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Managing Clearing applications via the Agent Application System 
 

Applications for Clearing places at the University of Kent can be submitted via the Agent Application System.  The following pages will guide you through the process of 

submitting and tracking Clearing applications to the University. The process is different this year: 

• For your applicants who haven’t used UCAS this year - apply via the agent portal, via the standard undergraduate direct form i.e. ‘Create a new application’. You or 
the applicant will then need to accept their offer via KentVision. You can do this anytime, applications have remained open from the main cycle. 

 

• For your applicants who have used UCAS this academic year– apply via the agent portal, via the Clearing form i.e. ‘Create a new Clearing application’. The 

Clearing application route will open from Wednesday 5 July 2024.   

 

If you have any queries or questions regarding this system, or experience any technical issues then please contact us at agents@kent.ac.uk 

Logging into Agent Application System 

You access both the direct and the Clearing Application System via your normal Agent Application System homepage (using your normal login details): 

http://evision.kent.ac.uk. You will then need to click on ‘Applicant login’ 

 

 
 

When you enter your agent username, you may see a warning message as below. Please ignore this. 

mailto:agents@kent.ac.uk
http://evision.kent.ac.uk/


 
 

Forgotten your password? 

If you forget your password, simply click on ‘Forgotten your username or password?’ and fill in your usual username and surname.   In the date of birth field, please enter 

01/Jan/1990, and then click on ‘Go’.   

 

A new password will be sent to the email address attached to your account, which you will be required to change again when you log in.   

 

2 Factor Authentication 

To be able to log in, you will be asked to enter a code which will be emailed to you: 

 



 
 

Please click on ‘send me the Code’. If you need the email address to be amended, please request this by emailing agents@kent.ac.uk.  You will receive the following email: 

 

  
 

mailto:agents@kent.ac.uk


 
 

Enter in the code, which will take you to your agent portal.  



 

Navigating the Agent Application System during Clearing 

You will be taken to the normal Agent Application system, which will now include an additional ‘Clearing tasks’ section (please note that you will not be able to see this 

section until the system goes live on the 5 July). 

 

 

If you are applying 

on behalf of an 

applicant who has 

used UCAS this 

year, click here. 

 

 
Click here to track applications and 

access the applicant portal. For agency 

applications which were submitted via 

the Clearing link, once an offer is made 

and accepted, the application will roll 

over and will then be found here. 

 

 

 

If you are applying on 

behalf of an applicant 

who hasn’t used UCAS 

this year, click here. 

 



Applying on behalf of an applicant not in UCAS 

If you are are applying on behalf of an applicant who has never used UCAS before, you do not need to use the Clearing application form. Click on the Create a new 

application link. You will then be presented with a search page where you can search for the course that the applicant wants to apply for: 

 
 

You can search by academic year, level, subject area and campus.   



 
 

Please note that Academic Year is a mandatory field.  This field defaults to the current application year, but you can change this to either the current academic year or to 

the next application year.  

 

When you have filled in the relevant drop-down boxes, click Next to produce a list of available courses.  Only courses which are available for direct application will appear 

in the list.   

 

We do not require you to send us proof for applications submitted via the agent application system, as these will automatically be tagged to whichever branch you are 

logged into.  

 

Once you have clicked Next, the list will appear as follows: 

 



 
 

You can click on each of the column headings to sort the list. You can also use the Search box to find a specific course: 

 

On clicking the Apply button, you will be presented with the application form (which opens in a new tab): 

 

 
This MUST be the applicant’s 

personal email address! 



 

Please note: You must supply the applicant’s personal details.  DO NOT enter your agency email address at this stage – your branch details will automatically be populated 

on the application form when you submit the application.  All application correspondence will automatically be copied to the agency. 

 

Once you have entered the applicant’s details and clicked on Continue, you will have the chance to check these details.   

 

When you have checked the applicant’s details are correct, click on Continue to application.  You will then be taken to the ‘Personal Details’ section:  

 

If this isn’t the first application that this applicant has submitted via KentVision, on the first page of the application form, which asks for the new user details, scroll down 

and click on the Cancel button 

 

 
 

Login as the student using their details, and you should then be able to fill out the application online 

 

Whether or not you’ve created a new user or logged in as a previous applicant, you’ll then be taken through to the application form: 



  



Complete all the fields on the application form.  A red asterisk * next to the field name indicates that the field is mandatory.  If there is a question mark icon next to the 

field you can hover over it for further information about this field.  Please ensure you enter the applicant’s address into the correspondence address section.   

 

Follow the steps to complete the application.  If you need to exit the application, you can use the Save and Return Later button to save the application.  We recommend 

that you upload any supporting documents at this stage to save time later.  When you have finished, please click Submit. 

 

Please note: When you start an application, you will automatically be logged out as the agent and logged in as the applicant.  After saving or submitting, to return to the 

agent application system you will need to close the tab and click on Home.  You will then be asked to log back in using your agency login details. 

 

You can track these applications as you normally would by clicking on ‘Track submitted applications’ 

 

Applying on behalf of an applicant in UCAS 

If you are are applying on behalf of an applicant who has used UCAS before, you need to use the Clearing application form. On the homepage of the agent portal click 

‘Create a new Clearing application’ and this will take you through to the ‘Find a course’ screen where you will be able to choose the relevant school for the course you wish 

to apply for. 

 

 

Once you have clicked ‘Next’ you will be taken to the search results page that will list all the available courses within the school (please note that if the course you are 

looking for is not on this screen then the programme is full and has been removed from Clearing). Choose the relevant course and select ‘Apply’. 



 

 

 

 

 

 

 

 

 

 

From this point in the process you will be logged out of the agent 

portal and will be logged in as the applicant. The applicant will 

automatically be tagged to your agency, so you MUST enter the 

applicant’s personal details including their personal email address 

when completing the application.  



Completing and submitting Clearing application for a new applicant 

Enter the details of your applicant into the Clearing application form. Please make sure you enter the applicant’s own details, including their personal email address, then 

click ‘Continue’. 

 

 

Make sure you are happy with the details listed below and click ‘Proceed’. 

Please remember to 

use the applicant’s 

personal email 

address.  
 



 

You will now be guided through the below seven stages of the application. 

 

 

 

 



Creating a clearing application for an existing applicant 

 

From the Agent portal select Create a clearing application. Select department from dropdown box and click Next. 

 

 

Click Apply next to the desired course. 

 

 



 

 



When presented with the New user details box, click Cancel.  

 

Click Existing applicant? Log in. 

 

 

Log in using applicant’s username and password. 

 



 

Tracking and viewing Clearing applications 

Once you have submitted the clearing application you will be able to track that application, and any other applications you made, by clicking on the ‘CLEARING – Track 

submitted applications’ link on your homepage. 

When you click on the link you will be presented with a search page. 



 

 

You can either search for individual applications, or if you leave all the fields other than ‘Academic Year’ blank and click ‘search’, then all your applications will appear. 

 

 



You can then view and track the status of the applications, or to access an individual application you can click on the Applicant ID number which will take you through to 

the applicant’s portal. 

 

From this page you can send and view messages on behalf of the applicant, respond to any further information requests and accept any offers that are made. 

 

UCAS Hub 

Applicants must accept the offer of a place via their KentVision applicant portal and then refer their application to Kent via their UCAS Hub. The offer letter will 

include the correct UCAS course code that must be used when making the Clearing application on UCAS track.  

 

Add your Clearing choice in Hub 

Go to the ‘Your choices’ section of your application and click 'Add Clearing choice.’ Then enter the details of the course. 



Only add a Clearing choice if you’ve been given permission by a uni. 

Once the UCAS application has been linked to our Clearing Application System your applicant will appear on your normal list of students under the 

‘Manage Applications’ section, and you will no longer be able to access it via the Clearing system. 

 

Accommodation 

If you are applying on behalf of an applicant who is already in UCAS, as part of the Clearing application form you will be asked to indicate whether or not the applicant 

would like campus accommodation. This is a yes or no question. Anyone who applies for a university course using the Clearing application pages should request 

accommodation by answering this question. They cannot specify what type of accommodation they want as by this stage; applicants will be allocated accommodation 

depending on availability. Applicants must not submit another application using the accommodation website. We hope to be able to house all Clearing applicants who 

want campus accommodation, but this is not guaranteed. 

If you are applying on behalf of an applicant who has not yet used UCAS, the applicant should complete the standard accommodation application form, however at this 

stage they are unlikely to get one of their preferences. 

 


