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Aston Global Portal 

Introduction 

Applications can be submitted and followed up on through our Aston Global Portal. Individual 

accounts on the Aston Global Portal are recommended for each counsellor. However, there is a 

link between every account in the same organisation. As a result, all applications can be 

assessed by any counsellor within the same agency who has access to the Agent Portal. 

Navigating the Aston Global Portal 

One-time passcodes: are valid for 30 minutes. After 30 minutes, that specific one-time passcode is 

no longer valid, and the users must request a new one. Sessions expire after 24 hours. After that 

time, the guest user receives a new passcode when they access the resource. Session expiration 

provides added security, especially when a user leaves their company or no longer needs access. 

➢ Logging into the portal

If you are using the Portal for the first time, you will need to register before you can sign in. Please 

select “Not yet registered? Register here” option and provide your details as prompted.  

Please use your work email address with your organisation’s official email domain to register. Input 

your email address and click “Email me verification code”, you will then receive an email from 

Microsoft with the title “Aston University account email verification code”.  

This document is meant for agents with domain names e.g. @aston.ac.uk



Copy the 6-digit code from the email and click “Verify code”. After this, input your Name and Surname 

in the fields as shown below and click “Create”. This will create your Agent account and take you to 

the landing page of the Portal.  

Enter registered email 

address with your 

agency domain name. 

Input your name 

and surname and 

click create 



Note: Once an account has been created, you will be able to log into the Portal subsequently by 

clicking “Sign in with Email”, however, a passcode will still be required, and you will be required to 

follow the following steps: input the email address you have registered with and click “Email me 

verification code”. Then go to your inbox, copy the code from the email you would receive from 

Microsoft, and input the code in the relevant box and click “Verify”. After your email address has been 

verified, click “Continue” – this will take you to the landing page of the Portal.  

➢ Creating a Profile

Once you’ve logged into the portal for the first time, you will be required to complete “My Aston profile” 

page for your agency to progress onto submitting an application. You can revisit this page at any time 

to update this information where required. The information you provide within the Aston Global 
Portal will be used to process your applications and contact you with relevant updates.  

Ensure you fill all mandatory sections, then click on “submit”. 



➢ My Applications

Submitting student’s applications 

If you are submitting a student application for the first time, click on “My Applications”, and select 

“submit applications”. Alternatively, you can select “Apply to Aston” as you can see below. If you wish 

to submit two applications for the same applicant, please fill in two separate forms. Each section will 

give you an overview of what you need to do, so ensure to read the information at the beginning of 

every section. 

Once you begin a student application, you will receive an email confirming this, and there will be a link 

in the email where you can return to the application, in case you exit the application before submitting 

it. 



Section 1: Application Details 

Please note that the sections you will see when applying depends on the “course” and the 

information you input when applying. The sample used here is an MBA application. Fill all 

mandatory boxes and click on “next” to proceed to the next section. You can also click on 

“previous” to go back to the previous page in case you need to make an adjustment. 



Section 2: Course Details 

Choose the correct course the student is applying for, and ensure you select the right intake. Once 

this is completed, click on “next” to move to the next section. 

Section 3: Qualifications 

You can enter as many qualifications as possible by clicking on “add qualification”. Do not miss out 

any qualification that can support the student’s application and make the admission process 

seamless. Complete the section and click “next”. 



Section 4: English Language Requirement 

This section will be required if your student falls within the categories of students required to show a 

proof of English. You can check this page for our English language requirements. Additionally, 

depending on your student’s country, you can check out the “Aston in your country” page to see other 

acceptable English language qualifications for different countries. Click on “add qualifications” to 

upload English language qualification, then complete all sections and click on “next” to continue. 

https://www.aston.ac.uk/international/english-language-requirements
https://www.aston.ac.uk/international/aston-in-your-country


Section 5: Work History 

There are three options you can choose here to show your student’s work history: “CV upload”, 

“LinkedIn profile link”, and “Details about individual role”. Do not use the LinkedIn option if your 

student’s work history isn’t up to date on LinkedIn. You can also click on “add work history” to fill in the 

student’s work history manually. Complete the section and click on “next”. 



Section 6: Personal Statement 

Type in the student’s personal statement in the box provided below, complete the section, and click 

on “next”. 



Section 7: MBA Questions 

“Please note that this section is specific to MBA students. As stated earlier, the 

sections you will see depends on the course the student is applying for and the 

information you fill in during application” 

Answer the MBA questions in this section and click on “next” 



Section 8: Visa 

If your student requires a visa to study in the UK, select “yes” and click on “next”. 

Section 9: Passport Details 

Click on “add passport” and ensure you enter the correct information on your student’s 

passport here. Fill other sections, mark the section as complete, and click on “next”. 



Section 10 – Reference 

We require two references to support student’s applications (professional and academic). You can 

either “supply referee contact details” or “upload the reference” as shown below. You can supply 

referee contact details by clicking on “add reference”. Once completed, mark the section as complete, 

and click on “next”. 

Section 11: Funding 

Click on “add funding” to provide student’s source of funding and the percentage. Mark the 

section as complete and click on “next”. 



Section 12: Submission 

Check that all information provided are accurate before clicking on “submit”. 

You will receive a submission confirmation email once the submission is successful. 



You will also receive an offer email as shown below once the student application have been assessed 

and meets the entry requirements. 

➢ Tracking and managing student applications

To track submitted applications, go to the dashboard, click on “My Applications”, and select 

“submitted applications”.  



Your submitted applications will be under “completed applications”. If you saved the 

application for later, the application will be found under “draft applications”. If the 

application has been reviewed, and require additional documentation, you will see that under 

“Applications – additional documents required”. Under “Application responses”, you 

can track admissions responses and also submit a request on your application. 



➢ My Agency

To view details about your agency, go to the dashboard, click on “My Agency” and select 

“Agent Overview” as shown below. You can view all your submitted applications at a glance 

by clicking on “All Applications”. 



➢ My Requests

To track all the requests you submitted across your applications, go to the dashboard, and 

click on “My Requests”. You will need to go back to “Application Responses” to submit a 

new request. 

➢ Interview Booking

If your applicant requires an interview, you can book an interview, by clicking on “Interview 

Booking” on your dashboard as seen below. 



➢ Knowledge Base

As you can see below, the knowledge base section on your dashboard contains “frequently 

asked questions” that you or your applicants may have. Click on any of the featured 

section to get the information you need. 




