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
CUHK LOGIN

&9 [ | I

‘ 2. Enter password

._'my Infarmafion Techralogy Gendoes Centre

1.1.2 Click “CUSIS”

Hi, YWY,

v Homepage

MyPage News and Events cusis
(Z.
L z CUSIS
AN e
eleaming Library Useful Links

N

Office 365/ @Link Student Click “CUSIS”



http://portal.cuhk.edu.hk/

1.1.3 Click “Applications”
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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
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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

T LT — 1. Click “Submit Application for e-Copy
' Transcript (Official Copy)”

Student Information Syseem

SuemiT AppLicaTion For E-Copy TranscripT (OFrFiciaL Copy) ‘
Application for e-Copy Transeript

Submit Application / View Application Status

2. Click “Submit Application for e-Copy
Transcript (Student Copy)”
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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 / Dou
2.1.2 Provide Applicant Contact Phone and Email

ble Degree Option))

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”

Application for e-Copy Transeript

Submit Application for e-Copy Transcript (Official Copy)

Application Mot NEw Application Status: Status Date:
Payment Status) Submission Date:
Select FE{!-UI'JII‘\I’“E‘

3 B.Ed. in Liberal Studies

a-Copy Transeript Typa: official Copy /
Applicant Contact Phone;

Applicant Emnail:
Application Details

Institulion f Recipient Nama:

Inatitution / Recipient Dl

Purpose for Application:

Upload Docurment
Pleasa upload addnional documant 1o ba included whan sending the offcial copy te recsant i necassary.

Application for e-Copy Transcript
(Official Copy)

| 1. Select Programme ‘

2. Provide Applicant
Contact Phone and Email

3. Provide Institution /
Recipient information
(Name, Email and Purpose
for Application)

E Atiach Supporting Document

Deseription Created Attached File Add  [Wiew [Debete |
Addizienal A dd l—gr——_-__-_-_-_-_-_
Dogumant a— ) L irs

4. Attach Supporting
Document (Optional)

Parsonal Information Collection State

1. The personal data provided an this form will be used for the purpose of processing this
- . Al L il

2.

3> For carrection of ar ace.

the Registration and [xaminations Section;

(Tel. No.: 3043 GBAS, Fax No.: 2603 5120, e-mail addre g, cuhk.edu.hk)

5. Click “Submit” |




2.1.6 Confirm Application Details
Please click “Proceed To Payment” if applicants confirm application detalils.

Application for e-Copy Transeript

Confirm Application Details

Plaase dlick 'Procead to Paymaent’. If the following information is comrect.

PR i Click “Proceed to Payment” if
Application Status: applicant confirm application
Transcript Description: B.Sc. in Bicchemistry pp . pp

Applicant Contact Phone: 12343678 d eta | lS

Applicant Email: abcabc@cuhk.edu.hk

Institution / Recipient Name: DEF Company
Institution / Recipient Email: decefdef@def.com

(3 Y 5
Purpose for Application: Application for 10b

Amount: HK$40

Note: Plasse check the CURK/JETCO Paymant Gatewsys maintanance scheduls hars
before proceeding. You will not be able to maked successful transaction on the days
ndicated on the maintenance schecyetage.

$3 PROCEED TO PAYMENT ssI CANCEL ]

2.1.7 Payment

{ BEAmT 4T

m
=

Amount HKD 40.00
Merchant CUHK - 25
Invoice Mumber LA04 80000 it

Press your payment method to pay.

cara Type VISA -

« Cancel, and retumn 1o CUHK - 3C5

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

Services Ltd. Je.t @

Your payment instruction will be securely transmitied to the bank for authorisation.




§ BEARTHG
4 EN | 3

Amount HKD 40.00
Merchant CUNK - 5CS
Ierecice Numbes s

Card Information

Enter your card information

CardType.  VISA

Credit Card Number [] . |-
Expiry Date: | Mm v || vivy v Card Verification Number |

« Cancel. and return to CUHK - SCS
Visa Secure

This payment website supponts Visa Secure
You might be redirecied 0 your caid issuing bank and required 10 ender a password for authentication
Pleasa contact your card issung bank for senice detals

VISA
You are connected to a Secure Pay Page op by Joint El Teller
Services Ltd,

. Jetw
Your payment instructicn will be sacurely transmitied 1o the bank for authorisation

O BEA®RDRG

EN
Amount HKD 40.00
Marchant CUHK - SCS
invace Humoer Vo p—

Card Information

Enter your card information
Card Type VISA
Credit Card Number |21 |-|vm |- B e

Expiry Date: | o2 v || R Card Verificaton Number: [ |oee

« Cancel, and return 1o CUHK - SCS

Visa Secure

This payment websile supports Visa Secure
You might be redirectad 1o your card issuing bank and required fo enter a passward for suthentication
Please contact your card issuing bank for service detads

VISA

You are to a Secure Pay! Page by Joint Teller
Services Ltd.

Your payment instruction will be securely to the bank for M@

Theee-Dight Card Verification Value (CVV2) code appears
on the signature panel or on & white box to the right of the
signature panel on the back of the card




ujpg.jtetbwkl.com.hk says

Merchant:CUHK - SC5

ﬁ BEARZN Invoice Number:uo4so00000c00 R EN | %2 | =
Amount:40.00 | —
Credit Card Number:4111111 TR
Amount: Expiry Date:02/2022
Mearchant. Card Verification value (Cvv2): 1l

Invoice Numibt

Confirm to proceed the transaction?
Card Infor

Enter your ci “ Cancel

Card Type: VISA
Credit Card Number: |4111 |-|1111 |- |-|-|

Expiry Date: | 02 w ” e - Card Verification Number: lil What is this?

« Cancel, and return to CUHK - SCS

Application for e-Copy Transcript

Transaction Result

Transaction Detail

Transaction accepted
Empl ID: 10 Gkt X2, Ywb Mvnz =308
Application Number: 0000010098 Submission Date: 26/02/2021
Status: Approved Amount: HKD £40

Back To SumMMaRY |




2.1.8 Application and Payment Status

.-‘L[lp]ii'.a!iﬂll for e Copy Transeript

Application Status

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

oooooiooss 26/02/2021 Puid B.5¢. in Binchamisory Official Copy  In Progress

Application Status

Complued Tha spalication has been complced. Your a-Copy Transoript i availabla for download | has baen

In pregress
Rapestes
Eaved

Payment Status
P
Fajecred

[

GatEy: DIEaSE DOy BN

*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.

ey, pleaie chack the paymant

FTRNL i vt to setthe. The

***|f 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”

Application for e-Copy Transeript

Submit Application for e-Copy Transeript (Student Copy)

Application No.:  NEW Application Status: Status Date: 28/02.35

Payment Statuis: Submés=sttn Date:

Select Programme

® BB - Integrated BEA Priframme

e-Copy Transcript Type: Student Copy

Applicant Contact Phone:

Application for e-Copy Transcript
(Student Copy)

1. Select Programme

1
Applicant Email: — _
Copy) within & months AFTER the application is marked

Personal Information Collection Statement
1. The personal data provided on this form will be used for the purpose of processing this
application. All information provided, when no longer required, will be destroyed.

2. Information provided on this form may be transferred to other departments; administratj

wnits within CUHK for processing the application, whaere applicable.
3.  For correction of or access to the personal data after submissi
the Registration and Examinations Section:

{Tel. No.: 3943 0888, Fax No.: 2603 iail address: transcript@cuhk.edu.hk)

swomit | | Cancel

2. Provide Applicant
Contact Phone and Email

3. Click “Submit”

orm, pleasa contact
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2.2.4 Confirm Application Details

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

Application for e-Copy Transcript

Confirm Application Details

Please click 'Proceed to Payment'. If the following information is comract.

Application Number: NEW
Application Status:

Transcript Description: B.B.A. - Integratad BBA Programme

Applicant Contact Phone: 12245678
Applicant Email: abcabc@cuhk.edu.hk
Amount: HKS40

Note: Please check the CUHK/JETCO Payment
before proceeding. You will not be zble torfzke 2 successful transaction on the days

teway's maintenance schedule hera

Click “Proceed to Payment” if
applicant confirm application
details

indicated on the maintenance sche page.
55 PROCEED TO PAYMENT SS CanceL l
2.2.5 Payment
D BEART®T N
Amount HKD 40.00
Merchant CUHK - 3C5
Invoice Mumber 04500 I

Press your payment method to pay.

visa [0}

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.

« Cancel, and retumn to CUHK - 5CS5

Jetwo

12



W
G BEARTHG N

Amount HKD 40.00
Merchant CUMK - 5CS
Ierecace Number U045

Card Information

Enter your card information

CardType. VISA

Crodit Card Number [-| | [
Expiry Date: | Mm v || vivy v Card Verification Number | gt g g

« Cancel. and return to CUHK . SCS
Visa Secure

This payment websile suppodts Visa Secure
You might ba redirecied 10 your caid issuing bank and required 10 ender a password for authenlication
Pleasa contact your card issuing bank for senice detsls

VISA

You are connected to a Secure Payment Page operated by Joint Electronsc Teller
Services Ltd,

Jetw

Your payment instruction will be securely transmitied to the bank for authedisation

S e
O BEA®mDRG o

Amount HKD 40.00
Marchan CUHK. SCS
Irvvcice Number

Card Information

Enter your card information

Card Type VISA
Credit Card Number: | 4111 BECEE BBl B

Expiry Date 2 v 1 - Card Verification Number

« Cancel, and return 1o CUHK - SCS

Visa Secure

This payment websile supports Visa Secure
You might be redirected 1o your card issung bank and required fo enfer 3 passviord for authentication
Please contact your card issuing bank for service detads.

VISA

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

s Jetw
Your payment instruction will be securely to the bank for

e ——

Three-Digh Card Verification Value (CVV2) code appears
on the signature panel or on & white box 1o the right of the
signature panel on the back of the card
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ujpg.jtetbwhkl.com.hk says

Merchant:CUHEK - SC5

ﬁ BEA RN Invoice Mumber:Uo4a0000C N EM | 2| 3
—— Amount:40.00 B
credit Card Number:411111111 [ N
Amount: Expiry Date:02/2022
Merchant: Card Verification Value (cvv 2l
Imioice Mumibe

Confirm to proceed the transaction?
Card Infor

Enter your ci “ Cancel

Card Type: VISA
Credit Card Number- |41|1 |-|1|11 |-|- |-|- |

Expiry Date: m: Card Verification Number: IEI What i this?

« Cancel, and réturn to CUHK - SCS

Application for e-Copy Transcript

Transaction Result

Transaction Detail

Transaction accepted
Empl ID: 1009045140 XZ, Ywb Mvog =308
Application Number: cooodiEE Submission Date: 26/02/2021
Status: Approved Amount: HKD $40

Back To SuMMARY |
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2.2.6 Application and Payment Status

Application for e-Copy Transeript

Application Status

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

Mcamber 13 . L

0000010101 26/02/2021 Paid 8.6.A. - Integrated BSA Programma Student Copy In Progress
0000010012 02/02/2021 Peid 8.8.4 -~ Integrated B84 Programme Seuders Copy In Progrens
0000020007 01/02/2021 Paid 8.B.A. - Integraced EBA Programme  Student Copy In Progress

wnicad | has been

necessary
e System and pay™ent is yet to sectle

Pay sgain

_ Back__

*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.

***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.

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

Application for e-Transcript

Application Status

Trans<opt Descriphon

B.Eng. in Information Engineering and

000010086 24/02/202: Paid B N aeaorated BBA Srosramyand Student Copy 1 Progress
1000010080 22/02/2021 Paid :‘:;“_";::‘"':x:.i"g;;n' 79 27 Student Copy 1n Progress
1000010081 22/02/2021 Paid B.Eng. in Informaticn Enginearing and oo o0 Complated  22/02/2021

B.8.A. - Integrated BBA Programme

Application Status
Completed The appiication has been completed. Your «-Copy T
sant to the email addre

t is avatadle for download / has been

The appliication is now bei

ntact RES o necessary.

e R SIS T 2. e-Copy Transcript (Official Copy)
has been sent to the email
e fos address as provided in application.

by the Payment Cateway, plesse pay agan

® under process by the Paymaent Gateway. please chack the payment status latec

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.

1. The application has been
completed if the application
Application for e-Copy Transcript status is changed to

Application Status “Completed”.

| Complefior: / =
Transcript | Application | Senfg
Transcript Descripfion I’_I’yp_e Status |ate Remarks

0000010101 26/02/2021 Paid 8.B.A. - Integrated BBA Prog Student Copy Completed 01/03/2021 view
0000010012 02/02/2021 Paid B.B.A. - Integrated BBA Programme Student Copy In Progress
0000010007 01/02/2021 Paid 8.8.A. - Integrated BBA Programme  Student Copy In Progress

Application Status

Completed The application has been completed. Your e-Copy Transcript is available for download / has been
sent to the email address as provided in your application,

In progress The application is now being handled by RES,

Rejected The application is rejected, Please contact RES if necessary.

Saved Only the information input have been saved in the system and payment is yet to settle. The

system will not forward your application for processing.

Payment Status - i ”
Paid You have successfully paid the application fee. 2- CI]Ck view to download e—copy
Rejected The payment transaction is rejected by the Payment Gateway, please pay again. TranSCfi t
Pending Your payment is under process by the Payment Gateway, please check the payment status later, p =
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