
Partner Admissions Guide



Accessing the Partner Portal

• The first time you access the portal, you will need to log in 
and change your password at the following page:
https://sits.bham.ac.uk/

• You will see three options – click on the link “To login and check the 
status of your completed application, please login here”



Accessing the Partner Portal

• You will have been given a unique username and a 
password, which you should change when you sign in 
for the first time.  Please do not share your log-in 
details with anyone.

• Once you have created an account, you can access 
the Portal here:  https://pga.bham.ac.uk/portal

• If you are unsure of your username or cannot reset 
the password yourself, contact the University of 
Birmingham.



The Partner Portal
• The Partner Portal is your way of interacting  

with the new Direct Application Admissions 
System.

• You can upload details to applications already 
made, check the status of  applications and 
view particular  applications in detail.

• Standard terminology for the Portal is to refer to 
partner institutions as “Agent” – wherever you 
see this, this refers your institution.



Key Portal Tasks
The Partner Portal enables you to:

• View a list of all applications made by your students

• View a summary of applications made by your students

• Look up a particular application made by one of your students

• Check  the current status of the application
 View any outstanding documents or Offer Conditions
 View documents uploaded in support of the application
 Upload a document on behalf of the applicant



Using this Guide

If you view this guide as a presentation, you can click on items with a 
Blue edge to navigate to that  section – these are just like the actual 
links in the portal.

This guide focuses on the areas that are most relevant to your 
students’ application process. You can follow the blue buttons to 
navigate through the portal.  You can also use the home button (seen 
in the bottom right) to  return to the portal home page.

• Portal Home Page
• Submitted applications
• Submitting documents on behalf of students (proxy login)

HOMEPAGE



This section  
allows youto  
find
applications  
and view  
lists and  
application  
statistics

Portal HomePage

Youcan navigate to different sections of the portal with
these links

TEST

This functionality is not currently in use for Partners.

TEST

A numberof  
useful links  
can be  
found here



Submitted Applications

You can  
view the  
application  
status of a  
submitted  
application  
in this  
screen

Select an application andclick  
‘Summary’ to open that  
application in a new window  
(Next Slide)

Navigate left  
and right for  
more  
informationon  
applicants

Ensure pop-ups are enabled in orderto  
view the summary

When you press continue you will be
taken to the ‘ProxyLogin’.



Summary of the completedapplication



Application List
In the homepage click on ‘Application List’ – this will open this search page  
which allows you to search applicants by anumber of different criteria

There are  
multiple  
drop down  
menus for  
different  
search  
criteria

The  
programme  
field is a  
“dynamic list”
– begin typing  
a programme  
name and a  
dropdown list  
will appear.
Only one field 
needs to be 
completed in 
order to 
search.



Application Summaries

Summary of  
the  
applications  
you have  
submitted or  
been paired  
to.

Will showthe  
status of the  
applications 
which are  
linked with  
your
institution.
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The results page displays applicants matching  
your search criteria alphabetically bysurname:

HOMEPAGE



Proxy Log in

• You can use the “Proxy login to App Portal” to 
upload documents to support your students’ 
applications.

• You have the option to upload your students’ 
transcript and English language translation via the 
proxy log-in in order for our Admissions Office to 
verify the authenticity of the transcript before an 
unconditional offer can be issued. This is not 
essential, students can upload their own documents

HOMEPAGE



Proxy Login to AppPortal

Using the search bars, search for 
your  applicant to view their  
portal/application summary.

Only one field needs to be 
completed to search for 
students(ideally ID number).

One you have entered your 
search criteria please select the 
run process button.



Partner Applications Proxy
Login

To open the application summary  
please select the ‘View application  
Portal’Button



Using the ProxyLogin

…after clicking ‘Summary’ this page will appear.  
Click ‘Proxy Login’ to view the selected  
applicant’s summary in a new window.



My Application (ProxyLogin)

Upload essential outstanding  
documents (transcripts, English 
language, passport) required forthe  
application here.

Check  
referees  
andstatus

Update personal detailsof  
applicant here

View  
application  
form in  
moredetail  
by clicking  
here
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This is where you can upload extra non-essential documents on 
the behalf of students



Uploading Documents

1. To upload a  
document, browse  
computer files and  
select the document  
you wish to upload

2. After selecting the  
document, press the  
upload button on the  
right. The file status will  
indicate if thedocument  
successfullyuploaded.
Then, press ‘Next’ to  
return to ‘My
Application’.



Uploading Transcript

• Partners can upload the students transcripts (and English 
translations) in order for our admissions team to verify the 
document.

• You can upload a transcript either by selecting the “Upload” button 
next to the Transcript section, or, if a student has already uploaded a 
copy of their transcript, as part of their application you can upload 
their transcript from your account by clicking so on the Upload 
document screen by clicking the “upload document” button on the 
upload screen:



Uploading Transcript (2)

• From the dropdown list, select “Transcript”, then next, and upload 
document as required.  You can upload as many additional 
documents as required, following the same process as in the 
previous “Uploading documents” slide



Summary of Important Information

• See the separate guidance for details on how your students should fill in and
complete the application form. Students need to ensure personal details are typed
in correctly.

• Adding documents to existing applications: you should identify the student 
using the proxy log-in and submit relevant documents via this mechanism.

• If you encounter any technical issues with the system please contact 
directapplicationsystem@contacts.bham.ac.uk.


