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Guideline for Making Appointment to collect Graduation Certificate
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Login to Appointment System of COES
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The login password of COES will be reset automatically for the graduates, please refer to the following
instruction and access during the designated period.
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First key in your Student Number and password* in order to login COES
(https://coes-stud.must.edu.mo/coes/login.do)
*Password: please enter your ID/Passport number for password. (Students from Macao, Mainland China,
Hong Kong and Taiwan should enter ID card numbers, other students enter Passport numbers. All the
symbols, including dots, slashes or parentheses are required.)
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Please read the instructions in the Inbox carefully and go through the “Regulations for Certificate
Collection”. Then click “Certificate Collection Appointment”.
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Select the Method of Collection
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Please select from one of the Collection Method :“In Person”, “By an Authorized Person” or “By Mail”.
Appointment can be made within one month from the day of login.

MO R A B e

Macau University of Science and Technology u

- e ¢ FHIEEEETRG « BRSO 2 Bl
/4555 0200853A-B031-0041 BAZ: BRI EHHE(DD/MMIYYYY): 26/06/2020

Diploma Reservation
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Collection Method 1: In Person
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Please select the desired date and time, and then click “Submit”.
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Collection Method 2: By an Authorized Person
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Please select the date and time for collection by the authorized person, then click “Submit”.
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Collection Method 3: By Mail
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After the option “By Mail” is chosen, please fill out the mailing information and upload a copy of the
identification document, then click “Submit”.
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Print Out Slip for Graduation Certificate Collection (Applicable for collection
“In Person” or “By an Authorized Person”)
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Please confirm the date and time and then click “Next”.
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If the date or time needs to be revised, please click “Cancel Appointment” and go through the
appomtment procedure again.
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After clicking “Next”, “Remarks for Certificate Collection” will be shown at the end of page, please read
it carefully.
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Students who choose collection “In Person” or “By an Authorized Person” need to complete Step 1: print
out “Slip for Graduation Certificate Collection” and Step 2: fill in and print out “Caution Fee Refund

Application Form (for Graduates only)”
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Please do not log out if all the steps have not yet been completed.



.

*

BBEES LK 1
Filling in the Caution Fee Refund Application Form
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Students who choose collection “In Person” or “By an Authorized Person”, please complete the “Caution

Fee Refund Application Form”, click “Save” and “Print” to print out the application.
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CAUTION FEE REFUND APPLICATION FORM(For Graduate Only)
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After deduction of all the arrears, caution fee will be returned to you by the method you have chosen
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Please read the Notes before completing this form and “Caution Fee Refund Application thés"‘
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B 45 i 4t \ Graduation Certificate collected in person
Correspondence Address [ |
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@) Once this option has been closen, it indi that student o entrust A Office to make donation with the remaining amount of caution fee.
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S‘Ludem should provide a. MOP account number of any bank in Macau; and for Tai Fung bank account, an extra $10 will be charged or b. HKD bank account
at Bank of China Macau Branch / The Industrial and Commercial Bank of China Macau Branch only.)
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For the student who choose tele-transfer, please provide a ICBC or BOC bank account which can accept HK Dollar remittance from outside China. }

For the student who choose tele-fransder and autopay, ple fill bank details in the following:
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Bank Name Account Name
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Account No. [ | Account Currency(Required for Autopay)
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Beneficiary's Address Beneficiary's Contact No.
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Noﬂ?es h Fuf collection on behalf written authorization, 1D copies of the consignog arggm@tee should be provided.
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For the student who choose tele-transder.and autopay, please provide a,ciear %ﬁhnok copy with bank account information attached to the application
form. b \
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Charge MOP/HKD100.00 from the refund fee with otice if you choose refund by tele-transfer.
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Any service charges from the bank should be borm dent (The minimum charge on outward remittance fee is MOP/HKD100), and would be
deducted from the caution fee without any notice.
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Should students fail to collect and or fail to bank in their cheques within the prescribed period (ie. Within six menths after the cheque was issued), the
funds will be treated as donations in support of the MUST Alumni Federafion without any nofice.
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| hereby declare that | fully understand and agree to all the relevant form and details.| also confirm that the data is correct and vaild.
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Students who choose collection “By Mail”, please complete and return the “Caution Fee Refund

Application Form (For Graduate Only)” which is sent together with Graduation Certificate to the
University by mail, together with the related documents.



