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INTRODUCTION 

The Calgary Board of Education is pleased to introduce a new online application system for submitting applications 

electronically.  We are confident this will make applying easier and faster for you and your clients. 

 

This new platform will allow you to communicate with Global Learning staff during the application process as well as 

access all admission documents (e.g., invoice, receipts, acceptance letter, health insurance cards) through the system.   

 

We are happy to work closely with you as you start to work within this system and welcome any feedback may have. 

 

STEP 1: CREATE YOUR ACCOUNT 

 

 

 

 

 

If your agency has a current agreement 
with the Calgary Board of Education

and 

We have had previous communications 
with you to your specific e-mail address

If your agency has a current agreement 
with the Calgary Board of Education

and 

We have not had previous 
communications with you to your specific 

e-mail address

If your agency does not have a current 
agreement with the 

Calgary Board of Education

and

You would like to apply to represent the 
CBE

Follow instructions in Scenario 1 

Follow instructions in Scenario 2 

Follow instructions in Scenario 3 
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Scenario 1: Create a User Account as a Current Agent 

1. Go to the OASIS website: https://oasis.cbe.ab.ca/  

 

2. Click Create an Account. 

 

 

 Click here 

Click here 
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In order to be connected to your information in OASIS, click Yes and Submit button.  Once you are connected, 

you will be able to access your previous students’ information.  Please note it will take a few days to be connected 

but you can submit an application while you wait  

 

 

 

 

3. Log off OASIS and check your email. 

 

 

 

 

4. Find an email from oasis-no-reply@cbe.ab.ca  and click Complete Process or Direct Link in your email.  It will 

take you back to the OASIS page. 

 

 

 

 

5. Click Click here to Log in. 

 

 

Click here 

Click here 

Click here 

mailto:oasis-no-reply@cbe.ab.ca
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6. Enter your Email and Password and click the Log in button 

 

 

7. After logging into your account, you will see the following page. 

 

 

8. Congratulations! You have set up your account in OASIS.  Once you are connected to your information in 

OASIS, you will be able to see your previous and current students’ records. You will know you are connected 

when you see the Agent panel added to the home page when login.  If you would like to create a student 

application, go to Step 2 on page 13 of this user guide.  We suggest you bookmark this site for future use.      

  

Click here 
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Scenario 2: Create a User Account as a New Agent Connected to 

an Authorized CBE Agency 

1. Go to the OASIS website: https://oasis.cbe.ab.ca/ 

 

2. Click Create an Account. 

 

 

 

Click here 

Click here 
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3. Log off OASIS and check your email. 

 

 

 

4. Find an email from oasis-no-reply@cbe.ab.ca  and click Complete Process or Direct Link in your email.  It will 

take you back to the OASIS page. 

 

 

 

5. Click Click here to Log in. 

 

 

6. Enter your Email and Password and click the Log in button 

 

 

Click here 

Click here 

Click here 

mailto:oasis-no-reply@cbe.ab.ca
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7. After logging into your account, you will see the following page. 

 

 

 

8. Congratulations! You have set up your account in OASIS.  We suggest you bookmark this site for future use.  

Now you can connect to your agency information in OASIS.  Click the Click Here button.  

 

 

 

 

 

 

Click here 
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9. Click the Connect me to Agency button.  

 

 

10. Type in your agency name and click the Request to Connect to my Agency button.  

 

 Note: Please enter the agency name exactly as it appears in the contract with Global Learning.  

  

 

11. We will review your linking request.  Once your request is approved, you will have access to your agency 

information.  You will know you are connected when you see the Agent panel added to the home page when 

login.  If you would like to create a student application, go to Step 2 on page 13 of this user guide.   

 

 

  

Click here 

Click here 
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Scenario 3: Create a User Account as a New Agent/Agency 

1. Go to the OASIS website: https://oasis.cbe.ab.ca/   

 

2. Click Create an Account. 

 

 

 

Click here 

Click here 

https://oasis.cbe.ab.ca/
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3. Log off OASIS and check your email. 

 

 

 

4. Find an email from oasis-no-reply@cbe.ab.ca  and click Complete Process or Direct Link in your email.  It will 

take you back to the OASIS page. 

 

 

 

5. Click Click here to Log in. 

 

6. Enter your Email and Password and click the Log in button 

 

 

Click here 

Click here 

Click here 

mailto:oasis-no-reply@cbe.ab.ca
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7. After logging into your account, you will see the following page. 

 

 

8. Congratulations! You have set up your account in OASIS.  We suggest you bookmark this site for future use. 

 If you would like to apply to represent the CBE, go to the Create Agency Application on page 25 of 

this user guide. 

 If you have a student application to submit, you can submit now (we would connect the student 

application to the agency application upon approval) or you can wait to see if your application is 

approved.  If you would like to create a student application, go to the Step 2 on page 13 of this user 

guide.  
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STEP 2: CREATE STUDENT APPLICATION 

1. Click the Apply panel. 

 

 

 

2. Enter student information and click the Next button (Step 1).  

 

 

Note: If you want to leave the page, click the Save button. To continue with the application, return to 

https://oasis.cbe.ab.ca/ and click the Students panel on the front page to resume your application.   

 

 

Click here 

Click here 

https://oasis.cbe.ab.ca/
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Click the Students panel to resume your application.  

 

 

Click the View button for the application you want to resume. 

 

 

You can continue your application. 

 

 

Click here 

Click here 
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3. Enter parent information and click the Next button (Step 2). 

 

 

Note: Enter information for at least one parent.  

 

 

4. Enter living arrangement information and click the Next button (Step 3). 

 

 

 

 

Click here 

Click here 
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5. Enter education plan information and click the Next button (Step 4). 

 

 

 

6. Enter health information and click the Next button (Step 5). 

 

 

Note: If you click Yes to one of those questions, provide  detailed information in the specified areas.  

 

 

 

 

 

 

 

 

Click here 

Click here 
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7. Upload the required documents and click the Next button (Step 6). 

 

Note: Click the upload boxes or drop the documents into the boxes to upload the documents. Use common 

document file format (e.g., DOC, DOCX, PDF, JPG, etc.) for uploading. 

 

 

8. Read and discuss the Student and Parent Participation Disclosures with the student and parents and check the 

box below signifying the family understands the expectations. Click the Next button (Step 7). 

 

 

 

 

 

 

 

Click here 

Click here 

Click the boxes or drop 

documents into the 

boxes to upload 

Check the box 
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9. Read the payment instructions for Application fee. We will review your application once we receive the 

application fee. Click the Next button (Step 8). 

 

 

 

10. Review and confirm the information. Click the Student Profile tile, it will expand and show the information you 

entered.  Do the same for other tiles. Once you confirm the information, click the Submit button (Step 9). 

 

 

Note: If you want to change the information, go back to the Step you want to make a change before you 

submit the application.  

 

 

 

 

 

 

Click here 

Click here 
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11. Click the OK button (Step 9). 

 

 

12. Congratulations! You have submitted your student application. We will review the application once we receive 

your application fee. Check back to your account regularly for any updates.  

 

Important: This account is where all communications, invoices, receipts, acceptance letter and health 

insurance can be downloaded. 

 

 

 

  

Click here 
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STUDENT’S, INVOICE’S AND MESSAGE’S PAGES 

You can find your invoices, receipts, acceptance letter and health insurance card on the Student’s Page or 

Invoice’s Page.  

 Go to the Student’s Page for information and admission documents for a specific student. 

 Go to the Invoice’s Page for invoices and receipts for all the students you are applying for. 

 

Student’s Page 

1. Click the Students tab on the side bar or Students panel.  

 

 

 

2. Click the View button.  

 

 

 

 

 

 

 

 

Click here 

Click here 
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3. Click the Enrolment tab where you can download acceptance letter, invoice, receipt and health insurance 

card.  

 

 

 

 

4. Click the Student tab. You can update the student information. Click the Save button after you update it.   

 

 

 

 

 

 

Click here 

Acceptance Letter  Invoice and Receipt   Health Insurance Card  

Click here 

Click here 
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5. Click the Parent tab. You can update the parent information. Click the Save button after you update it.   

 

 

 

6. Click the Living Arrangement tab. You can view the student’s living arrangement.  If you need to update the 

information, contact Global Learning. 

 

 

Click here 

Click here 

Click here 
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Invoice’s Page 

1. Click the Invoices tab on the side bar or Invoice panel.  

 

 

 

2. Click the Invoices and Receipt button to download.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here 

Click here 
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Message’s Page 

You will receive notifications for acceptance, invoices, payment receipts, and health insurance card from Global 

Learning.  This section is also a two way communication tool where we can communicate together for questions, 

clarification, etc.  

 

1. If you have unread messages, you will see the red notification for the Messages. Click the Messages icon and 

check your message.   

 

 

2. You can check your email in the Messages page.  You can also create, reply and forward a message. Your 

sent messages will be saved under the Sent tab.    

 

 

Click here 
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CREATE AGENCY APPLICATION 

1. Click the Click Here button on the right side at the bottom.  

 

 

 

2. Read the detailed criteria for Service Providers.  If you meet the required criteria, click the Apply to become a 

Service Provider button.  

 

 

Click here 

Click here 
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3. Enter information and click the Next button (Step 1). 

 

 

Note: Enter your company name for the Name field.  If you want to leave the page saving the information, 

click the Save button. Return to https://oasis.cbe.ab.ca/ and click the Agency panel on the front page to 

resume your application.   

 

 

 

 

Click here 

Click here 

https://oasis.cbe.ab.ca/
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4. Enter information and click the Next button (Step 2).  

 

 

5. Enter information and click the Next button (Step 3).  

 

 

Note: If the phone number, address and country for the Main Contact Person are the same as the ones for 

their agency, please click the Copy Agency Address button. It will copy the Agency information in the fields.  

 

 

 

Click here 

Click here 
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6. Upload required documents and click the Next button (Step 4).  

 

 

Note: Use common document file format (e.g., DOC, DOCX, PDF, JPG, etc.) for uploading. 

 

7. Review and confirm the information. Click the Agency Profile tile, it will expand and show the information.  Do 

the same for other tiles. Once you have confirmed the information, click the Submit button (Step 5). 

 

  

Click the boxes or drop 

documents into the 

boxes to upload 

Click here 

Click here 

Click here 
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8. Click the OK button. 

 

 

 

9. Congratulations! You have submitted your agency application. Check back to your account regularly for any 

updates.  Once your application has been approved, we will send a Service Provider Agreement for your sign. 

 

  

Click here 
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AGENCY PAGE 

Once you see the Agency icon on the home page, your agency is linked to our system.  You can now manage your 

agency account directly.  There are two roles for your employees: 

 Administrator: The person(s) in this role can update the company profile and access the company 

information such as the contract with the CBE, as well as accessing information of students who have 

been/will be enrolled with us.  

 Agent: The person(s) in this role will have access only to information of the student who he/she is taking 

care of.  

 

1. Click the Agency panel.  

 

 

2. Click the Agency Profile tab. You can update the information. Click the Save button after you update it.   

 

Click here 

Click here 

Click here 
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3. Click the Agency Info tab. You can view the agency information you submitted upon agency application. 

 

 

 

4. Click the Contacts tab to add other agents to your account. Click the Add button to add an agent. 

 

 

Note: Once you add an agent, ask the agent to create an account in OASIS so that they can create student 

applications and access the company information in OASIS.  For creating an account, go to the STEP 1 on 

page 2 of this user guide.  

 

 

 

 

 

 

 

 

 

 

 

Click here 

Click here 

Click here 
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Enter information of the agent you want to add and click the Save button. 

 

 

Now the agent is added to the contacts. 

 

 

 

 

 

Click here 

Note:  

‘Can act as Administrator’ means the agent 

can update the company profile and access the 

company information such as commission and 

contract, as well as information of students who 

have been/will be enrolled in CBE.  

 

‘Can act as Agent’ means the agent has 

access only to information of the student whom 

he/she is taking care of.  

 

Click here to add address 
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To delete an agent, click the View button. 

 

 

Click the Delete button.  

 

 

 

 

 

Click here 

Click here 

Note:  

We appreciate your help in keeping your agency 

information updated including deleting agents 

who are attached to your agency but no longer 

employed there. 
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5. Click the Contracts tab. You can see the contract status and period. Click the Download button to view the 

Service Provider Agreement. 

 

 

 

CONTACT US 

If you have questions or need an assistance, please contact us by phone or email.  

 

Calgary Board of Education 

Global Learning 

1221 - 8 Street S.W., 

Calgary, Alberta, Canada T2R 0L4 

t | 1-403-817-7711 

f | 1-403-294-8299 

e | internationalstudents@cbe.ab.ca 

 

 

 

Click here 

mailto:internationalstudents@cbe.ab.ca

