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System Walkthrough for Application for e-Copy Transcript (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 

 

1.1.2 Click “CUSIS” 

 

http://portal.cuhk.edu.hk/
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1.1.3 Click “Applications” 

 

1.1.4 Click “e-Copy Transcript (UG)” 
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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 

1.2.2 Click “MyPage” 

 

  

https://alumni.cuhk.edu.hk/en/mycuhk
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1.2.3  Scroll down to the screen and click “UG Applications – e-Copy Transcript Application for Undergraduate” 
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2. Submit Application  

2.1 Click “Submit Application for e-Copy Transcript (Official Copy)”  

(For e-Copy transcript (Official Copy), it will be sent directly to the institution or prospective employer as an 

attachment by e-mail) 

2.2 Click “Submit Application for e-Copy Transcript (Student Copy)” 

(For e-Copy transcript (Student Copy), the applicants should download the e-Copy from “View Application Status” 

when application status is marked “Completed”.) 

2.3 View Application Status 
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2.1 Submit Application for e-Copy Transcript (Official Copy) 

2.1.1 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))  

2.1.2 Provide Applicant Contact Phone and Email  

2.1.3 Provide Institution / Recipient information (including name, email and purpose for application) 

2.1.4 Attach Supporting Document (Optional) 

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. 

2.1.5 Click “Submit” 
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2.1.6 Confirm Application Details  

Please click “Proceed To Payment” if applicants confirm application details. 

 

2.1.7 Payment 
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9 
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2.1.8 Application and Payment Status 

 

*If payment status is marked as “Paid”, applicants have 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 applicants may make the payment again. 

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

later. 
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2.2 Submit Application for e-Copy Transcript (Student Copy) 

2.2.1 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)) 

2.2.2 Provide Applicant Contact Phone and Email  

2.2.3 Click “Submit” 
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2.2.4  Confirm Application Details 

Please click “Proceed To Payment” if applicants confirm application details. 

 

 

2.2.5 Payment 
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2.2.6 Application and Payment Status 

 

*If payment status is marked as “Paid”, applicants have 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 applicants may make the payment again. 

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

later. 
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2.3 View Application Status 

2.3.1 Transcript (Official Copy) 

If the application status changed to “Completed”, the application has been completed. The e-Copy Transcript has 

been sent to the email address as provided in application. 

 

2.3.2 Transcript (Student Copy) 

If the application status is changed to “Completed”, the application has been completed. The e-Copy Transcript is 

available for download. 

 


