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1. To access the Undergraduate Admissions Recommendation System, please ask your students to 
nominate you as a referee by providing your particulars in the “Referee Information” section of the 
online application. 

2. Once your students have submitted their applications, you will receive an invitation email to access 
the Undergraduate Admissions Recommendation System. 

3. You have 21 days to complete the online recommendation by inputting the form or uploading the 
documents. 

4. You can use the same account and password to complete the recommendations for different 
applicants who have invited you (using the same email address) as their referee.

Supporting documents
4. Files with the same name cannot be uploaded more than once for the same student.
5. Uploaded documents cannot be viewed or deleted once the recommendation has been submitted.
6. You can upload files that are up to 30MB in total. Please ensure your files are appropriately resized 

before uploading to optimize the use of your storage.  
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ACTIVATE YOUR ACCOUNT BY INVITATION (EMAIL SAMPLE)
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2. Click to activate your account

1. Once the application is submitted by your
students, you will receive an invitation 
email to join the Undergraduate 
Admissions Recommendation System



CREATE A PASSWORD
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1. You will be asked to create a password 
during your first log-in

2. Create a password as instructed

3. Retype the password

4. Click



SIGN IN 
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1. Your referee account has been activated

2. Click 

3. Fill in email 
address and 
password 

4. Click



SECURITY MEASURES 
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1. Referee will be required to enter 
the verification code (to be sent to 
the email address registered) when 
logging in to the system

2. Click 



PERSONAL INFORMATION 
COLLECTION 

83. Click

1. Scroll down and read

2. Select all 
that apply



REGISTRATION 
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1. Complete the registration form

2. Click



OVERVIEW OF ALL INVITATIONS
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You can view the submission 
status here

Click to Edit 



RECOMMENDATION FORM 
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1. Compulsory to fill in



RECOMMENDATION FORM (Q1)
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1. You may provide  
comments here; 
AND / OR

2. Upload documents,  including but not limited to:
     a. Academic Documents

• Predicted Grades
• School Transcripts
b. Reference Letters



RECOMMENDATION FORM (Q1) (UPLOAD DOCUMENTS) 
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You may upload a single file that is up to 3MB

You may upload up to ten files, with a total size limit of 30MB

Files with the same name for the same student cannot be 
uploaded more than once

PDF or JPEG preferred



RECOMMENDATION FORM (Q2 – Q4)
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Optional to fill in



RECOMMENDATION FORM (Q5)
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Compulsory to 
choose the rate for 
each category 

Click to submit the 
recommendation

Save to edit / 
submit later



RECOMMENDATION FORM 
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Click “Confirm” to submit your 
recommendation. The recommendation 
form and uploaded documents cannot 
be viewed or deleted once the 
recommendation has been submitted



RECOMMENDATION FORM 
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Status displayed as: 
“Submitted”
 



RECOMMENDATION FORM 
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Status displayed as: “Processing”
 

If you save to edit / submit 
later



RECOMMENDATION FORM 
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Status displayed as: 
“Decline”
 

If you decline the invitation



RECOMMENDATION FORM 
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Status displayed as: 
“Invitation Withdrawn”
 

If the student withdraw 
the invitation 



ACCESS TO THE RECOMMENDATION SYSTEM VIA 
INVITATION EMAIL (EMAIL SAMPLE)
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Click 

After registering, you will receive an email 
invite to the Undergraduate Admissions 
Recommendation System each time a student 
nominates you



RESEND AN INVITATION LINK
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1. If the invitation link has  
    expired

2. Click to receive a new 
link to continue



FORGOT PASSWORD
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1. Click

2. Put in your email 
address registered



FORGOT PASSWORD
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1. Referee will be required to enter 
the verification code (to be sent 
to the email account registered) 
when logging in to the system

2. Click



FORGOT PASSWORD
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1. Create a new 
password as instructed

2. Retype the password



ENQUIRIES

Frequently Asked Questions
https://admission.cuhk.edu.hk/application/overseas-
other-qualifications-non-local-international-team/faq/ 
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Contact Us 
Email: ugapp2@cuhk.edu.hk
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