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Activate Agent Account

• Once the Account created by Agent Manager, Agent will receive an email to activate the 
account.

• Click “Activate Account”

• Once activate, Agent can login to TOPAS. 

recruitment.partner@taylors.edu.my



Login to TOPAS

• Fill in your Email and your password that you’ve set up with that account.

• Click “Login”



Dashboard

• User will be redirected to Dashboard once logging in to the system.

• Dashboard displays the summary of

• Latest Application List tagged

• Application Statistic



Profile

• Click on Profile.

• User able to view Agent 
Profile

• Click on “Edit”. 

Agent One Email



Profile

• Update the agent information.

• Drag or drop the file in the box to upload profile picture.

• Click “Save”.

Agent One Email



Application Search & Tag



Application Search & Tag

• Click on “Application Search & Tag”.

• This page allow an agent to search and tag the application to the agent.

• The function available in this page:

• Register New Student

• Tag student and Start New Application

• Tag student and Edit Application



Application Search & Tag – Register New Student

• Click on Register New Student.

Student Email



Application Search & Tag – Register New Student

• Fill in Account Registration 
Form.

• Click on “Create Account” to 
create new account on 
applicant’s behalf.

• Once registered, applicants 
will receive an Activation 
Email to activate the 
account.

• Once activated, Agent can 
start to tag the application to 
the agent.



Tag & Create New Application

• Agent can assist a student on creating an application through agent’s portal.

• The application must be tagged to the agent in order for agent to assist applicant during application process.

• To tagged an application, Search the applicants information by IC/Passport number.

• Click “Tag & Add” to create a new application on behalf of the applicant.

Student Email



Tag & Create New Application

• Once the tagging is successful, Agent can start to create new application on behalf of the student.

• Agent can only assist until Step 7(Application Information Details), Applicants need to complete the declaration and 

payment on their own.

• Once complete, Applicants can submit the application.



Tag & Edit an Application

• Agent can assist a student on creating an application through agent’s portal.

• The application must be tagged to the agent in order for agent to assist applicant during application process.

• To tagged an application, Search the applicants information by IC/Passport number.

• Click “Tag & Edit” to continue an application on behalf of the applicant.

Student Email



Tag & Create New Application

• Once the tagging is successful, Agent can continue the application on behalf of the student.

• Agent can only assist until Step 7(Application Information Details), Applicants need to complete the declaration and 

payment on their own.

• Once complete, Applicants can submit the application.



Application Management



Application Management
• Click on “Application Management” 

tab.

• Agent  able to view list of 

Application tagged via this page.

• Agent can revisit the draft 

application and continue to 

complete the application by clicking 

“Edit” icon under Action Column of 

an icon.

• Agent will be directed to the 

application form to continue 

updating the application.



Password Reset



Reset Password – Through Settings

Change Password

• Agent can change the password via settings menu and via Email.

• Click on Settings.

• Enter the new password and confirm the password.

• Click “Update” to save the changes.



Reset Password – Through Email

• Agent can reset the password via email.

• Click “Forgot Password”.



Reset Password – Through Email

• Enter the Email Address used as login 
credentials.

• Click “Reset Password”.



Reset Password – Through Email

• Enter the Email Address used as login credentials.

• Click “Reset Password”.

• Check the email for the reset password link



Reset Password – Through Email

• Click “Reset Password” link to reset the password.

• Enter new password and confirm the password.

• Click “Reset Password” to reset the password

• Once complete, Agent can login to TOPAS using the new password created

Agent One
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