User Guide for Online Platform - Submission of Confidential Reference for
Admission to Hong Kong Baptist University Research Postgraduate Programmes

Section A: How to sign in to the online platform?

. Access the online platform

Please click the hyperlink (https://iss.hkbu.edu.hk/amsappl_pg/ref_signin.jsf?user=XXXXXXXXXX) provided in our

invitation email (Email subject: HKBU Invitation for a Confidential Reference).

1. Sign in to the online platform- Creating You Own Password (For first time users only)
Step 1. On vyour first login to the online platform, you will need to create a password for your account. Please
refer to the rules below for creating a secure password. The red  will change to a green  when the rule

is complied.

Rules for creating a secure password:

Length between 8 - 14 characters

Contains Uppercase character(s)

Contains Lowercase character(s)

Contains Number(s)

Contains special character(s): I-.~_@
Step 2. Input the password again in the Re-tvpe new password field.
Create Password

Mew password (3 - 14 characlers) ! Password must comply with all rules below
«fLength between & - 14 characters
Show Password JContaing Uppercase characler(s)
HFContaing Lowerncase character(s)
« Contains Number{s)
A "

Re-type new password : \ 2. Please input the password again

1. Please create a password

Please click Submit to create your passward.

Clex

Step 3. Click Submit to create your password, and sign in the online platform.

Create Password

Mew password (8 - 14 characters) [sramnanaas Passwond must comply with all rules below
«/Length between & - 14 characiers
Show Password f Contains Uppercass character(s)
f Contains Lowercase characleris)

JSContaing Mumber(s)

SSTontaing special charatlg 3. Click Submit
Roglype new password 000 o [seesseens ¥ /

Please chck Submit fo create your password.

Ciea
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I11.  Confirming your Preferred Salutation and Name (For first time users only)

Step 1. Fillin your preferred salutation.

Step 2. Fill'in your full name.

Confirmation of your Preferred Salutation and Name

Before going further to complete the Confidenti: i r preferred salutation and name below. The information will be used for the
purpose of communication with you and your A . ed by more than one applicant to be his/her referee, you will not need to
repeat this step again as long as the same email 1- Fl“ n VOUI' pl’efe rred Sa|UtatI0n
* Required Field ./
Preferred Name * © : |Ms v
—-Salutation-- ‘\""-L

Prof ] 2. Fill i full
Please click Save to save your ( Dr . FlilIn your tull name

Ir

e et (CSave)
Cr—

Step 3.  Click Save to confirm and go to the next page.
Confirmation of your Preferred Salutation and Name

Before going further to complete the Confidential Reference Form, you are invited to take some time to confirm your preferred salutation and name below. The information will be used for the
purpose of communication with you and your nominator(s) throughout the reference process. If you are nominated by more than one applicant to be his/her referee, you will not need to
repeat this step again as long as the same email address has been provided.

* Required Field

Preferred Name™* ? : | Ms ¥ | |Cheng
—Salutation—
Prof 3. Click Save
Please click Save to save your { Dr

Ir

e et (CSave)
Cr—

IV.  Signin to the online platform - Direct Sign In (For non-first time users only)

Step 1. Input your password.
Step 2. Click Submit to sign in.

Referee Sign In

Please use the password we sent via emall o login 1o the Systermn and Click Submit

1. Input the password
_ 2. Click Submit

Password

Please click Submil i process your reguest l

User Guide Forgot Password Clear [ Submit )
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Section B: How to submit the confidential reference for the applicant?

Please follow the steps below to submit the reference for the applicant.

Step 1. Click Select of the respective applicant to go to the reference page. If more than one applicants nominate you
as their referees, you will see a list of applicants on this page.

Prepare for your Reference and select the applicant

You have been nominated as the Referee of the following applicant(s) of the Taught Postgraduate programmes of the Hong Kong Baptist University.

We would appreciate your assistance in assessing the suitability of the applicant(s) for postgraduate study at the University by completing the online Confidential Reference Form (Form). If you
wish to provide an additional document such as a reference letter, you may also upload it and submit alongside the Form. You are appreciated to complete the above within two weeks from

the invitation of your reference.
In the following table, you will find the list of nominator(s) as well as:
- the details such as applicant name, application number and the name of applied programme

- the status of each reference which will change to Submitted online upon your successful submission of the Form

You may also refer to our User Guide. If you need any further assistance during the process, please contact us by submitting an Enquiry Form (please select "Referee” under "TPG" as the

Enquiry Type}.

To hegin, please click the Select button next to the applicant name.

1 Select CHAN Siu Man R19001340 Doctor of Philosophy - Physics Pending 2020-07-12

2 Select CHAN Tai Man R19000012 Doctor of Philosophy - Film Pending 2020-07-12

1. Click Select

Change Password

Step 2. Click Confidential Reference.

3. Click Confidential Reference

Confidential Reference Notes Upload Guideline

* Required Field (#53EEEETR{7)

Step 3. Answer all questions.

Step 4. Upon completion, please click Save and check if the information are saved

successfully.

Information has been saved. """——_.____

Information saved successfully.

Step 5. If you do not have to provide any additional document such as a reference letter for the applicant, please

directly go to step 11. Otherwise, please go through steps 6-10. Please be reminded that you have not

completed the submission of Confidential Reference at this stage.
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If you would like to provide an additional document, you follow steps 6-10 to upload it. Only PDF files with file size not

exceeding 2MB are accepted.

Step 6.  Click Choose File to select the file from your device.

Section IV: Uploading other supporting documents (BPUER{7 - _F#REMATARE R
6. Other relevant documents such as recommendation letter (if any) [[?D@W Click Choose File L] » $ELIPDFE S BE - )
H_
Please select the document(s) from your device: © | Choose File | iE{F{L{AfEE= UP|Oid

Step 7.  Click Upload

Section IV: Uploading other supporting documents (SBPUER {3 : R E Al 7 ER=) .
6. Other relevant documents such as recommendation letter (if any) ([HI3E] 20{RFHFE IR EETE N HRIATERY FAIE Click Upload
e
Please select the document(s) from your device: © @ | #RBFESF | Recommendation Letter.pdf Upload

Step 8.  Upon your successful upload of the document, click the file name to check if you have uploaded the

correct document.
Section IV: Uploading other supporting documents (55 PUER

Click the file name to check if you have

Other relevant documents such as recommendation Z) FELirOFiEE L& - ):
| | Filename é uploaded the correct document. size (Bytes)
Recommendation Letter.PDF AR vM‘l—— 83449

Delete

If the file(s) is correct, please go to Step 10 directly.

Step 9a. If you need to change/delete the uploaded file(s), please check the box(es) next to the File Name(s).
Step 9b. Click Delete.

i PR Ty

Section IV: Uploading o
otner relever®| - Check the box(es) next to the file(s) to the be deleted. i (RIS FELIPDAEE 1H - ):
Recommendation Letter.PDF Other reference document 2019-09-16 [ 6:19 PM ] 33449
Delete
Click Delete

Step 9c. Click OK in the pop up dialogue box to proceed.

* issuathkbu.edu.hk says

| Do you really want to delete the selected record(s)? CI ICk OK
| Cancel
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Step 10.  Click Submit and Click OK in the pop up dialogue box.

Section IV: Uploading other supporting documents (SBPUER{#S © _tEHEMHIEER)
Other relevant documents such as recommendation letter (if any) ([#3&FH) #0¢RFE LT EEEE A ARIRTEE X ik (B H0IERE(S) - FELIPOFEE, L&Y - ):

Recommendation Letter,PDF Other reference document 2019-09-16 [ 6:19 PM ] 83449

'\ 11. Click Submit

and OK

Step 11.  After completing Step 10, you will be redirected to the main page of the platform. The status will change
from “Pending” to “Submitted Online”.

Prepare for your Reference and select the applicant

You have been nominated as the Referee of the following applicant(s) of the Taught Postgraduate programmes of the Hong Kong Baptist University.

We would appreciate your assistance in assessing the suitability of the applicant(s) for postgraduate study at the University by completing the online Confidential Reference Form (Form). If you
wish to provide an additional document such as a reference letter, you may also upload it and submit alongside the Form. You are appreciated to complete the above within two weeks from
the invitation of your reference.

In the following table, you will find the list of nominator(s) as well as:
- the details such as applicant name, application number and the name of applie

- the status of each reference which will change to Submitted online upon your si Status WI” be updated tO Subm |tted Onl i ne

You may also refer to our User Guide. If you need any further assistance durin nder "TPG" as the
Enquiry Type).

To begin, please click the Select button next to the applicant name.

1 Select CHAN Siu Man R19001340 Dactor of Philosophy - Physics Submitted online 2020-07-12

Z Select CHAN Tai Man R19000012 Doctor of Philosophy - Film Pending 2020-07-12

Change Password

Step 12.  You have successfully submitted the Reference for the applicant. Please be reminded to sign out of the
online platform by clicking the Sign out button.

Signout | Ms Cheng [Xx 10009 vs]

Preferred

Please note:
1. The applicant will receive a notification email upon your successful submission of the reference.

2. The University may contact you to verify and validate the reference if necessary.
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Section C: How to retrieve the password? (For non-first time users only)

If you have forgotten your password, you may use the Forgot Password function to retrieve the password. A new

password will be sent to you via email. Please keep your new password for future use.

Step 1. Refer to Section B of the user guide for details of how to access the online platform.

Step 2.  Click Forgot Password on the sign in page.

Referee Sign In

Please use ihe passwond we send via email to lagin ko the system and Cick Submit

— —

Passwornd

2. Click Forgot Password
Please click Submit 0 protess your request

User Guide Forgot Password Clear St

This site is bestwiewed with 1024 x 768 resolution, and reguines Inbernat Explorer tetween 7.0 and 11,0, Firefox Between 3.0 and 82 0, Google Chrome betwesen 24.0 and §9.0 or Micosolt Edge up to 12, For
Macininsh wsers, phease CRsS this site wsing Safan 3.1 or above

Copyright @ 2018. Hong Kong Baplist Unksersity All rights resenad

Step 3.  Input the email address that you received the email invitation for the online platform.

Referee Password Assistance

Forgol your password? Please fill in the information Delow and we will Send a new pas
3. Input your email address via which the

Login URL / Referes ID _ email invitation was received

Your e-mail account

Clear Reset Pasvword

Step 4.  Click Reset Password to confirm your request.

Referee Password Assistance

Fongot your password? Please fill in the information below and we will send a new password by e-maid 1o your e-mail account

Login URL / Referee 1D _ 4, Click Reset Password

four e-mall account abc@ded.com ‘/

Clear Reset Paswwrord

Step 5. An email with the password will be sent to your email address immediately.
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We thank you for your submission of the reference. Your invaluable comments will help the assessment of the

applicant’s suitability for postgraduate studies at the University.

For any enquiries, please contact Graduate School:
Email: hkbu_rpg@hkbu.edu.hk





