System Walkthrough for Application for e-Copy Letter of Certification (UG)

System Walkthrough for Application for e-Copy Letter of Certification (Applicable for current full-time
undergraduate students and graduates of undergraduate programmes)

1.Login

1.1 For current full-time undergraduate students - Login CUSIS with your Student ID and password
(http://portal.cuhk.edu.hk)

1.1.1 Enter Student ID and password

ol [—9F | | cunioon
.m ‘1. Enter Student ID

™~

‘ 2. Enter password

1.1.2 Click “CUSIS”

Hi YWY,

MyPage News and Events CUsis

elLearning Library Useful Links

Office 365 / @Link Student Click “CUSIS”
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1.1.3 Click “Applications”

Academic Records

4’9

-

Profile Applications

'”\

1155045504

Academic Progress Financial Account Scholarship and Financial Aid n-local Learning Activities

a -

| Click "Applications”

Exam Timetable for UG Courses Thesis Assessment for PG New Student Registration Back to MyCUHK

MyCUHK

1.1.4 Click “e-Copy Letter of Cert (UG)”

Application

'] :;m::m ~ Program-Related Change Application

Application Form Status
Program-Related Change

Transfer Credit / Exemplicn Elowing 5 8 it of Bragram-Aslised Crang

Exempt CHLT1100 & CHLT1200

B ELTUING! iORCGUENS Underpradusse  Dedare Minar aw11/2018
1D000020573  Undargradusse  DaclaraMiner  Completed 10103/2018

Declare Major (UG) 100000204

Undargradusts  Daclars Minar L —— 10ve5/a01s [ 1 Click “e-Copy Letter of Cert (UG)"

Science Major Registration

280 New ARRLcATION

Pass/Fail Grading (UG)

e-Copy Transcript (UG)

e-Copy Letter of Cert {UG)
Wl Other Applications

1 Oniine Leave Application(FG) v
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1.2 For graduates of undergraduate programmes — Login MyCUHK with your Alumni ID and MyCUHK password
(For details on Alumni ID, please visit the Alumni Affairs Office Homepage
(https://alumni.cuhk.edu.hk/en/mycuhk)

1.2.1 Enter Alumni ID and password

=7 - v B
E![]llé%%hcilllll , |
N For MyCUHK Microsoft 385 UbrarySearch.

CUHK LOGIN

‘ 1. Enter Alumni ID

CUHK

/
e

2. Enter MyCUHK
password

w Infoerniasan Technokagy Saraces Cardre

Hi.XZ, Ywb (Alumni),Last Login:2021-02-3

MyPage Library Useful Links

Click “MyPage”
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1.2.3 Scroll down to the screen and click “UG Applications — e-Copy Letter of Certification Application for
Undergraduate”

¥ MyPage

Strategic Plannir

View All Articles and Sections

Addresses Work Experience @Link Alumni Email Email Forwarding Application

d your work:

Security Setting Ways to Give Alumni Publications Subscription Options
ge Alumni Passward @) Make a donation urnni Magazine Online Vi D Email
fumni News 5 Mailing
atters
Alumni Event Registration Alumni Library Services Digital Library Service My Library Record Graduate Cert Related Services UG Applications
K3 Alumni Event Regist * mai Library First operand of .is NULL,s0 = ) My Library Record
cannot access member Count.

(180.236)

PTPPB_PAGELET DataSource.

Name:execute PCPC:15692
Statement:245 Called
from:PTPPB_PAGELET Pagelet

Click “e-Copy Letter of Certification Application for
Undergraduate”
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2. Submit Application
2.1 Click “Submit New Application”

2.2 View Application Status

T — (. Click “Submit New Application” |

Application for e-Copy Letter of Certification (UG)

‘ 2. Click “View Application Status” ‘

Submit Application / View Application Status

Notes for Application for e-Copy Letter of Certification (UG)

1. Please observe detailed information on RES homepage before making the application

2. Applicanis who need to send e-Copy Letter of Certification must check on their own an
sure the recipient accepts the e-Copy Letter of Certification as an email attachment
provide the e-mail address correctly as the University accepts no responsibility to
recipient’s e-mail address is correct

USIS, an e-mail
& applicant's other e-
e application, so that any

w

For the protection of personal data, after submission of the application i
natification will be sent to applicant's CUHK @link account {instead of
mail address captured in the application) to acknowledge receipt of
fraudulent applications can be reported as early as possible

i

. Applicants should comply and agree with the above inferpfation before submission. Payment is
required (HKD 40/each copy) upon submission for eagh"application. Applicants may enquire th
application status under "View Application Status” yathin 6 months AFTER the application is
marked "Completed”. All application data will be gfased after 6 months.

For enquiries, please contact Registration and Exafinations Section (Email: transcript@cyl

Phone: (852) 3943 9888)

l SUBMIT NEW APFLICATION ] VIEW APPLICATION STATUS
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2.1 Submit New Application

211 Select Programme
(If the applicant has more than one degree awarded by the University, please submit separate
applications for each degree awarded (except for Double Degree / Double Degree Option))

2.1.2 Provide Applicant Contact Phone and Email

2.1.3 Provide Application Details (Recipient Name and Recipient Email)

2.1.4  Select “Purpose of Application” and “Type of Letter of Certification”

2.1.5 Click “View Sample” of the Type of Letter of Certification

2.1.6 Provide information of “Other Requirement” if the applicant chose “Other (Please contact our office, if
necessary)” under “Purpose of Application”.

2.1.7  Click “Submit”

Application for e-Copy Letter of Certification

Application for e-Copy Letter of Certification (UG) 1. Select Programme

Submit Application

Appiication Mo niw Application Status: Status Data: 2. Provide Applicant Contact Phone and Email ‘
Select Programme ? ’ Sm———
e Taacast Dratiton 3. Provide Application Details (Recipient Name

@ e-ed in Liberai Studies and Recipient Emall)
. j 4, Select “Purpose of Application” and “Type of
O it Certifying Letter” and Click “View Sample” of the

‘ 4 / Type of Certifying Letter
e | :j venseit——— | 5. Click “View Sample” of the Type of Certifying

Other Requirement: \ Letter
| y

6. Provide information of “Other Requirement”
if applicant chose “Other (Please contact our
office, if necessary)” under “Purpose of
Application”

on:
3243 9888, Fax No.: 2603 5129, e-mail ad

[ Submit L [ cancel | 7. CiiCk”Smeit"
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Application for e-Copy Letter of Certification (UG)

Submit Application

Application No.:  NEW Application Status: Status Date: 03/03/2022
Payment Status: Submission Date:

Select Programme

B.Ed. in Liberal Studies

Applicant Contact Phane:

Applicant Email:

Application Details
R

ent Name:

Recipient Emaili

Purpose of [ <]

Type of Letter of Certification: | ~ |

Other Requirement:

Personal Informatien Collection Statement

1. The personal data provided on this purpase of processing this application. All infarmation
provided, when no longer required, w
2. Information provided on this form may be =d to ather departments/ 2 units within CUHK for

processing the spplication, where appiicable.
3. For comection of or access to the personal data after submission of this form, please contact the Registration and
minations Section:

{Tel. No.: 3342 9888, Fax No.: 2603 5129, e-mail address: transcript@cubk.edi.hi)

[ suomit ] [ cancel ]

View Sample

Select “Purpose of Application” and
“Type of Letter of Certification”

o

Click “View Sample

/

, The Chinese Urivarsity of Hong Kong & @ o & & %

Rogistration aivd Zabminations Section €, B

O WHOMIT MAY CONCERN

Ms HH, B4 Hiss
o 1DNo

This is to certy thatthe sbove-oumed i & yesr six full-tsoe emdergradue
student i the Favulty of Business Adsmssisration of The Clinese Usivestty of Hoag
Kong. Her major subjectis Iegrated Business Admisisration Programme |

o
L i
b [
abel 2001 \@ Regun
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2.1.8 Confirm Application Details

Please click “Proceed To Payment” if the applicant confirms application details.

* " "o
Application for e-Copy Letter of Certification (UG) cllCI'I(- Procee?_ to Pa\/m]ent . if the
Confirm Application Details 2pp I_Cant contirms application
details

Please click ‘Procsed to Payment’, If the following information is corract.

Application Number: NEW

Application Status:

Programma: B.Ed. In Liberal Studies
Applicant Contact Phone:

Applicant Email:

Recipient Name: ‘

4
Reciplent Email:
Purpose of Application: T cartify the medium of instruction
Type of Lattar of Certification: Madium of instruction (Ganaral - taught prEnglish and/ar Chiness
Other Requirement: ‘
v

Amount: HKS40

Note: Please check the CURK/JETCO Paymeett Gateway's maintensncefchedule here
before proceeding. You will not be ablg make a successful transéCtion on the days

indicated on the maintenance schedlle page.

2.1.9 Payment

§ BEA®RDTHT

m
=

Amount HKD 40.00
Merchant CUHK - 3CS
invoice Mumber U I

Press your payment method to pay.

corse VISA

« Cancel, and retum to CUHK - SCS

You are connected to a Secure Payment Page operated by Joint Electronic Teller

- Jetw
Your payment instruction will be securely transmitted to the bank for authonsation.
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§ BEAmMTING

Amaunt HKD 40.00
Mbeichant CLHEK - 5C8
Ievcice Blumbet u

Card Information

Enter your card information

Card Type VISA
Crodil Casd Numibar 1] -| |-
Expiry Date: | My v|, YV | Card Verification Number | [t oy iy

a Caneel and catumm o CUHK - 303

Visa Secure

This paymeant vebshe supports Visa Seoure
Wou might e radmecied 10 your &80 iesuing bard and required lo erker & pasewond for autenlic sion
Piease conkach yoan cand issing bank for serdce et

Visa

You are connecied to a Secure Payment Page operated by Joint Electronss Telier

Services Lid, kt
Yeur paymenl nstruciion will be secuiely rénsmiied 09 the bank for authormaton @

0 BEAmTWE o

Amount HKD 40.00
Mhaichant: CUHK - 3CS8
imvce Nuroe e

Card Information

Enter your card information

Card Type: VisA
Credif Card Number |=||| | ] - - -
Expiy Date: | w2 ~|| R Card Verificaon Humber [

a Camcal, and return 10 CUMK - SC3

Visa Secure

This paymenl webails supports Visa Seciae
Wou might be redirected 1o yous card fsawing bank and requintd 1o enler 3 passveoid for suthendic ston
Piease condacd your cand issuing bank for senvice dekuls

VISA

- Three-Digi Card Verificalion Vakie (CVVZ) code appears
o6 ihe signature panal ar on & vhile bax b the right of the
signature panel on the back of the casd

Wou are connected (o a Secure Paymeni Page operated by Joint Elecironic Teller

i Jetw
“Your paryment irstruction wil be securely o the bank for




System Walkthrough for Application for e-Copy Letter of Certification (UG)

ujpg.jtetbwkl.com.hk says

Merchant:CUHK - SCS

@ BEAMDR | o NumberU048000000000 EN
Amount40.00
Credit Card Number4111111 _
Amount: Expiry Date:02/2022
Kerchant: T f: -
e Card verification Value (Cvv2): N
Confirm to proceed the transaction?
Card Infor
Eneryour KN -
Card Type: VISA
Credit Card Number: |d1lt |-Im1 |- ||- |
Expiry Date: l 02 W ” ] w Card Verification Mumber: [ ] |M
« Cancel, and return to CUHK - SGS

Application for e-Copy Letter of Certification (UG)

Transaction Result

Tranzaction Detail

Transaction accepted

Empl ID: 117 ¥WY, Lhwex Qhbx
Application Number: ORI Submission Date: 03/03/2022
Status:  Approved Amount: HKD £40

Back TO SUMMARY

10
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2.1.10 Application and Payment Status

Application for e-Copy Letter of Certification (UG)

Application Status

Application Status.

Payment Status

Eack

*If payment status is marked as “Paid”, the applicant has successfully paid the application fee. RES shall start

processing the request accordingly.

**If payment status is marked as “Rejected”, the payment transaction is not successful. The application is saved

and the applicant may make the payment again.

Payment status is marked as “Paid”
when the applicant has successfully
paid the application fee. RES shall
start processing the request.

***If payment status is marked as “Pending”, the payment is under processing. Please check the payment status

later.

11
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2.2 View Application Status

e-Copy Letter of Certification has been sent to the email address as provided in the application if the application

status is changed to “Completed”.

Application for e-Copy Letter of Certification (UG)

Application Status

1. e-Copy Letter of
Certification has been sent to
the email address as provided

in the application if the

application status is changed
to “Completed”

2. Completion / Sending Date

Application Status

Completed t 1o the emai

o setlle. The

12



