System Walkthrough for Application for Hardcopy Transcript
Login
1. Current full-time undergraduate students - Login CUSIS (http://portal.cuhk.edu.hk)
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® Click “UG Applications” and then click “Hardcopy Transcript (UG)”
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2. Graduates of Undergraduate Programmes

(For details on Alumni ID and MyCUHK password, please visit the Alumni Affairs Office Homepage
(https://alumni.cuhk.edu.hk/en/mycuhk))
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® Scroll down to the screen and click “Hardcopy Transcript Application for Undergraduate”
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Submit Application

Please click one of the following buttons:

e Click “Submit Application for Hardcopy Transcript (Official Copy)”
(“Official Copy” is to be sent directly to the institutions or prospective employers)

e Click “Submit Application for Hardcopy Transcript (Student Copy)”
(“Student Copy” is to be sent directly to the applicants for personal use / retention)

Application for Hardcopy Transcript

Submit Application / View Application Status

Notes for Application for Hardcopy Transcript
1. Please observe detailed information on RES homepage before making the application

2. Applicants who apply to send Hardcopy Transcript (Official Copy) directiy to the institution or
prospective employer MUST indicate clearly the name of the institution, the mailing address and
the purpose of the application. No Official Copy Transcript will be sent to applicants’ home
address

3. Apply for “Student Copy” Transcript if the applicants need it for self- tion purp

4. For the protection of personal data, after submission of the application in CUSIS, an e-mafl
notification will be sent to applicant's CUHK @link (i d of the icant)€ other
e-mail add p! in the ication) to ac dge receipt of the applicatidn, so that
any fraudulent applications can be reported as early as possible.

5. Applicants should comply and agree with the above infi tion before
required (HKD 50/each copy) upon ission for each i

October 2022
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Click “Submit Application for Hardcopy Transcript
(Official Copy)”

Click “Submit Application for Hardcopy Transcript
(Student Copy)”




Submit Application for Official Copy / Student Copy

Select / Input the following information and then click “Submit” and “Proceed To Payment”

a. Select Programme

(If the applicants have more than one degree awarded by the University, please submit separate
application for each degree awarded (except for Double Degree / Double Degree Option))

Input Applicant Contact Phone and Email

Select Delivery Method (by Mail / Registered Mail / Speedpost)

Input Number of Copies

Provide Institution / Recipient information (including name, mailing address and purpose for application)
Attach Supporting Document (Optional) (For Official Copy ONLY)
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If the applicants need to include with the supporting document (i.e.: transcript request form from the university /
institution to be completed by the University), please upload the supporting document in single PDF or JPEG file.
The file limit is 2MB.

asuElcatios for Hurdoory Trapeetivy ‘ Application for Hardcopy Transcript (Official Copy)

Submit Application for Official Copy

Updoad Docurment
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Cancel



Application for Hardcopy Transcript | Application for Hardcopy Transcript (Student Copy)

Submit Application for Student Copy

Applicatin No.:  KEw Application Status: Status Date:

Payment Status: Submission Date:

Selact Programme

examination result for gradustes of 1083 or befare: | 1o 2
Appeant Contaer Phone:
Appicant Email;
Delivery Method:

B Mismbar of Copees:
Application Details
Recigient Name:

Recipient Address

Sebest / Input Address

Solact the addrass type from €USls: L F]

Or Input Address:

Purpese for Application:

Confirm Application Details

Click “Proceed To Payment” if applicants confirm application details

Application Number: NEW
Application Status:
Programme: in Professicnal Accountancy
Applicant Contact Phone:
Applicant Email: : = i
, ) Click “Proceed to Payment” if applicants

rinted in: English . . . .
Include degree examination result for graduates of 1983 or before:  No confirm appllcatlon details
Delivery Method: By Mail Number of Copies:
Recipient Name: ASC
Address: 353

bk yidal, oz bhm
KL Heng Keng

Purpose for Agplication: for record
Amount: HK$50

Note: Plea: the CUHK/JETCO Payment Gateway's

fou will ROl be able 1o make & succs

indicated on the maintenance schedule page
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Payment
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Amount: HKD 5000
Merchant: CUHK - 5CS
Invoice Number: L1043 00—
Press your payment method to pay.
visa [
« Cancel, and returmn to CUHK - 3C5
Jetw

Card Type

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

Services Ltd.
Your payment instruction will be securely transmitted to the bank for authorisation.

Application for Hardcopy Transcript

Transaction Result

LFBXZ, Hh Ydx shu S
Submission Date: 2471072022
HKD $50

Transaction Detail
Transaction accepted
——
Amount:
Back To SummaRrY

Empl ID:
Application Number: 0000010382
Status: Approved




View Payment and Application Status

e Payment Status

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

Application for Hardcopy Transcript

Application Status

Stulesit Copy Mo
OF/09/2022 Paid
15/06/2022 Pald

Student Copy Mo In Frogress 2 By Registered Mail

Student Copy Mo In Progress 1 By Speedpost

13/06/2022 Paid OMfcial Copy  Yes Comgdeted 1 By Speedpost 171672012
31/03/2022 Paid Officisl Copy  Yes In Frogress 1 By Spesdpost

31/03/2022 Paid OMficial Copy  Ne Ini Priogress 1 By Mail

31/03/2022 Paid Studest Copy Mo Complgted 1 By Speedpost 17/10/2022

In progress
Roejeched

Saved

Payment Status

Faid

ihed pay again.

ck the paymenl status kater.

*If payment status is marked as “Paid”, applicants have successfully paid the application fee. RES shall start
processing the request accordingly

**|f payment status is marked as “Rejected”, the payment transaction is not successful. The application is saved
and applicants may make the payment again

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



e View Application Status

The application has been completed if the application
status is changed to “”Completed”

Application for Hardcopy Transcript

Application Status

BA. in Music

00 BA.

" Music

The completed document has been sent to the
mailing address as provided in application. Applicant
can view the tracking number if the delivery method
is “by registered mail” or “by Speedpost”

*Applicants may enquire application progress using the function “View Application Status” of “Application for

Hardcopy Transcript” under MyCUHK. The system will mark “Completed” when the processing of application is
finished

**|f the application status is changed to “Completed”, the application has been completed. The completed
document has been sent to the mailing address as provided in application

10



