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Guide Notes 
The numbers alongside each diagram in this guide correspond with the steps. 

For Example: 

(Step) 25. Click on the link to learn how to apply at Victoria University International. 

Due to our commitment to improving EAAMS, images and instructions may change over time. Please check the Agent Wiki for 
EAAMS updates.  
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Getting Started 

IMPORTANT NOTE: Please use Google Chrome or Mozilla Firefox when using EAAMS. Internet Explorer is NOT 
supported. 

1. Open your Internet Web Browser and go to https://eaams.vu.edu.au/isis/admin
2. Enter your Username and Password and Login.

3. Click on Forgotten your password? for a password reset link to be sent to your EAAMS email address (*).

*For security reasons, you must use the email address you supplied when creating your EAAMS account.

https://eaams.vu.edu.au/isis/admin
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EAAMS 

Register an Applicant 

To create an application, you must register the applicant. 

Create Applicant -> Create Application 
4. On the Welcome Screen, access the Menu and click Applications > Applicants/Students.

Or click Create Application on your home page 

5. The Browse Applicants page will appear. Click on Add to register a new applicant.

Tip: Check if a profile already exists: 

Use the filter options to see if the applicant already has a 
profile. For example: 

• Use the Date of Birth drop downs and enter
some or all of their name in the Search
Applicant field.

• If you know the applicant's Student Number,
enter it in the Search Applicant field.

If you do find an existing profile, take a note of the 
Student Number and proceed to Create New Applications. 

If not, follow the instructions on the next page. 

6. The Personal Details screen will appear.

7. Enter the details of the prospective applicant.
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NOTE: 
o It is a legal requirement that you provide accurate contact details (including phone number and email address) for

the applicant.
o It is very important to provide all of the applicant’s contact details to enable correspondence from VU International.

Tips to help speed up processing of applications: 
• Enter Given Name(s) and Family Name exactly as shown on the applicant’s passport.
• Take care when entering the applicant’s email address and check that it is correct.
• Enter at least one of the applicant’s current phone numbers. Make sure you enter the right country code.

(As a legal requirement, you are required to enter a phone OR mobile/cell number AND a valid email address for the
applicant)

8. Once all details are entered, click Submit

NOTE:
• Please do not try to create duplicate profiles for an applicant – this will result in confusion and delays.
• If the applicant profile exists and has an agent assigned, contact administrator.eaams@vu.edu.au for assistance.
• If the applicant profile exists but with no agent selected, you will have the option to assign yourself as the

agent.
o A pop up will appear.
o Click “Yes” to assign yourself as the agent:
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EAAMS 

Completing the Applicant Profile 

9. Once the Applicant Registration is complete, return to the Browse Applicants page.

10. Use the Search function to locate the new applicant record.

Use Date of Birth and the applicant's name OR enter a Student ID number in the Search Applicant box

11. Click on Edit to enter the applicant’s record and update details. 

12. The Edit Applicant page allows you to update the following tabs:

• Applicant – name, date of birth, VU Student ID Number details, citizenship details
and evidence of change of name.

• Contact – phone numbers, email address, address details, emergency contacts in
Australia and the home country.

• Passport/Visa – residency, passport and visa details.
• Agent – managing agent, sponsorship and guardianship details.
• Applications – applicant activity summaries: brochure requests, enquiries and

applications.
• Attachments – all attachments related to the applicant profile appear here. (See

section Attachments tab – Step 47)

13. Once all details are complete click on the Submit action button.

14. After clicking Submit you will be directed back to the Browse Applicants page
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EAAMS 

Create New Applications 

15. In the Browse Applicants page, use the search criteria to locate the new applicant record.

16. Click on Edit  to open the Applicant Profile. 

17. Click on the Application tab and click Add  (below Applications, you may need to scroll down) 

18. The Add Application page will appear. Select the International Application Form type.

19. Click Select Course to select the primary course preference.
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20. The course preference dialog box will appear. Search for your preference and click Select.

NOTE: You will be able to add more preferences in steps XY 

21. Select the Country of Application (the country where the applicant is currently residing).

22. The Managing Agent for the application is pre-selected.

NOTE: Both the applicant and the agent receive all application status updates via email (eAlerts). 
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23. Select the Agent Contact (Case Manager).

24. Click on Create Application to proceed with the application (at the bottom of the page).

25. Once the Application has been created, the Edit Application form will appear.
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Complete the Application 

The EAAMS application form has a menu bar at the top of the page, action buttons underneath and tabs on the left side of the page. 
The application status is on the right.  

Several sections can be collapsed to simplify navigation. 
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EAAMS 

Tab Summary 

26. International Application Form Displays the form type. Additional information is 
available via the drop-down option. 

27. Scholarship /Sponsorship Applicants New sponsors need to have a record created by the 
EAAMS team in order for successful sponsored 
applicants to be issued with a CoE.  

Select the ‘Request a New Sponsor’ option and 
provide sponsor details.  

Add any attachments in the Attachments tab relevant 
to this section. (See section Attachments tab – 
Step 47) 
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Applicant Tab 
 

 

  

28. Visa Status Are you currently in Australia? – Select the correct option based 
on where the applicant is currently located. 

• If Yes is selected, choose the type of Visa Exemption 
the applicant has. 

• If they don’t have a visa exemption, select the type of 
visa they intend to apply for. 

• If No is selected, choose the Visa type the applicant 
intends to apply for. 

 
29. Living In Country (at time of Application) 
 

Select the country where the Applicant is living at the time the 
application is submitted. 

30. Managing Institution Not applicable to International applications. This is primarily used 
for Victoria Aboard and not International application. 

 
31. Agent / Agent Contact (Case Manager) 
 

Agent and Agent Contact Details listed 
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Preferences Tab 

32. Course Preferences Click Add course preference, then use Search to find the desired course 
and intake. Program Type and Year must be selected when searching for 
a Course.  
Select the desired course preference once the search is complete.  

33. Advanced Standing (Credit Transfer) Select Yes if the applicant wishes to apply for credit transfers (provide 
a completed form). 
The Advanced Standing application form can be found at: 
http://www.vu.edu.au/sites/default/files/student-connections/pdfs/A04-
application-for-advanced-standing.pdf 
Add any attachments in the Attachments tab relevant to this section. (See 
section Attachments tab – Step 47) 

http://www.vu.edu.au/sites/default/files/student-connections/pdfs/A04-application-for-advanced-standing.pdf
http://www.vu.edu.au/sites/default/files/student-connections/pdfs/A04-application-for-advanced-standing.pdf
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Background Tab 

. 

34. Current Studies Where an applicant has provided details of current studies, click Yes, 
and complete all of the additional fields that appear 

35. Previous Studies (Secondary & Post Secondary) Click Add item of study history and complete all of the additional fields that 
appear: You must select at least one option. 
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36. English Proficiency Select the option(s) that best describe the applicant’s English ability and previous English 
language studies. The applicant should also note this information on their written 
application. Complete any additional fields. Add attachments in the Attachments tab (See 
section Attachments tab – Step 47) 

37. Research Proposal For Postgraduate Research Applications only. Attach the applicant’s Research Proposal and 
referee details to Attachments tab. (See section Attachments tab – Step 47) 

38. Employment Experience Enter employment details for the applicant. Click Add Employment Experience (a second 
time) to confirm these details. 

39. Guardianship Arrangements (For applicants less than 18 years old) Select Yes or No to confirm the applicant's age. If 
under 18, a Guardianship/Parental Agreement Form must be completed. 

40. Disabilities If applicable, select Yes. Enter any details and add supporting documents to the 
Attachments tab. (See section Attachments tab – Step 47) 
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Declaration Tab 

41. Declaration and
Agreement

Click the I Agree box, which is the substitute for the applicant’s signature. 
NOTE: A declaration and agreement attachment is required when agents are applying on 
behalf of an applicant. The form can be found at: 
https://www.vu.edu.au/sites/default/files/international/pdfs/141204-applicant-declaration.pdf 

42. Overseas Student
Health Cover (OSHC)
Preference

Indicate if the applicant would like Victoria University to arrange OSHC for the duration 
of their visa. 

43. Previous Visa History Answer both questions regarding the applicant’s previous visa history. Ensure that 
the required documents are attached to the application. 

44. Check List

How Did You Hear About Us? 

Click the drop-downs for a checklist of key items required for successful 
submission of the application and/or Victoria University’s address details. 

Please select ONE option that is most appropriate 

https://www.vu.edu.au/sites/default/files/international/pdfs/141204-applicant-declaration.pdf
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Messages Tab 

45. Messages • The Message box is for communication between VU staff, agents and
applicants.

• When you click  or   the message will be “saved”. 
• The VU staff member working on the application will be notified by email.

History Tab 

46. History Shows the Application Status History, such as when status changes occurred and the 
users who made the status changes, Staff Assignment History, and Agent History. 
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Attachments Tab 
 

EAAMS has now a dedicated Attachments tab where all required documents are to be uploaded. Some sections will direct you to this 
tab. This will help VU staff process the application as quickly and efficiently as possible by making the documents for each section easy 
to find. 

 

47. Drag and drop files into the blue 
box, or click to open a dialog box to 
upload your files.  

 

NOTE: To save time, check that your 
files are under the 20 MB maximum 
that EAAMS will accept before trying 
to upload them. 

 

 

 

 

48. Once you’ve uploaded it successfully, 

click on New to assign a category.  

 

 

 

 

 

 

49. Fill out the details in the box using the 
drop down then click Save. 

  

 

 

50. You can view/download your 
uploaded document by clicking the view 
button   
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Action Buttons 

51. The application is formally submitted for assessment. Application Status 
becomes ‘With Admission Officer’. 

52. Saves the updates to the application. The application remains 
in ‘Data Entry’ status. 

53. Any changes made since the application was created (or last saved) 
will be lost. The application remains in ‘Data Entry’ status. 

54. After the application is successfully submitted, you will be directed to the View Application page. The Application
Status will show that it is currently with an admissions officer.
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Confirmation Emails 

55. After an application is successfully submitted, a confirmation email will be sent to both the agent and the
applicant.
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Status updates 

A VU admissions officer will assess the submitted application. There are three possible outcomes with every 
application: 
• Request for more information (More Information Required).
• Unsuccessful application (Application was Unsuccessful).
• Approval/Offer Made (Offer Made)

You will receive an ‘Application Status Change’ email 
advising of a status change in the application and 
containing a link to the application in EAAMS. 

To access the applicant’s application in EAAMS, first 
make sure that you are logged in, then click on the link 
provided in the email. You will then be directed to the 
Edit Application page. 

Note: You will receive a separate email if the VU 
Admissions Officer has entered a message in the 
EAAMS application. 
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Providing more information 
 

56. Once you have received the ‘Application Status Change’ email advising the new status of ‘More Information Required’, 
click on the link provided to access the applicant’s application (see previous page for an example email). Make sure that 
you login to EAAMS before clicking the link so that you are automatically directed to the ‘Edit Application’ page. 

IMPORTANT NOTE: 

Make sure that you click the  button once you have updated the application! Clicking the button 
ensures that VU Admissions Staff are notified that the application is ready for them to continue processing. 

 

 

57. Review any messages from VU Admissions staff (requesting information) by clicking on the Messages tab and locating 
the More Information Required section. 
 
You will also receive a separate email if the VU Admissions Officer has entered a Message in the EAAMS application. 
 

58. When scanned documents are requested, attach the necessary documents under the Attachments tab (See section 
Attachments tab – Step 47). 

 

59. Where the VU Admissions Officer is seeking clarification, use the Messages text box to communicate your answers. 

 

60. Tick the Send email notification to: checkbox and an email will be sent to VU Admissions Staff.  
 

Reminder: Once the steps above are complete ensure that you click the  button. 
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Reviewing Unsuccessful Applications 

61. Once you have received the ‘Victoria University Outcome Letter
Attached’ email advising that the application has been assessed, click
on the link to view the application in EAAMS. Make sure that you
login to EAAMS before clicking the link so that you are
automatically directed to the ‘View Application’ page. Then click on
the Messages tab.

62. Locate the Message from the VU staff member.

63. To view the Rejection Letter from VU, go to the Rejection Tab and click on the File Link. A new browser page displaying
the letter will open, or a dialogue box may appear with options to open or save the file.

In some instances, the Admissions Officer will suggest (via Messages) a different course. Contact Victoria 
University International if the applicant would like to apply for the suggested course. 
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Reviewing Offers 
Summary of Offer Types 

There are two types of Offer that VU will issue: a Full Offer or a Conditional (Restricted) Offer. 

A Full Offer is one that can be accepted immediately because all mandatory requirements have been met. However, there may be 
‘Course Conditions’ applied to some or all courses. For example, the successful completion of each stage in a package of courses. 
Details of Course Conditions will be in the Offer Letter. 

A Conditional (Restricted) Offer is one that is not ready to be accepted because more requirements need to be met. Details of 
Offer Restrictions will be in the Offer Letter. 

Once these requirements are met and all required documentation has been attached, a Full Offer can be issued and accepted. For 
Restricted offers, you need to fulfill the requirements that are causing the Restricted status. 

The following sections explain how to navigate EAAMS to respond to these two Offer types. 

Offer to study Email 

When an offer is made, both the agent and the applicant will receive an email notification. The format of the email is the same for both 
Full and Conditional (Restricted) Offers. 

To view the offer details, first login to EAAMS. 

Then click on the first link and you will automatically be directed to 
the Application page. 
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Full Offers 
64. Once you have received an email saying the applicant has an offer to study at Victoria

University, click on the link to view the application in EAAMS. Make sure that you login to
EAAMS before clicking the link so that you are automatically directed to the 
‘Edit Application’ page. Then click on the Acceptance tab.

65. Instructions for accepting the offer are listed at the top of the Offer Summary
section.

66. If the Offer has one or
more ‘Course Conditions’,
it will say ‘Conditional’ in
the heading. If there are no
‘Course Conditions’ it will
say Unconditional.

67. Details of the offer are
shown. If the offer is for a
package of courses, all
courses are listed in the
order they need to be
taken.

68. The ‘Accept Offer’ check-box appears below the offer course listing.

69. Tick the check-box to accept the Offer.

70. The file link allows you to open the Offer Letter. The first page has a summary of the steps required to formally accept the 
offer.

71. Once the applicant has completed all required steps, scan the entire Offer Letter and any other required documents. 
Attach them to the application by clicking Add attachment.

72. Select the document to upload. Pick suitable options
for the dropdown boxes and add a
comment. 

73. Click Attach so that the document is
uploaded to EAAMS.
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74. Once the above steps are completed, scroll to the bottom of the page and click the Accept Offer action button. The
application status becomes ‘Student Acknowledgement’, allowing the VU admissions officer to create a Confirmation of 
Enrolment (CoE).

75. To Decline an Offer, click on the Decline Offer action button.

NOTE: When Declining an Offer, make sure that the ‘Accept Offer’ checkbox is not checked.

It is helpful to VU if you enter a comment as to why you chose not to accept this offer, but this is optional. To enter a comment, 
click on the Messages tab and use the Messages text box. 
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Restrictive Offers 

The process for responding to a Restricted Offer is similar to a Full Offer except there are some additional 
steps. This section will only focus on those steps. Once the Restrictions are met, a Full Offer will be issued and 
the instructions in the Full Offers section (above) will guide you through the rest of the process. 

76. Once you have received an email saying that the 
applicant has received an offer to study at 
Victoria University, click on the link to view the 
applicant’s application in EAAMS. Make sure that 
you login to EAAMS before clicking the link so 
that you are automatically directed to the ‘Edit 
Application’ page. Then click on the Acceptance 
tab.

77. Scroll down to the list of
courses being offered and you
will see that the heading shows
that the offer is Restricted.

78. Details of the restrictions are
given in the Conditional Offer
Letter (click on the link to open)
and listed on the web page.
If you need assistance or more
details, please contact your VU
representative.

79. There are some important steps
required to manage the process
of uploading documents and 
requesting a review of the
application by VU.These are 
described in detail on
the next page. 
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Meeting Restrictions in a Conditional Offer Letter 

All of the required ‘Evidence’ documents should be collected and submitted together. After uploading 
documents the ‘Request a review of conditions’ check-box needs to be ticked so that the VU admissions team 
is notified that the application needs to be reviewed. 

80. When all of the required 
documents are available use the 
check-box to indicate that the 
application is ready for review by 
a VU assessor.

81. In the drop down box, select the 
‘New evidence is attached 
below’ option.

82. Click Add attachment.

83.  Browse to select the first 
document and add a comment. 
Select the appropriate option 
from the Evidence Status drop 
down. Leave the default option 
for the Category drop down.

84. Click the Attach button. 

Repeat steps 81 to 84 as many times as necessary to attach all the documents. 

85. Once all the documents are attached, click the Save
Changes button. EAAMS will then send an email to
the VU Admissions staff member to alert them to
review the documents.

You will see that the Edit Application page now indicates that an offer condition review has been requested. 

There will be one notification at the top of the page: 

And another on the Acceptance tab: 
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Next steps after a Review is requested 

Once the VU Admissions team has reviewed the documents, they will either: 

OR 
a. Issue a full offer. Follow the steps in the Full Offers section to accept the offer.

b. Add a message to the application indicating that further steps
are required to meet all the restrictions. In this case, follow the
steps below: 

86. You will receive an email notifying 
you there is a new message to 
view. Click on the link to view the 
application in EAAMS. Make sure 
that you login to EAAMS before 
clicking the link so that you are 
automatically directed to the ‘Edit 
Application’ page.

87. Then click on the Messages tab: 

88. Scroll down to the Message
History section to read the
messages (the most recent
message is at the top of the
list).

You can respond to the message in two ways: 

OR 

a. Collect the additional documents or other evidence required to fulfil the 
remaining Offer Conditions. Follow the steps in the Submit Evidence and 
Request a Review section to attach them to the
application and request another Review.

b. Request another review if
you think that all of the required
documents have been attached
but something may have been over
looked. In this case, go to the Acceptance
tab and follow the steps below: 
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89. Scroll down to the Request 
a review of conditions 
checkbox. Click the 
checkbox and select the 
Evidence was previously 
attached option from the 
drop down list.

90. Go back to the Messages 
tab
and leave a
detailed
message for the
VU Admissions
team using the Messages 
text
box.

91. Select the Send
email notification to so 
that an email is sent
to alert the VU Admissions
team.

92. Click Save Changes to 
send the review request. 
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EAAMS 

Accessing the electronic Confirmation of Enrolment (eCoE) 

Once a Full Offer has been accepted (refer to the Full Offers 
section), VU Admissions Staff will create an electronic 
Confirmation of Enrolment (eCoE) certificate for each of the 
courses in the offer. . 

Follow these steps to access the eCoE certificate(s) within 
EAAMS, along with instructions on the next steps to be taken by 
the applicant. 

93 Once you have received the ‘Application Status 
Change’ email advising the new status of ‘Offer Accepted - 
Ready to Enrol’, click on the link provided to access the application. Make sure that you login to EAAMS 
before clicking the link so that you are automatically directed to the ‘View Application’ page. 

94. Go to the Acceptance tab.

Scroll down to the Acceptance Information section where you will find links to the eCoE certificate(s) and 
the VU Acceptance and Pre-Arrival Booklet. 

95. VU Acceptance and Pre- Arrival Booklet link

96. eCoE certificate link

NOTE: For Packages, each course component has its own CoE. 
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Searching for Applications Manually (Browse Applications) 

Although emails are sent to prompt users to log in and review applications, applications can be searched and 
located in EAAMS manually. 

Click on the Applications option 
in the Menu Bar. Once the sub-
menu appears, click on 
Applications. 

The Browse Applications page will 
then appear. 

Click the filter button to show the filtering options: 

 Changes cannot be made to the Application. The Application is either locked for assessment or 
no further changes can be made. 

Changes can be made to the Application. Use the action buttons in the application to Save 
Changes or send the application back to the VU admissions team for further assessment. 

 Application is permanently deleted if you click ‘OK’. 
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Drop-down boxes can be used to help reduce the list of applications. 

Text boxes can be used to search based on agent, institution or applicant details (name or Student ID Number). 
In each case, you can enter full or partial details.  

You can reset your filters at any time using the reset buttons:  OR 

Example: if you enter ‘1234’ all Student ID Numbers that contain these numbers (grouped together) will be 
found. 

Once the application of interest is found, use the action buttons to View, Edit or Delete it. 
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EAAMS Support - Contact Details 

System Administrator: 

E-mail: admininstrator.EAAMS@vu.edu.au

Web Address: https://eaams.vu.edu.au/isis/admin

Assistance with applications (do not send application documents or information to this address): 

Email: international@vu.edu.au  

mailto:admininstrator.EAAMS@vu.edu.au
https://eaams.vu.edu.au/isis/admin
mailto:international@vu.edu.au
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