications Only

In the Experience section, applicants can provide additional information specific to any
employment or professional experience that may be relevant to the application.

To provide details of any relevant employment experience, click on the Add button in the
Employment Experience section.

To provide details of any relevant professional qualifications, certifications or memberships,
click on the Add button in the Professional Experience section.

Employment Experience

Please provide details of any employment experience relevant to your application.

Record the details requested in the dialogue and click Save. The details recorded will appear in
a table on the form. Note this section is optional so if the applicant does not have any relevant
information to add, you may move to the next section.

& Create

Employer Name *

Job Title *

Town / City =

Country / Region *

Please Select ~
From *
| DDYMAMMSY Y Y'Y | =
To ™
| DDYMAMBY Y Y'Y | =

[ Present

17



Professional Experience

Please provide details of any Professional Qualification(s) / Certification(s) / Membership(s), particularly those that are relevant to your application.

i Create i

Professional Qualification / Certification / Membership *

Educational Training Provider / Professional Institution Name / Professional Body *

Year of Award *

Qualification / Certification / Membership

This record hasn't been created yet. To enable file upload, create this record.

Providing evidence of the Qualification / Certification / Membership can have a positive impact on
the application. Before uploading the document, please ensure that the file name is the same as
the Professional Qualification / Certification / Membership recorded above.

Funding = Postgraduate Applications Only

In the Funding section, applicants can provide information regarding their funding intentions for
the course of study.

The options available for selection are dependent on whether the application is for
Postgraduate Taught or Postgraduate Research.

Apploant Detals | Personai Detals | Adceces Defaks | Course Seeaton | Education | Experience Equity  Diabllty Fotoee fomaton  Documents  Review iomation  Submission
Please provide regarding your Depending on your answer, additional information may be required.
Funding

Plaase select ¥

Ploase Seiect -

If interested in funding administered by Queen’s, click Add to select the relevant funding.

Please select the relevant funding options that you would like to be considered for. Note that you will need to apply for funding separately; more information is available on the Funding page. *

Depending on which funding option you select, further questions may be asked.

18



Please select the statement that best describes how you intend to fund this course. *

My employer will fund this course

Please provide the name of the employer who is funding this course. *

Equality Monitoring — Postgraduate Research Applications Only

In the Equality section, applicants can provide information for equality monitoring and
reporting. This information is required to meet legislative requirements for research funding. It
will therefore only be asked for applicants applying for Postgraduate Research degrees.

If the applicant is applying for several different courses, the Equality Monitoring questions will
only be asked on the first application.

Coue Selction  Edcation  Engleh Langusge | Experience  Funting Dabity  Reterss itormatin
The Y s i ion for the Equality Monitoring and Reporting relating to postgraduate research funding opportunities to support higher education providers i obligations under tion (Section 75, Equality Act 2010).

This information is not used as part of the selection process when considering applications.

Equality Monitoring & Reporting
What Is your sthicity? *
Plaase Seiect

Da you children or other relatives? *

Please Select

‘What roligian, refigious denomination or body do you belong to? *
Plaase Seiect

‘What is your sexual orientation? *
Please Select

Disability

Queen's offers additional support to students who have a disability. If the applicant has a
disability, you may provide details in the Disability section or indicate that the applicant
considers themselves to have a disability without providing additional information.

Click Add to select from a list of disability categories.

Appicant Details  Personal Details  Address Details | Course Selecton  English Language  Education [EIGISIETAM  Feferee information  ©

The purposs of collacting this information is to allow s to support your leaming journay at Queen’s.

Disability
Do you hawe an impairment health condition o learning diference that has a substantial o long-term impact an your abilty to carry out day to day acthties?

Yes, and | will provide further information beiow

Specific Details

Disability (Additional Infarmation) *

Please provide additiona| information about the condition nat isted abave

Hesa supgert? [

19




Lookup records x

SR

:

|:| Heaalth A long standing illness or health condition such as cancer, HIV, diabetes, chronic heard diseasze, or epilepsy

|:| Hearing Deaf or 3 serious hearing impairment

Leaming A specific learning difficulty such as dyslexia, dyspraxia or AD{H)D

Mental A mental health condition, such as depression, schizophrenia or amxiety disorder

Mot listed An impairment, health condition or learning difference not listed above

|:| Physical A physical impairment or mobility issue, such as difficulty using arms or using a wheelchair or crutches -
Selected records

-

T T I :

If Not listed is selected, record the details under Disability (Additional Information).
A disability may be removed by clicking the Action arrow beside it and selecting Remove.

20



Referee Information

In the Referee Information section, click Add to provide details of two referees who can
provide an academic reference for the applicant.

Applicant Detalls  Personal Detals ~ Addvess Defais  Course Selection  Education  Experience  Funding  Disabiity [NCERSSIUDUMISEN Documents  Aeview Information  Submissior

Please provide relevant information for two referees. Your twa referees should be associated with a schaal, university, college or tamiliar ic or

Referee Information

Record the referee details in the dialogue displayed and click Save. The details recorded will

appear in a table on the form.

Repeat to add a second referee. Note that if you try to move to the next page without providing

two referees, an error message will be displayed.

© The form could not be submitted for the following reasons:

Please provide two referees for your application prior to proceeding.

(& Create

Title *

Please Select ~

First Name *

Last Name *

Paosition *

Institution Name *

Email *

21




Documents

The Documents section contains folders which highlight where you need to provide evidence in
support of your application. If a folder has Required set to Yes, you must provide evidence to
submit the application; if Required is No, you may return after submission to upload the
evidence.

doscariOuals  FarorsDeas AdrssOels CouseSecton Educaton | Dparence  Fundg Gy Doy e nomeion [ v o msson

‘The dacument folders below highlight whare you need to provide evidence in support of your application. If a folder has Required set to Yes, you i in order to submit your ion; if is No, you may retur to your application after submission to

upload the evidence, but plaase be aware that this could result in a longer processing time.

To upload evidence, please click the Actions arrow and select Upload. applicable, additional i i should be included in the evidence uplaad is provided.

Documents

To upload evidence, click the Actions arrow and select Upload.
Where applicable, additional information on what should be included in the upload is provided
in the upload dialogue, for example for a Research Proposal or Supplementary Information.

Research Proposal

In less than 500 words please explain why you wish to undertake research and which area(s)
noted below you are most keen to work within:

¢ Design Processes

¢ Aerodynamics

« Structural and Material Systems

¢ Manufacturing Technologies

Please quote your name, title of proposed research and email address at the beginning of
your research proposal. If you have been asked to provide more than one document you
should combine all documents in one file for uploading. Please note that it is your
responsibility to ensure that you provide a research proposal that is properly prepared. The
acceptable file formats are PDF, DOC, DOCX, TXT and RTF.

Supplementary Information

Applicants for this course are required to complete and upload a supplementary form as part
of their application. Download form here, complete and upload below.

22



Documents - Adding a New Document

If you wish to upload any additional evidence, click Add hew document. A dialog will be
displayed; select the Document Type and enter a Description if required, then attach the file(s)
and click Submit. Once uploaded, the Documents summary table will update to show the new
Document Type and that Uploaded is Yes.

& Create x

- If you need to upload multiple documents please ensure you select all documents before
attaching them.

Document Type *

Personal Statement v

Description

applicant's personal statemem|

Attach a file

Choose Files |personal statement.docx

Document Type *

Please Select A

Please Select

Supporting Documents

Personal Statement

Higher Education University Transcript
UK Immigration Permissions

Applicant Details  Personal Details ~ AddressDetails ~ Course Selection  English Language  Education  Disability  Referee Information Review Information  Submission

Providing these documents upfront will allow us to process your application in a more timely manner; failure to do so could result in a longer processing time.

Documents

Add new document

Document Type 4 Description Required Uploaded Actions

English Language Certification Yes Yes -
Passport No No -
Personal Statement applicant's personal statement No Yes -
Secondary/High School Level Qualification No Yes n

23



Review Information

The Review Information section provides a view of all information entered on the application. If
in reviewing the information anything needs to be updated, click the Previous button to revisit
earlier steps. Otherwise click Save and next.

Applicant Detalls Personal Details Address Details Course Selection Education Experience Funding Disability Referee Information Documents Review Information Submission

If you want to amend any of the information you have provided, please click on the 'Previcus’ button to return to the relevant step.

‘When updating information, please ensure you click 'Save and next' on the relevant step.

Applicant Details
Title
Mr
First Name

Mickey

Last Name

Mouse

Date of Birth

11/Jan/2003

Place of Birth

Florida

Country / Region of Birth

United States

Applicant Email Address
mickey.mouse@disney.com

Submission

The Submission section is the final step and requires confirmation that the information provided
with the application is correct, and that the applicant agrees to the Terms & Conditions. You
may sign the declaration on the applicant’s behalf. Click Submit to finalise the application.

AopiGaOMMS | PenionwDuals  AJWessDelals  ComeSecion  Edwwon | Experence  Fundig  Disasity Documents

Please note that, once submitted, your application cannot be edited.

Submission
I confirm that, 1o the best of my knowledge and bellef, the information given on the application form is frue. complete and accurate and that no information requested h: | accept that inaccurate, i 1 do not provide a transcript {if applicable) or if it
Is considered by the University that any work | have submitted in support of the application is not owned by the applicant, the University reserves. the right to cancel the application or withdraw an offer of a place (f L i
s,

' agree to the Terms

Ploase Seiect v

Declaration Signed By

Send me a copy of my application by emal after submission *

s -

C . with the INTO Queen's. o for those their linguistic skills befors enrolling on 1o one of our posigraduale degree courses. In the event that you do not
‘quallty for direct entry we will share your datalls with INTO Queen's should you be eligible for which, will lead you University degree of choice.

24



Confirmation

When an application is created, a reference number is assigned. On submission, a confirmation
message will be displayed which lists the reference number under Application ID, and the
application will appear in the Postgraduate Applications list which can be accessed from the My
Applications link displayed.

A confirmation email will be sent to both the applicant and the agent. The applicant will also be
able to see the application in the applications list on their own portal account.

P4 QUEEN'S
% UNIVERSITY
A BELFAST HOME | ADMISSIONS - | & NOTIFICATIONS o MY REQUESTS | AMS 2 AGENT (HEADQUARTER) -

Thank You, AMS 2 Agent (Headquarter) @

You have submitted an application on behalf of the applicant and their Application ID is
PGADM-000001608

Queen's University Belfast will communicate with the applicant and the agent on Email: com and mickey.mouse@disney.com with further updates.
Please check your list of applicaticns via the My Applications link below.

My Applications

25



Reviewing Submitted Applications

26



Application Status

The Status of the application will update as the application moves through the processing stages,
allowing agencies to see exactly what stage each application has reached.

VVVVVYYVY VYV V

Y

New applications will have a status of Draft, allowing them to be edited.

Once the application is complete and the creator clicks Submit, the status will change to
Submitted.

When Admissions begin processing the application, the status will change to Under Review.
If an offer cannot be made, the status will change to Unsuccessful.

If an offer can be made, the status will change to Decision Issued.

If a conditional offer has been made and it is accepted by the applicant or their agent, and
evidence has been provided, the status will change to Evidence Under Review.

If a conditional offer has been made and it is accepted by the applicant or their agent, and
evidence has not been provided, the status will change to Evidence to be Uploaded.

If an unconditional offer has been made and it is accepted by the applicant or their agent, the
status will change to Unconditional Accepted.

When an offer has been declined by the applicant or their agent, the status will change to
Applicant Declined Offer.

When an application has been withdrawn by the applicant or their agent, the status will
change to Applicant Withdrawn.

When an application has been withdrawn by Admissions, the status will change to
Withdrawn.

When an applicant has matriculated onto the course, the status will change to Matriculated.

27



Responding to an Offer

When the status is updated to Decision Issued, click on the Actions arrow and select View
Decision.

Application ID QS!S Application ID Applicant Name Account Name ype of Study Cours: StartDate  Status CrestedDate  Modified Date  Creator

PGADM-D00001119  D0B34580 Austomation Ahati 14 PGT _Codec Agency Branch  Postgraduate Taught  Linguistics MA 18/50p/202¢  Decisionlssued  19/Jul/2024 11:25  30/Sep/2024 AMS Agent AMS Agent
Decent 15:18 {Branch) (Branch)

Applications Details
Application ID

PGADM-000001119

Degree

Master of Arts

Name of Course

Linguistics
Decision Decision Date
Conditional offer 30/Sep/2024 15:17

View Decision Letter

Applicant Response

The response will not impact any other application which may be in progress for the same
admit term.

Pending Response

If you are not the current owner of the application, click on Assign to me so that you can provide
aresponse.

Further information will be displayed in a new dialogue. The first section shows the Application
Details, including the course name, decision and decision date. Click View Decision Letter to
download the offer letter.

This is followed by the Applicant Response section. To respond, select either Applicant
Accepted or Applicant Declined as applicable.

Pending Response -

Pleasze Select
Applicant Accepied
Applicant Declined

Pending Response

28




Responding to an Offer

Offer Conditions

Conditional
Condition Fulfilled

Type Description {Activity) Uploaded Actions

I.B. Dip Successful completion of Mot yet Mo
International Baccalaureate fulfilled
Diploma with 32 points overal
including €,3,5 at Higher Leve

India Standard Successful completion of your Mot yet Mo
12 India Standard 12 examinations fulfilled

with an overall score of 75%

Queen’s University Belfast cannot make a final decision until conditional evidence has been
provided. You may accept the offer and then upload relevant documentation when it is
available.

The Offer Conditions section shows any conditions that have been placed on the offer; these
may be academic, deposit, English language or financial conditions.

Click on Actions and then Upload to provide evidence that each condition has been fulfilled.

If evidence is not available at the time the conditional offer is made, the offer may be accepted,
and then relevant documentation uploaded when it becomes available.

As Admissions review the evidence and confirm that the condition has been met, the condition
will update from Not yet fulfilled to Met.

Offer Documents

Please read the following documents as part of your offer letter.

Document Type 4

Terms & Conditions

Visa leaflet

The Offer Documents section provides any additional information provided by Queen’s, such as
Terms and Conditions and Visa information.

Click on Actions and then View Details to review.
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Responding to an Offer

Terms & Conditions

[ By checking this box, you can confirm that you have read and agreed to the Queen’s University
Belfast Terms and Conditions provided via email and through the Queen's Portal.

You should confirm that you have read and agreed to the Queen’s University Belfast Terms and
Conditions provided, both via email with the offer and through the Queen’s Portal.

Once the box is checked, the applicant response and any evidence uploaded can be submitted
to the university by clicking the Submit button.

Confirmation that the response has been received will be displayed.
In the list of applications, the status will have updated to either Evidence to be Uploaded,
Evidence Under Review or Unconditional Accepted, depending on the circumstances.

Created Date Modified Date

Evidence to be 19/Jul/2024 11:25 01/0Oct/2024 15:20
Uploaded
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Withdrawing an Application

An application that is no longer required may be withdrawn by using the Actions arrow and
selecting View details.

UGADM.D00D02349 3 ages Branet: n -
The application will open in the Documents tab. Click on the button in the bottom
left corner.

Withdraw x

Withdrawal Type *
Please Select w

Withdrawal Reason *

b

Based on your answer, would you like to be contacted by Queen’s University Belfast regarding
your withdrawal?

® No D Yes

The Withdraw dialogue will be displayed. Please select the type of withdrawal from the list of
options then provide the reason for withdrawal. Click Submit to send the withdrawal to
Admissions.

The status of the application will update to Applicant Withdrawal.
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