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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.

€ HuEE AR A SRR K RS DL A COES %4 (https://coes-stud.must.edu.mo/coes/login.do)
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WHEZE @ 21 ID No. £ 12345678912345678X » Al {5ifigy A 12345678912345678X

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 number for password.

Example for local students: ID No. 1234567(8), then the password will be 1234567(8)
Example for non-local students: ID No. 12345678912345678X, then the password will be
12345678912345678X.
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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.
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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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Diploma Reservation
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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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Diploma Reservation
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Collection Method 3: By Mail
& R TEEY, % FHHATEDR o HMHBNGA T BRER R > ARG B T Submit
After the option “By Mail” is chosen, please read the reminder in red and handle accordingly, then click
“Submit”.
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Students must submit the application to request sending the Graduation Certificate by mail as stated in

the reminder in red.
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Print Out Slip for Graduation Certificate Collection
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For collection “In Person” or “By an Authorized Person”, 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

appointment 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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Click button (1) to print “Slip for Graduation Certificate Collection”.

IR BENE FIE()FE » AE AR TR ESRA G, £ 0 B TREE . K THIED,
Click button (2) to fill in the “Caution Fee Refund Application Form”, then “Save” and “Print”.
WA ER - 78R

Please do not log out if all the steps have not yet been completed.
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Filling in the Caution Fee Refund Application Form
& B TESEAGREE SRR, & 0 OB TR B RRER THIED BENARNZR -

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 Onl
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After dedudtion of all the amears, caution fee will be retumed to you by the méihod you have digsen.
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Please read the notes before completing this form and “Caution Fee Refund Appligati les"
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Mame in Chinese BRI -~ \ -f:vﬁ{}‘»-\, : :
b oty ,;k\ V' z B B
Student No. 02098534-B021-0041 .. ') = i i )
B OE b 4 | [ e g | Graduation Certificate collected in person
Corresgzgngdge%eggddress ST EE§§¥§§§ . .
Contact Mo Postal Code QU Sac e sent b ]
EH | , |
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2 : <
® Non-Hostel Faculty TEEEESR FEEEDEIISEIE ST s e
2 TEE R RERITERIETERE by aEA
FERRE—HIETD FHE acymmiy
0] Hostel Dormitory Reom Clearance Program EEEHE LT Date
Confirmation must be attached
O BET [BRAREAPEE&RSEG] DONATE TO MUST ALUMNI FEDERATION
(FE— 232, AFELEERRAEISERASHNIESEE
‘Once this option is closen, it indi that student to entrust A ts Office to make ion with the ining amount of caution fee.
O ¥ & CHEQUE
(ZERBHANSEEAEUERT Mustbe and banked within six months after issue notice}

) BENER (P14 T8 S # A ) AUTOPAY(For bank account in Macau)
(FERF A EF —ERTIATNTRS. XIRWTEEIITFRE. A FERTENHTFTEIARTRANGTZZTRS
Student should provide a. MOP account number of any bank in Macau; and for Tai Fung bank account, an extra 510 will be charged or b. HKD bank
account at Bank of China Macau Branch / The Industrial and Commercial Bank of China Macau Branch only.}

O BEZE TELE-TRANSFER(TIT)

(EREFFERE FTEIART. & TERT] ETEISAZTEFTXRS.
For the student who cheose tele-transfer, please provide a ICBC or BOC bank account which can accept HK Dollar i from cutside China. }

I RAFREE AHNEE, FURL FaErER
FFor the dent who ch tele- der and autopay, please fill bank deﬁﬁsh the following:
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Bank Mame e Acwﬁw ame

B SRS A MR B % B EhEERRLE)

Account Mo | 5 | Account Currency(Required for Autopay)
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Bank Address (Required for TIT) | é |':E| |E%| |§:'\"‘-‘r |§“-‘r
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MNotes For collection on behalf written suthorization, |0 copies of the consignor and trustee should be provided

HHEE S ER BEIRE » FHETHITENG RN CRPEED EIET
For the student who choose tele-transder and autopay, plesse provide a clear bank book copy with bank account information attached to the
application form.

ENEZUA RS SR TR AP i 10070 » ABRAHIE S P FTRRAREE .

Charge MOP/HKD100.00 from the refund fee without notice if you choose refund by tele-transfer.

R & A BT, TAFRFERTRES T EHEIRR » 3 fEEH.

Any service charges from the bank should be paid by student, and would be deducted from the caution fee without any notice
EREREERANFRERRIESE R A ER MRS EFEN), RIERS B8R , MARMIEUERET WPRITE
FETRERSEY]  BRAEE.

Should students fail to collect and or fail to bank in their chegues within the prescribed pericd (ie. Within six months after the cheque was
issued), the funds will be treated as donations in support of the MUST Alumni Federation without any notice.

EASE: A FEREIESR. AFEd. HEEENXEENTESSA.

| am hereby declare that | am fully understand and agree to all the relevant forgn8nd details.| also confirm that the data is comect and vaild.
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Vertified by Accounts staff Vertified Date
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Students may log out once all the steps are completed. Please be on time on
the day of your appointment. “Slip for Graduation Certificate Collection”

must be printed out for certificate collection and caution fee refund along
with the following documents:
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Collect in Person To be Collected by an Authorized Person
Applications Application Applications | Application
Documents to be (Eg: Testimonial for Application/ (Eg: Testimonial for Application/
submitted Certification | for Graduation, | Testimonial of| Collection |Certification| for Graduation, | Testimonial of| Collection
Collection Transcript, Study in for caution | Collection Transcript, Study in for caution
Graduated HK/Macau | fee refund* Graduated HK/Macau | fee refund*
Student Profile® Region’ Student Profile® Region’

Application Form' v v v v v v

Graduate’s Original ID v v 4

Graduate’s ID Copy v v v v v v v

Graduate’s Original

Travel Permit v

(Applicable to Mainland

Graduates)

Graduate’s Travel

Permit Copy v v v

(Applicable to Mainland

Graduates)

Authorization Letter”

Authorized person’s

original ID?

Authzorlzed person’s ID v v v

copy

Self-evaluation Form® v

Dormitory Clearance

Confirmation v v

(Applicable to

Dormitory Student)

Bank Book Copy

(Applicable for v v

Tele-transfer or Auto

pay)

Detailed address of the

bank v v

(Applicable for

Tele-transfer)

Notes:

1. Application forms can be downloaded from the University website or obtained from the University.

2. If authorization is needed in any case, please download and fill out the authorization from the University website. The
authorized action (s) must be clearly stated out otherwise no further action will be taken towards any applications.

3. Graduates from Mainland China may apply for graduated student profile by filling in and signing the self-evaluation
form and submit it along with the application for certification of studies.

4. The Application form for caution fee refund can be filled out via the Graduation Certificate Collection Appointment
System. Please print the application and submit it along with all the required documents.

5. After receiving the graduation certificate, mainland graduates may apply for verification from Chinese Service Center

for Scholarly Exchange (CSCSE) depending on their needs. For more details, please refer to the website of CSCSE
(http://renzheng-gat.cscse.edu.cn/).




