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1. Click "Agent Start Here" Button to Your Account 

 

 

2. Accessing Account 

 
 
 
 

 

 
 

If you do not remember the password, click the 
Reset Password button. You will see the 
confirmation message that an email has been set.  

 



 

February 2026 SD23 Student Application Manual 
 

 
2 of 24 

 

3. Navigation Menus 

The top menu bar on top provides access to topics of information for your students.  

 

 Home: Displays quick links for applications. 
 Application: 
• View applications instruction for preparing an application. 
• Create, view application. 
• View Students that have enrolled. 
• View shared document 
• View fees 

NOTE: In View Applications, pay attention to expired applications that indicate they will be autodeleted! 
Once deleted, they cannot be retrieved.  

 Student: View all the students have been registered. 
 Fees:  
 Account: Ability for the agent to view account details, change a password, set notifications, access 

online help and sign out of the agent portal.  

NOTE: When moving between menus, or returning to a previous screen, use the "breadcrumb" trail, or 

the button, rather than the internet browser back button.  

 

 

4. Changing Your Password 

Once an account is created, you can change your password, set up notifications to be 
delivered by email when new information is available in the portal, and access online help 
information in the Account menu. 

 

 

1. Go to Account > Account Details.   
2. Click the Change Password link. 
3. Enter the password you used to log into your account in 

the Old Password field. 
4. Enter a new password in the New password field. Your 

new password must meet the New.Password.
Requirements.shown on the screen. 

5. Enter the new password again in the Retype new 
password field. 

6. Click the Change Password button to save the change. 
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5. Set Email Notification Preferences 

Agents can set up notifications to ensure communication or information from an 
International Education is not missed.  

 

 

 

6. The Home Page 
 Date Sensitive Information: This area highlights items that require action by the Agent. 
 

o Click the blue links to see the list of records associated with an action item. 
 

 
  

1. Go to Account > Account Details. 
2. Click the Manage Email Notifications link. 
3. Use the dropdown menu in Portal Message 

Notifications and Other Portal Notifications to select 
how often you want to be notified of new 
communications and information sent to the portal from 
International Education.  

4. Click Update Notifications to save the settings. 
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 Quick Links: Provides one-click access to commonly used menus on the portal. 
o Application Instructions: Provide guidelines and expectations for applying and outline 

documentation that must be submitted with the application. It is important to note that these 
guidelines and expectations can vary each year. 

o Create New Application: Begin a new application for a student. 
o View Applications: View existing applications in progress or submitted. This.is.an.important.

screen.to.pay.attention.to*.It provides: the status of applications, allows you to continue 
working on an application, as well as warnings about applications about to be deleted due to 
non-completion. 

 

 

 

  

Quick Links provide one-click access 
to common menu.  
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7. Creating an Application 
1. On the Home page, click on and read Application Instructions. When done, click the button 

or click Home in the top menu bar to return to the Home page. 
2. Click on Create New Application. 
3. Select the application type (if more than one) and enter the student’s legal last name, legal 

first name and birthdate. 
4. Click Create Application to create a new student application record. 

 

 
 

5. Note that applications expire and may be auto-deleted after the expiry date! Observe the number 
of days within which the application must be completed. Different buttons appear at the bottom of 
each section. 

o Back: Takes the applicant to Applications.> View.Applications. Once Create.Application.has been 
clicked in the application process, all in-progress and declined student applications appear here. 

o Save & Go Previous: Saves the information entered in the current section and returns to the 
previous section. 

o Update: Saves updated information in the current section. 
o Save & Go Next: Saves the information in the current section and moves forward to the next 

section. 
 

 
 
 
  



 

February 2026 SD23 Student Application Manual 
 

 
6 of 24 

 

IMPORTANT 
 All sections of the student application will be outlined in the rest of this document. 
 

Section 1 – Student Basic Information 
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Section 2 – Parent One Information 
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Section 3 – Parent Two Information 
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Section 4 – Program Dates, Grade and Placement 
 

 

 

 

 

 

 

 

 

 

Please contact our Program prior 
to application if the student 
interested in graduating in less 
than 2 years to determine if it is 
possible. 

 

It is important to know if the 
student's final school transcript 
needs to be validated. We will 
ensure that the student is 
enrolled in the classes needed to 
meet the requirements for their 
country. 
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It is important to know the 
student's spoken English level or 
class enrollment and arrival 
communication needs.   

Not every academy is available at 
every school. The school also has 
limited number of spots in each 
academy. Please ensure that YES 
is selected if the student is 
interested in a particular 
academy AND include in the 
Course Request Form. 

Requesting Students can list up to 
3 preferred schools. Please do NOT 
list a school more than once. 

IMPORTANT Final school 
placement is the discretion of the 
District. 
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Section 5 - Custodianship 
 

 

 

 

 

 

  

If the student will NOT be in 
the District Homestay 
Program, please indicate if 
they will be living with their 
parent(s) OR in an alternate 
living homestay arrangement. 

NOTE If a student is living 
with their parent, their parent 
must have a visitor record on 
file with the Program. 

NOTE If living in an alternate 
homestay arrangement while 
they are in Canada, the legal 
Custodian for the student 
must be indicated and the 
Program requires a notarized 
Custodial Declaration to be 
on file. 

Students in the District 
Homestay program are 
provided Custodianship. 
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Section 6 – Medical Information 
 

 

 

  

Health history information 
provides the Program the ability 
to consider any necessary 
safety and well-being support 
plans for the student while in 
Canada. It also is an important 
factor when considering 
homestay placement. 
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Section 7 – Academic Information 
 

 

 

 

 

 

 

  

If a student has specific learning 
challenges and is currently 
receiving learning support in 
their home school, please 
provide detailed and up-to-date 
information so a plan can be 
developed when they are in 
Canada regarding supporting 
their learning needs. 
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Section 8 – Student Interests 
 

 

 

 

 

 

 

 

 

 

  

Please include 3 short activities 
the student is interested in doing 
while they are in Canada. 

Having this information allows for 
estimation of total numbers for Big 
White as well as our Program.  

 

Please write short concise 
phrases/ sentences. The student 
can provide further details they 
wish to share in their student 
Letter of Introduction. 
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Section 9 – Living Arrangements in Canada 
 

 

 

 

 

 

 

 

 

 

 

 

This information allows our 
Program to understand the initial 
support regarding using public 
transportation the student will 
require once they arrive in the 
Central Okanagan. 

NOTE High school students can 
independently and safely take 

     
 

 

We have limited homestays that do not 
have pets, and this may impact school 
placement for the student. As such, 
detailed information regarding any 
animals a student CANNOT live with 
must be provided at time of 
application. 

Ex. Cannot live with cats, but all dogs 
are okay. 

We have limited homestays that can 
accommodate special diet needs and 
this may impact school placement for 
the student. As such, detailed 
information regarding special diet 
requirements or considerations for the 
student must be provided at time of 
application. 
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Section 10 Immunization / Vaccination Reporting 
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Section 11 - Documents 
 

 

  

See next page for details 
regarding each document. 
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*Refer to previous page (Section 11 – Document) 

Required Documents 

1. Passport photo page. Please scan the passport photo page of the applicant’s passport. This 
allows us to double-check the applicant’s information to ensure that all identification information 
is correct. 

2. Immunization records. Please provide a scan of the immunization record for the applicant. In the 
province of British Columbia (BC), school-aged children enrolled in public and independent 
schools are required to report their immunization history (also called vaccination status) to public 
health. 

3. Transcripts or report cards. Record of grades must be provided for the previous two school 
years. Please include the summary sheet as the first page of the scanned document. 

4. Two Letters of Recommendation. Please use the templates provided. These letters should 
include a signature and school stamp. Please ensure both pages of the template letter are 
scanned into a single document. 

1) School Staff template: Teacher, school counselor, or Headmaster/Principal should 
complete the template School Letter of Recommendation. 

2) English Teacher template: English teacher should complete the template English Teacher 
Letter of Recommendation for the applicant. 

5. Student Letter of Introduction. This letter is completed by the student and outlines where they 
live, their family, their interests, and information about them that is helpful for Program staff and 
future host family. Please ensure both pages of the template letter are scanned into a single 
document. 

6. Photo albums. We ask students to compile a photo album for our homestay placement process. 
Please scan the entire album as one document. 

Requested Documents 

We recommend the following documents are also collected prior to applying. If there is additional 
information required, the agent will be contacted directly. 

7. Additional application documents. If there is another document pertinent to admission, such as 
a student interview form, please submit it as a single document. 

8. Course Request Form. Applicants can submit a Course Request Form for their requested school 
at time of application. Please note that school placement is at the discretion of the district. 

9. Custodian document. If the applicant will not be part of our homestay program, or if they choose 
not to use our free custodianship service, they must assign a custodian for when they are in 
Canada. This custodian must be a Canadian citizen or Permanent Resident, over 25 years old, and 
must live full time in the Central Okanagan area. 
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Section 12 – Legal Agreement 
 

 

  

Both the student and their parent(s) 
must sign the International Student 
Agreement. Before starting the 
application process, please download 
the agreement and ensure it is signed 
in ink.  
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Section 13 – Additional Notes / Comments 
 

 

  
Please include any relevant information 
in this section that has NOT been 
included in other parts of the application.  



 

February 2026 SD23 Student Application Manual 
 

 
22 of 24 

 

Section 14 – Application Fee 
 

 

  

The application will be processed 
once the application fee has not 
been paid at the time of the 
reviewing. 
 
Applications are reviewed in order 
they are received. 
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Section 15 – Flywire Payment 
 

  

The application fee for students applying 
• Through one of our partnering agencies - $200 CAD 
• Independent of one of our current partners - $3000 CAD 

o First installment at time of submission - $200 
o Remining balance invoiced upon application review - $2800 

 
Application fees are non-refundable.  
 
NOTE We accept payment by wire transfer, direct deposit or bank draft 
payable to Central Okanagan International Education.  If you are 
paying by bank draft, the application will not be processed until the 
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Submitting the Application 
 
Complete the information in each section and click Save & Go Next at the bottom of the section to 
move to the next section.  
 

 
 
 
 
 
 
 
 
In the final section, a Save & Submit Completed Application will appear. When this is clicked, no 
further changes cannot be made to the application. 
 

 

Once a section is completed the 
section number will turn green, 
indicting the section is complete. 
 


