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ABSTRACT 
 
This document describes the instruction manual of ASEAN Credit Transfer System 
web-based application for University Administrator. This document also describes 
the features in ASEAN Credit Transfer System. Some examples have been provided 
to be used by academic administrators from AUN members. Some menus for Login: 
Define Term of Study, Define Study Program, Define Course, Assign Courses to Term, 
Remove Courses from Term, Home: Nominate Student, Host: Nomination Review, 
Home: Student Grade, Host: Student Grading, Post News, and Change Password have 
been provided.  
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OVERVIEW 

ASEAN Credit transfer System is an online, web-based application designed to facilitate 
student exchange programme within ASEAN University Network. This is an online 
application system, in which users can have access through internet connection, 
anytime and anywhere. ASEAN Credit Transfer System also integrates the business 
process from all university members as discussed in Steering Committee meetings. 
 
AUN-ACTS Secretariat is administered by International Office, Universitas Indonesia in 
close collaboration with AUN Secretariat and Steering Committee from 26 member 
universities. The secretariat is chaired by Head of International Office, Universitas 
Indonesia (ex officio) and 2 officers. 
 
ACTS have three user categories, they are: 

- student 
- university administrator (Home University/Host University) 
- ACTS secretariat administrator 

 
ACTS functions for University Administrator 
University Administrator can: 

- manage scholarship information 
- manage term of study 
- manage study program 
- manage courses 
- assign courses into term of study 
- remove courses from term of study 
- nominate student (as Home University) 
- review nomination (as Host University) 
- view student grade (as Home University) 
- manage student grade (as Host University) 
- manage university news 

  
ACTS advantages for University Administrator 
University Administrator can: 

- manage and monitor academic registration 
- manage and monitor student’s academic status  
- manage and monitor academic exchange in their university 
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I. LOGIN PROCESS 

 
To start using ACTS application, you have to login to authenticate your account. When 
you are login, system will identify user’s roles and accessibility. To login to the system, 
you have tp open http://acts.ui.ac.id and then the login page as show in figure 1 will be 
shown. 

 
Figure 1 Login Page 

You have to complete your username and password, and then click on  button 
to authenticate. If the authentication process is successful, you can enter and start using 
the application system. 
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II. MAIN MENU 

 
If the authentication process is successful, the main page for University Administrator 
will appear as shown in figure 2. 

 
Figure 2. Main Page 

In the main page, the main menu is on the left. In the middle of the page, you can see 
the headlines of ACTS news. If you want to read more about the news, you can click 
“Read More” link at the right corner below the headline news. 
 
There are also username, role of the user, and the user’s University (Home University) 
located above the headline news, and below the menu bar. 
 
The main menus for University Administrator are: 

 Define Scholarship 
University Administrator can manage Scholarship Information 

 Define Terms of Study 
University Administrator can manage Terms of Study at Home University 

 Define Study Program 
University Administrator can manage Study Programs at Home University 

 Define Courses 
University Administrator can manage offered courses at Home University 
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 Home: Nominate Students 
University Administrator can view the list of applicants from their university 
(Home University), nominate them, and monitor their application status 

 Host: Nomination Review 
University Administrator can view the list of student applications who apply to 
their university. In this menu, University Administrator has the role as Host 
University.  

 Home: Student Grade 
As Home University, University Administrator can view their student’s grade.  

 Host: Student Grading 
As Host University, University Administrator can manage student’s grade. 

 Post News 
University Administrator can manage university news. 

 Change Password 
University Administrator can change their password. 
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III. MENU: Define Scholarship 

 
In this menu, you can view, add, edit, and remove information about scholarship. The 
“Define Scholarship” menu page will appear as shown in figure 3. 

 
Figure 3. “Define Scholarship” Menu Page 

There are two columns on the page: 
 Scholarship 

Scholarship Name 
 Process 

You can edit or remove scholarship from the list  

If you want to add a new term of study, you can click on  button, and 
then figure 4 will be shown. 
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Figure 4. “Add Scholarship” Menu Page 

After you have completed the form to add scholarship, click  button to save. 

To view scholarship, from “Define Scholarship” menu page, click on scholarship name, 
and the following page will be appear as shown in figure 5. 



 
 

7 

 
Figure 5. “View Scholarship” Menu Page 

To edit the scholarship, from “Define Scholarship” menu page, click on “Edit” link in 
“Process” column, and the following page will be appear as shown in figure 6. 
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Figure 6. “Edit Scholarship” Menu Page 

After you have completed the editing page, click  button to save the data. 

To remove the scholarship, from “Define Scholarship” menu page, click on “Remove” 
link in “Process” column, and then figure 7 will be shown. 
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Figure 7. “Remove Scholarship” Menu Page 

If you have confirmed to remove the scholarship, click  button. 
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IV. MENU: Define Term of Study 

 
In this menu, you can view, add, edit, and remove the list of Study Terms at Home 
University and also add information about term. The term of study calendar may be 
different from one university to other university. The “Define Term of Study” menu 
page will appear as shown in figure 8. 

 
Figure 8. “Define Term of Study” Menu Page 

There are six columns on the page: 
 Term Title 

Name of the term 
 Year 

Year of term of study 
 Process 

User can edit or remove term of study 
 Calendar 

User can view the academic calendar of term of study 
 Active Term 

User can select the active term of study 



 
 

11

 Term to be Offered 
User can select the term to be offered 

You can select the Home University’s active term of study by select the radio button at 
“Active Term” column and also select the Home University’s term to be offered by 
select the check box at “Term to be Offered” column. You can select only one “Active 
Term” but you can select more than one “Term to be Offered”. After that, click on 

 button. 

If you want to add a new term of study, you can click on  button, and 
then figure 9 will be shown. 

 
Figure 9. “Add Term” Menu Page 

You have to select the year of term of study and input the term title. After that, click on 
 button. 

To edit the term of study, from “Define Term of Study” menu page, click on “Edit” link 
in “Process” column, and the following page will be appear as shown in figure 10. 

 
Figure 10. “Edit Term” Menu Page 

After you have completed the editing page, click on  button. 

To remove the term of study, from “Define Term of Study” menu page, click on 
“Remove” link in “Process” column, and the following page will be appear as shown in 
figure 11. 

 
Figure 11. “Remove Term” Menu Page 
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If you have confirmed to remove the term, click on  button.  

To view the academic calendar of term of study, from “Define Term of Study” menu 
page, click on “View” link in “Calendar” column. If you haven’t already input the 
calendar, the following page will be appear as shown in figure 12. 

 
Figure 12. Blank “Calendar” Menu Page 

To add calendar (event) to the term of study, click on button, and the following 
page will be appear as shown in figure 13. 

 
Figure 13. “Add New Event” Menu Page 

After you have completed the form to add event, click  button to save. 

If you already input the calendar, and the following page will be appear as shown in 
figure 14. 
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Figure 14. “Calendar” Menu Page 

To edit the calendar of term of study, click on “Edit” link in “Process” column, and the 
following page will be appear as shown in figure 15. 

 
Figure 15. “Edit Event” Menu Page 

After you have completed the editing page, click on  button. 

To add the calendar of event, click on “Add” link in “Process” column, and the following 
page will be appear as shown in figure 16. 

 
Figure 16. “Add Event” Menu Page 
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To add information about term, from the “Define Term of Study” Menu Page you can fill 
the information term form as shown in figure 17. 

 
Figure 17. “Add New Event” Menu Page 

After you have completed the form to add or edit the information term, click  
button to save. 
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V. MENU: Define Study Program 

 
In this menu, you can manage Study Programs at your Home University. The “Define 
Study Program” menu page will show the list of study programs in your Home 
University. The “Define Study Program” menu page will appear as shown in figure 18. 

 
Figure 18. “Define Study Program” Menu Page 

There are three columns on the page: 
 Name of Study Program 
 Degree 
 Process 

You can edit or remove study program from the list. 

If you want to add new study program, you can click on  button, and 

it will then be shown in figure 19. 

 
Figure 19. “Add Study Program” Menu Page 

After you input the name of study program and the degree of study program, click  
button to save. 

To edit study program, from “Define Study Program” menu page, click on “Edit” link in 
“Process” column, and it will then be shown in figure 20. 
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Figure 20. “Edit Study Program” Menu Page 

After you have completed the editing page, click  button to save. 

To remove, from “Define Study Program” menu page, click on “Remove” link in 
“Process” column, and the following page will be appear as shown in figure 21. 

 
Figure 21. “Remove Study Program” Menu Page 

If you have confirmed to remove the study program, click  button. 
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VI. MENU: Define Courses 

 
In this menu, you can manage courses at Home University. The “Define Courses” menu 
page will show the list of courses in your Home University, and will appear as shown in 
figure 22. 

 
Figure 22. “Define Courses” Menu Page 

There are four columns on the page: 
 Course Title 
 Course Code 
 Credit 
 Action 

You can edit or remove courses from the list. 

Before you add course, please make sure the study program of courses is already input 
to the system. If you want to add a new course, you can click on  button, 
and the following page will be appear as shown in figure 23. 
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Figure 23. “Add Courses” Menu Page 

After you have completed the form to add course, click  button to save. 

To view course description, from “Define Courses” menu page, click on course title, and 
the following page will be appear as shown in figure 24. 
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Figure 24. “View Courses” Menu Page 

To edit the course, from “Define Courses” menu page, click on “Edit” link in “Action” 
column, and the following page will be appear as shown in figure 25. 

 
Figure 25. “Edit Courses” Menu Page 
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After you have completed the editing page, click  button to save the data. 

To remove the course, from “Define Courses” menu page, click on “Remove” link in 
“Action” column, and then figure 26 will be shown. 

 
Figure 26. “Remove Courses” Menu Page 

If you have confirmed to remove the course, click  button. 
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VII. MENU: Assign Courses to Term 

In this menu, you can assign courses to specific term of study at Home University. It will 
ease students when selecting proposed courses at specific term. The “Assign Courses to 
Term” menu page will show the list of term of study and the list of available courses in 
your Home University, so you can assign courses to a specific term of study.  The 
following page will appear as shown in figure 27.  

 
Figure 27. “Assign Courses to Term” Menu Page 

You can select courses you want to assign to specific term of study by put a tick on 
“Select” column and then click on  button.  
 
To check whether course already assigned to specific term or not, you can browse 
courses based on term by click on the link as shown in figure 27 above.  
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VIII. MENU: Remove Courses from Term 

In this menu, you can remove courses from specific term of study at Home University. 
The “Remove Courses from Term” menu page will show the list of term of study and the 
list of available courses in your Home University. You can remove courses that you have 
already assigned, from a specific term of study.  The following page will appear as shown 
in figure 28. 

 
 

Figure 28. “Assign Courses to Term” Menu Page 

You can select courses you want to remove from specific term of study by put a tick on 
“Select” column (you can only select the courses that already assigned) and then click 
on  button. 
 
To check whether course already remove from specific term or not, you can browse 
courses based on term by click on the link as shown in figure 28 above.  
 



 
 

23

IX. MENU: Home: Nominate Students 

 
In this menu, you can view the list of the applicants from Home University, nominate 
them, and monitor your student’s status. The “Home: Nominate Students” menu page 
will show the list of applicants, confirmed students, nominated students, and not 
nominated students. The following page will appear as shown in figure 29.  

 
Figure 29. “Home : Nominate Students” Menu Page 

There are five columns on the page: 
 Number 
 Name 
 Email Address 
 Status 

The student’s status could be “Apply”, “Nominated”, or “Not nominated”. 
 Action 

You can view applicant’s details and change the applicant’s status. 

To view student details, click on “View” link in “Action” column, and the following page 
will appear as shown in figure 30. 
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Figure 30. “View Nominee – Home University” Menu Page 

You can approve the application by click on  button or deny the 

application by click on  button. You could also view student’s courses 
detail or print the student’s application form by click on the “click here” link. 

If you approve the application, a confirmation window as shown in  figure 31 will appear. 

 
Figure 31. “Student Nomination” Confirmation Window 

Click  if you want to continue or click  if you want to cancel 
the process. If you click  notification of nomination email will sent to 
student. After that, student’s exchange scheme confirmation page as shown in figure 32 
will appear. 

  
Figure 32. “Student’s Exchange Scheme” Confirmation Page 
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After you confirm student’s exchange scheme, a message as shown in figure 33 will 
appear. 

  
Figure 33. “Student’s Exchange Scheme” Confirmation Window 

Click  if you want to continue or click  if you want to cancel 
the process. If you click  after that you have to verify student’s alternate 
Host University, and the following page will appear as shown in figure 34. 

 
Figure 34. “Verified Host University” Menu Page 

You have to put a tick on verified student’s alternate Host University (student can 
choose up to three alternate Host University) and then click on  button to save. 
After that, a confirmation window will appear as shown in figure 35.  

 
Figure 35. “Verified Student’s Host University” Confirmation Window 

Click  if you want to continue or click  if you want to cancel 
the process. If you click  notification email will sent to student, selected 
Host University and AUN-ACTS Secretariat. 
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X. MENU: Host: Nomination Review 

 
In this menu, as Host University, you can view the list of the applicants who apply to the 
university. You can either accept or reject the student’s application. The “Host: 
Nomination Review” menu page as shown in figure 36 will show the list of nominations 
from Home University, list of confirmed students, list of accepted students, and list of 
rejected students. 

 
Figure 36. “Host: Nomination Review” Menu Page 

There are six columns on the page: 
 Number 
 Name 
 Email Address 
 Home University 
 Status 
 Action 

To do the next action, click “View” link in “Action” column. 

In the list of nominee, if you click “View” link, the page as shown in figure 37 will be 
appear. 
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Figure 37. “View Nominee – Host University” Menu Page 

You can either approve or reject the application. If you want to approve the application, 
click on  button, or if you want to reject the application, click on  

 button. If you approve the application, a confirmation window as shown 
in  figure 38 will appear. 

 
Figure 38. “Approval Application” Confirmation Window 

If you approve the application, then you have to approve courses from the list of 
student’s proposed courses by checking the box and then clicking on the  button. 
The following page will appear as shown in figure 39. 
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Figure 39. “Approve Proposed Courses – Host University” Menu Page 
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XI. MENU: Home: Student Grade 

 
In this menu, as Home University, you can view the list of students who have confirmed 
to enroll to one of the Host University and view student’s grade. The “Home: Student 
Grade” menu page will show the list of confirmed students from Home University as 
show in figure 40.  

 
Figure 40. “Home: Student Grade” Menu Page 

There are five columns on the page: 
 Number 
 Name 
 Email Address 
 Status 
 Grade 

To view student’s grade click “View” link in “Action” column. 

If you click “View” link, the following page will appear as shown in figure 41. 
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Figure 41. “View Student Grade” Menu Page 

If you want to view student grade details, you can click on  button, and the 
following page will appear as shown in figure 42. 
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Figure 42. “Student Grade Details” Menu Page 
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XII. MENU: Host: Student Grading 

 
In this menu, as Host University, you can view the list of students who have confirmed 
to enroll to the Host University and you can manage the student’s grading. The “Host: 
Student Grading” menu page will show the list of students who confirmed to enroll to 
Host University as show in figure 43.  

 
Figure 43. “Host: Student Grade” Menu Page 

There are five columns on the page: 
 Number 
 Name 
 Email Address 
 Status 
 Grade 

To do the next action, click “View” link in “Action” column. 

If you click “View” link, the following page will appear as shown in figure 44. 
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Figure 44. “View Student Grading” Menu Page 

As Host University, university administrator is responsible to input student grade (Host 
University grade) and also equate the student’s Host University grade to ACTS grade. 
This part is very important, so that ACTS Secretariat could only issue the ACTS student’s 
transcript if only the university administrator had input the student’s grade to the 
system. To input or edit student’s grade, click on  button, and the 
following page will appear as shown in figure 45. 
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Figure 45. “Add / Edit Grade” Menu Page 

After you have completed the editing page, click  button to save.  
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XIII. MENU: Post News 

 

In this menu, you can post university news. The “Post News” menu page will appear as 
in figure 46 below. 

 
Figure 46. “News List” Menu Page 

There are five columns on the page: 
 Number 
 Title 
 News Group 
 Post By 
 Action 

You can view, edit, or manage the news. 

If you want to add a new post, click on  button, and the following page will 
appear as shown in figure 47. 

 
Figure 47. “Add News” Menu Page 

Please select the group to whom you want to show the news. The news will only 
displayed in the menu of correspond user. After you have completed the page, click 

 button to save. 



 
 

42

If you want to edit the news, from “News List” menu page, click “Edit” link in “Action” 
column, and the following page will appear as shown in figure 48. 

 
Figure 48. “Edit News” Menu Page 

To remove the news, from “News List” menu page, click on “Remove” link in “Action” 
column, and the following confirmation window will be appear as shown in figure 49. 

 
Figure 49. “Remove News” confirmation 

If you have confirmed to remove the study program, click  button to 
continue or click  if you want to cancel the process. 
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XIV. MENU: Change Password 

 
In this menu, you can change your password. The “Change Password” menu page will 
appear as in figure 50 below. 

 
Figure 50. “Change Password” Menu Page 

Enter your old and new password, and repeat the new password for the authentication 

process. Press the  button to save your new password. A confirmation page will 
appear as shown in Figure 51. 

 
Figure 51. “Change Password” Information Page 
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CCLLOOSSIINNGG  
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