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MSA online for migration agents 
This guide is to help migration agents register their agency online with Engineers 
Australia and manage clients in the EA portal.

To access online services as a migration agent you’ll need to create an account in your own 
name in the portal and then register your migration agency as an organisation in our database. 

The lead agent should create this account as they’ll be the person who Engineers Australia will 
deal with.

Step one – Create a lead agent account
	— Click on My account on Engineers Australia’s website. 

	— Click create new account.

	— Complete the form with your personal details.

	— Press the create an account button to receive your account number.

	— You’ll receive your account number via the email address you typed into the form.

Step two – Register your agency
	— Once registered, the lead agent should carefully read the information on the For migration 
agents page of the website. 

	— Ensure that you complete the migration agency creation form linked at point 3 and email	  
the completed form to us at migrationagencycreation@engineersaustralia.org.au .

	— You’ll receive an email when the migration agency and the lead agent are successfully 
registered in the EA database.

	— Once registered, the lead agent can then link other migration agents or staff members to 	
the agency from the portal.

Step three – Login to the portal
Login to the portal using the registration information emailed to you.

https://portal.engineersaustralia.org.au/user/login?destination=home
https://www.engineersaustralia.org.au/migrants/migration-agents
https://www.engineersaustralia.org.au/migrants/migration-agents
mailto:migrationagencycreation%40engineersaustralia.org.au?subject=


3

Agent access levels and tools 
There are two levels of access for migration agents – lead migration agent and migration agent. 

Based on your level of access, you’ll have visibility of all or some of the options in the 
screenshot below.

Only the lead agent will have access to the lead agent tool and be able to see all the agency’s 
applications.

Lead agent tool 
As a lead agent, you can:

	— Assign an agent or lead agent role within your company. 

	— Add or remove an assigned agent or lead agent role.

	— Transfer in-progress applications between agents. Note that this option is not available for 
completed or pending applications, if required you can initiate a secondary application from 
the ‘all agency applications’ option. 
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Removing an agent role 
If an agent has left or is leaving your agency it’s important that their access is removed and 
you transfer their clients to a new agent as soon as possible. This changeover of roles needs to 
be managed properly in both Engineers Australia’s database and on the portal to ensure your 
client’s privacy and access to their information is protected.

Make sure you transfer any in-progress applications the agent has to another agent before 
removing their agent rights. 

Transfer applications 
As a lead agent you can transfer an application from a registered agent with your agency to 
another registered agent within your agency. 

You’ll be asked to provide the application ID and the applicant EA ID that you wish to transfer 
plus the agent you wish to transfer this application to.
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Creating and managing clients in 		
the portal 
Once you’ve registered your agency in our system, you’ll see a tile on your homepage titled 
‘manage client applications’. 

Click on this tile to create, access and manage all your current client applications.

Note: Don’t use the tile titled ‘apply for migration skills / stage 1 assessment’. This is for the 
applicant’s own use and is not intended for migration agents.
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Create an applicant profile
Your client will need an EA ID for you to be able to lodge an application their behalf.

If your client is new to Engineers Australia and does not have an EA member number, you can 
generate an EA ID by creating a profile for them using the ‘create applicant profile’ option. 
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Start new application 
Once you have an EA ID number for your client, you can create various application types and 
generate services on their behalf using the ‘start new application’ option. Be sure to read 
all the information on the migration skills assessment and assessment fees and additional 
services webpages before you start.

https://www.engineersaustralia.org.au/migrants/migration-skills-assessment
https://www.engineersaustralia.org.au/migrants/migration-skills-assessment/assessment-fees-and-additional-services
https://www.engineersaustralia.org.au/migrants/migration-skills-assessment/assessment-fees-and-additional-services
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You’ll see several other options in red at the bottom of the screen which relate to 
assessments and applications being managed by your agency.

My tasks 
This option includes any unsubmitted applications you have started but not yet lodged. It also 
includes any applications sent back by the assessor for further information.

My in-progress assessments  
Any assessments you’ve lodged for clients will be listed under this option until the assessor 
requests further information or completes the assessment.

Joe BloggsApp ID: 000000

App ID: 000000

EA ID: 0000Submitted on:
24/1/2023

Submitted on:
24/1/2023

EA ID: 0000

Sam Smith

Click on the ‘eye’ icon to view details and status of the application.
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The meaning of application statuses are:

Awaiting agent authorisation: this appears until an agent and applicant relationship has 
been approved.

Awaiting assessment: this appears when the agent and applicant relationship has been 
approved and until the application is claimed by an assessor.

Assessment in progress: this appears when an application is taken up by an assessor for 
assessment.

Awaiting applicant response: this appears when additional information has been 
requested regarding the application.

Outcome granted: this appears when an outcome has been decided.

My completed assessments  
Once an assessor finalises an application it will be visible in the ‘my completed’ list. You can 
also see application details here, download the outcome letter and initiate a secondary 
application from here.

Click on the eye icon to see an application.
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All agency applications 
This option is only available to the lead migration agent. From here you can see all the 
applications lodged through your agency. 

Check this option to view the status of applications. You can also initiate a secondary 
application for completed or pending applications for the applicants who were managed by 
agents who have left.

Adding or removing an agent after lodging an application  
An application can be linked to an agency after its been lodged. To do this, the applicant needs 
to email us to request this with a completed appoint migration agent form attached. The form 
is available on the For migration agents webpage.

To end a migration agent appointment, the client needs to complete the end migration agent 
form on our website and email to us. To finalise this, both the client and the agent need to give 
consent. 

Joe Bloggs

Mary Brown

Sam Smith

App ID: 000000

App ID: 000000

App ID: 000000

EA ID: 0000

123456

123456
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EA ID: 0000

EA ID: 0000

Submitted on:
24/1/2023

Submitted on:
10/11/2023

Submitted on:
10/2/2023

mailto:msaadmin%40engineersaustralia.org.au?subject=
https://www.engineersaustralia.org.au/migrants/migration-agents
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Adding additional services to 				 
an application  
If you wish, you can add additional services to a completed application. To do this go to the 
completed applications tab. Scroll through the list to find the relevant client or use the filter.

Click ‘view application’ and add additional services for a previously positive assessed outcome.

00000

Fast Tracked Applications   
You can also request that your client’s application be fast tracked. Choose this option when 
it’s presented to you and pay the relevant fee. 

You can do this before you submit and up until an assessor has started it. Click on the ‘eye’ 
icon to start. The fast track option prioritises their application with an assessor. Ensure their 
application is completed properly to avoid any delays.


